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Library Procedures and Policies 
 

Forward 
 

The mission of the Lancaster Independent School District school library program is to 

ensure that students and staff are effective users of ideas and information enabling them to be 

literate life-long learners and creative thinkers.  The mission of the school library is to provide 

instruction to foster competence in acquiring and using information and ideas, and in evaluating 

information resources, to stimulate interest in reading and appreciation of literature through 

group instruction and individual guidance, to provide intellectual and physical access to 

materials in multiple formats, and to collaboratively work with other educators to design and 

carry out learning experiences to meet the needs of individual students.   

 This handbook is to be a guide for all librarian coordinators, librarians and library 

assistants, but especially for those librarians new the Lancaster public schools, as well as a help 

for clerical personnel in routine and technical processing.  Its use should also bring about a 

desirable uniformity in the library program. 

 It is not intended that this manual be followed verbatim.  Rather, librarians are 

encouraged to use their own initiative and originality in adapting the material provided and to 

make use of innovative ideas in their media programs. 

 We recommend the use of this handbook to all principals, librarians and other staff 

members. 

Prepared by:  Connie R. Fowler, LISD Elementary Library Coordinator 

Kathryn Nutt, LISD Secondary Library Coordinator 
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 PERSONNEL—INTERRELATIONSHIPS 
 

The Principal and the Library 
 

The principal, as administrator of the local campus, provides leadership for the total 
school program.  Specifically in relation to the library program, the principal shall: 
 
 Be familiar with district goals and objectives for the librarian and the library 

program 
 

 Provide encouragement and support for the librarian and the library program. 
 

 Encourage teachers to make maximum use of the resources of the library as an aid 
to effective teaching. 

 
 Involve the librarian in curriculum planning and in-service with teachers and 

administrators 
 

 Work with the librarian to establish the library policy and procedures for the most 
effective use of the School Library in relation to the total school program. 

 
 Provide opportunities to familiarize parents with library services and activities 

and secure their support in volunteer programs. 
 

 Inform and openly communicate with the librarian concerning all budget 
allocations related to learning resources and equipment, furniture and supplies. 

 
 Approve and sign purchase orders for all library orders 

 
 Provide evaluation of the librarian in relation to specified functions and 

achievement of goals and objectives 
 

 Be familiar with the guidelines set forth by the Texas Education Agency and the 
Texas Library Archives Standards and their use of guides in planning and 
evaluating the school library program. 
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The School Staff and the Library  

 Each staff member is instrumental in integrating the use of the library into the 

instructional process and in implementing sound educational use of learning resources in 

instruction.  To accomplish this staff members shall: 

 Become familiar with the library resources and their uses. 

 Accompany and work with classes in the library and be responsible for maintaining 
conduct standards that do not infringe on others’ rights 

 
 Foster for effective use of a variety of learning resources from the library in the 

teaching process 
 

 Notify the librarian of new materials appropriate for purchase consideration. 
 

 Assist the librarian in the evaluation of learning materials and equipment for 
purchase. 

 
 Consult and inform the librarian as units of study and long-range student projects are 

planned. 
 

 Provide opportunities for classroom displays and exhibits in the library. 
 

 Encourage independent use of library by students for class related work and for 
enrichment. 

 
 Communicate in an objective and helpful manner with the librarian if library services 

and resources are not adequate for teacher or student use. 
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PERSONNEL-FUNCTIONS 
 

Campus Librarian  

 The campus librarian serves as a master teacher, materials expert, technology leader and 

curriculum consultant.  The librarian is knowledgeable in instructional systems design, media 

program administration and management, materials selection, utilization and evaluation; 

media production; assessment and evaluation techniques; and technology implementation 

and utilization.  The librarian shall: 

 Exhibit leadership and cooperate with the site based-decision-making committee to 
develop goals and objectives for the library program that incorporates campus and 
district mission statements, goals, and objectives. 

 
 Work with the site-based decision-making committee to develop an appropriate 

budget that meets ongoing library needs. 
 

 Consult and plan with teachers on the selection, appropriate use and convenient 
scheduling of materials for classroom instruction. 

 
 Plan with administrators, teachers and students, individually and in groups, for 

effective use of library materials and facilities. 
 

 Provide leadership in evaluating and selecting equipment for purchase through a 
process that involves faculty, administration, and students.  Materials selected will 
meet student and faculty instructional and recreational needs and will provide options 
in instructional methods. 

 
 Assume responsibility for processing and organizing all library materials and 

equipment. 
 

 Schedule group use of the library. 
 

 Encourage student use of materials to satisfy class assignments. 
 

 Function as an active member of the faculty by accepting teaching responsibilities in 
student use of library materials, serving as a resource person in classroom activities 
and accepting assignments of planning and management committees of the campus 
and district. 
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 Assist in the design and production of locally produced materials for student and 
faculty use. 

 
 Acquire materials not available in the school through interlibrary loan. 

 
 Provide user guidance in reading, listening and viewing. 

 
 Prepare subject area or topic bibliographies incorporating all types of materials. 

 
 Maintain appropriate lines of communication with campus administrators, the district 

library Coordinator, other district administrators, and other campus librarian. 
 

 Incorporate district policies and procedures into the campus library program. 
 

 Plan activities to stimulate student and teacher use of the library materials and 
facilities. 

 
 Keep systematic records and data so that program efficiency can be evaluated. 

 
 Notify users of new materials, equipment, and services on a regular basis. 

 
 Collect information about user interests and needs, and routes relevant information 

and materials to appropriate groups. 
 

 Develop a useful, relevant professional collection. 
 

 Keep a yearly inventory of all campus equipment and provide a complete report to the 
campus principal. 
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The Library Assistant 

 The library assistant is to help provide a well-organized, smoothly functioning 

library environment in which students can take full advantage of the materials available. 

The library assistant shall: 

 Provide individual instruction and assistance in using library resources including 
computers and audiovisual equipment. 

 
 Shelve incoming books, materials, and equipment 

 
 Ready materials for classroom or reserve collection use as requested by teachers 

 
 Prepare bulletin boards and displays and assist the librarian in preparing instructional 

materials 
 

 Train students and adult volunteers to do various jobs, such as shelving, checking out 
and in library books, preparing overdue notices, and housekeeping duties. 

 
 Serve on committees whose activities directly affect the needs of the library. 

 
 
Accounting and Inventory 
 

 Operate the library automated circulation system. 
 

 Collect and maintain records of student fines and prepare parent notification as 
needed. 

 
 Receive and process books, materials, and equipment and reconcile with packing 

slips and invoices. 
 

 Repair books, magazines, materials, and equipment or process for repair at outside 
facilities (e.g., bindery). 

 
 Perform routine maintenance on digital equipment 

 
 Assist in the annual inventory and weeding of library materials. 

 
 Assist with end of year inventory of equipment, library books, and magazines. 
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Clerical Support 
 

 Maintain physical and computerized files. 
 

 Prepare bibliographies, forms, purchase orders, requisitions, and routine 
correspondence using personal computer. 

 
 Assist librarian in keeping administrative records and preparing required reports. 

