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Mission Statement 

The mission of the school media program is to provide students with a variety of informational and 

educational resources.  We strive to provide the school community with a wide range of materials at 

appropriate levels of difficulty that support the core curriculum.  We encourage individual usage and 

growth in knowledge so that students will become life-long learners, establish a love of reading, and 

become information literate. 

 

Objectives 

The goals of the Library Media Specialists are: 

1. To help students gain skills that will allow them to access, evaluate, and use information. 

2. To maintain a well-balanced collection of media appropriate materials to meet the needs of the 

school. 

3. To provide assistance in locating and using instructional materials. 

4. To promote instruction in information literacy to students and faculty. 

5.  To provide materials that will stimulate the love of reading. 

6. To provide materials that will support classroom instruction. 

7. To collaborate with staff members in fulfilling the goal of teaching the standard core curriculum. 

8. To plan for future development and expansion of the library in order to provide better service. 

9. To encourage students in the use of the electronic catalog system and other standard library 

helps. 

10. To use standard guides, along with care and reason, in the selection of materials in order to 

have a well-rounded, appropriate collection. 

11. To create a warm, inviting library environment that will encourage the use of the library. 

 

Policies 
 

Library hours: 

1. The Library will be open ½ hour before regular school hours and ½ hour after the end of regular 

school hours, unless an appointment is made by faculty or staff.  

2. Class time needed in the library will be scheduled with the Media personal.  

3. Library Media personal may be contacted by email or in person.  

4.  Appointments may be scheduled by the teachers in order to gain assistance to collecting 

materials for their classroom teaching. 

5. If a teachers wishes, a list of needed resources can be given to the Library Media personnel and 

collected by LM to be given to a teacher at a later date. 

 

 



Student Conduct: 

Students will come to the library with the purpose of learning and will follow the established rules of 

acceptable behavior listed below: 

a. Show respect for all library media center materials. 

b. Keep hands, feet, and all other objects to self. 

c. Leave all food and drink outside the library. 

d. Listen and follow directions. 

e. Show respect for other learners in the library. 

 

Library Committee: 

The library committee exists to promote library programs, uphold and approve policies, and to assist in 

collection development.   The committee will consist of one teacher volunteer from each grade 

level/department, an administrator, and a parent representative.  The Library Media Specialist serves as 

the head of the committee. The committee will meet throughout the year to discuss library issues, 

programs, activities, and make book recommendations.  In the case of a recommendation of material 

reconsideration, the library committee will review the material using the established procedures for 

reconsideration. 

 

Reconsideration of Materials: 

All complaints about collection holdings must be submitted in writing on forms available from the 

library/media specialist.  If the parent, student, or citizen refuses to complete the form and return it to 

the library within 30 days, then the concern will not be brought to the attention of the library 

committee and the matter will be dropped. 

 

When a formal complaint is received, the complaint and the material will be reviewed by the library 

committee and as soon as possible, a decision will be made (see appendix).  The decision will be formally 

written and signed by the members of the committee.  The patron will then have the option of either 

meeting with the committee to discuss the decision or of receiving notification of the committee’s 

decision by letter.  The parent, student, or citizen may appeal the decision to the district office, which 

will handle the request at that level. 

 

Materials under the review process will be removed from circulation until the complaint process is 

complete and a decision made. 

 

 

Check-Out: 

1. Regularly circulated books may be checked-out for a period of two weeks of time with an 

additional two weeks granted for renewal. Additional renewals are at the librarian’s discretion. 

2. The number of books allowed to be checked out at a time is no more than three, unless special 

circumstances arise and permission is granted from the Library Media specialist. 



3. Students will be responsible for paying for the replacement of lost or damaged materials. The 

cost of replacing materials is determined by the librarian.  If lost materials are found within the 

same school year, the payment will be reimbursed to the student. 

4. No fines will be assessed for late materials, however the diploma and yearbook may be withheld 

if materials are not returned or paid for by the end of the school year.   

5. Fines for missing or lost books will be collected during the school year and will be used for the 

replacement of media supplies and collection development. 

6. Faculty may check out unlimited numbers of materials as long as needed.  Periodicals and 

equipment must be signed out at the circulation desk, if taken outside the library media center. 

7. Students are not allowed to check out auto-visual materials, magazines, newspapers, or 

reference material.  The use of these items must be confined to the library media center.  

8. Any items checked out at the time a student withdraws from school, must be returned or paid 

for upon withdrawal. 

