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Purpose Statement

Demographics
Bennett Elementary School (BES) is located in the Buckhead community in the city of Atlanta. It is one of 59 elementary schools operating in the Atlanta Public School System. The current student enrollment in Atlanta Public Schools (APS) is 52,428.

[image: image3.wmf][image: image4.jpg]


Bennett Elementary has a current enrollment of 707 students. Eighty-five percent of those students are White, four percent are Black, four percent are Hispanic, two percent are of Asian descent and five percent are Other. Seven percent of the students are eligible for free or reduced lunch, and nine percent of the district’s special education population attends BES. Currently, there are 54.4 certified teachers and three full-time administrators (StateUniversity.com, 2008). In 2007, Bennett was designated an International Baccalaureate (IB) World School. Our Primary Years Program (PYP) provides inquiry-based instruction that focuses on the whole child and emphasizes central ideas and real world connections (International Baccalaureate Organization, 2005-2008). The BES media center adheres to the policies and procedures set forth by APS (personal communication, M. Carter, September 6, 2008).
Atlanta Public Schools Media Program Philosophy
The Atlanta Public School System recognizes that students live in a society rich with technology and information. To prepare our students for productive, responsible, and satisfying futures, we must ensure that they learn to utilize all media center resources and technology available to them to enhance their inquiry, problem solving, research, and communication skills. The richness and efficiency of instruction supported by technology will improve learning. Students model what they observe and educators who integrate appropriate technology into the learning experience will help accelerate student use of technology and media center resources (Atlanta Public Schools [APS], 1990).
Atlanta Public Schools Media Program Mission Statement

[image: image5.wmf]The mission of the school library media program supports and strengthens the curriculum, bridges the digital divide, and puts state and national standards into action. The school library media specialist encourages reading for learning, reading for pleasure, and reading for life (APS, 1990).
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Bennett Elementary School Media Center Mission Statement
The mission of the Bennett media center is to provide the school community with access to materials and instruction necessary to meet the needs of the curriculum and the educational goals of the school. The collection is developed to meet the needs of students and staff with the ultimate goal of creating lifelong readers and learners (personal communication, M. Carter, September 6, 2008).
Selection Criteria Policy

Selection Philosophy

School library media specialists are responsible for reviewing, evaluating, and selecting materials to build the media center collection. Media specialists are guided by system-level policies which embody national, state, and district-level visions and philosophies. Media specialists shall coordinate with stakeholders to provide resources that support curricular connections as well as support the needs, abilities, interests, and cultural diversity which is characteristic of BES media center patrons. A systematic development plan for selecting materials is necessary to ensure this is accomplished (Baltimore County Public Schools [BCPS], n.d.-e).

Objectives
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The Bennett library selection policies reflect the goals and objectives of APS. Policies set forth herein support a media program described by Information Power: Building Partnerships for Learning as being “founded on a commitment to the right of intellectual freedom” (American Association of School Librarians [AASL] & Association for Educational Communications and Technology [AECT], 1998, p. 91). Furthermore, selection policies should preserve the integrity of the Library Bill of Rights, which asserts that books and library resources should be provided for “the interest, information, and enlightenment of all people” and should represent all points of view (American Library Association [ALA], 1996). For more information on the Library Bill of Rights, please see the Reconsideration Policy and Appendix A of this handbook.
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Responsibility for Selection

The Board of Education of APS is responsible for all matters regarding the selection of materials for school media centers. In turn, APS delegates responsibility for the selection of instructional materials to trained and certified media staff (APS, n.d.-d). The school library media specialist is responsible for the review, evaluation, and selection of the collection. The media specialist should collaborate with his or her media committee and building administrators to develop a policy to provide optimal resources that represent diverse viewpoints, encourage critical thinking skills, and promote information literacy at BES. It is necessary to apply selection criteria, use recommended selection tools, and adhere consistently to selection standards when dealing with purchases and gifts contributing to the media center collection (BCPS, n.d.-e). 

Selection Criteria

Selection and acquisition of new materials should be based upon the needs of Bennett’s library media program and available funding. Georgia State Board of Education (GA BOE) Rule IFBD 160-4-4-.01 mandates that the media committee develop guidelines for selecting materials (Georgia State Board of Education [GA BOE], 1998). Efforts must be made to offer students a comprehensive and balanced collection of materials. Criteria for selection of instructional resources should consider these factors:

1. Materials selected should reflect nationally recognized and approved professional standards (APS, n.d.-d).

2. Materials shall support the educational goals of APS (APS, n.d.-d).

3. Materials chosen shall have aesthetic, social, or literary value (APS, n.d.-d).

4. Materials should address the various abilities and informational needs of all users (Carroll County Board Governance System, 2007).
5. Materials shall support the curriculum and meet high standards of quality in content and presentation (APS, n.d.-d). 
6. Materials must be selected from a reputable publisher/producer (Carroll County Board Governance System, 2007).
7. Materials shall contain accurate content (Carroll County Board Governance System, 2007).
8. Materials are purchased with a clear purpose in mind (Carroll County Board Governance System, 2007).
9. Materials will be appropriate for age levels and subject matter (APS, n.d.-d).

10. Material should foster respect for all groups and emphasize their contributions to society (APS, n.d.-d).

11. Materials shall highlight various historical and contemporary forces contributing to America today from an unbiased, impartial viewpoint (APS, n.d.-d).

12. Materials deemed controversial must be selected with care to ensure there is balanced representation of different perspectives (APS, n.d.-d). Please see Appendices A and B for more information on controversial materials.
13. Media specialists should make efforts to explore requests from students and teachers for a particular title, provided the material meets the criteria stated in other items of this policy. Please see Appendices F and G for appropriate recommendations forms (Carroll County Board Governance System, 2007).
14. Materials’ costs may also be considered secondary to the above criteria (Carroll County Board Governance System, 2007).
Selection of Book Media

Books
In addition to the above-mentioned Selection Criteria, books and other instructional material are to be carefully selected based upon their overall contribution to the attainment of system goals as well as their appropriateness for the purpose and grade level for which they are selected (Carroll County Board Governance System, 2007). Moreover, due to the high cost of materials, it is important to examine books keeping the following additional criteria in mind when making selections:

· Consider illustrations and layout.

· Consider type style and text density. 

· Consider paper quality.

· Consider durability of bindings. 

· Consider readability and interest levels.

· Consider indexing format (BCPS, n.d.-c).

Paperbacks
Paperbacks are an inexpensive way to supplement media collection when duplication of titles is necessary and to provide opportunities for in-depth studies, special projects, and leisure reading. Paperback books are not as durable as their hardback counterparts; therefore, when deciding between purchasing paperback books or hardbound copies consider the following: 

· Evaluate curricular demands placed on these books in the individual school.

· Determine if materials will be used for research, for independent reading, to duplicate the classics, or enjoyed as popular fiction.

· Consider overall cost and use of paperback books as compared to the cost of hardback books, including replacement costs (BCPS, n.d.-c).

References
Both print and electronic reference materials provide comprehensive information in both general and content-specific subject areas. Reference materials also serve as a means to access information from other sources including school, public, academic, and electronic collections. Before making a purchasing decision, evaluate the following criteria: 

· Determine cost effectiveness in terms of projected use.

· Examine authority and accuracy.

· Consider arrangement and indexing.

· Evaluate user-friendliness (BCPS, n.d.-c).

Selection of Non-book Print Media

Periodicals
Periodicals in a library collection can provide support for curricula and provide leisure reading opportunities for students. Professional review journals and library instructional materials may also be considered for purchase. Print periodicals offer an alternative to online databases that contain abstracts versus full-text. Periodicals should be chosen with care based upon use patterns and available storage facilities (Bishop, 2007, p. 95-96).

Newspapers
Newspapers in a library collection provide students and teachers with access to current events while also providing leisure reading opportunities for students. Newspapers can be helpful research tools. Before subscribing to a newspaper, the media specialist first should consider proper handling and storage of the periodical. Many newspapers such as USA Today and New York Times are available online; however, subscriptions may be costly (Bishop, 2007, p. 90-91).

Pamphlets
Pamphlets are low-cost print materials that are sometimes found in school library media centers. The content of these materials are generally up-to-date and able to provide a variety of viewpoints on a subject. However, they can also serve as advertisements for the businesses that provide them. Pamphlets which support the curriculum may be added to the collection if they contain unbiased information that would prove helpful to students and faculty. Pamphlets should be stored in a vertical file in their most current form (Bishop, 2007, p. 94-95).

Professional Review Journals
Professional review journals such as Booklist, Book Links, and School Library Journal® are helpful in assisting media specialists with the selection process. Concerns regarding storage and usage apply, and online alternatives may also be considered. Each media center should subscribe to at least one professional media journal containing regular reviews. Other standard reviewing tools, such as school library catalogs, may also be employed in the selection process and should be kept on hand in the school library media center. For a list of selection tools, please see Appendix E. However, media specialists should not feel restricted by professional selection tools nor be bound by the reviews in making purchasing decisions (Carroll County Board Governance System, 2007).
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Selection of Non-print and Electronic Media


The criteria for selecting non-print and electronic resources are similar to policies for selecting print materials. Please refer to Selection Criteria for more information.

Non-print materials should meet the following criteria for selection:

· Promote instructional goals and support the curriculum.

· Provide a variety of media formats to meet the needs of the curriculum.

