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Library Media Center Mission Statement
St. James R-1 Library Media Centers

The St. James R-1 School District, through its Board of Education, believes that Library
Media Centers are a fundamental part of the educational process.

It is the mission of the St. James Library Media Centers to provide circulating material
and reference and information literacy skills to meet and supplement the needs of the
students and teachers in the school system.

The availability of many materials, in a variety of formats, presents to students and
teachers the possibility of selecting the media best suited for individual need, mode of
learning, and district objectives.

The District shall strive to meet the school media standards as prescribed by the
Missouri Department of Elementary and Secondary Education.

Objectives:

The St. James R-1 Library Media Centers, in compliance with library
philosophy and the stated mission and goals, have set the following
objectives:

1. Establish and follow written policies and procedures for the school Library Media
Center (LMC) program.

2. Participate in the planning, arrangement, utilization, and development of Library
Media Center facilities.

3. Follow approved policies for the selection, evaluation, and disposition of
materials and equipment.

4. Follow standards for bibliographic control so that accepted methods of
cataloging, classifying, and indexing are provided.

5. Provide for an effective circulation system for Library Media Center materials and
equipment.



6. Ensure that Library Media Centers are open, staffed, and effectively scheduled
throughout the school day and at other times as needed.

7. Actively promote the utilization of Library Media Center materials.

8. Provide library/information skills instruction.

9. Provide guidance to students and staff in selecting, evaluating, and utilizing
resources to meet academic and individual needs.

10. Provide on-going evaluation of the Library Media Center program and make
modifications as needed.

11. Engage in continued professional growth activities.

Goals:

The St. James R-1 School District Library Media Centers shall be committed to
educational excellence in its fullest sense. The primary goal of the Library Media
Centers is to support the mission statement of the St. James R-1 School District:

The Mission of the St. James R-1 School District is to empower students through
caring relationships, academic excellence, and community partnerships.

Long and short-term goals for each building’s Library Media Centers will be stated in the
annual Library Media Center School Board report.

Evaluative Methods:

Library Media Center programs must be evaluated in order to review overall goals and
objectives in relation to the user and instructional needs and to assess the efficiency
and effectiveness of specific activities. Evaluation of the St. James R-1 School District
Library Media Centers will include both formal and informal procedures including the
collection of direct data, the gathering of opinions and suggestions from surveys and
questionnaires, and observation of services.

The evaluation systems are an ongoing process that will include some or all of the
following:



1. The Library Media Specialists will be evaluated on a regular basis by the
appropriate building principals according to performance-based standards.

2. Surveys may be given to faculty members and/or students to determine opinions
about strengths and weaknesses of the LMC’s programs and services. Surveys
may include, but not be limited to: strengths and weaknesses in the area of
collections, equipment, programs, and services. The purpose of these surveys is
to provide comments and suggestions from students and staff.

3. Circulation statistics will be gathered and monitored in order to identify interest
trends and to identify collection needs and deficits.

4. Inventories of LMC materials and equipment will be maintained. Library Media
Specialists will conduct routine inventory audits.

The following pages contain St. James R-1 School District Board of Education
approved policies that pertain to the St. James R-1 Library Media Centers.



Copyright/Acceptable Use Policy



Copyright/Acceptable Use Policy (con’t)



Intellectual Freedom and Confidentiality Policy



Collection Development Policy

The district will obtain materials for the district’s media centers and libraries
that are current, address the curriculum needs of district instructors, and
provide for the learning resources needed by district students.  cal
standards.The final responsibility for selection of library materials is
delegated to the school Library Media Specialist (LMS) in accordance with
the objectives listed in this policy. In selecting materials for purchase, the
school LMS should consider suggestions from teachers and requests from
students.

Objectives for the Selection of Library Materials

Library materials will be selected in accordance with the following
objectives:

1. Provide materials that will enrich and support the curriculum,
taking into consideration the varied interests, abilities and
maturity levels of the pupils served.

2. Exhibit a high degree of potential user appeal and interest.
3. Provide materials that will stimulate growth in factual

knowledge, literary appreciation, aesthetic values and ethi
4. Provide background information that will enable students to

make intelligent judgments in their daily lives.
5. Provide materials on opposing sides of controversial issues.

Consider the importance of diverse literary representation. The
collection should provide literature that serves as mirrors,
windows, and sliding glass doors so students are exposed to
books and characters that reflect their own experiences as well
as experiences of others. That may include, but not be limited
to religious, ethnic, and multicultural groups.

