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Mission Statement


The Library Media Center (LMC) aims to provide research resources, print and non-print media, instructional and computer technology, and a competent staff to service the needs of students, faculty, and staff.  The LMC staff strives to serve as a vital and central force by maintaining an ongoing quality program that provides adequate quantities of resources and services in an environment that will stimulate efforts to achieve high standards of educational opportunity.  Resources are selected from all forms of media available and are based on the school’s curriculum.  In addition, the LMC considers resources for interests, vocabulary and maturity.  The formation of this practice is the result of a collaborative effort of each school’s LMC staff, students, faculty and administration.  

Objectives

The LMC endeavors to play a major role in the development of its user’s educational experience by providing support for all instructional programs.  The objectives of each include:

1. To make all LMC resources accessible to students and teachers

2. To provide a functional and effective LMC program which will meet adequately the needs of the curriculum, personal needs, interests, goals, abilities, and creative potential of the students

3. To provide guidance in the use of the LMC services and resources which will personalize teaching and individualize learning

4. To provide LMC resources that will stimulate and promote interest in self-directed knowledge building

5. To attempt to foster reading as a lifelong activity through pleasurable exposure to printed material

6. To provide for students material and services that will aid in their intellectual, emotional, cultural, and spiritual development

7. To work cooperatively with teachers in the selection and use of library material that will contribute to the development of the school program

8. To provide a pleasant, comfortable atmosphere for those using the LMC
9. To provide materials and services in all disciplines which will assist students in growth and development in order for them to reach their individual goals
10. To provide and teach the most current form of technological resources that are appropriate for our students
USE OF RESOURCES

Circulation Policies.  Circulation should provide the greatest possible use of LMC materials to students, staff, and under certain circumstances, parents and community residents.  All LMC materials must be checked-out through the Library Media Specialist (LMS) or her/his designee following circulation procedures. In special instances where an instructional need is demonstrated, permission to use equipment off school premises will be given to staff, parents, and community residents.  Written permission must be given by the principal and LMS.  The borrowers must agree to be held personally and financially responsible for the equipment.  (See Appendix)

Replacement prices for lost and badly damaged LMC materials should reflect current catalog list prices.  Replacement materials, instead of money,

will not be accepted because of quality concerns.  Because each school is different and the school's characteristics influence the LMC, circulation procedures and parameters will be different for each LMC.  These may include the following:

     ~circulating time periods

     ~renewals

     ~overdue charges

     ~quantity restrictions

     ~reference and magazine circulation

     ~AV circulation

     ~equipment circulation

     ~lost materials

     ~check-out procedures.

Scheduling.   The SCBOE endorses the philosophy that the LMC is an integral part of the school’s system educational program.  Further, SCBOE ensures that open, flexible, fixed, tripod, or modified scheduling for LMC is maintained in all buildings and at all levels.  The form of scheduling depends on the LMC and the school’s needs.


Open Schedule – Provides time throughout the day for individual and


small groups to pursue their various interests and needs.  This may be 


During the school day, with teacher permission, or before or after 


school without teacher permission.

 
Flexible Schedule – Provides time and space in the LMC for groups


Of students to engage in a project or activity assigned by the teacher.


The teacher plans in advance with the LMS to assure availability of


space, facilities, and materials at the specified time.  The group may


be a whole class or a part of a class.  If the group is a whole class or 


more than six students, they are to be accompanied and supervised by


the teacher.


Fixed Schedule – Assures every student assess to the LMC on a


regular basis, usually once a week or once every two weeks.  Class

sized groups of students are accompanied to LMC by the teacher for


the scheduled time.  Fixed scheduling time is usually limited.


Tripod Schedule – This time incorporates the open, flexible, and fixed


scheduling during the school day.  Tripod scheduling provides for all 


Classes to checkout books, but has open times for scheduling for 


research projects and activities.  An overlap of scheduled classes in 


the LMC sometimes occurs during this time.


Modified Flexible Schedule – This is a combination of flexible and


fixed scheduling.  Anytime there is no class scheduled in the LMC, a 


teacher may bring his/her class for research and class projects.  Books


may be checked out to individual students or the teacher may select a


collection of books for the classroom.

