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INTRODUCTION

The Catholic School Librarians Association established minimum guidelines in 1992 based upon the national guidelines in Information Power and Information Power for Washington, guidelines established by the Superintendent of Public Instruction and the Washington Library Media Association(WLMA). These Minimum Guidelines for Catholic School Library Resource Centers were presented to the Seattle Archdiocesan principals in January of 1992.  Librarians have used this document to develop effective programs in the Archdiocesan schools.

The American Library Association(ALA), American Association of School Librarians(AASL) and the American Educational Communication and Technology (AECT) completed the revision of Information Power: Building Partnerships for Learning, the national guidelines for libraries, in 1998.  The focus of this document is to promote the librarian as collaborator, instructional leader and program administrator. Information literacy standards for student learning are given. Each state was directed to establish a committee to determine the implementation of these new guidelines. The AASL and WLMA have created PowerPoint presentations on their respective web pages to assist in these efforts. The WLMA site integrates the national standards to the Washington State Essential Learnings.

The members of the Catholic Schools Librarians Association of the Seattle Archdiocese have revised the 1992 minimum guidelines to reflect these changes.  

The association views the library resource center as an integral part of the educational process and, as such, is contributory to the overall aim of the school.  It is hoped that the changes represented in this document will provide basic information to the Archdiocesan Office of Education, library resource specialists, parish/school administrators, teachers, students and parents in the evaluation of school library resource centers with the Archdiocese of Seattle.  These recommendations should also be used as a resource to establish, develop and improve programs as well as set goals and objectives for school library programs.

PERSONNEL

Appropriately qualified personnel shall adequately staff the library resource center in order to meet the stated goals and objectives of the school and the library resource program.  One person, who is certified or classified, should be designated head of the program, responsible for supervision, administration, and coordination of all library resources and information services in the building.

A. Certified personnel:  a library resource specialist who has 

completed 


State teacher certification and Masters of Library Science, or

State teacher certification and Learning Resource 

Endorsement or School Library Media Specialist Certificate, or 

one (1) of the following:

· Master of Library Science

· State teacher certification

· Bachelor of Arts or Bachelor of Science with a Learning resource endorsement

· Bachelor of Arts or Bachelor of Science and is working on a Learning Resource endorsement or School Library Media Specialist Certification.

· Bachelor of arts or Bachelor of Science

Years of experience and number of hours worked should determine the salary schedule.  Salaries should be the same as the school’s teaching staff.

B. Classified personnel:  one who works under the direction of the 

certified personnel or has two (2) of the following requirements completed:

· Library Technician degree

· High school diploma or G.E.D.

· Secretarial and/or clerical training

· AA in Education

Years of experience and number of hours worked should determine the salary schedule.

C. Volunteer personnel will have their schedules, duties and training 

overseen by the library resource specialist.

PROFESSIONAL RESPONSIBILITIES AND DEVELOPMENT

The school library resource specialist is a teacher, consultant, collaborator, and information specialist.  As teacher, the librarian effectively teaches information skills through formal lessons cooperatively planned with the classroom teacher and through informal contacts with students using the library resource center.  As consultant and collaborator, the librarian works with teachers in planning and developing projects and units of work, and participates in curricular projects as an information specialist and is active in selecting and evaluating instruction media and educational technology. The librarian assesses the collection, selects   and processes new materials, and manages the budget in order to provide resources that will support the curriculum effectively.


Objectives:  The library resource specialist will

· Plan and execute lessons in collaboration with the classroom teacher.

· Establish and implement objectives for a sequential instructional program of information and library skills for students.

· Participate as a member of the school faculty.

· Participate as a member of the technology committee.

· Select, process, maintain and circulate materials.

· Motivate students to use these materials.

· Provide information/reading enrichment materials for students and faculty.

· Participate in professional activities by keeping abreast of new development and attending professional workshops and conferences.

· Recruit, organize, train and supervise a staff of volunteers.

COLLECTION DEVELOPMENT
The objective of the library resource center is to make available a collection of materials to faculty and students that will support and enrich the curriculum and meet their needs.

Collection development takes place under the leadership of a certified/classified library resource specialist who has had training in the evaluation of learning resources and instructional equipment.  It is most effective when guided by a written selection policy which reflects the current curricular needs of students and faculty.  

