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[image: image18.jpg]Tips for the Library Media Specialist

Target Group:
Parents

Linda Dixon, Jessica Herrin,
Vickie Martin, Jessica C. McEntyre

Students achieve more,
regardless of socioeconomic
status, ethnic/racial background,
or parent education level.

Research
Findings
about Parent
Involvement

Students have higher test
grades and test scores, better
attendance, and complete
homework more consistently.

Students have higher
graduation rates and greater
enrollment rates in post-
secondary education.

Student achievement for
disadvantaged students
improves dramatically.

-
Tapping Parent Support

Have good communication Make your program + Promote your materials
skils visible + Speak at PTO meetings
+ Smile + Keep an up-to-date about new happenings
+  Make eye contact l\/_ltedia Center web in the Media Center
+ Listen site ) + Become actively
) 4 Open the Media involved in the

+ Be friendly Center during Open information and
+ Be calm and engaging House te‘i:mIO'Ogy PI'OQII'amS

. + Send home to ep_ parents learn
¢ Bewelcoming ealattare essential technology
+ Be approachable skills

Parents as

Partners

v'"Mentoring
programs for
low-achieving
students

v'Donating
volunteer
hours

v'Funding a
special
program or
need

v'Donating a
book on their
child’s birthday

Remember

the motto—

It's our Media
Center

Express
gratitude

Be ready—

List tasks in an
organized and
systematic way
before parents
arrive to
maximize their

time
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I. Purpose Statements
1. Demographics:
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Braelinn Elementary School is a public elementary school located in a neighborhood setting in Fayette County (Braelinn Elementary School home page, 2008). It is one of seventeen elementary schools operating in the county in addition to six middle schools, five high schools, an alternative school, and an evening school. Fayette County adds approximately 500 new students each year.  As of May 23, 2008, the enrollment in Fayette County was 22,108 students (Fayette County Board of Education, 2008).

Braelinn Elementary School opened in 1990 as a K-5 elementary school (Braelinn Elementary School home page, 2008). Current enrollment numbers 511 students.  Eighty-nine percent of those are white, 4% are black, 4% are Hispanic, and 3% are Asian. Six percent of the students are eligible for free or reduced lunch, and six percent are in the gifted program according to the Georgia Department of Education study (as cited in The Atlanta  Journal-Constitution, 2006)  In 2007, Braelinn became a cluster center for the English Language Learners program (The Braelinn Star Newsletter, 2007). Currently, there are 40 certified faculty members and two full-time administrators (Braelinn Elementary School home page, 2008) who will be emphasizing the development of critical thinking and problem solving skills during the upcoming school year. The Braelinn Elementary School media center adheres to the policies and procedures set forth by Fayette County (Sample Policies and Procedures Handbook, 2008).

2. Fayette County Media Program Mission Statement

The mission of the Fayette county media program is to provide facilities and tools to empower 21st century learners (Lincoln Public Schools in Lincoln, NE, 2007) to be effective and independent managers of information (Muroc Joint Unified School District, 2006).  This mission is accomplished by media personnel who:

· Enrich and supplement the curriculum and school improvement goals of Fayette County;

· Provide a balance of print and electronic resources to equip students with the skills needed in their future careers;

· Provide opportunities for all students to become life-long learners;

· Assist students in the acquisition of information access skills (Sherwood Cass R-VIII School District, Creighton, MO, 2008).

Braelinn Elementary School Media Center Mission Statement

The mission of the Braelinn Elementary School media center is to continually encourage academic excellence by:

· Assisting students in processing information, expressing ideas, and demonstrating competency with all forms of technology (Sherwood Cass R-VIII School District, Creighton, MO, 2008);

· Collaborating with the faculty to design learning opportunities that support and enhance the curriculum (Sample Policies and Procedures Handbook, 2008);

· Providing a friendly informational center where literacy and a love of reading are modeled and instilled (Sherwood Cass R-VIII School District, Creighton, MO, 2008).

3. Fayette County Media Program Philosophy / Goals
The Fayette County Board of Education commits to excellence through effective instruction, high expectations and continued improvement (Fayette County Board of Education, 2008). This commitment may be significantly enhanced by the inclusion of a media program in which teachers and students are able to access, analyze, apply, and create information (Sample Policies and Procedures Handbook, 2008). Further, a successful and meaningful media program should encourage students to:

· Reach their fullest potential in a changing global society (Braelinn Elementary School home page, 2008);

· Develop values that will provide a more meaningful life;

· Understand their rights and responsibilities;

· Learn the skills necessary to function as critical thinkers (Sample Policies and Procedures Handbook, 2008).

II. Public Relations Policy
Guidelines

Collaboration is fundamental for the success of our students. Fayette County School System recognizes this importance and fully supports the local school’s media center through promotions and book fairs.  The media center is a fundamental step towards building students that can compete in the world of tomorrow. 

Schools will have at least two book fairs. Many different activities are available for media specialists to promote their program.  The following is a list of examples:

· Reading incentive programs such as contests for most words read or a read across the media center program.

· Celebrating various cultural months throughout the year.

· Media specialist will attend various conferences.

· Communication through: newsletters, morning announcements, blogs, podcasts, bulletin boards, and advertising throughout the school.

Media Committee and System Media Contact Person:

The superintendent shall appoint a media committee at the system level to provide assistance with planning policies and procedures, and set goals concerning budgeting and operating. (Columbia County Board of Education, 2007). This committee will be made up of media specialists, administrators, instructional support personnel, community members, and PTO and school advisory committee members. (Fulton County Board of Education, 2003). The superintendent shall also appoint a system media contact person to serve as a liaison with state, regional and community agencies; between systems; from system level to schools and among schools. (Columbia County Board of Education, 2007).

Building Level Support:

The school’s principal will attain reasonable funds available for the school’s needs by attending required system meetings.  The media specialist will consult with the principal of the school periodically to establish the current need for resources and promotional activities.  The media specialist will attend no less than one conference (local, state, or national) per school year for current information. (Sample Policies and Procedures Handbook, 2008).

As the keystone of a student-centered library media program, the library media specialist (The Baltimore County Public Schools, 2008) takes a leadership role (American Association of School Librarians, 2006) and works collaboratively with others in order to guide and direct all the activities related to the library media program (The Baltimore County Public Schools, 2008). Library media specialists must be aware of new developments, recognize those appropriate for the instructional goals of the school site, (American Association of School Librarians, 2006), maintain frequent contact (via email) with teachers, (Public Education Network 2006), and encourage the use of the media center (Sample Policies and Procedures Handbook, 2008).

III. Selection Criteria Policy
Statement of Philosophy 

The philosophy of library media program is to provide access to information and ideas that support the mission and the instructional program of the school system (Chesterfield County Public Schools, n. d.). The media program accepts the obligation to:

· provide for a wide range of abilities and learning styles, and to respect the diversity of many different points of view (Columbia County School System, 2007)
· assemble a media collection that supports the curriculum and state performance standards and provide for the informational needs of all students and staff (Chesterfield County Public Schools, n. d.)
· employ an ongoing, systematic development of a well-balanced library media collection consisting of materials suitable to grade level, curriculum correlation, and personal interest of teachers and students (Example Handbook, Summer, 2008)
Objectives

 “Intellectual Freedom is the right of every individual to both seek and receive information from all points of view without restriction.” –American Library Association (Hall County Board of Education, June, 2006). 

The objective of the media center is to make available to faculty and students a collection of material that will enrich and support the curriculum and meet the needs of the students and faculty.  The selection procedure is designed to provide students with a wide range of educational materials on all levels of difficulty and in a variety of formats, with diversity of appeal, allowing for the presentation and encouragement of many different points of view (Columbia County Board of Education, 2007). 
Responsibility for Selection

The primary responsibility for the selection of library media resources and maintenance of the library collections rests with the library media specialist.  Selection resources are chosen by the library media staff.  Consideration is given to suggestions from the faculty, parents, and students. Library media specialists are to make every effort to examine resources before they are ordered. 

Faculty members are a valuable resource for library media specialists, in that they are responsible for fulfilling teaching objectives and standards of learning.  They are encouraged to make requests for resources. To encourage this collaboration, every effort will be made to honor their requests. Students and parents may also submit requests for resources.

The process of selecting resources is ongoing, and continues throughout the school year (Chesterfield County Public Schools, n. d.).

IV. Donated / Gift Materials Policy
Donations of instructional media/materials will be accepted in accordance with the following guidelines:

· Items will be judged on the same criteria as purchased media.

· Gifts and donations must meet standards of quality in factual content, artistic and literary value, and presentation.

· Materials must support the adopted curriculum, philosophy, and instructional objectives of the school.

· Materials provided by businesses shall not be designed to promote a business or product. 
· Gifts and unsolicited materials must be appropriate for the subject area and for the age, emotional development, ability level, learning styles, and social development of the media center’s patrons.  Materials shall be previewed and approved prior to use to determine instructional relevance and appropriateness.

· In no instance shall media and/or equipment be used in such a manner as to violate either school policy or the law.  Adherence to fair use guidelines and other relevant copyright laws shall be maintained.

· The individual school reserves the right to reject gifts or unsolicited materials that do not meet the criteria for selection policy (Hall County Board of Education, June, 2006).

· Based on its currency and condition, when a book is removed from the library collection it may be sent to other district schools where the curriculum demands, or be donated to the public library (Example Handbook, Summer, 2008).
V. Reconsideration of Materials Policy

Challenges to the use of specific materials may occur despite the quality of the selection process (Columbia County Board of Education, 2007). When materials are questioned, the principles of intellectual freedom, the right to access of materials, and the integrity of the professional library staff will be defended (Example Handbook, Summer, 2008).  The first step in the challenge process will be to complete a reconsideration form and submit it to the school library media specialist. (Appendices section).
Any member of the school community or any employee of the school may challenge resources contained in a school’s collection on the basis of appropriateness (Cambridge Public Schools, 2003-2008). This policy is for the purpose of considering the opinions of those persons in the schools and in the community who are not directly involved in the selection process.  However, parents do not have the right to determine reading, viewing, or listening materials for any students other than their own children. (Example Handbook, Summer, 2008). 

VI. Media Services Policies
1. Circulation Policy
The media center is intended to be a resource for students, faculty members, and parents and its full use is encouraged.  The media center’s purpose is to be a place in which patrons can research, complete projects, use computers, and read for pleasure. The way items are organized and displayed will make it easy for students and faculty to find what they need and efficient circulation will allow patrons enough time to use materials for completion of work and reading enjoyment (Sample Policies and Procedures Handbook, 2008).
· Students, staff, and parents are issued an identification number.

· The patron gives the circulation worker the number when checking out items.

· Scanned items are added to the patron’s account.

· Some materials may have to be manually inputted if barcodes do not scan easily.

(Sample Policies and Procedures Handbook, 2008).

Student Check-Out

· Students can check out any books from the media center except those used for professional development and reference. 

· Students may check out two books for a two-week period. 

· Students are encouraged to turn in books as soon as they have finished reading them.

· If books are returned early, students may check out additional books (Sample Policies and Procedures Handbook, 2008).

· Parents may check out three books at a time for a two-week period (Bishop, 2007). 

· Parents and students may enjoy other resources within the media center. 

· Only teachers will check out other kinds of materials and equipment for student use in the classroom.

Faculty check-out

· Teachers may check out as many items as needed.

· There is no time limit for materials checked out by teachers.

· Teachers can request reference materials for short-term classroom use.

· Audiovisual materials and periodicals are loaned to teachers only.

· Support staff loans are handled in the same way as teacher loans.

· Overhead projectors and CD/Cassette players are checked out to teachers for the school year.

· Laptop computers, digital cameras, and video cameras may be checked out until 3:05 PM on the same day. Teachers must check out and return these items in person so that equipment can be secured (Sample Policies and Procedures Handbook, 2008).

2. Overdue Policy 

Because so many patrons depend on the media center to meet academic and personal needs, items need to be returned by the date specified at the time of check-out. No fines will be levied against patrons that return items to the library during the school year; however, students will only be allowed to check out materials once they have returned items previously checked out (Sample Policies and Procedures Handbook, 2008).  Replacement costs for lost or damaged books will need to be made before the patron may check out other items. Procedures regarding late and lost books are detailed in the Procedures section of the handbook. 
· Fines are not charged to students in our system (Sample Policies and Procedures Handbook, 2008).
· Students may not check out materials until all late books have been returned.

