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Purpose
The purpose of the policy and procedures manual is to provide a guide for the operation of the Collinwood Elementary Media Center.  The manual will be updated as changes are made in the library media center.
Mission Statement of Wayne County Public School System
The mission of the Wayne County School System is to provide quality education in a warm, caring and safe environment.
Mission Statement of Collinwood Elementary School
The mission of Collinwood Elementary School is to ensure that students have the skills necessary to become productive citizens and lifelong learners through a safe, nurturing, positive, interactive environment.
Mission Statement of Collinwood Elementary School Library Media Center
The mission of Collinwood Elementary School Library Media Center is to ensure that students are effective users of ideas and information.  The library media center strives to provide the school community with a wide range of materials on appropriate levels of difficulty that will encourage growth in knowledge, establish a life-long love of reading, and foster information literacy.



Objectives
The goals of the media specialists are;
1. To teach students to access, evaluate, and use information.
2. To maintain a well-balanced collection of media appropriate to 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 planned instructional materials that will stimulate growth in factual knowledge and literary appreciation.
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Library Media Center Hours of Operation
Collinwood Elementary School Media Center is open from 7:30 a.m. until 3:00 p.m. every school day. Students 1st- 4th may visit the library from 7:30 a.m.-8:00 a.m. each morning to check out books.  Students PreK-4th may check out books during scheduled times with their class.  Faculty members are welcome to browse and pick up materials in person or notify the librarian via note or student messenger.
Scheduling
Students PreK-4th grade visit the library once a week on a rotation schedule with the other special areas.  The students visit to listen to stories, practice library skills and to check out books.  The students may check out one book for a period of two weeks or longer if needed.

   









Student Conduct
Collinwood Elementary School Media must follow the established rules of acceptable behavior listed below.  Failure to comply will result in the following consequences.
School Rules
1. Follow any teacher’s and other adults’ directions the first time given.
2. Keep hands, feet, and other objects to yourself.
3. Show respect to teachers, staff, adults, visitors and all school property.
4. Wait to be recognized before speaking.
5. Show active listening when the sign is given.
Special Library Rules
1. Take care of all library media center materials.
2. Leave food and drink outside the library media center.
Consequences
1. Name on board.  Strike One 
2. Loss of recess time-Teacher is notified. Strike Two
3. Phone call to parent/guardian or note sent home. Strike Three
4. Trip to principal or paddling. Strike Four
5. Severity Clause – and severe misbehavior will result in an automatic trip to the principal.  Severe behaviors include: fighting, destruction of school property, harming other students, consistent defying of authority, obscene language

Library Media Committee
A media committee is formed at the beginning of each school year.  Members include a volunteer teacher from each grade level.  The committee will meet throughout the year to discuss library issues, programs, challenged materials and activities.  Budget and technology decisions are made by the librarian and respective school committees.  Throughout the school year, all faculty members are asked and encouraged to submit suggestions for library, media and technology purchases.

Challenge Policy
Should a member of the school community object to the presence of any material in the library, the following steps will be taken.
1. The patron will be asked to write a letter which includes a specific description of what is offensive in the work.
2. In the event of challenged material, one parent, the principal, and one faculty member non-representative of a classroom will join the library committee to review the written complaint and take action.
3. The committee will determine if the work should remain part of the library collection, or be removed from the library.
4. The final answer would be determined by the school board and superintendent of schools.


Management System and Websites
Library materials are circulated using the automation program, Concourse.  The program is available for look-up stations in the media center and classrooms.  A school website http://ces.waynetn.net  gives access to classrooms and homes for links to pertinent educational sites, announcements, and media center events.  The Accelerated Reader quiz list and information concerning each student can be found at the website https://Hosted208.renlearn.com/712672/HomeConnect . This information is made available to all parents.













Student Checkout
PreK-4th grade may check out one book per library visit.  Materials are due back the following week or sooner to exchange, or may be renewed for an additional week as long as no has requested the title. Special permission for more materials may be granted when necessary for an assignment.
Faculty Checkout
Faculty may check out unlimited numbers of materials as long as needed.  Periodicals, audio visual materials, and equipment must be signed out at the circulation desk, if taken outside the library media center.  Items should be returned after use so that others may use them.










Reference Materials
Reference materials are to be used by students in the library media center.  Teachers may borrow reference materials for use in the classroom when necessary.
Audio Visual Materials/Equipment
Students are not allowed to check out audio visual materials or equipment.  Teachers may borrow audio visual materials for use in the classroom.
Periodicals
Magazines and newspapers are not to be taken out of the library media center by students, but may be checked out by faculty members.  Only current issues are displayed.  Back issues must be requested at the circulation desk.