SELECTION POLICY

Each school is required to have an instructional materials policy that describes the process and the criteria for the selection or deletion of instructional materials.   This policy should be reviewed on a regular basis for the purpose of updating and ensuring the inclusion of new technologies.

 The following areas need to be defined.

· Objectives of selection

· Responsibility for selection

· Criteria for selection/withdrawal

· Procedures for selection

· Challenged materials procedures

Sample selection policies may be found in the appendix.

TECHNOLOGY

The library resource center is impacted by technological advances in the educational field.  In addition, an increased number of students come to schools with technological experiences.  As a result the library resource center shall move toward the acquisition and implementation of automated services for collection management and development and information retrieval which are defined below.

Collection Management and Development includes the acquisition, 

cataloguing, circulation, inventory and bibliographical control.



Information Retrieval includes electronic catalog, electronic 

curriculum support materials, periodical search software and internet access.


An implementation plan should include

· Long and short range goals with appropriate increments

· Acquisition and access to adequate hardware and software

· Cooperative purchasing or networking

· Training of the personnel in the use of technologies

· Maintenance and support for each program and its equipment

Teaching responsibilities may include:

· Teaching electronic information skills

· Responsible, effective and efficient use of technology

· Evaluation of electronic resources

FACILITIES

Design and location:  The library resource center should be welcoming, comfortable, attractive, safe and fully accessible to the school community.  The design must be flexible enough to accommodate expansion and to include new technologies.  The area must have adequate and appropriate lighting, ventilation, temperature control, acoustics and access to a telephone.  A well-designed and school-coordinated infrastructure must support existing and future technologies in the library.

Space: The library resource center should have

· Areas of instruction for large and small groups and for independent study

· Work space for the selection, organization, preparation and maintenance of materials

· Display and exhibit space

· Storage space for print/non-print collections and their anticipated growth

· Storage for media equipment, its distribution and maintenance

· An appropriate number of network-connected workstations for information retrieval.

BUDGET

Library resource programs require consistent and adequate annual funding to meet the needs of the students and teachers.  Developing an annual budget is an essential element of systematic planning.  Budget development should include the following categories:

· Instructional Materials: books, newspapers, videos, computer software, online subscription fees, CD’s and other media.

· Supplies and Materials: processing costs, audio-visual and office supplies

· Contractual Services:  equipment repair, software maintenance and licensing fees

· Professional Development: materials, membership fees, workshops, conferences

· Sources of Funding:
· School budget

· Supplementary sources

· Government funding

· Grants

· In-school fund raisers including book fairs

· Gifts, donations, promotional items.

LIBRARY RESOURCE CENTER MINIMUM GUIDELINES








ELEMENTARY



SECONDARY







under
     

        over

under



over







250
     250-500            500                   500            500-1000         1000 

	STAFFING

Certified: MLS, State Teacher Cert.;                   

     BA or BS with LR endorsement; 

     BA or BS working on LR or SLMM Cert.

Classified: Lib.Tech Cert.; HS Diploma;

     GED, Sec. Training; AA in Ed.
	1 Certified

or

1 Classified

and

1 Classified

1 FTE

1 PTE
	1 Certified

and

1 Classified

2 FTE


	1 Certified

and

2 Classified

2 FTE

1 PTE
	1 Certified

and 

1 Classified

1 FTE

1 PTE
	1 Certified

and

2 Classified

2 FTE

1 PTE
	1 Certified

and

2 Classified

3 FTE

	COLLECTION SIZE *

BOOKS

SUBSCRIPTIONS

 (Including electronic access)

NONPRINT

(posters, realia, AV software, computer CD’s,

software, etc.)
	7000

6

150


	9000

10

300
	11,000

14

500
	12,000

70

800
	15,000

85

900


	19,000

100

1050

	OPERATING BUDGET (ANNUAL)*

Per pupil expenditures
	17.00
	15.00
	12.00
	36.00
	22.00
	12.00


FACILITIES:

Minimal space requirements:  seating space for 10% of enrollment at 40 sq. ft/student and




Additionally up to 2500 sq. ft for supporting functions.




