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 The Library Manager’s Guide 
Digital Literacy 



 
Digital literacy is a slippery concept. Mostly I think we subconsciously know 
what it means but when we try to explain it it sounds kinda big and scary 
and hard. 
  
We know digital literacy is being able to thrive in today’s technology rich, 
complex and constantly changing world. But what does that mean exactly? 
Where do we start? How can we make digital literacy meaningful in a 
practical sense for librarianship? 
  
Library Intelligence solves that problem. Library Intelligence matches each of 
the 8 elements of digital literacy to core library competencies and packages 
them into self-paced online courses most of which can be completed in just 
60 minutes. 
  
There’s no need to take staff out of the library and as an added bonus library 
staff come away with a one-page blueprint to enable them to easily apply 
their learning to their job. 
  
I recommend library managers encourage all their staff to use the free 
diagnostic tool to test their digital literacy fluency against library related 
competencies. 
 
Diagnosing the digital literacy capabilities of your staff will not only allow 
you to pinpoint who would benefit most from digital literacy training but it 
will also ensure you allocate your training budget where it is needed 
most. Once staff have completed the diagnostic tool, Library Intelligence can 
provide library managers with a collated data set, saving considerable time in 
understanding the digital strengths and weaknesses of their workforce. 
 
Now there is a better way to learn ‘real world’ New Zealand library skills. 
  
 
 
 
 
 
Sally Pewhairangi 

SHORT & SWEET 



YOUR BOTTOM LINE 
Digitally literate staff 
positively impact your bottom 
line. Find out by how much. 
 
CONNECTING THE DOTS 
Digital literacy in library terms. 
 
YES, IT IS PERSONAL 
Digital literacy is personal. And 
it matters. 
 
THE 8 ELEMENTS 
Knowing how to use 
technology is just one element. 

THE HARD PART 
Digital literacy applied to 
library competencies. 
 
WHAT PEOPLE WANT 
LIANZA research results. 
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High-value, low-cost, practical 
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In 2010 the New Zealand Computer Society commissioned a study of 
international digital literacy reports, research and case studies to determine 
the implications of New Zealand adopting a globally recognised digital 
literacy standard. 
 
The research found that digital literacy improves productivity by an average 
of 1-3 hours per week per employee.  Implementing a digital literacy 
benchmark improved ICT skills and confidence and directly resulted in an 
average savings of $1820 per employee per year (Bunker, 2010. p.7). 
 
Digital literacy is no longer optional. It is a valuable and essential life skill for 
all New Zealanders, including library staff. 
 
 

GOVERNMENT EXPECTS LIBRARY STAFF TO BE DIGITALLY 
LITERATE 
By 2020 digital will be the primary delivery channel for New Zealand  
government transactions. Public libraries are expected to assist New 
Zealanders who need support and reassurance to successfully complete 
government transactions in a digital environment (Result 10, 2014. p. 26.).  
 
The Future Focused Learning Report published in 2014 by the Ministry of 
Education recommended : 
• School libraries “take a stronger leadership role in using digital 

technologies to target achievement outcomes for at-risk students” (21st 
Century Learning, 2014. p. 16.) and  

• Public libraries “offer digital literacy training programmes and internet 
connectivity” (21st Century Learning, 2014. p. 16.). 

   
In other words, the New Zealand Government and the Ministry of Education 
expect New Zealand library staff to be digitally literate. 

Digital literacy improves 
productivity by an average 

of 1-3 hours per week per 
employee. 

Digital literacy is essential to 
driving library efficiency at 

all levels from collection 
development, to customer 

service to the library 
leadership team. 

YOUR BOTTOM LINE 
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Implementing a digital literacy benchmark directly 
results in annual savings of more than $1800 per 
employee, according to research. 



WHERE DIGITAL LITERACY FITS 
To understand digital literacy it is useful to examine its relationship to two 
concepts library and information professionals are already familiar with - 
literacy and information literacy. You can see in the diagram on the right that 
literacy includes both information literacy and digital literacy.  
 