6. Place principle above personal opinion and reason above
prejudice in the selection of materials of the highest quality in
order to assure a comprehensive collection appropriate for the
users of the library.



7. Earn favorable reviews in standard reviewing sources and/or
favorable recommendations based on preview and examination
of materials by professional personnel.

8. Demonstrate physical format, appearance, and durability
suitable to their intended use.

9. Balance cost with need.
10. Use existing special criteria for the selection of all types of

materials: print, nonprint, and electronic resources for all
subject areas.

a. Material should have permanent or timely values.
b. Information should be accurate.
c. Material should be presented in a clear manner.
d. Material should be authoritative.
e. Material should have significance.

The above-mentioned criteria will also apply to the acceptance of any gift of
materials or to the selection of materials purchased with a monetary gift
from an individual or group.



Reconsideration Policies

Weeding

Weeding, or deselection, is the removal of library materials that are
no longer useful, no longer appropriate, or rarely used. Deselection of
materials allows for a collection that is credible, useful, and timely,
and aligns the collection with St. James School District users’ needs
and the district’s current curriculum. While weeding is essential to the
collection development process, it should not be used as a
deselection tool for controversial materials.

The LMS will examine materials while doing end-of-year inventory
and during routine day-to-day circulation of materials. Anything
meeting the criteria for weeding will be withdrawn from library records
and discarded.  If it is an item for which there is still a need, a
replacement will be purchased if possible. Items will be discarded at
the discretion of the library media specialist.

Effective weeding requires good, subjective judgment and should be
carried out by the LMS responsible for the selection of new materials.
Para-professionals or volunteers may pull worn or damaged books
from the shelves to be evaluated for weeding. However, the final
weeding decision must be left to the professional judgment of the
LMS.

Weeding Criteria:
1. Materials of poor content, which may contain outdated

and obsolete information, gender bias, stereotypes, trivial
subject matter, mediocre writing style, inaccurate or false
information.

2. Multiple copies of materials no longer in demand or
superseded by new and revised editions.

3. Materials of poor or dated appearance or too badly worn
or damaged to be mended.



4. Materials that are not age or developmentally appropriate.
5. A more thorough or more complete resource exists.
6. The material no longer supports the district’s curriculum

objectives.
7. The material is not used by staff or students.

Challenged Materials
Challenge Materials Process Form
Challenged Materials Form
Challenged Materials Appeal Process Form
Challenged Materials Appeal Form

It is necessary to have an orderly procedure that will assure a fair
hearing to those who have objections and that will provide for a
thorough investigation of disputed materials. Any resident,
parent/guardian, employee, or student of the St. James School
District may express an informal concern or formal request for
reconsideration of library materials. Informal discussion with the
challenger is encouraged before formal reconsideration procedures
are initiated. Oftentimes, a discussion between the Library Media
Specialist and the resident, parent/guardian, employee, or student
may resolve the concern without the need for the formal
reconsideration process.  The process described below is intended to
assure that carefully considered judgments are made in response to
criticism or objections.

Challenged Material Process

On occasion, honest differences of opinion may arise about books or
materials used in the public schools. Any resident, parent/guardian,
employee, or student of the district may formally challenge learning
resources used in the District’s educational program on the basis of
appropriateness.

https://docs.google.com/document/d/1b60bVYJlPCFLLE3DPYG2Xp3HYTq8HcsKz9wqLAtCVGI/edit?usp=sharing
https://docs.google.com/document/d/1bp9BKbvosEsddxbuBvD3ghqBQxnzqwRkzYhMgI8aftU/edit?usp=sharing
https://docs.google.com/document/d/1hjgHUDZrkSGi72TMNCVxdgZh7UVmtbjCgqndMWt6QWA/edit?usp=sharing
https://docs.google.com/document/d/1dORvZjaBoVTKClrwbIxB6EwwKp7d7DV078PvxWlpu80/edit?usp=sharing


The Board recognizes that parent(s)/guardian(s) have the right to
determine that materials in the Library Media Center collection or of a
supplementary nature may not be appropriate for their child.
Parent(s)/guardian(s) requests that such material not be given to their
children shall be honored to the extent possible.  No
parent(s)/guardian(s) have the right to determine reading, viewing or
listening material for students other than their own children.

Access to challenged material shall not be restricted during the
reconsideration process.  The district will only consider one item
challenge at a time.

