
WESTSIDE ELEMENTARY LIBRARY PROCEDURES

School Library General Information
A certified librarian (library media specialist) is in charge of all phases of the library service including 
collection development. Selection and review of library materials is performed in accordance with state 
law and district policies. The library collection is developed by the librarian – with input from teachers, 
administrators, parents, and students – to fit the needs of the school. The library collection consists of 
non-fiction and fiction books, magazines, audio books, and other materials.

The library is open on school days at 7:45am, during student lunches, and after school until 3:30pm. The 
daily schedule is subject to change without notice and is dependent upon the needs of the school faculty 
and administration.

Books and Materials
A maximum of two books may be checked out at any one time. Except for reference works and 
magazines, any library material may be checked out for a period of one week and may be renewed for an 
additional week. Notes requiring a parent signature will be sent home for overdue materials.  Students 
may not check out books for other students. 

Books and other materials may be reserved for certain classes or students by request of a teacher or 
student and at the discretion of the librarian.  Non-circulating materials may be borrowed for a limited time
with the librarian’s permission.  All materials should be returned to the library on or before the date due.

Student Library Clearance
All books and other library materials must be returned by the end of the school year or when a student 
transfers out of the district.  Any materials not returned will be marked as “lost” and the full cost of the 
material will be charged.  All lost material charges are turned over to the school office for collection at the 
end of the school year or when transferring out of the Searcy district.  The school office handles library 
fines similarly to fines for the cafeteria, athletics, or lost/damaged textbooks.

Library Computers
Computers and related equipment are available in the library for academic purposes.  All use of library 
computers and related equipment must comply with the district computer use policy.  

Conduct Rules
Students are expected to follow school rules and exhibit appropriate school behavior while in the library.  
Failure to comply with school rules will result in disciplinary action.  Behavior expectations include using 
quiet voices when speaking, sitting with no more than four people per table, and being respectful of 
others and their property.  Student library use is a privilege that may be revoked if conduct expectations 
are not met.

Donations
All monetary donations to the school library must be approved by the school administration and will be 
used as directed by the administration.  Materials donated to the library will be accepted in accordance 
with library selection criteria and without stipulations from the donor.  Donors release all rights to materials 
upon donation to the library.  Materials meeting the library selection policy will added to the library 
collection; materials not meeting the selection policy will be handled at the discretion of the librarian, 
including the possibilities of discard or of donation to a classroom or other school library within the district. 


