
Information and Learning Center
Collection Management Procedure

The Community High School District 117 Information and Learning Centers supports the
principles of intellectual freedom inherent in the First Amendment of the Constitution and
the principles endorsed by the American Library Association’s “Library Bill of Rights.”

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.

VII. All people, regardless of origin, age, background, or views, possess a right to privacy and

confidentiality in their library use. Libraries should advocate for, educate about, and protect people’s

privacy, safeguarding all library use data, including personally identifiable information.

Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2, 1961; June 27, 1967; January 23,

1980; January 29, 2019. Inclusion of “age” reaffirmed January 23, 1996.

"Library Bill of Rights." American Library Association. June 30, 2006. http://www.ala.org/advocacy/intfreedom/librarybill

https://www.ala.org/advocacy/intfreedom/librarybill


The Articles of the Library Bill of Rights are basic principles that govern the service of all libraries, and are

further explained in the ALA policy “Access to Resources and Services in the School Library: An Interpretation of

the Library Bill of Rights,” excerpted below:

“The school library plays a unique role in promoting, protecting, and educating about intellectual freedom. It

serves as a point of voluntary access to information and ideas and as a learning laboratory for students as

they acquire critical thinking and problem-solving skills needed in a pluralistic society. Although the

educational level and program of the school necessarily shape the resources and services of a school library,

the principles of the American Library Association’s Library Bill of Rights apply equally to all libraries,

including school libraries. Under these principles, all students have equitable access to library facilities,

resources, and instructional programs.

School librarians 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. School

librarians work closely with teachers to integrate instructional activities in classroom units designed to equip

students to locate, evaluate, and use a broad range of ideas effectively. Intellectual freedom is fostered by

educating students in the use of critical thinking skills to empower them to pursue free inquiry responsibly

and independently. Through resources, programming, and educational processes, students and teachers

experience the free and robust debate characteristic of a democratic society.

School librarians cooperate with other individuals in building collections of resources that meet the needs as

well as the developmental and maturity levels of all students. These collections provide resources that

support the mission of the school district and are consistent with its philosophy, goals, and objectives.

Resources in school library collections are an integral component of the curriculum and represent diverse

points of view on both current and historical issues. These resources include materials that support the

intellectual growth, personal development, individual interests, and recreational needs of students…

  Students and educators served by the school library have access to resources and services free of constraints

resulting from personal, partisan, or doctrinal disapproval. School librarians resist efforts by individuals or

groups to define what is appropriate for all students or teachers to read, view, hear, or access regardless of

technology, formats or method of delivery… Major barriers between students and resources include but are

not limited: to imposing age, grade-level, or reading-level restrictions on the use of resources [labeling

systems]...” Adopted July 2, 1986, by the ALA Council; amended January 10, 1990; July 12, 2000; January 19, 2005; July 2, 2008; and July 1, 2014.

"Access to Resources and Services in the School Library: An Interpretation of the Library Bill of Rights." American Library Association. May 29, 2007.

Further Resources

American Library Association - Freedom to Read statement
First Amendment and Censorship
Board of Education, Island Trees Union Free School District v. Pico
Intellectual Freedom and censorship Q & A
Labeling Systems: an interpretation of the Library Bill of Rights

http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/accessresources
https://www.ala.org/advocacy/intfreedom/freedomreadstatement
https://www.ala.org/advocacy/intfreedom/censorship
https://www.oyez.org/cases/1981/80-2043
https://www.ala.org/advocacy/intfreedom/censorship/faq
https://www.ala.org/advocacy/intfreedom/librarybill/interpretation/labeling-systems


Information and Learning Center Materials Selection Procedure

Objective
The mission of the Community High School District 117 Information and Learning Center  is to empower
students to be enthusiastic readers, critical thinkers, skillful researchers, ethical users and creators of
information, and innovative members of the digital landscape through direct instruction with students,
collaboration with staff, and a comprehensive program that provides a variety of services and resources.
The objective of Materials Selection is to fulfill that mission by providing students with access to a wide
range of information resources that support learning and appeal to personal interests.

I.  Responsibility for Selection of Library Materials
The responsibility for selection and purchase of library materials is delegated to the librarians employed
by Community High School District 117. Teachers, staff, students, and community members are welcome
to make suggestions to school library personnel, and these will be given due consideration.