· Present content in an appropriate format and be of acceptable technical quality.

· Avoid dense text and graphics (BCPS, n.d.-f).

Electronic selections should meet the following criteria: 

· Provide learner control through flexible pacing, variable difficulty, and optimal branching and linking.

· Provide information that is accurate and reliable.

· Demonstrate organization, search capabilities, and navigational tools that enable information retrieval.

· Provide readable text, attractive graphics, and an appealing layout.

· Contain easy-to-understand, comprehensive documentation.

· Be user friendly.

· Grant 24-hour access with remote connection from home (BCPS, n.d.-f).

Selection of Equipment

[image: image15.wmf]The selection of non-textual media shall be done by the media specialist based on the recommendations of the BES media committee in accordance with Atlanta Public School Board policies (APS, n.d.-d). Whenever possible, an attempt should be made to standardize equipment models within the school in order to facilitate repair and use of the equipment. Steps to consider when selecting media equipment:

1. An appropriate budget should be determined.

2. Current holdings should be analyzed as to types, brand names, models and age.

3. Current equipment needs should be assessed.

4. Performance of each piece of equipment should be evaluated (Carroll County Board Governance System, 2007).
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After the above-mentioned guidelines have been considered, purchasing decisions should be based on past experiences; literature and reviews; and demonstration of durability, ease of operation, weight, size, ease of maintenance and repair, available accessories, and life expectancy (Carroll County Board Governance System, 2007).
Reconsideration of Materials Policy


Despite careful selection processes, materials and instructional resources will, from time to time, be called into question. In accordance with GA BOE Rule 160-4-4-.01, the APS Board of Education takes responsibility for the selection process and upholds the Library Bill of Rights implemented by the American Library Association (ALA), ALA’s Freedom to Read Statement, and the First Amendment to the Constitution of the United States of America (APS, n.d.-b).


The Library Bill of Rights guarantees, among other justifications, that “materials should not be excluded because of the origin, background, or views of those contributing to their creation.” Moreover, it states, “Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.” A complete listing of the Library Bill of Rights can be found at the American Library Association Web site: http://www.ala.org/ala/aboutala/offices/oif/statementspols/statementsif/librarybillrights.cfm as well as in Appendix A of this document (ALA, 1996).


ALA and the Association of American Publishers (AAP) issued the Freedom to Read Statement, which offers seven propositions in the hopes that “those with faith in free people will stand firm on these constitutional guarantees of essential rights and will exercise the responsibilities that accompany these rights.” To read the Freedom to Read Statement in its entirety, look online at the American Library Association’s site: http://www.ala.org/ala/aboutala/offices/oif/statementspols/ftrstatement/freedomreadstatement.cfm and in Appendix B of this document (ALA & Association of American Publishers [AAP], 2004).


The First Amendment of the Constitution of the United States of America states that “Congress shall make no law respecting an establishment of religion, or prohibiting the free exercise thereof; or abridging the freedom of speech, or of the press; or the right of the people peaceably to assemble, and to petition the government for a redress of grievances” (ALA, n.d.).


Therefore, when materials at the BES media center are questioned resulting in a request for reconsideration of instructional and media center materials, these freedoms and principles must be safeguarded. Any objection to an educational resource may be made through an appropriate “challenge process.” Parents contesting print, audio, or video resources available to students must limit their objections to the impact the material will have on their children. 

[image: image17.wmf]
All resources must be selected by qualified staff members who have followed proper selection procedures and upheld selection criteria standards set forth by BES (APS, n.d-b). Please refer to the Selection Criteria Policy section of this handbook for more information. 

[image: image18.wmf]During the reconsideration process, access to the resource in question shall not be restricted. Recommendations regarding the reconsideration of challenged materials will be based on “the appropriateness of the material for its intended educational use” (APS, n.d-b).

Media Services Policy
[image: image19.wmf]
Operation Policies

The BES media center is open from 7:30 a.m. to 3 p.m. Monday through Friday, unless otherwise specified. 
[image: image20.wmf]In accordance with GA BOE Rule IFBD 160-4-4-01, the Atlanta Public School System endorses the philosophy of flexible scheduling. This rule states, 
A Georgia school library media program must include a plan for flexibly scheduled media center access for students and teachers in groups or as individuals simultaneously throughout each instructional day. Accessibility shall refer to the facility, the staff, and the resources and shall be based on instructional need. Flexible scheduling is maintained by allowing full participation of teachers and the library media specialist in collaborative planning and allowing students to come to the library media center at any time (Snipes, 2008). 
Therefore, the BES media center schedule includes both flexible and fixed scheduling, with a calendar located at the circulation desk for teachers who want to schedule a block of time for instruction, research, activities, or check-in/check-out time. A copy of this document is also located in Appendix C. Please note, a teacher or paraprofessional must remain with classes for the duration of a scheduled media center visit (Atlanta Public Schools [APS] Board Governance System, 1990).

Keeping both flexible and fixed school library accessibility encourages collaborative planning, small-group activities, and individual visits as needed. This additional flexibility is offered to teachers, individual students, or small groups throughout the day. If a smaller group of students or an individual student visits, a teacher or paraprofessional is not required. Students may also frequent the media center on an as-needed basis to take Accelerated Reading™ tests or view additional resources. Any students not with a class are required to sign in to the notebook at the front of the media center. The media center may also be used for various extended activities such as guest speakers, events, and grade-level presentations.

The media center is an integral part of BES, and the media specialist works closely with teachers to plan library activities that enhance the teacher’s curriculum and the student’s learning experience (Bennett Elementary School [BES], n.d.). 


The media center operates on an Internet-based system called TLC/The Library Solution System. TLC is a web-based system, operated by the Atlanta Public School System (M. Carter, personal communication, January 24, 2008).

Circulation 

All students and teachers at BES are encouraged to fully utilize materials available to them through the media center. Students must present their school identification number each time they check out books from the library. In addition, the Bennett media center staff is happy to provide checkout privileges to parents and younger siblings (BES, n.d.). Circulation policies for both students and teachers are outlined further below. 

Stipulations for Students

Books

· Students are allowed to check out two books over a two-week period. Books are due back at the end of the two-week period. 

· Students are encouraged to return books as soon as they have finished reading them. If they return their book(s) before the due date, they are allowed to check out an additional book. 

· If students wish to keep the book(s) they have checked out for longer than the allotted time period, the book(s) must be checked in and checked back out again.

· If books are not returned within the respective time period, they are considered overdue. Books may be checked out over holidays and breaks if they come due at a time when there is no school. They will be due back when classes resume (BES, n.d.).

· Students may not check out two books by the same author unless they have special permission from a teacher or the media specialist for a project or special event.

· Bennett’s media center is an inviting, student-centered place. Our goal is to encourage curiosity and enthusiasm for lifelong learning and, above all, foster a love of reading. To that end, students are encouraged to read outside the Accelerated Reader™ parameters.

Reference Materials

· Students may check out reference books from the media center for a one-day period. These must be kept in their classrooms and may not be removed from campus overnight.
· In addition, students may use references in the library and return them to the shelving cart before leaving the media center. 
Periodicals and Newspapers

· Due to limited availability, periodicals and newspapers must remain in the media center.
Computers and Equipment

· The media center computers are for the use of all students and teachers. Students may use computers during the day with a pass from the teacher stating the reason for usage. Students must remain on the task they are assigned. Students who are off task will return to their classrooms immediately.
· Students must adhere to the APS policy on Internet usage. Internet users are responsible for complying with all the conditions set forth in the Internet Acceptable Use Agreement that must be signed by every child and their parent at the beginning of each school year.
· Students may not check out equipment or audiovisual materials (M. Carter, personal communication, February 20, 2008).

Stipulations for Faculty and Staff

Books

· Teachers are not limited in the number of books and resources they are allowed to check out. However, to check out collections and class sets to supplement specific units, teachers should check with the media specialist. These materials should be returned to the media center as soon as possible following the completion of the unit.

· Teachers are allowed to check out books for a one-month period. If they need the book for longer than this amount of time, the book can be renewed.

Reference Materials

· Individual reference books may be checked out overnight.

· Resource books may be checked out for a two-week period.

· Sets of reference books must stay in the media center and may not be checked out so that they are available to all classes (M. Child, personal communication, February 20, 2008).

Periodicals and Newspapers
· Teachers may check out magazines and journals for three days. The media specialist asks that the most current issue stay in the media center for others to enjoy.

· Newspapers must remain and be read in the media center (BES, n.d.).

Computers and Equipment

· Teachers and school staff may check out audiovisual materials including overhead projectors, video, audio, and computer software. These materials must be returned when the teacher or staff member is finished with them or another teacher requests them.

· Digital cameras, video cameras, and SMART Boards™ are circulated for one day and must be returned to ensure availability for other teachers. 

· Laptop computers and LCD projectors may be checked out for two days.

· Televisions and DVD/VCRs may be checked out on a daily basis.

· Equipment must be returned to the media center by 2:45 p.m. each day so that it can be secured and must be returned by the time it is due. If no one else has requested the equipment, it may be renewed for subsequent days at the time of check-in. Classroom equipment is issued by room number and checked out to teachers for the entire school year. Classroom equipment should not be removed from its designated classroom (D. M. Milford, personal communication, January 22, 2008).

· No equipment shall be released to students for transporting.