· Students and parents may renew an item once unless another patron has requested it (Bishop, 2007).

· Folded reminder notes (that protect the privacy of selections made by the student) will be sent home with the student at the end of each nine week grading period. 

· Overdue notices will be sent out weekly.

3. Video Policy
Showing a rented video to students for instructional purposes will be recorded in the teacher’s plan book with the GPS that it supports. Prior approval from an administrator or the media specialist must be given for the specific title, content, and rating involved for any or all video that is not in the media center collection or that is not available through video streaming (see appendices). Guest speakers using videos will follow the same policy. 
4. Inventory Policy
In order to make the greatest use of media center materials, yearly inventories will be conducted to determine what materials are missing from the collection, what items can be cleaned and repaired, and what items need to be weeded due to lack of use or poor condition. Inventories will be conducted at the close of the school year to ensure the least disruption of services possible. The media committee will determine the personnel needed to support the inventory process and will contact volunteers if needed. Circulation of materials will not occur during inventory time.

5. Damaged Books / Materials Policy
Georgia Code - Education - Title 20, Section 20-2-1013 (b) states 

“All textbooks, library books, and media materials purchased by local units of administration with state Quality Basic Education Program funds or any other means of acquisition shall remain the property of the local unit purchasing or acquiring them. Each local unit of administration shall establish such policies as it deems necessary for the care and protection of its textbooks, library books, and media materials as a condition to receiving all or part of the state contributed Quality Basic Education Program funds allotted to the local unit. Such policies may include any of the following sanctions against a pupil who fails or refuses to pay for a lost or damaged textbook, library book, or media material at the replacement cost: 

(1) Refusal to issue any additional textbooks, library books, or media materials until restitution is made; or

(2) Withholding of all grade cards, diplomas, or certificates of progress until restitution is made. 

No local unit of administration shall require any pupil or parent to purchase any textbook, library book, or media material except in cases where the pupil damages, loses, or defaces such item either through willful intent or neglect (Law and Legal Research., 2006).”
Students and school personnel are asked to pay for lost or damaged media, equipment, and all other instructional materials purchased with school funds.  Materials returned to the media center damaged will be examined for repairs.  Repairs will be made to pages and bindings at no cost to the individual.  If the book is damaged beyond repair, that is if it is deemed unusable by the library media specialist, a fee equal to the cost of the book will be charged to the corresponding student/school personnel.  If no such price is available, $15.00 will be charged for library books.  The payment must be made by the end of the year or the student’s report card will be held until payment is made. Until the payment is made, the student’s allotted check-out portion is reduced by the number of damaged and lost books they have.

6. Lost Books / Materials Policy
Books lost by a student must be paid for by that student.  Any lost material that is on loan to our school must be paid for by that student. Please see #5 Damaged Books for the Georgia Code that is a reference to the state laws that govern student responsibilities for lost materials. A book that is overdue at the end of the school year will be deemed lost and subject to replacement fee. Students will not be allowed to borrow other school materials until the book is returned or paid for.
7. Weeding Policy

The purpose of weeding the collection is to ensure that all items are current, reliable, and in good condition. This will make room for new materials and ease when finding appropriate resources.  Items that are beyond repair or judged to be outdated will be removed from the collection and the OPAC. These items will be boxed and placed in the refuse container (Carey, personal communication, May 12, 2009).
8.  Mending and Repairing Print Materials Policy

The purpose of mending and repairing materials is to preserve books that cannot be easily replaced due to being out of print, of a particular collection no longer available (such as in the case of local historical records), or to save the cost of purchasing replacement materials. The school library media specialist will determine the feasibility of mending and repairing print materials (Carey, personal communication, May 12, 2009).

VII. Definition and Scope of Technical Services Policy
The goal of technical processing is to utilize an automation system to provide current catalog records so that access to materials in the media center can be optimized.  It is the responsibility of the school system to create equal access and an organized collection to support the standards and curriculum set forth by the state of Georgia. The Official Code of Georgia Annotated (OCGA 20-2-184) "allows sufficient weights to provide media center materials and equipment, including computer hardware and software, as essential to support instructional programs…” (LexisNexis, a division of Reed Elsevier Inc., 2009).  This Code further delineates the responsibility of the media program to provide “accessibility … to the facility, the staff, and the resources … based on instructional need” (Georgia Department of Education, 2005-2008).

 The Fayette County media program ensures this regulation by its policy that all materials will be cataloged and processed, U.S. MARC records are made for all holdings, and these digital records are imported in school library automated catalogs and circulation systems. School library media specialists are responsible for the review, evaluation, and selection of the school library media collection. They are guided by the system-level selection policy that embodies the philosophy and procedures set forth in national, state, and county documents. Library media specialists work cooperatively with administrators and teachers to provide resources which represent diverse points of view, stimulate growth in thinking skills, and promote the overall educational program. Library media collections are developed to meet both curricular and personal needs (Baltimore County Public Schools, 2008).

The school library media centers in Fayette County should have complete and current cataloging records using standards from the Sears Subject Headings and the Dewey Decimal Classification System. These records will be automated, organized, labeled, and maintained as specified in the procedures section of this handbook in order to provide access to all users throughout the school system (University of West Georgia, Summer, 2008).
Guiding Principles for Technical Processing

The following principles were identified and developed by the Information Power Vision Committee, reviewed and commented upon by the profession, and approved by the AASL and AECT Boards as the cardinal premises on which information access and delivery within the effective school library media program is based (American Library Association and Association for Educational Communications and Technology, 1998).
· The library media program provides physical access to information and resources for learning. Such information is easily located and reflects cataloging standards from the Sears List of Subject Headings (latest edition) and the Abridged Dewey Decimal Classification System (latest edition).

· The library media program requires flexible and equitable access to information, ideas, and resources for learning. This information is organized in an orderly way with labels for users to see. A complete list of cataloging specifications (Standard Formats) for the Media Center can be found in the procedures portion of this handbook.
· Effective management of human, financial, and physical resources undergirds a strong library media program. These resources utilize the automated card catalog (OPAC online patron access catalog) kept current and accessible (American Library Association and Association for Educational Communications and Technology, 1998).
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VIII. Copyright Policy 
Copyright by definition is any tangible medium of expression, now known or later developed which can be perceived, reproduced, or otherwise communicated either directly or with the aid of a machine. The following information is to be used by media specialists in answering questions about copyright to school personnel (Carroll County Schools, 2007).

General Information

1. The Fayette County Board of Education supports and complies with the United States copyright law (Title 17 U.S. Code, P.L. 95-533).

2. The system media contact person is responsible for dissemination of information on copyright.

3. Media specialists at the building level are responsible for disseminating local copyright procedures to school personnel, for providing information regarding copyright law, and for coordinating copyright clearance.

4. A notice of copyright warning shall be posted in appropriate places.

5. Schools will complete and retain appropriate copyright records such as copyright clearance forms.

6. The principal has responsibility to assure implementation of system policies and procedures at the school level (Columbia Board of Education, 2007).

Fair Use

One of the rights an owner of copyright is entitled to is to reproduce or to authorize others to reproduce the work. This right is subject to certain limitations, one of which is referred to as “fair use” Educators will be held accountable for following the Fair Use Guidelines (See Appendix). The four factors of fair use are listed below (Columbia Board of Education, 2007).

1. Purpose and character of use

2. Nature of copyrighted work

3. Amount of portion used in relation to whole work

4. Effect on potential market for or value of copyrighted work (Carroll County Schools, 2008)

 

IX. Leadership and Professional Growth Policy
Fayette County Board of Education recognizes the important role that media specialists play in meeting our mission statement. The media specialist must be able to lead professionally by:

· Creating and sharing materials, programs and materials with peers and administrators
· Working collaboratively with peers, administrators and community members when planning and implementing curricular and extracurricular activities

· Assisting in the establishment of school goals—taking an active role in their achievement
· Promoting community involvement in school activities
· Conducting workshops and in-services
· Helping peers to identify and solve instructional problems

· Actively leading in the school or school system

· Resolving school problems where possible (Shelby County Schools Home Page, 2008) 
Professional Growth

The Fayette County Board of Education believes that media specialists can keep up to date professionally by:

· Taking full advantage of staff development offerings
· Pursuing formal coursework relating to his or her field of expertise
· Obtaining graduate degrees as they pertain to his or her placement and duties 
· Being open to new methods and strategies of teaching and reflecting on the effectiveness of these approaches
· Tapping community resources that enhance the media center operation and facilitate teacher instruction 
· Researching professional journals and organizations to gain insights into library operation and instruction (Shelby County Schools Home Page, 2008)
Fayette County Board of Education recommends that professionals research various professional organizations to decide which fit best for their needs and work placement.  Joining a professional organization is not a requirement of employment; however, it is strongly encouraged (Sample Policies and Procedures Handbook, 2008).

X. Interlibrary Loan Policy – Partnership with other libraries
Interlibrary loan is essential to the vitality of school library media centers of all types and sizes as a means of providing a larger range of materials to meet the informational needs of all users. Although this policy is voluntary, lending between school library media centers is in the school's best interest and should be encouraged. This policy is intended to make resource sharing among school library media centers as easy as possible to provide quality service. Requests to borrow should be sent to the closest member school library media center, using good judgment and common sense, striving for as equitable a distribution as is fair and practical (Instructional Media & Technology, Pasco County Schools, 1999).
Definition and Purpose
Interlibrary loan is a transaction by which one library may request and receive materials from another library for the use of an individual (Sample Policies and Procedures Handbook, 2008). The purpose of resource sharing is to obtain materials from one campus that are not presently available on another campus (Instructional Media & Technology, Pasco County Schools, 1999).

Every effort will be made to meet patron needs with county and school collections before beginning the outside interlibrary loan process (Wrightstown Community School District Board of Education, n. d.)
All formats of materials may be requested through interlibrary loan; however, loaning and borrowing of county or outside agency materials will be at the discretion of the media specialist. Popular items are not always available through interlibrary loan. The needs of the supplying library must be prioritized (Sample Policies and Procedures Handbook, 2008).

Patrons will be personally responsible for all materials borrowed for them and will need to pay replacement cost for all materials that are lost or damaged while in their possession (Wrightstown Community School District Board of Education, n. d.).

               

I. Collection Management

1. Consideration File


The major emphasis of collection development should be to provide materials which meet curricular needs. To assess these needs, knowledge of the curriculum is important (Example Handbook, Summer, 2008). 

A teacher’s professional needs, advice, and recommendations will be solicited by the media specialist in the decision making process (Hall County Board of Education, June, 2006).  Student and parental recommendations are also an important part of the selection process.  As students seek information for curricular purposes or use the library media center for personal interests, students and parents are encouraged to make recommendations.  A sample request form is included in the Appendix (Example Handbook, Summer, 2008).

2. Ordering Procedures

· Each library media specialist will submit a plan for collection maintenance and development to their media committee annually. In coordinating this process, the library media specialist will:

· Collaborate with library media colleagues for purchase selection information in support of the curriculum
· Purchase duplicates and replacements. (Lists of websites, companies, services, jobbers and supply houses are included in the Appendix.)
· Compile print, non-print, and online resource lists resulting from teacher collaboration
· Maintain current knowledge of children's literature and information technology resources (Example Handbook, Summer, 2008)

· Library media specialists will adhere to the following selection criteria:
· The media center collection should be systematically developed to support the Georgia Performance Standards
· There shall be a balance in coverage of subject, types of materials and variety of content
· Materials shall represent the various reading levels of all students in the community and shall include multicultural materials
· The materials shall be current and up to date
· Materials shall meet high standards of quality in factual content, artistic and literary value, and presentation 

· Materials shall be previewed when feasible and have positive reviews from reputable resources
· Collections shall reflect democratic ideas, intellectual freedom, and cultural diversity
· In the selection of materials, the media specialist and the school media committee should work together.  However, final selection rests with the media specialist (Hall County Board of Education, June, 2006)
· Media specialists will inventory the collection at least every two years. The same thought and care given to the selection of materials will be exercised in weeding so that collections remain current and useful to the school community. The ALA recommends that three (3) to five (5) percent of the collection (print and non-print) be weeded annually.

· Worn, damaged, or missing items basic to the collection shall be replaced periodically. (Example Handbook, Summer, 2008).

