Selection Policy 

ThreeL Academy

Dear School Learning Community,


We are pleased to provide you with a media center that meets your educational and recreational needs.  In this document, we have provided our policy in selecting the books that will support the learning environment.


Our selection objectives are based on collecting materials that will meet the needs of the students, staff, and the learning community.  We provide materials that will represent a variety of religions, ethnic and cultural groups, and opinions.  


The ultimate responsibility for selecting materials lies with the Board of Education.  The Board does take into consideration the recommendations of several learning community members, including administration, faculty, students, and parents.    


This selection policy reflects the philosophy and mission statement of the school as well as the philosophy and goals of the system.  We hope this policy will improve your understanding in the selection of materials for the media center.






Sincerely,






Lummie Harris






Laura Miller

(Adapted from Sharon Mitchell)
Media Center Mission Statement

The mission of the media center is to encourage, assist, and educate students and teachers as they explore, navigate, and assess resources and materials in their quest to be lifelong learners. 

Selection Objectives

The primary selection objective of the school is to provide support and enrichment for the educational program of the school.  The school will provide a variety of materials that will meet the needs of all students and staff.

The media center will select materials that will:

· Support the achievement of curricular and instructional goals

· Fulfill the educational, recreational, and information needs of users

· Provide materials on various sides of a controversial issue for the students to form their own decision using an analysis of the materials

· Provide materials that will stimulate growth in knowledge and literary appreciation

· Provide materials that will represent many religious, ethnic, and cultural groups

· Assist students in developing the skills to become life-long learners

(Adapted from ALA and Jackson County)

Responsibility

The local school Library Media Committee, which consists of student, community, faculty, and parent representatives as well as administrative, instructional, technology, and media personnel, is involved in the selection process.  The library media specialist will solicit additional recommendations from faculty, students, and community members.  The final decision for selection of instructional media and equipment is the responsibility of the library media specialist and the principal.  Responsibilities of Library Media Committee include:

· Establishing goals and priorities of the media program

· Previewing materials suggested for the media program

· Discussing requests for materials and equipment

· Making recommendations for purchases of materials and equipment

· Evaluating and reviewing challenged materials

Selection Criteria

The library media center collection shall provide materials and equipment that will support the curriculum, stimulate growth in knowledge, and develop literary, cultural, and aesthetic appreciation.  The following criteria will be used in consideration for the purchase of materials and equipment and the acceptance of gifts from the public.

· Curriculum and objectives of the instructional program

· Relevance, timeliness, and/or permanence

· Overall purpose and potential use

· Quality of the writing/production; Readability or popular appeal

· Authority

· Reputation of publisher/producer/distributor

· Reputation and significance of author/editor/artist

· Currency

· Accuracy

· Format

· Favorable review from reviewing aid

· Appropriate to reading level and understanding of student patrons

· Fair and unbiased presentation of information

(Reidling, 2000 and DeKalb Educational Media Department)

Selection Procedure

In selecting materials for the school library, the librarian will

1. Evaluate the existing collection 

2. Assess curricula needs 

3.  Consider requests from faculty, students, and parents

4. Review budgetary restraints

(Mary Todd Elementary School Library)

Acceptable Use Policy



Our school supports the ongoing process of learning through various media.  The Internet provides a unique opportunity to access information from around the world.  In order to access this information in the school environment, it is necessary that students, parents, and teachers have certain guidelines to follow when dealing with the Internet.  Adherence to these guidelines ensures a safe and orderly environment for the school community.

Student Responsibilities:

1.
You are responsible for good behavior on the network just as are in any area of the school building.  All communications must be polite and appropriate.

2.
You should leave the computer area just as you found it.  Do not tamper with equipment or change information on the computer include settings, files, etc.

3.
You should respect the intellectual property of others on the Internet and always give credit to the original creators of information you find online.

4.
You must stay within the parameters of the firewalls created on the school system and those created outside of the school systems.  Do not attempt to hack them.

5.
You should inform your teacher if you accidentally enter an Internet site that contains inappropriate content.

As a user of the ThreeL Academy’s computer network, I agree to comply with

the Acceptable Use Policy (AUP).  I understand that the privilege of using the Internet 

depends on following the above responsibilities, and should I choose not to abide by 

these standards, my access privileges may be revoked, and disciplinary action may be 

taken.

