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MISSION AND ROLE OF ANDALUSIA ELEMENTARY SCHOOL LIBRARY MEDIA CENTER

The Andalusia Elementary School library media center reflects the community and school which it serves.  The role of the library media specialist is teacher, instructional team member, reading promoter, and information facilitator.  The library media center follows the goals and objectives of the AES School wide Plan, Technology Acceptable Use Policy and Child Safety Guidelines, Technology plan, and the policies of Andalusia Elementary School and the Andalusia City Board of Education.  Library media center policies are under the governance of Andalusia City Board of Education policies and Alabama State Law.  AES library media center uses the Alabama guidelines for library media centers and American Library Association guidelines. 


    Use of facilities and instructional goals follow Andalusia City Board of Education Policy.  Instructional goals are devised using Alabama Board of Education Library Media Center criteria and objectives.  The library media center program goals and objectives are evaluated using professional development instruments and input and/or surveys from administration, faculty and students. 


     Goal of the library media center is:


Provide students and faculty with resources (print, nonprint and online), learning activities, curriculum and technical support, equipment, and facilities that encourage reading, student development and the instructional goals of Andalusia Elementary School.  Assist students, faculty, and the community in the pursuit of learning that has the Andalusia City School mission and vision of distinction, excellence and success.

STAFF JOB DESCRIPTIONS

  Library Media Specialist Essential Functions
1.  Promote reading and learning by Andalusia Elementary School students.

2.  Provide resources and input that will help meet the goals of the Andalusia Elementary School.  Provide access to information on various learning levels, various formats, and various points of view.  Select, purchase, organize and process library media center resources and equipment for accessibility to users. 

3.  Assist students with reading selection, acquiring and utilizing information, technology utilization and research.

4.  Collaborate with faculty to plan instructional units and integrate technology into the curriculum. 

5.  Assist and instruct students and teachers in using various media formats, Internet resources, Andalusia Elementary School Library Media Center web site, technology and equipment.

6. Evaluate, select and purchase software.

7.  As new technology is integrated into the curriculum and learning activities, give technology support to teachers and student to help them become independent users.

8.  Provide facilities, equipment, resources which encourage learning and reading for library media center users.
Library Media Specialist Secondary Functions
1.  Determine the goals, objectives, sequential student informational/thinking skills, policies and procedures of the library media center program, facilities, resources and equipment.  Integrate them into the goals and objectives of the Andalusia Elementary School.  Utilize American Library Association professional guidelines and the Alabama Department of Education Alabama’s School Library Media Handbook for the 21st century Learner and Alabama’s School Library Media Plan for the 21st Century Learner.
2.  Effectively use local, state, federal and grant funding resources.  Maintain accurate records of budget, purchasing, inventory, circulation and resource documentation.

3.  Develop parent and community partnerships and encourage volunteers in the library media center program.

4.  Train and supervise professional library aide.

5.  Train and supervise student library aides.

6.  Participate in the technology goal planning of AES.  Use the Technology Acceptable Use Policy and Child Safety Guidelines to ensure student learning in research and their personal safety.

7.  Maintain a current and useful library media center collection of materials and equipment by weeding/discarding material that is outdated, worn or lost.

8.  Maintain and repair equipment and resources as appropriate.

9.  Evaluate library media collection, use of technology, services and program.

10.  Coordinate circulation of resources, equipment and coordinate facility use.

11.  Enroll new users into the Alabama Virtual Library database and grant them access to AVL resources.

12.  Maintain the AES library media center web page.

13.  Participate in professional development.
Staff Library Aide
1.  Process library media materials for user access.

2.  File. 
3.  Prepare copy (i.e. correspondence, reports, purchase orders, bibliographies and library media center business).

4.   Assist in the collection of data for circulation records and inventory records.
5.  Collate and check out curriculum unit materials for teachers.

6.  Shelve materials in correct numerical/alphabetical order.

7.  Assist in reading shelves, inventory, and evaluation of collection.

8.  Assist in repair and maintenance of materials and equipment.

9.  Assist teachers in reserving and checking out audiovisual equipment and materials.  

10.  Assist in library media promotional activities and library center displays and bulletin boards.

11. Assist with book fairs.

12.  Post periodicals and newspapers and place on display.

13.  Assist with vertical file collections.

14.  Help compile materials for school scrapbook.  

15.  Assist users in locating and checking out materials.

16.  Utilize word processing, database, spreadsheet and automated library program as needed.
17.  Assist teachers and staff with technology support.
18. Other tasks assigned performed in a timely manner to help insure an efficiently operating library media center.
  Student Aides
1.  Read shelves and arrange materials.

2.  Perform house cleaning duties.

3.  Help with the school recycle program.

4.  Help provide delivery of materials and equipment to classrooms.

5.  Assist students in the library.

6.  Shelve materials.

7.  Help with displays.

8.  Other assigned tasks.

Volunteers
1.  Work with book fair or other selected promotional library activities and parties.

2.  Reading to a child or group of children.

3.  Assist with scrapbook, and bulletin boards. 

4.  Other assigned tasks of media center library.

SELECTION POLICY AND PROCEDURES

  Governing Authority

    The Andalusia City Board of Education serves as the governing authority for the Andalusia Elementary School and the library media center.  Within the authority of the Andalusia City Board of Education the responsibility for coordinating selection and purchasing of material is carried on by the library media specialist with input from the principal, faculty, students, superintendent and committee members as appropriate.  