Selection of Book, Non-book Media, and Equipment Criteria

Materials selected should support the curriculum and interests of students, staff, and families (Cambridge Public Schools, 2003-2008). Careful effort is made to provide materials that widen the experience of the student, enrich his life, and feature appropriate levels of difficulty and diversity in appeal and points of view (Example Handbook, Summer, 2008). All resources regardless of format are considered for purchase on the basis of the following criteria:

· Authority (qualification of those responsible for creating the material)
· Scope (overall purpose and depth of coverage)
· Educational suitability (appropriate learning and interest levels)
· Format (appropriateness to content and technical quality)
· Authenticity (valid, accurate, current) (Chesterfield County Public Schools, n. d.)
· Treatment (clear, well organized, logical, and unbiased) (Cambridge Public Schools, 2003-2008)
· Physical quality (durability, aesthetic appeal)
· Price (in relation to budget limitations)
· Special features (usage guides, follow-up activities, maps, charts, teacher’s guide, glossary) (Chesterfield County Public Schools, n. d.)
· Recommendations in reviews or booklists (Example Handbook, Summer, 2008). (See list of collection development tools included in the Appendix.)
Criteria for selection of print materials

General considerations 

· Size

· Quality of paper

· Suitability

· Clear typeface

· Durable binding

· Physical attractiveness
Fiction (literary qualities)

· Characterization

· Plot

· Setting

· Theme

· Writing style
Picture books

· Unity of text and illustrations

· Quality of artwork

· Appropriateness of medium to story
Nonfiction 

· Accuracy

· Divergent viewpoints

· How illustrations enhance the material

· Special features such as glossaries

· Indexes and bibliographies that contribute to ease of use

· Series considerations

Biographies

· Objectivity

· Documentation

· Vivid details that add interest

Reference works 

· Ease of use (indexes, cross-references, illustrations)

· Revision policies

· Currency of material

Magazines and newspapers

· Support student research

· Promote leisure reading

· Indexed for ease of research 

· Reflect local, state, and national news coverage

Paperback books 

· Supplement the collection 

· Can be purchased only in this format

· Visual appeal (Chesterfield County Public Schools, n. d.)

· Affordable means of offering duplicates of highly requested materials
Criteria for selection of non-book materials

Audiovisual resources are selected on the general basis of format, content, technical quality, ease of use, and durability as well as the criteria listed above for all library media resources. The format should be the most appropriate medium for the subject (Chesterfield County Public Schools, n. d.).

The following more specific criteria are recommended as a guideline for selection (Example Handbook, Summer, 2008):
Audio Recordings 

· Does it capture listener’s interest? 

· Is the sound free of distortion? 

· Is it appropriate to the intended audience? 

· Are tapes and discs compatible with available equipment?

· Is equipment easy to use and portable?

· Does equipment ensure accurate, high-quality reproduction?

· If the recording is based on a book, is the recording true to the original?

· Are the accompanying materials, such as a teacher’s guide, appropriate and useful?

CD-ROMs

· How often is it updated?

· Does the subscription cost include the update?

· Is there an annual fee?

· Are on-screen tutorials provided? Are they simple and easy to understand?

· Is the menu system easy to use? Does it load quickly?

· What is the technical quality of the underlying program, the manual and the support personnel?

· Does the CD-ROM contain a large amount of high-quality information?

· Are there a significant number of hours of information and learning?

· Is the CD-ROM truly interactive in the sense that users can explore options? 

Computer Software

· Are the software and equipment compatible? Does the user’s computer meet all of the specifications for use?

· Is the content more appropriate for presentation on a computer than on other instructional media?

· Does the user control the rate and sequences of the content presentation?

· Can the user enter, use, and exit the program with relative ease and independence?

· Are the responses or feedback to answers appropriate?

· Will the software design lead students to correct answers or remedial instruction when they need assistance?

· Are on-screen instructions clear and easy to understand?

· Are the student guides and worksheets, the teacher guide, and the technical information adequate and comprehensive?

· Does the program require the learner to be familiar with special terms or symbols? 

DVD (Digital Versatile Disc)

· Is the standard used to judge the content of the same quality as for other materials?

· Are the discs and the players compatible? 
Games

· Is the packaging designed to store and quickly identify missing parts? Can lost pieces be replaced locally?

· Are the items durable?

· Are the directions clear?

· Are the content, reading level, time requirements, and required dexterity appropriate for the intended audience?

· Does the game require a computer? Will it run on the media center’s equipment? Is the game too costly or elaborate for its intended use? 

Kits

· Does the kit create a unified whole? Is there a relationship among its parts?

· Is special equipment needed to use the materials in the collection?

· Does each item in the kit meet the criteria for that format?

· Is the kit difficult to use? Are the directions clear? Is adult guidance needed?

· Does the kit fulfill a unique purpose that other materials in the collection do not meet?

· Is there room to store the kit? 

Maps and Globes

· Is the map aesthetically pleasing? Does the color code help the user interpret the information?

· Is the depth of detail suitable for the intended audience?

· Is the map legible? Are symbols clearly designed?

· Is the item durable? Has plasticized or cloth-backed paper been used?

· Is the surface non-glare?

· Is a laminated surface that allows erasable writing available on large wall maps? 

Models

· Are the size relationships of the part to the whole accurately portrayed?

· Are parts clearly labeled?

· Are color and composition used to stress important features?

· Will the construction withstand handling? 

Newspapers

· Is the content of interest to students and teachers?

· Are subjects treated clearly in a well-organized manner?

· Are the illustrations pertinent and adequately reproduced?

· Do any users need large-print editions?

· Do the strengths of the newspaper fulfill a need within the school?

· Is the paper directed to a local, regional, national, or an international audience?

· Who controls the editorial page? Are staff members named and articles signed?

· In which formats (print, CD-ROM, or online) are newspapers you need available?

· How frequently is the information updated?

· In the case of electronic newspapers, how easily can one retrieve back issues?

· Does one need to use certain software to download articles? 

Online Databases

· Are the intellectual levels and reading levels appropriate for the intended users?

· Will students use the disciplines covered in the database?

· How is that database indexed? Can searches be conducted using title, author, or keywords? 

· Can the searchers use Boolean logic, connecting search terms with and, or, and not?

· Are cross-references provided?

· How frequently is the database updated? Is this appropriate for curriculum needs?

· How accurate is the information?

· What services does the vendor offer (offline printing, training, and help with problems)?

· Is there a print version? Is it faster to search the online version?

· Is the screen easy to read?

· What are the sources of information on the database? What criteria were used to create it? 

Periodicals

· Is the content of interest to students and teachers?

· Are subjects treated clearly in a well-organized manner?

· Are the illustrations pertinent and adequately reproduced?

· Is the format appropriate for the purpose of the magazine and the intended audience?

· Do any users need large-print items?

· Is the journal indexed?

· Does the electronic version have the same coverage as the print version?

· How easy is it to access back issues?

· How is the electronic version updated?

· Does the electronic version provide links to other electronic sources?

· How easy is it to download articles? 

Realia

· Is there a display area where several students can observe specimens at the same time?

· Are you or is someone else willing and available to take care of the live specimens?

· Are the specimens safe to handle? 

Videos
· Does the telecast make use of the full range of television production techniques, or is it a filmed lecture?

· Is the original case protective? Is it oversized, or does it contain another cassette or additional material, and will this cause shelving and circulation difficulties?

· Does the interactive video provide multiple interactive paths? 

Websites

· Is the following information provided: name of sponsoring organization or individual, their qualifications, the full mailing address, the e-mail address, the date the page was created, the date the information was updates, and copyright information?

· Is the purpose clearly stated?

· Does the website fulfill its purpose?

· How accessible is the website?

· Are the links updated so there are no “404 errors,” a sign that links no longer exist?

· Does the design add to the appeal for the intended audience?

· Is there a link back to the home page on each page?

· Is a table of contents or outline provided for longer documents?

· Has the site been reviewed? If so, what did the reviewer say?

· Are the icons helpful in locating information?

· If the website offers a fee-based service, is it a justified and reasonable price? 

Criteria for selection of equipment
Since equipment accounts for a considerable portion of the budget, one must take care to select quality equipment for the media center. Equipment essential to have in the media center includes the following items: overhead projector, VCR/DVD player, video projector, scanner, digital camera, opaque projector, cassette recorders, compact disc players, and televisions. An important consideration is whether it will be used enough, in the short and long term, to justify its purchase. Additional points to consider are:
· If the item is not purchased, will there be a negative impact on the program?

· Will teachers be able to use the equipment? Is it easy to use? Are the directions complete, clear and easy to follow? How many steps are involved in operating the equipment? Are shut-offs or cooling-down features automatic? Is the configuration for peripherals, networks, and teacher options, such as sound and record keeping, easy to use and well documented?

· Is the equipment durable? Have established safety specifications been met? Can one move the equipment to a cart? 

· Is the equipment compatible with other equipment and materials in the collection? Is special hardware or software needed? 

· Is the equipment balanced so that it won’t topple easily? Is it adequately ventilated? 

· Does the manufacturer have a reputation for honoring warranties? Is delivery prompt? Does the manufacturer handle requests for assistance efficiently? Does the manufacturer provide support service various ways (e-mail, telephone hotlines, toll-free numbers, backups, preview opportunities, updates, refunds, replacements)? Are the service hours convenient? Does the manufacturer provide demonstrations or in-service programs for teachers? Are they willing to negotiate licensing agreements?

· Does a lower price represent lesser quality? Are trade-ins allowed? Should one lease or buy the equipment? Can the facilities support the equipment? Will the equipment require replacement parts that are different from items already in the collection?  Will in-service training be needed in order to operate it?  Will teachers and students need time to learn to use the equipment?  How much maintenance and cleaning will staff need to do? (Example Handbook, Summer, 2008).

3. Receiving Procedures: Bar Code Treatment / Physical Processing
A well-organized collection is the first step toward providing an effective library media program.  To ensure this, the media center should practice a uniform method of processing materials.  All circulating materials and equipment should be bar-coded (Hall County Board of Education, June, 2006). (See list of Helpful Repair Web Sites included as an Appendix.)
Books and Other Print Materials

1. Check new materials against the purchase order and the company’s invoice or packing slip.
2. Indicate items received and note discrepancies on all copies. Notify the company of any discrepancies or defective items.
3. Once the order is complete, write “Order is Complete,” sign, and date the purchase order, attach invoice/packing slip, and forward to the Finance office to be paid. Attach a copy of the invoice or packing slip to your copy of the purchase order and keep on file.
4. Stamp the material with your school’s media center stamp. Stamp on the title page, last page, and/or page indicated by local policy.
5. Import data disk into the automated system.
6. If possible, barcode and spine labels should be ordered with materials. However, if not, print information on appropriate labels.
7. If a duplicate barcode was not ordered to be placed inside the item, then record the barcode number inside the material.  The location of the barcode number should be consistent throughout the school collection.
8. If spine labels and barcode labels are not attached, attach them and place label protectors on the material.
9. Shelve the materials (Hall County Board of Education, June, 2006).

Equipment

1. Check new equipment against purchase order and the company’s invoice or packing slip.

2. Indicate items received and note discrepancies on all copies. Notify the company of any discrepancies or defective items.

3. Once order is complete, write “Order is Complete,” sign and date the purchase order, attach the invoice, and forward to the Finance office to be paid. Attach a copy of the invoice or packing slip to your copy of the purchase order and keep on file.

4. Label the equipment with a permanent marker, engraver, or paint pen.
5. Add new equipment to your automation system and include the following:

· Type of equipment

· Brand name

· Model number

· Company

· Date received

· Serial number

· Price and funding source

· Barcode number

· Warranty Information

6. Attach the barcode number to the equipment and store (Hall County Board of Education, June, 2006).

Other Materials

1. All materials, (books, cassettes, teacher’s guides), from one unit of materials should be processed and housed together in a kit if practical (Hall County Board of Education, June, 2006).

2. Charts on a roller, maps on a roller, slides, etc, should be processed as a set with each item bearing the media center stamp. Where practical, barcode information should be placed on each item.  If you circulate serials, treat them as you would print materials (Hall County Board of Education, June, 2006).

