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National Guidelines for School Library and Information Services




FOREWORD

The Department of Basic Education (DBE) continues to work hard to ensure quality
education for all the children of South Africa. An essential element in this journey
is to provide access to credible, quality library and information services to support
the implementation of the curriculum. Many of our children, unfortunately, had to
go through the education system without this vital service to support them in their
learning and equip them to function effectively in an increasingly information and
knowledge-based world.

Given current backlogs in the country, the DBE has taken a developmental
approach towards the provision of these services. These service options range

from providing classroom libraries and cluster, mobile and school community
libraries, to a fully fledged library and information service in all schools. This approach will assist the education
system in managing the huge financial, infrastructural, human and material resources, and the logistical
implications of working towards a fully functional library and information service for schools. In addition to
the move to increase access to school library and information services, is the DBE’s commitment to increase
access to high-quality learning materials; starting by providing textbooks for every learner in the schooling
system and moving towards providing additional resource materials.

We therefore developed the National Guidelines for School Library and Information Services in line with the
above approach. These guidelines are intended to offer useful guidance to all role-players. They provide
information and ideas that are fundamental to the provision of school library and information services for
learners and teachers at schools, and they address a number of audiences who work with schools, including
district and provincial education offices. In the development of these guidelines, the Department consulted,
amongst others, the International Association of School Librarianship (IASL), the International Federation of
Library Associations (IFLA) and the School Library Manifesto of the United Nations Educational, Scientific and
Cultural Organisation (UNESCO), as well as the National Library and Information Services Transformation
Charter of the Department of Arts and Culture (DAC), and the National Council of Library and Information
Services (NCLIS). These guidelines therefore benefited from partners with appropriate experience in the
provision and support of libraries.

| trust that you will find the guidelines helpful, and that you will effectively implement them as we jointly strive
to ensure quality education for all the children of this country.

oot

Mrs AM Motshekga, MP
MINISTER OF BASIC EDUCATION
Date: 15 March 2012



ACRONYMS

AASL American Association of School Librarians

ABET Adult Basic Education and Training

ACE Advanced Certificate in Education
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SLYSIG School Library and Youth Services Interest Group

SMT School Management Team



CHAPTER 1: INTRODUCTION AND BACKGROUND

The vision of the Department of Basic Education (DBE) is that schools will have well resourced and functioning
school library and information services, which will contribute towards ensuring that all learners and teachers
are information literate and independent lifelong learners and readers.

School library and information services must provide learners and teachers with access to a wide variety of
curricular support resources, exposing learners to diverse ideas, experiences and opinions. Furthermore,
the service must instil a culture of reading and writing, promote respect for intellectual property and support
the acquisition of information literacy skills to access, process and use information resources in various
formats, including digital formats, where accessible and appropriate. The South African school curriculum is,
in essence, a resource-based curriculum and it is to attain the objective of integrating resources in order to
develop information literate learners and a culture of reading, that these guidelines were developed.

School library and information services should also provide a broader base of provision, including an information
service to the youth, the building of community and social capital, reflecting the culture and values of the school
and broader community, and embracing the principles of diversity and democracy.

This document, the National Guidelines for School Library and Information Services, includes the concept of
a centralised school library, but also a flexible, incremental approach that includes other models. The elements
of each model are expanded upon in the guidelines, so that schools can consider the options and plan for
the most effective service that they can provide. The National Guidelines for School Library and Information
Services must be viewed in tandem with the National Policy for an Equitable Provision of an Enabling School
Physical Teaching and Learning Environment 2010, which seeks to transform the school environment into an
enabler for the effective implementation of sector policies, effective curricula delivery, and effective teaching
and learning processes. The physical teaching and learning environment is being broadly conceived as
comprising a school infrastructure which includes school libraries — hence the provision of centralised school
libraries is located within a holistic context of the provision of school infrastructure. All schools must have a
library and information service that meets the needs of the users and appropriate models of library provisioning
may be considered, depending on the size of the school.

The overriding principles of resource provision are that each and every learner and teacher needs access
to a range of quality resources that are age appropriate, current and relevant, and which inculcate a love of
reading and encourage the enquiring mind. Furthermore, the resources, including digital resources, should
be accessible throughout the school day and after school and administered by a knowledgeable person.
The White Paper on e-Education should also be viewed in tandem with the National Guidelines for School
Library and Information Services, as there are many considerations regarding resource provision and access
to information that these two documents have in common.



CHAPTER Q: ROLES AND RESPONSIBILITIES

School Library and Information Services should support dynamic learning programmes in the information age.
They may begin in schools without libraries, but should be developed as rapidly as possible to offer relevant
support to the process of teaching and learning. Essentially there are four levels of library and information
services in the education system, namely national, provincial, district and school level. These levels must work
in synergy to ensure access to quality library and information services for all.

Levels of School Library and Information Services

1. Department of Basic Education

The Department of Basic Education (DBE) accepts overall responsibility for the development, publication and
distribution of the national guidelines to provinces, districts and schools. The DBE also accepts responsibility
for the national planning and coordination of library and information services as part of the provision of learning
and teaching support materials (LTSM).

The National Education School Library and Information Services is responsible for providing leadership by:
» developing National Guidelines for School Library and Information Services for the provinces;

» coordinating, monitoring and evaluating the implementation of the National Guidelines for School Library
and Information Services;

» developing, coordinating, monitoring and evaluating the implementation of a national information literacy
programme;

» leading and coordinating the regular feedback from the provinces via the Curriculum Management
Committee (CMC) in order to consult, share expertise and ideas, plan jointly for, and report on school
libraries and information programmes and projects at national and provincial level;

« planning, coordinating, monitoring and evaluating national school library and information services related
projects in collaboration with the provinces;

» coordinating local and international library days and events in consultation and partnership with other
government departments, the provinces and other relevant stakeholders;

» collecting and providing statistical data at a national level, such as the number of school libraries, details
regarding stock, levels of usage, connectivity, computers, budgets, etc., in conjunction with Education
Management Information Systems (EMIS);

» advising on asset management/library automation to ensure compliance with the Minimum interoperable
Standards (MIOS) applicable to all government systems in order that the provincial, district and school
libraries can later interface with the DBE’s national transversal system;



2.

