Mission Statement

The mission of the Bessemer City School’s media program is to ensure that students and staff are effective users of ideas and information by providing quality resources, and to promote a lifelong love of literature by maintaining a quality collection of age appropriate reading materials.

Goals/Vision

The goal/vision is:

· To provide an attractive, welcoming environment.

· To provide a well-organized and comprehensive collection that meets the needs of the faculty and student body.

· To have collaboration between the media specialist and faculty to integrate information, media literacy, and technology skills into all curricular areas.

· To have a collection that is continually assessed, and plan steps for change and improvement. 

· To insure that the media program and its services are meeting the needs of both the faculty and the students.

Accepted Use Policy (AUP)

Before a student can use computers in the library or classroom to access the Internet a parent or guardian must sign an AUP. This document states the rules and regulations of Internet use and holds the student responsible for any misuse of the Internet.

The AUP is included in the student’s handbook.

Back-Ups for Athena

The Athena program is an excellent way to keep track of the collection and circulation, but it is important to remember that it IS a piece of software on a not totally infallible computer.  While Athena has eliminated the need for card catalogs and other paper back-ups, making processing quicker and more efficient, back-up information is still needed.   Athena will do that for as well. 

The Complete System Back-up

This should be done:

· After loading in a large, new order. (Be sure to also save the MARC disks book dealers provide as extra insurance, though they’ll probably never be needed)

· After weeding a vast number of books

· After inventory at the end of the year

Make sure to number and date each disk and label them “System Back-up”.  The number of disks it takes varies. Backups can take as many as 17-18 disks or more, depending on the size of your collection. If there is a ZIP drive available, the backup would all go on one zip disk. If for some reason the Athena program is lost, as in a computer crash, the computer is stolen, etc. the backup can be used to have the system back up and running in a matter of a few hours.

Go to System Admin and scroll down to Backup/Restore System and click on it.  Follow the directions as they are given for backup A. Also do the Backup A test when you finish.

Daily Circulation Back-up

This should be done every day, right before you shut your computer down for the day. Take 5 new disks and label them “daily back-up” and label each one with a day of the week, Monday through Friday. Put the school year date on them. At the end of each day, do the back-up on the appropriate day’s disk. This will usually take one disk, but larger student body numbers make take 2-3 disks. Once again, if a computer is stolen or damaged, you can reinstall all of the information, right up to the last book someone checked out.  

Go to “circulation” and scroll down to “backup/restore circulation”. Follow directions for backup A. When finished, do backup test A, and then store your disk(s) in a safe place.

Always start with new disks at the beginning of each school year. Replace the daily back-up disks at the middle of the year since they are used more often. Store them in a safe place away from the computer.

If a RESTORE needs to be done with these disks, call technology to be walked through the process.  Another good reason for making sure that tech support is current at all times.
Athena can make life easier and make the library run smoothly, but back-ups are essential.  

Challenges

There may be times when books or other materials will be challenged by a parent or guardian of a student.  The first step in the process is to have the challenger sign a form (See Appendix for copy of the form) stating that they have read or viewed the material in its entirety.  Then have them fill out a challenge sheet stating the reasons for the challenge and what they would like to see happen.  The material could be removed, placed on reserve, checked out with parent’s permission, etc.

 If a challenge form is not returned, it will be assumed that the challenge has been dropped.  If the form is returned, the committee will meet to decide the steps to be taken.  If the challenger is not satisfied with the decision of the committee, they can appeal to the superintendent. 

Checkouts

Students in grades K-12 must have a permission slip signed by a parent or guardian before books can be checked out of the library. This form will be provided in the registration pack each year.  The agreement covers lost and damaged book replacement and overdue fines for high school students.

Resource books and reference materials cannot be checked out of the library. Students and faculty must use these items in the media center.

Students may check out up to two books at a time.  Students will be denied further checkouts when they have overdue books, owe for a lost or damaged book, or have the maximum number of books. Books must be paid for if lost or damaged by the student.

Teachers may check out 25 items (excluding equipment) at a time. Items must be after two weeks and can be renew for two more weeks. Teachers will not be allowed to check out more materials if they have overdue item(s), and they are responsible for lost or damaged items.