 
 File needed items 

 
 Sort mail 

 
 
Student Management 
 
 

 Supervise students and assist librarian and teachers to maintain student behavior and 
maintain an orderly atmosphere.  

 
 Perform assigned student monitoring duties. 

 Help students with copying needs 

 

Other 
 

 Supervise library operation in absence of the librarian. 
 

 Assist with the supervision of parent volunteers and student aides. 
 

 Open library before and after school. 
 

 Other duties as assigned. 
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Library Student Assistants 

 At the elementary level the use of student assistants varies from campus to campus. At 

the secondary level, student assistants are used within the library regularly.  Their selection is 

the responsibility of the librarian in cooperation with the counselors and administrative staff.  

Student assistants are assigned a specific class period and receive a grade for their work in 

the library.  Their work is planned, organized and supervised by the librarian or members of 

the library staff as delegated. 

 For the student assistant program to be worthwhile, their duties should be varied and 

interesting to the student, have educational value, and provide opportunity for developing 

individual responsibility and leadership.  These duties include, but are not limited to the 

following: 

 Understanding the computerized online system for organizing the materials in the 
library as well as the Dewey Decimal System so that the student assistant may 
assist others in locating materials. 

 
 Assisting students and teachers with the online resources 

 
 Making minor repairs of materials and equipment. 

 
 Assisting the librarian in operation of digital equipment in the library. 

 
 Assisting with bulletin boards and displays. 

 
 Performing circulation tasks with students 

 
 Shelving books and pulling magazines for students and teachers. 

 
 Performing other duties as assigned. 
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Library Parent Volunteer Chairperson 
 

 The library parent volunteer chairman is crucial to the success of the library 

parent volunteer program, and it is essential that the chairman cooperates and works 

closely with the librarian.  In schools with active PTSA/PTA organizations, this person 

may be the PTSA/PTA Volunteer Chairman. 

 If at all possible, a key group of volunteers should be recruited by the chairman in 

the spring to report at the first of the next school year and assist on a concentrated basis 

until new recruits can be trained.  This ensures immediate and effective use of the library 

by the teachers and students upon the opening of school. 

 Suggested duties of the library volunteer parent chairman may include, but are not 

limited to: 

 Serving on the school’s PTSA/PTA Board and keeping them informed as to 
various library activities and needs. 

 
 Recruiting and maintaining an adequate staff of library volunteer parent 

assistants. 
 
 Scheduling the library volunteer parent assistants and preparing materials for 

them such as copies of schedules and substitutes, name tags, and procedures 
and instructions. 

 
 Handling all telephone communication with library volunteers. 

 
 Recruiting and organizing library volunteer parents to assist with special 

projects and activities, such as school book fairs, inventory, and special 
curriculum displays. 

 



 
 

 10

LANCASTER INDEPENDENT SCHOOL DISTRICT 
LEARENING RESOURCE CENTER 

MATERIALS SELECTION POLICY AND PROCEDURES 
 

I. Philosophy, Aims and Objectives 

The Library strives to provide a wide range of educational resource materials 
necessary to the fulfillment of the curriculum and for the independent study and 
recreational reading of the students. 

 
For the purpose of this policy, the term “learning resources” refers to any material 
(whether acquired or locally produced) with instructional content or function that is 
used for formal or informal teaching/learning purposes.  The primary objective of 
learning resources is to support, enrich, and help implement the educational program 
of the District. 

 
Several basic considerations related to the local environment, including the needs, 
interests, abilities and backgrounds of the students, should govern the selection of 
materials.  Modes of student learning, instructional styles of the faculty, budget limits, 
and the campus curriculum will also influence selection. 

 
The selection of books and materials shall be guided by the American Association of 
School Librarians’ School Library Bill of Rights. 

 
“The school library media program plays a unique in promoting intellectual 
freedom.  It serves as a point of voluntary access to information and ideas and as a 
learning laboratory for students as they acquire critical thinking and problem 
solving skills needed in a pluralistic society. Although the educational level and 
programs of the school necessarily shape the resources and services of a school 
library media program, the principles of the Library Bill of Rights apply equally 
to all libraries, including school library media programs. 

 
School library professionals assume a leadership role in promoting the principles 
of intellectual freedom within the school by providing resources and services that 
create and sustain an atmosphere of free inquiry.  School library professionals 
work closely with teachers to integrate instructional activities in classroom units 
designed to equip students to locate, evaluate and use a broad range of ideas 
effectively.  Through resources, programming and educational processes, student 
and teachers experience the free and robust characteristic of a democratic society. 

 
School library professionals cooperate with other individuals in building 
collections of resources appropriate to the developmental and maturity levels of 
students.  These collections provide resources which support curriculum and are 
consistent with philosophy, goals, and objectives of the school district.  Resources 
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in school library collections represent diverse points of view, and current as well 
as historical issues. 

 
While English is by history and tradition the customary language of the United 
States, the languages in use in any given community may vary.  Schools serving 
communities in which other languages are used make efforts to accommodate the 
needs of students for whom English is a second language.  To support these 
efforts, and to ensure equal access to resources and services, the school library 
program provides resources which reflect the linguistic pluralism of the 
community. 

 
Members of the school community involved in the collection development 
process employ educational criteria to select resources by their personal, political, 
social or religious views.  Students and educators served by the school library 
program have access to resources and services free of constraints, resulting from 
personal, partisan, or doctrinal disapproval.  School library professionals resist 
efforts by individuals to define what is appropriate for all students or teachers to 
read, view, or hear. 

 
Major barriers between students and resources include: imposing age or grade 
level restrictions on the use of resources, limiting the use of interlibrary loan and 
access to electronic databases, charging fees for information in specific formats, 
requiring permission from parents or teachers, establishing restricted shelves or 
closed collections, and labeling.  Policies, procedures and rules related to the use 
of resources and services support free and open access to information. 

 
The school board adopts policies that guarantee students access to a broad range 
of ideas.  These include policies on collection development and procedures for the 
review of resources about which concerns have been raised.  Such policies, 
developed by the persons in the school community, provide for a timely and fair 
hearing and assure that procedures are applied equitably to all expressions of 
concern.  School library professionals implement district policies and procedures 
in the school.” 
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II. RESPONSIBILITY OF SELECTION 

Materials for the library are selected cooperatively by the librarian in consultation 

with the administration, faculty, students, and patrons of the individual school. Final 

recommendations for purchase rest with the librarian, with the approval of the school 

principal.  Legal responsibility for materials in the library rests with the local school 

board. 