4. Periodical / Serials / Newspaper control

Current and past issues of periodicals and newspapers are selected on the basis of currency, preservation of local history, and in keeping with the curricular needs of the staff and students and with the performance standards set by Georgia Board of Education. 
5. Weeding Procedures
A certified library media specialist periodically weeds the collection to make certain that materials are up to date, meet current informational needs of students and staff, and make good use of space. The following criteria are followed in this process (West Hartford Public Schools, 2002). See Appendices for criteria and resources to utilize when weeding.
Instances when such materials are retained

The work is of historical significance in the field of children’s literature or contains unusual illustrations or illustrations done by a well-known artist. Exceptions are also made for a work by a local author, illustrator, editor or creator or it describes local history or personalities (West Hartford Public Schools, 2002).

6. Repair and Mending Procedures
Audiovisual Materials

Audiovisual materials should be mended at the building level only if the repair can be accomplished easily and the library media specialist feels confident in making this repair. Otherwise, send it to a competent facility for repair or discard and replace (Sample Handbook, Summer, 2008).


Equipment

Keep all equipment in the best possible condition. Check equipment often. Simple maintenance is encouraged at the building level: lamp replacements, tightening of screws, dusting, and so on. Store equipment in controlled environment areas.  Over the summer, store in an area without windows and away from an outside exit (Sample Handbook, Summer, 2008).

Equipment for repair should be tagged and assembled for pick-up by the Maintenance Department. A record should be made of the date sent and the repair requested.  Make certain that each piece of equipment sent has the school name clearly labeled, as well as the specific problem with the equipment (Sample Handbook, Summer, 2008).

7. Inventory Procedures

Assessment of the collection includes taking inventory of existing materials, retaining materials that reflect the curriculum standards, and weeding outdated and inappropriate materials. 
During the inventory process, holdings are checked against the automated cataloging system and the actual item to determine that the resource is still part of the collection and continues to meet the selection criteria. The objective of this inventory is to ensure that the automated cataloging system accurately reflects the collection which is the key access point for students and teachers to locate information within the library. Using the barcode scanning feature speeds up the process and allows staff and students continued access to the media center. An annual inventory is recommended to ensure that the collection continues to meet the needs of students and staff (Baltimore County Public Schools, 2008).

The media specialist, with assistance by media center staff, supervises inventory. Portable scanners capable of reading barcodes are placed on materials and equipment and matched to the list of MARC records generated by the media specialist. Future budget needs to replace items that have been lost or damaged is communicated to the principal and a list of the checked inventory is filed in the media center for future reference (Bishop, 2007).
II. Technical Services
1. Tools Necessary for Original Cataloging 

Bar code and automation system information specifications:

Automated System:
DESTINY

Bar code number:
See graphic below

Bar code length:
Variable

Computer:

Windows

Data format:

MARC 21

Delivery:

3.5” High Density

General DESTINY Barcode Symbology Information
Code 39, Mod 10 barcode (14-character barcode) broken down into its components: 

[image: image20.png]



	
	3
	0134
	00000284
	1

	
	Type Indicator
	Location Identifier Code
	Item Number
	Check Digit

	
	One digit (numeric) character that distinguishes the item type such as a textbook or media center material from a patron


	 Four digits (numeric)
that represent your unique school/district number for identification purposes

Your code must be your specific Destiny school location code preceded by a zero
	Eight digits (numeric)
that represent your unique item (barcode) number for identification purposes

You will have leading zeros as needed to equal eight digits
	The last character in a 14-digit Mod 10 barcode is automatically assigned and used by the scanner to determine the validity of the previous characters in the barcode and the accuracy of the scan. 

	
	3
	0###


01## (elementary)


03##  (middle)


05## (high)
	00000284

00005628

00012967
	For Mod 10 this character is numeric (digits 0-9)
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Tools that are needed for cataloging are kept in the cataloging area:

· Sears List of Subject Heading (latest edition)

· Abridged 14 Dewey Decimal Classification

· Check list for cataloging

· Preprinted and blank bar code labels

· Pockets

· Computer with printer

· Blank spine labels

· Scissors

· Sticker dots to affix to books which have Accelerated Reader quizzes available

· Stickers to affix to holiday books

· Stickers which denote “New Books”

· Permanent marker

· Clear protective tape—wide and narrow

· Label protectors 

The process for manual cataloging:

· Examine the item carefully, comparing the content to other items in the collection.

· Look at the content of the material to determine proper Dewey number assignment.

· Begin by finding acceptable key headings and subdivisions listed in the Sears List of Subject Heading (latest edition).

· Check for these subject headings in the Relative Index of the Abridged 14 Dewey Decimal Classification

· Check through the Schedules of the Abridged 14 Dewey Decimal Classification to find precise instructions for determining the Dewey Decimal number for the given item.

· Make sure to consult the tables and special instructions when assigning Dewey Decimal numbers (Stephens, 2007).

Print processing specifications:

Pocket:


Apply to inside front cover

Stamp:


Stamp the inside front cover (beneath pocket) BRAELINN 




ELEMENTARY MEDIA CENTER




Stamp the title page (bottom, center) BRAELINN ELEMENTARY

 MEDIA CENTER 

Spine Label:

1 ½”

Mylar:


Tape Mylar on Dust Jackets Only

Bar code label:
Front cover, upper left, horizontal and front inside cover

Bar code inscription:
BRAELINN ELEMENTARY MEDIA CENTER

Cataloging that can be purchased when materials are purchased

Creating MARC records using templates built into the software makes cataloging much easier than it used to be. The following is a list of library automation software companies that can assist the media specialist for a purchased amount.  These companies do not form a definitive list, but they provide cataloging services when materials are purchased.  Our school makes use of the services provided by Follett (Destiny), because that is our catalog system. The other company names are provided as a further (purchasable) resource should need for it arise (Stephens, 2007).

Alexandria (COMPanion corporation)—http://www.goalexandria.com/

Book Systems—http://www.booksys.com

CASPR Library Systems, Inc.—http://www.libraryworld.net

Follett Software Corporation—http://www.fsc.follett.com/

Online cataloging resources that are available free of charge:

· http://www.librarything.com/
· http://www.loc.gov/z3950/
· http://www.sunlink.ucf.edu/
Cataloging Procedures: Standards/Format Indicators & Shelving Considerations

The following is the list of cataloging specifications (Standard Formats) for the Media Center:

	Media type 
	Prefix 
	Prefix 

	Dewey # 
	Additional information 

	Art prints 
	Art 
	ART 
	709 
	Artist’s entire surname or first major word in title 

	Audio visual 
	AV 
	All inclusive collection for DVD’s, videos, music, etc. 

	Biography– 

Collective 
	920 
	Author’s surname or first 3 letters of author’s surname 

	Biography– 

Individual 
	B 
	BIO 
	92 [or] 

921 
	Biographee’s surname or first 3 letters of surname 

	Books on tape 
	Cass 

CASS 
	Rec 

REC 
	see – Sound recordings 

	CD – music 
	CD 
	Compact 

disc 
	Performer’s surname or first major word in title 

	CD – computer 
	CD-ROM 
	006.6 
	First major word in title 

	Charts 
	Chart 
	CHART 
	May be put in Reference 

	Desk Reference 
	Desk 
	DESK 
	Author’s surname or first 3 letters of surname 

	DVD 
	DVD 
	791.43 

(motion picture) 
	First major word in title 

	Easy readers 
	E 
	Easy 

EASY 
	Author’s surname or first 3 letters of surname 

	Equipment 
	EQ 
	Equ 

EQU 
	Title of equipment or first three letters 

	Fiction 
	F 
	Fic 

FIC 
	Author’s surname or first 3 letters of surname 

	Filmstrip 
	FS 
	First major word in title 

	French 
	French 
	448.6 
	Author’s surname or first 3 letters of surname 

	Graphic novel 
	Gra 

GRA 
	Graphic 

novel 
	741.595 

or 741.5 
	Author’s surname or first 3 letters of surname 

	Kits 
	Kit 
	KIT 
	First major word in title 

	Maps 
	Map 
	MAP 
	912 
	first major word in title 

	Paperback books 
	PB 
	Author’s surname or first 3 letters of surname 

	Pictures 
	Photo 
	Pic 

PIC 
	Photographer’s surname or first major word in title 

	Professional Collection 
	Pro 

PRO 
	Prof 

PROF 
	Author’s surname or first 3 letters of surname 

	Reference 
	R 
	Ref 

REF 
	Author’s surname or first 3 letters of surname 

	Short Story Collections 
	SC 
	808.83 
	Author’s surname or first major word in title 

	Sound Recordings 
	Cass 

CASS 
	Rec 

REC 
	First major word in title 

	Spanish 
	SP 
	Spanish 
	468.6 
	Author’s surname or first 3 letters of surname 

	Video recordings 
	VT 
	Video 

VIDEO 
	791.43 

(motion picture) 
	First major word in title 


(Davis School District, 2005)
Processing AV materials in Destiny:

1. Preview, stamp school name, and barcode the AV materials for inventory control.

2. Enter specifications into Destiny (School District of Clay County, 2006).
Processing Equipment in Destiny:

1. MARC records cannot be purchased for equipment; equipment records must be produced by original cataloging UNLESS a record that can be used is already in Destiny.

2. When searching Destiny/Library Search for equipment records, be very specific. Check to see if a record is available that can be copied and entered for the equipment. Create a record IF there is not already a record in Destiny. If a record has already been created (if you find it already in Destiny), attach copies to that record (School District of Clay County, 2006).
3. Affix bar code label to equipment.

Storage of non-print materials

Every effort is made to circulate materials that are non-print. Shelve materials that are available for check out in a secure area which is accessible to staff and students. Circulate items for short periods of time in order to keep account of their placement in the school.
Storage of equipment
Based on needs and availability, instructional equipment may be assigned to school staff for extended loans. However, large, expensive items or those in short supply should be handled on a day-to-day basis from the library media center. A sign-up list may be maintained at the circulation desk. All equipment taken off campus must have the approval of the building principal (School District of Clay County, 2006).
When not in use, store equipment in the audio-visual room and lock up after school hours.

2. Cataloging Procedures—Quick Start Guide 

3. Direction Sheet for Para-Professional, Volunteer, Student Assistant

All paraprofessionals and volunteers will sign in and out in the front office. Media specialists should use their best judgment when assigning tasks.  Every task might not be appropriate for every volunteer or student helper (S. Voltz, personal communication, July 4, 2008).
	
	Para-professional
	Volunteer
	Student Assistant

	Comply with all school and county policies and procedures.
	(
	(
	(

	Look to media specialist with any questions or concerns.
	(
	(
	(

	Respect student’s confidentiality.
	(
	(
	(

	Assist in re-shelving books.
	(
	(
	(

	Collect books from drop boxes around school.
	(
	(
	

	Assist in the checking in and checking out process.
	(
	(
	

	Assist students in finding resources.
	(
	(
	(

	Assist with book fairs.
	(
	(
	(

	Be aware of any behavior problems and alert media staff.
	(
	(
	(

	Maintain circulation system.
	(
	
	

	Organizing and rotating newspapers and magazines.
	(
	(
	(

	Repairing books.
	(
	(
	

	Help prepare overdue notices.
	
	(
	

	Prepare new books for circulation.
	(
	(
	

	Assist with weeding.
	(
	(
	(

	Create bulletin boards, advertisements, and displays.
	(
	(
	

	Assist with inventory
	(
	(
	(


4. Damaged Book Procedures
· Written notification will be made to the individual responsible.

· Payment will be made to the school and a receipt will be written.

· The students’ records will indicate that the book was paid for and his/her record will be cleared.

· The book will be deleted from the system.

· Students who damage or lose a book will be limited to one book checkout for the remainder of the year. 

5.  Lost Book Procedures

· Books that are lost or damaged beyond repair have to be reordered and reprocessed.

· Students will be responsible for the replacement cost for such items.

· Payment will be made to the school and a receipt will be written.

· If the item is later found the student may keep the book – no refunds will be given.

· Once an item has been paid for the student may resume check out of other materials in the media center (Sample Policies and Procedures Handbook, 2008)

III. Collaboration Resources

1. Reconsideration of Materials Procedures
Objections and challenges may arise concerning materials that are a part of the media center collection.  In such an event, the procedures listed below shall be followed:

1. The principal and the media specialist shall listen to the parent’s or patron’s objection and make reasonable efforts to resolve the issue (Hall County Board of Education, June, 2006).

2. If this attempt is not successful, the principal and the media specialist shall inform the complainant of the selection procedures by giving him/her a copy of the selection policy and procedures (Example Handbook, Summer, 2008) and explain the procedure for reconsideration of instructional media (Hall County Board of Education, June, 2006).

