SSTLN

Draft Term Calendar

This is intended to be a guide only.

Please download and alter to modify for your school.

Weekly: 
Housekeeping (B4 N4) and Rebuild (B4 N1) at least once a week, 

or before a SCIS download, or before any major changes to the system.

Term 1

Beginning of Term (or end of Term 4)

· Add new system operators. Eg any new SASS staff.

· Check:( Calendar has been generated. (B2 F1 <G>)

( Holidays have been entered (B2 F1 <H>)

( Master Due Date has been set and is correct (B2 D2 <E>)

( Stocktake has been finalised. (Check there are no sections initialised. (B2 H1)

· Refresh student and staff data (B4 R3/R4)

· Allocate borrowing limits (B2 I2)

· Make new borrowing cards (Kindergarten and new staff and students if applicable)

· Sort borrowing cards into new classes. (Hint: consider colour coding for composites)

· Meet with class teachers to plan teaching and learning activities and program.

· Prepare class loans for Teachers

· Revise budget from Term 4

· Prepare Teaching Program

· Dispose culled resources from the previous year’s stocktake. (If not already done in Term 4)

· Repair damaged books found in the previous year’s stocktake. (If not already done in Term 4)

· Check SCAN subscription is current and any other periodicals needed. (If appropriate)

· Register for NSW Premier’s Reading Challenge (If appropriate)

· Customise Web Enquiry page

· Update Library page on school website (If there is one)

· Train new Library Monitors (If applicable)

· Organise any Book Fairs or Book Week Performances (If necessary)

· Deal with overdue resources from last year

· Organise KOALA nominations (If participating)

· Welcome note to new parents regarding borrowing day and procedures.

End of Term

· Organise or order books for Education Week Donation Book Fair (if having one)

· Issue Overdue notices

· Evaluate Term Program

· Meet with class teachers to plan for Term 2

Term 2

Beginning of Term

· Prepare Teaching and Learning Program

· Organise Class Loans

· Order CBC Shortlist (If appropriate)

· Promote MS Readathon (If appropriate)

· Refresh student and staff data (If needed)

· Prepare displays for Education Week

· If having a Donation Fair organise books and Donation Stickers

End of Term

· Issue Overdue notices (as per School Library Policy e.g. maybe issued weekly/monthly/term)

· Collect class loans.

· Evaluate Teaching Program.

· Meet with Teachers to discuss Term 3 program.

· “Shelving Blitz” to tidy and order shelves.

· Begin to read Shortlisted books and plan any displays/competitions.

· Read and promote KOALA shortlisted books (If participating)

Term 3

· Finalise NSW Premier’s Reading Challenge entries (If participating)

· Refresh student and staff data (If needed)

· Book Week 
( Prepare displays

( Prepare competitions and activities

( Week 6 Book Week

· Evaluate Teaching Program

· Meet with Teachers to discuss Term 4 program.

· Issue overdue notices.

Term 4

Beginning of Term
· Refresh student and staff data (If needed)

· Generate Calendar (B2 F1 <G>)

· Set new Master Due Date (B2 D2 <E>)

· Include holidays (B2 F1 <H>)

End of Term

· Collect class loans

· Issue Overdue Statements

· Stocktake  (See Stocktake notes)

· Purge Loan history (B2 R1) According to School Library Policy

· Purge Calendar  (B2 F1<P>) According to School Library Policy

· Evaluate Teaching Program

· Organise any Library Awards for Presentation Day

· For High School: Clearance Day for return of textbooks/ Library books etc.