III. CRITERIA FOR SELECTION OF MATERIALS 

A. Criteria for selection of materials are based on the needs of the individual 

school, as determined from a knowledge of the curriculum, requests of 

administrators and teachers, and interests, abilities and backgrounds of the 

students using the library.  Materials should support and be consistent with the 

general educational goals of the State and the District and the aims and objectives 

of individual schools and specific courses.  In the selection of media, the 

following factors should be considered: 

 Need and value of subject matter to the collection. 
 Purpose of intent of media; manner of presentation. 
 Objectivity, accuracy, and timeliness of information. 
 Reputation and significance of the author, editor, or illustrator. 
 Readability and/or clarity. 
 Artistic quality and/or literary style. 
 Potential usefulness and general appeal. 
 Value commensurate with cost. 
 Evaluation placed on media by professionally recognized materials, standard 

catalogs, and other selection aids used by librarians. 
 Gift materials shall be judged by the criteria outlined and shall be accepted or 

rejected by those criteria. 
 Selection is an ongoing process which includes the removal of materials 

no longer appropriate and the replacement of lost and worn materials still of 
educational value. . . 
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B. The following general criteria are evaluated, however, in considering new 

equipment.  If, in the opinion of the library staff, several positive aspects combine 

to make a new brand more attractive than standardization of equipment, the new 

brand would be purchased. 

 Ruggedness 
 Portability 
 Cost 
 Ease of operation 
 Quality of performance 
 Effective design 
 Ease of maintenance and repair 
 Reputation of manufacturer 
 Available service 
 

IV. CRITERIA FOR SELECTION OF PERIODICALS 

The periodical collection should be balanced and should reflect the interest of the 

student users, support the curriculum, represent a variety of viewpoints, and respond to 

the professional needs of teachers. The periodical collection to be maintained as a 

reference source should be supplemented by an index appropriate to the collection. The 

collection may contain magazines and newspapers that contribute to the satisfaction of 

the student users and their needs, although they may not be indexed in one of the general 

periodical indexes. Certain special needs may be met, and some professional magazines 

may be circulated among interested staff, but should be returned to the library to be kept 

on file. The collection should be selected and evaluated according to recognized selection 

aids. 
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V. CRITERIA FOR SELECTION OF ELECTRONIC DATABASES  

Electronic databases should be evaluated and selected according to the curriculum and 

research needs of the students. The cost and the current information necessary for 

retrieval of information is extremely important. The librarian should use selection tools to 

compare along with exhibit displays and hands-on evaluating of databases available. 

With the availability of the Internet, electronic databases should be evaluated against 

what is available and cost effective on the Internet. 



 
 

 15

 

RECONSIDERATION OF CHALLENGED LEARNING RESOURCES 

I. Statement of Policy 

No duly selected materials whose appropriateness is challenged shall be removed from 

the school except upon the recommendation of a review committee (as provided for 

below) with the concurrence of the Superintendent or upon the Superintendent's 

recommendation, the concurrence of the Board of Education, or upon formal action of the 

Board of Education when a recommendation of a review committee is appealed to it. 

II. Procedures to be observed 

A. All complaints to staff members shall be reported to the building principal involved, 

whether received by telephone, letter, or in personal conversation. The date 

should be made a matter of record. 

B. The school receiving a complaint regarding a learning resource shall try to resolve the 

issue informally. The principal and other appropriate staff shall explain the 

District's selection policy, criteria, and qualifications of those persons selecting 

the resource. 

C. If the questioner wishes to file a formal challenge, a copy of the procedure for 

review of questioned media and a copy of the Request for Reconsideration of 

Learning Resources form shall be supplied. If the formal request for 

reconsideration has not been received by the principal within two weeks, the 

matter shall be considered closed. 
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D. Request for formal reconsideration: 

1. Each school shall keep on hand and make available Request for 

Reconsideration of Learning Resources forms. All formal objections to 

learning resources must be made on these forms. 

2. The Request for Reconsideration of Learning Resources form shall be 

completed, signed by the questioner, and filed with the principal within 

two weeks from the time the complaint was first made. 

3. The Superintendent and the Assistant Superintendent for Instruction 

and Curriculum shall be informed of the formal complaint received. 

E. No questioned materials shall be removed from the school pending a final 

decision.  Pending the outcome, of the request for reconsideration, however, 

access to questioned materials can be denied to the child (or children) of the 

parents making the complaint, if they so desire. 

F. Upon receipt of a completed objection form, the principal in the building involved will 

appoint a committee of six (minimum) to consider the complaint. 

This committee shall consist of: 

 The Superintendent or his designee 
 The Principal 
 Coordinator of Library Services 
 The librarian (campus) 
 A Teacher 
 A PTSA/PTA Representative 
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G. The committee shall meet to discuss the material, following the guidelines set 

forth in Instructions to Evaluation Committee and shall prepare a report, 

"Committee Report of Reconsideration of Learning Resources" on the material 

containing their recommendations or disposition of the matter. The committee 

chairman shall have the right to "close to non-committee members" the 

deliberation portion of the meeting. 

H. The written report shall be retained by the school principal, with copies forwarded to 

the Assistant Superintendent for Curriculum and Instruction and the 

Superintendent.  

I. The principal shall notify the complainant of the decision and the written report 

shall be discussed with the individual questioner if requested. 

J. If the complainant is still not satisfied, he/she may appeal the committee decision to the 

Superintendent. If the complainant is still unsatisfied, complainant may ask the 

Superintendent for appeal procedures to the Board of Education which shall make 

the final determination of the issue. The Board of Education may direct 

administration to seek assistance from outside organizations such as the American 

Library Association, the Association for Supervision and Curriculum 

Development, School Attorney, etc. to use in making its determination. 

K. If the committee decides to keep the work that caused the complaint, the 

Complainant shall be given an explanation. If the complaint is valid, the principal 

will acknowledge it and make recommended changes. 

L. Following the final action taken on a resource item, a memo shall be sent to 
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the librarian and/or other appropriate LISD staff members to notify them of the 

action to be taken on the questioned materials. 

M. All reports, requests for reconsideration, and written information pertaining to 

review procedures shall be kept on file for five years. 



 
 

 19

REQUEST FOR RECONSIDERATION OF LEARNING RESOURCES 

Title_______________________________Book__________Periodical___________Other_____

Author______________________________Publisher__________________________________ 

Request Initiated by_____________________________________________________________ 

Address__________________________________City___________Phone__________________ 

Do you represent: 

________Yourself 

________An Organization (name)___________________________________________ 

________Other group (name)________________________________________________ 

1, What in the work do you object? What parts?_____________________________________ 

2. Did you review the entire work? __________  What parts?____________________________ 

_____________________________________________________________________________ 

3. What do you feel might be the result of exposure to this work?_________________________ 

______________________________________________________________________________ 

4. Do you object to the overall theme or purpose of this work?  If so, what?_________________ 

______________________________________________________________________________ 

5. What written criticism have you read covering this work?_____________________________ 

______________________________________________________________________________ 

6. What would you like your library/school to do about this work? 

__________Do not assign/lend it to my child. 

__________Return it to the staff selection committee/department for re-evaluation. 

__________Other, Explain____________________________________________ 

7. In its place, what work would you recommend that would convey as valuable the 

conceptualization and perspective of the subject treated? 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

 

Signature___________________________________________Date_______________________ 
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          COMMITTEE REPORT 
OF 

RECONSIDERATION OF LEARNING RESOURCES 
 

Note: This form is to be completed for the discussions held by the evaluating committee about 
materials questioned.  The report is retained by the school principal, with copies forwarded to the 
Superintendent and the Superintendent’s Designee. 
 