An information literate person is able to “recognise when information is 
needed and have the capacity to locate, evaluate and use effectively the 
information needed” (Bundy, 2004, p.3).  
  
A digitally literate person will need to be information literate and also learn 
new capabilities, aptitudes and attitudes to thrive in a digital economy and 
society (Blanchett, 2013, para. 5). 
  
The overlap between information literacy and digital literacy incorporates 
information literacy skills using digital resources and tools, sometimes called 
Digital Information Literacy.  
 
 

HOW DIGITAL LITERACY DIFFERS 
Digital literacy is different to information literacy. There are aspects of 
digital literacy that aren’t usually considered part of information literacy such 
as online identities, sharing, privacy and communication norms. 
 
Digital literacy is also social. We are social beings, we want to belong, be 
part of a community, be listened to and find others like us. Digital literacy is 
the ability to use tools such as a tablet, smart phone, programme or app to 
create, share and explore information and ideas.  

A digitally literate person has 
the capabilities, aptitudes 

and attitudes to thrive in a 
digital economy and society. 

Literacy 

Digital  
Literacy 

Information  
Literacy 
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CONNECTING THE DOTS 
In library terms, digital literacy is knowing where to find 
information and how to use it in online spaces to 
communicate with others. 



BECOMING FLUENT 
When you learn a new language you need to learn all the components of 
that language. With practice you will be able to read, write, and speak in that 
language. After more hard work and practice you may begin to think in that 
language.  
 
Just as learning a new language requires understanding, knowledge, practice 
and commitment to attain fluency, so too does digital literacy. 
 

Becoming fluent in digital 
literacy begins with having 

access. 

Access 

Skills 

Practices 

Identity 

I have access to email 

I can use email 

I do use email 

I am a regular email user 

The pace of gaining fluency in digital literacy is different 
for everyone. Some will not want to or need to be fluent 
in all  aspects. 

YES, IT’S PERSONAL 

ACCESS 
Becoming fluent in digital literacy begins with having access to and an 
awareness of something, as shown in the pyramid above (JISC, 2014). 
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Having access to digital environments and tools such as the internet or email 
is the fundamental building block of developing digital literacy fluency.  
 

SKILLS 
Once Access has been achieved, the next level of the pyramid is Skills where 
learners have an opportunity to develop expertise in using relevant digital 
technologies. The Skills level can be associated with the words ‘I can…’, such 
as ‘I can use email’.  
 
 

PRACTICES 
After Skills comes Practices or “opportunities to practice digital skills in a 
‘real world’ context” (Guggi, 2012). The Practices level can be associated 
with the words ‘I do…’, for example ‘I do use email’.  
 
 

IDENTITY 
The top most level of the pyramid is Identity where using a tool or 
application is part of how one lives and works in a digital society. This level 
can be associated with the words ‘I am…’, for example ‘I am a regular email 
user’. 
 
Consider how long it took for you to progress through each of these stages 
and to feel comfortable with the technical components, communication 
norms and acceptable behaviour of using email. Becoming fluent in digital 
literacy takes time, motivation, commitment and practice. It is personal and it 
matters. 

I have access to email. 
I can use email. 

I do use email. 
I am a regular email user. 
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There are many digital literacy models or frameworks. Most tend to have a higher education or school focus which 
makes them difficult to apply to libraries. Belshaw’s (2014) digital literacy model however separates digital literacy 
into components that are meaningful for everyone, including library staff. 
 
Belshaw’s model provides a holistic approach to digital literacy where knowing how to use technology is just one 
(Cognitive) of the eight elements. The model is broad enough that the elements can be applied to any library 
situation and role.  
 
It is also a descriptive model making it a suitable learning framework for improving the digital literacy fluency of 
both digital novices and confident digital learners. 
 
Let’s take a brief look at each of these 8 digital literacy elements. 
 
