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Letter to Parents and Community Members

Dear Norcross High School Learning Community:
The media center staff strives to make the media center an essential part of every student’s education.  We provide a welcoming atmosphere and offer numerous opportunities for students to read, research, and reflect.  The media center is a hub for active learning as well as an outlet for enjoying quality literature.  In an effort to stay up-to-date and serve the diverse needs of the learning community of Norcross High School, the media center staff is constantly evaluating the media center and its materials.  In order to properly evaluate and address the needs of the media center, a Selection Policy has been created by the media center staff.

Through this selection policy, the staff here at Norcross High School media center hope to articulate the methods by which all materials for the library are selected, purchased, managed, removed, and replaced.  We want all members of the learning community to be aware of the how, why, when, and who of the materials selection process.  We want to make our position on intellectual freedom clear.  Finally, we want to advise you on the process for reconsideration of library materials.

The Norcross High School media center staff puts great thought and consideration into the selecting of materials and the maintaining of a current, productive, modern library.  Ultimately, through the use of a thoughtful selection policy, we hope to create a place where students and staff may explore areas of personal and professional interests and needs, expand their imaginations, and travel to the furthest mental horizons in search of new ideas and concepts.

Sincerely,

Norcross High School Media Center Staff

(Adapted from the Cromwell Middle School Selection Policy)  

Philosophy
The Norcross High School Library Media Center staff believes a school library media program should encourage an inquisitive mind, foster critical thinking and creativity, assist members of the learning community in becoming effective users of information and stimulate a life-long love of reading.  It should be supportive of both federal and state-mandated curriculum and the educators and students actively involved in meeting such mandated curriculum requirements.  It should celebrate the community from which it originates and encourage full participation of that community in all of its endeavors.  Our program provides a variety of information resources and technologies to satisfy the educational needs and interests of our entire school community.  Maintaining a flexible schedule and being available to students and staff continuously during school hours is an absolute.  Our school library media center is a place where a love of reading and all of the benefits of such a love is emphasized and demonstrated daily.  Effort is put forth to increase library visitation and utilization on a daily basis.  At Norcross High School, the school library media center is a place where students and staff may explore areas of personal and professional interests and needs, expand their imaginations, and travel to the furthest mental horizons in search of new ideas and concepts.

Mission Statement

The mission of the Norcross High School library media center is to encourage academic excellence by supporting the school’s curriculum, assisting members of the learning community to become effective users of information, and promoting life-long reading.  
Selection Objectives

General Selection Objectives

The objectives of the Norcross High School Library Media Center are to:
1. Improve the learning environment in the Media Center to encourage further visitation
2. Encourage leisure reading in all students
3. Increase collaboration with faculty and staff
Specific Selection Objective/Goals  

The administration has specifically identified ESOL (English as a Second Language) students as requiring a concentrated focus due to their high failure rate.  Therefore, the Norcross High School Media Center’s focus for the 2005-2006 school year will be to develop the fiction collection to better reflect the diversity of the student population.  Norcross High has 27% Hispanic ethnicity which is expected to grow in the coming few years.  With such a high Hispanic population, we need more books that will assist this group of learners so they can enjoy and discover a love for reading.  Hopefully, this will impact their failure rate by improving their reading skills.

1) Purchase more books written by Hispanic authors
2) Purchase more books with Hispanic themes or Hispanic characters
3) Purchase non-print formats 

4) Purchase language training materials

Rationale:  Learning and Teaching Principle 7: Maintain a collection that is diverse in format and content to support the learning needs of students and other members of the learning community with a wide spectrum of abilities, backgrounds, needs, and learning styles. (Information Power, p. 68)  

Responsibility

The media specialist will compile a list of materials to be purchased by the media center based on the perceived needs of the media center and input from various members of the school community such as teachers, students, and parents.  The media specialist will be advised in this undertaking by the school media center committee.  The media center committee consists of the following types of members: a school administrator, a teacher representative from each content area, a high school student, a parent volunteer, and the media specialist.  The media center committee has two important responsibilities: offering input on media center materials selection and responding to reconsideration requests regarding media center materials.  In the end, however, the media specialist has the ultimate responsibility of selecting and purchasing materials for the school media center.  