coordinating the joint selection and evaluation of appropriate library resources as far as language,
reading levels, and reading needs and interests of a particular group of users is concerned, and linked
to the LTSM selection process;

coordinating local and international relationships, partnerships and donors, e.g. mobile library and
computer donations;

planning and coordinating research on School Library and Information Services on a national and
provincial level;

providing cross-sectoral representation, e.g. Curriculum, as well as Information and Communication
Technologies (ICT) Committees;

co-ordinating cross-sectoral collaboration and liaison with other components of the DBE, e.g. e-Learning,
Early Childhood Development (ECD), General Education and Training (GET), Further Education and
Training (FET), Education for Learners with Special Educational Needs (ELSEN), Inclusive Education,
Adult Basic Education and Training (ABET), Physical Resourcing, Procurement, etc;

coordinating cross-sectoral collaboration and liaison with other Library and Information Services (LIS)
related departments, organisations and institutions, e.g. the national Department of Arts and Culture
(DAC), the Library and Information Association of South Africa (LIASA), the School Libraries and Youth
Services Interest Group (SLYSIG) of LIASA, etc;

liaising with university faculties offering training by means of Initial Professional Education and Training
(IPET) and Continuing Professional Teacher Development (CPTD) courses, diplomas and degrees for
teacher-librarians and teachers in the field of school library and information services;

the integration of information literacy with, and the promotion of reading into the National Curriculum;

engaging with non-governmental organisations (NGOs), suppliers and coordinating bodies, such as the
Publishers Association of South Africa (PASA),African Publishers Association (APA) the South African
Booksellers Association (SABA) and the Associated Distributors of Educational Supplies in Southern
Africa (ADESSA); and other role players in the field of LIS;

monitoring and evaluation in order to ensure that effective delivery takes place.

School Library and Information Services at Provincial Level

The School Library and Information Services at the provincial Departments of Education must liaise with the

national DBE to receive guidance and support in respect of infrastructure, staffing, ICT usage, basic library

management and budgeting, including utilising a percentage of the LTSM budget for library resources in

accordance with the schools’ needs. This could be proportioned to include stationery, furniture and equipment.

School Library and Information Services in the provincial Departments of Education could offer centralised

procurement and the processing of library material services to schools that wish to benefit from these services

in accordance with systemised procurement, as specified in the National Policy on an Equitable Provision of

an Enabling School Physical Teaching and Learning Environment 2010, and National Norms and Standards

for School Infrastructure. Schools could, however, still exercise the option of procuring their own school library

materials.



As the provider of provincial/regional/district library and information services to schools, the provincial
Departments of Education are responsible for developing, organising, coordinating, monitoring and evaluating
school library and information services, and reporting to the DBE via their representative on the CMC.

Through the establishment of provincial, regional or district libraries (education/teacher/resource centres), the
provincial Departments of Education must provide various library and information-related services to schools
within the provinces. One such service is through supplementing the shortage of library-based resources
at schools from a central provincial education library, with libraries/education/teacher/resource centres at
regional/district level. The pool of resources in these collections could be circulated amongst schools via block
loans, book boxes or a mobile library service. This is a cost-effective way of optimising the limited resources at
a province’s disposal and it avoids unnecessary duplication of resources.

Provincial School Library and Information Services are responsible for:

» coordinating, monitoring and evaluating the implementation of the National Guidelines for School Library
and Information Services;

* leading and coordinating regular meetings with district officials in order to consult, share expertise and
ideas, plan jointly for, and report on school library and information services programmes and projects at
provincial level;

» developing, coordinating, monitoring and evaluating the implementation of a national information literacy
programme;

» planning, coordinating, monitoring and evaluating provincial School Library and Information Services-
related projects in collaboration with the other provinces and the DBE;

« coordinating local and international library days and events in consultation and partnership with
other provincial government departments, the other provinces and the DBE, as well as other relevant
stakeholders;

» collecting and providing statistical data at provincial level, such as the number of school libraries, details
regarding stock, levels of usage, connectivity, computers, budgets, etc., in conjunction with EMIS;

* managing and coordinating training and professional development programmes for teachers, teacher-
librarians, library assistants and other support staff;

» providing an advocacy function via the electronic media such as a website, radio and television, as well
as the print media, such as newspapers, newsletters, posters etc;

» coordinating a provincial asset management/library automation system;

* managing an ICT programme that promotes access to electronic resources, including a standard asset
management/library automation programme, which is accessible either via a network or via a stand-
alone computer;

» coordinating local and international relationships, partnerships and donors, e.g. a mobile library and
computer donations;

* planning and coordinating research on School Library and Information Services at provincial level;



3.

coordinating cross-sectoral collaboration and liaison with other components of the DBE, e.g.
e-Learning, ECD, GET, FET, ELSEN, Inclusive Education, ABET, Physical Resourcing, Procurement,
etc;

coordinating cross-sectoral collaboration and liaison with other LIS-related departments, organisations
and institutions, e.g. the DAC, LIASA, LIASA's SLYSIG, efc;

liaising with university faculties offering training by means of IPET and CPTD courses, diplomas and
degrees for teacher-librarians and teachers in the field of School Library and Information Services;

integrating information literacy with, and the promotion of reading into the National Curriculum;
engaging with NGOs, suppliers and coordinating bodies, such as PASA, APA, SABA and ADESSA,; e.t.c
monitoring and evaluation in order to ensure that effective delivery takes place;

providing cross-sectoral representation, e.g. on provincial Curriculum and ICT Committees;

managing the training and professional development programme for teachers, teacher librarians, library
assistants and other support staff;

providing an advocacy function through electronic media, such as a website, radio and television and
also print media such as newspapers, newsletters, posters etc;

coordinating local and international library days and events independently or in partnership with the DBE
and other stakeholders where relevant;

initiating and maintaining local and international relationships/partnerships and donors e.g. mobile
library and computer donations;

coordinating programmes and projects in the provinces, e.g. provincial conferences and exhibitions; and

monitoring school library and information services in schools by ensuring that regular reports are
received from school library advisors.

School Library and Information Services at District Level

School Library and Information Services at district level include education libraries or education centres/

teacher/resource centres at district offices (also at circuit offices), mobile libraries and support to school library

and information services within schools, as well as the professional development and support of teacher-

librarians. School Library and Information Services at district level form part of the other support services within

a district, for example:

Education libraries or education centres/resource centres: Specialist teacher librarians, in conjunction
with support staff, should manage education libraries and education/teacher/resource centres that have
a library component, as well as mobile libraries in districts.

School library advisors: They should visit schools, run workshops, organise advocacy events and provide
guidance regarding School Library and Information Services, as well as promote the establishment of
school library discussion groups or forums in districts.