3. If the parent or patron wishes to make a formal challenge, he/she shall be given the form entitled “Reconsideration of Instructional Media Request Form”, which is included in the Appendix.

4. The challenged material shall remain in use until the request for reconsideration is processed and a final decision is reached by the local school media committee.

5. The completed form shall be submitted to the principal within ten (10) school days after receiving the form. The principal must then submit copies to the chairperson of the local school media committee and the Associate Superintendent of Instruction. No action shall be taken unless the official form is completed and submitted to the principal.

6. After the reconsideration form has been received, the principal shall meet with the local school media committee within five (5) school days to consider the request and evaluate the material (Hall County Board of Education, June, 2006).
7. The local school media committee shall examine the challenged material in its entirety. The following items shall be considered by the committee in the evaluation process:

· Professional reviews

· Age and maturity level of students

· Theme of the material

· Intended use of the material

· Contribution of the materials in presenting different points of view within the collection

· Material as a whole rather than passages out of context

· Other considerations applicable to the situation, i.e., electronically retrieved material

8.
The local school media committee shall then meet to discuss the challenged material and its relationship to the goals and objectives of the school and the curriculum. The parent or patron may appear before the committee to make an oral presentation in support of his/her request for reconsideration of library media center materials. The presentation shall be limited to a maximum of ten (10) minutes. Upon completion of the presentation, the parent or patron shall leave in order to permit the committee to deliberate in private.

9. During the meeting, all material shall be examined, all points of view presented, and the views of all committee members considered. After careful deliberation, the committee shall make a decision by individual secret ballot. The ballots shall be tallied immediately in the presence of the committee.

10. The local school media committee shall prepare a written report concerning the decision of the committee. This report is to be filed in the office of the principal.
11. The principal shall notify the complainant of the committee’s decision by letter within ten (10) days, with a copy to the Associate Superintendent of Instruction.  If the complainant is not satisfied with the decision of the local school committee, he/she may appeal within ten (10) school days to the System Media Committee. A letter requesting the appeal and a copy of the “Reconsideration of Instructional Media Request Form” completed by the complainant shall be sent to the Associate Superintendent of Instruction for review by the System Media Committee.

12. Should a school level decision be appealed, the school will notify the Associate Superintendent of Instruction, who will schedule a meeting of the System Media Committee.  The System Media Committee will inform the Associate Superintendent of Instruction and the local school of the action taken on the appeal.

13. Should a system level decision be appealed, the System Media Committee will notify the Superintendent, who in turn shall direct the appeal to the Board of Education (Hall County Board of Education, June, 2006).

14. The media specialist shall retain or withdraw the challenged material as mandated by the decision of the Board of Education (n.d.).

2. Instruction / In-Service / Staff Development
In-service module planning template
Because the Georgia Department of Education follows the Understanding by Design method of backwards planning in designing instruction, this in-service template will follow that instructional design pattern to relate the content of the training.

The first step of the module will be to identify the skills participants will master at the conclusion of the presentation of the in-service. Background details concerning the skills and prior experiences of the target participants will be considered. Specific goals, understandings, objectives, and essential questions will be a part of the planning of content. These objectives will represent skills, knowledge, and a positive change in the disposition of the learner. Wherever possible they will connect to specific Georgia Performance Standards and AASL Information Literacy Standards.
Hands-on guided practice will enable participants to access step by step directions and work collaboratively with colleagues to produce evidence and reflection of what they have learned. Participants will close by evaluating the workshop for future improvement.  

The agenda of the in-service will follow this pattern.

1. Overview

Rationale

Essential Questions

Goals 

Objectives 

Task & Activities 

Expected Outcomes 

Background of Instructors

2. Content

Definitions of terms

Values and benefits 

Limitations 

Applications

3. Guided Practice

Training visuals, video clips, webinars, Power Points

Hands-on activities

Assessment of Participants

Application

4. Resources

Handouts

Electronic resources

Online/web-based resources

5. Evaluation of the In-service completed by the participants

6. Conclusion

A sample in-service presentation module has been included in the Appendices.

Pathfinders
Pathfinders are an excellent teaching tool that is especially helpful when assisting students with research of a particular discipline or unit. There are many pathfinders already to be found in the OPAC, on the teacher server, or at Georgia Standards.org. If you are still in need of a Pathfinder on a particular subject, please come and discuss your needs and we will find appropriate resources or design one that will work best to match with curricular and literacy needs in keeping with our School Improvement Plan. A sample Pathfinder has been included in the Appendices (Dixon, 2010).
Dewey Read-a-Thon (Training Aid):
The following Dewey Rap introduces the subject areas and Dewey classification numbers for them. http://www.monet.k12.ca.us/curriculum/librarylessons/Lessons/4th/Dewey%20Rap.ppt

The mural on the media center wall contains pictures of computers which give the Dewey numbers and subject headings for each general area.  

[image: image3.jpg]



Students participate in the Olympic Read-A-Thon which encourages reading from the entire Dewey subject areas. They complete any of the Olympic Reading events of their choice. Each event is worth a certain number of points. Students receive an Olympic Read-a-Thon sheet and complete the Olympic Event coupons which are signed off by a parent or guardian. When they reach a given level, they bring their Olympic Read-A-Thon sheets to the media center. Students receive special recognition for each level that is reached via closed circuit news/announcements and bulletin board posted outside the media center. Students who reach Level 4 will receive a medal/ribbon at the close of the activity.  See Appendices for elaboration and resources.

Dewey Activities:

Online Practice:

The following is an online quiz assessing Dewey classification of subjects. It would be very good for 3-5th grade students http://www.ccsd.edu/bardonia/LearningGames/LibrarySkills/ (Frerichs, 2008).
The following is online practice with matching Dewey classification numbers with their corresponding subjects. It would be very good practice for 3-5th grade students http://www.quia.com/mc/7265.html (Quia Corporation, 2009).
Partner/Team Games:
For this activity the media specialist bought blank dice and labeled them - one for 000-400 and one for 500-900, with a free space on each of them - to have several tables of kids playing all at once. She also cut up all the little squares and attached them to sticks in order to play "sticks and stones" (arranging the sticks next to cards with hundreds areas on them) (Wolicki, 2009). The activity sheets may be found in the Appendices that follow.
3. Advocacy: Tips for Stakeholders

The stakeholders in our media program include the following individuals:

Library media specialist

Technical support specialist

Media paraprofessional

Teachers

Students (K-5, approximately 570)

Principal and assistant principal

Parent volunteers

Community volunteers and supporting organizations

Parent Teacher Organization

Interaction between stakeholders occurs in many different ways at Braelinn Elementary School. Periodic needs assessments are conducted to gather information about the school population, their needs, and how best to improve services. Instruction is ongoing and happens with a flexible scheduling approach. The theme of the school and media center is the Braelinn Stars and there is an atmosphere of attaining scholastic success. The murals in the school and media center and the involvement of many parent and community volunteers give the school a family feeling.  The Parent Teacher Organization conducts numerous fund-raising projects throughout each school year and a portion of these funds are used for technology needs in the classrooms, the computer lab, and the media center. The paraprofessional and parent volunteers are an integral part of the media center. They help students to locate materials, assist at the three book fairs each year, create bulletin boards, shelve books, and offer assistance to teachers and students at the circulation desk. The media program is respected and utilized by all stakeholders (M. Boyd, personal communication, Aug. 25, 2008).
Teachers, students, parents, and administrators are kept up to date by means of newsletters and periodic letters to explain special events and reading incentives. (See samples in the Appendices.) Students come individually to check books out as needed at any time. They utilize Accelerated Reader for instructional purposes. Other programs include the Reading Invitational (Battle of the Books), Superbowl of Reading to encourage the fun of reading with others, Olympic Read-A-Thon to encourage reading from a wide range of genres and Dewey decimal subject areas, Book It, and Six Flags Read to Succeed. Read Across America and author visits also motivate students to pursue reading and the excellent resources of their school library. 

Fifth grade students present a daily closed-circuit television broadcast from the Media Center. The WBST broadcast serves to promote media and school activities to encourage student involvement and achievement (M. Boyd, personal communication, Aug. 25, 2008).

4. School Website, Video Streaming and GPB Educational Resources

The school website reflects the programs, philosophy, mission, and events of the Braelinn Elementary School. It is meant to be a communication tool with parents, staff, students, and the general public. The design of our website is to be visually appealing and with an organization that is easy to navigate and abundant in information and resources. The library media specialist is responsible for the content of the website in collaboration with school administrators and in cooperation with faculty and staff. Some of the specific items that will be included on the school website are:

General information 


Calendar


Safety Information


Faculty and staff


Lunch menu


Clubs & Activities


PTO News


Current newsletter


Media Center information


Accelerated Reader book search engine


Reading Invitational List


After School Program information


School Supplies


Educational Links


County Links

Video streaming is a resource that should be tapped by all educators in our county. Please see the media specialist for the password needed to log in. Once you have logged in, you can create your own password for future use. There are many video clips already downloaded on the server in the video stream file folder. Downloading video takes time and can slow the network. Our county policy is to download video at the end of the school day for use the next day. Please see the media specialist for more training if needed (Dixon, 2010)

5. School TV News
Our fifth grade students under the direction of the media specialist form news crews throughout the school year in order to assume the job roles and functions of creating WBST each morning. The production follows a standard template that has been created to highlight special events at the school, assist students in reciting the Pledge of Allegiance, observing a moment of silence, and spotlighting speakers or special students. If there is particular content to be included, please see or email the media specialist (Dixon, 2010).
6. Scheduling of Media Center

Fayette County School System supports ongoing collaboration between media professionals, teachers and students.  The best way to accommodate this ongoing collaboration is by utilizing a flexible scheduling approach (S. Voltz, personal communication, July 4, 2008).
Library Orientation

Teachers should register their classes for an orientation session within the first two weeks of school to discuss the layout of the library, what resources are available, and the policies and procedures (S. Voltz, personal communication, July 4, 2008).
Teacher Use

The Braelinn Media Center hopes to be a beacon for collaboration.  Teachers are welcome to bring whole classes, small groups, or individuals for research, book checkout, or media literacy lessons.  To best utilize the media center’s resources, teachers must sign up at least 48 hours in advance on the calendar located behind the front counter.  If the media specialist must prepare, please give one week.  Please let the media specialist know as soon as possible if plans change.  There can only be one class in the media center at any given time.  Teachers must monitor their students at all times (S. Voltz, personal communication, July 4, 2008).

Student Use

Students are encouraged to visit the media center often.  Individual students can visit the media center with a pass from their teacher.  A teacher should send no more than four students without previously speaking to the media specialist (S. Voltz, personal communication, July 4, 2008).  

IV. Appendices

Media Center Floor Plan
 (Created by L. Dixon, July 7, 2008).
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Network Diagram
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Video Distribution Map
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(South Peace Secondary School, 2010)
Overdue Notice Form (Created by L. Dixon on July 7, 2008).
Date

Dear Student: 

We have not received your library material(s) at this time. It is our procedure to remind students once every quarter that materials are now due back to the media center.  Thank you for returning your item(s).  If you have any questions, we will be happy to assist you. Please speak to us in the media center for further information and assistance.

Sincerely, 
(Name) 
Library Media Specialist 
Video Request Form (Created by L. Dixon, July 7, 2008)


Copyright details / handout / clearance form

Fair Use Guidelines
1. Single Copy

A single copy may be made of any of the following for use in scholarly research, teaching or preparation for instruction:

a. A chapter from a book

b. An article from a periodical or newspaper

c. A short story, essay or poem

d. A chart, graph, diagram, drawing (Carroll County Schools, 2008)

2. Multiple copies for classroom use

Multiple copies (not exceeding at any time one copy per pupil in one course) may be made of the following:

a. A complete poem if less than 250 words

b. An excerpt from a longer poem, but not more than 250 words

c. A complete article, story or essay containing less than 2,500 words or 10% whichever is less

Only one work from a single author may be copied.

No more than three (3) authors from a collective work may be copied.

No more than nine (9) instances of copies for one course shall take place during one class term.

Consumable work may not be copied.

The same item may not be reproduced from term to term.

Students can not be charged except for the actual cost of photocopying (Carroll County Schools, 2008).

3. Database Downloading (Transmitting data from a remote or host computer to the user’s onsite storage device for later searching, manipulation or storage.)

