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GUIDLELINES FOR THE MEMBER PLAN 
 

Introduction 
 

 Commissioner's Regulations 90.18 set forth the requirements for School Library Systems.  One 
of these requirements states that "each school district and nonpublic schoolÉs hall file with the system 
a plan which shows how district and building library resources and programs meet the needs of students 
and teachers and describes the ways in which it proposes to make effective use of the system.  Such 
plan shall include: 
 
 ¥ a description of existing library resources and services in a format established by the school 

library systems; 
 
 ¥ procedures for prompt and efficient communication among school library media specialists and 

reporting to other members of the school community regarding system policies, procedures and 
services; 

 
 ¥ provisions for periodic reporting, at least annually, to the governing body of the school district 

of nonpublic school and to the administration, regarding participation of the member in system 
services; 

 
 ¥ assurances by the member and its participants that adequate qualified staff is available to 

organize and administer the library media program and fulfill system responsibilities." 
   -From Commissioner Regulations 90.18 (f) (4) 
 
The member plan should be a document to help the school library media specialist provide a library 
media program with sufficient resources to support and enrich the educational program of the building 
and district.  As a self-assessment tool it will enable the librarian, the principal, teachers, and others to: 
 
 ¥ see the current strengths and needs of the library media program 
 ¥ provide a long-range plan for growth of the library media program 
 ¥ identify the methods by which the library media program will support the academic program 

required by the Regents 
 ¥ recognize the responsibilities of system membership within the statewide library network 
 ¥ effect participation in a full range of library services and access available resources beyond the 

walls and budgetary constraints of the school library 
 ¥ take the necessary steps to transform the school library into an "Electronic Doorway Library" 
 
This guideline then will help each district review its existing practices and relate to its administration, 
faculty and the entire educational community, the key role of the library media specialist in the 
educational process. 
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Part 1 
Member Plan  

 
 

School Name______________________________ 
 
Attachments: 
PART 1 Assurances - Member plan has been reviewed and signed by all stakeholders. 

 
 

PART 2 Description of Library Media Program - students enrolled, staffing, facilities, 
instructional program, resources, local and state funding in library budget, BOCES 
shared services, policies & interlibrary loan statistics. 

PART 3 School Library Media Program Evaluation - rubric for evaluating the level of 
existing library media services. 
 

PART 4 Electronic Doorway Library Application Checklist - Electronic Doorway 
Library Levels of Basic 2000, Advanced, and Leader for New York State EDL 
designation. 

 
 
 
 
 
 

ASSURANCES 
 
 
I have reviewed and approved the Library Member Plan and agree to fulfill the responsibilities for 
School Library System membership required by Commissioner Regulations 90.18 (f): 
 
School Library Media Specialist_______________________________ Date_______________ 
 
Building Principal___________________________________________ Date_______________ 
 
District Library Supervisor____________________________________ Date_______________ 
 
Superintendent______________________________________________ Date_______________ 
 
 
 
SLS USE ONLY 
 
 
School Library System Director________________________________ Date______________ 
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Part 2 
Member Plan  

Description of Library Media Program 
 

Part 2 
 
Information for the following report is for the (fill in year) school year.  Please use (fill in year) BEDS 
data or supplied SLS information where applicable.  Plan of Service is due no later than (fill in 
deadline) to the Erie 2-Chautauqua-Cattaraugus BOCES School Library System Office. 
 