  Format of Materials

    The materials selected and purchased for the library media center will attempt to be the most appropriate available and fit the needs, goals, abilities, and interests of the students, faculty, curriculum and learning/teaching styles of the users.  The materials will include print and non print materials, audiovisual, computer programs, Internet, and other formats which meet the selection criteria.
  Criteria for Selection

    The library media center collection is developed with materials and equipment that will be utilized by the administration, faculty, and students.  Selection of the  learning resources reflect a wide range of materials at varying levels of difficulty, with diversity of appeal and the presentation of different points of view to meet the needs of students and teachers.  Selection  of the learning resources involves many people ( administrators, faculty, students, and community people), and the responsibility for coordination the selection of school learning resources and making recommendations for purchases rests with the library media specialist.  Faculty and student input are collected.  Selection is based on school goals, student ability, interest of users and curriculum development.  The collection is evaluated.  Special attention is given to nonfiction and fiction sections which coincide with the textbook cycle, Alabama Reading Initiative goals and AMSTI in math and science.  This allows a balanced plan of evaluation of the collection, assessing needs of the collection and weeding of the collection.  Selection criteria are used with decisions on types and use of integration of technology into the learning environment.
    The policy of Andalusia Elementary School library media center abides by current copyright statutes.  Materials, technology, and equipment used in the school collection fall within the requirements of the copyright law.  The Acceptable Use Policy and Child Safety Guidelines (Appendix E) gives guidance for Internet material selection.  The library media center utilizes the Alabama Board of Education guidelines for the library media center.  See the appendix k and L for Alabama State Department of Education, Alabama Handbook for Library Media Centers and Plan book.

A file to aid in selection is maintained and includes-


a - Specific topic or title requests by faculty/students


b - Curriculum/reference needs of collection


c - Replacements for discarded or damaged materials


d - Professional materials
e - Recommended titles from reputable sources such as but not limited to Children's Catalog, The Elementary School Library Collection, School Library Journal, School Library Media Activities, Science and Children, AMSTI book list, Accelerated Reader lists, technology magazines, textbook bibliographies, and professional lists.


f - Recommendations from the budget committee


g - Input from teacher evaluations


h - Input from students

i – Community and parent input

The collection requests/needs list is prioritized and items purchased as funds become available.

Specific criteria for selecting print and non print materials are as follows.

1.  Significance of subject material to collection or curriculum


2.  Quality, durability, packaging


3.  Price - including cost of shipping and processing cost and services.

4.  Technical characteristics, - ease of operation, safety, service, maintenance, quality (focus, sound, color), format compatibility (software/hardware).


5.  Warranty, technical support


6.  Authoritativeness


    a. Standards of publisher/producer, availability and cost of technical support.


    b. Reputation, significance of author, artist, composer, producer.


7.  Currency, accuracy and permanence

8.  Readability, popular appeal, age appropriateness, varying levels of difficulty, diversity of appeal and presentation of various points of view.


9.  Artist/literary producer quality, organization of content, scope of text.


10. Accessibility in index or bibliography

11. Teacher/student requests

The following criteria are used in equipment and technology hardware selection.

a. Needs of school/faculty and students


b. Durability


c. Price


e. Portability


f. Ease of operation


g. Ease of maintenance and repair


h. Performance standards


i. Safety


j. Manufacturer standards, reputation, accessibility


k. Availability


l. Warranty, technical support
Procedures for selection of equipment and technology hardware are as follows:

a. Determine need from inventory and usage differences.


b. Check product and prices from a minimum of two companies or state bid list.

c. Select vendor considering price, product availability, customer service, repair, shipment policies, and technical support.


d. Examine equipment.


Prioritize equipment needs and requisition equipment as funds become available.

GIFTS

    All gifts to the library media center will be subject to the selection criteria.  The gifts are considered a part of the media center property.  Inappropriate gifts will be eliminated in a suitable manner.
EVALUATION OF COLLECTION/WEEDING

    The library media center materials are evaluated on a continual basis.  Weeding of materials helps to ensure that the resources available are accurate, current, and relevant to the curriculum and recreational programs of the school.  Weeding helps to best utilize space in the library media center.

 Possible reasons for weeding include the following:

1.  Worn and damaged resources - all formats


2.  Duplicates of books and other formats of materials that no longer circulate.


3.  Materials that are outdated, inaccurate.


4.  Readability/comprehension level inappropriate for users.


5.  Material which no longer supports the curriculum.


6.  Poor technical quality of non print resources, equipment and software.

7.  Poor quality of print materials (poor binder, print too small).

8.  Format of materials no longer applicable or technology is outdated.

9.  Equipment or hardware broken or format not applicable.


   Particular evaluation of resources in a subject area occurs with the textbook adoption cycle.  This helps ensure that resources correlate with instruction.
Procedure for removal of materials:
1.  Remove materials from location.  Remove bar codes and school identification.  Mark discard or withdrawn.


2.  Remove Andalusia City School and Andalusia Elementary School inventory 

number and turn in form to be taken off Andalusia City Schools inventory. 

3.  Withdraw item from all access points. (School inventory list, library media center collection inventory, bibliography lists)


4.  Withdraw items that need to be replaced are added to the acquisitions file.

5.  Withdrawn materials are given to teachers, students, or discarded.

PROCEDURE FOR RECONSIDERATION OF MATERIALS
1.  A copies of the selection policy and criteria are available in the library media center, the administration office and central office.

2.  The principal, teacher or library media specialist will inform one another of an initial informal contact about request for reconsideration for materials.  Records will be kept on all such contacts.

3.  Objections to library media center resources should be made in writing and filed with the 
superintendent according to board policy section ID.  The reconsideration form should be filled out completely, signed, dated and returned within a reasonable time (possibly 2 weeks).