 

Selection Criteria: 

The Librarian will make the selections as to which new resources are purchased or included in the 

collection. It is the responsibility of the school media center to provide a wide range of materials on 

different levels of difficulty, with diversity of appeal, and representing different points of view.  The 

inclusion of any item in a collection does not necessarily mean that the media center or school 

advocates or endorses the contents of that item.   Along with the guidelines outlined by district policy, 

the following criteria are used as a guide for selecting the best resources for the library media center. 

 

1. Needs of the current collection are given first consideration. 

2. Supports the curriculum and educational goals of the school. 

3. Authoritative selection sources, approved bibliographies, and reviews in professional 

publications will be considered regularly. 

4. The recommendations from teachers, administration, parents, and students. 

5. Enhances the classroom curriculum. 

6. Lasting importance or significance to a field of knowledge. 

7. Literary and artistic excellence. 

8. Timelessness of material. 

9. Contribution to the diversity of the collection. 

10. Budgetary constraints. 

11. Reputation and significance of the author, illustrator, or publisher. 

 

 

Donations: 

Gift materials and donations will be evaluated on the same basis as materials purchased for the library 

and will be added to the collection if they fit the criteria for selection and fill a valid need.  Unaccepted 

donations will be dealt with in a professional manner or refused.  

 

 



Weeding: 

1. Periodic weeding, discarding, and replacement of worn or outdated materials, is essential to 

maintaining a current and appealing collection.  

2. Materials are considered for weeding if they are  

a. Worn 

b. Mutilated 

c. Outdated 

d. Unused 

e. Have multiple copies 

f. Of a subject matter or treatment not suitable for students served by the library 

3. Older materials may be retained if they are out-of-print until a suitable replacement can be 

found. 

4. Weeded materials are kept for a reasonable length of time to allow for Library committee and 

Teacher evaluation, in order to assess their usefulness, desirability, or replacement status. 

5. Once materials are tagged for disposal, they will be removed from the computerized system, the 

card catalog, and the shelf list. 

6. All materials to be discarded are stamped “Discard” and barcodes removed or defaced.   

7. Discarded materials can be given away to teachers or public, sold, or disposed of according to 

district policy. 

8. Materials, which are in high demand and weeded due to wear or damage, will be replaced as 

funds allow.   

9. Items which are no longer applicable to curriculum or have ceased to circulate will not be 

replaced. 

 

Inventory: 

A regular inventory of materials and equipment will be conducted the last two weeks of the school year 

or according to the desire or need of the Library Media Specialist.  An ongoing informal inventory is 

conducted throughout the school year.  This process will identify lost, stolen or damaged items and 

allows for an organized collection development process. 

 

Computer Use: 

Computers in the school Library are for research and completing school assignment.  Some personal use 

may be granted by permission from the School Media specialist.  Students who are researching school 

subjects will have priority over students who are using the computers for personal use. 

 

The school Library adheres to the District computer use policy. All computer use infractions are 

submitted to the administration. Students who do not follow district, school, or library policies will have 

their computer access taken away.  A letter will be sent home to the parents of the student detailing the 

infraction and appropriate administration action taken. 

 

 

 



Copyright: 

Public schools are subject to Federal copyright laws, just as businesses and other agencies.  In our media 

center, we obey the copyright laws that govern the duplication, distribution, use, and display or 

performance of all copyrighted materials, include: printed matter, audiovisual materials, television 

programs, computer software, and the internet. There are exemptions which provide some latitude for 

the use of copyrighted materials for instructional purposes under the doctrine known as “fair use”. 

These exemptions do not apply for non-instructional purposes such as reward or motivations. Using this 

understanding, the Library Media staff shall: 

1. Abide by all provisions of copyright laws. 

2. Obtain permission from the owner or copyright holder before duplicating any commercial 

materials, whether printed or non-printed. 

3. Not transmit or reproduce copyrighted tests and answers in any form or by any means, 

electronic or mechanic, including: photocopying, recording, or any information storage or 

retrieval system. 

4. Obtain a copy of the District procedures and guidelines for legal duplication of materials and 

follow those guidelines. 

 

 

 

 

Special thanks to Mountainside Elementary, Cache County, Utah, Plainview K-12 School, DeKalb County, 

Alabama, and Hillsborough County School District, Florida for their help in writing this policy. 

 

 

 

 

 

 

 

 

 

 

 