II.  Criteria for Selection of Library Materials

Librarians consider the following when selecting library materials:

A. Does the material support and enrich the curriculum and/or appeal to students’ personal
interests or learning styles?

B. Has the material earned literary awards, favorable reviews in professional review sources, or
recommendations from educational experts?

C. Has the material achieved historical, cultural, or global permanence, or is it recognized as having
high aesthetic, literary, or social value?

D. Does the material include authors and illustrators that realistically represent the myriad voices
and foster understanding of the various religious, ethnic, cultural, gender, and sexual identities
represented within society?

E. Does the material provide access to content that reflects and helps all students to understand
the value of their own experiences in relation to other, diverse perspectives?

F. Is the material considered by professional experts to be age appropriate, in that students have
sufficient social-emotional and cognitive skills to comprehend the material’s purpose or
message?  The presence of specific content does not in itself render a book inappropriate for a
given age; all content must be considered within the context of the material as a whole.

G. Does the material contain accurate and factual content from authoritative sources?

H. Does the material contribute to maintaining a collection that represents various authoritative
viewpoints on controversial issues?  (Biased or slanted materials and information may be
provided to meet specific curriculum objectives; e.g. the study of media literacy).

I. Does the material expand access to information by adding variety to the collection’s available
formats (i.e. it allows students to access information online, from home, in person, at any hour,
etc.)?

J. Does the material demonstrate physical format, appearance, and durability suitable to its
intended use?

K. Would selection of the material balance cost with need?



III.  Procedures for Selection of Library Materials

1. In selecting materials and information resources for the school library, the librarians will
evaluate the existing collection and the curriculum needs, consider budgetary requirements,
and consult professional journals and reputable review sources.

Partial list of professional journals and review sources:
- Association of Illinois School Library Educators (AISLE)
- Booklist
- School Library Journal
- Young Adult Library Services Association (YALSA)
- We Need Diverse Books website
- Kirkus
- additional American Library Association endorsed sources

2. Gift materials, self published materials, and recommendations will be evaluated by the criteria
listed in Section II and accepted or rejected by those criteria.

3. Resources selected for information literacy skills instruction will be evaluated using the criteria
listed in Section II.

IV.  Procedures for De-selection (Weeding) of Materials

Materials for the library will be continually reevaluated in relation to evolving curriculum, new
formats of materials, new instructional methods, and the current needs of students/faculty.
Materials no longer appropriate shall be removed. Lost or worn materials of lasting value may be
replaced. Weeding is essential to maintaining a relevant, attractive collection. Librarians follow the
guidelines outlined by the “CREW Method,” the benchmark tool for weeding library collections.

(CREW: A Weeding Manual for Modern Libraries, Jeanette Larson, Texas State Library and Archives Commission)

Materials considered for weeding should include items:

- in poor physical condition
- no longer needed to support the curriculum or student/faculty interests
- containing outdated or obsolete information or terminology
- containing inaccurate or false information
- superseded by newer editions or more updated material

V.  Procedures for Objections to Materials:

1. A   student, parent, staff member or stakeholder, who is a resident of the School District, may
communicate a concern regarding library material that is optional for independent review or
reading with the Principal.

2. The District Complaint Manager will contact the complainant to discuss the concern in relation
to the philosophy and goals of the school district and library.

3. If the concern is not resolved informally, the complainant will receive a Letter to Complainant
(Appendix B), a copy of the Library Collection Management Procedure, and the Request for
Reconsideration of Library Materials Form (Appendix A).

4. In accordance with the American Library Association’s Library Bill of Rights, questioned
materials shall remain in circulation throughout the reconsideration process.

https://www.ala.org/tools/challengesupport/selectionpolicytoolkit/reviewresources
https://www.tsl.texas.gov/sites/default/files/public/tslac/ld/ld/pubs/crew/crewmethod12.pdf


5. If the completed Request for Reconsideration of Library Materials Form has not been received
by the District Complaint Manager within two weeks of the postmark date, the issue will be
considered closed.