· [image: image21.wmf]Teachers may sign up for computer lab use weekly. The lab is available on an as-needed basis for classroom use. Teachers may pre-collaborate with the media specialist for computer class instruction if desired (M. Carter, personal communication, February 20, 2008).



Overdue Materials


Students are encouraged to return library books as soon as they have finished reading them and must return them by the time they are due. If a book has not been returned within two weeks, the title will show up in the system as overdue. Students are instantly alerted to overdue materials by the media center staff when attempting to check out further material. Media center staff will also alert students who have overdue materials via written notification which will remain confidential in accordance with the Official Code of Georgia (O.C.G.A.) § 24-9-46 (LexisNexis®, 2008b). Per guidelines set forth in O.C.G.A. § 20-2-1013, students with overdue notices will not be able to check out further materials until their overdue book is returned or paid for; however, they may still use resources while visiting the media center (LexisNexis®, 2008a). Please note, teachers’ books and materials become overdue when they are held past the end of the school year. Fines are not levied for overdue items (D. M. Milford, personal communication, January 22, 2008).

Damaged Materials

It is expected that items circulated through the Bennett media center should be returned in the same condition in which they were checked out. However, this may not always occur. Students, parents, teachers, and staff will be held responsible for items that are returned to the media center in damaged condition. When materials are damaged, the media center staff will examine them closely and determine whether or not they can easily be repaired. If so, repairs will be made to pages and bindings at no cost to the individual. If items are lost or damaged beyond repair, then the responsible party will be asked to pay a fee that equals the cost of the book in order to replace it. If the price of a book cannot be determined, a fee of $18.00 will be assessed. In the event that books are lost or destroyed because of extenuating circumstances, fees will not be assessed.

In accordance with O.C.G.A. § 20-2-1013, 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 (LexisNexis®, 2008a).
Lost Books


Books that are lost must be paid for by the borrowing party. Any material that is lost while on loan to BES must also be paid for by the student, teacher, or parent who borrowed it (M. Carter, personal communication, February 20, 2008). Please refer to the “Damaged Materials” section regarding policies for replacement of lost or damaged materials in accordance with O.C.G.A. § 20-2-1013.
Audiovisual Materials


The Bennett media center has a collection of videotapes, audiotapes, and software available for circulation to faculty and staff. Videos on hand carry a G rating. Guest speakers may bring videos to present to classes so long as they are first approved by the principal and are found to be in compliance with applicable copyright laws. Videos used by guest speakers must be rated G. Teachers may also request AV materials through interlibrary loan; however, all borrowed materials must be approved by the principal before being utilized in the classroom. Teachers may only bring videos from home to show in the classroom once they ensure that they are copyright compliant. Approval forms may be found in the main office and media center but should be returned to the principal’s office for approval (D. M. Milford, personal communication, January 22, 2008).

Inventory


Inventory is the act of checking the collection against the recorded holdings. The media center is closed to check out for the last two weeks of the school year in anticipation of final inventory. At that time an inventory will be conducted through the circulation system utilizing the scanner. 

· During inventory, students and teachers may return to the media center to check in overdue books, but no materials may be checked out.
· A “missing item” report will be generated for each class and distributed to all homeroom teachers in order that all items may be inventoried and accounted for.

· At the end of the year, all technology-related equipment must be returned and an inventory of those items conducted.

· Atlant Public School Board of Education policy on lost items requires the filing of a missing report. This report is to be turned over to the Assistant Principal who turns it over to APS detectives (APS Board Governance System, 1990). 


Weeding

Inventorying the collection is important to assure that holdings are accounted for. After conducting a thorough inventory of media center books and materials, the media specialist determines what materials should be weeded. When making decisions about removing items from or adding items to the collection, the media specialist must first:
· Consider obsolescence especially in the areas of mathematics, science, computer science and social sciences.

· Examine the physical condition of the collection.

· Consider the number of copies in the collection.

· Consider balance and coverage of the subject by other materials.

· Examine use patterns (NOTE: insufficient use must never be the sole governing factor). Infrequently used materials are retained if they contribute to the overall excellence of the collection.

· Evaluate value to the total collection. Materials within the collection strive for balanced viewpoints (APS Board Governance System, 1990).

· Determine importance of the work in a specified subject area.

· Consider the age of the book. Checking a book’s copyright dates ensures currency (Stephens & Franklin, 2007, p. 145-149).

Mending and Repairing
Media center materials shall be properly maintained to ensure usability for as long as possible. Items in the collection shall be periodically examined and when necessary mended and/or cleaned. The decision to repair or discard books and materials is left to the discretion of the media specialist. If possible, media center staff shall make all attempts to salvage items, especially those which are expensive, irreplaceable, or in high demand. However, paperback books, consumables, and donated materials may be discarded if deemed irreparable (D. M. Milford, personal communication, May 22, 2008). Before making the decision to mend a book, media center staff should also consider the following:

· Whether or not the item is still available.

· If it is cheaper to replace the damaged book than it would be to repair it.

· Whether or not there is an immediate demand for the book in question.

· If there are duplicate copies available in the collection.

· If the book is sturdy enough to withstand future use once repaired.

· If the repairs are simple enough to fix in-house by a member of the media center staff.

Media center staff will attempt to clean marked pages, fix tears, secure loose pages, mend books with minor binding issues, and reattach missing pages if possible. When these efforts fail and it is determined that the book cannot be repaired, a replacement fee will be assessed if the borrowing party is known. Irreparable materials will then be discarded (M. Carter, personal communication, March 13, 2008). 

Donated Materials Policy
In accordance with the policies set forth by APS, “gift items may be accepted or rejected by the same criteria used for purchase consideration.” The appropriate media committee shall evaluate the acceptability of gift materials (APS Board Governance System, 1990).

Donations of materials made to the Bennett media center are accepted at the discretion of the media specialist and become the property of BES (M. Carter, personal communication, September 18, 2008). The media center reserves the right to evaluate donations and gifts to the school library using the same criteria used for new purchases. Gifts to the media center will be carefully examined and evaluated based on the guidelines outlined below. Materials not meeting these standards will be marked for disposal by the school media committee (APS Board Governance System, 1990). Gifts may be rejected or disposed under the following conditions:

· Donated material is no longer relevant to any curricular needs.

· Donated material is outdated based on copyright dates and content.

· Donated material is damaged or worn.

· Donated material is a duplicate in an area when there is considerable duplication.

· Donated material is commercial and deemed as advertising (Bishop, 2007, p. 44-45).

The Bennett media center cannot accept gifts to its library that come with restrictions or conditions relating to their disposal. Materials that are removed from the library may:

· Be sent to another school that has expressed a need for the materials.

· Be donated to a local public library or civic organization.

· Be distributed at the discretion of the media specialist who will use judgment in the value of giving them away (Bishop, 2007, p. 44-45).

· Be destroyed and properly disposed of in accordance with media committee or APS policies (APS Board Governance System, 1990).

Special Donations 

Birthday Book
Friends and family members have the option of donating a book to the BES media center in celebration of student’s birthday. A bookplate will be placed in the front of the donated book honoring the student. Additionally, the book shall be displayed in the student’s classroom before being added to the media center shelves (Morningside Elementary School, n.d.). Please see Appendix D for the appropriate form.
Procedures

Collection Management


According to Information Power: Building Partnerships for Learning, “the collections of the library media program are developed and evaluated collaboratively to support the school’s curriculum and to meet the diverse learning needs of students” (AASL & AECT, 1998, p. 90). Furthermore, because it is to be developed in close collaboration with teachers and other stakeholders, Bennett’s media collection shall reflect the developmental, cultural, and learning needs of all students (AASL & AECT, 1998, p. 90).

Consideration File

The media specialist is to maintain records of requests and suggestions made by administrators, teachers, and students regarding the purchase of new materials. The physical consideration file may include written request forms, order slips, notices from publishers, and temporary files. The media specialist may choose to enter titles into the online public access catalog as time permits so long as he or she denotes that the item is being considered and not yet part of the collection. The consideration file should include as much bibliographic and purchasing information as possible to facilitate the purchasing process (Bishop, 2007, p. 49).


In addition, technology has enhanced the ability to create an efficient consideration file. Some jobbers such as Follett’s Titlewave enable media specialists to create and save a list of materials for easy ordering at a later date. The creation and maintenance of a database is encouraged to input ordering information for materials which are recommended for purchase in the school library (BCPS, n.d.-a).

Teacher Recommendations


It is important to communicate with teachers in order to access curriculum needs and obtain recommendations for school library purchases. The school media collection is integral to the success of Bennett’s instructional and learning processes, therefore the strength and value of the collection increases when teachers are actively involved in the selection process (BCPS, n.d.-f). A Faculty Recommendation form is located in Appendix F of this document and at the Bennett media center circulation desk.

Student and Parent Recommendations


Suggestions from students and parents at BES are also important when considering additions to the media center collection. Any student or parent may recommend items that serve their informational or personal needs and interests (BCPS, n.d.-f). A sample Student and Parent Recommendation form may be found in Appendix G.