Educators may

a. Download to the printer bibliographic citation of full text of a document identified during a search of an online database service in keeping with the terms of the school’s contract with the vendor(s) dictate use downloaded material for individual research or teaching

Educators may not

a. Keep archival copies of downloaded works

b. Download a “substantial taking” (complete database or most of the records)

c. Make commercially available the downloaded material (Chesterfield County Public   Schools, 2008)

4.  Photocopying

 

      The following may be reproduced:

 

a. Unpublished works for preservation and security purposes 

b. Damaged, deteriorating, lost or stolen works where replacements cannot be obtained at a fair price

c. One single copy of an article or small part of a work to become the property of a patron for the purpose of study or research (Copyright warning must be displayed).

d. An entire work that cannot be obtained at a fair price. Copy becomes property of the user for study and research (Copyright warning must be displayed. All rights are reserved).

 

Systematic single reproduction is prohibited.

 

Rights and reproduction DO NOT apply to:

 

a. Musical works

b. Pictorial, graphic or sculptural works

c. Motion picture or other audiovisual works (Carroll County Schools, 2008)

 

 5.    Off-the-Air Taping 

 

a. Programs may be taped for instructional purposes and not for entertainment.

b. A broadcast program may be used for instruction for ten (10) consecutive school days.

c. A broadcast program may be held for forty-five (45) calendar days to provide information for teachers. The tape must be erased after this time.

d. The educational program may be taped only at the request of an individual teacher. 

e. The educational program may not be recorded more than once for the same teacher.

f. Multiple copies may be made at time of taping.  All must be erased.

g. Programs recorded cannot be altered, combined or merged.  During playback, sections may be omitted that are not felt to be appropriate.

h. Copyright notice must be included on all copies.

i. Educational institutions must establish appropriate control procedures (Carroll County Schools, 2008).

  

6.  Videotapes

a. If it is curriculum related, a school-purchased or donated video with the “For Home Use Only” warning may be used in the classroom.

b. Only movies with G or PG rating may be shown. Any un-rated video must be previewed by the media specialist or an administrator.

c. Videos shown by guest speakers must be approved prior to showing.

d. If an agreement is signed at the rental agency stating “For Home Use Only”, a rented video with the “For Home Use Only” warning may not be used in the classroom”.  Rental video programs may not be used for entertainment, fundraisers, rewards, or time fillers. Rental video may be used for planned, direct, instructional activities.  

e. Rented video may not be shown over closed circuit systems.

f. Unless the licensing agreement on the video states otherwise, the media specialist may purchase a video and transmit it through closed circuit TV.

g. A curriculum related video (not a rented video) may be transmitted through a closed circuit system only to the teacher requesting it.  Requests must be made one day prior to showing.

h. The media specialist (not an individual teacher) may record a curriculum-related program from PBS or commercial TV for use in the classroom.

i. Public domain programs such as speeches of Presidents may be recorded and kept.

j. Converting from one media format to another is illegal.

k. Preview material cannot be copied.

l. Privately owned video and audio books may not be used in the classroom. They must be donated to the school collection.

m. The Special Video Request form (See Appendix) must be completed and submitted to the media specialist at least one day prior to showing a rented video or the taping of a program off-air.

n. All videos shown in the classroom will be for curriculum-related, instructional purposes only (Carroll County Schools, 2008).

 

7.  Cable Television and Satellite Programs

 

Programs directly viewed in the classroom over satellite or cable television will be for          instructional purposes only (Carroll County Schools, 2008).

8.  Computer Software

a. Only the owner may duplicate computer software.

b. If there is an adaptation required in order to use the program on available machines, a copy may be made.

c. The media specialist may make one copy to maintain for archival purposes.

d. These copies cannot be loaned, sold or otherwise transferred.

e. Unless the purchasing agreement states otherwise, multiple copies of a computer program may not be made for laboratory use 

f. One program cannot be loaded into multiple computer stations.

g. Rights must be negotiated at the time of purchase in order to distribute a computer program by networking in a computer laboratory.

h. Only the media specialist or a designated person may install programs on the hard drive of an individual computer or on a network.

i. Software purchases should be coordinated through the school media or technology committee.

j. CD ROM disks or program disks must be used for instructional purposes only.

k. Disks may not be brought from home by students, teachers or administrators for use in the school.  All computer software and CD ROM disks used in the school must be owned by the school except software supplied by a vendor for preview purposes.  

l. All computers including network computers will have a virus detector.

m. Food and drink are not permitted near computers (Carroll County Schools, 2008).

9.   Other Audio Visuals

 

a. Background copyrighted music for a media presentation may be used.

b. Converting written materials to another form is illegal; therefore, audio recordings of printed material may not be made by the teacher or media specialist.  This does not pertain to recordings made for handicapped students (Carroll County Schools, 2008).

10.  Print

a. Only one transparency may be made from a workbook.

b. A consumable workbook may not be used to make copies.

c. A music teacher may not copy sheet music except under emergency photocopying conditions.  A purchase order must be placed before copying and all copies must be destroyed when the order is received (Carroll County Schools, 2008).

 

11. Fines and Punishments

a. Ignorance of the law is no excuse.

b. Fines are from $750 to $30,000 per infringement.

c. Prison terms are from 1-2 years.

d. Most cases have required fine payment.

e. The person responsible for infringing on the copyright law, regardless of their position in the county, as well as those above that person in the administrative hierarchy is held accountable (Carroll County Schools, 2008).

Helpful Web sites with more information about copyright

Educational Communications Board. (2008). Copyright issues for schools. Retrieved on


 July 2, 2008, from http://explore.ecb.org/education/surf_report?subject=79

Educational Multimedia Fair Use Guidelines Development Committee. (1996). Fair use

        
guidelines for educational media. Retrieved on July 2, 2008, from http://www.utsystem.edu/OGC/IntellectualProperty/ccmcguid.htm

United States Copyright Office. (2004). Copyright law of the United States. Retrieved on 


July 2, 2008, from http://www.copyright.gov/title17/ 
United States Library of Congress (Copyright Office). (1995). Circular 21: Reproduction


 of copyrighted works by educators and librarians. Retrieved on July 2, 2008, 


from http://www.copyright.gov/circs/circ21.pdf 
Information on various professional organizations

	ALA
	American Library Association

	Contact Name:
	Membership and Customer Service Center

	Address:
	50 E. Huron Chicago, IL 60611

	Phone Number:
	1-800-545-2433, Press 5

	Web site:
	http://www.ala.org/ala/ourassociation/membership/pdfmembership.cfm

	
	

	AASL
	American Association of School Librarians

	Contact Name:
	Membership and Customer Service Center

	Address:
	50 E. Huron Chicago, IL 60611

	Phone Number:
	1-800-545-2433, Press 5

	Web site:
	http://www.ala.org/ala/aasl/aboutaasl/aaslmembership/aaslmembership.cfm

	
	

	IFLA
	International Federation of Library Associations and Institutions

	Contact Name:
	Membership Manager

	Address:
	PO Box  95312, 2509 CH The Hague, Netherlands

	Phone Number:
	E-mail: membership@ifla.org

	Web site:
	http://www.ifla.org/III/members/index.htm

	
	

	IASL
	International Association of School Librarianship

	Contact Name:
	IASL Secretariat

	Address:
	PO Box 83, Zillmere, Queensland 4034, Australia

	Phone Number:
	E-mail: kbonanno@bigpond.net.au

	Web site:
	http://www.iasl-online.org/about/joiniasl.html#general

	
	

	GLMA
	Georgia Library Media Association, Inc.

	Contact Name:
	GLMA Executive Office

	Address:
	2711 Irvin Way, Suite 111, Decatur, GA 30030

	Phone Number:
	404-299-7700

	Web site:
	http://glma-inc.org/membership.htm

	
	

	GAIT
	Georgia Association for Instructional Technology, Inc.

	Contact Name:
	Ginny Harrell

	Address:
	2221 Emerald Drive, Jonesboro, GA 30236-5223

	Phone Number:
	E-mail: raharrell@earthlink.net

	Web site:
	http://www.gait-inc.org/GAIT_Membership_Brochure_2006_Revision.pdf

	
	

	GA COMO
	Georgia Council of Media Organizations 

	Contact Name:
	(GLA: Georgia Library Association) E-mail:  bob.fox@library.gatech.edu

	Address:
	P.O.Box 793, Rex, Georgia 30273

	Phone Number:
	678-466-4339

	Web site:
	http://gla.georgialibraries.org/membership_newmember.pdf


Request Form for Media Center Materials
(Hall County Board of Education, June, 2006)
	Request Form for Media Center Materials

	Teacher
	

	Date
	

	Title of Item
	

	ISBN #
	

	Author
	

	Publisher/Producer
	

	Copyright Date
	

	Subject Area
	

	Grade Level
	

	Reading Level
	

	Curriculum Unit
	

	Type of material requested
	Books    Videos   Other:

	Ordering Source
	

	Address of Source
	

	
	

	
	

	Phone Number
	

	Fax Number
	

	Price of Item
	


Helpful Web sites for collection development tools

	

	Bound to Stay Bound Books

	Address
	1880 West Morton Avenue, Jacksonville, IL 62650

	Phone Number
	(800) 637-6586

	Fax Number
	(800) 747-2872

	Web site
	http://www.btsb.com/

	E-mail Address
	btsb@btsb.com

	
	

	

	HarperCollins Children’s Books

	Address
	1350 Avenue of the Americas, New York, New York 10019

	Phone Number
	212-261-6500

	Web site
	http://www.harpercollinschildrens.com/HarperChildrens/Teachers/

	
	

	
	Follett Library Resources, Inc.

	Address
	1340 Ridgeview Drive,  McHenry, Illinois 60050

	Phone Number
	888.511.5114 ext. 1102or 815.759.1700

	Fax Number
	Fax: 800.852.5458 or 815.759.9831

	Web site
	http://www.flr.follett.com/login/

	E-mail Address
	customerservice@flr.follett.com

	
	

	
	Brodart Books

	Address
	500 Arch Street, Williamsport, PA 17701

	Phone Number
	(800) 474-9816, 800-233-8467

	Fax Number
	570-326-1479

	Web site
	http://www.books.brodart.com/

	E-mail Address
	bookinfo@brodart.com

	
	

	
	Ulrich’s Periodicals Directory

	Address
	501 North 34th Street #400, Seattle, WA 98103-8645

	Phone Number
	1-866-737-4257 ext. 4

	Fax Number
	1 206 525 9066

	Web site
	http://www.ulrichsweb.com/ulrichsweb/

	E-mail Address
	clients@serialssolutions.com

	
	

	
	Linworth Publishing, Inc.

	Address
	3650 Olentangy River Rd Suite 250 Columbus, OH 43214

	Phone Number
	800-786-5017

	Web site
	http://www.linworth.com/lmc/

	E-mail Address
	linworth@linworthpublishing.com

	
	

	
	The HW Wilson Company

	Address
	950 University Avenue, Bronx, New York 10452   

	Phone Number
	800-367-6770    718-588-8400

	Web site
	http://www.hwwilson.com/print/childcat.cfm

	
	

	
	Perma-Bound Books, a division of Hertzberg-New Method, Inc.

	Address
	617 E. Vandalia Road, Jacksonville, Illinois 62650

	Phone Number
	1 800 637-6581 or  217 243-5451

	Fax Number
	1 800 551-1169 or 1 217 243-7505

	Web site
	http://www.perma-bound.com

	E-mail Address
	books@perma-bound.com

	
	

	
	Baker and Taylor

	Address
	251 Mt. Olive Church Road, Commerce, GA 30599

	Phone Number
	800-775-1200   Phone: 706-335-5000

	Web site
	http://www.btol.com

	E-mail Address
	btinfo@btol.com


Professional Resources
Best Books for Children
Best Books for Junior High Readers

Best Books for Senior High Readers

Book Report

Bookfinder (American Guidance Service 

BookLinks – www.ala.org/BookLinks
Booklist - http://www.booklistonline.com/
 Books for You (Senior High - NCTE)

Bulletin of the Center for Children’s Books

CD-ROM World

Education Week – www.edweek.com
Electronic Learning

Emergency Librarian

Follett Library Resources - http://www.titlewave.com/
GALILEO Database - http://www.galileo.peachnet.edu
Georgia Performance Standards - http://www.glc.k12.ga.us/
Georgia Public Broadcasting – www.gpb.org
Horn Book Magazine – www.hbook.com/mag.shtml
Information Today – www.infotoday.com
Kirkus Reviews

Knowledge Quest – www.ala.org/aasl/kqweb
Library Journal

Media & Methods

Library Media & PR – www.ssdesign.com/librarypr
Library Media Connection – www.linworth.com/lmc.html
Library Media Network (listserv) - http://www.eduref.org/lm_net/
MultiMedia Schools – www.infotoday.com/MMSchools
Progressive Librarian – http://libr.org/PL
School Library Journal - http://www.schoollibraryjournal.com/
School Library Media Activities Monthly

School Library Media Quarterly

Teacher Librarian Magazine – www.teacherlibrarian.com
Teacher Magazine – www.teachermagazine.org
Technology and Learning – www.techlearning.com
The Book Report – www.crinkles.com
U.S. Copyright Office – www.loc.gov/copyright
Technology Connection

Voice of Youth Advocates (VOYA)

Weeding Criteria

Content

Science, travel, geography and technical information more than five years from the copyright date is examined.