Title_____________________________________________Author_______________________ 
 
Publisher______________________________________________________________________ 
 
Medium (Book. Video, etc.) 
_____________________________________________________________________________ 
 
Person initiating the reconsideration discussion________________________________________ 
 
Date(s) discussion was (were) 
held______________________________________________________________ 
 
Committee members participating in the discussion: 
1.____________________________________2._______________________________________ 
3.____________________________________4._______________________________________ 
5.____________________________________6._______________________________________ 
 
Main objection expressed by the complainant: 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Explanations provided by committee members: 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Conclusion reached: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________
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INSTRUCTIONS FOR EVALUATING COMMITTEE 

Bear in mind the principles of the freedom "to learn and to read and base your decision 

on these broad principles rather than on defense of individual materials. Freedom of inquiry is 

vital to education in a democracy"   Study thoroughly all materials referred to you and read 

available reviews. The general acceptance of the materials should be checked by consulting 

standard evaluation aids and local holdings in other schools. 

Passages or parts should not be pulled out of context. The values and faults should be 

weighed against each other and the opinions based on the material as a whole. Your report, 

presenting the majority (and minority, if applicable) opinions, will be presented by the principal 

to the complainant at the conclusion of discussion of the questioned material. 
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QUESTIONS FOR COMMITTEE DISCUSSION 

The following questions are suggested as a means of getting a discussion started, of 
making sure committee members are thinking about the same issues, of keeping the 
discussion directed toward the assigned topic, and of moving the discussion through a 
logical progression of ideas: 

 Suggested opening question: What is the material about? (What is its import? Its theme? 
Its message?) A committee member is asked to sum up the material in terms of its "read" 
meaning. The summary should clear up misunderstandings or it might lead to some 
probing.  NOTE: Committee members might not be in accord. 

 
 The following key question is one to pose in establishing certain "ground rules" 

about judging material. Even though negative elements (bad language and inappropriate 
behavior) are components of the material, is the final impact on the reader negative? 

 
 Is the outcome of the material clear? Or is it ambiguous? Would the meaning 

of the material be misunderstood by the average person? Do we censor or 
reject material just because it might be misunderstood?  Does the story contain a solid 
conclusion or resolution of the problem? Or, is it open-ended? 
 

 Does the story glamorize bad behavior or other negative elements? 

 Even if the negative elements are used to present a positive message, are they 
too graphic? Are they presented in a titillating manner? 
 

 What is the committee's reaction to the specific charges made against the 
work? Can they be refuted? Can an acceptable reason for keeping the material 
be offered?  
 

 What should be done about the material? 
1. Keep it on the shelves without restrictions of use? (NOTE: Because of 

difficulties posed in enforcing the restricted use of a book, restrictions 
should be placed on materials sparingly.) 
 

2. Keep the materials but restrict its use? 
 
3. Remove the book from all libraries or only from a given level(s). 
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BUDGET. 

I. BUDGET CODES 

Each school is responsible for budget preparation and expenditures from approved 

budgets. Working together, the librarian and the principal should collaboratively decide 

on the needs of the library as it serves the faculty and students. These funds are allocated 

into different object codes. At the beginning of the school year, the principal will supply 

the librarian with the budget amount approved in each object code. A separate budget 

sheet or ledger section is kept by the librarian, listing amounts encumbered and actual 

expenditures for each object code. Object codes which are most commonly used in the 

library: 

 
 199-12-6269       Library Copier 

 
 199-12-6329    Reading Material 

 
 199-12-6399    Library Supplies 

 
 199-12-6411    Library Employee Travel 

 
 199-12-6499    Other Expenses 

 
 199-12-6631    Library Furniture 

 
 199-12-6495    Dues 

 
 199-12-6497    Licenses and Subscriptions 
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ll. BUDGET REPORTS 

The principal will receive a monetary print-out of the encumbrance and of expenses 

charged to each budget code number. Librarians should receive a from the campus 

business personnel and check it against their budget records. 

PROCEDURE FOR ORDERING 

I. BOOKS AND MEDIA 

Early in the school year each librarian orders books and materials using the jobber 

or book and media companies approved on the district's approved vendor list. Orders 

encumbering the major portion of the budget need to be placed as soon as possible in the 

school year. Books may be purchased pre-processed with Marc-records for the computer, 

or not, according to the personal preference of the librarian. The titles which are not filled 

in the order should be re-ordered at a later date. All budgeted monies should be 

encumbered if possible by February of the school year, in order for companies to make a 

final shipment within ninety days of the end of the last semester. 

It is recommended that the librarian keep a print or a digital copy of all purchase 
orders, invoices, packing slips and budget forms together.   
 

Ordering is to be done on approved, district requisition order forms signed (and 

approved) by the building principal before being sent to the Business Office. It is 

important that the librarian make a copy of this order before it goes to the principal.  The 

order can be done electronically to the company through the use of the Purchase order 

number. 

The number assigned to the purchase order is then recorded on the appropriate budget 
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sheet or section of the print or digital ledger kept by the librarian.  With most jobbers, an 

order can include a "Do not exceed" statement. This is recommended for orders when the 

librarian wishes to limit the orders sent late in the year which encumber the last amount 

of funds in the budget. A supplemental list may be attached to the purchase order for 

jobbers to use for selection in filling the order to the specified amount, and a "Do Not 

Backorder. ..." statement would also be needed.  Examples of types of instruction that be 

may be placed at the beginning of a purchase order, (several may be used in 

combination), are: 

DO NOT BACK ORDER.  

COMPLETE ORDER WITH THE FIRST SHIPMENT 

SEE ATTACHED LIST 

TOTAL VALUE NOT TO EXCEED $XXX.XX 

It is necessary that a print or digital ledger or Purchase Order Invoice Record be 

kept for every budget number. This record should include the purchase order number, the 

date of the purchase order, the vendor, and the amount encumbered.  When the order is 

completed, the date the invoice is signed and returned to the Business Office is recorded 

and the encumbered amount changed to the amount of the invoice. (See Budget forms in 

appendix) 

Upon receipt of the order, the librarian checks the order against the packing slip 

and against the Original Order . The total number of books received and the date of 

receipt is noted on the library copy of the purchase order. Check the invoice against the 

materials received. If it is correct, sign and date the invoice and return it to the Business 

Office, Campus Secretary or Library Coordinator whichever originated the order. Make a 
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note of the date the invoice and/or packing slip was returned to the appropriate personnel 

on the Purchase Order Invoice Record or on your print or digital ledger form. At this 

point the amount should be subtracted from the balance in the appropriate budget code. 

In the event that orders are short or the shipment is incorrect, it is responsibility of 

the librarian to contact the vendor or company, explaining the error and requesting a 

correction. It is recommended that after a reasonable amount of time, all items not 

received, be canceled. 

II. SUPPLIES 

Each year each librarian orders general supplies as needed. The librarian should 

take into consideration price, shipping cost, and quality of materials. Each campus will 

determine what supplies come from the library budget and which comes from the 

individual department's or principal's budget. This should be done in collaboration with 

the principal and team leaders or department heads. 

 

III. PERIODICAL ORDERS 

Orders for magazine subscriptions are usually handled through a jobber or vendor. 