Other Considerations


When considering materials for purchase, it is ideal to examine materials firsthand. When this is impossible, it may be necessary for media specialists to consult professional journals and authoritative selection tools when adding to the media center collection. Favorable reviews from such publications as School Library Journal®, Horn Book Guide, Library Media Connection, or Book Links, for example, provide helpful information to aid in the selection process. In addition, jobbers such as Follett (Titlewave) and Bound to Stay Bound contain starred reviews in their online catalogs. Moreover, resources listed in the Periodicals Catalog and the H. W. Wilson Catalog have been reviewed and approved (D. M. Milford, personal communication, September 3, 2008). For a list of selection tools, jobbers, and other supply companies and vendors, please see Appendix E.
Ordering Procedures

 APS Media Services has chosen Follett as their preferred provider. While not mandatory, it is encouraged that print materials be ordered from Follett, as they provide a yearly collection analysis record on which orders can be based. The company’s services may be accessed through their Web site, www.TitleWave.com. 

Specific titles not available through Follett may be purchased, at the media specialist’s discretion, from any reputable company offering them. 
Schools are encouraged to purchase cataloging when ordering materials from vendors. Even though a nominal fee is charged for this processing, the time saved balances the cost. Shelf-ready materials should include spine labels and barcodes (L. Handley, personal communication, October 14, 2008).

The following procedures are to be followed when placing orders for the media center utilizing state funds:

· Once the annual budget has been received, plan to have all monies minus 25% spent by winter break.

· Whenever feasible, arrange for vendors to visit in order to examine items before they are purchased.

· Professionally prepared selection aids are recommended to assist with purchasing decisions whenever materials cannot be examined firsthand. 

· Spend no more than $2000 per order, maximum.

· Limit the purchase of duplicate materials to items that are used extensively. 

· Keep a record or log of all purchases made.

· When ordering from book jobbers (companies that represent a lot of publishers like Follett or Bound to Stay Bound), plan to exceed your purchase amount by 10% to ensure the order is filled with alternate selections when items are out of print or out of stock. Inform the book vendor of a “DO NOT EXCEED” amount, and print this amount on the purchase order. 

· When possible, select a “No Back Order” option to avoid shipping delays. Books that are out of stock may be ordered at a later date.

· Deduct periodical expenses from the budget before ordering.

· After allowing for the purchasing of periodicals, remaining media center funds may be divided using the following formula:

1. Books and print materials: 60%.

2. AV and non-print materials: 30%. 

3. Supplies: 10%.

· When ordering, remember the focus for APS reform is Science and Math.

· When making purchases, e-mail or send a print copy of your order to the APS Media Coordinator, Warren Goetzel:

Warren Goetzel

wgoetzel@atlanta.k12.ga.us

Phone: 404-802-2760

Fax: 404-802-1715

· APS Media Services must place all orders for audiovisual equipment (APS, n.d.-a).

The following procedures will be followed when placing orders for the media center utilizing Parent-Teacher Association (PTA) funds:

· Maintain all receipts to turn into the Bennett treasurer.

· Ask the PTA Treasurer for a copy of the school’s tax-exemption letter. This document must be presented when making tax-free purchases.

· Review large expenditures with the Bennett Media and Technology committee before making purchases.

· Receive no less than two bids from qualified vendors for large expenditures (L. Handley, personal communication, October 17, 2008).

Tip: Publisher and jobber catalogs can be useful in preparing orders and determining the availability of materials. The library media specialist should remember that these are marketing tools, not selection tools. It is recommended that a Publisher and Producer file be kept for those catalogs which prove to be most beneficial and appropriate to the media center collection. Some catalogs do include review sources, but they may not be appropriate guides for purchasing decisions. Additionally, some jobbers may prepare subject-specific bibliographies of materials upon request. These lists can be used to facilitate preparation of purchase requisitions (BCPS, n.d.-e).

Receiving Procedures
Physical Processing of Materials


Care must be taken when unpacking an order received at the BES library. The following steps should be taken when receiving and processing new materials:

1. Locate the packing slip or invoice containing an itemized list of items purchased. 

2. Check items against the packing slip to ensure titles match. In the case of non-print materials, this step must occur before any shrink wrap is removed from software or audiovisual materials because many jobbers and distributors will not accept return of these items once they have been unwrapped. 

3. Continue to check off each book on the itemized list to ensure the order is complete and all items have been received. 

4. Make a list of questions or concerns. Common problems include missing titles, wrong editions, wrong number of copies, and damaged or incomplete materials (Bishop, 2007, p. 113). 

5. Check binding, spine, print, and paging of each book for damage (School Board of Clay County, 2006). Before proceeding further, contact the company to address any issues.

6. After all items have been checked, the next step is to affix the school stamp (Bishop, 2007, p. 113). Stamp “Bennett Elementary Media Center” on the inside cover and on a designated “secret” page consistently on all items. Avoid stamping through illustrations and text (School Board of Clay County, 2006). 

7. Apply barcodes to items that are not preprocessed. 

8. Affix spine labels to each item and Accelerated Reader™ [AR] decals on those books which are AR approved. Apply protective clear labels over decals, spine labels, and barcodes.

9. Install security strips. 

10. Reinforce spines of paperbacks and corners as needed.

11. Process barcodes and add items to the circulation database as outlined below.

12. Shelve new materials (M. Braswell, personal communication, June 30, 2008).

Bar Code Treatment


Once materials have been stamped with the media center stamp, it is time to process the barcode. It is recommended whenever possible to purchase items preprocessed. Many jobbers can do this for a fee. Items come shipped with MARC and other cataloging records, spine labels, barcodes, and security strips with the order. Purchasing “shelf-ready” materials can save the media staff an enormous amount of time and is worth the cost (Bishop, 2007, p. 13). If this option is not available, it will be necessary to apply the barcode and a barcode protector to each item. Barcodes should be affixed to the front cover near the top or bottom right so as not to cover any titles, authors, or illustrations. If available, a second barcode should be applied to the last page of the book inside the back cover or in a more discrete location on non-print materials as well as equipment. Records must be imported if this has not already been done by the distributor. Barcodes should be checked against MARC records and verified when they are processed by a jobber. Lastly, when processing is complete barcodes must be entered into Bennett’s online public access catalog.

Periodicals/Serials/Newspapers


When magazines and other periodicals arrive in print form, the following steps should be taken to process and maintain these materials:

1. Remove advertising inserts.

2. Affix a “Bennett Elementary Media Center” label on the front right corner of each protective magazine cover. Affix the label to the top right corner of newspapers.
3. Place each magazine in its protective plastic cover replacing the previous issue.

4. Display current issues in a display case.

5. Place previous issues on the shelf for teacher access. These issues will available to students upon request as well.

6. Retain back issues of magazines and journals for two years, weeding at the end of each school year.
7. Retain back issues of newspapers for two weeks, and then recycle (D. M. Milford, personal communication, January 22, 2008).
Repair and Mending

Book Repair

The Bennett media center staff follows the guidelines set forth by Official Code of Georgia - Education - Title 20, Section 20-2-1013 (see Technical Services: Procedure for Lost/Damaged Materials) and trains all media center staff regarding circulation mechanics. Therefore:  
Working within the parameters of the district policies, the media specialist is responsible for establishing collection maintenance procedures for systematic inspection of all materials and equipment. While technicians and aides can repair and clean materials and equipment, the media specialist identifies maintenance problems, diagnoses causes, establishes corrective measures, and monitors the quality of the work completed by the media center staff or an outside contractor (Bishop, 2007, p. 123).

Materials Needed

Basic materials are needed to perform common in-house book repairs. The items most often used include the following:

· Liquid mending adhesive

· Shears or scissors

· Clear ½” book tape

· Clear hinge repair tape – 2” wide and 4” wide (for spines)

· Clear laminate for book covers

· Good quality eraser 

· Fine grit sandpaper  

· Waxed paper

· Paste brush

· Book weight or H-band

· Ruler/bone folder

· Black Permanent Marker pen

· Transparent tape

· Glue stick

· Multipurpose cleaner

· Goo Gone(
· Gum art or plastic eraser

· X-Acto( knife

· Clean cloth

· Cotton swab

· Paper towel

· Label protector

· Small piece of sponge

· Small block of wood

· Long craft sticks (Brodart, 2008) 


Most of the above-listed items can be obtained from these library supply companies:

Brodart
1-800-233-8959
www.brodart.com 

Demco

1-800-356-1200
www.demco.com
Cleaning Marked Pages

Pencil Marks

· Remove pencil marks with a gum art eraser or plastic eraser.

· Rub from the inner margin toward the edge to avoid wrinkling the page.

Marker or Highlighter Marks

Using a clean cloth or cotton swab, apply ink mark eradicator to remove ink, marker, highlighter, crayon, and adhesive residue from book jacket covers and books with plastic or laminated covers.

Ink and Crayon Marks

· Use an X-Acto( knife, steel knife, or book repair knife to remove ink or crayon by gently scraping across the surface of the mark.

· If the ink has penetrated the paper too deeply to be removed easily with a knife, leave the stain as is to prevent further damage to the page.

Food and Gum

· If possible, open the book to the pages containing the foreign material, place the book in the freezer for 24 hours to allow the material to become brittle, immediately after removal from the freezer, use the knife to gently pick away the material.

· If it cannot be completely removed, place a label protector over the material to prevent pages from sticking together.

Soiled Book Content Edges

· Rub an art gum eraser or very fine grit sandpaper over the content edges to remove dirt and other marks.

· Rub the eraser over the top, bottom, and side, or if sandpaper is used, wrap it around a piece of sponge or small block of wood for better handling and coverage.

Removing Tape Residue or Sticky Residue

Use a small amount of nail polish remover or Goo Gone( on a cotton swab and rub the area.