Selection Criteria 
Materials will be consistent with the stated mission, vision and goals of the school district and of Norcross High School.  Materials will support the curriculum and learning objectives.  The major emphasis of collection development is to provide materials to meet curricular needs and enrich the curriculum.

Considerations for the Evaluation of Instructional Materials
· Appropriate for recommended levels 

Library media materials should be accessible to students of varied abilities, and meet informational and interest needs of all students. 

· Pertinent to the curriculum and the objectives of the instructional program 

Library media materials should be selected on the basis of assessed curricular needs. Materials should reflect the identified learning outcomes of the instructional program. 

· Accurate in terms of content 

Library media materials should present facts in an objective manner. Authority of the author, organization, and publisher/producer should be a consideration in selection. Materials concerning human development and family life should contain facts which are presented in a manner appropriate to the level of the students. 

· Reflective of the pluralistic nature of a global society 

Library media materials should provide a global perspective and promote diversity as a positive attribute for our society. It is important to include materials by authors and illustrators of all cultures. 

· Free of bias and stereotype 

Materials should reflect the basic humanity of all people and be free of stereotypes, caricatures, distorted dialect, sexual bias, and other offensive characteristics. Library materials concerning religious, social, and political content should inform rather than indoctrinate. 

· Representative of differing viewpoints on controversial subjects 

Students have the right to information on both sides of a controversial issue. By having access to a variety of resources, students will have the knowledge base to develop critical thinking and problem solving skills. The school library media center provides free and equitable access to all information. 

· Appropriate format to effectively teach the curriculum 

Library media materials should be available in a variety of formats, e.g., print, non-print, electronic, multimedia, to meet the needs and learning styles of a diverse student population. 

· Recent copyright date as appropriate to the subject 

Library media materials should be assessed for currency of the information as it relates to the content and purpose of the item. 

· Acceptable in literary style and technical quality 

Literary quality, technical merit, physical arrangement, and aesthetic characteristics should be considered as integral components in the evaluation of all media formats. 

· Cost effective in terms of use 

Library media materials should be evaluated for cost effectiveness in terms of accessibility, projected use, and durability. 

· Appropriate for students with special needs 

Library media materials should be provided to meet curricular needs and the individual needs, interests, and learning styles of all students at all levels. 
Considerations for the Evaluation of Equipment
Considerations in the purchase of equipment include:

· Quality

· Durability

· Amount of usage (how many teachers can use it)

· Reliability

· Ease of operation

· Ease of maintenance and repair

· Reliability of dealer or vendor

· Safety features

· Length of time before equipment will become obsolete

· Cost 

Considerations for Selection of Electronic Resources

The criteria for selection of electronic resources are essentially the same as for print materials. Electronic resources such as CD-ROM, computer software, and online services provide greater access to information. Access to these fee-based database services should be 24-hours a day with remote access from home. Availability of network versions and site license agreements are also factors in selection.
Electronic resources should: 

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

· Contain information that is accurate and reliably maintained 

· Provide organization, searching capabilities, and navigation tools that enhance information retrieval 

· Provide record keeping and management options, if applicable 

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

· Have easy-to-understand, comprehensive documentation
· Be user friendly 
· Provide 24-hour access with remote connection from home
Selection of Materials for Media Center Professional Collection

Materials selected for the professional collection will reflect the professional needs and interests of Norcross High School faculty.
SELECTION TOOLS

Teacher Recommendations

Communication with teachers to assess curriculum needs and recommendations for purchase is an important part of the selection process. Since the library media collection is an integral part of the instructional and learning process, the strength and value of the collection is ensured when teachers are actively involved in the selection process. A sample form is included at the end of this document.

Student and Parent Recommendations

Suggestions from students and parents are also an important part of the selection process. As students seek information for curricular purposes or use the library media center for personal interests, students and parents are encouraged to make recommendations of specific resources or subject areas where information is needed. A sample form is included at the end of this document.