Technologies issues are described on page seven (7).

*
Based upon a 1990 survey of Washington School Libraries conducted by the Superintendent of Public Instruction 

and the Washington Library Media Association, these figures reflect only the 75th percentile level and are to be used as a guide for establishing minimum levels of service.

LIBRARY SKILLS CURRICULUM  -  GRADES 1 - 8

SECTION ONE

	Grade
	Literary Forms
	Circulation & Care

	Kindergarten
	· Mother Goose and/or Nursery rhymes
· Real and make-believe stories
· Be aware of Caldecott Awards

	· Use appropriate library behavior

· Show consideration of other library users 

· Purpose of the borrower’s card pocket or bar code

· Protect book from damage or misuse

· Follow charge-out and check-in procedures including due date

· 

	First
	· Real & make-believe stories

· Caldecott Award

· Newberry Award


	· Individual responsibility for borrowed materials



	Second
	· Distinguish fiction/non-fiction

· Recognize the Caldecott Award and some of the winning books

· Introduce biography

· Introduce historical fiction


	· Continue to demonstrate knowledge of skills previously introduced



	Third      
	· Introduce fables, fairy tales, folklore, poetry, realistic fiction and information books


	· Reinforce concept of common use of shared resources including spiritual values

	Fourth
	· Recognize folklore, poetry, realistic fiction, information books and historical fiction


	

	Fifth
	· Recognize and identify the characteristics of realistic fiction, non-fiction books, biography

· Be aware of the Newberry Award and other award-winning books


	

	Sixth

Seventh

Eighth
	· Recognize different fiction and non-fiction genre


	


LIBRARY SKILLS CURRICULUM  - GRADES 1 – 8  

SECTION TWO

	Grade
	Book Format,

Parts of a Book

	Location & Designation
	Catalog

Card or Electronic



	K
	· Book consists of front, back, covers, spine and pages

· Introduce importance of illustrations

· Identify title and author of a book


	· Materials have a special place on the shelves
	· Introduce catalog as a way to find material



	1st
	· Recognize that a book has a spine and know its purpose as location label site

	· Locate call # and Call # symbols

· Recognize symbols and their meaning

· Know letters under symbol represent the author’s last name

· Match labeled section shelves with the first initial of the author’s last name

· Understand the alphabetizing concept of last names first

· Know purpose of call #
	· Recognize that the catalog is an index to all materials in the library



	2nd
	· Locate title page

· Identify title, author, illustrator and copyright date on cover and title page

· Identify name of publisher


	· Knows relation of Dewey # to nonfiction
	· Recognize that materials may be listed in the catalog by author, title, subject, key words, series and call #

· Locate a book from catalog information

	Grade
	Book Format,

Parts of a Book

	Location & Designation
	Catalog

Card or Electronic



	3rd
	· Introduce the table of contents, index and glossary and their purposes
	· Locate material by call # and title in the “Fiction” series

· Recognize the main sections of the library

· Understand general shelf arrangement in the biography section


	· Locate information correctly in catalog when given author’s name, title, or subject

· Differentiate between author, title and subject cards

· Understand the parts of a catalog card

	4th
	· Recognize when and how to use the table of contents, index, glossary and call number


	· Introduce the ten general classifications of Dewey
	

	Grade
	Book Format,

Parts of a Book


	Location & Designation
	Catalog

Card or Electronic



	5th
	· Locate special features of a book such as dedication and bibliography

	
	· Demonstrate knowledge of skills previously introduced

· Be aware of “see” and “see also” references

· Use Boolean searching



	6th
	· Introduce importance of copyright date

· Understand and demonstrate use of specialized material in the social sciences

· Understand and demonstrate use of specialized material in the arts and sciences


	· Introduce LC classification system
	· Introduce subject heading authority file

· Understand structure of subject headings in the social sciences

· Understand structure of subject headings in the arts and sciences


LIBRARY SKILLS CURRICULUM – GRADES 1 – 8   

SECTION THREE

	Grade
	Reference
	Other Electronic Media
	Critical Thinking Skills

	K
	
	
	· Relate question to prior knowledge – Application

· Summarize main idea – Comprehension

· Familiarize with different presentation  methods – Comprehension

· Formulate a research question – Knowledge



	1st
	· Introduce encyclopedias
	· Introduce CD-ROMs
	· Introduce keyword concept – Knowledge

· Ask questions to clarify meaning –Comprehension



	2nd
	· Introduce atlas, dictionary, globe
	· Introduce searching strategies for CD-ROMs 
	· Locate useful section of resource material – Knowledge

· Use keywords in resources to answer research questions – Application

· Read, view or listen to sources identifying main ideas and supporting facts – Know/Comp.

