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Jobs for Possible Delegation
Circulation Desk:



Stacks:

check-ins




re-shelve books

check-outs




retrieve for reserve

answer phones




dust shelves

overdue notices



find books for kids




manage request list



reposition books / shelves
schedule class visits



shelve new books

Office Work:




Fundraising:

file catalogs




manage box tops / receipts

file orders / purchase orders


help with book fairs

stock printers / copiers


coordinate fundraisers

make copies for teachers

operate laminator

photocopy retrieved articles


Housekeeping:
receive interlibrary loans


water plants

return interlibrary loans


make coffee







clean tables

General Library:



clean computer screens

make book displays



clean copier glass

mount posters




prepare conference room

straighten periodicals



arrange room for meetings

organize newspapers

manage encyclopedias


Miscellany:
discard weeded books



retrieve materials from storage

read to kids




return materials to storage

make bulletin boards



deliver equipment

record overdue fines



deliver book requests to teacher

assist with A/R



deliver notices to teacher mail boxes







equipment maintenance/minor repairs







assist with inventory

Jobs Suggested for Retention by Media Specialist

Professional Level Duties:

program development and evaluation plan
review work of volunteers

handle book challenges


prepare letters and bulletins

interlibrary loans



delegate jobs

interpretation of ALA guidelines

respond to user problems

handle money/budgeting


handle automation issues

compiling bibliographies


review shipments

teach





document retrieval

catalog





order

supervise work of students


work with jobbers

collaborative projects



schedule helpers

train volunteers



consideration file

discipline procedures for students

challenged materials

media committee



participate on instructional design team

selection policy



public relations

orientation for student/teachers

coordinate inventory

Library Bill of Rights

The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.

I. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation. 

II. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval. 

III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 

IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas. 

V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views. 

VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use. 

An Interpretation of the Library Bill of Rights

Students and teachers have the right to be informed what policies and procedures govern the amount and retention of personally identifiable information, why that information is necessary for the library, and what students and teachers can do to maintain his or her privacy. Library users expect and have a legal right to have their information protected and kept private and confidential by anyone with direct or indirect access to that information. In addition, Article V of the Library Bill of Rights states: “A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.” This article precludes the use of profiling as a basis for any breach of privacy rights. Students and teachers have the right to use a library without any abridgement of privacy that may result from equating the subject of their inquiry with behavior.

ALA web-site.  Retrieved 5/30/05 from: http://www.ala.org/ala/oif/statementspols/statementsif/interpretations/privacy.htm
Delegation and the Media Center

Staff [Assistants, Volunteers and Clerks] is the key to your success; you cannot do an effective job without some type of assistance.  

 
–Ann M. Wasman, New Steps to Service Common-Sense Advice for the School Library Media Specialist.
Reflection Questions
What could you do with one to two more hours each day?

If you had 1-2 more hours each day what would you do with them?

Do you have enough time to get your work done each day?

Are you swamped in your media center?

Does busy work keep you from doing the important professional work you want to do?

Are you able to fulfill the professional requirements of your job as a media specialist?

Are there jobs in the media center other people could do?

Are there some tasks in the media center that you’ve wished other could do?

Have you ever wanted to work with a teacher but didn’t because you were too busy with busy work?

Do you feel stressed out because there is never enough time to get your work done?

Delegator's Design Team

Pre-Assessment Questions for Sample Learners

1) What jobs/duties do you envision a volunteer doing in the "typical" media center?   

2) Are there jobs that you feel a MS currently does that could be delegated to someone else, such as a volunteer or a media clerk?

3) What is your general attitude about volunteers and their capabilities?  

4) What expectations to you have of volunteers when they show up? 

Results from Post-It Note Activity
Below is a list of the Media Specialist tasks which were generated and then sorted by our participants into the following two categories during our implementation.

Assumed Responsibilities

Cataloguing, cataloguing (2)

Teaching lessons

Collaborating with teachers on units, Collaborating with teachers (2)

Promoting MC services

Collect $ for fines

Ordering Materials, Ordering books/material/equipment, Ordering books and processing them (3)

Teaching mini-lessons, Teach mini-lessons (2)

Managing budget

Helping students find info

Organizing In-Service

Helping students select books

Read to children, Reading stories (2)

Circulation desk

Delegated Responsibilities

Help students in locating books

Equipment check out and maintenance

Make bulletin boards

Shelve books, Shelving, Shelving Books, Shelving books (4)

Technology up-keep

Running the closed circuit (2)

Trouble shooting computers in MC

Helping teachers with equipment

Laminator

Troubleshoot (IT), IT support (tech troubleshooting) (2)

Helping teachers obtain materials

Morning news

Book fairs

Helping teachers and students

Processing Books

Set up for meetings

Schedule class visits

Helping teachers with materials

Delegator's Design Team

One-on-One Exit Interview with Sample Learners

Presentation

Was the initial exercise of post-it-notes and follow up class discussion helpful in considering volunteers and potential delegated duties in a new light?

Was the material presented in an organized format?  Did it hold your attention and interest?  Did you feel that it was a good use of your time?

Did the PowerPoint, and the play on Dela-the-Gator, reinforce the main idea of the lesson, that certain Media Specialist duties could be delegated?

Were our objectives and concepts of the lesson clear and understandable?

What part of our presentation did you find the most informative and useful?

Was there a part of our presentation where we should have spent more time?

Can you offer any suggestions for making our presentation worth your time?

Content

Given the situation of reliable volunteers who are capable…

Are there any additional duties you would now consider delegating that you had not considered before this In-Service?

Are there duties that you still would not consider delegating either to the Media Clerk or a volunteer?

Did you leave with a heightened awareness of the benefits of delegating duties to volunteers?

Can you offer any additional feedback to help us improve our presentation?



�





Delegation and the Media Center








June 4, 2005





Presented by:





Donna Ahlrich, Jim Brown, Charmaine Broe-MacKenzie, Tiffany Davis, Jennifer Duncan, and Emily Nichols





EDIT 6170


Dr. Janette Hill

















