
Time-Saving Tried and Tested Ideas and
Activities for School Libraries
Time is a precious commodity in our fast-paced world, and this is especially
true in a school library. With limited staff, a plethora of tasks, and the
constant demands of students and teachers, librarians need to be
organized and efficient to meet the needs of their users.

The good news is that there are a number of time-saving ideas and
activities that can help school librarians manage their time more effectively.
In this article, we will explore some of the most effective strategies that you
can implement in your own library.
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Streamline Administrative Tasks

One of the best ways to save time is to streamline your administrative
tasks. This can be done by:
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Automating tasks: There are a number of tasks that can be
automated, such as sending out overdue notices, generating reports,
and processing interlibrary loans. By automating these tasks, you can
free up your time to focus on more important things.

Delegating tasks: If you have staff members, don't be afraid to
delegate tasks to them. This can free up your time to focus on more
strategic initiatives.

Using technology: There are a number of technology tools that can
help you streamline your administrative tasks. For example, you can
use a library management system to track your collection, manage
circulation, and generate reports. You can also use a spreadsheet
program to track your budget and inventory.

Manage Your Collection

Your collection is one of the most important assets in your library, so it is
important to manage it efficiently. Here are a few tips:

Weed your collection regularly: Removing outdated and unused
materials from your collection will make it easier to find the items that
your users need.

Keep your collection organized: A well-organized collection will
make it easier for users to find the materials they need. You can
organize your collection by subject, genre, or author.

Use technology to manage your collection: There are a number of
technology tools that can help you manage your collection. For
example, you can use a library management system to track your
collection, manage circulation, and generate reports.



Provide Efficient Reference Services

Reference services are one of the most important services that a school
library can provide. Here are a few tips for providing efficient reference
services:

Develop a reference collection: A strong reference collection will
help you to answer user questions quickly and efficiently.

Train your staff: Your staff should be knowledgeable about the
reference collection and how to use it. They should also be able to
provide basic reference assistance to users.

Use technology to provide reference services: There are a number
of technology tools that can help you to provide reference services. For
example, you can use a database to search for information, and you
can use a chat service to answer user questions in real time.

Promote Your Library

One of the best ways to save time is to promote your library so that users
know about the services that you offer. Here are a few tips for promoting
your library:

Create a marketing plan: A marketing plan will help you to identify
your target audience and develop strategies to reach them.

Use social media: Social media is a great way to connect with your
users and promote your library. Be sure to post about your library's
events, programs, and services.

Partner with teachers: Teachers are a great way to reach students
and promote your library. Be sure to offer programs and services that



are aligned with the curriculum.

By implementing these time-saving ideas and activities, you can free up
your time to focus on more important things, such as providing excellent
customer service and developing innovative programs and services for
your users.
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Every Cowgirl Loves Rodeo: A Western
Adventure
Every Cowgirl Loves Rodeo is a 2021 American Western film directed by
Catherine Hardwicke and starring Lily James, Camila Mendes, and
Glen...
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Opportunity Hoarding and Segregation in the
Age of Inequality
In an age marked by profound inequality, the concepts of opportunity
hoarding and segregation have emerged as pressing concerns. These
phenomena...
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