The scheduling procedure is determined and scheduling is confirmed through the LMS.  However, scheduled library media programs are shared by the entire school community.
Internet and Computer Use.  The computers at each LMC are to be used for educational purposes only. Educational purposes include academic research, completing class assignments, and software training. Use of computers for entertainment (games, e-mail, downloading or uploading information that’s not class related, etc.), commercial solicitation, chatting, posting to "the boards", or other inappropriate activities is prohibited. The LMC adheres to the Technology Acceptable Use policy outlined by the Sylacauga Board of Education.  (see SCBOE policy IFBCG) 
Alabama Virtual Library.  The Alabama Virtual Library (AVL) resources are an extension to the LMC resources.   AVL is an internet site that has several electronic data bases that offers an array of magazines, journals, newspapers, booklets and select media broadcast information to its users.  This service is of no charge to the residents of the state of Alabama, via grants rewarded to the Alabama Libraries.  
AVL cards are offered to students in each LMC bi-annually.  However, in special cases, cards may be dispensed throughout the academic year.  The student’s permission letter to receive a card is available from the Library Media Specialist.  Upon the receipt of the parental signed permission letter, an AVL card will be given to the student.  This card gives the student the opportunity to access these databases at home. 
Interlibrary Loans.  Interlibrary loan (ILL) is a service offered to the LMC users as an extension of our reference service.  The LMC staff will locate material that is not presently available at their center, from surrounding schools and/or academic libraries.  Every effort will be made to locate lending libraries with no or little charge.  LMC users must return all ILL in a timely manner to prevent or will be held accountable for all overdue charges, or replace books that are lost or returned damaged.  (A standard form is not used for a LMC ILL request in the school system at this time.)

BUDGETING POLICIES

All budgeting procedures will be conducted according to federal and

state laws and system polices.  The budget depends upon the amount of money allocated through federal, state, and local funding. The budget is planned by the LMS, the administration, and the faculty with input from parents and students or the LMC Committee.  The LMS finalizes the budget,

then presents it to all involved in the planning for approval. The Library Enhancement budget will be approved through a school-wide budget committee in accordance with state law.  The LMS may seek outside funding to supplement diminishing LMC allocations.

Selection Policy for Sylacauga City Schools 
The primary objective of the school’s LMC is to implement, enrich, 

and support the educational program of the school.  It is also the duty of the center to provide a wide range of resources on all levels of difficulty, in all subject matter offered by the school, with diversity of appeal, the presentation of different point of view and through different forms of media.


To this end, the Sylacauga City School Board asserts that the 
responsibility of the LMC is:

a. To provide resources that will enrich and support the curriculum, 
 taking into consideration the varied interests, abilities, and 
 maturity levels of the students served.          

b. To provide a background of information which will enable students to make intelligent judgments in their daily lives by promoting comparison and logical reasoning through research.

c. To provide resources representative of the many religions, ethnic, 
     cultural groups, their contributions to our American heritage, 
     and their relationship around the world.

d. To place principle above personal opinion and reason above 
     prejudice in the selection of resources of the highest quality to 
     assure that the comprehensive collection is appropriate for the 
     users of the library.


    
Acquisitions.  The Sylacauga City Board of Education is legally responsible for the selection, purchase and retention of all instructional media and equipment.   Selection of resources shall be made to support and enrich the school academic programs.  The Board delegates the power of selection to the LMS, subject to approval by the school administrators.   The school faculty will assist in the selection of material.  A Library Advisory Committee shall establish priorities for future acquisitions.  This committee may include the LMS and a representative from each grade or departmental chairs, depending on the school.  Acquisition of media and equipment shall be consistent with board policies and approved school procedures.  Recognized criteria will be used in the selection of resources to purchase high-quality items.  Selection aids will include the following: 
o H. W. Wilson Children's Catalog 
o Elementary School Library Collection 
o Booklist 
o School Library Journal 
o Booklinks 

