Library & Network Manager

	
	Follett Basic Tasks
	Collection Maintenance 
	Managing Curriculum Materials

	Ongoing
	· Keep track of overdue materials and give reminders

· Print & file monthly Circulation reports

· Create and delete patrons as needed


	· Process new library books: check-in, stamp

· Compile book order using BTSB Online or LMS spreadsheet

· Order books as desired from yearly allotment: BTSB or Mackin.

· Create MARC records for all library books NOT ordered through Library Services

· Enhance MARC records: e.g. AR level, RR level, 6 Trait Categories, special call numbers, Contents

· Maintain records on fines paid for lost or damaged books

· Gather information on collections needs from staff and students
	· Provide accessible storage for cataloged curriculum materials and books.

· Catalog and store curriculum materials as they arrive



	Fall
	· Setup Student & Staff Patron Accounts

· Finalize all classroom assignments and edit Location 1 on Patron records as needed

· Organize Patron Book / Cards for Circulation Desk
	· 
	· Create separate patron account for classroom teacher’s curriculum materials, textbooks, and long term checkouts: e.g. Math, Health, Social Studies, DRA guides, A-V equipment

	Winter
	· 
	· Discard books following District Weeding Cycle and Procedures
	· 

	Spring
	· 
	· Inventory library collection

· Attempt to recover missing items, levy fines for lost materials

· Use funds generated by fines to purchase replacement books

· Collect information on collection needs from Staff and Students

· Finalize book orders and order books by April 15 for current year’s allotment.

· Prepare initial book order for fall books by June 30th
· Complete End of Year Report and submit to Director of Library Media & Technology

· Update physical arrangement of books on shelves as needed
	· Collect Curriculum materials from teachers changing grades or leaving building


Library & Network Manager
	
	Network Accounts
	Network Management
	School Website

	Ongoing
	· Give Internet Rules & Responsibilities information to all new 3, 4, 5th students and collect Internet permission slips

· Communicate with Network Services regarding new e-mail accounts

· Set User Profile for Internet permission following receipt of permission slip

· Disable accounts for network infractions
	· Troubleshoot network, computer and printer problems

· Order printer cartridges according to building procedure

· Maintain log of problems and manage work orders

· Communicate with Network Technician using Work Order Reporter regarding building needs, description of problems, etc

· Maintain current backup tapes in building and at Network Services

· Maintain building P:\Public and T:\Lessons drives and folders

· Know programs on network; train students and staff as needed

· Serve on building Technology Committee
	· Check for broken links, out-of-date, or irrelevant pages and make necessary changes

· Create new pages or add to website as desired

· Follow District rules for school websites

· Help teachers with classroom pages: development, rules, maintenance, posting

· Update school website calendar of school activities,

	Fall 
	· Troubleshoot all staff logons.  Work with Network Services for new staff, Post Bacs, Interns

· Introduce or review Internet Rules & Responsibilities for all 3, 4, 5th students

· Distribute and collect Internet permission slips

· Set User Profile for Internet permission following receipt of permission slip

· Prepare for first student logon: labels from Network Services on 3 x 5 cards

· Schedule and oversee first logon session: grades 3-5

· Distribute, collect and file all Internet Permission slips

· Distribute, collect and file student web publishing permission slips as needed

· Create directories for Generic Accounts, set permissions
	· Assist building staff in setting up classroom, lab and cluster computers

· Assist building staff with phone setup, passwords, voice mail
	· Update staff changes, grade levels and contact information

	Winter
	· 
	
	· 

	Spring
	· 
	· Surplus and discard non-used equipment

· Prepare summer job list for Network Services
	· Prepare homepage for summer e.g. Summer Library Hours


Library & Network Manager
	
	Technology Assessments
	Volunteers & Training
	

	Ongoing
	· 
	· Maintain communication with volunteers regarding schedule changes
	

	Fall
	· Administer Staff and 5th Grade Technology Self Evaluation (Mankato) before end of September

· Compile results, enter data in District spreadsheet on Dewey Public
	· Publicize volunteer opportunities 

· Train volunteers in basic Circulation duties

· Set up volunteer schedule

· Train student helpers (optional)
	

	Winter
	· 
	· Recruit & train additional volunteers as needed
	

	Spring
	· Administer Staff and 5th Grade Technology Self Evaluation (Mankato) before end of May

· Compile results, enter data in District spreadsheet on Dewey Public

· Administer 5th Grade Performance Assessment in May; file completed report
	· 
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