Librarians may choose from an approved district vendor. 

. 

IV. DATABASES 

TEXQUEST is provided by the State of Texas.   Other databases for the Lancaster ISD 

libraries are selected at the librarian’s prerogative and purchased as the curriculum 

indicates for each campus.   
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ORGANIZATION 

I. BOOKS 

A. Classifying and cataloging 

1. Requirements for correct classifying of call numbers 

a. Abridged Dewey Decimal Classification 

b. Sears List of Subject Headings or Library of Congress 

2. . Breakdown of classification and call numbers 

a. Non-Fiction 
(1) Dewey Classification 
(2) First three letters of author's surname or if there is no author given, the first 
three letters of the title. 
 

b.. Biography 
(1) B 
(2) First three letters of the biographee's surname 
 

c. Fiction 
(1) F 
(2) First three letters of the author's surname 

 
d. Easy  

(1) E 
(2) First three letters of the author's surname 
** Easy sections in the elementary libraries are divided into 2 sections.  They are 

divided into Reading Levels. 
a.  Reading Level 2.4 and below (Indicates 2nd Grade ad 4th month and below) 
b.  Reading level 2.5 and above (Indicates 2nd grade and 5th month and above) 

 
e. Short story 

(1) SC 
(2) First three letters of the author's surname 
 

f. Professional 
(1) P 
(2) Classification number 
(3) First three letters of the author's surname or if no 
author is given, the first three letters of the title. 
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g. Reference 
(1) R 
(2) Classification number 
(3) First three letter of the author's surname or if no author 
     is given, the first three letters of title. 
 

 h. Foreign language 
  (1) SP or Language Code  
  (2) Dewey number 

(3) First three letters of author’s surname or if no author is given, the first here 
letters of the title. 

 
c. 3. Subject headings are assigned as needed using the Sears List of Subject Headings 

or Library of Congress 

 

Headings as a reference. It is extremely important that subjects are consistent throughout the 
catalog. Ex. United States-History not American History. 
 
B. Online cataloging 

1. The Lancaster Schools are all on the BookSystems Atriuum cataloging and circulation 
program. 

2. MARC-records are used from the Library of Congress Classification system when 
possible. 

3. Original cataloging is accomplished with the Quick Cataloging screen.  
 

C. Receiving, processing, accessioning procedures 

1. Upon receipt of books, check them against the purchase order to verify the shipment. 
2. The ownership stamp is to be placed on the page following the title page, page 25,  top 

and bottom edge of book, inside the front and back cover. 
3. Marco record should be ordered from the jobber or company for orders. Those books 

which are not cataloged should be manually entered into the computer using the 
Quick Entry of the BookSystems Atriuum. Check for consistency in subject 
headings and add necessary information such as "R" for reference or "P" for 
professional. 

4. Individual volumes are assigned a barcode number, unique to that 
specific book. This number is written in the book on the page following the title 
page, and inside the back cover at the upper right hand comer or an additional bar 
code. 

 
. 
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II. PERIODICALS 

A. Receiving 

1. Individual issues of periodicals should be accounted for upon receipt.  Standardized 
forms for monthly and weekly publications may be used.  The amount of 
information for each periodical found on these forms may vary according to the 
specific school. Basic information that should be included are titles, frequency of 
publications, and the years of subscribed service. Many libraries have chosen to 
purchase periodical databases which contain periodical and newspaper articles. 

2. Individual issues may be stamped with the ownership stamp on both the cover and one 
other page. 

3. Current issues should be either reinforced or covered for protection and displayed in 
the library. 
 

B. Storing and maintaining 

1. Periodicals should be accessible to both students and faculty. Back issues should be 
stored in alphabetical order by title on shelves in an area designated for 
periodicals, and each title should be in chronological order. To facilitate their 
usage, all issues that comprise an individual volume should be stored together in 
units. 

2. Periodical holdings should be maintained according to the individual school's needs 
and available space. 

 
 DIGITAL MATERIALS 

A. Classification and cataloging 

1. Digital materials are classified by the same method as book materials, using the Dewey 
Decimal System. 

2. Media designations are placed above the Dewey Decimal numbers to 
identify the type of material. 

 DVD-Digital Video Recording 
 

3. Aids used for cataloging non-print materials: 

 Standards for Cataloging Non-print Materials 
 Anglo-American Cataloging Rules 

5. Online cataloging (BookSystems Atriuum)  

a. The Lancaster Schools are all on the BookSystems Atriuum cataloging and 
circulation program. 
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b. Marc-records are used from the Library of Congress Classification system when 
possible. 

c. Original cataloging is accomplished with the Easy Entry screen. 
d. Check BookSystems Atriuum computer manual for proper computer entry. 
 

6. Labeling  

a. All materials should have the barcode attached to the inside of the box. 
b. All materials should be stamped with the Campus library ownership stamp. 
c. Call number labels should be affixed to the outside of the material 

approximately one inch above the bottom of the box. 
 

 
 

7. Receiving, Processing and Accessioning 

a. Upon receipt of materials, they are checked against the purchase order to verify the 
shipment. 

 
b. Incorrect or damaged materials should be returned to the jobber or company. 

c. The barcode number is placed on the outside or inside of the container, and where 
possible, on each item connected with the audio-visual material, such as the 
teacher's guide. 
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GENERAL LIBRARY PROCEDURES 

LIBRARY ATTENDANCE 

It is suggested the librarian prepare a statement of policies on individual and class 

attendance in the library, subject to the approval of the principal. It is not within the scope of this 

manual to include suggestions of the many cooperative activities which are possible and 

desirable between teachers and librarians. 

Essential cooperative procedures, briefly stated are: 

A. The librarians, teachers, and principals cooperate in making rules for the library and 
discussing library problems. 

B. The librarians meet with grade-level teachers and subject department teachers 
to coordinate library use with classroom studies. 

C. Teachers and librarians share a responsibility for encouraging reading, for 
teaching library skills, and for evaluating library materials and programs. 

D. The teachers and librarians discuss scheduling of classes appropriate to the 
library activity. 

E. Teachers and librarians discuss standards for conduct in the library and abide 
by them for governing discipline of students. 

F. Teachers and librarians both recognize that every library period must have a 
purpose: 
1. Instruction in library use 
2. Introduction of books 
3. Book talks 
4. Exchange of books 
5. Browsing, reading, listening and viewing 
6. Magazine study 
7. Reference work 
 

G. The use of the library by classes is not to be limited as long as benefit is derived from 

the program. If the class becomes a disciplinary problem, the librarian should be 

permitted to deny them the use of the library until the situation improves. 

H. When a class is scheduled in the library, the teacher will remain with the class. 

I.  At the librarian's discretion, it will be determined how many students may come to the 

library during class time. 
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OPENING AND CLOSING 

A. The faculty must be informed of the opening date on the first day of school and 

the closing date at least four weeks in advance to allow ample time for planning. 

B. The opening date of the library will be determined for each school by the 

librarian and the principal; however, the library, except in new schools or in 

unusual circumstances, should open no later than five days after the school 

term begins. Orientation classes may begin after this period. 