4.  Members of the review committee for reconsideration of materials may include principals, faculty, parents, and library media specialists under the direction of the superintendent.


5.  After the official written form is returned, the superintendent/ principal will inform the review committee.  The review committee will examine the material in its entirety.  Reviews of the materials will be utilized.  The review committee will make recommendations.  Materials will not be removed from circulation but may be place on reserve for review purposes during the review process.  The Andalusia City Board of Education using the review committee recommendation has the ultimate authority for the decisions for materials.  The patron will receive a letter from the board announcing the decision.
INSTRUCTION TO RECONSIDERATION COMMITTEE



Study thoroughly all materials referred to you and read available reviews.  The general acceptance of materials should be checked by consulting standard evaluation aids and local holdings in other schools.  Passages or parts should not be pulled out of context.  The values and faults should be weighed against each other and the opinions based on the materials as a whole.  Your report, presenting both majority and minority opinions, will be presented by the principal to the complainant at the conclusion of your discussion of the questionable material.

  REQUEST FOR RECONSIDERATION OF LIBRARY MATERIALS

Title__________________________Book____Magazine____Video/DVD____Other___ Author_______________________________________________________________ Publisher_______________________________________________________________
           
 Request initiated by_______________________________________________________

Address_________________________________________________________________

City__________________________State________Zip________Telephone_________                                       

Do you represent:

_______Yourself

_______An Organization (name) ___________________________________________

_______Other group (name) _______________________________________________ 

1.  What concerns you about the resource?  (Please be specific. Cite Pages.)  _________________________________________________________________                                   

2.  Did you read / view the entire work?________________  What parts? _________ 

3.  What brought this resource to your attention? ________________________________
4.  What do you feel might be the result of reading this work?______________________
5. For what age group would you recommend this work? __________________                                     

6.  What do you believe is the theme of this work? ____________________                                           7.  Are you aware of judgments of this work by literary critics? ______                                                    8.  What would you like your library/school to do about this work?

______Do not assign/lend it to my child.

______Return it to the staff selection committee/department for reevaluation.

______Other. Explain_____________________________________________________
9.  In its place, what work would you recommend that would convey as valuable a picture and perspective of the subject treated?__________________________

Signature ______________________________    Date ________

      ACQUISITIONS AND PROCESSING
Acquisitions

    The selection policy is used for equipment acquisition and title selection of print and non print materials.  The library media center budget with input from students, parents and staff are utilized to prioritize the acquisitions of learning resources.  A vendor is selected which offers the best price, service, technical support, maintenance plan, processing materials, state bid list or any combination which would best fit the proposed order.  All purchases require a purchase order.

     Purchase orders are prepared with duplicates for library media center, principal and superintendent's office.  Accurate records are kept of purchases. 

Processing
See Appendixes A, B,C,D

CIRCULATION
General circulation procedures 


    The library media center is open 7:30 A.M.-3:00 P.M.  Daily circulation records will be kept. Students and teachers may check out materials throughout the school day. Specific times may be designed to ensure that students receive help with questions of selection of books or research information.  All library media center resources must be checked out before leaving the center. Overnight loans are defined as from the end of one school day to the beginning of the next day.


    There will be no fines.  Each student is responsible for materials checked out.  Lost and damaged books must be paid for before other resources are checked out.  

Books
1.  Teachers may check out books and materials over extended periods of time.

2.  Students' loan periods are one week or two weeks depending on the student’s grade level and class schedule.  Users may renew materials.  Students may select one or two books at a time depending on grade level.  Additional books may be checked out by students with permission of the library media specialist.  

3.  Parents and community members may check out books for a one week loan period.


    Equipment
1.  Teachers may check out equipment for extended periods.

2.  Students may check out equipment with permission and supervision of the teacher and the library media specialist.  Loan period is overnight.

3.  Parents/community members may check out equipment if they meet the school criteria for general facility use.

4.  A calendar/list will be kept on equipment which is limited and in great demand.

  
  Audiovisual materials
1.  Audiovisual materials may be checked out by the teacher for extended periods.

2.  Students utilize audiovisual materials, CD, DVD and software during school hours, or with supervision.


 Reference Materials
1.  Reference materials are to be used in the library media center.

2.  Teachers may check out materials for the classroom for designated periods of time.

3.  Students with permission of the teacher and library media specialist may check out selected reference materials overnight.

Periodicals
1.  Teachers may check out professional periodicals and student magazines and return them within a designated time.

2.  Students may check out periodicals overnight.

3.  Periodicals will be held in the library media center for 3-5 years or as space permits unless the material has special significance.  Withdrawn periodicals will be used in the vertical picture file, instructional unit files, student project resources or other teacher uses.


    Vertical File
1.  Teachers may check out vertical file materials for a designated time.

2.  Students use the vertical file materials in the library media center.


   Reserve Materials
1.  All types of library materials may be put on the reserve list.  They will be used in the library media center only.  These reserve materials allow maximum numbers of students/teachers to use limited supplies.  Reserve time limits may vary.

    
    Hold Materials
Teachers and students may place a hold on library media materials.  When these materials return to the library, the user requesting the hold will be notified that the material is available for checking out.
   MAINTENANCE

    Materials and equipment of the library media center will be repaired continuously.  Repairs are evaluated. The value and usefulness of the item is compared to the cost of repair.  Minor equipment and minor audiovisual repairs will be performed by the library media specialist or aide as necessary.  Books and other print resources will be mended.   Cost, availability of the book and other factors will aid the decisions.  For major repair equipment and materials will be sent to reliable repair centers or the school system technology coordinator.  Material warranties and replacement policies are consulted before the repair work.  Audiovisual equipment will be cleaned and inspected each year.   