 

How to behave. For example: 
• Knowing how to behave online; from netiquette to 

protection and privacy. 
• Recognising the difference between personal and 

professional use. 
• Understanding internet culture such as memes and 

animated gifs. 
• Being able to seamlessly adjust to the different social 

environments of various applications. 
• Understanding how online environments have 

changed the meaning of expertise, publishing and 
sharing. 

How to do things. For example: 
• Having the ability to operate various digital 

technologies. 
• Recognising common features across digital tools 

such as navigation menus, settings, and profiles. 
• Understanding concepts such as tagging, hashtags, 

and sharing. 
 

A digital literacy framework that can be applied to any library situation and role. 

THE 8 ELEMENTS 

1. 
Cultural 

HOW TO  
BEHAVE 2. 

Cognitive 

HOW TO  
DO 
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How to participate in digital environments. For example: 
• Understanding one’s digital rights and 

responsibilities. 
• Participating in social movements or the democratic 

process online. 
• Preparing both ourselves and others to participate 

fully in society.  

How to belong in digital environments. For example: 
• Understanding and capitalising upon the ways in 

which the online world differs from the offline world. 
• Reflecting on one’s learning in digital spaces. 
• Being part of an online community. 

The Creative element refers to creating new things 
which add value where the focus is more on the value 
created than the act of creating something new. 
  
The Creative element is about how to make in digital 
environments. For example: 
• Learning how to do things in new ways using online 

tools and environments. 
• Imaginatively and critically thinking about how we 

create and share knowledge using digital 
technologies. 

• Knowing how to curate digital content to create 
value for readers. 

The Critical element is probably the element that is 
most familiar to those working in the library and 
information profession as it most closely relates to both 
information literacy and the research process.  
  
The Critical element is about how to evaluate in digital 
environments. For example: 
• Using reasoning skills to question, analyse, scrutinise 

and evaluate digital content, tools and applications. 
• Knowing how to search effectively. 
• Being able to distinguish credible sources from less 

credible ones.. 

How to communicate. For example: 
• Knowing the purpose of various online tools and 

how they are different or similar to each other. 
• Being familiar with the communication norms and 

expectations of various online tools. 
• Understanding what identity, sharing, influence and 

trust mean in digital spaces. 

How to use content and ideas in digital environments. 
For example: 
• Knowing how to responsibly use and build upon 

someone else’s work. 
• Respecting copyright and understanding the 

concepts of remix and reuse. 
• Being familiar with the various Creative Commons’ 

licences. 
 

4. 
Communicative 

HOW TO  
COMMUNICATE 3. 

Constructive 

HOW TO  
USE 

5. 
Critical 

HOW TO  
EVALUATE 6. 

Creative 

HOW TO  
MAKE 

7. 
Confident 

HOW TO  
BELONG 8. 

Civic 

HOW TO  
PARTICIPATE 
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Below are some examples of how each digital literacy element can be applied to OCLC’s Essential Library 
Competencies (Webjunction, 2014. pp. 3-14.) and LIANZA’s Bodies of Knowledge (Bodies, n.d.). 

THE HARD PART 
Applying the digital literacy framework to the everyday work of library staff. 
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WHAT PEOPLE WANT 
Research shows that library staff want more low-cost 
training opportunities that can be undertaken during 
work time. 

In 2012 LIANZA conducted one of the largest surveys of New Zealand 
library staff in which 869 usable responses were collected. The Careers 
Survey (LIANZA Careers, 2013) explored a range of issues related to career 
development for librarians through quantitative and free-text questions. 
 
 

KEY FINDINGS 
With regards to training or continuing professional development the survey 
found: 
• Having an adequate training budget was a key barrier to continuing 

professional development  (p. 67). 
• 64% of respondents  were not willing to undertake continuing 

professional development in their own time. (p. 69). 
• There were not enough training opportunities available (p.64). 

 
 

LIBRARY INTELLIGENCE 
Library Intelligence was launched in mid-2015 to address the above issues 
and to provide high-value, low-cost training opportunities for library staff.  
 