Student Signature:_______________________________________ Date:___________

As the parent or legal guardian of this student, I grant permission for him/her to access the computer network services at the school.  I understand that he/she is expected to use good judgment and follow the standards set in the AUP.  The school cannot be responsible for ideas and concepts that he/she may gain by his/her use of the Internet.

Parent Signature:________________________________________ Date:___________

As the teacher of this student, I understand that I must share the information with this student in a clear and concise fashion.  I will hold this student accountable for the choices he/she makes on the Internet.  

Teacher Signature:_______________________________________ Date:___________

Sources:

Responsibilities 1, 2, 5 with Student and Parent Signature

Crocker R-2 Schools, (n.d.). Retrieved Mar. 04, 2005, from Crocker R-2 Student AUP Web site: http://www.crocker.k12.mo.us/tech/studentAUP.html.

Responsibilities 3

Lennox School District, (n.d.). Retrieved Mar. 04, 2005, from Telecommunications Use Agreement Web site: http://www.lennox.k12.ca.us/aup.html.

Collection Evaluation Policy

“Selection is an ongoing process that should include how to remove materials no longer appropriate and how to replace lost and worn materials still of educational value”  (American Library Association [ALA], 2005).  “Weeding” is the evaluation of an item to determine if it “still deserves a place on the library shelves.” (Hamilton Public Library, 2004)  This process maintains a collection that is relevant, accurate, useful, and facilitates an effective use of library media space (Baltimore County Public Schools [BCPS]).  Materials will be considered for removal from the media center for the following reasons:

· Poor physical condition 

· No circulation in the last five years

· Outdated in content or accuracy

· Mediocre or poor in quality

· Biased or portray stereotypes

· Duplicate information which is no longer in heavy demand

· Inappropriate in reading level

· No longer meets selection criteria

(Adapted from BCPS)

Withdrawing Library Media Materials



The library media specialist, with the principal’s approval, has the final decision in withdrawing materials, but the media committee and other interested faculty will be invited to review the materials marked for withdrawal.  All materials will be disposed of according to system policies.

(Adapted from Mitchell, 2002 and Baltimore)

Position on Intellectual Freedom

“The school board subscribes in principle to the statements of policy on library

philosophy as expressed in the American Library Association’s Library Bill of Rights, a

copy of which is appended to and made a part of this policy.”  (ALA, 2005)  The school 

also respects the rights of individuals to access the Internet within school guidelines set forth in the Acceptable Use Policy.

Selection of Controversial Materials

Procedures for Handling Complaints or Reconsideration of Materials

No duly selected material whose appropriateness is challenged shall be removed from the school except upon the recommendation of a Local School Media Committee with the concurrence of the Principal. The Local School Media Committee shall be composed of a community representative, a classroom teacher, a Library Media Specialist, the principal, a student, and a district Curriculum Specialist. The following procedures are to be observed:

· The complaint shall be reported to the Principal. 

· The Principal shall contact the complainant to discuss and attempt to resolve the complaint informally by explaining the selection policy, criteria used, and qualifications of the people involved. 

· The challenged material shall remain in circulation until a decision is reached by the appropriate Committees.

· If the complainant wishes to file a formal challenge, the principal shall explain the system’s/school’s procedure for reconsideration.  A packet of materials consisting of the school’s goals and objectives, materials selection policy statement, and the procedure for handling objections will be handed to the concerned party. The form REQUEST FOR RECONSIDERATION OF MATERIAL that is included in the packet, shall be completed and returned before consideration will be given to the complaint.  (See Appendix B)

· Within ten (10) school days, the form shall be completed, signed by the complainant and filed with the Principal and then referred to the Local School Media Committee.  

· The Committee shall review the challenged material in its entirety and judge whether it conforms to the principles outlined in the school’s selection policy. The following items shall be considered by the committee in the evaluation process:

· Professional reviews

· Age and maturity levels of students

· Theme of the material

· Intended use of the material

· Literary merit

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

· Material as a whole rather than passages out of context

· Other consideration applicable to the situation

· The Committee shall meet to formally discuss the challenged material.  The complainant may appear before the Committee to make an oral presentation in support of the request for consideration, which shall be limited to ten (10) minutes.

· In private, the Committee will deliberate carefully and vote.  

· The Committee shall prepare a written report of the decision and file its review report with the Principal and forward a copy to the director of Educational Media. 