Torn Page Repair

· Cut two strips of tape, making sure that each strip is one-eighth to one-fourth inch longer than the tear and at least wide enough to cover one-fourth inch on either side of the tear.

· Align any text that is on the tear. Center the tape over the tear and apply.

· Burnish with a fine bone folder or a ruler to remove any air bubbles, and ensure maximum adhesion, making the repair as invisible as possible.

· Turn the page and apply the second piece of tape to the tear. Burnish with a ruler or a bone folder.

· Trim any tape that goes beyond the edges of the page (Brodart, 2008).



Loose Page Repair

· Identify the location for page insertion.

· Protect the facing pages with waxed paper.

· If the page is ragged, trim about one-eighth inch with shears or a personal page trimmer.

· With a paste brush, apply a thin line of adhesive on the edge of the page, running brush along loose page. (Tip: An alternative to this would be to place the page on waxed paper, covering it with a second sheet of waxed paper, exposing about one-eighth inch and brushing adhesive onto the exposed area.)

· Insert the loose page, making sure it is right side up.
· With the waxed paper still in place, close the book, and wrap it with an H-band or place it under a book weight for a few hours to dry.

· Once dry, gently remove waxed paper.

Tip: Waxed paper should be placed deeply into the book’s gutter but should be aligned with the adhesive area to avoid gluing pages together.

Loose Binding/Hinge Repair

Using Adhesive

· Coat a long stick with adhesive and insert it into the inside of the casing.

· Rotate the adhesive-covered stick only between the end sheet and the cover where the hinge is formed; never place the adhesive directly on the spine.

· Press firmly together and allow it to dry.

Using Tape

· Cut the two strips of tape each one-fourth inch shorter than the book spine.

· Pick up one of the strips, remove one side of the split back liner and fold it around your ruler adhesive side out. Press the tape into place within the book’s hinge.

· Burnish the tape with a bone holder or ruler to ensure maximum adhesion.

· Repeat the above steps on the opposite side (Brodart, 2008).

Web Sites on Mending

A Simple Book Repair Manual
http://www.dartmouth.edu/~preserve/repair/repairindex.htm 

Three Basic Book Repair Procedures
http://www.philobiblon.com/bkrepair/BookRepair.html
Procedures and Treatments Used for Book Repair
http://www.library.uiuc.edu/preserve/procedures.html
Additional Comments: Media specialists should also educate teachers and students about the proper care of media center materials and equipment. Please refer to the Technical Services: Procedure for Lost/Damaged Materials section of this handbook for more information. It is worthwhile to offer professional development workshops to teachers on the proper use of equipment, especially if new equipment is purchased (Bishop, 2007, p.123).

When students first begin using the media center, they should be taught to handle books carefully by turning pages only by the corners, keeping books in safe locations out of the reach of young siblings and dogs, not writing in books or placing objects in books, and refraining from reading books while eating or drinking beverages (Bishop, 2007, p. 123).

Book Rebinding

APS policy states “before sending a book to a bindery, compare the cost of a new copy or edition. A new copy is often as inexpensive and is more appealing than the rebound volume. In some cases, where the title is out-of-print, rebinding is the best option. Most binderies can use the dust jacket as a laminated cover board (APS, n.d.-a).

Books meeting the following criteria are recommended for rebinding:

· Books that cannot be replaced.

· Books that are in excellent condition and have at least one-half inch of inside margin to provide adequate space for repair.

Books meeting the following criteria are not recommended for rebinding:
· Books that have very fine print.

· Books with brittle, torn, yellowed, or stained pages.

· Books that can be replaced for less than the cost of rebinding (L. Handley, personal communication, October 14, 2008).

Once the media center has identified the books to be rebound, follow these procedures:

· A list of books should be made and the circulation card removed from each book.

· The automation system should be updated to provide a record of books sent for rebinding.

· One copy of this record should be kept on file for future reference and the other copy should be included in the box with the books.

· The books should be packed into a box with a shipping label affixed containing the school’s name and address as well as the bindery’s name and address (see below). 

· The box should be clearly marked as “Books to be Rebound.”
· Books that need to be rebound will be sent to the bindery at the end of May 
(BCPS, n.d.-b).

Bindery Information

Southern Library Bindery Company 

2952 Sidco Drive

Nashville, Tennessee 37204-3777

615-244-5045 (Phone)

615-244-5046 (Fax)

1-800-637-3509

E-mail: slibrarybindery@bellsouth.net 

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


Repairing Audiovisual (AV) Materials

The library media specialist is the building coordinator for audiovisual equipment and computers and is responsible for equipment maintenance and repair. Audiovisual materials should be mended at the building level only if the repair can be accomplished easily and the media specialist feels confident making the repair. Otherwise, equipment should be sent to a competent facility for repair or be weeded, discarded, and replaced (School Board of Clay County, 2006). The school librarian will make minor repairs and adjustments to AV equipment including bulb replacement, troubleshooting, and maintenance. All portable equipment in need of repair or service should be returned to the circulation desk along with a completed repair request form. See Appendix H for a copy of this document.

Repairs may be required occasionally to restore worn or damaged equipment to operating conditions, provided the items are still in demand, not obsolete, and the estimated cost of repair is reasonable. Items worn beyond reasonable repair but continue to demand use should be replaced, provided funds are available. Generally, if equipment has lasted at least one half of its expected life and the cost of repair is at least one half the cost of new equipment, it would be advisable to consider replacement rather than repair (School Board of Clay County, 2006). 

The following procedures should be followed for AV repair:

· All equipment should have a Bennett decal and/or media center barcode.

· Equipment for repair should be tagged and assembled for pick-up by the maintenance department. 

· A record log should be made of the date sent and the repair requested.  

· Each piece of equipment sent for repair must be clearly labeled with the name of the school as well as a description of the specific problem with the equipment.  

· Equipment cannot be removed from the school unless all paperwork is complete, and no repaired equipment will be left at the school unless signed for by the proper authority (School Board of Clay County, 2006).

When equipment is damaged beyond feasible repair or is outdated and no longer serves a viable purpose in the instructional program, contact the district supervisor regarding its disposal (L. Handley, personal communication, October 6, 2008).

Tip: It is wise to keep an instruction manual for each type of equipment received. If that is unavailable, manuals are usually available online and can be beneficial to users (Fulton County Schools, 2008).

Additional Comments: As with print materials, students and teachers should be instructed on the proper care and usage of AV materials. If students are using CDs and DVDs they should be shown how to handle these items properly, holding the discs carefully by the edges and making certain they do not get scratched (Bishop, 2007. p. 125).

Similar to print materials, ensuring appropriate temperature and humidity in the media center to preserve materials and equipment is also included in maintenance procedures. This is particularly important in summer months. Custodial staff should be instructed to operate air conditioning systems for a part of each day. Not doing so may result in mold and mildew damage and could leave equipment inoperable (Bishop, 2007, p. 125). 


Please see Appendix I for a list of Web sites designed to assist with common problems such as mold, mildew, and parasites.

Technical Services
Procedure for lost/damaged materials

At the beginning of each school year, students will receive instruction during media center orientation regarding the proper care and handling of library books. Students are instructed to report lost or damaged books immediately. All procedures regarding lost or overdue materials will be summarized in the Brandon Bee newsletter on a quarterly basis and included in the handbook that students receive at the beginning of each school year. Additionally, a copy of the policies and procedures regarding lost, damaged, or overdue materials will be posted on the library bulletin board (L. Jackson, personal communication, September 23, 2008). All patrons who borrow materials from the Bennett media center will be held responsible for items that become lost or are returned to the media center in intentionally damaged condition in accordance with provisions set forth by Official Code of Georgia - Education - Title 20, Section 20-2-1013 (b). Please refer to the Media Services Policy section of this handbook for more information on this code (LexisNexis®, 2008a).
Furthermore, 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 (APS Board Governance System, 1990).


In order to ensure proper administration of the collection, all media center staff will be trained regarding circulation mechanics (Stephens & Franklin, 2007, p. 26). The following steps will be taken to ensure lost or damaged materials are being handled correctly:

· Media center staff will carefully monitor each checkout so potentially lost books are not overlooked.

· Media center staff will carefully monitor check-in of all materials so that a damaged book is not inadvertently returned to the collection.

If a student reports that a book has become lost or damaged, a letter from the media center will be sent home to the parent/guardian stating the title of the lost or damaged item as well as its replacement cost.

Damaged books

Materials that are returned to the media center in damaged condition will be examined for repairs. Simple repairs shall be made to pages and bindings by qualified media center staff at no cost to the individual. These repairs include, but are not limited to:
· Attaching loose pages

· Mending torn corners

· Repairing a loose paperback cover

· Cleaning pages

· Placing laminate book covers on paperbacks

· Reinforcing corners and spines with laminate
· Replacing the spine (L. Jackson, personal communication, September 23, 2008).

When materials are irreparable, the lesser of the actual replacement value or $18.00 will be charged. However, no replacement fee will be charged for damaged paperback books. Payments must be made before the end of each school year or the student’s report card will be withheld until payment is made. In addition, until such time as repayment is received, the student’s checkout allotment will be reduced by the number of damaged and lost books he or she has on file. These provisions are highlighted further in O.C.G.A. § 20-2-1013 which is explained in the Media Services Policy section of this handbook (LexisNexis®. 2008a).