Library Intelligence makes it easier for library staff to learn real world library 
skills with a focus on improving the digital literacy fluency of all library staff. 
  

…making it easier for library 
staff to learn real world 

library skills with a focus on 
improving the digital literacy 

fluency of all library staff. 
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Library Intelligence makes it easier for library staff to focus on improving 
their digital literacy fluency. 
 
 

ONLINE AND SELF-PACED 
One of the most convenient characteristics of Library Intelligence is that 
learning occurs online, is self-paced and asynchronous. This means there’s 
no set time for the learning to take place.  
 
Unlike traditional learning, where learners must learn at a set time and pace 
of the instructor’s choosing, Library Intelligence learning can happen at any 
time, at any speed. Registrations are always open. 
 
  

FACILITATED 
Library Intelligence courses emphasis real world library skills and it is 
because of this that it is important to provide assistance if needed. Unlike 
many self-paced online courses, Library Intelligence doesn’t leave learners to 
struggle through course content on their own. Learners are encouraged to 
contact the course facilitator at any time and individual personalised 
feedback is provided to every learner who completes a course.  
 
  

COMPLETE IN JUST 60 MINUTES 
With Library Intelligence learning is packaged into courses teaching practical 
library-related digital literacy skills most of which can be completed in just 
60 minutes.  
 
Content is delivered in bite-sized lessons. There’s no need to take staff out 
of the library and as an added bonus library staff come away with a one-
page blueprint to enable them to easily apply their learning to their job.  

With Library Intelligence 
learning is packaged into 

courses teaching practical 
library skills most of which 

can be completed in just 60 
minutes. 

YOUR COMPETITIVE ADVANTAGE 
Digital literacy training for library staff that can be done 
at work, at any time and in just 60 minutes. 
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REDUCED COSTS 
The single largest cost of training is the cost of library staff attending a 
course (rather than doing their day job). It is universally agreed that online 
learning is more cost effective to deliver than face-to-face based training.  
 
Further cost savings are achieved from less downtime spent travelling to a 
venue and the expenses associated with travelling (Business case, n.d.).  
 
  

LIBRARY STAFF PRODUCTIVITY BOOSTED 
Library staff members who are better trained and more knowledgeable 
about library services are going to be more efficient (Pappas, 2014). 
Research shows that digital literacy training improves productivity by an 
average of 1-3 hours per week per staff member (Bunker, 2010. p.7). 
  
 

OPPORTUNITY TO LEARN AT OWN PACE 
Library staff who have access to Library Intelligence courses are able to 
progress at their own pace. They have the ability to stop, reflect and repeat 
subjects as required and concentrate on the subjects they are less familiar 
with.  
 
When the learner has control over the amount of material that is being 
presented, they are better prepared to retain the information instead of 
feeling rushed or stressed (Ferriman, 2014). 

Learners have the ability to 
stop, reflect and repeat 

subjects as required and 
concentrate on the subjects 

they are less familiar with. 

THE NEW NORMAL 
Everyone benefits when your library puts learning into 
the hands of your staff. 
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YOUR FREE OPPORTUNITY 
A free diagnostic tool for library managers to assess the 
digital literacy capabilities of their entire staff. 

Library managers have a limited training budget. Determining how to 
allocate it where it is needed most is a delicate balancing act. Library 
Intelligence solves that problem with a free course called Test Your Digital 
Literacy Fluency. 
 
 

TEST YOUR DIGITAL LITERACY FLUENCY 
Test Your Digital Literacy Fluency diagnoses a staff member’s digital literacy 
fluency by asking 24 questions. The questions cover social bookmarking, 
digital communication, Creative Commons, online content curation, personal 
learning environments, online safety, digital rights and critical thinking. 
 
The diagnostic tool isn’t based on whether a learner selects the right or 
wrong answer. Instead the learner is asked to choose the answer that best 
fits their individual experience.  
 
 

SAMPLE QUESTIONS 
Below are three questions from Test Your Digital Literacy Fluency that are 
used to diagnose a staff member’s experience of online content curation, 
using Māori resources as an example. 
 