INVENTORY

    The library media center inventory will be conducted throughout the year with special emphasis on the last two weeks of school to determine what materials the center actually holds.  All materials will be compared to the library media center inventory.  Materials, audiovisuals, equipment, and other resources will be returned to the library.  Circulation will stop the last week of school.  An accurate record of current collection and withdrawals will be kept.

  
  Books
1.  Shelf inventories are read and books placed in order according to classification and author.

2.  Each title on the shelf is checked with the inventory.  Reports are printed of missing copies.

3.  After one year missing (lost) books are dated and withdrawn from access points of collection data inventory lists, curriculum bibliographies.

4.  Books in need of repair or complete processing will be tagged.

5.  Damaged books are withdrawn continually.  Titles may be placed in an acquisition file for replacement.


Periodicals and Vertical File
1.  Vertical File


    Vertical file materials can be inventoried at any time within the year.

2.  Periodicals 


    Periodicals over three to five years old are withdrawn from circulation.  They will be discarded or utilized in picture files, instructional units or other uses by the teacher or student. Professional periodicals and periodicals related to curriculum topics may be kept longer.


    At the end of the year, periodicals will be checked with the periodical file.

Audiovisual materials, software, CD, DVD
1.  Arrange materials on the shelves or designated location according to proper arrangement.

2.  Check materials to inventory.

3.  Use the same techniques for missing or withdrawn materials as with books.

4.  Make note of items in need of repair or complete processing.


    Equipment
1.  Check each piece of equipment, computer and other hardware to inventory list during the last month of school.

2.  For items in need of repair, missing or withdrawal use same process as with books.

3.  Check on replacement parts such as bulbs and prepare file for order.

4.  Perform routine maintenance.

5.  Old or damaged equipment items are withdrawn from circulation.  Check warranty or replacement policy on old/damaged equipment before ordering.  Equipment needs are placed in the acquisition file.

PROGRAM AND PERSONNEL EVALUATION

Program, Services

    The library media specialist regularly evaluates the library media center program, resources, services and personnel.  The library media specialist evaluates the library media center quantitatively as to the numbers, currency of the collection and equipment. Qualitative evaluation is made as to the facility utilization and types of services offered and effectiveness of these programs.  SAC requirements, Alabama Department of Technology Initiatives/ Library Media requirements, and input from administration, teachers, students, professional development plans/surveys, Alabama State Department professional evaluations and library staff are used to make evaluations.  An annual report makes a statement for the current collection status, circulation information, library media specialist/teacher/student activities and other valuable information occurring over the last year.  The report will help define the strengths of the library media center and illuminate areas for improvement.  Long term and short term goals can be determined from analyzing these various evaluation instruments.

Evaluation tools are as follows:

1.  Check the library media center resources with standard bibliographic aids and Internet collection evaluation tools that compare collection to national standards. 

2.  Compare library media center collection to State Department of Education standards, national school library standards from American Library Association, Southern Accreditation of Schools (SAC) and local standards.

3.  Utilize the curricular goals, technology goals and instructional goals of the school and system.

4.  Weed and maintain collection according to policies and procedures.

5.  Input from user surveys.

6.  Professional literature, topics related to quality school library media program.

Personnel

1.  Job description in policy manual.

2.  Professional development activities.

3.  Evaluation by administration of library media specialist. 
4.  Staff library aide is evaluated by library media specialist and administration by observation and job description.

5.  Library volunteers both adult and student are evaluated by job description and efficiency and manner of tasks completed.

Appendix A

Book Processing
1.
Check shipment to invoice and clear purchase order.  Examine for defects. Note backorder and discrepancies.  Notify office for payments.  Adjust budget tally.

2.
Import or produce a MARC record into library media center collection database.  MARC record should include, main entry card information, tracing, source, date, price, special funding, special label (accelerated reader, memorial gift, gift, Newbery, Caldecott awards) and barcode information.  Examine for defects.  After cataloging, export record into master collection.

3.  Stamp with school name, inside front, back and title page.  Mark books with special funding information (ex. Title Fy01) Add any memorial, Accelerated Reader or other labels to the inside front of the book as appropriate.

4.
Write Dewey classification on upper left inside corner of book. 

5.
Attach classification label to spine.  Add special designation labels to spine (AR, Caldecott etc.)


Easy books - E and one letter for author


Fiction books - F and first 3 author letters


Non-fiction - call number and first 3 author letters
6.
Reinforce binding or book jacket as needed.

7.
Add to bibliography when appropriate.

8.
Add barcode on book back upper right corner; write barcode on front page of book parallel to spine near bottom of page.

9.  
Accelerated reader books include additional cataloging.



a. Add to the spine label the reading level identification



b. Add a label to inside page which includes author, title, level, points and 
disk number.


10.
Maintain accurate web site information on Accelerated Reader titles.

11.
Maintain Memorial book.  Add information to the MARC record and label book. 
Processing Magazines
1. Magazines are recorded as received in periodical file.  Magazines are stamped. Protective coverings are used for student magazines.  Magazines are added to circulation.
2. Check out cards are maintained on all periodicals.
Appendix B
Audiovisual/software Processing
1.
Check shipment to invoice and clear purchase order.

2.
Produce a MARC record or import MARC record into entry collection.  Export MARC record into master collection after checking information.