Staff members in School Library and Information Services at district level are responsible for:
» assisting and providing guidance in respect of coordinating/processing school library resources;
» providing support to the district office and district officials;
* managing education libraries and education centre/resource centres as model sites;
» supporting teachers in their task of teaching; and
* managing mobile library services to schools.

School library advisors at School Library and Information Services rendered at district level, are responsible
for:

» providing professional support through visits to schools;
» implementing the National Guidelines for School Library and Information Services;

» supporting all development models in School Library and Information Services by means of school
library advisors;

» providing guidance and support in respect of budgeting and procurement to support School Library and
Information Services;

» providing guidance and support in maintaining and managing core collections of all development models
in School Library and Information Services;

» providing guidance and support with the implementation of national information literacy programmes;
» providing an advocacy strategy for the schools and district;

» promoting the establishment of school library discussion groups or forums in the districts;

» providing training and professional development of teachers and teacher-librarians;

» providing training in the effective utilisation of school library and information resources;

» promoting networking with local NGOs, partnerships and public/community libraries;

» monitoring and reporting to the provincial Departments of Education.

4. School Library and Information Services at School Level

At school level the School Library and Information Service must provide learners and teachers with access to a
wide variety of curriculum support resources, and expose learners to diverse ideas, experiences and opinions
so as to instil a habit of reading for the purpose of both information and recreation.

A key function of the school library is to promote a culture of reading. The School Library and Information
Service should provide access to material in all languages, especially those in use at the school, and should



include reference material, fiction and non-fiction, magazines, periodicals, newspapers, as well as digital and
visual material.

Another function is the provision of a reliable information service to young people, which is essential, especially
with regard to recourse to, and information on careers, finance, health, sexuality, violence, crime, poverty,
child-headed families and other socio-economic issues.

The School Library and Information Service in schools may take different forms, including the centralised school
library model, ideally managed by a dual-qualified teacher-librarian, with the support of a library assistant. The
School Library and Information Service exists to provide learners, teachers, school management and the
extended school community with access to library-based resources ideally in a central venue. The classroom
library model serves to provide resources to learners inside the classroom, and has similar functions, where
applicable, to the centralised school library model.

The School Library and Information Service is responsible for:

» developing a School Library Policy that includes a Selection Policy and an Acceptable Use Policy (AUP)
for ICT usage;

» providing adequate, appropriate and current LTSM, as well as reading material of good quality;
» providing access to relevant curriculum-related resources;
« ensuring the efficient organisation of these resources for easy access;

» providing online access, where possible, to the Internet and to relevant data bases for teaching and
learning purposes;

* encouraging independent learning and the acquisition of knowledge;

» acting as information points for enquiries and facilitating the lending and retrieval of library material;
» promoting and facilitating recreational reading in a conducive atmosphere;

» promoting reading for enjoyment in the school community as a whole;

» providing a standard asset management /library automation programme or, alternatively, an efficient
manual system;

* implementing the national information literacy programme;
» providing a safe haven for studying after school hours;
» supporting teachers in their task of integrating library resources in their teaching programme; and

» working in conjunction with teachers to ensure the integration of the service across the curriculum.



5. Cooperation and Resource Sharing with Public/Community Libraries

In order to improve library and information services for children and young people in a given community, it
is recommended that the School Library and Information Service and public/community libraries cooperate
where appropriate. A written cooperation agreement should include the following:

+ common measures for cooperation;
» specifications and definitions of areas of cooperation;
 clarification of economic implications and cost-sharing; and
» scheduled times for cooperation periods.
Examples of cooperation areas include the following:
» coordination of electronic services and networks;
» cooperation in the development of learning tools and user education;
» class visits to the public/community library;
» block loans to schools by the public/community library;
» joint reading and literacy promotion ventures; and

» joint marketing of library services to children and young people.
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CHAPTER &: DEVELOPMENT MODEL OPTIONS AND
CONSIDERATIONS

Every school should have a Whole School Library Developmental Plan (School Library Policy) as an integral
part of the school development plan (including an Acceptable Use Policy (AUP) regarding ICT), linked to
the circuit and/or district development plans, to ensure the implementation of a comprehensive service for
teachers and learners. This plan can be developed by a School Library Committee.

Avirtual library, accessed from any computer that is on a school network and, in some cases, even from outside
the school environment, also allows access to resources. In some schools, the Learning Commons Model is
used and managed by an itinerant teacher-librarian or curriculum and technology integration specialist, who
works in collaboration with teachers in optimising the meaningful use of the available resources.

A key issue in the Whole School Library Developmental Plan (School Library Policy) is the setting of goals to
ensure that the most effective option for a School Library and Information Service is planned and budgeted for.
It should also be possible to implement and sustain the chosen option. This furthermore, requires an evaluation
process by the School Library Committee, as well as the support from the school library advisor to monitor the
process and evaluate progress.

There are various models on offer to School Library and Information Services, including a:
1. Mobile Library
2. Cluster Library
3. Classroom Library
4. Centralised School Library

5. School Community Library

1.  Mobile Library

A mobile library refers to a suitably equipped and reinforced vehicle or bus that visits schools according to a
regular schedule, with a resources collection that may be borrowed by learners and teachers. It can also be
used to refresh a school’s resource collection by the issuing of block loans. This model is operated from a
central library/depot of resources, such as a regional or district education resource centre/library/depot. Some
of the requirements for such an undertaking are:

» ateacher-librarian to manage the overall service;
» library assistant and a driver;
» funding for fuel, maintenance and licensing;

» optional online information and circulation services, linked to the parent education library management
system, by means of a laptop and scanner;
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» aservice level agreement with the schools involved that clearly articulates the roles and responsibilities
between the schools and the providers of the service;

» aschedule of regular visits, based on school terms;
» adedicated budget for collection development and running costs;
* ongoing training for teachers who have access to the collection; and
* a monitoring and reporting mechanism.
Considerations
Some Advantages

* The mobile library can move on to service other schools, as schools progress towards developing their
own School Library and Information Service.

» The school’s stock of library and information resources is refreshed regularly and the selection is based
on the needs of the schools that are visited.

» This service is useful, especially in rural schools, when there is a lack of organisational capacity and a
lack of space to establish a proper library.

» Sharing resources enables learners and teachers to access a wider range of resources.

* A mobile library service, organised by professional library staff members, can assist the teachers in
guiding learners to become information literate and develop the reading habit.