6. Upon receipt of the completed Request for Reconsideration of Library Materials form, if the
reconsideration merits further review, the District Complaint Manager shall convene a review
committee consisting of the following members:

● Librarian(s) -- to participate in an advisory capacity
● Teacher from the appropriate grade level and/or subject area
● Student(s)
● Administrative Representative
● A Parent who is not the complainant
● Any other persons who have particular competencies regarding the specific complaint
● Note: the individual initiating the reconsideration process shall not serve on the Review

Committee

7. The Review Committee shall convene and use the Review Committee Procedures (Appendix C)
to:
a. Present a written recommendation on the matter to the District Complaint Manager

8.   The decision to retain or exclude the material from the library collection will be made by the
District Complaint Manager, who will communicate this decision to the complainant.

● The decision will be communicated to the complainant within 60 calendar days from receipt
of the Request for Reconsideration of Library Materials form. The timeline may be extended
by the committee for good cause.

● If more than one Request for Reconsideration of Library Materials form is received, they will
be addressed in the order of receipt. In such situations, the complainant will be notified of
the date of receipt and the date the review process is scheduled to begin.

9.  If the complainant is not satisfied, he/she may appeal the decision by certified mail  to the Board
of Education / Superintendent within 7 calendar days of receiving the committee’s written
determination.

● In making its determination, the Board of Education/Superintendent may seek assistance
from outside organizations such as the American Library Association.

10. Once a book or other library material has been reviewed by a committee and a decision
rendered regarding suitability for high school students, the book or other material is not subject to
challenge again within a three year period based on the same or similar grounds alleged by the
complainant or another individual.

A decision to exclude challenged material from the library collection will not be interpreted as a
determination of irresponsibility by the professionals involved in the original selection or use of the
material.



(Appendix A)

Request for Reconsideration of Library Materials

Date  _________________________________
Name ___________________________________________________________________________________________________________
Address ________________________________________________________________________________________________________
Email __________________________________________________
Phone  _______________________________

Do you represent:

_________ Yourself
_________ Organization (Name) ____________________________________________________________

What is your relationship to Community High School District 117?

________ Parent of a student
________ Resident in the district
________ Faculty or Staff

Material on which you are commenting

Title: ____________________________________________________________________________________________________________

Author: _________________________________________________________________________________________________________

Type (book, electronic resource, magazine, other): ________________________________________________________

What brought this material to your attention?

What is your objection to this material? Please be specific; cite pages.

If you believe the  library material violates any Illinois law, Board policy or District standards please
list specific law, policy or standard.



Have you read or viewed the entire resource? __________  If not, which sections did you preview?

What do you feel might be the result of a student reading or viewing this material?

What other resources  would you suggest to provide information in the same subject area and
format as this material?

What action are you requesting the library/school to consider in regards to this material?

Signature __________________________________________________________________
Date __________________________

Date Received by District Complaint Manager:  ________________________



(Appendix B)

Letter to Complainant

We appreciate your concern about the library collection at Community High School District 117. The
district has developed procedures for selection of library materials, but understands that not
everyone will agree with every selection made. To better understand how librarians select
resources, please read the enclosed Library Collection Management Procedure.

If you still have concerns after reading this material, please complete the Request for
Reconsideration of Library Materials form and return it to the District Complaint Manager.

If the completed Request for Reconsideration of Library Materials form has not been received by the
District Complaint Manager within two weeks of the postmark date, the issue will be considered
closed.

Receipt of Request for Reconsideration Form -- 2nd Letter to Complainant

Community High School District 117  has received your Request for Reconsideration of Library
Materials form and initiated the review process outlined in the Library Collection Management
Procedure  you received.

You will be notified of the final decision within 60 calendar days of your form’s receipt:

________________________ (record receipt date here)



(Appendix C)

Review Committee Procedures

1. Read the Library Collection Management Procedure in its entirety to better
understand the principles of intellectual freedom and the Library Materials Selection
Procedure.

2. Read, view, or listen to the challenged material in its entirety and in context to
understand its purpose, message, or theme.

3. Consider how specific elements or passages in question relate to the overall
purpose, message, or theme.

4. Read reviews from library journals and ALA-endorsed sources to examine the
professional assessment of questioned material by librarians and educational
experts.

5. Evaluate to what extent the material as a whole meets the Criteria for Selection of
Library Materials.

6. Prepare a written summary of the committee’s findings.
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