Include:



a. price



b. source



c. complete description of type of audiovisual



d. description of content



e. Dewey Classification, add format for audiovisuals and equipment



f. assigned label number and Andalusia City School serial number



g. grade level



h. tracing - (subject, barcode etc.)



i. special funding - ex. Title funds include fiscal year



j. format- AV VCRD, AV DVD, AV Audio, AV Set, AV Kit and EQ

3.
Add barcode.  Label all parts inside sets, kits etc.  Label outside with assigned number, Dewey classification, title, and special item numbers (ex. 1vct.2bks, guide)

4.
Stamp with school name/special funding label.

5.
Add to bibliography when appropriate.

6.
When appropriate add Accelerated readers information to MARC record and item. (Ex. Label Kit of AR books)

7.
Teachers preview as appropriate.
Appendix C
Equipment Processing
1.
Produce MARC record and add to master collections from entry collection.


Include:



a. price



b. source



c. Andalusia City School number, model and serial number



d. equipment number



e. description of equipment



f. special funding information



g. barcode



h. format all equipment EQ



i. obtain Andalusia City School inventory number

2.
Assign equipment number, bar code and place number on equipment.

3.
Label Equipment



a. Andalusia City School inventory number



b. special funding label



c. barcode, including name – Andalusia Elementary School
Appendix D

Weeding - Withdrawing Materials

1.
Record all withdrawn materials on withdrawn bibliography.  Include date.

2.  
Withdraw bar code from collection.

3.
Mark withdrawn on material. Remove all school names.  Remove pocket and date due when appropriate.  Remove all labels and Andalusia City School inventory number from audiovisuals, equipment and other materials.  


4.
Complete the Inventory Change Request from and return to the administration office.  Remove from appropriate bibliographic list.

Lost Materials
1.
Identify missing item on MARC record or other inventory list.  Record date missing.

2.
Items missing are withdrawn.  From the database, print the lost, damaged, lost and paid, and withdrawn reports to review for replacement consideration.
Appendix E

Budget


Andalusia Elementary School uses site based management under the authority of Andalusia City Schools.  Funding for Andalusia Elementary School library media center comes from State library enhancement funds, book fair profits, grants, and gifts.  Input for acquisitions is collected from faculty, students and other interested people.  The final authority on administration and finance of AES library media center is Andalusia City Schools with local school decision making.  A school budget committee is comprised of media specialist, faculty, administration and other persons designated by the principal.  The committee makes recommendations and these are voted on by the faculty.
Appendix F
ANDALUSIA CITY SCHOOLS

NETWORK AND INTERNET ACCESS AGREEMENT FOR STAFF MEMBERS

This agreement is entered into this ________ day of ________________, 20____ between _________________________, hereinafter referred to as ACS Staff Member, and the Andalusia City Schools, hereinafter referred to as District.  The purpose of this agreement is to provide Network (Electronic Mail and Electronic Bulletin Board) and Internet access, hereinafter referred to as Network, for educational purposes to the Staff Member.  As such, this access will (l) assist in the collaboration and exchange of information, (2) facilitate personal growth in the use of technology, and (3) enhance information gathering and communication skills.
The intent of this contract is to ensure that Staff Members will comply with all Network and Internet acceptable use policies approved by the District.

In exchange for the use of the Network resources either at school or away from school, I understand and agree to the following:

A.
The use of the Network is a privilege, which may be revoked by the District at any time and for any reason.  Appropriate reasons for revoking privileges include, but are not limited to, the altering of system software, the placing of unauthorized information, computer viruses or harmful programs on or through the computer system in either public or private files or messages.  The District reserves the right to remove files, limit or deny access, and refer the Staff Member for other disciplinary actions, consistent with that of the District Disciplinary Action Guidelines. 

B.
The District reserves all rights to any material stored in files which are generally accessible to others and will remove any material which the District, at its sole discretion, believes may be unlawful, obscene, pornographic, abusive, or otherwise objectionable.  A Staff Member will not use his/her District-approved computer account/access to obtain, view, download, or otherwise gain access to such materials.

C.
All information services and features contained on District or Network resources are intended for the private use of its registered users and any use of these resources for commercial-for-profit or other unauthorized purposes (i.e. advertisements, political lobbying), in any form, is expressly forbidden.

D.
The District and/or Network resources are intended for the exclusive use by their registered users.  The District will provide the training it determines appropriate to administer technology on an on-going basis. The Staff Member is responsible for the use of his/her account/password and/or access privilege.  Any problems, which arise from the use of a Staff Member’s account, are the responsibility of the account holder.  Use of an account by someone other than the registered account holder is forbidden and may be grounds for loss of access privileges.


E.
Any misuse of the account will result in suspension of the account privileges and/or other disciplinary action determined by the District consistent with that of the District Disciplinary Action Guidelines. 

Misuse shall include, but is not be limited to:

1.
Intentionally seeking information on, obtaining copies of, or modifying files, other data, or passwords belonging to other users.

2.
Misrepresenting other users on the Network.

3.
Disrupting the operation of the Network through abuse of the hardware or software.

4.
Malicious uses of the Network through hate mail, harassment, profanity, vulgar statements, or discriminatory remarks.

5.
Interfering with others’ use of the Network.

6.
Extensive use for non-curriculum related communication.

7.
Illegal installation of copyrighted software.

8.
Unauthorized downsizing, copying, or use of licensed or copyrighted software.



9.
Allowing anyone to use an account other than the account holder
F.
The use of District and/or Network resources are for the purpose of (in order of priority):

1.
Support of the academic program.

2.
Telecommunications.

3.
General information.

4.
Recreation.

The District does not warrant that the functions of the system will meet any specific requirements the user may have, or that it will be error free or uninterrupted; nor shall it be liable for any direct or indirect, incidental, or consequential damages (including lost data, information, or time) sustained or incurred in connection with the use, operation, or inability to use the system.