A.  Patron Information: 
Population Served  
•  Number of students • 
•  Number of teachers • 

Total  
 
B.  Staffing: 
Professional and Support Staff Number 
Library Media Specialist FTE:  
Library Aide/Assistant/Clerk(s) FTE:  
Volunteers:  

•  Students:            
•  Parents:  
•  Others:  

  *FTE = Full time equivalent (Example: a half-time aide = .5 FTE) 
 
C.  Resources: 
Resources Total Holdings 
Books:  

•  Volumes  
•  Titles  
•  Acquired 2000 - 2001            
•  Withdrawn 2000 - 2001  

# Periodicals  
# Newspapers  
  
AV Resources in the library:  

•  Videos  
•  Laser discs  
•  Compact discs (audio)  
•  Audio cassette tapes  
•  Filmstrips  
•  Kits  
•  Other  
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Part 2 
Member Plan 

Description of Library Media Program 
 
 

Web Resources: 
•  ProQuest Direct 
•  OCLC First Search 
•  Health Reference Center 
•  Grolier Online 
•  Dialog@Carl 
•  EBSCO Pro 
•  SIRS 
•  Gale Group 
•  Other: 
 
•  School/Library Web Page 
•  SLS Union Catalog on the Web 

Yes 
________ 
________ 
________ 
________ 
________ 
________ 
________ 
________ 
________ 

 
________ 
________ 

No 
________ 
________ 
________ 
________ 
________ 
________ 
________ 
________ 
________ 
 
________ 
________ 

Funding Source: 
______________ 
______________ 
______________ 
______________ 
______________ 
______________ 
______________ 
______________ 
______________ 
 
______________ 
______________ 

Special Collections: 
•  Local History 
•  Other 

Description 
_________________
_ 
_________________
_ 
_________________
_ 
_________________
_ 

Collection Size 
______________ 
______________ 
______________ 
______________ 

Computer Resources/Software: 
•  Library Automation - OPAC 
    List Vendor Here: 
    __________________________ 
•  Library Automation - Circulation 
•  LCD & Power Point Presentations 
•  CD-ROMS 
•  DVD 
•  Other - List Here: 
__________________________ 
__________________________ 
__________________________ 

Yes 
________ 
 
 
________ 
________ 
________ 
________ 
________ 
________ 
________ 

No 
________ 
 
 
________ 
________ 
________ 
________ 
________ 
________ 
________ 

    PC          Mac 
_______  _______  
 
 
_______  _______ 
_______  _______ 
_______  _______ 
_______  _______ 
_______  _______ 
_______  _______ 
_______  _______          

Computer Resources/Hardware: 
•  #Student Workstations 
•  # Staff Workstations 
•  #CD-ROM Drives 
          •  CD-ROM towers 
•  Printers 

PC 
________ 
________ 
________ 
________ 
________ 

MAC 
________ 
________ 
________ 
________ 
________ 

Apple 
_______________ 
_______________ 
_______________ 
_______________ 
_______________ 

Networking: 
 

 Novell        NT          Apple       Other 
_______  _______  ________  _________ 

Copier: 
 

_____In Library        _____In Building 

Fax: 
 

_____In Library        _____In Building 

Cable Access: 
 

_____In Library        _____In Building 
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Part 2 
 

Member Plan  
Description of Library Media Program 

 
 
Phone: 
•  Number of phones in library 
•  Direct line out of library 
•  Rollover line from Central Office 

 
_________ 
_____Yes   _____No 
_____Yes   _____No 

Internet Access: 
•  Number of access points in LMC 

 
_____Library Staff   _____Students 

•  Type of access: (circle) 
•  Dial-up 
•  Modem speed___________ 

•  56Kbs                      •  Internet Box 
•  T-1                            •  Other 
•  Cable 

Electronic Interlibrary Loan: 
•  Check web based interlibrary loan 
•  Reply to ILL requests 
 ___Daily ___3 x per week ___2 x per week  

 Yes          No                  Comments: 
_____     _____         _________________ 
_____     _____         _________________ 

•  Does your district provide e-mail access: 
•  Type 
•  Availability 

 
•  I can access mail from the 
         following  locations: 

___Separate addresses for faculty 
___Separate addresses for students 
___One school address 
___Other (explain) 
 
___Home   ___Work   ___Both 

 
 