Professional Review Journals

The following online sources are recommended as tools to locate reviews. Most are considered professional review journals, e.g. Booklist, Booklinks, Multicultural Book Reviews, and School Library Journal; however, some are considered general popular review sources. Keep this in mind when using these sources. Review sources should be included in the catalog record.


Review Resources
· The ALAN Review 

· Amazon.com General; Children; Teens 

· Barnes and Nobel 

· Book Links 

· The Book Report 

· BookReview.com 

· Booklist Online 

· The BookPage 

· BookWire 

· Boston Book Review 

· Bulletin of the Center for 
Children's Books 

· Caldecott Medal Home Page 

· Carol Hurst's Children's Literature 

· Children's Book Reviews 

· Children's Books 

· Children's Bookwatch 

· Childrens Literature Web Guide 

· Coretta Scott King Award Home 

· Education Review 

· Educational Software Review 

· Follett TITLEWAVE 

· Library Talk 

· Multicultural Book Reviews 

· Newbery Medal Home Page 

· Neverending Stories 

· Notes from the Windowsill 

· School House Software Reviews 

· Teen Hoopla Book Reviews 

· Way Cool Software Reviews 

· World of Reading (reviews by kids) 

· Young Adult Books 

(Adapted from Baltimore County Public Schools “Selection Criteria for School Library Media Center Collections”)
Acceptable Use Policy

The media center enforces the Acceptable Use Policy for Electronic Media set forth by the school administration.  Each employee and student must agree to abide by the Acceptable Use Policy in order to have access to electronic media available through the media center.  Sample policy forms are included at the end of this document.
 (Adapted from the Gwinnett County Board of Education Acceptable Use Policy)
Gift Policy

The media center accepts gifts and donations of books and materials that will enrich its collection.  The media center reserves the right to accept or reject gift items and to then catalog, display, or dispose of these items, as decided by the media specialist.  Gifts will be evaluated for appropriateness and added to the collection only after they have met the selection policy criteria.  Gifts which are not added to the collection may be given to other schools, teachers, or students.  Gifts will generally be acknowledged by letter; however, the media center will not provide donors with monetary evaluations of gifts.

(Adapted from the Sacramento City College Library and Instructional Media Center Gift Acceptance Policy)
Weeding Policy

Weeding, the process of removing worn, unused, inappropriate, and outdated print and non-print materials from the collection is a necessary evaluation procedure designed and created to keep an up-to-date Media Center collection.  This process includes the withdrawal of materials, which, by their presence can convey a sense that the size and content of the collection is adequate, when in fact, it is not.  This evaluation helps to ensure an attractive, accessible, useful, and appropriate collection.  The media specialist, with some assistance from the media center committee, will be responsible for weeding the school’s print and non-print collections. 

Weeding Criteria
Library media materials shall be removed if they:

· are in poor physical condition
· are stylistically dated, biased, or portray stereotypes
· represent duplicate information which is no longer in heavy demand
· have an obsolete format
· no longer meet curriculum needs
· are outdated in content, use, or accuracy (Copyright date should be considered; however, a decision to weed will not be made solely on the copyright date of the material.  Some older material may be considered classic or may be of great historical value to the collection)
(Adapted from the following sources: Lowell Public School’s Library Materials Selection Policy; Walton County Public School’s Weeding Policy; Cromwell Middle School Media Center’s Selection Policy)
Weeding Procedures

Items identified using the above criteria shall be withdrawn from the collection.  Such items will then be reviewed by teachers in appropriate subject areas, students, and community members.  If the items are identified as desirable, such items will be repaired as needed, donated to interested individuals, and removed from shelf list, catalog, and computer records.  All withdrawn material will be disposed of according to county policies for surplus materials.
Intellectual Freedom

Intellectual Freedom is the right of every individual to both seek and receive information from all points of view without restriction. It provides for free access to all expressions of ideas through which any and all sides of a question, cause, or movement may be explored. Intellectual freedom encompasses the freedom to hold, receive, and disseminate ideas.  The media center of Norcross High School agrees with the principles of intellectual freedom set by the American Library Association and the American Association of School Librarians.  

Although the educational level and program of the school necessarily shapes the resources and services of a school library media program, the media center will uphold the Library Bill of Rights to the best of its ability.  The media specialist will assume a leadership role in promoting the principles of intellectual freedom within the school by providing resources and services that create and sustain an atmosphere of free inquiry.