» Other learning interventions, e.g. music, and science and technology learning programmes, could
become part of the School Library and Information Service Programme, which will benefit all learners.

Some Disadvantages

» Resources are limited and there is a chance that the appropriate resources could be selected by another
school first.

* Management of the service could be problematic, as schools have to be held accountable for items
borrowed.

» Distance and terrain present their own challenges, especially as the service is limited by the number of
buses servicing rural areas.

» Buses can also be a target for thieves, especially if they carry computers.

» Donated buses (already customised) from other countries need to be serviced locally, while there is also
the added attendant cost of importation clearance.
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2. Cluster Library

Cluster collections can be housed in an education centre/public library or at a nodal school. Library resources
are made available by the provincial Department of Education at a local public/community library for use by the
surrounding cluster of schools. The local government authorities provide the infrastructure, library resources
for the community, including the schools in that community, as well as full-time staff members.

An alternative form of cluster library for schools constitutes two or more schools within close proximity of each
other, sharing library resources located in one of the schools concerned, with a full or part-time teacher-librarian
in charge of the library. This central cluster library supplies schools and classrooms with library material, block
loans etc., and is open to learners and teachers from all schools within the cluster to visit the library and make
use of the library’s resources, including digital and online resources. With this cluster approach, the library,
as a model, retains the features of the centralised school library, but it is distinguished from the latter by the
expanded utilisation of the resources by learners and teachers from a number of schools.

For both of the above forms of cluster libraries, a written agreement must be negotiated between the
participating local public/community library, the local government authority, the schools, their governing bodies
and/or the education authority. The agreement must cover a variety of aspects, e.g. the budget; the selection,
purchasing, processing and circulation of material; staffing; and management, while it must also make provision
for addressing any challenges that may arise.

A cluster library committee should be established and all participating bodies, libraries and/or schools should
have arepresentative on the committee. Regional and/or district school library advisors would have to participate
in management and budgetary agreements. Good relationships, continued cooperation and dedicated staff will
ensure the success of this library model.

Considerations
Some Advantages

» Access to resources, whereas before there might have been no resources.
Some Disadvantages

» Distance, responsibility for costs, conflict management and accountability are all challenges related to
this model.

3. Classroom Library

The classroom library/collection comprises a box or reading bag of theme-related resources, a reading mat, a
shelf or a cupboard (may be fitted with wheels to be used as a portable library unit) of reading and information
resources appropriate to the level of the learners in the class, as well as to the curriculum. The box/reading bag/
shelf or cupboard is placed in a position where it is easily accessible to the learners, so that they can access
the library resources during classroom activities or when they have completed work ahead of their peers. The
teacher must be trained to manage the resources, trained in information literacy to ensure the meaningful use
of the resources and the development of information literacy skills, and also be trained in literature promotion.
Classrooms obtain their material from various sources, e.g. the DBE, the provincial Departments of Education,
NGOs, donations, etc. The materials in the classroom library should be regarded as part of the school’s library
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collection and integrated as such, even though they may not be in a centralised library, and should therefore
be centrally recorded and managed.

Ifthe school library has adequate stock, a school with a centralised library could also ensure that smaller resource
collections are placed in classrooms by means of block loans, and these must be exchanged regularly, so that
learners are exposed to a range of resources. Classroom collections housed in secure portable cupboards
(portable library unit) have the advantage that they can be locked and moved from classroom to classroom as
required, thereby providing learners with alternative supplies of resources as teachers exchange collections.
Library and information resources, which are borrowed for the classroom from a provincial, regional or district
library/depot or a mobile library for a specified period of time, need to be returned or exchanged regularly. This
requires an organised support system, so that the school can draw on a larger pool of resources to augment
classroom collections.

Considerations
Some Advantages

* The greatest strength of the classroom library is the constant close proximity of suitable resources to
learners, provided that the resources are continually updated. The teacher is also familiar with what his/
her learners are accessing and can provide on-site individual assistance.

Some Disadvantages

» Classroom-based resources are inaccessible to the rest of the school; they might not supply a range of
choice in appropriate fiction reading matter, non-fiction material or e-resources; and when the classroom
is locked during breaks, as well as after school hours, the learners have no access to the resources.
Stock control can also prove to be a challenge if a carefully maintained circulation system is not used.

4. Centralised School Library

An adequately stocked school library, which provides learning resources and reading/reference material for
all learning areas and/or subjects offered by the school, as well as an extensive range of fiction and non-
fiction reading material for a range of reading levels and, in addition, is actively utilised throughout the day
and afternoon, constitutes an effective model to provide a dynamic School Library and Information Service. A
teacher-librarian or a dedicated trained person must accept overall responsibility for the management of the
library, and be supported by a library assistant, a library committee, and must work in cooperation with the
School Management Team (SMT).

It is from this centralised collection that all classroom libraries and block loans are administered. The School
Library and Information Service should be integrated with, or situated close to the ICT centre/computer room.
This proximity will enable the optimising of resources, sharing of responsibility for the facilities by staff members
and ensuring maximum opening hours.

A centralised school library is characterised by the following features:

* A centralised and accessible space dedicated to the management, development, storage, circulation
and use of a collection of material, both printed and digital, for use as learning and teaching resources,
as well as to encourage a culture of reading.
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» The library collection covers the full range of information resources that can be used in an educational
context. These include reference, fiction and non-fiction books, magazines, newspapers, posters, charts,
three-dimensional models, audiotapes, CDs, DVDs, CD ROMs, curriculum-related computer software,
the Internet, online data bases and other e-resources, audio-visual equipment and computers, as well
as other forms of media. These items are not only intended for the enjoyment of the users, but to support
teaching and learning as well.

Considerations
Some Advantages

» Centralised management allows for ease of circulation and stock control. Furthermore, the full range
of resources in a school is accessible to all users and, depending on opening times, the facility is fully
utilised. With a teacher-librarian or dedicated trained person in charge, who works in collaboration with
teachers, an information literacy programme and reading programme should be introduced in a school.
The centralised library can be the focal point of the school and a secure haven for relaxed reading and
information retrieval at any time of the day, including afternoons if learners are on the premises after
school.

Some Disadvantages

* Not all teachers will make use of the centralised library, preferring rather to manage their own collection.
Furthermore, very few schools can afford to appoint an extra professional staff member to run a school
library full time.