Overdue Materials 
Overdue notices are sent home periodically.   There are no fines for overdue books.
Lost and Damaged Books
If a book is lost or damaged, the book must be paid for before additional books can be checked out.  The replacement cost of the book is quoted on the overdue notice.  Payment for a lost book is reimbursed should the book be found and returned in good condition. Students who owe money to the library lose their privilege for borrowing more materials and will not receive their final report card.











Collinwood Elementary School Media Center strives to provide patrons with materials that will enrich and support the educational program of the school.  It is the responsibility of the school media center to provide a wide range of materials on different levels of difficulity, 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.
Selection Policy
The needs of the Collinwood Elementary School Media Center are based on knowledge of the curriculum and of the existing collection.  These needs are given first consideration in the selection of materials used to enhance the classroom curriculum.  Selection is based on extensive consultation between the librarian and the teachers; close communication is essential in developing a collection that is relevant to the curriculum.  Requests for purchases are always welcome.  The librarian is responsible for selecting materials, building and maintaining the collection.
Selection Criteria
The following criteria are recommended as a guide to selecting the best resources for the library media center
· Literary and artistic excellence
· Lasting importance or significance to a field of knowledge
· Support of the curriculum and educational goals of the school
· Favorable recommendations by educational professionals
· Reputation and significance of the author, illustrator, or publisher
· Timeliness of the material
· Contribution to the diversity of the collection
· Appeal to media center patrons
· Suitability for intended use
Selection Tools
The librarian consults reputable, unbiased, professionally prepared review sources such:
· The School Library Journal
· The New York Times Book Review
· Horn Book
· Booklist












Request for Media Center Purchases
Because the media center strives to support the curriculum needs of the patrons, faculty members are strongly encouraged to take an active role in media center purchase.  Requests for purchase are always welcome.  A collection development questionnaire is given to all faculty members.  The faculty is asked to give suggestions for materials based on genre, topics, or concepts that they need to support their instructional program.  These questionnaires are used to aid in the selection process.













Collection Renewal (Weeding)
The library’s collection will continually be evaluated in accordance with curriculum changes, new material formats, interests and needs of users, and changing instructional methods.  Weeding is essential to maintain a relevant and attractive collection.
Materials will be removed from the collection when items:
· Are no longer needed to support the curriculum or student or faculty interests
· Are superseded by more current information
· Are in poor physical condition
· Contain obsolete subject matter
· Contain inaccurate information
· Have low circulation statistics
Appropriate measures will be taken to dispose of discarded materials.








Maintenance and Repair of Materials
Materials will be repaired when possible.  Books are repaired by the librarian and staff when deemed repairable.  Equipment will be repaired when it will cost less to repair than to replace.  When it is deemed cost effective for equipment to be repaired a work order will be entered in the office requesting repair.















Computer Guidelines
The library media center provides access to computers for students and faculty.  The computers are used for internet, Accelerated Reading quizzes and games.  The librarian enforces the use policy of the district, which contains rules, appropriate uses, ethics, and protocol for using the district’s computer network.  Parent are required to sign a permission to use the internet form.
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Book Fairs
There are generally two book fairs held at Collinwood Elementary each year.  The book fairs are run by the library staff and profit from the book fairs go towards the needs of the library as decided on an annual basis by the librarian.  One of the items that is supported is the Accelerated Reader program.  The funds will always be used for library needs and will directly benefit the students at Collinwood Elementary.














Accelerated Reading
The media center is responsible for the maintenance and support of the Accelerated Reading and STAR programs.  The Accelerated Reading program lets the students take test and earn points on books that they have read.  The Star program is a computer test that gives each student a reading zone.   Students in grades 1st-4th participate in these programs.  The monies to support these programs come from the book fairs held in the library.  The library sponsors and conducts an AR store each year.  The students are allowed to spend their earned points from AR test on prizes.  The Accelerated Reading quiz list and information concerning each student can be found at the website http://Hosted208.renlearn.com/712672/HomeConnect.  This site is available for all parents and guardians.
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Library Bill of Rights (American Library Association)
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 views 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 enlightment.
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.
Adopted June 18, 1948.
Amended February 2, 1961, and January 23, 1980, inclusion of “age” reaffirmed January 23, 1996, by the ALA Council.
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