Lost books
· A book that is lost by a student must be paid for by the student. Any material which is on loan at the time it becomes lost must also be paid for by the student. 

· A fee equal to the cost of the book or a flat rate of $18.00 will be imposed for each book lost, whichever is less.

· The book will be deleted from the collection and reordered if necessary for replacement.

· The student will be notified and a note sent home to the parent in the child’s assignment folder to go home at the end of the day.

· After payment is received, a receipt will be given and the student’s record will be cleared.

· If the book is eventually found, the student and parent are notified and a reimbursement for the full amount will be sent home in the mail.

· The media specialist will change the child’s record to reflect the status of the book and remove the book from the child record.

· The student may then be allowed to circulate the maximum number of books allowed for their grade level (L. Jackson, personal communication, September 23, 2008).

The library community at BES is strongly committed to patron privacy rights. Students should expect to use media center collections and seek information without scrutiny per O.C.G.A. § 24-9-46 (LexisNexis®. 2008b). To that end, library notices for lost or damaged books will be confidentially submitted to each student’s teacher and stapled closed in order to ensure privacy and confidentiality. Teachers will be educated about the importance of keeping personal library information confidential. 


See Appendix J for a sample Lost or Damaged Book Notice. If materials become lost due to extenuating circumstances beyond the borrowing party’s control, modifications may be made to avoid unreasonable penalties. An item is considered lost when it has not been returned to the school library for a period of at least one month (L. Jackson, personal communication, September 23, 2008).


The following sanctions may be taken against a student who fails or refuses to pay for a lost or damaged textbook, library book or media materials per O.C.G.A. § 20-2-1013:
· The media center shall refuse to issue any additional textbooks, library books, or media materials until restitution is made; and/or
· The media center shall withhold all grade cards, diplomas or certificates of progress until restitution is made. This includes holding final report cards issued at the end of the year until the debt has been settled (LexisNexis®. 2008a).

Students with lost or damaged materials will receive a hold slip and a second letter will be sent to the parents/guardians from the administration. See Appendix K for a sample Report Card Hold Letter. Theses shall be mailed at least two weeks before the end of the year (L. Jackson, personal communication, September 23, 2008).
Collaboration Resources

Reconsideration of Materials Procedures 

In accordance with GA BOE Rule 160-4-4-.01, the APS Board of Education accepts responsibility for all matters relating to the selection of instructional materials and supports the Library Bill of Rights adopted by the American Library Association (ALA), ALA’s and AAP’s Freedom to Read Statement, as well as the First Amendment to the Constitution of the United States of America. Please refer to Reconsideration Policies in this handbook for specific principles.


When a request for reconsideration of instructional and media center resources is made, the freedom to read, listen, and view these materials must be defended. Objections to learning resources used in the educational setting may be made by following the proper protocol for challenging materials. In situations where parents challenge the appropriateness of various reading, listening, or viewing materials, their objections must be limited to the manner in which these items will impact their children. 

Media specialists who are responsible for selecting resources for the media center collection shall be duly qualified to make appropriate selection decisions by following the policies and procedures outlined in this handbook and by observing the criteria for selecting learning resources.


When an item is disputed, access shall not be restricted at any time prior to the conclusion of the reconsideration period. A critical factor in determining whether to remove books or other materials from the collection hinges on the appropriateness of the material for its intended educational use.


 Implementation of these procedures shall be in accordance with administrative regulations set forth by the Superintendent of the Atlanta Public School System (APS, n.d.-c).


Once an Atlanta Public School receives a complaint disputing a library or instructional resource, the staff shall take the following steps to try to resolve the issue formally:

1. The principal or his/her appointee shall first listen to objections, then explain selection procedures and criteria. The principal shall make a reasonable effort to resolve the issue. No commitment will be given as to the disposition of the challenged material. Challenged materials may not be removed without adhering to proper procedures.

2. If an individual wishes to file a formal challenge, a copy of the system’s Selection of Learning Resources policy, procedure for Reconsideration of Instructional Media, and the form for Request of Reconsideration of Instructional Media shall be provided by the principal. 

3. The Request for Reconsideration of Instructional Media form must be signed by the person filing the complaint and submitted to the principal within ten school days. Please see Appendix L for a copy of this form.


4. The principal will meet with the local school media committee within 20 school days to discuss the request and evaluate the material. The local school media committee shall review the challenged resource and judge its conformity to the principles found in the system’s selection of Learning Resources Policy. A Record of Action form shall be filed by the media specialist. This form may be found in Appendix M.

5. The local media committee shall take the following actions when reviewing materials for reconsideration:

· Examine the challenged resource in its entirety.

· Determine professional acceptance by reading critical reviews of the resource.

· Weigh values and faults, forming opinions based on the material as a whole rather than on passages or sections taken out of context.

· Discuss the challenged resource in the context of the educational program.

· Discuss the challenged item with the individual questioner when appropriate.

· Prepare a written report.

6. The report shall be discussed with the disputing individual when requested. The written report shall be retained by the school principal, with copies forwarded to administrative supervisors. A minority report may also be filed. Written reports, once filed, are confidential and available for examination by Board members and appropriate officials only.

7. If the questioner is not satisfied with the decision of the local school media committee, he/she may appeal within ten school days to the system-wide Media Coordinator. A letter requesting the appeal and a completed copy of the Request for Reconsideration of Instructional Media form shall be sent to the system-wide Media Coordinator for review by the system-wide media committee (APS, n.d.-c).

System-wide Media Committee Procedures

· The System-wide media committee shall follow the same procedure as outlined for the local media committee.

· If the decision of the System-wide media committee is not acceptable to the questioner, an appeal may be made to the Superintendent of Atlanta Public Schools.

· If the decision of the Superintendent of Schools is not acceptable to the questioner, an appeal may be made to the Board of Education (APS, n.d.-c).
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Appendix A: Library Bill of Rights
The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.

I. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation.

II. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval.

III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 

IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.

V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.

VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use.



(ALA, 1996)

Appendix B: The Freedom to Read Statement

The freedom to read is essential to our democracy. It is continuously under attack. Private groups and public authorities in various parts of the country are working to remove or limit access to reading materials, to censor content in schools, to label "controversial" views, to distribute lists of "objectionable" books or authors, and to purge libraries. These actions apparently rise from a view that our national tradition of free expression is no longer valid; that censorship and suppression are needed to counter threats to safety or national security, as well as to avoid the subversion of politics and the corruption of morals. We, as individuals devoted to reading and as librarians and publishers responsible for disseminating ideas, wish to assert the public interest in the preservation of the freedom to read.

Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the ordinary individual, by exercising critical judgment, will select the good and reject the bad. We trust Americans to recognize propaganda and misinformation, and to make their own decisions about what they read and believe. We do not believe they are prepared to sacrifice their heritage of a free press in order to be "protected" against what others think may be bad for them. We believe they still favor free enterprise in ideas and expression.

These efforts at suppression are related to a larger pattern of pressures being brought against education, the press, art and images, films, broadcast media, and the Internet. The problem is not only one of actual censorship. The shadow of fear cast by these pressures leads, we suspect, to an even larger voluntary curtailment of expression by those who seek to avoid controversy or unwelcome scrutiny by government officials.

Such pressure toward conformity is perhaps natural to a time of accelerated change. And yet suppression is never more dangerous than in such a time of social tension. Freedom has given the United States the elasticity to endure strain. Freedom keeps open the path of novel and creative solutions, and enables change to come by choice. Every silencing of a heresy, every enforcement of an orthodoxy, diminishes the toughness and resilience of our society and leaves it the less able to deal with controversy and difference.

Now as always in our history, reading is among our greatest freedoms. The freedom to read and write is almost the only means for making generally available ideas or manners of expression that can initially command only a small audience. The written word is the natural medium for the new idea and the untried voice from which come the original contributions to social growth. It is essential to the extended discussion that serious thought requires, and to the accumulation of knowledge and ideas into organized collections.

We believe that free communication is essential to the preservation of a free society and a creative culture. We believe that these pressures toward conformity present the danger of limiting the range and variety of inquiry and expression on which our democracy and our culture depend. We believe that every American community must jealously guard the freedom to publish and to circulate, in order to preserve its own freedom to read. We believe that publishers and librarians have a profound responsibility to give validity to that freedom to read by making it possible for the readers to choose freely from a variety of offerings.

The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand firm on these constitutional guarantees of essential rights and will exercise the responsibilities that accompany these rights.

We therefore affirm these propositions:

1. It is in the public interest for publishers and librarians to make available the widest diversity of views and expressions, including those that are unorthodox, unpopular, or considered dangerous by the majority. 

Creative thought is by definition new, and what is new is different. The bearer of every new thought is a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain themselves in power by the ruthless suppression of any concept that challenges the established orthodoxy. The power of a democratic system to adapt to change is vastly strengthened by the freedom of its citizens to choose widely from among conflicting opinions offered freely to them. To stifle every nonconformist idea at birth would mark the end of the democratic process. Furthermore, only through the constant activity of weighing and selecting can the democratic mind attain the strength demanded by times like these. We need to know not only what we believe but why we believe it.

2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they make available. It would conflict with the public interest for them to establish their own political, moral, or aesthetic views as a standard for determining what should be published or circulated. 

