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INF 388R
Practicum in School Libraries

Practicum Manual and Guide

Pacing Suggestions for Student Librarian*

First Day

Suggested activities include the following:

· Familiarize yourself with the physical layout of the library and storage areas.

· Familiarize yourself with the materials in the collection.  

· “Read” the shelves in the book collection.  Correct any errors in shelving.

· Familiarize yourself with circulation procedures.  Work at the circulation desk.

· Shelve materials – books, audio-visual materials, magazines.

· Familiarize yourself with the public catalog or OPAC.  

· Familiarize yourself with electronic resources. 

· Straighten chairs.
· Examine the materials in the reference collection.  
· Check to see if operation of equipment is familiar to you.  Familiarize yourself with the types of equipment available for check-out and/or library use.  

Approximately First Three Weeks

Orientation

· Meet with principal, secretary and office staff, and librarian.  Begin getting acquainted with other staff members.

· Tour the library and the school.

· Observe the librarian in formal and informal teaching and library activities

· Familiarize yourself with the school library’s policy manual and other school policies as available.  (Many of these manuals are now online at the school district’s website.)  

· Familiarize yourself with the school district’s policy concerning acceptable use of the Internet by students and teachers.

· Review the school’s policy manual for copyright regulations.  You need to be familiar with copyright regulations for downloading information from the Internet, multi-media production, off-air taping, and educational usage of materials in all formats.

· Learn operational routines of the school, including:

· Special services and programs offered in the school

· Pupil movement around the school

· Lunch schedule

· Attendance reports

· Discipline policies and behavior expectations

· Hours of operation

· Read the school handbook or grade-level handbooks, if available.

· Get an overview of the school day for students; visit classes to get an overview of teaching strategies and classroom activities.

· Familiarize yourself with the district’s, school’s, and library’s web pages.

· Begin becoming familiar with TEKS for grade levels and subject areas in the school as well as the school district’s own standards and expectations for student learning.  Make note of applications to the school library and how the librarian can integrate information literacy instruction with subject area expectations.

· Become familiar with the basic routines of the school library.  Make special note of operational routines:

· Scheduling  (circulation, research, storytelling, and teaching)

· Circulation policies and processes

· School library environment, including housekeeping routines

· Location of manuals, guides to use of school library, policies

· Location of audio-visual supplies

· Location of book-repair supplies and equipment

· Kinds of records and statistics kept; make note of the types of reports generated by the automated circulation system, if available.

· Become familiar with the duties of various school library personnel and volunteers

· Library aides, clerks, and other school library staff

· Student assistants, library club volunteers, adult volunteers

· Media production policies and procedures. 

· Location of teacher work room

· Location of media production equipment, such as laminator, die-cuts, poster printer, etc.

· Types of computer graphics packages available in the school

· Types of digital design computer software available in the school.

· Use of educational television, including off-air taping.  Check on availability and scheduling of closed circuit television.

· school library’s role in scheduling and circulation of materials from the Regional Education Service Center.

· Begin becoming acquainted with:

· Professional collection

· Periodical collection

· Reference collection

· Learn about scheduling and operation of all audio-visual equipment.  

· Location of supplies, such as replacement bulbs for projectors

· Learn how to replace bulbs in overhead projectors and check the functioning of other audio-visual equipment

· Learn the professional protocol (For what/whom is each person responsible?) of the school and how you as the student librarian should interact with:

· School district staff and coordinators

· Building principal, assistant principal

· School secretary

· Attendance clerk

· Custodial staff

· Teachers

· Counselors

· Volunteers

Planning

· If applicable to school library program, identify skills instruction to be provided and begin planning collaborative lessons with teachers.

· Identify teachers with whom you can collaborate in providing resources in at least three units of study in these or other areas:

· Social Studies

· Reading/Language Arts

· Literature genres

· Science

· Math

· Fine arts

· Vocational education

· Health/Physical education

· Process a few items for school library collection, from receipt of order, cataloging, processing, and introducing to users when completely processed.

