


ReadUp Work Instructions

(Feel free to adapt to your situation)

Objective
The aim of the ReadUp Work Instruction is to provide step-by-step instructions to ensure that tasks are undertaken as required.
Related Documents
· ReadUp project plan

Instructions
Introduction

ReadUp is a library loyalty scheme for library members aged 8 and under.  Every six visits earns them one of 5 certificates created by Queensland children's book illustrators.  
Joining ReadUp

1. Check that the child is aged 8 or under, and

2. Has their own [Your library service or school] library card

· If they are the right age but don’t have a library card, encourage the parent to enroll them in the library so they can join ReadUp.

· If they are a library member but are too old for ReadUp, encourage them to join [your program for older children]. 

3. Write the child’s name, age, Library card number, & today’s date on the front of the ReadUp card.

4. Tick the small box if the child has just joined the library (you have either signed them up in order to take part in ReadUp, or you are enrolling them in ReadUp as part of joining the library)

5. Tick the second small box if this is their first ReadUp card

6. Stamp the ReadUp logo in the number 1 square on the other side of the card.

7. Explain how ReadUp works:

a. Now they have their ReadUp card, they bring it with them when they visit a [Your library service or school] library.

b. When they borrow/have borrowed their books, they show their card to get a stamp. 
c. They can have 1 stamp per visit. 

d. When they fill their card (6 stamps) they choose a ReadUp certificate.

Taking part in ReadUp

1. Stamp the ReadUp card with the ReadUp logo stamp when you issue a book, or can see they have borrowed a book.

a. It is preferable, but not essential,  that a book (rather than a DVD or other non-print item) is borrowed

b. It is preferable that the ReadUp member’s library card is used for borrowing, but again, it is not essential.  It is essential that the family borrow something, preferably a book, for the child.

c. One stamp per visit

2. Encourage the child by showing excitement about their progress towards a certificate, and about their reading.

Certificates

1. When you stamp in the 6th square on the ReadUp card, the child has earned a certificate.

2. Show the child and parent the certificate choices (using either the poster or example certificates) and let the child choose which he or she would like.  It is anticipated that most children will want to get a different certificate each time, but if a child wants more of the same one, they may do so.

3. Neatly print the child’s name and today’s date on the certificate, and present to the child, making a fuss of their achievement. 

4. Keep the completed ReadUp card and give to the branch ReadUp champion for statistics.

5. Fill out a new ReadUp card for the child, but do not stamp it as they have already had the stamp for today’s visit.

Once they have earned all five certificates, it is anticipated that most children will finish ReadUp.  However if some children wish to continue earning more copies of the same certificates, they may.  It is possible that new certificates will be available later in 2012, and previous ReadUp members will be welcome to start again at that time.

Statistics

Each branch will have a ReadUp champion, who will be responsible for recording statistics monthly.  

1. The statistics for the previous month are to be entered on the spreadsheet by the 15th of the current month. Statistics to be gathered from the completed ReadUp cards:

a) Total completed cards for the month

b) Total first time ReadUp members cards completed for the month

c) Total new library members cards completed for the month

d) Age of ReadUp members who completed a card during the month (<1, 1,2,3,4,5,6,7,or 8)

e) Amount of time elapsed between the issuing of the card, and card completion (<1 month, 1,2,3,4,5,6,7,8 or >8 months)

2. Once the statistics have been entered into the spreadsheet, the ReadUp cards are to be shredded or otherwise destroyed.

