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PLYMOUTH COMMUNITY SCHOOL CORPORATION

SELF EVALUATION FORM

Y = Yes               N = No               S = To Some Extent

ESSENTIAL LIBRARY FUNCTIONS

Junior High 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.
Provide leadership in all aspects of Lincoln Junior High’s media program
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

B.
Provide media orientation to all students when need arrives
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

C.
Provide access to the facilities, materials, and media center for students,
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


staff, and administration

D.
Maintain an effective working partnership with students, staff, and administration
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

E.
Supervise scheduling and training of adult and student media aides
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

F.
Recommends and administers budget
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

G.
Keep records of media expenditures
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

H.
Give input to the administration in preparing and implementing the budget
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I.
Plan, equip, and maintain a pleasant and attractive media center atmosphere
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


that is also conducive to study

J.
Supervise use of circulation + automation
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

K.
Inventory all holding annually and make necessary withdrawal applications,
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


such as removing all computerized information for lost or missing books

L.
Plan new and renovated facilities for proper use of new technologies
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

M.
Adhere to all established media policies, guidelines and procedures,
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


involving development of new policies as needed

N.
Is willing to serve on committees where media center holdings may be of concern
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

O.
Process video orders for faculty through NIESC
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

P.
Videos are distributed to teacher mailboxes upon arrival
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Q.
During school year, all additional NIESC purchases requested by staff are
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


entered separately and faxed

R.
Cc:mail messages to keep faculty informed concerning web sites and items 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


pertaining to the Media Center that may be of interest

S.
Maintain special files – vertical, publisher, dealer, and catalogs
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

T.
Maintain and update the accelerated reader program
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

U.
Serve as service contact person for channel one and cable television
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

II. Reference
Y
N
S

A.
Provide assistance to students and teachers in finding answers to specific
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


reference questions

B.
Provide a current reference collection
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

C.
Keep a five-year collection of ABRIDGED READERS GUIDE indexed
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


magazines

D.
Prepare bibliographies as needed
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

E.
Provide computerized card catalog of all Media Center holdings
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

F. Provide Internet access

G. Provide passwords to students and teachers to access accelerated reader program
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

III. Instruction
Y
N
S

A.
Provide formal media training on the computerized card catalog for  all
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


6th graders when requested by language arts teachers

B.
Provide instruction on LJHS media rules to all study hall students at 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


beginning of each school year

C.
Provide one-on-one instruction of media skills and Internet to both students
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


and teachers when requested

D.
Provide instruction and training to students and teachers on the accelerated
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


reader program

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.
Select and acquire the best materials available in varying formats and
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


levels of difficulty in cooperation with teachers and students to meet


various course objectives

B.
Weed out obsolete and worn-out materials on a regular basis.  Delete
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


appropriate records from computerized card catalog

C.
Maintain both A/V equipment and materials in good working or usable order
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

D. Maintain accurate acquisition records
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

E. Type purchase orders for acquisitions to be charged to the Media budget
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

and forward to Administration for approval

F.
Prepare requests for media instructional equipment on appropriate forms and
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


forward to the Principal for approval and processing

G.
Monitor supplies for media office copier and provide copy service to students
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


and teachers

H. Maintain inventory of all A/V equipment and keep repair history
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

I. Maintain a lamp inventory and supplies for A/V equipment requiring such
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

VI. Cataloging 
Y
N
S

A.
Supervise circulation records, both equipment and media materials
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

B.
Supervise displays and media displays
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

C.
Provide on-going reading motivation, such as the accelerated reader program,
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


book fair and special celebrations (Book Week, National Library Week, and/or


other special events or holidays that might motivate).

VII. Circulation
Y
N
S

A.
Assign bar code numbers to all new acquisitions and enter information into
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


the computer

B.
Supervise circulation records
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
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