Gifts.  The Sylacauga City School Library Media Center gladly accepts gift resources from individuals and/or organizations.   However, LMC reserves the right to refuse material that is not appropriate for our school.  The LMS will determine the usefulness of the gift books and will elect to place into his/her collection, share with faculty or donate to another institution.  Monetary value will not be placed on the gift resources, but a letter of recognition will be mailed to the donor.   The LMC staff adheres to the board policy on public gifts to the schools. (See SCBOE policy KH or JL)
Deselection.  Deselection or weeding is an important process in keeping a well maintained library collection while keeping material current and attractive.  This is an on-going part of collection development and is systemically planned.  Weeding ensures the best use of available shelving space and helps to maintain an up-to-date collection.   Decisions made to remove materials will be made with faculty input.  The following criteria will also be considered: 

1. Material in poor condition. 

2.  Material with outdated information. 
3.  Duplicates are not generally needed. 
4.  Material of poor quality, such as print too small, cramped margins,   

      soft pulpy paper, yellowed paper, or badly bound. 
          5.  Material that have not circulated in more than five years. 
    
Encyclopedias, technology and science books will be kept for five 
years and government, geography and general nonfiction for 10 years from the copyright date as funding allows.   

Inventory Policies.   Inventory is the process of checking the complete contents of the LMC against the shelflist to identify items that are missing.  Taken on an annual basis, inventory provides:

    
~an acurate record of the LMC collection

~valuable information for selection and growth of the LMC 

   collection

~an opportunity to identify items to be repaired or withdrawn

~an up-to-date count of LMC materials for accreditation purposes.

Items not located are deleted from the shelflist and catalog after a designated

period of time.

    
Inventory, taken at the end of each school year, is a time consuming

task requiring intense concentration.  If the LMS is constantly interrupted

by other duties, it will be difficult, if not impossible, to achieve accurate results.  During inventory time, all other duties performed by the LMS

(and staff, if there is one) should be suspended.  Circulation of LMC materials should stop a minimum of five (5) days before inventory begins.  

This provides time for return of overdue items and time to prepare the LMC for the inventory process.  The LMC should be closed during inventory.

A minimum of two (2) weeks, a maximum of four (4) weeks, is necessary for accuracy.  The length of time required to perform this duty will vary according to the size of the LMC collection and the amount of help available to the LMS.
Reconsideration.  Any citizen in the school community has the right to request reconsideration of an item included in a school in this system.  Requests must be made in writing and presented at the school level.  Established procedures shall be followed at the school level before a system-level appeal may be requested.  Final consideration to withdraw or retain an item rests with the Sylacauga City Board of Education. 
Reconsideration Procedures 

I.  Request for appeal 
    A. Any member of the school community may raise objection to 
         instructional materials used in the system’s educational program    

         despite the fact that the individuals selecting such material were duly 
         qualified to make the selection, followed proper procedure, and 
         observed the criteria for selecting such material. 
    B. Persons requesting reconsideration of any instructional material shall 
         complete the Appeal Form in its entirety. (See appendix)

   C. Each school and the central office will keep on hand and make available 
        the Appeal Form.  All formal objections to instructional materials must 
        be made on this form. 
II.  Procedures for Appeal 
     A. The school official or staff member receiving a complaint regarding 
          instructional materials shall explain the selection process utilized and 
          the appeal procedures for challenged materials.  They shall refrain 
          from voicing personal opinion. 
1. Written documentation of this contact should be filed with the 
school principal. 

2. The material in question shall remain in use until the 
reconsideration process is completed. 

      B. In the event the person making an objection to material is not satisfied 
           with the initial explanation, the person should be referred to the 
           Principal, who shall explain the selection and reconsideration process 
 and refrain from expressing personal opinion.
 
1. If, after consultation, the complainant desires to file a formal 
    complaint, a copy of the Appeal Form should be given to the     

    complainant by the Principal. 
2. The Appeal Form shall be completed and signed by the 
     complainant and filed with the Principal and a copy forwarded to 
     the appropriate board official by the Principal. 
      C. Any action taken related to challenged materials must be taken by 

           the appropriate Library Media Committee and not by an individual. 
1. A meeting will be scheduled with all committee members and the
                complainant.  The complainant shall be notified in writing
      and invited to attend and present the Appeal Form. 
2. Each committee member shall read, view, or listen to the material     in question in its entirety, and read professional evaluations 
     available pertaining to the material.  The Library Media Specialist 
     will compile necessary professional evaluations of the material in 
     question. 