D.  Local Financial Support 
 
When a student loses library materials, is there some mechanism by which those funds are 
returned to the library budget in the next fiscal year?  _____Yes   _____No 
 
Is money budgeted for replacement materials?  _____Yes   _____No 
 
1. Library Budget: Amount: 

Books  
AV  
Supplies  
Periodicals  
Newspapers  
Electronic Resources  
Other Supplies & Materials  
Total/Supplies & Materials  
Student Enrollment  
Per Pupil Support*  

* Divide Total/Supplies & Materials by number of students enrolled 
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Part 2 
Member Plan  

Description of Library Media Program 
 
 

Travel/Conference  
Equipment  

2. Supplemental Funding: Amount: 
Federal Funds  
State Supplemental ($6 per pupil - 
should be listed here) 

 

Other (Please specify) 
•  CCD CoSer 
•  Online Resources CoSer 
•  Automation CoSer 
•  PTA & Friends Group 
•  Bookfair 
•  Grants 

 
____________________________________ 
____________________________________ 
____________________________________ 
____________________________________ 
____________________________________ 
____________________________________ 
 

 
E.  Standing Policies and Procedures 

Policy Plan in Place 
(circle) 

Date of 
Board 

Approval 

Date 
Last 

Updated 
Weeding, Withdrawal & Discard 

•  Plan 
•  Policy 

 
       Yes             No 
       Yes             No 

  

Internet Access Policy        Yes             No   
Collection Development Plan        Yes             No   
Materials Selection Policy        Yes             No   
District-wide Standard Citation 
Guidelines 

       
       Yes             No 

  

Discipline Policy        Yes             No   
Challenged Materials Policy and 
Procedure 

        
       Yes             No 

  

 
F. Communications 
List methods of regular communication with teachers, administration, students 
or parents: 
•  memos  
•  email  
•  announcement board  
•  articles in newsletter  
•  sponsored programs in library media ctr.  
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  Part 2 

Member Plan  
Description of Library Media Program 

 
 
G.  Instructional Services 

 Yes In Progress No N/A 
1. Information skills are taught as an 

integral part of the content and 
objectives of the school's curriculum. 

 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 

2. New York State Learning Standards 
are linked with every lesson taught in 
the library. 
 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 

3. The Library Media Specialist and 
teacher jointly plan, teach and evaluate 
instruction in information access, use, 
and communication. 

 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 

4. Teachers are offered learning 
opportunities related to new 
technologies through the library. 

 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 

5. Students and Teachers are provided 
access to resources outside the school. 

 
 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 

6. Students have easy access to the library 
and to qualified professional staff 
throughout the school day. 

 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 

7. Class visits are scheduled flexibly to 
encourage library use at point of need. 

 
 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 

8. The library media specialist provides 
leadership in the evaluation and/or 
implementation of information and 
instructional technologies. 

 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 

9. Are there study halls assigned to the 
library? 

 
 

 
_____ 

 

 
_____ 

 
_____ 

 
_____ 
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  Part 2 

Member Plan  
Description of Library Media Program 

 
 
H.  Capacity 

 Yes No 
Adequate seating capacity (10% of building enrollment) 
 

 
 

 
 

Adequate shelving (shelves should be from 50% to 75% full - any 
more and weeding needs to take place) 
 

 
 

 
 

Classroom instructional area 
 

 
 

 
 

Quiet reading area 
 

 
 

 
 

Quiet research area 
 

 
 

 
 

Open hours after school 
If yes, list hours_________________________________ 
Paid or Volunteer (circle) 
Staffed by: 

Professional 
Aide/Assistant/Clerk 
Other:___________________________________ 
 

Comments: 
 
 

_____ 
 
 
 

_____ 
_____ 
_____ 

_____ 
 
 
 

_____ 
_____ 
_____ 

 
 