C. Materials will be called in before the end of the school year and the library 

closed for inventory procedures. The dates will be determined by the librarian 

and the principal and will vary according to the needs of the school. 

SCHEDULING OF THE LIRARY FACILITY 

State Library standards recommend that library scheduling be flexible to meet the 

needs of the individual school and its curriculum. The school library's goal is to encourage 

reading. This is accomplished through the use of storytelling, book talks, audio-visual 

presentations, author visits, and personal recreational reading.  This also incorporates the skills 

needed to use the library's resources. Reading incentives help stimulate student interest. Pre-K to 

sixth grade libraries need a combination of fixed and open scheduling. In order to accommodate 

this, libraries should not be in the campus rotation with other special areas. Secondary libraries 

need a flexible schedule. Recreational reading is limited to an on-your-own basis.  Library use is 

focused on class assignments and must be scheduled in advance.  This pre-scheduling is arranged 

by the teacher with the librarian. Materials can be made available and held for multiple class use 

if needed. 
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When advisable, classes researching the same area may be able to use the library 

resources together. This would be on a controlled basis according to access limitations. Due to 

limited resources, teachers should be encouraged to work with the librarian to schedule class use 

of the library. It is recommended that a large desk calendar or monthly calendar be used to 

schedule classes. Beyond this students, may be released from the classroom with a library pass 

for individual study or recreational reading. 

Extended hours outside the school day are recommended for student use. This can 

be accomplished through paid librarian services, or through a combination of trade-off hours 

between employees, if staffing allows. The library should have before school, after school, and 

lunch hour openings for optimum use of the facility and resources. 
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CIRCULATION OF LIBRARY MATERIALS AND EQUIPMENT 

A. Each individual school is responsible for its own circulation control procedures. The 

techniques and procedures may vary. 

B. The number of books each pupil may check out is to be determined by the librarian of 

the school. Usually one or two books may be checked out, depending on the age 

of the students and the size of the collection. 

C. Students should know their student identification number and give it to the circulation 

desk personnel.  

D. Books are loaned for one or two weeks in grades K-5 or on a designated day each 

week.  Reference books may or may not be checked out, at the discretion of the 

librarian. In grades 6-12 books are loaned for two weeks, and reference books are 

loaned for overnight or at the discretion of the librarian. 

E. Current issues of magazines are not circulated; however, the circulation of back issues 

is left to the discretion of the librarian as needs in different schools may vary. 

F. Librarians may allow students to submit request forms for books on loan to be 

held for them. A reserve notation can be accomplished on the BookSystems 

Atriuum system on the student's name. A notice should be printed and distributed 

to the student as the material becomes available. 

G. Students are periodically notified of overdue materials. The BookSystems Atriuum 

program will print overdue, and fine notices. It will also print overdue and fine 

lists for classroom notification. 

H. All students who are checking out of school will have their office withdrawal 
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form initialed by the librarian to signify that their library record is clear. 

RECORDS ON THE USE OF THE LIBRARY 

A. Circulation is counted and recorded daily, and an annual circulation report is 

included in the yearly report. The BookSystems Atriuum computer program 

tabulates the daily and annual statistics. 

B. The number of classes scheduled in the library is usually kept by providing a weekly 

schedule sheet at the circulation desk where teachers may reserve time in the 

library for their classes. 

CIRCULATION OF DIGITAL EQUIPMENT 

A. All building equipment should be bar coded and entered into a separate computer 

collection using the BookSystems Atriuum library program.   

B. Equipment is checked out to a teacher on a daily, weekly, or yearly basis. 

C. All equipment must be returned to the library on the last specified day for a   

campus and district inventory. 

The scheduling of equipment for teachers' use should be done in advance on a schedule 

sheet provided. Librarians may design these to fit the needs of the particular school and its AV 

equipment collection. Barcode labels may be attached to the equipment allowing it to be checked 

out on the computer.  Teachers must check with the building principal for permission to take 

digital equipment out of the building. 

OVERDUE MATERIALS 

A. Fines are not assessed in the LISD libraries but students are not allowed to check out 

additional items until they return the original items checked out in their names. 

B. Fees collected for lost or damaged materials.  . 
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LOST AND DAMAGED MATERLALS 

A. To facilitate district-wide uniformity of procedure, the policy outlined on 

payment for lost or badly damaged materials should be adopted in each of the 

campuses in the district. 

B. Payment of replacement cost should be made on materials that are badly damaged or 

lost during a circulation period. Before a replacement fee is assessed, the student 

should have been notified and given a reasonable time to locate the item. If 

material is not located, the replacement cost (the current list price of the material, 

not the price shown on the BookSystems Atriuum catalog should be charged. In 

the case of material no longer available, the list price of comparable item is to be 

used. The funds received are to be deposited in the Library activity account 

according to administrative regulations and are to be used for the library and for 

refunds to students. 

C. If the material is found at a later date during the school year, a refund 

will be given to the student during the year that the item is lost. . No refunds are to 

be made once the school year has ended. 

D. Books that are water damaged or damaged by other means i.e. chemicals, mold, or 

human or animal secretions, should be thrown away in a plastic bag in the 

dumpster or sent to the campus recycling bin. 

E. Fees for damaged materials are determined by the librarian and the principal in every  

building,  in regard to book replacement cost, quantity of damage to book. 
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CARE OF THE COLLECTION 

MENDING 

It should be kept in mind that a book or any piece of audio-visual material is to be 

mended to prolong its useful life, and to be usable it must not only be attractive but adequately 

and neatly repaired. A worn or damaged book should be examined carefully to determine 

whether it is worth the cost of time and materials needed to mend it. 

REBINDING 

The librarian decides which books are to be rebound. 

Factors to consider on rebinding are: 

1. Initial cost of book 

2. Out-of-print books that are still useful 

3. Condition of the book 

4. If the subject of the book is useful and important to the overall collection 
development, but not requested much. The book may serve to fill a gap in the 
collection. 
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WEEDING OF THE COLLECTION 

Weeding is an important part of maintaining a good collection. Weeding should be 

done continuously to improve the appearance of the library, to create a collection of quality, not 

quantity, and to utilize shelf space. 

CRITERIA FOR WEEDING THE COLLECTION 

The librarian makes the decision as to which books or materials are to be discarded.  
 

The following points are to be considered: 

1. Poor physical condition-defaced, worn or dirty, water damaged or fragile. 

2. Obsolete title or newer edition available. 

3. Change in curriculum. 

4. Change in student population or age. 

S. Seldom used title. 

6. Out-dated materials, including encyclopedias, yearbooks, and almanacs. 

7. Multiple copies no longer needed. 

PROCEDURE FOR WEEDING THE COLLECTION 

1. Remove the barcode and circulation card if it has one. 

2. Above the library name, stamp "DISCARD" or "WITHDRAWN." 

3. Keep a file of books that need to be replaced because of wear or damage. 
 

4. Make withdrawal note and record on the BookSystems Atriuum computer 

program. 

5. Subtract material from the library count and note as withdrawn. Follow 
computer procedures for noting withdrawal. 
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6. Records should be kept when transferring books to another school. 