Encyclopedias more than five years old from the copyright date are withdrawn from the reference collection and added to the circulation collection for a maximum of ten additional years.

Fiction that has not circulated for five years and is of no permanent value is withdrawn. Check the availability of the title as well as standard catalogs.

Super ceded editions, duplicate copies, and obsolete or unauthorized information.

Almanacs and yearbooks more than five years old, unless required by the curriculum.

Physical Condition

Items with torn or ragged covers, worn, soiled or yellowed pages or page(s) missing.

Newspapers and magazines that have been replaced with non print or electronic data 

Damaged, soiled or worn non print or electronic resources 

Technical Quality

Graphics exhibit poor visual quality (i.e. faded, off-color).

Audio is no longer clear.

Components of electronic resources no longer function (West Hartford Public Schools, 2002). 

Steps that are followed when withdrawing items

Additional expertise is requested from appropriate subject area teachers when removal of the item is questioned

School ownership stamps are marked out with permanent marker and the pocket, date due and borrower card is removed.

The record is updated in the computer database.

Items, which are outdated, of poor technical quality or in poor physical condition, are disposed of in appropriate trash receptacles.

Items in good condition may have potential uses in the public library. Library media specialists will notify the library staff about the availability of these items. Any items not accepted by the library may be donated to the Friends of the Library (West Hartford Public Schools, 2002).

Weeding Resources
Sunlink Weed of the Month - Archive

The SUNLINK Weed of the Month program introduced a new weeding subject area each month from September 1997 to December 2005. The enclosed table shows the different topics covered by Weed of the Month by the primary Dewey® classification.

http://www.sunlink.ucf.edu/weed/
The Crew Method of Weeding Manual

This revision responds to the multitude of changes that have taken place in the library field over the last two decades. Much needed updates in the areas of multimedia and computer technology have been added, and options for the disposal of weeded materials have been augmented. The CREW guidelines by Dewey class are expanded and updated, with more attention focused on deselection criteria for children's materials.

http://www.tsl.state.tx.us/ld/pubs/crew/toc.html
Collection Development - AASL Resource Guide 

An annotated bibliography of resources for collection development for all levels of school libraries.

http://www.ala.org/aasl/resources/collection.html
Weeding – Arizona Dept. of Library

This section discusses the importance of having a weeding policy, the rationale behind weeding, some reasons it is difficult to weed, practical information for use in planning or conducting weeding, and options for the materials you remove.

http://www.dlapr.lib.az.us/cdt/weeding.htm
Weeding as Part of a Collection Development – Illinois State Library Media Assoc.

Guidelines for weeding.

http://www.islma.org/pdf/weeding.PDF
Musty

The cues offered by the acronym MUSTY, and suggestions for further guidance.

http://www.cde.ca.gov/ci/cr/lb/documents/weedingbrochure.pdf
Weeding School Library Media Center Collections

This site presents some the personal "words of wisdom" about weeding a library media center collection. The practical essays include information from a survey of the literature, the Jefferson County (Ky.) Public Schools weeding manual, and the author’s personal experience.

http://www.pld.fayette.k12.ky.us/lms/weed.htm
Baltimore County Public Schools.- Selection Criteria for School Library Media Center Collections

Reviews the selection criteria for library media materials, steps for implementing the policy once established, lists review and selection tools, along with special factors to consider when selecting (or deselecting) various media. There is also a guide to conducting an assessment and inventory project.

http://www.bcps.org/offices/lis/office/admin/selection.html
Managing and Analyzing Your Collection - A Practical Guide for Small Libraries and School Media Centers

This easy-to-understand system is perfect for busy librarians and managers who want to systematize the management of their collections.

http://www.alastore.ala.org/SiteSolution.taf?_sn=catalog2&_pn=product_detail&_op=1054
Weeding

Provides general guidelines for weeding and retention, as well as strategies to overcome barriers to weeding, can be accessed online as an Adobe Reader PDF file, at:

http://www.alastore.ala.org/img/169.pdf
Less Is More - A Practical Guide to Weeding School Library Collections

To make weeding part of a library’s ongoing procedures, it’s best to do it in manageable doses.

http://www.alastore.ala.org/SiteSolution.taf?_sn=catalog2&_pn=product_detail&_op=1992
Weeding Library Collections – American Library Association

A collection of resources to aid in weeding.

http://www.ala.org/ala/alalibrary/libraryfactsheet/fact15.cfm
(Follett Library Resources, 2009)
Repair and Mending
Preventative maintenance and taking the time to make simple repairs should vastly increase the life of the media center collection.  This section of the manual covers the decision making process when considering repairs, and some basic “how-to” instructions. 

For in-house repairs, the following supplies should be available:

· Clear Packing Tape 

· Transparent Tape 
· Duct Tape 

· Page Mending Tape 
· Cloth Binding Tape 

· Book Glue 

· White Glue/Glue Stick 

· Scissors 

· Black Permanent Marker Pen 

· Wax Paper 

· Ruler 

· Nail Polish Remover

· Bone Folder
· Art gum eraser

· Liquid ink eradicator

· Fine grade sandpaper

· Goo Gone                            (Sample Handbook, Summer, 2008)

Cleaning Marked Pages:

Materials Needed: Art-Gum Eraser, Liquid Ink Eradicator, Fine Grade Sandpaper, Goo Gone

Removing Pencil Marks

· Use the art-gum Eraser to remove pencil marks.  Rub from the inside margin of the page outward.

Removing Ink Marks

· Use a liquid ink eradicator to remove ink marks.  If unable to remove, leave them alone.

Removing sticky surfaces from the cover

· Apply a small amount of Goo Gone to a paper towel and rub surface until the sticky surface is removed.

Cleaning Book Edges

· Lay the book flat on the work surface.  Open to the front cover.  Run the sandpaper (fine-grade) over the top, bottom and side of the page edges.

Mending Torn Pages

Cut a strip of tape about 1/4 in. longer than the cut or tear. Center the tape over the tear. Fold tape over edge of page and smooth down.

Mending Margins

Torn margins of pages can be repaired by using clear tape on both sides of the margin. Trim

Mending Loose Pages

Straighten any rolled edges or folded corners. Be certain to check the way the loose page fits into the book. 

· Method 1: Apply a narrow strip of adhesive on back edge of page with the side of a brush. 

· Method 2: Cover the page with a newspaper, leaving about 1/8 in. of the inner page margins exposed. Apply adhesive along this edge. After using either method, line up page with the outer edge of book and force spine edge into book with plastic folder edge.

Mending Torn Spine

Apply adhesive inside the spine. When it becomes tacky, press firmly together.

Mending Worn Spine

Cut clear mending tape to length desired. Center the back of the book on the tape with equal space on all four sides. Roll to the left. Roll to the right, smooth. Cut off the overlap at the top and bottom of the book. The two outside flaps are brought over on the inside of each cover board. The middle part of the overlap folds into the spine. Close the book and crease the hinge.

Removing Tape Residue or Sticky Residue

Use a small amount of nail polish remover and rub on the area. (Sample Handbook, Summer, 2008)

Helpful Web sites for book repair

· A Simple Book Repair Manual. http://www.dartmouth.edu/~preserve/repair/repairindex.htm
· Three Basic Book Repair Procedures.
 http://www.lib.msu.edu/apd/BookRepairTech.htm
Sample MARC record--Book

Leader           01041cam  2200265 a 4500

Control No.      001 ###89048230 

Control No. ID   003 DLC 

DTLT             005 19911106082810.9

Fixed Data       008 891101s1990    maua  j      001 0 eng

LCCN             010 ## $a ###89048230 

ISBN             020 ## $a 0316107514 : 

                        $c $12.95

ISBN             020 ## $a 0316107506 (pbk.) : 

                        $c $5.95 ($6.95 Can.)

Cat. Source      040 ## $a DLC

                        $c DLC

                        $d DLC

LC Call No.      050 00 $a GV943.25

                        $b .B74 1990

Dewey No.        082 00 $a 796.334/2

                        $2 20

ME:Pers Name     100 1# $a Brenner, Richard J., 

                        $d 1941-

Title            245 10 $a Make the team. 

                        $p Soccer :

                        $b a heads up guide to super soccer! /

                        $c Richard J. Brenner.

Variant Title    246 30 $a Heads up guide to super soccer

Edition          250 ## $a 1st ed.

Publication      260 ## $a Boston :

                        $b Little, Brown,

                        $c c1990.

Phys Desc        300 ## $a 127 p. :

                        $b ill. ;

                        $c 19 cm.

Note: General    500 ## $a "A Sports illustrated for kids

                           book."

Note: Summary    520 ## $a Instructions for improving soccer

                           skills. Discusses dribbling, heading,

                           playmaking, defense, conditioning,

                           mental attitude, how to handle

                           problems with coaches, parents,

                           and other players, and the history

                           of soccer.

Subj: Topical    650 #0 $a Soccer

                        $v Juvenile literature.

Subj: Topical    650 #1 $a Soccer. 

(Library of Congress, 2003) 
Sample MARC record--Video
Leader *****ngm  22*****1a 4500

001    89711816 

003 DLC

005 19891107152635.3

007 vf cbaho 

008 890719s1988    cau010 c         v1eng c

010 ##   $a     8911816 

020 ##   $c  For sale ($195.00) or rent ($50.00)

040 ##   $a  AIMS Media

050 10   $a  TH9148

082 10   $a  613.6 $2 11

245 04   $a  The Adventures of Safety Frog. $p Fire

             safety $h [videorecording] / 

             $c Century 21 Video, Inc.

246 30   $a  Fire safety $h [videorecording]

260 ##   $a  Van Nuys, Calif. : $b AIMS Media, $c 1988. 

300 ##   $a  1 videocassette (10 min.) : $b sd., col. ;

             $c 1/2 in.

500 ##   $a  Cataloged from contributor's data.

538 ##   $a  VHS. 

521 ##   $a  Elementary grades.

530 ##   $a  Issued also as motion picture.

520 ##   $a  Safety Frog teaches children to be fire safe,

             explaining that smart kids never play with

             matches.  She shows how smoke detectors work 

             and explains why they are necessary.  She also

             describes how to avoid house hold accidents

             that lead to fires and how to stop, drop, 

             and roll if clothing catches fire.

650 #0   $a  Fire prevention $v Juvenile films.

650 #0   $a  Fire detectors $v Juvenile films.

650 #0   $a  Dwellings $x Fires and fire prevention $v

             Juvenile films.

650 #0   $a  Puppet films.

650 #1   $a  Fire prevention.

650 #1   $a  Safety.

710 2#   $a  Century 21 Video, Inc.

710 2#   $a  AIMS Media.

(Library of Congress, 2003) 

Sample MARC record—Electronic Resource
Leader *****cmm  22***** a 4500

001    93022553

003 DLC

005 19930731163011.2

008 930305s1993    mnun   d   b    eng

010 ##   $a     93022553

020 ##   $a  0792902637 : c $59.00

037 ##   $a  A-336 b MEC

040 ##   $a  DLC c DLC d DLC

050 00   $a  QA95

082 00   $a  513 2 12

245 00   $a  Amazing arithmetricks $h [electronic resource].

250 ##   $a  Version 1.0.

256 ##   $a  Computer programs.

260 ##   $a  Minneapolis, Minn. : $b MECC,  $c c1993. 

300 ##   $a  2 computer disks ; $c 3 1/2-5 1/4 in. +

             $e 1 manual (71 p.) 