Publishers and librarians serve the educational process by helping to make available knowledge and ideas required for the growth of the mind and the increase of learning. They do not foster education by imposing as mentors the patterns of their own thought. The people should have the freedom to read and consider a broader range of ideas than those that may be held by any single librarian or publisher or government or church. It is wrong that what one can read should be confined to what another thinks proper.

3. It is contrary to the public interest for publishers or librarians to bar access to writings on the basis of the personal history or political affiliations of the author. 

No art or literature can flourish if it is to be measured by the political views or private lives of its creators. No society of free people can flourish that draws up lists of writers to whom it will not listen, whatever they may have to say.

4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve artistic expression. 

To some, much of modern expression is shocking. But is not much of life itself shocking? We cut off literature at the source if we prevent writers from dealing with the stuff of life. Parents and teachers have a responsibility to prepare the young to meet the diversity of experiences in life to which they will be exposed, as they have a responsibility to help them learn to think critically for themselves. These are affirmative responsibilities, not to be discharged simply by preventing them from reading works for which they are not yet prepared. In these matters values differ, and values cannot be legislated; nor can machinery be devised that will suit the demands of one group without limiting the freedom of others.

5. It is not in the public interest to force a reader to accept the prejudgment of a label characterizing any expression or its author as subversive or dangerous. 

The ideal of labeling presupposes the existence of individuals or groups with wisdom to determine by authority what is good or bad for others. It presupposes that individuals must be directed in making up their minds about the ideas they examine. But Americans do not need others to do their thinking for them.

6. It is the responsibility of publishers and librarians, as guardians of the people's freedom to read, to contest encroachments upon that freedom by individuals or groups seeking to impose their own standards or tastes upon the community at large; and by the government whenever it seeks to reduce or deny public access to public information. 

It is inevitable in the give and take of the democratic process that the political, the moral, or the aesthetic concepts of an individual or group will occasionally collide with those of another individual or group. In a free society individuals are free to determine for themselves what they wish to read, and each group is free to determine what it will recommend to its freely associated members. But no group has the right to take the law into its own hands, and to impose its own concept of politics or morality upon other members of a democratic society. Freedom is no freedom if it is accorded only to the accepted and the inoffensive. Further, democratic societies are more safe, free, and creative when the free flow of public information is not restricted by governmental prerogative or self-censorship.

7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing books that enrich the quality and diversity of thought and expression. By the exercise of this affirmative responsibility, they can demonstrate that the answer to a "bad" book is a good one, the answer to a "bad" idea is a good one. 

The freedom to read is of little consequence when the reader cannot obtain matter fit for that reader's purpose. What is needed is not only the absence of restraint, but the positive provision of opportunity for the people to read the best that has been thought and said. Books are the major channel by which the intellectual inheritance is handed down, and the principal means of its testing and growth. The defense of the freedom to read requires of all publishers and librarians the utmost of their faculties, and deserves of all Americans the fullest of their support.

We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for the value of the written word. We do so because we believe that it is possessed of enormous variety and usefulness, worthy of cherishing and keeping free. We realize that the application of these propositions may mean the dissemination of ideas and manners of expression that are repugnant to many persons. We do not state these propositions in the comfortable belief that what people read is unimportant. We believe rather that what people read is deeply important; that ideas can be dangerous; but that the suppression of ideas is fatal to a democratic society. Freedom itself is a dangerous way of life, but it is ours.

(ALA & AAP, 2004)

Appendix C: Media Center Scheduling Calendar


Please sign up for slots ONE day in advance. If your class has a project, please provide THREE days’ notice and a description so we may pull relevant materials if necessary.

	TIME
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	8:25-

8:55


	
	
	
	
	

	9:00-

9:25


	
	
	
	
	

	9:30-

9:55


	
	
	
	
	

	10:00-10:25


	
	
	
	
	

	10:30-10:55


	
	
	
	
	

	11:00-11:25


	
	
	
	
	

	11:30-11:55


	
	
	
	
	

	12:00-12:25


	
	
	
	
	

	12:30-12:55


	
	
	
	
	

	1:00-

1:25


	
	
	
	
	

	1:30-

1:55


	
	
	
	
	

	2:00-

2:25


	
	
	
	
	


© 2008 T. Quilici

Appendix D: Bennett Elementary School

“Birthday Book Donation” Request

Today’s date:  _____________


Child’s birthday: _____________________________________

Donor’s name: _______________________________________

Child’s name: ________________________________________

Child’s teacher: ______________________________________

Address: ____________________________________________

____________________________________________

Telephone: ____________________________________________________________________

E-mail address: _________________________________________________________________

Book title: _____________________________________________________________________

Author: _______________________________________________________________________

Please complete the above information and deliver with your book selection to the Bennett media center.  We will make sure the book you have purchased is cataloged in the library, and then delivered to your child’s classroom on his or her birthday. All birthday books include a bookplate in honor of the recipient. 

Processing status:

___  date note sent

___  date to classroom

___  date returned to media center

(adapted from Gault, n.d.)

Appendix E: Ordering Procedures Lists

Web Sites

Accelerated Reader™ Book Finder

http://www.arbookfind.com/UserType.aspx
American Association of School Librarians (AASL)

http://www.ala.org/ala/mgrps/divs/aasl/index.cfm
American Library Association (ALA)

http://www.ala.org/ 

Book Spot Book Award Index

http://www.bookspot.com/awards/
Bookwire Book Award Index

http://www.bookwire.com/otherbooks/book-awards.html
Georgia Children’s Book Awards

http://www.coe.uga.edu/gcba/ 

Georgia Department of Education

http://www.doe.k12.ga.us/ 

Georgia Performance Standards

http://www.georgiastandards.org/
LM_NET

http://www.eduref.org/lm_net/
(Discussion group for media specialists worldwide)

PBS Teachers

http://www.pbs.org/teachers/
School Library Media Activities Monthly 
http://www.schoollibrarymedia.com/
(Monthly resource featuring collaborative activities)

Renaissance Learning™

http://www.renlearn.com/ar/
(Company that publishes AR).

School Librarian Web pages by Peter Mulbury

http://www.school-libraries.net/ 

(Collection of Web pages created by school librarians, see also Georgia.)

Teacher Librarian

http://www.teacherlibrarian.com/ 

Selection Tools

Journal-based Selection Tools 
Book Links 
http://www.ala.org/ala/aboutala/hqops/publishing/booklinks/index.cfm

Booklist 


 HYPERLINK "http://www.ala.org/ala/aboutala/hqops/publishing/booklist_publications/booklist/booklist.cfm" http://www.ala.org/ala/aboutala/hqops/publishing/booklist_publications/booklist/booklist.cfm
Horn Book 
http://www.hbook.com/
Kirkus Reviews
http://www.kirkusreviews.com/kirkusreviews/index.jsp 


Library Journal
http://www.libraryjournal.com
Library Media Connection

http://www.linworth.com/lmc/
Media & Methods 
http://www.media-methods.com/ 
(Electronic materials)

New York Times Books Reviews
http://www.nytimes.com/pages/books/review/index.html
Publisher's Weekly
http://www.publishersweekly.com/ 


School Library Journal®
http://www.schoollibraryjournal.com/
VOYA (Voice of Youth Advocates Magazine) 
http://www.voya.com/ 

(Lamb & Johnson, 2007)

Web Site-based Selection Tools 

The ALAN Review 
http://scholar.lib.vt.edu/ejournals/ALAN/
Book Hive from Public Library of Charlotte & Mecklenburg County
http://www.bookhive.org/

BookPage®: America's Book Review
http://www.bookpage.com/
(Contains book reviews distributed to bookstores and libraries.)

BookReview.com 
http://www.bookreview.com/
BookSpot™
http://www.bookspot.com/reviews/
(Great place to locate links to book review sites for all ages)

BookWire 
http://www.bookwire.com/bookwire/
BookWorm Newsletter from Kidsread
http://www.kidsreads.com/ 


Carol Hurst 
http://www.carolhurst.com/titles/allreviewed.html 

Children’s Books from About.com 
http://childrensbooks.about.com/
Children’s Literature Web Guide (CLWG) 
http://www.acs.ucalgary.ca/~dkbrown/index.html
Contemporary Literature from About.com 
http://contemporarylit.about.com/
Education Review 
http://edrev.asu.edu/index.html
Educational Media Reviews Online (video, DVD, and CD-ROM) http://libweb.lib.buffalo.edu/emro/search.html
Midwest Book Review 
http://www.midwestbookreview.com/
Multicultural Book Reviews 

http://www.isomedia.com/homes/jmele/homepage.html
National Parenting Center: Children’s Book Reviews by Peter Neumeyer, Ph.D. 
http://www.tnpc.com/36books.html
Neverending Stories – Book Reviews 

http://www.neverendingstories.com/reviews.html
New York Review of Books
http://www.nybooks.com/
School House Software Reviews 

http://www.worldvillage.com/wv/school/html/scholrev.htm
SuperKids® Educational Software Review 
http://www.superkids.com/
Teacher Tap: Software Reviews
http://eduscapes.com/tap/topic3.htm 

World of Reading from Ann Arbor District Library 
http://www.worldreading.org/
(Lamb & Johnson, 2007)