Members of the school community involved in the collection development process will employ educational criteria to select resources unfettered by their personal, political, social, or religious views.  The media center will follow these guidelines to the best of its ability, while remaining in compliance with any county or local school policies.  While internet filtering is in conflict with some principles of intellectual freedom, the media center will abide by rules and regulations set forth by the school administration.

(Adapted from the ALA Office of Intellectual Freedom and the AASL Interpretation of the Library Bill of Rights)
Reconsideration Procedures 
Library media center materials that may be deemed by some as objectionable may be considered by others as having sound educational value or worth.  Any concerned district resident or employee may request reconsideration of school library media materials.  The challenged material will not be removed from circulation while the reconsideration process occurs, though by request, the child of the objecting parent or guardian may be denied access to the item while the reconsideration process occurs.

In the event of a challenge to library media center materials, the following process will be followed:

1. The person challenging the material or requesting reconsideration shall be given a reconsideration form (available at each school) to be filled out. All challenges or requests for reconsideration must be made in writing on this form and must include a statement as to why the book or material in question is objectionable or educationally inappropriate. A copy of the completed form will be forwarded to the Director of Curriculum.  A sample reconsideration form is included at the end of this document. 
2. The school official receiving the challenge will explain how materials are selected and how the process of reconsideration is handled in the school system. 

3. The request for reconsideration will first be considered by the school level media center committee. This committee shall examine the questioned material in view of the complaint and shall furnish the principal and complainant a written decision within fifteen working days. The Assistant Superintendent of Curriculum and Instruction will also receive a copy of the decision. 

4. If the complainant wishes to appeal the decision to the system level media center committee, he or she may do so by furnishing a letter to the principal within ten working days after the date he or she is furnished with the decision of the school level media committee. The system level media committee shall furnish the principal and complainant a written decision within fifteen working days of receiving the complaint. The Assistant Superintendent of Curriculum and Instruction will also receive a copy of the decision. 

5. If the complainant is not pleased with the system-wide committee's decision, the matter may be appealed to the Superintendent by furnishing a letter to the Superintendent within ten working days after the date he or she is furnished with the decision of the system level media committee. The Superintendent, with input from the system level media committee and complainant, shall render a final decision of the matter within 30 calendar days of receiving the complaint. 

6. For the purposes of this policy, all appeals and decisions shall be deemed to have been furnished or served on the date of hand delivery or on the date of deposit in the U.S. Mail by certified mail, return receipt requested. The address found in the completed reconsideration form shall be used for all materials to be furnished to the complainant.
(Adapted from the Walton County Public Schools Board Policy for Public Complaints about Textbook, Library or Instructional Materials)
Forms

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:
· Author 

· Title 

· Type of Media 

· Publisher/Producer 

· Copyright Date 

 

· Author 

· Title 

· Type of Media 

· Publisher/Producer 

· Copyright Date 

 

· Author 

· Title 

· Type of Media 

· Publisher/Producer 

· Copyright Date 

 

· Author 

· Title 

· Type of Media 

· Publisher/Producer 

· Copyright Date 
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:
Acceptable Use of Electronic Media for Personnel,

Substitute Teachers, Volunteers, and Vendors

Norcross High School 

Please complete information and sign on the appropriate line below in ink.

This document outlines the guidelines for use of electronic media devices and facilities located at Norcross High School.  These resources include any computer, server or network, or access provided by Norcross High School, including the Internet.  The use of facilities include the use of data/programs stored on the school’s computer systems, data/programs stored on disk, CD-ROMS, computer peripherals, or any other storage media owned and managed by Norcross High School.  The purpose of these guidelines is to ensure that all employees use technology resources in an effective, efficient, ethical, and lawful way.

Norcross High School recognizes that electronic media provides a means to a variety of instructional resources.  The use of this electronic media must support the purpose, mission, and goals of Norcross High School, as well as the Georgia Performance Standards outlined by the state of Georgia.  All users of media within the school must comply in strict guidelines with all ethical and legal rules in terms of access and use.