· If applicable to the school library program, plan at least three experiences in sharing literature and motivating students to read through:

· Book talks

· Reading aloud

· Storytelling

· Reviewing new media materials

· Begin providing reading/listening/viewing guidance to students, teachers, and parents

· If applicable to the school library program, plan opportunities for students to give either group or individual instruction in:

· Use of various electronic and media equipment

· Simple production of materials

· Identify subject areas and grades for which student will have responsibility for recommending new materials.

· Plan for design and production of an item, set, or series of instructional media for use in the school library or in a classroom (the student has access to the iSchool instructional technology labs for completing the production)

· Plan to attend:

· School library selection meeting

· Faculty meeting, if invited

· PTA or other community-related meeting

· Professional meeting or in-service, if possible

Participation

· As ready, begin work with students in reference and research work; reading, listening and viewing guidance in choosing appropriate materials.

· Continue working at circulation desk, performing all tasks, including checking materials in and out, shelving, shelf-reading, etc.; repair or mend a few representative books, periodicals, etc.

· Prepare bulletin board or display.

· Begin reading reviews, previewing materials, examining materials in areas for which the student librarian has selection responsibility.

· If applicable to the school library program, check in materials from Processing Center.

· If applicable to the school library program, prepare materials for interlibrary loan and/or check in materials returned from interlibrary loan.

Approximately Fourth–Ninth Weeks

Orientation

· Learn about the working relationship between librarians and curriculum coordinators.
· Continue study of policy manuals, TEKs, and curriculum guides and standards.
· Continue becoming familiar with students, teachers, parents and other staff members.
· If there is a branch of the public library frequently used by students in the school, locate and visit it.  Discuss with the public librarian how the students use the collection, special programs planned, and problems related to the students’ use of the public library.
· Discuss with the librarian procedures for periodic tasks, such as ordering, processing, preparing materials for rebinding, selection and ordering of periodicals, interlibrary loan, budget, and supply ordering.
· Find out what part the librarian plays in the orientation of faculty at the beginning of the year.  
· Find out about “beginning-of-school” tasks and procedures.
· Find out about “end-of-school” tasks and procedures, especially inventory and necessary reports on library collection and services.
· Find out about the evaluation instrument/s used in the district for professional evaluation of the librarian/library. 
Planning

· Discuss with the librarian detailed plans for the activities the student librarian will lead/present.
· By the sixth week, student should review his/her progress in:
· Completing tasks in pacing guide

· Interpersonal skills

· Routines and operations

· Program plans

· Discuss the project/concern assignment with supervising librarian.

Participation

· As the supervising librarian performs periodic tasks (see Orientation), participate in as many as possible.

· If applicable to the school library program, provide formal and/or informal instruction in skills as planned.  Continue to work with teachers and students in collaborative units selected earlier.

· If applicable to the school library program, present book talks, film reviews, and story sessions as planned earlier.  Continue listening/viewing/reading guidance.

· If applicable to the school library program, continue instruction in the use of equipment and production.

· Carry through having responsibility for receiving of materials, cataloging, and processing of materials, if not done earlier.

· Work with librarian in preparing a book/materials order.

· Continue supervising and/or working with circulation.  Learn about producing reports on overdue books, procedures for adding students and withdrawing students.  

· Continue preparing bulletin boards and displays

· If media production has not been completed, do so at this time.

· Begin taking complete responsibility for the school library for periods of time when the librarian is not there.

Approximately Tenth-Thirteenth Weeks

· During this time, make observation visits to at least four or five other school libraries.

· Continue having full responsibility for school library for periods of time.

· Continue any tasks begun earlier and not completed.

· Continue working with librarians on periodic tasks.

· Give librarian a copy of your completed project/concern problem.

· Have a final (summative) conference with cooperating librarians.

*When the librarian is busy, the student librarian can take the initiative to perform any of the routine duties with which he/she is familiar.


