HISD Department of Library Services

2011 – 2012


Librarian’s State of the Library Report for Principal
	 FORMCHECKBOX 
 Nov. 11      FORMCHECKBOX 
 Feb. 17     FORMCHECKBOX 
 June 25 (Inventory)         FORMCHECKBOX 
Monthly: ___________(Optional)

	Name:  
	School:

	 FORMCHECKBOX 
 Certified Librarian          FORMCHECKBOX 
 Teacher in Library Assignment        FORMCHECKBOX 
 Clerk/Other Non certified


	# of Books per student: 



Age of Collection:   

	Summary of accomplishments:
 FORMCHECKBOX 
 Administer reading program

 FORMCHECKBOX 
 Attend Library meetings                                                                         
 FORMCHECKBOX 
 Author or speaker visits                                                                        

 FORMCHECKBOX 
 Bibliography preparation                                                                 
 FORMCHECKBOX 
 Book Clubs / Name That Book                                                                                      

 FORMCHECKBOX 
 Book Fair                                                                                                                                                                                    

 FORMCHECKBOX 
 Department/Team meetings                                                               

 FORMCHECKBOX 
 Displays                                                                                                  

 FORMCHECKBOX 
 Inventory                                                                                                                                      

 FORMCHECKBOX 
 Locate/Edit MARC  records                                                                  

 FORMCHECKBOX 
 Maintain library budget records                                                                

 FORMCHECKBOX 
 Maintain library computers 
     (hardware/software)                                                                  

 FORMCHECKBOX 
 Meet with or call vendors                                                                            

 FORMCHECKBOX 
 Meet with principal                                                                                        

 FORMCHECKBOX 
 Order new books/AV materials/               

      supplies                                                     
	 FORMCHECKBOX 
 Overdues – run and distribute   

 FORMCHECKBOX 
 Periodical check in

 FORMCHECKBOX 
 Plan Collaborative Lessons

 FORMCHECKBOX 
 Plan independent library lessons

 FORMCHECKBOX 
 Process new books

 FORMCHECKBOX 
 Provide staff development

 FORMCHECKBOX 
 Pull resources for teachers

 FORMCHECKBOX 
 Receive/Check in library orders

 FORMCHECKBOX 
 Shelve materials

 FORMCHECKBOX 
 Weed materials in collection

Other – Library related:
​​​​​​​​​​
Other – NOT library related(ex: lunch duty):


	Circulation and use statistics ( Attach Statistics Records Report: Usage by Patron Policy, By Month by Entire Range Selected: Date Range)


	Days Closed (due to non-library related events)



	TAKS/Curriculum Support (Library lessons and activities planned and presented, include TEKS/TAKS objectives taught, grade and subject)
EXAMPLE: Three little pigs play, gr. 2 Language Arts, TEK 9C 
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.




	Lesson Planning (total number for each category)
Activities planned/taught collaboratively with teachers: 

Activities planned/taught independently by librarian:  

Librarian assisted teacher with lesson planning: 
	

	
	

	
	

	Library Programming (list special programs: reading incentive, author visit, book fair, etc.)
1.

2.

3.

4.

5.



	Library Publicity (List the ways you have publicized your library: newsletter, display, flyer)
1.

2.

3.



	Technology Instruction – staff and students (teaching online databases, applications, assisting on multimedia projects, etc.)


	School/Community Involvement (ex.: club sponsor, volunteer coordinator)



	Professional activities and memberships (conferences, committees, courses)



	Needs




Distribution:

· Building Principal

· Library Services (Yolanda Sauceda)

· Your files
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