
Preparing for your School 
Library Program Audit 

Mrs. Rhonda Perkins, West Jones High 
Mrs. Leighan Griffin, East Jones Elementary
Mrs. Otha Keyes, South Jones High 



“Soft” Audit for the Rookie

Rhonda Perkins, WJHS



Hoorah!  I’m the New Librarian!
Infomercial of My Life

• Librarian
• School Test Coordinator
• B.E.S.T. Club Liaison
• Homecoming Chair
• Ticket/Program Maker
• Absentee Writer
• School Webmaster
• Party Hostess
• Etc……



Get in Shape

• Orientation? 
• Weed, weed, weed
• Middle school 

library integration
• Go broke
• Work alone
• Testing comes first
• Budget:  $0
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Soft Audit

• Went to LAMP
• Needed to point out deficiencies
• Helpful for me AND my administration
▫ 10 books/student
▫ Books too old
▫ Reference collection
▫ Teach Magnolia
▫ Professional Periodicals 
▫ Do Inventory
▫ Don’t be the STC  



Keep on Keeping On…

• Steady, not frantic
• Look at it as an opportunity for change
• Joint effort

• Whatever you do, work at it with all of your 
heart, as working for the Lord, not for men. 
Colossians 3:23
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The Elementary Perspective

Leighan Griffin, EJE



If you’re like me…

• Personally, I am a Rule Follower. 
• Give me the details.
• I NEED them! 

BUT… 
• Dewey What??? 
• We do AR! 
• I had a million and one questions.



We already do the majority of these 
things listed, we just have to show it 

with documentation. 

Focus: Collection Development

Focus: School Library Program

MDE website link to checklist:
http://www.mde.k12.ms.us/docs/elementary-
education-and-reading-
library/libraryauditdocumentationchecklist-(3)-
(1).pdf?sfvrsn=2

Library Audit 
Documentation Checklist



Policies & Procedures
• District Approved Policies

• Selection
• Gift
• Weeding
• Challenged Material

Library Job Description 
• Find it…

• We requested one 
and were provided 
a typewriter copy 
from the 1960’s… 

Creating Your School 
Library Handbook



Policies & Procedures
• District Approved Selection Policy

The materials for the Jones County School District libraries are selected to support the curriculum and 
instructional program of the school as well as the needs and interests of all patrons (i.e., students, 
teachers, administrators, and support staff). The library media center provides materials in a wide range 
of difficulty, in a variety of formats, representing multiculturalism and differing points of view.  
However, the Internet and other on-line resources are not subject to the materials selection policy. 

The certified library media specialist is in charge with the day-to-day operation of the library media 
center, including the coordination and selection of all purchases of materials for the resource collection. 
The library media specialist seeks assistance and advice from the advocacy committee, administrators, 
teachers, curriculum specialists, students, and others affiliated with the school when ordering materials 
for the library media center. However, the final decision rests with the library media specialist and 
administration approval. 

Criteria for Selection & Selection Tools
• You may  want  to list examples as well. 



Policies & Procedures
• District Approved Gift Policy

The Jones County School District school library media centers welcome monetary gifts and 
donations to our resource collection. All donations will be acknowledged by the individual 
media centers.  All donations will be subject to the same selection criteria as purchased 
resources. If any donation is not selected for inclusion in the resource collection, the gift 
material will be passed on to a more appropriate recipient.



Policies & Procedures
• District Approved Weeding Policy

Jones County School Weeding District Policy:
The library media specialist will do all weeding.  The following criteria will be used as a guide to 
determine what materials should be weeded from the library media center:  

• Copyright date of nonfiction materials that adhere to the MDE collection development standards 
• Items that have not been circulated within the last five years
• Materials that are severely damaged, molded, wet, falling apart, or etc.
• Materials that have no relevance to school’s curriculum

Items that have been weeded will be replaced with new books, new additions, and relevant subjects to 
adhere to the amount of materials per student ratio of the school.  The weeded items will be disposed of 
or redistributed to a more appropriate recipient.  Weeding is an ongoing process that will be done 
though out the school year.  No weeded materials will be for sale. 



Policies & Procedures
• District Approved Challenged Material 

Policy

The Jones County School District library 
media centers follow the “Freedom to Read 
Act” and the “Library Bill of Rights”.  Each 
media center has an advocacy committee 
that will review the challenged materials.  
Submitted requests will be reviewed with a 
decision reached within ten school days.  All 
interested parties will be notified.   



Librarian Job Description
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Goals
• Short Term
• Long Term

• Set these goals to 
get your library into 
compliance with the 
audit standards.

Budgeting
• 3 Years

• Operational Budget
• Budget 

Expenditures
• “Proposed”

Creating Your School 
Library Handbook

Elementary Libraries



Dewey What???

Communicating the Switch
• Students

• Keep your dots, it’s okay!
• Look for the Pro’s! You’ll see that it helps 

reinforces Library Skill Vocabulary.
• Teachers

• Remind them this is out of your hands and must 
be done.

• Thank them and keeping working!
• Parents

• Communicate through your committees.
• Family Reading Night

Shelving to Dewey
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Full Library Inventory… 

• Last year, was my very first FULL inventory!
▫ Please don’t judge me…
▫ It opened my eyes up to see the boo-boos in my 

circulation system and helped me have a better 
understanding of my collection. 

▫ I did mine after I re-shelved my library to Dewey.