1. How confident do you feel in your knowledge of online Māori resources? 

a) I don’t know anything about them. 
b) Not confident at all. 
c) I feel I have a good understanding of commonly used online 

Māori resources. 
d) I use online Māori resources all the time and actively seek out 

new resources. 
 

Test Your Digital Literacy 
Fluency diagnoses a staff 
member’s digital literacy 

fluency by asking 24 
questions. 
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2. How do you disseminate content online that creates value for readers? 
a) What?! 
b) I share links using social media sites. 
c) I make content easy for readers to digest by using lists such as 

libguides, troubleshooting tips or read-alikes. 
d) In addition to c) I also include my unique perspective or 

commentary so the content becomes more than ‘another list’. 
 
3. Aside from relevance, how do you usually decide what resources to 
include/exclude from any lists you might provide for your members? 

a) I don’t provide lists or make the decisions in this area. 
b) I decide based on the date of publication, number of copies, 

popularity etc. 
c) I decide based on b) plus personal judgment. 
d) I decide based on c) plus the value of sharing each resource and 

how they fit together to form a bigger picture. 
 
 

DIAGNOSIS 
The digital literacy fluency of a staff member is then diagnosed based on the 
following points for each choice made: 
A: 1 point  B: 2 points  C: 3 points D: 4 points 
 
3-6 points:  
Pre-Literate: You have not yet had an opportunity to get a handle on this 
subject. You can improve your digital literacy fluency with Curating Māori 
Resources. 
  
7-10 points:  
Literate: You know some subject matter well and others not so well. Boost 
your digital literacy fluency across all three areas with Curating Māori 
Resources.  
 
11-12 points:  
Fluent: You’re a master of this subject and deserve a virtual round of 
applause. Take a bow. 

Weekly results and 
individual diagnoses are sent 

to library managers to 
enable you to use the 
evidence provided to 

pinpoint who would benefit 
most from digital literacy 

training. 
 

WHAT NEXT? 

TEST 
All library staff register with Library Intelligence using their work email 
address and complete the Test Your Digital Literacy Fluency course. 
 

MEASURE 
Weekly results and individual diagnoses are sent to library managers to 
enable you to use the evidence provided to pinpoint who would benefit 
most from digital literacy training. 
 

OPTIMISE 
Allocate your training budget confident in the knowledge that it is being 
spent where it is needed most. 
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0064 27 270 2222 sally@libraryintelligence.co.nz Libraryintelligence.co.nz 

Learn real world library skills.  Become confident in digital spaces. Help your community. 

COURSES 
Courses are 60 minutes in 
duration, except Curating 
Māori Resources which is 120 
minutes. 
 
Courses are of practical 
benefit to all library and 
information professionals. 
 
Courses can be completed in 
multiple sessions. 
 
Courses are online and self-
paced. Registration is always 
open. 
 
Learn more about the course 
format by signing up for 
the free course – Test Your 
Digital Literacy Fluency. 
 
 
SUBSCRIPTIONS 
Courses can be purchased 
individually online (secure 
Paypal or bank transfer) or on 
subscription by contacting me. 
 
Subscriptions are NZ$249 per 
person which entitles the 
learner to access to all 
courses for 12 months. 
 
Subscriptions are available 
globally for individuals, teams 
or libraries. 
 
Get in touch to learn more. 
 

               ONE-PAGE PROJECT 
               MANAGEMENT 
Wrestle control from chaos 
with a One-Page Project 
Management Blueprint. 
 
Learners are guided through 
the course using a case study 
scenario from Waitaki District 
Libraries. 
 
 
              THE SEARCH ENGINE 
              CRAP TEST 
Learn how to think critically 
about the search engines we 
use on a daily basis. 
 
This course  applies the CRAP 
detection test, a model 
commonly used to evaluate 
website information, as a 
means of thinking critically 
about search engines. 
 