3. The deliberations and balloting of the Library Media Committee 
     shall be in private. 

4. The Library Media Committee shall meet to: 
 

a. hear the concerns expressed by the complainant. 
  

b. discuss the materials relative to values and faults, 
    appropriateness to grade level, appropriateness to curriculum, 
    etc. 
c. render a majority decision, in a meeting with a quorum     

   present, relative to requested actions.  The committee is    

   answering the question, “Is the material in question  

   appropriate for use by its designated audience according to 
   community standards?” 
5. The committee may decide to: 
a. take no action, 
b.  remove the challenged material, 
c.  limit the educational use of the challenged material, or 
d.  place the material at another grade level. 
6. Within five days of the Library Media Committee meeting, the 
    chairman all notify the complainant in writing of the decision 
    reached, and advise of the right to appeal. 

III.  Appealed Decisions 
A. Appeals from the Library Media Committee must be made within 10 
      working days after notification of the decision.  A written request 
      must be addressed to the Superintendent, who shall bring the issue 
      before the Board of Education. 
B.  Requests to reconsider materials which have previously been before 
      the Board must receive approval of a majority of the Board members 
      before the materials will again be reconsidered. 
IV.
Review of Selection and Appeal Procedure 
A. Principals shall review the selection and reconsideration procedures 
      with all staff members annually. 
B.  The staff shall be reminded that the right to object to material is one 
      granted by policies enacted by the Board of Education and firmly 
      entrenched in the law.  They shall also be reminded of ethical and 
      practical considerations in attempting to handle complaints with 
      courtesy and integrity. 

Copyright Policy

The LMC recognizes that federal law makes it illegal to duplicate copyrighted materials without authorization of the holder of the copyright, except for certain exempt purposes.  Severe penalties may be imposed for unauthorized copying or using audio visual or printed materials and computer software, unless the copying or using conforms to the “fair use” doctrine.

Under the “fair use” doctrine, unauthorized reproduction of copyrighted materials is permissible for such purposes as criticism, comment, and news reporting teaching, scholarship or research. If duplicating or changing a product is to fall within the bounds of fair use, these four standards must be met for any of the foregoing purposes:

A. THE PURPOSE AND CHARACTER OF THE USE. The use must be for such purposes as teaching or scholarship and must be nonprofit.

B. THE NATURE OF COPYRIGHTED WORK.  Staff may make single copies of the following for use in research, instruction or preparation for teaching: book chapters; articles from periodicals or newspapers; short stories, essays or poems; and charts, graphs, diagrams, drawings, cartoons or pictures from books, periodicals, or newspapers in accordance with these guidelines.

C. THE AMOUNT AND SUBSTANTIALITY OF THE PORTION USED. In most circumstances, copying the whole of a work cannot be considered fair use; copying a small portion may be if these guidelines are followed.

D. THE EFFECT OF THE USE UPON THE POTENTIAL MARKET FOR OR VALUE OF THE COPYRIGHTED WORK.  If resulting economic loss to the copyright holder can be shown, even making a single copy of certain materials may be an infringement, and making multiple copies presents the danger of greater penalties.

While the school board encourages its staff to enrich the learning programs by making proper use of supplementary materials, it is the responsibility of staff to abide by the system’s copying procedures and obey the requirements of the law.  In no circumstances shall it be necessary for the staff to violate copyright requirements in order to perform their duties properly. The system cannot be responsible for any violations of the copyright law by its staff.

Any staff member who is uncertain as to whether reproducing or using copyrighted material complies with the system procedures or is permissible under the law should contact the superintendent or the person designated as the copyright compliance officer. The latter will also assist staff in obtaining proper authorization to copy or use protected material when such authorization is required.

Legal References:  P.L. 94-553 Federal Copyright Law of 1976 (U.S. Code, Title 17) (see SCBOE Manual Policy file:  IFBG)  

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 abridgement 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 equitable bases, 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.