5. School Community Library

This is a centralised library situated in the school, which is also used by members of the community. A school
community library facility is generally a library, established in a school, primarily for use by learners and
teachers during the school day, but which also caters after hours for adult learners, pre-school children and
their parents, parents of learners and members of the community, in respect of materials and access. Since
this library model is housed in a school, it is crucial that a written agreement should be negotiated between
the participating school and local government authorities, as to who will provide the infrastructure, library
resources for the learners and the community, full-time staff members and other operating costs. Access times
for the different groups of users should also be defined.

This model requires careful planning before it can be implemented, but it provides a centre for community
life, promotes lifelong learning and ensures that the community is actively involved in the local school. It is
ideal in small, contained and remote communities, but it is particularly important in cities so as to build a
strong community supporting the school. It is important that members of the community assist with the school
community library. Either the district or the school should train those members of the community, who volunteer
to assist with the school community library, in areas where their services are needed.

The priority function of a school community library remains the needs of the learners and teachers as per
any form of School Library and Information Service. Learners’ needs must be prioritised when it comes to
funding, collection development and access to the library-based resources during the school day. The school
community library should, like any of the models of a School Library and Information Service, also provide an
environment for learners to work in after school hours.
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The school community library is the responsibility of the school, which is accountable for the library services
offered. Once the learners’ and teachers’ needs have been catered for, as indicated in these guidelines,
consideration should be given to serving the needs of the community.

In establishing a school community library, attention must be paid to the following:

* hours of convenient access to the library for different groups of users;

» staff members for the specialised needs of the different users; and

» responsibility for the funding towards library resources and services for different users.
Considerations
Some Advantages

* Access is provided to the entire community, which means that a culture of lifelong learning and reading
becomes entrenched. Support for the library is guaranteed as parents and care-givers understand this
important focal point.

Some Disadvantages

» Stock selection has a much broader base and this has budgetary implications. The target group is
wider and therefore curriculum-related resources could be diluted. There may be conflict with regard to
management and accountability, which is why a written agreement is needed to address various issues.

16



CHAPTER 4: PHYSICAL INFRASTRUCTURE

The strong educational role of the School Library and Information Service must be reflected in the facilities,

furniture and equipment. It is of vital importance that the function and use of a centralised school library are

incorporated when planning new school buildings or renovating existing ones which will then contain this

facility. Renovating existing school buildings includes converting unused classrooms into school libraries, as

well as turning a designated library space into a multipurpose space, so as to ensure full utilisation of a school’s

facilities.

3.

Building Design

The physical building must accommodate the needs of the communities to be served, it must be
attractive, designed for efficiency and sustainability, and reflect and promote the community’s sense of

civic identity.
Noise factors must be reduced, and at least some parts of the library must be free from external noise.
There must be appropriate and sufficient light, both via the windows and by using artificial lighting.

The room temperature must be appropriate (e.g. air-conditioning, heating) to ensure optimal working
conditions all year round, as well as the preservation of the collections and equipment.

Location

The location must be central and situated on the ground floor for easy access to physically challenged
library users.

Accessibility and proximity are important. Therefore, it should be closely situated to all teaching areas,
as well as the computer laboratory.

Design and Layout

The design of the library building and the arrangement of space should be such as to encourage learners to

enter and feel at home, as well as in keeping with cultural needs and environmental conditions. The design of

the school library plays a central role in just how well the library serves the school. The aesthetic appearance

contributes to the feeling of being welcome, as well as to the desire by the school community to spend time in

the library:

There should be a carpeted casual reading area or story area in primary schools.

It should be of adequate size, so as to allow sufficient space for the collection of books (reference,
fiction, non-fiction, hardback and paperback), newspapers and magazines and e-resources, as well as
for their storage. It should have sufficient study spaces, reading areas, computer workstations, display
areas, staff working areas and a circulation (issue) desk.

Flexibility is important in order to allow for a multiplicity of activities to take place, as well as for future
changes in curricula and ICT.
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» Instructional area space is furthermore required, with seats catering for small and large groups, as well
as for whole class formal instruction.

» There should be a teaching wall with appropriate instructional technology and display space.

« Some children have special needs that can only be met effectively in a section specially designed for
them, with fittings, facilities and retrieval tools that are adapted to their needs.

» The design must be appropriate to meet the special needs of disabled library users.

» Particular attention must be paid to wire management features where electrical and data connections
will be required.

4. Security

Physical security: All schools should have a security plan and the School Library and Information Service must
be included in the security plan. This includes securing of materials, of resources, such as ICT equipment, and
ensuring the safety of teachers and learners who are using the library.

Digital security: All schools with access to computers and, more in particular, the Internet, should have an
Acceptable Use Policy (AUP) that all users sign, and which must be countersigned by parents/care-givers in
the case of learners.

See ANNEXURE A: Physical Infrastructure: Furniture, Equipment and ICT Resources.
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CHAPTER 5: STAFFING AND TRAINING
STAFFING

It is important for a school library to be under the management of an appropriately qualified teacher-librarian,
or a dedicated trained person. Ideally, dual-qualified teacher-librarians should have both library science and
teaching qualifications, as well as experience in both teaching and library science. Their curriculum knowledge
and library expertise are therefore available to manage and utilise the library successfully to the benefit of both
staff and learners. Support for the teacher-librarian would also be provided by members of the School Library
Committee, teachers, library monitors and school community members.

Please refer to the staffing table below:

Type of School Teacher-Librarian Library Assistant Learners & School
Enrolment Figures Community Members
Multi-grade Part-time x1 Optional Assisting

30 — 100 learners

Small Part-time x1 Optional Assisting
100 — 250 learners

Medium Full-time x1 Optional Assisting
250 — 750 learners

Large Full-time x1 Full-time x1 Assisting
750 — 1200 learners

Very large Full-time x1 Full-time x2 Assisting
1 200+ learners

1. The Classroom/Learning Area/Subject Teacher

Every teacher in the system should be trained in information literacy skills and should ensure the integration of
these skills into the curriculum. They should also be trained in literature promotion, especially for children and
the youth. This includes the teacher’s role in the classroom and also applies if there is a centralised collection.
Collaboration between the teacher and teacher-librarian will ensure integration of information literacy skills
across the curriculum. If the teacher is managing a collection then he/she should be able to select and manage
appropriate fiction, non-fiction and reference material. In the case of a virtual library, a classroom-based online
computer or white board could be made available, and this would require a different set of skills, including basic
ICT skills and knowledge of online resources. An itinerant teacher-librarian or a curriculum and integration
specialist supports the implementation of the virtual library model.