538 ##   $a  System requirements: Apple II series;

             128K RAM; floppy disk drive; color monitor

             recommended.

500 ##   $a  Title from title screen.

500 ##   $a  Ed. statement from disk label.

500 ##   $a  Copy-protected.

500 ##   $a  Same software on both disks.

521 2#   $a  5-12.

520 ##   $a  Using the motivating environment of a

             carnival setting, students are challenged

             to solve a variety of puzzles.  Intended

             to improve logic and mathematical problem

             solving skills. Includes a provision

             allowing students to choose a level of

             difficulty matched to ability.

650 #0   $a  Mathematical recreations $v Juvenile software.

650 #0   $a  Problem solving $v Juvenile software.

650 #1   $a  Mathematical recreations $v Software.

650 #1   $a  Problem solving $v Software.

710 20   $a  Minnesota Educational Computing Corporation.

(Library of Congress, 2003) 

Sample MARC record—Audio Recording
Leader *****cim  22***** a 4500

001    93712603 

003 DLC

005 19930528154400.4

007 ssulunjlcnnnu

008 930524s1991    mdunnn j d     f    eng  

010 ##   $a  93712603 

040 ##   $a  DLC c DLC d DLC

050 00   $a  RZA 2283

100 1#   $a  Fox, Ruth.

245 12   $a  A story for every season $h [sound

             recording] / $c [stories by Ruth Fox].

260 ##   $a  Baltimore, Md. : $b Uffigton

             Productions, $c [1991]

300 ##   $a  1 sound cassette (ca. 45 min.) : $b analog.

306 ##   $a  004500

511 0#   $a  Narrated by Trish MacDonald.

518 ##   $a  Recorded at Invisible Sound Studios. 

500 ##   $a  In container (18 cm.).

520 ##   $a  Presents four children's stories about an oak 

             sapling who finds a place to grow; a seashell 

             who is given a home; a beaver who attempts to

             prolong fall; and a mountain boy who befriends

             a doe. Includes sound effects and music.

505 0#   $a  Spring. Oakie, the wonder tree -- Summer. The 

             seashell -- Fall. The story of a rambunctious 

             beaver named Willie -- Winter. Amos, the 

             mountain boy.

650 #0   $a  Children's stories $v Juvenile sound recordings.

650 #0   $a  Trees $v Fiction $v Juvenile sound recordings.

650 #0   $a  Shells $v Fiction $v Juvenile sound recordings.

650 #0   $a  Beavers $v Fiction $v Juvenile sound recordings.

650 #0   $a  Deer $v Fiction $v Juvenile sound recordings.

700 10   $a  MacDonald, Trish. $4 nrt

(Library of Congress, 2003) 

Library Collaboration Planning Form

Teacher(s):________________________________ Course:_______________________

Grade level:_________________Start date:​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_______________End date:_____________

Title of unit:_____________________________________________________________

Purpose of unit:__________________________________________________________

Period
# of students
Period
# of students

______
__________
______
__________

______
__________
______
__________

______
__________
______
__________


Teacher checklist: 
____Library has been booked. 

____Laptops (if needed) have been booked.

____Web Quest (if needed) is online.

____Library has a copy of the student assignment.

____I have reviewed the research project goals and needs 

with the librarian.

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

Library use only:
____Nonfiction books
____Web Quest needs to be written

____Reference sources
____Web Quest needs to updated

____Subscription databases
____Info skills to be taught (list):

____Internet sites

_____________________________________

____Magazines and newspapers
_____________________________________

____Fiction books

_____________________________________

Notes:

Clip art licensed from the Clip Art Gallery on DiscoverySchool.com
(Italy High School—Italy, TX, 2008) 
Reconsideration of Instructional Media Request Form



(Hall County Board of Education, June, 2006)
School __________________________________________________________

Principal _________________________________________________________

Type of Media ____________________________________________________

Title of Media_____________________________________________________

Author/Editor/Artist/Composer________________________________________

Copyright Date_______Distributor/Producer/Publisher_____________________________

Please respond to the following questions. If more space is needed, use an additional sheet of paper.

1. What brought this material to your attention? ___________________________________________________________

2. Have you read, viewed or listened to the entire item?

___________________________________________________________

3. To what do you object and why? Please cite specific passages, pages, etc.

__________________________________________________________

           __________________________________________________________

4. What do you consider to be the main idea of this material?

___________________________________________________________            ___________________________________________________________

5. What do you believe might result from the use of this material?

__________________________________________________________     __________________________________________________________

6. For what age group would you recommend this material?

__________________________________________________________

      7.  What have critics said about this material?      

__________________________________________________________

           __________________________________________________________

If you need more space, please use the back of this page.

8. What do you know about the author or producer of this material?

__________________________________________________________

9. Do you think the author’s or producer’s experiences are reflected in this material?  If so, in what way? ______________________________________________________________________________________________________________________

10. What would you like the school to do about this material?

( )  Do not require it of my child.

(  ) Do not require it of students.

(  ) Withdraw it from students under the age of ________.

(  ) Place it on reserve status to be used only with written parental permission.

(  ) Withdraw it from all students.

(  ) Other____________________________________________________

11. What material do you recommend in its place that would provide adequate information on the subject?

__________________________________________________________

__________________________________________________________

12. Other comments: (Use extra sheet if necessary.)

__________________________________________________________

__________________________________________________________

     Name _______________________________________________________

     Address ______________________________________________________

     Telephone ____________________E-mail__________________________

Complainant represents:

Self _______ Organization or Group Name ____________________________

Date _______________Signature ____________________________________



Olympic Read-A-Thon

Grades 3-5

Going for the Gold!

      The Olympic Read-A-Thon will take place now through May and it

will encourage students to read from a wide selection of books. Students

complete any of the Olympic Reading events of their choice. Each event

is worth a certain number of points. Our Olympians will receive an 

Olympic Read-a-Thon sheet and will need to complete the Olympic Event coupons which are signed off by a parent or guardian. When they have reached one of the following levels they should bring their Olympic Read-A-Thon sheets to the media center. Students will receive special recognition for each level that is reached. 

Level 1    40 points
Level 2    80 points
Level 3    120 points
Level 4    165 points

These are the Olympic Read-A-Thon events.

100 Meter Dash

Read a book with a call number in the 100’s

5 points

200 Meter Run

Read a book with a call number in the 200’s

5 points

300 Meter Hurdles

Read a book with a call number in the 300’s

5 points

400 Meter Steeplechase
Read a book with a call number in the 400’s

5 points

500 Meter Obstacle

Read a book with a call number in the 500’s

5 points

600 Meter Relay

Read a book with a call number in the 600’s

5 points

700 Meter Backstroke

Read a book with a call number in the 700’s

5 points

800 Meter Butterfly

Read a book with a call number in the 800’s

5 points

900 Meter Backstroke

Read a book with a call number in the 900’s

5 points

Medley Cross Country
Read a folktale from another country


5 points

Plunge for Distance

Read a book longer than you’ve ever read before    10 points

Synchronized Swimming
Read aloud with someone 20 min/day for 1 week    10 points

Triple Jump


Read three books written by one author
           20 points

400 Meter Freestyle

Read 400 pages of anything


           20 points

Decathlon


Read 10 books of your choice


           40 points

Heavyweight Boxing Event
Read a book weighing at least one pound
             5 points

High Jump


Read a book that measure over 25 cm tall
             5 points

900 Meter Individual

Read a book from the biography section

 5 points

Have fun reading and contact the media center if you have any questions!
See Dewey Power Point presentation and

C:\Documents and Settings\The Dixon's\My Documents\Read A Thon Coupon Sheet 3.doc 
Dewey Bingo Instructions
You have 2 dice and a Dewey Bingo card.  
Take turns with the other students at your table.

1. Choose 1 die to roll.  

2. Say the Dewey Decimal hundreds number that you roll, and say the                                   subject that that Dewey number stands for.  If you roll a blank, you can choose a hundreds number you like. 



000: General Works



100: Philosophy and Psychology



200: Religion and Mythology



300: Social Studies



400: Languages



500: Science



600: Technology



700: Arts and Recreation



800: Literature



900: History, Biography, and Geography

3. Find a space on your Dewey Bingo card that lists a subject in the Dewey Decimal number you rolled.  Read the subject and the number out loud, and mark the space with a chip.  You should only mark one space for each roll, even if there are multiple spaces for that hundreds number.

4. Everyone at your table should raise their hands when you have a row across, down, or diagonally.
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Modesto City Schools (2009) Retrieved March 22, 2009, from http://www.monet.k12.
ca.us/curriculum/librarylessons/Lessons/4th/Dewey%20Rap.ppt
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Volunteer Letter (Created by S. Voltz and L. Dixon, July 7, 2008)

Date

Dear Braelinn Elementary School Parents: 

Please consider becoming a part of the school community in which your child spends so much of the day. Your time and talents can give all our students additional opportunities for meaningful experiences that enhance their learning experiences.

You do not have to be a trained teacher to be a media center volunteer. All you need is what you have -- a love for children, an interest in their education, and a willingness to help. Any training or instructions will be provided.

We hope you can find time to serve the students of Braelinn Elementary School as a media center volunteer this year (Alpine, n. d.).

Sincerely, 

(Name) 
Library Media Specialist 

(Name) 
Principal
	Name
	

	Child/Children’s Names
	

	Telephone #
	

	Email address
	

	

	Day(s) and time(s) you are available to volunteer: (Please circle from 1-3 days.)

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	AM only
	AM only
	AM only
	AM only
	AM only

	PM only
	PM only
	PM only
	PM only
	PM only

	AM and PM
	AM and PM
	AM and PM
	AM and PM
	AM and PM

	

	I am interested in helping with:

____ General On-going Task(s) or ____ Specific assigned Task(s).



	Comments? (Use back of this sheet)
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Media Center Calendar (Created by S. Voltz and L. Dixon on July 7, 2008).
	August 4-August 8
	Pre-planning 

	August 6
	Teachers begin to Check-out materials

	August 8 
	Sneak-a-Peek 

	August 11
	First Day for Students

	August 8-13
	Book Fair

	August 14 - 18 
	Orientation for all grades

	August 14
	First Day to check-out books

	September 1
	Labor Day  /   No School

	October 3   7:45-8:30
	Books & Breakfast (Parents)

	October 9 – 13

   *October 17
	Design a Bookmark Promotion

     *Deadline for entries

	November 7 
	Student Holiday/Professional Learning Day

	November 3-4
	Georgia Literature Festival (Macon)

	November 13-19
	Children’s Book Week

	November 22-30
	Fall Holidays/Thanksgiving/School Closed

	December 19
	Student Holiday/Professional Learning Day

	December 20 – January 4
	Mid-Year Holiday / School closed

	January 5
	Student Holiday/Professional Learning Day

	January 6
	Students return for second semester

	January 19
	MLK, Jr. Holiday / School Closed

	January 16
	8th Grade Writing Assessment

	February
	Black History Month

	February 16-20
	Student Holiday /School closed

	March 27
	Poster Contest Deadline

	March 30
	Deadline for Teacher Requests to be submitted for the 2007-2008 year

	March 27-April 2
	Book Fair

	April 4-12
	Spring Break / School closed

	April 20-24

     *April 23
	National Library Week                                       

    *Read-In 4:30-6:00

	April 16-20
	CRCT 

	May 3 – June 16
	End of Course Tests (8th Grade)

	May 15
	Deadline for students to return books

	May 25
	Memorial Day/Student Holiday

	May 29
	Last Day of School

	June 1-3
	Post-planning

	June 3
	Deadline for Teachers’ Equipment return




Alaska State Library. (2005).  Conservation book repair:  a training manual by Artemis
 BonaDea.  Retrieved March 30, 2007 from http://library.state.ak.us/hist/conman.html
Alpine School District. (n.d.). Professional Development - Module 9 - Lesson 3 - Supervision of Volunteers / Student Aides. Retrieved July 1, 2008, from http://www.alpine.k12.ut.us/depts/media/elemlessons_rev/m9-prof_development/lesson3super_volunteers.html
American Library Association and Association for Educational Communications and 


Technology. (1998). Information Power: Building Partnerships for Learning. 


Chicago, IL: American Library Association.
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the role of the school library media specialist in site-based management. Retrieved on June 23, 2008, from http://www.ala.org/ala/aasl/aaslproftools/

positionstatements/aaslpositionstatementroleschool.cfm
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