In considering a challenge, the major criterion for the final decision is
the appropriateness of the material for its intended educational use. A
decision to sustain a challenge shall not necessarily be interpreted as
a judgment of irresponsibility on the part of the professionals involved
in the original selection and/or use of the material.

It is necessary to have an orderly procedure that will assure a fair
hearing to those who have objections and that will provide for a
thorough investigation of disputed materials.

1. Questioners should first attempt to reach out to the
teacher or library media specialist to discuss their
concerns with the use of the materials in the classroom or
library.

2. If the questioner does not feel the issue has been
resolved, the use of the materials may then be brought to
the attention of the principal. The principal and other
appropriate staff member(s) shall explain to the
questioner the school’s selection procedure, criteria and
qualifications of those persons selecting the resource.
The principal and other appropriate staff member(s) shall
explain the particular place the questioned resource
occupies in the educational program, its intended



educational usefulness, and additional information
regarding its use, or refer the party to someone who can
identify and explain the use of the resource.

3. If the questioner wishes to file a formal challenge, a copy
of the district’s Procedures for Challenging Materials and
a “Challenged Materials” form shall be handed out or
mailed to the concerned party from Central Office and
must be returned within a 30-calendar day period.

4. The “Challenged Materials” form shall be signed by the
questioner and filed with the Assistant Superintendent or
his/her designees.  The Assistant Superintendent or
his/her designee shall inform the principal of the school
upon receipt of the form.

5. The Challenged Materials request shall be referred to a
Challenged Materials Committee for reevaluation of the
resource. The Assistant Superintendent and his/her
designee will arrange for a Challenged Materials
Committee reevaluation meeting within thirty (30)
calendar days.

The Challenged Materials Committee

Upon receipt of a request for a formal challenge of materials,
the Assistant Superintendent or principal designee shall appoint
a Challenged Materials Committee including the following
membership as appropriate:

● Two members of the school teaching staff who are
assigned to the grade level or subject area for which the
challenged material was selected

● One student (for high school and middle school)
● One Library Media Specialist from the district
● One building principal
● A Board of Education member



● Two parents of students at that level
● Other committee members as deemed appropriate by the

Assistant Superintendent

The Assistant Superintendent shall serve as the chairperson of
the Challenged Materials Committee. The committee
chairperson shall be the only member of the committee allowed
to review the complaint form initially. All committee members
will be allowed to review the complaint form after they have
examined and/or read the challenged material. The challenger
may offer a 3-minute statement prior to the committee
discussion. The challenger will then be excused for the
committee’s discussion.

The Challenged Materials Committee shall examine and/or read
the challenged materials and judge whether it conforms to the
criteria outlined in the district’s Selection of Library Materials.

Resolution

The Challenged Materials Committee shall:

● Examine and/or read the challenged resource
● Determine professional acceptance by reading critical

reviews resource

Top Five Recommended School Library Reviewing
Sources:

● Association for Library Service to Children
(ALSC) Notable Children’s Books

● Booklist
● School Library Journal
● We Need Diverse Books website
● Young Adult Library Services Association

(YALSA) Best Books for Young Adults



● Weigh positives and negatives and form opinions based
on the material as a whole rather than on passages or
sections taken out of context

● Discuss the challenged resource in the context of the
educational program

● Prepare a written report which states the decision,
rationale for the decision, and the official vote (without
identifying votes of individual members of the committee)

● Recommend that the questioned materials be retained
without restriction, retained with restriction, or not retained

The written report, along with a letter outlining appeal
processes, shall be mailed to the challenger within 10 days of
the Challenged Materials Committee’s conclusion.

The written report, prepared by the Challenged Materials
Committee chairperson, shall be retained by all district Library
Media Specialists. Any material, once upheld from a challenge,
cannot be re-challenged for five years. A copy of the report will
be available to the public upon request. The district reserves
the right to charge for copies of the reconsideration.

The decision of the Challenged Materials Committee is binding
for the individual school as well as other schools in the district
where the title is deemed age and developmentally appropriate.
All decisions of the Challenged Materials Committee shall be
provided to the Board (at a regularly scheduled meeting)
designated as an informational item.

Notwithstanding any procedure outlined in this policy, the
challenger, or district staff involved in the challenge shall have
the right to appeal any decision of the Challenged Materials
Committee in writing to the Board as the final review panel. To
appeal, the challenger or staff member has fourteen (14)



calendar days from the date of the written report to complete
the Challenge Materials Appeal Form and submit to the Board
appealing the decision of the Challenged Materials Committee.
Upon appeal, the Board will review the Challenged Materials
appeal request and render a decision.

