
Living Learning Libraries:  Guidelines Worksheets
The Guidelines are a set of principles for developing levels of performance which lead to quality library services. They are published on the State Library of New South Wales website at: http://www.sl.nsw.gov.au/services/public_libraries/living_learning_libraries/ 
These guideline Worksheets provide the library manager with a space to identify what future action is required as well as a mechanism for reporting and commenting on issues, progress and achievements in relation to each guideline. 
How to use the Guidelines worksheets 
Each worksheet is numbered to correspond with the relevant Guideline.

Download the worksheet/s you wish to use, and save them on your computer with appropriate filenames. Use these local versions in you assessment.
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.  It is possible to print a blank form to use as a prompt during your assessment. 

At the top of each form are fields in which you can note the library or branch being assessed, the name of the person who carried out the assessment, and the date of assessment. Each field will expand as you enter information into it online.
In the Guidelines section of each form there are three columns: Guideline text, Action indicator, and Commentary. 

	Guideline

These Guidelines are from Living Learning Libraries 3rd ed. 2011
	Action indicator
Select from drop down list
	Commentary
Add comments on the library’s performance in the context of each Guideline


For each Guideline, there are three Action indicator options: 

	Urgent action required

Needs attention

Working well
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For each guideline in the table, select the appropriate action indicator from the drop-down list.  These are your prompts for follow-up work after the assessment.
In the Commentary column, 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 be printed or emailed in the usual way.
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