Fines are no longer charged for overdue books, except for students at the high school level.

Copyright Laws

It is the policy of the Bessemer Board of Education that all copyright laws are followed. To make sure employees are aware of the rules, the media specialist must include Copy Right infringements as part of the yearly orientation. There must be a signed form stating that the employee has been made aware of the copyright laws, and will abide by them.

Employees must be made aware of the dangers of breaking copyright laws.  Violating these laws can be punishable by a fine to the school system and/or individual in excess of $100,000.00, jail time, or both, as well as dismissal.

Copyright warnings should be post over every copier, at every printer (for Internet and software infringements) and in the area where videos and software are stored.

Inventory

A complete inventory of library materials should be made at the end of each school year. Using Athena, the inventory would cover all bar-coded materials assigned to the library.  If an item is reported as lost at the end of the inventory, it can be completely eliminated the next year. This gives the item an opportunity to be found, but not to remain on the inventory indefinitely.

The inventory should be done after teachers and students have returned all materials and the library has been closed for the year.  The week after school, or the week before school starts are probably the best dates for inventory.

Library Charges

Student Charges

Fines: Overdue fines will not be charged to students, except at the high school level. The high school will set their fine.

Lost Books: Students will pay for the replacement cost of the book plus $5.00 to cover the cost of processing and of shipping and handling charges.  The replacement cost is the current cost of the book. If the student later finds the book, it becomes their property.  No refunds will be given.

Damaged Books: Books that are no longer usable because of the damage done will be charged the full replacement cost of the book plus $5.00 (see above). While the “usability” of the book is at the discretion of the librarian, some damages are not negotiable.  Water damage, or any damage that causes mildew cannot be reversed and these books cannot be circulated in the library because of allergy and asthma issues.  Missing pages or damaged spines would make the book unusable.

Minor damage, such as drawing, slightly torn pages, or removed barcode labels that can be repaired by the media specialist can be charged a small fee.  The cost is at the discretion of the media specialist, but should not exceed $5.00.

Teacher Charges
Videos/DVDs: Teachers are responsible for the replacement cost of a video that is lost or damaged.  The $5.00 processing fee will also be charged.

Books: Books are usually checked out to supplement the classroom library, and they are made available to the students. However, the classroom teacher is still responsible for books that are lost or damaged. Teachers will sign over a waiver from their CIS money to replace the lost or damaged books.   This also includes professional books checked out by the teacher.

Professional Magazines: Teachers will be charged $5.00 for every magazine that is lost or damaged while they are checked out to them.

Overdue Notices: Teachers will automatically receive a copy of overdue lists each nine weeks, but may request one at any time.  The librarian may also decide to send one at other times when she/he feels it is necessary. Toward the end of the year this may be necessary to insure all overdue books are returned and all lost or damaged books are paid for before the final report card is distributed.

Library Duties

1. Check books out and in

2. Purchase books

3. Process books (importing MARC records; barcodes and spine labels on books that do not come with them)

· Import MARC records (have companies provide whenever possible)

· Barcodes and spine labels (get attached when possible)

· Stamp school name inside front and back covers and on title page

· Write barcode number on title page

4. Weed and delete

5. Shelve

6. Purchase periodicals

7. Teacher collaboration (help with a lesson carried out in the library)

8. Collect materials for teachers

9. Inventory (end of year)

10. Reports (if any) required by Principal and Board

11. Over due and late notices

12. Bulletin Boards and displays in the library

13. Assist/supervise students

14. Beginning of the year orientation for faculty and students

15. Lesson plans (classes taught with teachers)

16. AV maintenance and distribution

17. Purchase library supplies and tech support

18. Back up of daily circulation on Athena (done at the end of EVERY day)

19. System back-up twice a year minimum (after a large weeding and after large purchases are catalogued)

20. Sort mail 

21. Keep a current collection of library catalogues

22. RIF and RIF programs (in elementary and middle schools)

23. Book Fairs (if school chooses to do them)

An aide could:

1. Shelve books

2. Mend books

3. Check out and in

4. Help process books and materials

5. Bulletin Boards and displays

6. Supervise students in library and on computers

7. Deliver AV equipment

8. Any other duties requested by the Media Specialist

Library Work Schedule

Librarians are 10-month employees.  They work five days before and after the scheduled beginning and ending days for nine-month employees.  Librarians will work two weeks during intersession.  The school calendar schedules librarians for the week of the October break, and the third week of the winter break. A change in this schedule can be made if agreed upon by the principal. For example, a librarian may choose to take off the week in October and work one week during the spring break instead.