Things addressed in my audit…
1. Collection
• Copyright Age, Reference & Professional Collection
• Weeding
• Budget
2. Magnolia Not Advertised
3. AR Shelving
4. Schedule
5. Establish Committees

My best advice…
• Communicate with Elizabeth and other Librarians 

in your district. 



THE VETERAN’S VIEWPOINT

Otha Keys, SJHS 



MY CHALLENGES
• Lost all my Marc records
▫ Went to a new system
▫ Had to reinstall everything

• Middle school library closed
▫ Had to integrate those items into collection

ON ANDERSON STREET



First steps
• Called Lem at MDE

• He emailed me a copy of the 
Mississippi Library 
Monitoring Rubric in a word 
document



Mississippi Library Monitoring Rubric (2014) 
 

This Rubric is a monitoring document for the following 
 

ACCOUNTABILITY STANDARDS 2.3, 2.3.1, 2.3.2, 18, 18.1, and 18.2. 
 
Instructions: Place a check in the box beside each indicator that you find present in the Library/media center. Each box checked must be 
based upon documentary evidence and/or interview evidence. Be sure to check the appropriate box for evidence used or explain if answer 
based on other evidence. Note any pertinent comments in the space provided. Refer to the 2014 Mississippi School Library Guide for more 
complete information about the expectations for meeting the standards. 

 
ADMINISTRATION AND PERSONNEL 
2.3 The school district employs in each school a licensed librarian or media specialist who devotes no more than one-fourth (¼) of the 
workday to library/media administrative activities. {MS Code 37-17-6(3)(a-e)} 

2.3.1 If the student enrollment is 499 or less, a half-time licensed librarian or media specialist is required. 
2.3.2 If the student enrollment is 500 or more, a full-time licensed librarian or media specialist is required. 

 
INSTRUCTIONAL PRACTICES 
18. Each school has a library media center. Refer to the current edition of the Mississippi School Library Media Guide. {MS Code 37- 
17-6(3)(a-e)} 

18.1 Each school has a library media center with an organized collection of materials and equipment that represents a broad range 
of current learning media, including instructional technology. 
18.2 The library staff offers a systematic program of service to students and staff by providing access to the materials and 
equipment, by providing instruction in the use of the materials and equipment, and by working with teachers and other staff 
members to provide learning activities for the students. 

  



                                                                                   Focus: Collection Development 
RESOURCE TYPE                           MINIMUM PROGRESSIVE (Minimum +) 

Automated Management 
System 

 Circulation/Cataloging Capacity 
 Librarian Management computer 
 Barcode scanner 
 Online access to materials available in 
the school library 

 2 management computers 
 Online access to materials available in the 
school library and throughout the school 
facility/remote sites 
 Remote circulation and inventory capabilities 

 

Comments: 

 

Went item by item, step by step, 
&

filled in comments for 
everything!

Either yes or no and wrote why!


		                                                                                   Focus: Collection Development



		RESOURCE TYPE

		                          MINIMUM

		PROGRESSIVE (Minimum +)



		Automated Management

System

		 Circulation/Cataloging Capacity

 Librarian Management computer

 Barcode scanner

 Online access to materials available in the school library

		 2 management computers

 Online access to materials available in the school library and throughout the school facility/remote sites

 Remote circulation and inventory capabilities



		

Comments:









• Continuously 
meeting with 
administrator, 
and giving 
updates as 
needed!

Followed Up by



SJHS Site Visit
• Answered all questions that were asked
▫ Had comments for everything and a plan in place 

if answer was no
• Elizabeth met with principal
• Elizabeth looked around



AFTER VISIT
• Looked at the feedback that was given and got back to work

▫ Advocacy committees going great
 There are two

 Students only grades 7-12
 Parents, faculty, administrators, and community members

• Redid storerooms and continued to install and weed items
▫ Due to the loss of marc records due to server issues this was a perfect time to weed and 

re-weed
 Weeded books were given to students and teachers
 Some were even used in a wedding this summer
 Some were used for art projects
 Students continually ask when will I weed again so they can get books

• Feedback comments
▫ I already knew what they possibly would be

 For those I had plans in place which are part of my short range and long range goals in 
SJHS Media Center’s Policy and Procedure manual

▫ Added a few things in writing such as:
 PR Committee

 Even though I did publicize some things via website, emails, etc. something more was needed
▫ Since some businesses prefer to continue to be and anonymous donor, I don’t put those things 

out there
 New Public Relations Committee consists of webmasters (school and district), administrator, 

former community college PR and journalism person and myself
 Plans also in place to restart the KEYS CONNECTION NEWSLETTER



THESE DAYS
• Double checking call numbers on books to match 

what is in computer
• Labeling items that were not labeled
▫ EXAMPLE: Professional titles had just been taken out 

of the box when Elizabeth came, so they didn’t have 
call number labels

▫ Donated items being labeled
• Continuing orientation and projects with students
▫ Supporting other district librarians as we prepare to go 

through this
• Grant writing to supplement resources



My words of ADVICE:
• There might be a perfect audit, but mine will 

probably never be one, so…
▫ Cite my areas of weakness and let me get back to 

work on improving things
▫ I know what areas need work
▫ I constantly keep stakeholders – principals, 

teachers, etc. in the loop
▫ We work as a team to get things done!



Preparing for your School 
Library Program Audit 

Mrs. Rhonda Perkins, West Jones High 
Mrs. Leighan Griffin, East Jones Elementary
Mrs. Otha Keyes, South Jones High 
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