CRITERIA FOR WEEDING THE DIGITAL COLLECTION 

The following should be considered in the weeding process:. 

1. Poor condition - tom, defaced, poor quality. 

2. Material obsolete. 

3. Change in student population. 

4. Change in Curriculum. 

5. Seldom used titles. 

6. Multiple copies no longer needed. 

 

PROCEDURE FOR WEEDING THE DIGITAL COLLECTION 

Follow the same procedure as is used in withdrawing books. 

 

CRITERIA FOR WEEDING PERIODICALS 

1. Problems in shelf space. 

2. Reference demand non-existent. 

3. Poor physical condition. 

4. Accumulation of periodicals in excess of evaluation standards. 
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PROCEDURE FOR WEEDING THE PERIODICAL COLLECTION 

If a written index of the library's periodical holdings is maintained, a note of the 

discarded periodicals will need to be made. Staff members should be given an opportunity to 

take withdrawn periodicals to their classrooms before the periodicals are thrown out. 

 

DISPOSAL OF DISCARDED MATERIALS 

Materials that are in good condition and are up-to-date, but are duplicate copies or are no 

longer suitable due to a change in curriculum or clientele, may be given to the faculty for 

classroom use, or may be given to another school library in the district. In some instances, 

materials may also be sold to students for a nominal fee, but always consult with the principal 

before making decisions concerning transfer or sale of materials. (Permission for sale of 

materials must also be granted from by the Supe4rintendent or his designee.)  Materials that are 

in poor condition and books which are not valuable for rebinding may be discarded or recycled. 

Out-of-date materials may be treated in the same manner.  Materials that are disposed of may be 

discarded in the recycling bins of each campus so that the financial impact can be recouped 

through the recycling funds.   
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INVENTORY PROCEDURES AND RECORDS FOR LIBRARY MATERIALS 

1. All school libraries are inventoried during the closing weeks of the school year. 

2. Each librarian, with the approval of the principal, sets a date when circulation is 
stopped. Time should be allowed for calling in books and getting the shelves 
ready for inventory. 

 
3. Shelves should be read accurately and books arranged in exact Dewey order, although 

the computer scanner does not require books to be in order on the shelf 
 

4. When all is in order, follow carefully the BookSystems Atriuum computer program 
Inventory Procedure filed in you manual. 
 

5. All barcode labels on printed and digital items must be scanned during inventory 
in order to record in the file that the materials are in the library. 
 

6. After the collection has been scanned, print a list of missing (or unmarked) books. 
 

7. When you are satisfied with a final print-out of missing books, be sure to finalize the 
inventory, which tags all unmarked books as "Lost". Print a list of unmarked 
books for purposes of reorder or to search for the books on the shelf as missed 
items. 
 

8. Books that have been lost or withdrawn should be noted and purchase notations 
should be made for replacement of such items. 
 

9. Complete the annual inventory form and send a copy to the building principal, and 
keep one copy in the library files. 
 

10. The librarian may wish to delete computer records which have been 
lost for a specified number of years, or items which have been withdrawn or lost. 
Any item not deleted will appear on the next annual inventory along with the year 
it was missing.  
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INVENTORY FOR CAMPUS EQUIPMENT 
 
1. All campus equipment should be placed in the library at the end of each 

school year. 
 

2. Using the BookSystems Atriuum program each piece of equipment should be 
scanned and entered into the equipment collection. 

 
 

3. After all equipment has been scanned and a report of lost and unaccounted for 
items has been run, the report should be given to the principal and to the 
District Inventory Control Coordinator.   

 
4. All equipment should be labeled with the campus name and campus school 

code.  District Code is “057913” and then followed by the campus code. 
 

 
5. All equipment should be given an LISD bar code number and entered into the 

district inventory. 
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BOOKSYSTEMS ATRIUUM LIBRARY AUTOMATION PROGRAM 

 

BookSystems Atriuum is a networked library automation system. It provides a 

management of library resources tool for librarians and a cataloging system for students.  It gives 

access to the information concerning the library resources with a complete MARC-record of 

every item. This can be accomplished through an on-line cataloging (OPAC) search. As there is 

no written manual, all questions should be answered through on-line help or telephone technical 

assistance. The assistance gives easy and direct instructions on how to best utilize the system. 

The Lancaster School District also pays a yearly support cost for direct on-line assistance.  This 

support will allow you as the librarian to call for help if you are ever in need, and the help 

screens or manual do not answer your questions. Updates of the system are produced 

periodically with new improvements and technical changes as they are produced by the 

BookSystems Company. 

 

Final Copy: May 22, 2006 

Revised July, 2018 
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Chromebook and Ipad Inventory Sheet 
                                       
Teacher Signature_________________________________________    Cart # 
_______________ 

Laptop Tag # Service Tag # S/N Item Condition 
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
 
Verified by_____________________________________________ 
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 Librarian 
Evaluation 

 
Name__________________________ 

         
 

          
 
       Position__________________________ 

   
Campus__________________________ 

   
Supervisor_________________________ 

 
Directions: Use the following descriptors to rate each performance area. Determine the overall 
job performance by reviewing all ratings. Supporting comments must be given for a rating of 

Developing or Needs Improvement. 
 

(D-5) Distinguished, (A-4) Accomplished, (P-3) Proficient 
(DV-2) Developing, (N-1) Needs Improvement. 

5 

 
Distinguished 

Performance significantly exceeds standards and expectations 
Has complete mastery of job 
Is a source of information for others in department/district 
Consistently performs at the highest level of the performance area assessed 
Completes all job targets on time; assumes and completes additional assignments 
Develops teamwork and cooperation with others 
 

4 

 
Accomplished 

Performance exceeds standards and expectations 
Achieves and frequently exceeds expectations for responsibilities and objectives 
Knowledge exceeds what is required to perform well 
Peformance is characterized by notable skill, initiative, and superior job knowldege 
Manages assignments effectively 
 

3 

 
Proficient 

Generally meets established expectations for responsibilities and objectives 
Level of knowledge is appropriate to perform the assignment 
Demonstrates competency in most performance areas 
Manages assignments appropriately 
Performance is within standards and presents no significant problems 
 

2 

 
Developing 

Performance is below expectations and problems exist 
Specific skills or job knowledge requires improvement to meet the expectations of the job 
Must ask for direction on many assignments 
Often unable to resolve or problem solve through situations 
Improvement is needed 
 



 
 

 2

 
 
 
 
 
 
1 

 
Needs Improvement 

The employee does not meet expectations for responsibilities and objectives. 
Does not demonstrate necessary knowledge, skills, and abilities  required for the job 
Immediate and substantial improvement is needed 
Performance causes problems for the department and/or co-workers and is having a 
negative impact on department effectiveness and /or productivity 
 

N/A 
 
Not Applicable 
 

 
Information Literacy and Reading 
 

1- 5 pts 
EOY 

1 Models and promotes best library practices for the ethical and legal use of information 
in various formats 

 

2 Student access to information resources are developmentally and age appropriate  
3 Promotes and encourages students to read a variety of texts and formats for 

information and pleasure 
 

4 Library collection reflects diversity promoting self-selection of materials for leisure and 
information while providing curriculum support 

 

5 Promotes reading and literacy by creating and providing opportunities such as visual 
displays, reading events, clubs, state and national reading programs, book fairs, etc. 