Orientation for faculty members will be held the second week of school. Orientation for students will begin the third Monday of the school year.  Teachers will schedule a time for that week and come with their students for their orientation.  Students may start checking out books the fourth Monday.

There will be no checkouts the week prior to the winter break and spring break.

Checkouts for students will end two week prior to the last day of school.

Equipment that is stored in the library should be returned the last week of school. The librarian must clear teachers before checking out for the summer. The missing item form must be filled out and signed if all materials are not returned.  

Library Security Guidelines

1. Patron apprehended stealing library materials, or items belonging to other patrons:

a. Immediate conference with media specialist and principal with possible referral to police. Parents contacted.

b. Restitution

c. Suspension optional

2. Patrons claiming to have returned missing library materials:

a. Interview with the media specialist

b. Patron asked to recheck for missing items. Library holdings are also rechecked. After one month, if item is not found, the patron is responsible for monetary replacement of the item.

c. Student may not check out another item until the lost item had been found or has been paid for.

d. High school only: If the patron finds the item, all fines will be charged.  If found by the librarian (miss-shelved) the fines will be forgiven.

Scheduling

All research shows that flexible scheduling in the Media Center is the most beneficial for students. This allows the students to have more frequent access to the library. 

Flexible Scheduling:

With flex scheduling, students have more access to the library. The media specialist still has some control over the library schedule, however.  There must be time set aside each day for the business of running the library, and the faculty must honor this time. Of course, this time can also be “flexible” to meet the needs of classes or faculty members.

The media specialist should determine how many students each teacher can send at a time and provide some sort of pass system.  The media specialist has the choice of sending students back to class if the number becomes too great for the library space to accommodate. 

Teachers can reserve time the library to bring their class for research or for a library skill lesson, but will stay with the class for the entire time they are in the library.  This allows the media specialist to help students who come in with passes, while still assisting the teacher.  Teachers must reserve this time at least a week in advance to give the librarian ample time to pull the necessary materials, and to collaborate with the teacher to find out what is needed to teach the lesson. The teacher must use a form (see Appendix for a copy of the form) provided by the media specialist that provides all of the needed information. When the request form is turned in and OK’d, the media specialist will return a copy of the form to the teacher so that both will have a copy for their lesson plans. The teacher will keep this as confirmation on the time, date and topic.

Selection Policy

Selection of materials involves many people: principals, teachers, media specialists, parents, and grade level leaders. The coordinating of the selection of materials and the final purchase choices rests with the professionally trained library-media personnel.

Materials for purchase are considered on the basis of: 

· Overall purpose

·  Timeliness or permanence

· Importance of the subject matter

·  Quality of the writing/production

·  Readability and popular appeal

·  Authoritativeness, reputation of the publisher/producer, reputation and significance of the author/artist/composer/producer

· Format and price. 

· The ability of the material to enhance the curriculum. 

Requests from the faculty are given high priority.

In selecting materials for purchase, the media specialist evaluates the existing collection and consults reputable, unbiased, professionally prepared selection aids, as well as members from all grade levels. In specific areas the media specialist follows these procedures:

1. Gift materials are judged by basic selection standards and are accepted or rejected by these standards.

2. Multiple copies of items in great demand are purchased as needed.

3. Worn, dated, or missing standard items are replaced periodically.

4. Out-of-date materials, or those no longer useful are withdrawn from the collection (weeded).

To ensure the needs of the curriculum are being met in a variety of materials and formats, on all levels of difficulty and with diversity of appeal with different points of view, the media center follows the Bill of Rights for the School Media Programs as follows:

The library provides:

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

2. Materials that will stimulate growth in factual knowledge, literary appreciation, aesthetic values, and ethical standards.