The Staff Member will diligently delete old mail messages on a daily basis from the personal mail directory to avoid excessive use of the electronic mail disk space.

The District will periodically make determinations on whether specific uses of the Network are consistent with the acceptable use practice.  The District reserves the right to log Internet use and to monitor electronic mail space utilization by users.

The Staff Member may transfer files from information services and electronic bulletin board services.  For each line received through a file transfer, the Staff Member agrees to check the file with a virus-detection program before opening the file, using a virus detection program provided by the district. Should the Staff Member transfer a file, shareware, or software which infects the Network with a virus and causes damage, the Staff Member may be liable for any and all repair costs to make the Network once again fully operational and may be subject to disciplinary measures consistent with that of the District Disciplinary Action Guidelines.  Damage Assessments shall not be assessed in the first instance and shall be capped at the insurance deductible caps in succeeding instances. (Currently these are $500 for software damage/s and $1000 for damage/s to hardware.)  If malicious intent to cause damage is shown, damages assessed will be uncapped. 
G.
The Staff Member may not transfer files, shareware, or software from information services and electronic bulletin boards without the permission of the building principal (or his/her designee) or the district technology coordinator. The Staff Member will be liable to pay the cost or fee of any file, shareware, or software transferred, whether intentional or accidental, without such permission.

H.
The District reserves the right to log computer use and to monitor file server space utilization by users.  The District reserves the right to remove a user account on the Network to prevent further unauthorized activity.

I.
Any member of the certified teaching staff shall report all violations of the Children Internet Protection Act (CIPA) upon receiving information pertaining to violations of the act.       
In consideration for the privileges of using the District and/or Network resources, and in consideration for having access to the information contained on the Network, or by the Network, I hereby release the District, Network and their operators and administration from any and all claims of any nature arising from my use, or inability to use the District and/or Network resources.

I agree to abide by such rules and regulations of system usage as may be further added from time-to-time by the District.  These rules will be available in hard copy form in the Principal’s Office.
Implementation of the Children’s Internet Protection Act
In accordance with CIPA, Andalusia City Schools is currently using web filtering provided by the Alabama Super Computer Authority which supplies dedicated unlimited Internet Access.  This appliance monitors all Internet access, blocking inappropriate sites and tracking all Internet activity.  The blocked site information is updated automatically on a daily basis.  All computers are filtered with this process.  
Broadband Data Improvement Act
Subtitle A- Promoting a Safe Internet For Children Sec. 215. Promoting Online Safety in Schools, 47 U.S.C. section 254 (h) (5) (b)

Includes:  cyber bullying, social networking, chat rooms

(Sign and return to the District Technology Coordinator).

________________________________________          ________________________

Signature of ACS Staff Member     
                                     Date

Andalusia City School District

Network and Internet Access Agreement and Policy for Students

The purpose of the computer network and Internet access is to assist students in preparing themselves for the future.  These are valuable tools but, like most tools, there are right and wrong ways to use them.  As with other pieces of school equipment, a student must understand what they can and cannot do with that equipment.  They must also understand there are consequences for incorrect usage.  

Anyone using the Andalusia City Schools Network and Internet resources at school or away from school must comply with the following:

A.
The use of the Network and Internet are considered privileges that may be revoked by the District at any time and for any reason.  There are many reasons these privileges can be revoked.  Some of these reasons are: 


the changing of system software. 


the placing of unapproved information on the computer system.


the placing of a virus or harmful program on or through the computer system in either public or private files or messages.

The District can remove files, limit or deny access, and refer the student for other disciplinary actions.  (See the applicable portions of the Student Handbook.)
B.
Students will not use the District's equipment or facilities to obtain, view, download, or gain access to any materials that may be unlawful, obscene, pornographic, abusive, or otherwise objectionable. Students violating these rules could have their access limited or denied, and the student can be referred for other disciplinary actions. (See the applicable portions of the Student Handbook.)   The District has all rights to material stored in files. The District will remove any materials that it believes may be unlawful, obscene, pornographic, abusive, or otherwise objectionable.

C.
All information services and features contained on District or Network resources are intended for the private use of its registered users. Any use of these resources for commercial-for-profit or other unauthorized purposes (e.g., advertisements, political lobbying), in any form, is expressly forbidden.

D.
The District’s Network and Internet resources are for the use of approved users.  The student is responsible for the use of his/her account/password and access privilege. A student’s account is his/her responsibility.  A student is not to allow another student to use his/her account or password.  It is forbidden to use someone else’s account/password. Such a use may be grounds for a loss of privileges and/or referral for further discipline. (See the applicable portions of the Student Handbook.)
E.
Any misuse of an account could result in the suspension of the account privileges and/or other disciplinary action determined by the District.  Misuse shall include, but is not limited to:

1.
Intentionally seeking information on, obtaining copies of, or modifying files, other data, or passwords belonging to other users

2.
Misrepresenting other users on the Network

3.
Disrupting the operation of the Network through abuse of the hardware or software

4.
Malicious use of the Network through hate mail, harassment, profanity, vulgar statements, or discriminatory remarks

5.
Interfering with others’ use of the Network

6.
Extensive use for noncurriculum-related communication

7.
Illegal installation of copyrighted software 

8.
Unauthorized copying of licensed or copyrighted software

9.
Unauthorized use of licensed or copyrighted software

10.
Installation of software that is not approved by the District

11.
Allowing anyone to use an account other than the account holder

F.
The use of District Network and Internet resources are for the purposes of (in order of priority):

1.
Support of the academic program

2.
Telecommunications

3.
General information

4.
Recreation

G.
The District does not guarantee that the functions of the Network and Internet resources will meet any specific requirements that a user may have.  The District cannot guarantee the Network and Internet resources will be error free or uninterrupted. Nor shall it be liable for any direct or indirect, incidental, or consequential damages (including lost data, information, or time) sustained or incurred concerning the use, operation, or inability to use the system.
H.
The student will delete old mail messages on a daily basis from the personal mail directory to avoid excessive use of the electronic mail space.

