CAREERS LIBRARY - SETTING UP AND RUNNING A LIBRARY

Obtaining information is just one of the core activities involved in setting up and maintaining a careers library but equally important is the organisation of the information in a user friendly way.

Organising Information: The CRCI (Connexions Resource Centre Index)

Designed to help file, store and easily retrieve information on a variety of subjects the CRCI has replaced the CLCI (Careers Library Classification Index) devised by Careers & Occupational Information Centre (COIC,) now Connexions.

Like the CLCI it is separated into two sections: General broken down into 11 headings such as Relationships, Money, Health etc and a Work and Training section where occupational information is divided into 23 main job families. Each family of jobs is represented by a different icon and heading and is used to store information relating to jobs in that particular sector.

Full details of the CRCI can be found at: http://www.cegnet.co.uk site – click on Careers Information then follow the link to Resources.  In addition to being able to download posters and icon labels, a range of other material is available such as: 

· Connexions Resource Centre Index (CRCI) User Guide (Spring 2006)
· Connexions Resource Centre Guide (Autumn 2004)
The latter has excellent advice on how to set up and maintain a Careers Library, though obviously this will be very much dictated by budget and space available.

The CEGNET site is invaluable not only in terms of its own resources but the wealth of links it provides to other quality sites including those to Publishers and Distributors.

While the majority of the material featured on the site is subject to Crown copyright protection, it may be reproduced free of charge in any format or media without specific permission. However, this does not extend to any material which is identified as being the copyright of a third party. 

Location

Ideally the Careers Library should be in a room that is not used for anything else at any time of the year - not even for occasional purposes like oral exams or for storage of non​ guidance related materials.

Furniture and Equipment

Two types of shelving are required: 

· display shelving for items that need to be seen front-on, like regularly consulted books, pamphlets, booklets, videos, etc;

· regular shelves to accommodate ring-binders.

While shelving can be “made to measure” - fitting the size of the binders, it is probably best to have the flexibility of being able to adjust shelf heights.

Tables and chairs should be available for students to use when they are reading the material and taking notes from the binders.

Other equipment that will be required:

· A strong paper punch that has a guide for punching A4 size paper accurately

· Packets of self-adhesive file strips for material that cannot be punched for filing in the ring​-binders or alternatively especially for heavier material

· Magi Clips for ring binders and lever arch files that enable magazines to be read whilst in the file – available in A4 or A5 sizes

· A date stamp with the school's stamp included.

· Clear plastic pockets to protect single sheet publications

Binders

While the majority of material published will be no larger than A4, you will find that Foolscap sized binders protect the material better. In addition four rings are preferable to two and those with a clear pocket on the front and spine accommodate slipping in a label.

Binders that have the rings attached to the back cover rather than to the spine also preserve the material better inside. Colour coding of different sections may also be an option.

The ideal would be to have a minimum of 23 sections one for each job families, sub-divided according to the occupational information you decide to maintain. Many closely related jobs can share a folder though the overall number required may be in excess of 200.

In addition you will need to decide on the extent of the topics to include in the General Section.

Books
One category of essential books is the prospectuses that all guidance counsellors have. 

These can be divided into two sections:

· Irish prospectuses

· UK prospectuses. 

Both are best stored where they can be easily accessed because they will be frequently looked for. In addition both can use the official CAO/UCAS code-order for storing and easy retrieval on regular shelves.

There are a number of general books available that are regarded as essential in any careers library; these are mainly annual publications and will have to be bought every year to stay up to-date.

Videos/DVDs

While the traditional video is largely being replaced by DVD (Digital Versatile Disks) there are still a number available commercially.

However, most are expensive so tend to take time to accumulate. In addition they date fairly quickly and so any money spent should be carefully budgeted. Consider those that have a longer shelf life – such as those produced by Jumpcut Educational Videos and AGCAS on topics such as interview techniques and job applications.

Many colleges both here and in the UK produce and distribute free of charge multimedia material on their courses, campus life and career prospects. 
The empty cases can be displayed in the Careers Library while the actual material can be stored safely and given on overnight loan to a student. 
Computer

While there is some excellent software available that can be used by individuals to test their interests and to generate career ideas, to give basic information about a range of careers, to search out courses in specific areas, much of this is now available for free on the WWW. 

See P. 3.2.1 of the Handbook for list.

Free Material 

The majority of professional bodies both here and in the UK produce material free of charge, thereby providing excellent sources of information for a Careers Library.

Though published in 2000, the Handbook of Free Careers Information and Other Services by Lorna Bartley and Michael Taylor gives comprehensive details of the wealth of free careers information available in the UK. In addition it includes those organisations offering information for a nominal charge.
If tempted to photocopy articles from magazines, newspapers or other sources, including the internet make sure that you do not infringe copyright laws.

As much as possible of the stock in the careers library should be stored in the binders, because that is where it will be most accessible to those who will want it. Indeed, it is preferable for the guidance counsellor to transfer most of the information that might formerly have been in their own office into the binders in the careers library. This makes it more likely that the information will be availed of by students. Requests for information from students or staff members can be responded to by giving directions to the appropriate binder in the careers library.

Usage procedure

Entry to the careers library should only be

allowed when the student gets an admission slip from the guidance counsellor, which is countersigned by the subject teacher whom they have at that time. This can be checked by any teacher who happens to drop into the careers library. Limit the number of students who may get out of a teacher's class to one or two per class period, in agreement with the entire staff. A usage record sheet should be filled in as each admission slip is given out to students. This is simply done to record the initials of the teacher whose class is being left by the student and the student's name, in a separate line for each class period of the day.

All this procedure might seem cumbersome but it pays off in regulating the usage of the careers library for yourself, for the other teachers and for the student with a genuine need to use the library. In addition, it has the effect of making the students realise that you are well organised and there will be less tendency for them to mess around, or vandalise, or steal material.

Never allow a student to remove material from the binders - if required, give the student a photocopy of the pages. Only rarely should there be a need for a student to take a book home for the night, and, in that case, confine the lending to one or two nights at most, and keep a record of who takes what.

Integrating the library with guidance instruments

Once you have the library up and running it then becomes possible to focus more clearly on areas of information that are relevant, when, for example, you are giving back the result of interest questionnaires. 

A report form can be devised for an occupational interest questionnaire or an aptitude test, directing the student's attention to sections of the careers library that are of relevance to the results that they have received in the test.

References and Further information

2007 Careers Information Handbook  

Formally the CIOLA Directory, the 2007 Careers Information Handbook is an excellent starting point for the newly appointed careers practitioner adviser as it provides detailed guidance on how to set up a careers and information centre. For the more experienced practitioner it is invaluable for its resource recommendations (covering all formats and including both free and priced publications) and for keeping up to date with changes in the sector. 

See http://www.trotman.co.uk - Careers Portal Section
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Though it is a long time on the go, Summerson’s book still contains valuable advice for those setting up and running a Careers Library.
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