Challenge Appeal Process

The purpose of the Board of Education Appeal process is to
ensure that the process for Challenged Materials was
undertaken within the policy and regulation.  The appeal
process is not designed to circumvent the Challenge Committee
recommendation but to ensure that the process was undertaken
in a fair and unbiased manner.

Appeal Process Committee
● Committee of the Board of Education not to exceed three

Board of Education members and the Assistant
Superintendent.

● Presented by the Assistant Superintendent and the Board
of Education member who served on the Review
Committee.

Appeal Process
● The BOE appeal committee may meet either in person or

virtually within 30 days of the appeal being filed.
● The appeal will be heard by the group with an executive

summary of the Challenge Committee findings will be
presented by the Assistant Superintendent.

● The group will hear both the Challenge Committee’s
consensus findings and any dissenting opinions offered
during the Challenge Committee’s deliberation.



● The BOE appeal committee will come to consensus on
its findings and will give a report to the Board of
Education with a recommendation.

● Recommendations will be as follows:
○ Uphold the findings of the Challenge Committee

process
○ Modify the recommendations from the Challenge

Committee
○ Take no action

● The BOE appeal recommendation will be placed on the
next BOE meeting agenda as a consent agenda item.

● The BOE decision will be final and the challenged
materials cannot be brought back to the process for five
years.

● A written report will be kept for the record and given to
the challenger within 10 calendar days

Volunteers Policy

The Library Media Specialists appreciate volunteers to help support the
Library Media Centers. Library Media Specialists encourage parents and
community members to consider volunteering in the district’s Library Media
Centers.







Volunteers Policy (con’t)



Volunteers Policy (con’t)



Donations Policy



Inventory Procedure:

Collection inventories are necessary in order to reconcile digital records with actual
holdings.  Inventories aid accountability in tracking lost materials and materials that
were not correctly returned.  Ideally, collection inventories should take place annually.
The Library Media Specialist in each building is responsible for the inventory of their
respective collections by using inventory capabilities of the Library Management
System.

Fines/Damaged Materials Procedure:

Due to individual needs for library materials, it is recognized that rigid loan periods may
prohibit accessibility and use of materials. While suggested loan periods of two weeks
are in place, the Library Media Centers in the St. James R-1 School District do not
collect fines for overdue materials.

It is, however, expected that restitution will be made for lost or damaged materials. It is
the responsibility of the building Library Media Specialist to assess the financial
obligation of the lost or damaged item(s) and request reimbursement.

Borrowing Procedure:

No barriers exist between students and access to and use of resources, including the
imposition of age or grade-level restrictions, limitations on the use of an interlibrary loan,
or access to electronic information.

Systems for circulating materials ensure optimal use and encourage students to borrow
materials for use throughout the school, at home, and in the Library Media Center.
Circulation and access procedures enable and encourage interlibrary loans.
Library Media Centers have equipment readily available for student and teacher use to
support all the formats of media that the school has acquired.  Equipment is in good
working condition and is available for checkout to classrooms and staff. Efforts are
made to represent recent advances in media equipment technology.  Equipment is
checked on a regular basis through ongoing maintenance and repair services.

Although the number of items and loan periods are essentially dependent on the needs
and circumstances of students and staff, the recommended number of materials for
students is four (4) books for a two-week loan period. Staff is allowed an unlimited
number of print materials for an unlimited loan period.



Equipment is checked out by staff and kept for one week with renewal options if the
equipment is not being held for another staff member.

Weeding Procedure:

The Library Media Center collections are periodically reviewed and evaluated to ensure
that materials meet staff, student, and curricular needs. The process of weeding, or
deselection, refers to the removal of items from the library collections for one or more of
the following reasons:

-Item contains misleading, factually inaccurate, or dated information
-Item is damaged or worn beyond the Library Media Specialist’s ability to repair
-Item is superseded by a new edition or better book/resource
-Item does not have literary or scientific merit, or does not meet any curricular need
-Item is irrelevant to the needs and interests of the LMC community
-Duplicate copies
-Lack of circulation

Once an item has been removed from the library management system database and
marked ‘discarded,’ the item will be disposed of at the Library Media Specialist’s
discretion.