· The Principal will inform the complainant in writing of the decision. 

· If the complainant is still not satisfied, he/she may ask the Superintendent to present an appeal to the Board of Education, which shall make a final determination of the issue. The Board may seek assistance from outside organizations such as the American Library Association, the Association for Supervision and Curriculum Development, etc., in making its determination.

(AESD Library Selection Policy, 1990 and DeKalb County BOE, 2000)

Donations and Gifts

Gifts and donated materials must meet established selection criteria and guidelines of the school’s selection policy.  All materials are judged by the selection criteria and are accepted or rejected according to those criteria.  Donations or gifts that do not meet the selection criteria will be disposed of according to the school’s weeding policy.  See Appendix C for letter.

Sources:

American Library Association, (2005). Retrieved Mar. 04, 2005, from Workbook for Selection Policy Writing Web site: http://www.ala.org/ala/oif/challengesupport/dealing/workbook.pdf.

Atwater Elementary School District.  (1990) Selection Policy for Books and Materials.  Retrieved March 11, 2005 from the World Wide Web:  http://mse.aesd.k12.ca.us/library/selectpol.html
Baltimore County Public Schools, (n.d.). Retrieved Mar. 04, 2005, from Criteria for Selection of Library Media Materials Web site: http://www.bcps.org/offices/lis/office/admin/selection.html.

Boardman, Edna M. Planning Ahead for the Book Challenge That is Sure to Come. Sagebrush Corporation. 2003.  http://www.sagebrushcorp.com/support/planning.cfm

Hamilton Public Library, (2004). Retrieved Mar. 04, 2005, from Materials De-selection Policy Web site: http://www.hpl.hamilton.on.ca/Info/Policies/deselect.shtml.

Jackson County School System, (2005).  Jackson County School System Policies Manual.  Retrieved February 27, 2005 from: http://www.jackson.k12.ga.us/administration/policies/IFBD.pdf

Mary Todd Elementary School Library, Fayette County Public Schools, Lexington, Kentucky, Selection policy. Retrieved March 11, 2005 from:  http://www.marytodd.fcps.net/Library/SELECTION%20POLICY.htm
Mitchell, S., (2002). Retrieved Mar. 04, 2005, from Selection Policy Web site: http://www.jackson.k12.ga.us/wjms/Media/selpolicy.html .

Van Orden, P.J. & Bishop, K.  (2001)  The collection program in schools:  concepts, practices, and information services.  3rd ed. Englewood, CO:  Libraries Unlimited.

Appendix A

Library Bill of Rights

(From the ALA Workbook for Selection Policy Writing)

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.

Adopted June 18, 1948.

Amended February 2, 1961, and January 23, 1980,

inclusion of “age” reaffirmed January 23, 1996,

by the ALA Council. 

Appendix B

Request for Reconsideration of Material

Name






 
  
Date




Address












Phone # 












Complainant represents:

_____
Self

_____ 
Organization (Name)










_____
Other












Title













Author












Publisher










 Type of resource you are challenging: 

____ Book  ____ Video ____ Magazine ____ Audio Recording   ____ Newspaper 

____ Other ___________________________

Please answer the following questions.
1. Did you read or view the entire material?  _____Yes  _____No

2. If not, what part(s) did you read or view?

3. What brought this resource to your attention? 

4. What do you object to in this work?  Be specific.  Cite pages.

5. In your opinion, what harmful effects might result from the use of this work?

6. Do you perceive any instructional value in the use of this work?

7. For what age would you recommend this work?

8. What material would you recommend that is of superior quality to replace this work?

9. What would you like the library to do about this work?

_____
Do not assign or lend it to my child.

_____
Refer it to the School Media Committee for reevaluation

_____
Other – please explain









Appendix C 

Thank You Letter for Donation or Gift

Dear : 

We appreciate your generous gift/donation of 




 to the school media center. The school has developed procedures for selecting materials and all materials that are considered for the media center must meet the criteria set forth in the selection policy.  

The School Media Committee will review your gift/donation and will decide at that time whether it meets the selection criteria.  If your gift/donation does not meet the selection criteria, it will be disposed of according to the school’s weeding policy.

Once again thanks so much for your gift/donation.  We hope that you will continue to support our great school.

Sincerely,

Principal