I.  Collaboration 

 Yes No 
Library Advisory Council (faculty and students)   
Instructional program:   
•  LMS plans with teacher in a planning period   
•  LMS plans with teacher in hall/lunch room/etc.   
•  LMS is team/grade level member   
•  LMS offers or arranges inservice for teachers   
•  College Library visits   
•  Public Library visits or programs   
•  Other: 
 
 
 

  

 
 
 
 
Library:_________________________________  8



 
  Part 2 

Member Plan  
Description of Library Media Program 

 
 
J.  Maintenance 
Maintenance task Monthly Annually Bi-Annually Not Done 
Inventory:*     

Books     
Equipment     

Weeding     
Update Periodical List     
Update Union Catalog Records     
Age of Collection Statistics     
Report to Administration and Board of 
Education 

    

 
*How much dedicated time is allotted for inventory? ________________________ 
 
 
K.  Professional Development and Training 

2000 - 2001 
Library System and Librarian Training Yes No Not a member 

N/A 
SLS Council Meetings (4)    
School Library System Workshops    
    
Other Professional Development Yes No Not a member 

N/A 
BOCES Workshops    
District Sponsored Development Day    
Teacher Center Courses    
Curriculum Subject Area Workshops    
    
Professional Association Conferences Yes No Not a member 

N/A 
NYLA    
SLMS    
SLAWNY    
Other: 
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  Part 2 

Member Plan  
Description of Library Media Program 

 
 
Unmet need for training: Yes No Explanation 
Have you been denied professional 
development opportunities this year? 
If so, please list, and state reason: 
• 
• 

   

Have you been encouraged to seek staff 
development but cannot find the 
appropriate workshops?  Please list needs: 
• 
• 

   

List workshops attended by library aide, assistant, clerk: 
•  District 
•  Library System 
•  Other 

 
 
L.  Statistics and Reporting 
 Number N/A 
Average daily student attendance:   
Classes held in Library: 

Fixed schedule (weekly) 
Flex schedule (weekly average) 

 
________________ 
________________ 

 
________________ 
________________ 

Interlibrary loan/loaned (annual)*   
Interlibrary loan/borrowed (annual)*   
CCD items purchased (annual)*   
UMI ProQuest Searches (annual)*   
Records in Union Catalog*   

*  Number will be provided by School Library System Office 
 
 
Any questions?  Please call Sue Bartle at the School Library System Office, 1-800-344-9611, ext. 
2022 or 672-4371, or email sbartle@e2ccboces.wnyric.org. 
 
 

 
 
This document can serve as a progress report to your Administration and Board of 
Education.  BEDS form will be the basis of some of the information; other information will 
require the keeping of statistics on a building level. 
 
 
 

 
 
 

 
 



 

School Library Media Program Evaluation 
Part 3 

 
 

District:___________________School:______________________________________ 
 
 
Enrollment:________________Grades in School:_____________________________ 
 
 
Evaluator:_________________Date of Evaluation:___________________________ 
 
 
 
Return form to:  Susan M. Bartle, School Library System Coordinator 
 Erie 2-Chautauqua-Cattaraugus BOCES 
 9520 Fredonia-Stockton Road 
 Fredonia, NY 14063 
 Phone:  672-4371, ext. 2022 Fax:  673-1970  
 Email:  sbartle@e2ccboces.wnyric.org 
 
 
Directions:  The attached evaluation form is a guide for reviewing school library media 
programs to see where a school is located presently on a continuum.  Look at each of the 
TARGET INDICATORS, then place a checkmark under the rubric, which best describes this 
area of the program.  Some schools may be "exemplary" in one area, but "in progress" in 
another area.  These rubrics can be used not only as an evaluation tool, but to help guide school 
decision-makers in determining where they should be directing their resources.  Note that the 
terms "library media program (LMP), library media specialist (LMS), and library media 
center (LMC) are used at the "basic" and beyond levels. 
 
Note:  You may wish to have the library media specialist and principal complete one separately, 
then meet and compare observations.  
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