Living Learning Libraries:  Standards Worksheets
About the Standards worksheets

The Standards are performance measures to facilitate comparison among library services, and targets to assist in the development of library services.  For the purposes of this document Standards are defined as quality levels and goals for attainment.
These Standards worksheets provide the library manager with a space to

· identify how their library fits within each standard 

· identify future targets 

· provide commentary on issues, progress and achievements in relation to each standard. 

Part A presents standards with objectives.  Targets are given where appropriate, along with measurement techniques.
Additional information may be found in the appendices, and the end matter includes a glossary, bibliography and index.

The Standards Worksheets have been developed using the standards published in Living Learning Libraries. The Worksheets will include the objective of the standard, the method for calculating where your library fits within the standard, measurement parameters and some variables you may wish to consider when providing commentary. For any other details presented in the standards you will need to refer to the full version of Living Learning Libraries at: http://www.sl.nsw.gov.au/services/public_libraries/living_learning_libraries/ 
How to use the Standards worksheets 

Each worksheet is numbered to correspond with the relevant Standard.

Download the worksheet/s you wish to use, and save them on your computer with appropriate filenames. Use these local versions to fill in your own data.

Each worksheet is a form, with options to be selected and fields to fill-in. Open your form in Word, and complete it online on your computer.  

Each worksheet will be locked when you open it. While the worksheet is locked you will be able to navigate around the form using the tab key and access the drop down boxes. You will not be able to change the form or delete content.    

To add or change content and formatting in any areas of the worksheet which do not have grey boxes you will need to unlock the form. To unlock the form you will need to turn off the protection by going to the Review tab and then clicking the Protect Document button. This will bring up a panel where you can press the Stop Protection button. See below
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Measurement parameters:

Library expenditure includes operating expenditure and library materials (print
and non-print) expenditure by library service, and excludes all capital
‘expenditure except library material.

“Eligible population’ for per capitaanalysis is the population of the arealocal
governmert area served by the library service. Datais sourced fromthe




Some versions of Word require you to go into the Info section of the document to access the Protection tab. In other versions you click Tools then select Unprotect Document.

Navigating around the form

· A grey box indicates that this is an area of the form you will need to input data or information into. Each field will expand as you enter information into it online.

· Use the Tab key to navigate around the form. If you use the tab key to move around you will move directly to the parts of the form which need to be filled in. 

· Type your data over the instruction in the grey box. 

· When you are required to select a response from the drop down list simply click on the box and the available options will be displayed. Select the appropriate action indicator from the drop-down list.  

· Use the Commentary field to enter your notes and comment about performance in the Comments field box. The field will expand as you enter information.

Save the form with a meaningful filename when you have finished entering data. The file may printed or emailed in the usual way.
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