Companies

Publishers

American Library Association Online Store 

http://www.alastore.ala.org/
Candlewick Press
http://www.candlewick.com/
Capstone Press
http://www.capstonepress.com/
Dorling Kindersley Publishing Inc. Children’s Books.
http://us.dk.com/static/cs/us/11/childrens/intro.html
HarperCollins Children’s Books

http://www.harpercollinschildrens.com/harperchildrens/
Heineman-Raintree

http://www.raintreelibrary.com/
H. W. Wilson Company®

http://www.hwwilson.com/default.cfm 

Linworth Publishing
http://www.linworth.com/
McFarland Publishers

http://www.mcfarlandpub.com/
Rosen Publishing

http://www.rosenpublishing.com/
Scholastic Library Publishing
http://librarypublishing.scholastic.com/webapp/wcs/stores/servlet/HomeView?storeId=10001 

Thomson Gale (Gale) 
http://www.galegroup.com/ 

(Lamb & Johnson, 2007)

Furniture Vendors

Big Cozy Books (Book-themed seating, décor)
http://www.bigcozybooks.com
Blanton & Moore (Library Furniture) 
http://www.blantonandmoore.com/
Bretford Manufacturing 
http://www.bretford.com/index.asp
Brodart Library Supplies and Furnishings 
http://www.shopbrodart.com/
Buckstaff® Library Furniture 
http://www.buckstaff.com/
CBA 
http://www.cbaatlanta.com/
Demco® Library Services 
http://www.demco.com/
Eustis Chair 
http://www.eustischair.com/
Fetzers’ Inc. 
http://www.fetzersinc.com/home.htm
Franklin Fixtures™ 
http://www.franklinfixtures.com/
(bookstore display furniture)

Gressco Ltd. 
http://www.gressco.com/
International Library Furniture
http://www.internationallibrary.com/
Library Bureau 
http://www.librarybureau.com/
Library Store Ltd. 
http://www.librarystoreltd.com/
Libra-Tech Corp. 
http://www.libraryfurniture.com/
Paragon Furniture, Inc. 
http://www.paragoninc.com/
Tennsco 
http://www.tennsco.com/
Texwood™ Furniture Ltd. 
http://www.texwood.com/
The Worden Company 
http://www.wordencompany.com/ 

(Lamb & Johnson, 2007)

Services and Jobbers

Baker & Taylor 
http://www.btol.com/
Blackwell’s 
http://www.blackwell.com/
Bookazine Company 
http://www.bookazine.com/
Bound to Stay Bound Books 

http://www.btsb.com/
Follett Library Services 
http://www.titlewave.com/
Gumdrop Books

http://www.gumdropbooks.com/
Ingram Library Services, Inc. 
http://www.ingramlibrary.com/ 

(Lamb & Johnson, 2007)

Mackin Library Media

http://www.mackin.com 

(School Board of Alachua County, n.d.)
Midwest Library Service 
http://www.midwestls.com/
Perma-Bound®
http://www.perma-bound.com/ 

(Lamb & Johnson, 2007)

Library Supplies

Brodart 
http://www.shopbrodart.com/
Demco®
http://www.demco.com/
Folkmanis® Puppets

http://www.folkmanis.com/
Gaylord 
http://www.gaylord.com/
Highsmith® 
http://www.highsmith.com/
Lakeshore Learning Materials

http://www.lakeshorelearning.com/home/home.jsp
The Library Store™
http://www.thelibrarystore.com/ 

Vernon Library Supplies

http://www.vernonlibrarysupplies.com/cgi-bin/vernlib.cgi
(Lamb & Johnson, 2007)

Appendix F: Faculty Recommendations

for Library Media Center Materials


Teacher's Name ________________________________________ Date___________________

Subject Area: ___________________________Grade Level: ______ Reading Level: ______ 

Curriculum Unit:  _____________________________________________________________


Special Needs (Visually impaired, ESOL, G/T): 


Type of media requested, e.g., book, video, computer software, CD-ROM”

Please list specific recommendations. Provide review source, if known:

1. Title: __________________________________________________________________

Author: ________________________________________________________________

Type of Media: __________________________________________________________

Publisher/Producer: _______________________________________________________

Copyright Date: __________________________________________________________

ISBN: __________________________________________________________________

 

1. Title: __________________________________________________________________

Author: ________________________________________________________________

Type of Media: __________________________________________________________

Publisher/Producer : _______________________________________________________

Copyright Date: __________________________________________________________

ISBN: __________________________________________________________________

Briefly explain why you recommend this material. 

(adapted from BCPS, n.d.-d)
Appendix G: Student and Parent Recommendations for Library Media Center Materials


Name_____________________________________________ Date_______________

Address___________________________________________ Telephone___________


I would like materials on these subjects in the library media center: 






I would like the following books in our library: 







The library needs more information on the following subjects: 








I would like to have the following non-print or electronic resources in the library media center:










(BCPS, n.d.-g)

Appendix H: Repair Request Form:

Audiovisual Materials
	Bennett Elementary

Repair Request Form for Audiovisual Materials



	Name:



	Date and Time last used:



	Type of Equipment:



	Description of Problem:



	Location of Equipment:



	Picked up by: 

Date:

Received by:

Date:

Cost:




(adapted from School Board of Clay County, 2006).

Appendix I: Preservation Web Sites

Websites on Mold, Mildew, Parasites, and Disasters 

Booklice
http://ohioline.osu.edu/hyg-fact/2000/2080.html
Care, Handling, and Storage of Books
http://www.loc.gov/preserv/care/books.html
Discovered Mold – Now What?
http://www.p1m.com/P1M-DiscoveredMold--NowWhat.htm
Drying Wet Books
http://www.solinet.net/Preservation/Resources%20and%20Publications/Drying%20Wet%20Books%20and%20Records.aspx
Invasion of the Giant Mold Spore
http://www.solinet.net/Preservation/Resources%20and%20Publications/Invasion%20of%20the%20Giant%20Mold%20Spore.aspx
Major Pests of Libraries and Archives
http://www.unesco.org/webworld/ramp/html/r8820e/r8820e03.htm
Mold: A Follow Up
http://palimpsest.stanford.edu/byauth/kaplan/moldfu.html
Mold as a Threat to Human Health
http://tinyurl.com/dudl2
(adapted from School Board of Clay County, 2006).

Appendix J: Sample Lost or Damaged Book Notice

BENNETT ELEMENTARY SCHOOL

MEDIA CENTER

Student name: ________________________________________________________________

Homeroom teacher: ____________________________________________________________

TYPE






  PRICE
_____ Lost library book




______________________

_____ Damaged library book 



______________________

_____ Other lost/damaged library item


______________________

Comments: 

_______________________________________________________________________

_______________________________________________________________________

I acknowledge receipt of this notice.

_________________________________________________

Parent’s Signature




Date
© 2008 M. Gillogly
Appendix K: Sample Report Card Hold Letter
BENNETT ELEMENTARY SCHOOL

MEDIA CENTER

Date: _________________________

To the Parents/Guardian of ____________________________________________________:

You are receiving this letter from the BES media center because your child has a lost or damaged library book. Per Georgia law, § 20-2-1013, students’ grades, diplomas, and certificates of progress shall be withheld until materials are paid for, at which time your child’s record will be cleared and a receipt will be issued for your records (LexisNexis®. 2008a). In the event that lost materials are later found and returned to the Bennett media center, a refund will be issued. 

The following materials are either late or damaged: 

____________________________________________________________________________

TYPE







  PRICE
_____ Lost library book




______________________

_____ Damaged library book 



______________________

_____ Other lost/damaged library item


______________________

In order to receive your child’s report card, this matter needs to be cleared up by ______________________________________, 200_. If you have any questions, please contact the BES media specialist at (404) 350-2828.

Thank you for your attention to this matter.

Sincerely,

Media Specialist

© 2008 M. Gillogly, T. Quilici

Appendix L: Request for Reconsideration
REQUEST FOR RECONSIDERATION OF INSTRUCTIONAL MEDIA

Initiated by












Telephone



Address







Representing


Self



Organization













           (Name of organization)


School













PRINT MATERIALS:


Author




Title







Publisher





Copyright Date




AV MATERIALS:


Kind of Media




Producer






(Print, DVD, CD-ROM, Videocassette, Audio Cassette, broadcast, etc.)

Title






Copyright Date




Please respond to the following questions. If sufficient space is not provided, please use an additional sheet of paper.

1. Have you seen, heard, or read this material in its entirety?






2. To what do you object? Please cite specific passages, pages, frames, etc.

















3. What do you believe is the main idea of this material?




















4. What do you feel might result from use of this material?



















5. What reviews of this material have you read?





















6. What age group might this be suitable?








7. What action do you recommend that the school take on this material?


















8. In its place, what material do you recommend that would provide adequate information on the subject?
9. Who brought this material to your attention?








Signature



              Date








(APS, n.d.-d)

Appendix M: Record of Action Form

	RECORD OF ACTION TAKEN AT SCHOOL BUILDING 

AND CENTRAL LEVELS OF APPEAL

	Level
	Date Received
	ACTION TAKEN (include names and positions of persons appointed to re-evaluate material, method of evaluation, dates of meetings, recommendations for disposition

	Building Level:

School________________________
SRT _________________________

Principal______________________

                         (sign)

Complainant___________________  
                         (sign)


	
	

	CENTRAL LEVEL


	
	

	OFFICE OF THE SUPERINTENDENT


	
	

	BOARD OF EDUCATION


	
	


(APS, n.d.-d)
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Figure 1. Student Ethnicity Distribution, Bennett Elementary School (BES).
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