I.
The district will periodically make determinations on whether specific uses of the Network and Internet resources are consistent with the acceptable-use practice.  The District reserves the right to log Internet use and monitor electronic mail space utilization by users.

J.
The student may transfer files from information services and electronic bulletin board services.  Any file received should be scanned with virus screening software.  The student agrees to make a reasonable effort to ensure that the virus scanning software is turned on.  The student also agrees to seek help from the adult in charge when a virus is detected or when the computer gives them other warnings during this process.  Should the student recklessly or intentionally transfer a file, shareware or software which infects the Network with a virus and causes damage, the student may have to pay the cost of repair to the Network system.  S/he may be subject to other disciplinary measures. (See the applicable portions of the Student Handbook.)

K.
The student may not transfer files, shareware, or software from information services and electronic bulletin boards that would incur a cost or fee without the permission of their building principal.  The student will be liable to pay the cost or fee, whether intentional or accidental, without such permission.
L.
The student may not log on and use the Network or Internet unless under the supervision of an authorized staff member.  S/he must also use his/her account number or password if applicable.

M.
The District has the right to monitor computer use and fileserver space utilization by users.  The District also has the right to remove a user account on the network to prevent further unauthorized activity.

N. The rules and regulations of Network and Internet usage may be changed from time to time by the District.  These rule changes will be made known to all users and will be available on hardcopy in the Principal’s office.
The Andalusia City School District makes no warranties of any kind, either expressed or implied, for the Network and/or Internet access it is providing.  The District will not be responsible for any damages users suffer including, but not limited to, loss of data resulting from delays or interruptions in service.  The District will not be responsible for the accuracy, nature, or quality of information stored on district diskette, hard drives, or servers; nor will it be responsible for the accuracy, nature, or quality of information gathered through district-provided Internet process. The District will not be responsible for unauthorized financial obligations resulting from District-provided access to the Internet.

By his/her use, any user of the District’s Network and Internet resources releases any and all claims of any nature arising from his/her ability or inability to use the District Network and/or Internet resources.  

Implementation of the Children’s Internet Protection Act
In accordance with CIPA, Andalusia City Schools is currently using web filtering provided by the Alabama Super Computer Authority which supplies dedicated unlimited Internet Access.  This appliance monitors all Internet access, blocking inappropriate sites and tracking all Internet activity.  The blocked site information is updated automatically on a daily basis.  All computers are filtered with this process.  
Broadband Data Improvement Act
Subtitle A- Promoting a Safe Internet For Children Sec. 215. Promoting Online Safety in Schools, 47 U.S.C. section 254 (h) (5) (b)

Includes:  cyber bullying, social networking, chat rooms
________________________________________          ________________________

Signature of ACS Staff Member     
                          Date

________________________________________          ________________________

Signature of Parent/Guardian Member    
       

Date

________________________________________          ________________________

Signature of Student Member     



Date
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Appendix H
Evaluating Internet Resources Form

Used by permission Intel Teach to the Future, Teacher Development Curriculum, 2002

1.  URL of Web site:_____________________________________________________
2.  Name of Web site ____________________________________________________________​​​​__________
3.  Primary use=_______students  _____teachers  _____others (mark all that apply)

4. What is the purpose or goal of this Web site? ________________________________
______________________________________________________________________
5.  What organization or individual created this site?_____________________________
6.  Do they have affiliations that might create a built-in bias toward the information? ______________________________________________________________________
7.  What other references are cited for the information presented?__________________
_______________________________________________________________________
8.  What other types of organizations link to this site? (Using the Google search engine, type link: and the Web site address (example link:www.website.com) _______________
________________________________________________________________________
9.  Who is the author of the page and does that person have valid credentials to present this information?________________________________________________________
10.  Is there a way to provide feedback on the Web site and create an exchange with the author or Web site manager?______________________________________________
11.  How old is the material on the Web site?  Is it current or outdated? ____________
12.  How helpful is this site to you?  Does it have the information you need? _________
13.  Describe how this web site might be used in your project:______________________
________________________________________________________________________
Appendix I
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.
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. 

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. 

Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 

Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas. 

A person’s right to use a library should not be denied or abridged because of origin, age, background, or views. 

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.
Appendix J
Andalusia Elementary School abides by copyright guidelines including print, nonprint, audiovisual, software and other technology related materials.
Copyright and Use of Videotapes/DVDs/Video Files-

 Taken from American Library Association Web page

The Copyright Revision Act of 1976 governs the rights of reproduction, adaptation, distribution, public performance, and display. Several sections of this act have implications for videocassettes (see Bruwelheide, pp. 50-63) -- and its newer DVD and video computer file formats.

When libraries purchase a videocassette or a DVD, or make a video file accessible to patrons for a specific rental period, they purchase the physical object as distinct from purchasing the copyright to the content. Copyright regulations, therefore, determine what libraries can and cannot do with the videotapes/DVDs/video files they own without infringing upon the copyright they do not own. Libraries need to remember that when they want to use a videotape/DVD/video file in such a way that would infringe upon the copyright, permission must be sought from the copyright owner or steps taken to ensure that the videotape/DVD/video file is leased or licensed for the specific purpose of a public performance. (See #4 below.)
1. Loan/Rental of Video/ DVD
Libraries may loan/rent videos, in whatever available format, to patrons for their personal use. This is true even if the video is labeled "For Home Use Only." According to Bruwelheide (p. 51), "a library or school that resells, rents, or lends a copy of a copyrighted videotape, which it owns, is not infringing on the copyright owner's rights." Some guidelines to follow when loaning/renting a video to a patron:


Libraries should not obscure (i.e., cover or deface) the copyright notice as it appears on the producer's label. 