 

 
Supervisor Comments: 
 

 

Average To Nearest Tenth  
  
Teaching and Learning 
 

1- 5 pts 
EOY 

1 Promotes effective use of technology applications and tools across content areas for 
collaboration, creation and presentation of learning 

 

2 Models and Encourages responsible use of digital property, copyright rules, positive 
digital citizenship and digital tools 

 

3 Collaborates, designs and provides ongoing instruction for staff and students in the 
integration of information technology and information literacy   

 

4 Provides assistance and ongoing instruction in the use of digital resources and 
techniques during the research process to individuals, small group and classes   

 

5 Provides relevant and meaningful learner-centered instruction utilizing library resources  
 
Supervisor Comments:  
 

 

Average To Nearest Tenth  
 Environment 1- 5 pts 
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 EOY 

1 Library cultivates a sense of community and respect among users   

2 Provides space for individual, small group and classes in a welcoming environment to meet the needs of 
all  student populations 

 

3 Establishes an environment to promote and encourage self-directed learning and 
student independence . 

 

4 Allows students an independent and safe environment in which to function for research and pleasure  
5 Library area is a clean, neat, well organized and a barrier free space and is not used as a storage area for 

unwanted non library materials and equipment 
 

 
Supervisor Comments:  
 

 

Average To Nearest Tenth  
 
 
 Professionalism and Leadership 

 
1- 5 pts 

EOY 
1 Seeks out and uses staff development and professional reading to stay current of trends in the fields of 
education and librarianship  

 

2 Collaborates among members of the learning community for opportunities to help 
learners become users and producers of ideas and information 

 

3 Applies new techniques and skills acquired in trainings, workshops and professional 
conferences to the library program 

 

4 Follows district and campus policies and procedures for library and information 
services 

 

5 Relates to students, staff and school community in a positive manner to promote the 
library and its use 

 

 
Supervisor Comments:  
 

 

Average To Nearest Tenth  
 
Employee Name _________________________       Supervisor Name_______________________ 
 
Employee Signature______________________       Supervisor signature____________________ 
 
Date___________________________________        Date__________________________________ 
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Library Aide Evaluation 
 
Name____________________________ Position__________________________ 
Campus__________________________ Supervisor_________________________ 

 
Directions: Use the following descriptors to rate each performance area. Determine the overall 
job performance by reviewing all ratings. Supporting comments must be given for a rating of 

Developing or Needs Improvement. 
 

(D-5) Distinguished, (A-4) Accomplished, (P-3) Proficient 
(DV-2) Developing, (N-1) Needs Improvement. 

5 

 
Distinguished 

Performance significantly exceeds standards and expectations 
Has complete mastery of job 
Is a source of information for others in department/district 
Consistently performs at the highest level of the performance area assessed 
Completes all job targets on time; assumes and completes additional assignments 
Develops teamwork and cooperation with others 
 

4 

 
Accomplished 

Performance exceeds standards and expectations 
Achieves and frequently exceeds expectations for responsibilities and objectives 
Knowledge exceeds what is required to perform well 
Peformance is characterized by notable skill, initiative, and superior job knowldege 
Manages assignments effectively 
 

3 

 
Proficient 

Generally meets established expectations for responsibilities and objectives 
Level of knowledge is appropriate to perform the assignment 
Demonstrates competency in most performance areas 
Manages assignments appropriately 
Performance is within standards and presents no significant problems 
 

2 

 
Developing 

Performance is below expectations and problems exist 
Specific skills or job knowledge requires improvement to meet the expectations of the job 
Must ask for direction on many assignments 
Often unable to resolve or problem solve through situations 
Improvement is needed 
 

1 
 

Needs Improvement 
The employee does not meet expectations for responsibilities and objectives. 
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Does not demonstrate necessary knowledge, skills, and abilities  required for the job 
Immediate and substantial improvement is needed 
Performance causes problems for the department and/or co-workers and is having a 
negative impact on department effectiveness and /or productivity 
 

N/A 
 
Not Applicable 
 

 
  
 
Library Program Support 
 

1- 5 pts 
EOY 

1 Promotes and encourages students to read for information and pleasure  
2  Promotes reading by creating and providing opportunities such as reading events, 

clubs, state and national reading programs, book fairs, etc. 
 

3  Provides assistance in using library resources  
4  Complete teacher requests for library materials  
5  Prepare bulletin boards and displays   
6 Provides instruction of library lessons created by supervising librarian  
7 Shelves incoming books, materials and equipment  
 
Supervisor Comments: 
 
 
 

 

Average To Nearest Tenth  
  
Accounting and Inventory 
 

1- 5 pts 
EOY 

1 Operate the library automation system  
2  Collect and maintain records of overdue notices and lost book payments  
3 Perform routine maintenance of library equipment     
4 Checking out and in library books and equipment     
5  Assist with end of year inventory of equipment and library books  
 
Supervisor Comments:  
 
 
 

 

Average To Nearest Tenth  
 Clerical Support 

 
1- 5 pts 

EOY 
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1 Prepare and distribute overdue notices for library materials to students and staff  

2 Assist librarian with administrative records and preparing reports  
  
 
Supervisor Comments:  
 
 
 

 

Average To Nearest Tenth  
 
 
 
 Student Management 

 
1- 5 pts 

EOY 

1 Supervise students to maintain an orderly atmosphere  

2 Perform assigned student monitoring duties  
 
Supervisor Comments:  
 
 
 

 

Average To Nearest Tenth  
  Library Environment 
 

1- 5 pts 
EOY 

1 Encourages student visit the library independently before, after school and during lunch 
within the constraints of campus administrative policy   

 

2 Cultivates a sense of community and respect among users  
3 Library area is clean, neat, well organized and barrier free and is not used as a storage 

area for unwanted non library materials and equipment 
 

4 Relates to students, staff and school community in a positive manner to promote the 
library and its use 

 

 
Supervisor Comments:  
 
 
  

 

Average To Nearest Tenth  
 
  Administration and Management  
 

1- 5 pts 
EOY 
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1  Library collection consists of current materials in a variety of formats to support the 
needs and interests of all users 

 

2 Sets goals for the library program and evaluates them annually based on state, district 
and campus goals 

 

3 Library is on a flexible schedule to accommodate the school community  
4 Establishes efficient and effective guidelines for the circulation of library materials and 

equipment 
 

5 Uses professional review sources along with teacher and student input, and student 
data in the selection of materials to maintain a well-balanced collection 

 

6 Encourages students to visit independently before, after school and during lunch within 
the constraints of campus administrative policy 

 

7 Actively maintains the collection through inventory and deselection of old, worn, and 
outdated materials as set by district policy 

 

 
Supervisor Comments:  
  

 

Average To Nearest Tenth  
 
Employee Name _________________________       Supervisor Name_______________________ 
 
Employee Signature______________________       Supervisor signature____________________ 
 
Date___________________________________        Date__________________________________ 

           