As an employee, volunteer, or vendor of Norcross High School, it is expected that you maintain appropriate and necessary passwords to gain access to your accounts.  Passwords should be changed within one week of receiving the initial password, and every month to secure the privacy of our students.

Resources at Norcross High School must not be used for the following:

· To cause harm to other people.

· Disrupt other’s work.

· To perform any illegal activity.

· To gain unauthorized access to other’s files.

· To gain unauthorized access to on-line resources.

· To make changes to hardware or software on any machine.

· To improperly use the network, interfering with security policies.

· To steal or damage data.

· To access any pornographic, hate-oriented, profane, obscene, or sexually inappropriate material.

Failure to follow these guidelines can and will violate the Official Code of Georgia, OCGA, Codes 16-9-90, 16-9-91, 16-9-92, and 16-9-93, as well as United States Public Law 106-554, known as the Children’s Internet Protection Act.  Violation of these guidelines can result in disciplinary action, including termination of employment.  All exceptions to this policy must be cleared through administrative faculty.

Norcross High School’s technology use is subject to change for legitimate purposes.

Signature of Employee:  ________________________________________________

Print Name:  __________________________________________________________

Acceptable Use of Electronic Media for Students
Norcross High School 

Please complete information and sign on the appropriate line below in ink.

By signing below, I agree that I have read the contract and understand that computer use/electronic media is designed for educational purposes only. Also, I am aware and understand that the faculty and staff at Norcross High School will make every effort to assure that usage of electronic media by students will be supervised at all times.  However, I do realize that it is impossible for Norcross High School to restrict access to all controversial materials, and I will not hold the school personally responsible if such an incident were to occur.  

Resources at Norcross High School must not be used for the following:

· To cause harm to other people.

· Disrupt other’s work.

· To perform any illegal activity.

· To gain unauthorized access to other’s files.

· To gain unauthorized access to on-line resources.

· To make changes to hardware or software on any machine.

· To improperly use the network, interfering with security policies.

· To steal or damage data.

· To access any pornographic, hate-oriented, profane, obscene, or sexually inappropriate material.

Students who fail to follow these guidelines will lose electronic media privileges for the school year and may be subject to further disciplinary action.

Parents please check one:

__________  YES, I ALLOW my child to access all electronic media at Norcross High School.
__________  NO, I DO NOT want my child to access network resources.  I understand that by restricting my child’s use of these resources, he or she will not have access to electronic media located in the school media center.

Parent or Guardian Name (please print):  ______________________________________

Parent/Guardian Signature:  ________________________________  Date:  __________

<><><><><><><><><><><><>

Students please sign below:

I have read the Acceptable Use Policy for Electronic Media and I agree to abide by these guidelines.  I understand that if I misuse the electronic resources, my privileges may be taken away.

Student Signature:  _______________________________________ Date:  __________

Citizens Request for Reconsideration of School Media Materials
Type of Media 
_________________________________________

Author


_________________________________________

Title


_________________________________________

Publisher

_________________________________________

Request initiated by
_________________________________________

Telephone (home)
_________________________________________

Telephone (cell)
_________________________________________

Address

_________________________________________




City __________________ Zip ________________
Complainant Represents:
____ Himself/Herself

____ Organization (Name) ____________________________________

____ Identify other groups
____________________________________

1. To what do you object? (Please be specific: cite pages, type of media, titles, etc)

_________________________________________________________________________________________________________________________________________________________________________________________________________2. Why do you object to this material?

_________________________________________________________________________________________________________________________________________________________________________________________________________
3. For what age group would you recommend this material?

______________________________________________________________________________________________________________________________________

4. Is there anything good about this material? Please explain.

_________________________________________________________________________________________________________________________________________________________________________________________________________

5. Did you view or read the entire contents? If not, what parts did you review?

_________________________________________________________________________________________________________________________________________________________________________________________________________6. Are you aware of the judgment of this material by literary critics?

______________________________________________________________________________________________________________________________________

7. What would you like your school to do about this material?

______________________________________________________________________________________________________________________________________

________________

__________________
________________________

  Date                                   School                                Signature of Complainant 
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