3. A background of information, which will enable students to make intelligent judgments in their daily lives.

4. Materials on opposing sides of controversial issues, so that young citizens may develop, under guidance, the practice of critical analysis of all media.

5. Materials representative of the many religious, ethnic, and cultural groups and their contribution to our American Heritage. And the library will place principle above personal opinion and reason above prejudice in selection of materials of the highest quality in order to assure a comprehensive collection appropriate for the users of the media center.

6. It is recognized that the final decision as to what an individual student will be exposed to rests with the parent/guardian.  However, their wishes may at no time infringe on the rights of other students to read or view the same material with their parent’s permission. 

Weeding

It is the responsibility of the media center to provide current information, provide well-maintained materials, and to use the space in the most efficient manner as possible. To do this, the media specialist must weed the collection on a regular basis to remove out-of-date information, worn books, broken tapes and materials that are not part of the current technology (an example of this would 8-track tapes or film strips).

Items that are weeded can be discarded in a variety of ways.  Some items can be given to the teachers for classroom libraries or for use in projects.  Many will simply be disposed of because they are beyond repairing.  This decision will be left up to the media specialist.

Tips for Weeding by Class
000 
Encyclopedias

New edition is needed at least every 5 years


Bibliographies

Seldom of use after 5 years from date of copyright


Books about reading
Guides, etc. Value determined by use
100
Ethics, etc.

Value determined by use, usually 10 years for unscholarly 

                              

works

200
Religion

Value determined by use. Collection should contain basic               

information (but not propaganda) about as many sects and 

religions as possible.

300
Social Sciences
Represent controversial issues from all sides

310
Almanacs/Yearbooks
Superceded by each new volume. Historical use after 5                      

                                                years.

320
Politics/Economics
Books dealing with historical aspects, determined by use.

                                                Timely or topical material: after approximately 10 years.

                                                 Replace with new editions when available.

340
Government

10 years. Watch for new materials to supersede older titles.

360
Social Welfare

Weeding depends on use. Most non-historical items-10  

                                                 years.


390
Folkways

Keep basic materials; weeding depends on use.

400
Languages

Keep basic materials; weeding depends on use.

500
Pure Science

Except for botany and natural history, science books are 

                                                usually out of date within 5 years.  Try to keep collection               

                                                current by discarding and purchases.

600
Inventions/Medicine
Five years, unless book contains material of historical value

621
Radio, TV, 

Five years at most; progressing too rapidly to be of use 

             Computers                  longer, unless in demand for historical value.

630
Farms, Gardens,
Keep up-to-date with new editions and new materials

            Domestic animals

640
Home Economics
According to use. Keep mostly current materials.  Keep 

most cookbooks. Consider withdrawing older books on grooming, beauty tips, fashion, textiles.

650
Business

Ten years.

660
Chemical/                    Five to ten years, according to content.

             Food Products

700
Art, Music, Sports
Keep basic materials. Dated sports materials, especially 

about personalities who are no longer popular should be removed.  Hobby and craft books date themselves.


800
Literature

Keep basic material. Withdraw older books on speech 

making, report writing.  Older volumes of Shakespeare are frequently hard to read because of small print. Update them.

900
History

Depends on the use and needs of the community and on 

accuracy and facts and fairness of interpretation.  Age appropriate materials should be used.





910
Travel/Geography
Discard travel books over 10-15 years old unless useful 

from historical point of view or of interest as personal accounts.  Update to reflect major world changes.

940-
History
Depends on use and needs of the community. Only outstanding 

990

World War II materials should be left by this time.  Best materials               

                                     are now incorporated into regular histories.

            Biographies
Keep if a subject has permanent interest or importance. Discard as 

soon as demand subsides. Replace biographies of mediocre literary value whenever better ones appear.  Keep those that are outstanding in content or style as long as they are useful.


--------Information from The School Media Specialist’s Tool Kit by Richard C. Pearson with Kaye Y. Turner.

Keep in mind that weeding damaged or unused items are at the discretion of the media specialist to keep the collection current and appealing. Keeping dated or damaged items does not add to the collection, but rather, detracts from it.