2. The Teacher-Librarian

The role of the teacher-librarian or a dedicated trained person is to implement the whole School Library and
Information Service Development Plan ( School Library Policy), with the support of the principal, the SMT, the
School Governing Body (SGB) and the School Library Committee. The teacher-librarian is required to ensure
that the best use is made of all library resources to lead the school — teachers and learners — towards the goal
of information literacy and the active promotion of reading at all levels. The support of the SMT is essential if
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the School Library and Information Service is to facilitate interdisciplinary activities. The teacher-librarian must
report directly to the principal or deputy head. It is extremely important for the teacher-librarian to be accepted
as an equal member of the academic staff, and be entitled to participate in all relevant academic school
activities and meetings as head of the School Library and Information Service.

Teacher-librarians should adopt the principle of “supply and demand” in terms of all aspects of the procurement
and acquisition of library and information resources. In addition to central procurement in the province,
teacher-librarians should work with publishers and professional booksellers and suppliers of digital resources,
preferably affiliated to the recognised associations that are fully committed to assist libraries in delivering on
their mandate to their communities.

The teacher-librarian should create an environment for reading, as well as for teaching and learning, which
is attractive, welcoming and accessible to everyone — without fear or prejudice. Everyone who works in the
school library must maintain a good rapport with children, young people and adults.

The teacher-librarian, whether part-time or full-time, is qualified to manage, maintain, develop and secure the
collection; to promote and teach information literacy skills; and to collaborate with teachers in the integration
of the School Library and Information Service into the curriculum. The teacher-librarian must be a member
of the school’s Academic Committee, or at least be recognised as integral to the academic life of the school.

See ANNEXURE B: Staffing and Training: Duties of the Teacher-Librarian.

3. The Library Assistant

The library assistant reports to the teacher-librarian and supports him/her in his/her functions. This position
requires clerical and technological knowledge and skills. If the assistant does not have prior basic library training,
the teacher-librarian should provide such training. Some of the duties of the post include routine functions,
such as shelving, lending, returning and processing library material. The library assistant is responsible for the
day-to-day administrative, clerical and technical aspects of the library. By exercising control and maintaining
the circulation system etc., the library assistant also ensures that the teacher-librarian is available to teachers
and learners for curriculum-related functions, as well as for the teaching of information literacy skills.

4. Learner Assistants (Library Monitors)

Learner assistants are individual learners who volunteer to assist in the library during break and after school.
They must receive training and support from the teacher-librarian in carrying out basic duties in the library.
Learners who assist in this way should be recognised as an integral part of the school’'s awards and leadership
development programmes.

5. Parent and Community Assistants

Parent and community assistants comprise parents, grandparents and other members of the community who
volunteer to assist in the school library on a regular basis. They must receive training and support from the
teacher-librarian in carrying out basic duties in the library, and possibly to assist with reading programmes.
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TRAINING

Training of staff members to manage school libraries is essential to ensure that the school library offers quality
library and information services. It is the responsibility of the school principal, who allocates library duties to a
teacher, to ensure that this person receives the appropriate training.

Teacher-librarians should be professionally trained and qualified, with additional training in education theory and
learning methodology. A formal qualification (such as a diploma or degree) in school library and/or information
science, in addition to teacher qualifications, is the ideal. Such training must include modules on Managing the
Library Collection, ICT Applications in School Libraries, and Information Literacy Skills and Reading Promotion
Strategies. An alternative is accredited CPTD courses, which can be offered at tertiary level institutions, such
as a certified Advanced Certificate in Education (ACE)/diplomas. District-based CPTD workshops can also be
introduced to ensure that a quality service is provided.

Provincial and district library and information conferences also provide professional development and support
via the addresses by keynote speakers and other specialists in their fields of expertise. Workshops and
case studies on pertinent issues, presented by principals and teachers to delegates at conferences, are also
informative.

The district and provincial school library advisors must ensure that appropriate training is available in the
province, and school library advisors must provide regular professional development opportunities.
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CHAPTER 6: MANAGEMENT AND ADMINISTRATION
MANAGEMENT

The principles of quality management that are applicable to School Library and Information Service management
are the following:

» Facilitation of library integration into the school programme

» Provision of effective communication with the principal, teachers and learners
» Ensuring the total involvement of staff in selecting appropriate library material.
* Being customer focused.

» Focusing on continual improvement.

1. The Role of the Principal

Good management and leadership are essential attributes for successful teaching and learning. The principal
needs to show a relentless determination in pursuing all strategies and policies relating to the delivery of the
national curriculum. The principal’s support for the School Library and Information Service must be broad-
based and multi-dimensional. As the curriculum and instructional leader of the school, the principal has a
responsibility to ensure that a reading promotion programme, the information literacy programme and library
integration into the curriculum are embedded in the school timetable.

2. The School Library Committee

This Committee with representation from school management, teaching staff, the SGB and the library staff,
oversees the operations of the school library model within a school community, ensuring that a sufficient part of
the budget is apportioned to the optimal functioning of the school library, and that all role-players are committed
to providing their full support. One of the Committee’s functions is to be involved in the preparation of a Whole
School Library Development Plan (School Library Policy), which clearly outlines important factors, such as
rules and regulations pertaining to borrowing, access times, advocacy plans, stock control, stock maintenance
and development, ICT user guidelines (AUP), selection policy, future improvements, training requirements, job
descriptions, responsibilities, after school programmes, etc.

The Whole School Library Development Plan (or School Library Policy) needs to take into consideration factors
pertaining to the management and administrative issues discussed below.
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ADMINISTRATION

1. Access

School Library and Information Services must be offered to all learners, regardless of the school they attend.
This can best be achieved by allocating at least one period per week or cycle to each grade for using the
library, via the integration of learning area and subject research tasks with the library programme/schedule.
Learners may not be barred from accessing resources e.g. by not returning overdue books, for any reason
other than to deal with behavioural problems in the short term.

Whether it is a classroom library, a mobile library or a centralised library, there must be clarity in respect of
access times. The times should be clearly posted on the library door and all learners should be informed when
the venue is open.

While the school library should never be open without adult supervision, in most communities, parents or
grandparents will be willing to be trained to assist in keeping the school library open as long as possible.
Afternoon access is particularly important, especially for learners who have no supervision at home and who
will be able to do homework, read books, access e-resources, etc. in the school library during the afternoon.
Saturday morning access, especially if sporting matches take place at the school, is very useful and allows
learners to bring their parents along to the library.