Libraries should not knowingly loan a video to groups for use in public performances. If a patron inquires about a planned performance of a video, he or she should be informed that only private uses of it are lawful. 


Libraries can charge a nominal fee for use of videos. According to Bruwelheide, "The fact that a fee is charged is irrelevant; the right to distribute a copy includes the right to rent it -- for a fee or deposit or otherwise." 

2. Classroom Use of Videos/ DVDs
Classroom use of a copyrighted video is permissible only when all of the following conditions are met:


The performance must be by instructors or by pupils. 


The performance is in connection with face-to-face teaching activities. 


The entire audience is involved in the teaching activity. 


The entire audience is in the same room or same general area. 


The teaching activities are conducted by a non-profit education institution. 


The performance takes place in a classroom or similar place devoted to instruction. 


The person responsible for the performance has no reason to believe that the videotape was unlawfully made. 

3. Library Use of Videos/ DVDs
Most public performances of a video in a public room (including library meeting rooms), whether or not a fee is charged, would be an infringement. Such performances require a performance license from the copyright owner. The only exception would be educational programs meeting all seven requirements listed above.

Libraries which allow groups to use or rent their public meeting rooms should, as part of their agreement, require the group to warrant that it will secure all necessary performance licenses and indemnify the library for any failure on their part to do so.

Libraries that permit patrons to watch videos, DVDs, or video files in private viewing rooms must strictly limit the viewing to one individual or a very small group and should not levy charges or fees. 

Previewing a video before borrowing it could be considered by some to be an infringement if done in public areas of a library. Therefore previewing should be done in a private space.

Notices may be posted on video recorders or DVD players or on computer monitors used in the library to educate and warn patrons about the existence of the copyright laws. Such a notice might read:

MANY VIDEO/ DVD MATERIALS ARE PROTECTED BY COPYRIGHT. 17 U.S.C. SEC. 101. UNAUTHORIZED COPYING MAY BE PROHIBITED BY LAW. 

4. Motion Picture Licensing Corporation (MPLC) and Movie Licensing USA
Unless a library purchases a video that comes with public performance rights, it is illegal for the library to use that video for in-house viewing or programs. Typically, the videos and DVDs purchased through normal retail channels or from video rental stores do not carry the necessary public performance rights, and it will be necessary to obtain those rights in writing from the copyright holder or from a licensing agent. If your library or school plans to show videos frequently, you may wish to consider a site license.

Movie Licensing USA provides Public Performance Site Licensing. See the site licensing for public libraries along with library licensing manager contact information. See the site licensing for K-12 Schools along with school copyright licensing manager contact information. 

Motion Picture Licensing Corporation (MPLC) includes Frequently Asked Questions (FAQ) and explanation of the MPLC Umbrella License®. Contact MPLC directly with any questions via e-mail to info@mplc.com or use the online contact form. 

Last updated: August 2009
For more information on this or other fact sheets, contact the ALA Library Reference Desk by telephone: 800-545-2433, extension 2153; fax: 312-280-3255; e-mail: library@ala.org; or regular mail: ALA Library, American Library Association, 50 East Huron Street, Chicago, IL 60611-2795.

Appendix K

Alabama State Department of Education Handbook for Library Media 





See booklet at the end of manual
Appendix L

Alabama State Department of Education Plan for Library Media





See booklet at the end of manual
Appendix M

Mission Statement Andalusia City Schools
Mission:
Mission of the Andalusia City Schools System is to ensure that students develop the knowledge and skills that will enable them to reach their full potential and become productive members of society.  The system will accomplish this by providing a student-engaging program in a safe, caring environment with high academic standards taught by a staff committed to continuous improvement.
Vision:

Distinction, excellence, Success

Beliefs:

Every child is worthy of a safe, supportive learning environment.

Every child should have the opportunity to develop to his or her maximum potential and level of ability.

Every child is entitled to be taught by a qualified, caring faculty and staff who also serve as role models.

Every child is worthy of the investment in time, effort, and expense necessary for a quality educational experience.

Technology is a critical tool to prepare students for a globally competitive society.

We will be a community of lifelong learners.

Goals:

We will provide a safe, secure, educational environment for students and staff.

We will develop and implement a challenging educational program to prepare students for career choices.

We will provide professional development for the use of technology as a tool that will ensure that our graduates are properly prepared to compete in a global economy.

We will maintain, construct, and modernize facilities that will support 21st century educational programs.

We will pursue creative alternative resources to fully develop educational programs.

Appendix N

Mission Statement of Andalusia Elementary School

Revised 2000

We the faculty of Andalusia Elementary School Believe:

The mission of Andalusia Elementary School is to ensure that students develop the knowledge and skills that will enable them to reach their full potential and become productive members of society.  The school will accomplish this by offering a student centered program which allows each student to develop personally, socially, mentally, and physically.  A safe, caring environment will be provided.  High academic standards will be taught by a staff committed to continuous improvement, acceptance of diversity, and recognition of the value of community support and involvement.  The members of the Andalusia Elementary faculty believe attending school should be a pleasant experience for a child, long remembered and never forgotten.  The faculty and staff will strive to make this goal a reality for each Andalusia Elementary School student.
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