 
               TEST YOUT DIGITAL  
               LITERACY FLUENCY 
Understand the 8 essential 
elements of digital literacy 
and assess your fluency in 
each. 
  
This course introduces 
learners to the 8 essential 
elements of digital literacy and 
how it can be applied in 
practice to the everyday work 
of all library and information 
professionals. 
 
 

             DIGITAL RIGHTS &  
             RESPONSIBILITIES 
Understand the expected 
norms and behaviours of 
digital environments. 
 
This course recognises that 
just as a citizen in a 
democratic society 
understands they have the 
right to freedom of opinion 
and expression and the 
responsibility to be respectful 
to others while doing so, a 
responsible digital citizen 
must also be aware of their 
rights and responsibilities 
online. 
 
 
            FINDING GREAT 
            IMAGES FOR REUSE 
Improve your knowledge of 
Creative Commons licences 
to find great images suitable 
to reuse and remix. 
 
This course provides learners 
with the knowledge and 
understanding to successfully 
find digital images that are 
suitable to reuse and remix.  
 
 
            MANAGE YOUR  
            DIGITAL FOOTPRINT 
Learn how to proactively 
protect your identity and data 
in online spaces. 
 
Understanding what 
information about you may be 
available online, how it is 
created and stored, and what 
you can do to control it is 
fundamental to being able to 
confidently participate online. 
 

               BETTER  
               BOOKMARKS 
Become more digitally literate 
by using social bookmarking  
to annotate, tag and share 
web content.  
 
This course introduces the 
concept of social bookmarking 
as a better way to bookmark 
web content and uses Diigo to 
illustrate how social 
bookmarking works. 
 
 
               COMMUNICATING 
               ONLINE: BLOGS 
Learn to craft online 
communications with 
confidence. 
 
Learners are guided through 
the course using the one-page 
Blog Blueprint to sketch a 
blog post.  
 
 
               CURATING MĀORI 
               RESOURCES 
Learn to create a curated 
selection of Māori resources. 
 
This course introduces the 
concept of digital or online 
content curation and applies it 
to the everyday work of 
library and information 
professionals using Māori 
resources as an example. 
 
 
              DESIGN YOUR  
              OWN PLE 
Build confidence in digital 
environments by managing 
your own learning in digital 
spaces. 
 
Learners design their own 
personal learning environment 
(PLE) to take charge of their 
professional development.  
 

ONLINE DIGITAL LITERACY COURSES. COMPLETE IN JUST 60 MINUTES. 



Apply what you 
learn to help 

your 
community 

become more 
digitally literate. 

HELP YOUR  
COMMUNITY 

Boost your 
digital literacy 
fluency with 
more courses 

designed 
specifically for 

library staff. 

BECOME  
CONFIDENT 

Takes just 60 
minutes to 

complete. Data 
collated and 
analysed for 

library 
managers. 

60 MINUTES 

A free 
diagnostic tool 
to assess the 
digital literacy 
fluency of staff 
against library 
competencies.  

FOR LIBRARY 
STAFF 

How to behave, 
do, use, 

communicate, 
belong, make, 
evaluate and 
participate in 
digital spaces. 

DIGITAL 
LITERACY 

Learn real world library skills.  Become confident in digital spaces. Help your community. 

sally@libraryintelligence.co.nz Libraryintelligence.co.nz 0064 27 270 2222 

TEST YOUR DIGITAL LITERACY 



1 
2 
3 

TEST 
Each library staff member registers with Library 
Intelligence using their work email address and 
completes the Test Your Digital Literacy Fluency 
course. 

MEASURE 
Receive weekly results and individual diagnoses so 
you can use the evidence provided to pinpoint who 
would benefit most from digital literacy training. 

OPTIMISE 
Allocate your training budget confident in the 
knowledge that it is being spent where it is needed 
most. 

Learn real world library skills.  Become confident in digital spaces. Help your community. 

sally@libraryintelligence.co.nz Libraryintelligence.co.nz 0064 27 270 2222 

DIGITAL LITERACY 
DIAGNOSTIC 