A School Library and Information Service has no value unless it is fully utilised. The school library must be used
during lesson times, during which the teacher takes the class to the library for a formal lesson or to undertake
research. However, the library must also be open to learners to visit as individuals during breaks and after
school to take out library material, to do research given as homework, or to complete their homework. There
should also be an after-school programme in place.

2. ICT

In addition to using ICT in facilitating an asset management/library automation programme, ICT also
constitutes an integral part in the search and retrieval of information. The following are fundamental strategies
for developing ICT in school libraries:

» Access to curriculum-related electronic resources

* General information retrieval

* Professional development

* Partnerships and networking

« Communication with internal and external stakeholders, such as booksellers.
The White Paper on e-Education, Section 5.30, page 29 states:

“At provincial level, the Department of Education will establish a desired level of technology resources (hardware
and software) for each GET and FET institution and assess the adequacy of existing equipment and facilities.
At the very least, every GET and FET institution will have access to technology in order to access electronic
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learning materials; connect to information sources outside the classroom; communicate with others in and
beyond institutional boundaries; collaborate with others in and beyond institutional boundaries; and create and
add to the knowledge base.”

The school library should be integrated with, or be located next to a computer room or computer laboratory,
so that there can be a sharing of resources and access at all times. A teacher-librarian and/or an expert in
computers and ICT will have to ensure that the best use is made of the available ICT resources in relation to
the context and ICT capabilities of the school.

3. Circulation

No matter which model of the School Library and Information Service is used, there must be a clear policy in
respect of what material may be borrowed, the period of a loan and how non-returns will be managed. This
policy should include holiday loans, reference material and block loans, as well as the penalties for lost/late
return of material. Regular reminders of outstanding loans should be in place, and the possibility of penalties,
agreed upon by the school for overdue items, imposed. The effort involved in retrieving overdue items may
not be used as a reason or excuse for not allowing learners to take material home. Teachers should be able to
make block loans or book extended periods in the library when they are working on specific projects with their
learners, and they should be able to consult with the mobile or District School Library and Information Services.

School Library and Information Service provisioning should be equipped with the necessary technology and
the capacity to use such technology, both to facilitate the administration of the library and to provide users
access to electronic information. The ICT asset management/library automation programme in use at a school
must be compliant with the Minimum Interoperable Standards (MIOS) applicable to all government systems.
The programme could later on interface with the DBE’s national transversal system. Alternatively, schools can
opt for a stand-alone system which, in time, could be used to access the online system.

Schools that do not have the appropriate ICT equipment should, in the interim, utilise a manual system for
managing the School Library and Information Services. District school library advisors should assist schools
with implementing the appropriate administrative systems.

4. Stock Control

All school library resources, including digital resources, contained in any model of a school library and
information service at a school must be recorded in an Accession Register that is regularly updated. Furniture
and equipment are recorded in an Assets Register. An annual stock-take must take place and the end of
the year is an ideal time to take stock and at the same time evaluate the collection by identifying gaps and
standardising the collection i.e. items that need to be duplicated, replaced or weeded out, stock gaps, etc. The
use of ICT and a good asset management/library automation programme increases the efficiency levels of this
task and ensures minimal disruption of the service.

5. Funding and Budgeting for School Library and Information Services

Financial management is a crucial function in managing a school library and information service. The teacher-
librarian or person in charge of the library must manage the budget, as determined by the Whole School
Library Development Plan (School Library Policy) and depending on the model of provision that the school has
selected.
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The teacher-librarian should provide detailed monthly expenditure reports. Similarly, an Annual Report
reflecting income and expenditure should provide clarification as to how the library budget has been utilised.

The School Library and Information Service must also adhere to prescribed departmental procurement
procedures. A percentage of the LTSM budget of each school should be allocated for the acquisition of library
and information resources.

Projected plans for expenditure for the entire year should be related to the Whole School Library Development
Plan (School Library Policy) and the effective provision of the service.

» Teacher-librarians must understand the school budgeting process.
» Teacher-librarians must make sure that the needs of the library are identified.

The teacher-librarian must be clear about the importance of an adequate budget for the School Library and
Information Service, and should convey this to the SMT as the library serves the entire school community.

The components of the budget plan will need to include the following:
» Capital expenditure (furniture, equipment)
* Running expenditure (consumables, subscriptions, licences)
» Stock-building (a core stock of resources)
» Stock maintenance (maintenance, replacement and development of core stock)
« Staff salaries (SGB-employed staff).
The annual budget should include the following:
* New resources (e.g. books, magazines, DVDs, educational software resources, etc).
* Promotional material (e.g. posters) and events.
» Stationery, book processing, toner etc.
» Furniture (e.g. desks, chairs, shelving, issue desk, book trolley, etc.).
» Equipment (e.g. overhead projectors, audio-visual equipment, screens etc.).

* ICT equipment and software and licensing costs that should be included in a general ICT budget for the
school.

» Expenditure pertaining to the school library automation programme.

» Staff costs may be included in the library budget but, at some schools, it may be more appropriate to
include staff costs in the general staff budget, depending on who has employed the staff members (e.g.
an SGB post or a departmental appointment). It is, however, important to emphasise that estimating
staff costs for the School Library and Information Service is a task in which the teacher-librarian should
be involved.
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The amount of money available for staffing is closely related to important issues, such as how many open
hours the school library can manage and what standard and range of library and information services it can
offer. Special projects and other developments, such as new shelving, new ICT equipment and e-resources
may require a separate allocation of funds.
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CHAPTER 7: COLLECTION DEVELOPMENT

The first requirement of School Library and Information Service is to support the school curriculum and reading
by providing a quality, current, relevant, appropriate and interesting range of fiction, non-fiction and reference
material. This will:

» promote equitable access to a wide variety of resources that support curriculum delivery and promote
reading in a range of different languages;

* enhance teachers’ effectiveness;
» support learners’ personal growth; and
» reflect the balance between supporting the curriculum and meeting individual needs and interests.

Provincial Education Library and Information Services and district school library advisors must provide support
with the selection of suitable school material for each library, taking into account the context of the province,
the budget, current provision, language and the level of the learners. A School Library and Information Service
cannot simply offer various excess textbooks.

1.  Procurement and Processing

Schools can be provided centrally with processed (“shelf-ready”) library and information resources by their
Provincial or District Library and Information Services, or they may be required to do their own procurement,
using their Norms and Standards Funding or school funds.