Confidentiality and Privacy

The LMC staff is ethically responsible for protecting the privacy of its users as directed by the American Library Association (ALA).  The LMC staff will protect the confidentiality of its users’ circulation, registration, materials requests, reference, and Internet search records.  The LMC staff will not reveal to any outside source any information from these records unless when compelled by a subpoena, authorized in writing from the concerned person, or performing a loan transaction with other library on the user’s behalf.  The LMC respects and will adhere to the Sylacauga Board of Education policy on student records.  (See SCBOE Policy Manual file:  JEA)  Further, the Alabama Public Records Act and the Federal Privacy Act will be recognized.  

Appendix 

A.
Acronyms

ALA – American Library Association

ILL – Interlibrary Loan

LMC – Library Media Center

LMS – Library Media Specialist

SCBOE – Sylacauga City Board of Education

B.
Community Loan Resource Form

C.
Reconsideration Form

D.
Alabama Virtual Library Permission Letter

Community Loan Resource Form
Book(s)/Equipment

Name  ________________________________________

Address  ______________________________________


     ______________________________________

Telephone  ____________________ (home)  __________________(work)

Book(s)/Equipment




BOE/School #
1. ________________________________________________________

2. ________________________________________________________

3. ________________________________________________________

4. ________________________________________________________

5. ________________________________________________________

I understand that I should return loan items on time and that I am responsible for late fines and/or the replacement of any book(s) and equipment if returned damaged or lost.    I also understand that I am held to the same standards for circulation of LMC material as students.

Signature __________________________________

Date check out ________ Due Date ________ Return Date________

Request for Reconsideration of Library Media Center Materials

Request initiated by ______________________________________    Phone # ____________________

Address _____________________________________________________________________________  

Title _______________________________________________________________________________

Author ____________________________________  Publisher ________________________________

Publication Date ________________________  Type of Material _______________________________  

Representing _________________________________________________________________________  

Name of Organization _________________________________________________________________

1. To what material do you object? (Please be specific; cite pages, filmstrip frames, etc.)  

________________________________________________________________________________

________________________________________________________________________________

2. What do you feel might be the result of a student becoming involved with this material in a learning situation? __________________________________________________________________________________ 

__________________________________________________________________________________
3. For what age group would you recommend this material? ________________________________
4. Is there anything good about this material? ____________________________________________
__________________________________________________________________________________
5. Did you read the entire book? (or examine all of the audio-visual material)?  ________________ If not, what sections?  ______________________________________________________________

6. What reviews of this material have you read? __________________________________________
_________________________________________________________________________________
7. What do you believe is the theme of this material?   _____________________________________                 ____________________________________________________________________________________________________________________________________________________________________

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

___________Do not assign it to my child                                                       

 ___________ Withdraw it from all students as well as my child                                          ___________ Send it back to the Media Center Committee for re-evaluation

9. In place of the book or audio-visual material, would you recommend other material which you consider to be of superior quality?  ___________________________________________________
_________________________________________________________________________________
       __________________


                 _________________________________________

       Date






 Print Name of Complainant

   _________________________________________
   






            Signature of Complainant

Dear Parents:

Alabama Virtual Library (AVL) cards are available in the school libraries!!!  AVL provides online magazines, newspapers, encyclopedias, and other library resources at no cost to Alabama residents.  The AVL card will give your child access to this information at home.  Library Media Specialists from each school will issue an AVL card to each student in their school.  You will need Internet services in your home to use this card.

We need your help before we can issue cards to students.  Please let us know if you would like for your child to have a card.  The bottom of this letter should be cut off and returned to the Library Media Specialist in your school by August 30th.   We will offer this card again at the beginning of the spring semester.

We encourage you to be sure that your child leaves his/her card at home, for this service is already available in the school library.  A small fee of one dollar will be charged for replacement of lost cards.  If a card is lost three times within a school year, your child must wait until the next school year before he/she can request another card. 

We are so excited that we can share in providing educational resources to your child beyond the school!  If you have any questions concerning this card, please contact you school’s Library Media Specialist.

Sylacauga City Schools

Library Media Specialist

Technology Facilitator

Detach and return to your school Library Media Specialist
________________________________________________________________________

______ Yes, I would like for my child ____________________________ to be given an AVL card.

______ No, I would not like for my child _________________________ to be given an AVL card.

_______ My child _______________________ already has an AVL card.

___________________________________________

__________________

Parent’s Signature






Date
PAGE  
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