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PLYMOUTH COMMUNITY SCHOOL CORPORATION

SELF EVALUATION FORM

Y = Yes               N = No               S = To Some Extent

ESSENTIAL LIBRARY FUNCTIONS

Elementary Media Specialist Guidelines

Effective library guidelines is the primary responsibility of the Media Specialist.  In order to be most successful in that endeavor, the Media Specialist must understand precisely those essential functions.  Listed below are the minimal Media Specialist guidelines expected by the Plymouth Community School Corporation.

I. Administrative Duties
Y
N
S

A.
Operates and supervises the elementary libraries
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

B.
Recommends and administers the library budget
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

C.
Supervises automated library systems
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

D.
Provides assistance with automated learning systems
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

E.
Trains other workers engaged in cataloging, locating, filing, or
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


copying selected material

F.
Organizes and implements reading programs
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

G.
Plan school-wide activities during National Children’s Book Week 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


(November) and National Library Week (April).

H.
Furnishes information on library activities, facilities, rules, and services
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

II. Reference
Y
N
S

A.
Assist students with research problems while providing educational
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


experiences in the area of media resources

B.
Helps students to develop habits of independent reference work and to
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


develop skill in the use of reference materials in relation to planned assignments

III. Instruction
Y
N
S

A.
Instructs teachers and students on the use of the computerized card catalog
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

B.
Presents lessons to fourth grade classes in cooperation with teachers:
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

library arrangement; numerical and alphabetical systems; three main cataloging

categories; and the automated catalog

C.
Promotes appropriate conduct of students using library facilities
  FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

IV. Consultation
Y
N
S

A. Serve as a resource person for committees or councils
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

B.
Serve as a resource person to teachers for classroom planning
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

V. Selection and Acquisition
Y
N
S

A.
Selects, orders, catalogs, maintains inventories, and classifies the general
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


and collection and special collections of technical books, periodicals, magazines


newspapers, audio-visual material, microforms, journal reprints, and other


materials

B.
Assists staff in the selection of books and other instructional materials 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


and informs the staff members concerning new materials the library


acquires

C.
Assists faculty by making library materials available to supplement
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


the instructional program

VI. Cataloging 
Y
N
S

A.
Maintains a comprehensive and efficient system for cataloging all
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


library materials

B.
Keeps materials current
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
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