Example of provisioning for different types of schools:

Type of School Initial Fiction Non-fiction Suggested Total
Allocation Resources Resources Stock

(over 5-10 years)
Multi-grade
30 — 100 learners 300 200 100 500 — 1 000 items
Small
100 — 250 learners 750 500 250 1250 - 2 500 items
Medium
250 — 750 learners 2 250 1200 750 3750 — 7 500 items
Large
750 — 1 200 learners 3600 1500 2 400 10 000 — 12 000 items
Very large
1 200+ learners 6 000 2 000 4 000 15000 — 20 000+ items
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Library material ratios calculated per capita:

Initial Initial Electronic Recommended
Allocation: Allocation: Material Allocation
Fiction Non-fiction
Primary school 2 1 Variable 5-10items
Secondary school 1 2 Variable 5-10 items

2.

Collection-building

Key resources include the following:

Print resources, such as fiction (stories) and non-fiction (fact books) books, reference works, such
as encyclopaedias, dictionaries and atlases, picture books, newspapers and newspaper cuttings,
magazines/periodicals/journals, posters/charts/maps, pamphlets, etc.

Audio/visual resources, such as television programmes, radio, DVDs, CDs including story CDs, etc.

Electronic resources, such as CD ROMs, educational and reference software, asset management/
library automation software, Internet access, electronic data bases, e-books, e-journals, etc.

Reading material written in Braille, as well as large-print material where appropriate.

Photographs, especially of the area around the school, will give learners a sense of history. Contributions
from community members should be acknowledged and collected in albums for safe-keeping.

World globes and models such as the ear, the eye, etc.

Educational games. Children learn through play and many “games”, e.g. word games, and chess can
contribute to the development of language, numeracy and higher-order thinking.

ECD resources should include toys, puzzles, games and a collection of large books. Primary school libraries

should include an ECD collection that is classified and stored according to the skills they develop and the

concepts they reinforce in children. This collection can either be utilised in the library or loaned to the teacher for

classroom use. Teacher resources include lesson plans, workbooks, activity resources, management books,

teaching methodology books, reading programmes and a variety of single copies of additional textbooks.

See ANNEXURE C: Collection Development: Selection.
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CHAPTER 8: PROGRAMMES AND ACTIVITIES

The principal is responsible for the reading and information literacy programme in the school, by at least taking
the following steps: organising staff training and support in the teaching of reading; recognising achievement
amongst learners and teachers; and involving parents in the reading programme.

The School Library and Information Service should cover a wide range of reading and information literacy
activities, and should be a main role-player in achieving the literacy mission and vision of the school. It should
aim to serve all potential users within the school community and meet the particular needs of different target
groups. A Whole School Reading/Information Literacy Policy, which defines the various programmes and the
activities, must therefore be designed in close cooperation with the following persons:

* The principal/deputy head
* Heads of departments

+ Teachers

*  Support staff

e Learners

The Whole School Reading/Information Literacy Policy should include the development of literacy, reading
and writing, and the teaching of information literacy skills as integral to the curriculum. It empowers learners
to access and use information in various formats effectively by means of an information process that requires
learners to identify the information need, find and select appropriate resources and to apply higher-order
thinking skills, such as comparing and evaluating, problem-solving and fresh thoughts versus mere “grazing
for information” (McKenzie, J. 2002. Raising a Generation of Free-Range Students).

In order to support academic activities and simultaneously promote the use of the School Library and Information
Service, the reading programmes and project research “calendar” must avoid unnecessary pressure on the
learners and teachers. Displays inside the library and in and around the school should be planned in accordance
with the themes in the project calendar and relevant Special Days in the year.

1.  Curriculum Integration Programme

The effective utilisation of the school library for academic purposes revolves around well-planned school
projects that are enquiry-based.

Collaboration between teachers and the teacher-librarian is essential to maximise the potential of the School
Library and Information Service. Teachers and teacher-librarians should work together in order to achieve the
following:

* Develop, direct and evaluate learners’ learning across the curriculum.
» Develop, evaluate and assess learners’ information skills and information knowledge.

* Develop lesson plans and learning modules.
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* Prepare, execute and monitor special research project work that is to be done in an extended learning
environment, including the school library.

* Prepare and execute reading programmes and cultural events.
* Integrate information technology and e-Learning into the curriculum.
» Make the importance of the school library and information services clear to parents.

Such a programme should ensure that research projects, which are compiled by teachers, develop higher-
order thinking skills by identifying challenging questions; that relevant resources are available as and when
required (e.g. being reserved so that all learners could access them); and that learners are properly prepared
for the information handling process well before a project commences.

2. Information Literacy Skills Programme (User Education)
Information literacy skills can be categorised into two groups:

» The first category comprises skills that are instrumental in involving the utilisation of the school library,
such as locating and collecting information. These are merely basic library skills, such as information
retrieval skills or knowing how library material is classified and catalogued, or how to find information in
the library.

» The second category comprises skills that are cognitive in nature, such as analysing, synthesising,
creating, evaluating and presenting. Such skills go beyond finding information to how information could
be effectively utilised. It takes into consideration issues pertaining to the ethical use of information, the
verification of information, as well as reaching the highest level of information usage in order to solve
problems, provide original solutions and generate knowledge.

3. Ethical Use of Information

All School Library and Information Services must adhere to the Copyright Act, (Act No. 98 of 1978) and its
amendments, and promote respect for intellectual property by compliance with copyright legislation. Copyright
law also applies to the digital environment. Reference should be made to the ethical use of information in the
Whole School Library Developmental Plan (School Library Policy).

The ethical use of information and communication platforms constitutes a key aspect of education. The principles
that are inherent in the Constitution and cited in the Bill of Responsibilities for the Youth of South Africa, 2010,
are as applicable in the education environment as anywhere else. Building a culture of responsibility and
humanity in our schools is highly applicable in the information age.

Copyright law also applies to the Internet, but is ignored by many young people who download and exchange
music files, cut and paste homework assignments from other people’s work, or even purchase entire
assignments from online cheat sites without realising the implications and consequences of their actions. The
school needs to ensure that assignments are presented in such a way so as to avoid inviting a cut-and-paste
response, but by including activities that require problem-solving and higher-order thinking skills, as opposed
to merely superficially “grazing” for information. Furthermore, credit must always be given to the source and
the pirating of music or software is illegal.

See ANNEXURE D: Programmes and Activities: Framework for the Information Handling Process
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4. Literacy Programme (Promotion of Reading)
It is the principal’s responsibility to ensure that:
* every learner learns to read;
» steps are taken to promote read