· Introduce organizational steps – list, cluster outline, mind map, radial outline – Comprehension

· Express ideas in sentence form – Comprehension

· Introduce concept of resources outside the library media center,  e.g., experts, public library, community, on-line – Knowledge



	Grade
	Reference Materials
	Other Electronic Media
	Critical Thinking Skills

	3rd
	· Introduce magazine indexes

· Introduce vertical file


	
	· Use a variety of questioning skills (yes/no, open ended, probing) – Application

· Introduce skimming and scanning for major ideas – Comprehension

· Introduce context clues for keyword identification – Comprehension

· Understand purpose of compiling information for later use – Analysis

· Locate major headings, groupings – Know/Anal.

· Make a plan for a project: decide on purpose, determine main points, use composition process, prepare a bibliography – Syn./Anal. /Ap.

· Reconsider resource material – Comp./Know.

· Examine more specialized materials, e.g., periodicals, almanacs, etc. – Knowledge

· Locate & select most useful sources – Know./Anal.

· Recognize organizational steps, clarify relationships among terms and ideas (lists, clusters, etc.) – Knowledge/Synthesis

· Make presentation that answers the research question - Synthesis

· Understand significance of dated vs. current information – Evaluation/Knowledge

	4th
	· Introduce almanac and thesaurus
	· Operate audio-visual equipment

· Produce audio-visual materials for a report

· Use e-mail effectively for communication
	· Prioritize key words and phrases – Synthesis

· Restate phrases/concepts in individual’s own words – Comprehension

· Find relevant time-based media –Know./App.

· Determine gaps in information – Analysis

· Decide if additional sources are needed – Analysis

· Define & explain purpose & organization of a bibliography – Comprehension

· Identify contributor/producer of sources used – Know.

· Differentiate between opinions and fact – Comp.

· Compile notes – Synthesis

· Summarize & paraphrase important facts – Syn.

· 

	Grade
	Reference Materials
	Other Electronic Media
	Critical Thinking Skills

	5th
	· Introduce concept of selecting specialized reference tools

· Introduce note taking on a written or oral source

· Introduce source citing, bibliography
	· Modem access to other libraries for reference

· Introduce Internet searching strategies
	· Formulate central question thesis – Synthesis

· Interpret graphic sources for information, incl. charts and diagrams – Comprehension

· Derive valid inferences – Evaluation

· Compare, summarize and generalize information from all sources – Evaluation 

	6th
	· Introduce reference materials of the social sciences: Biography (both written by self and others);  Geography (globes, atlases, handbooks, pamphlets, etc.);  History (primary, secondary, tertiary)

· Make effective choices of reference materials

· Introduce reference materials of the arts including music, fine arts, theater, literature

· Introduce reference materials of the sciences including all the basic sciences plus statistics and technology

· Introduce reference materials in religion

· Compare reference materials
	· Introduce microforms
	· Identify which subject headings relate to the central question – Knowledge

· Inspect method of organization to determine missing elements – Analysis

· Use primary research as needed, e.g., interviews. letters, surveys – Know./App./Synthesis

· Use subject headings and cross references to find additional resources – Knowledge

· Understand concept of database – Knowledge

· Draw a conclusion – Evaluation

· Evaluate the project including the search process – Evaluation


 Essential Academic  Learning Requirements

Washington State

Essential Skills for Information Literacy

Guiding Principles

Mission Statement

The mission of the library media program is to ensure that students and staff are effective users of ideas and information.

(Information power for Washington State, 1991, Office of Superintendent of Public Instruction)

State Learning Goals

Goal 1

Read with comprehension, write with skill, and communicate effectively 

and responsibly in a variety of ways and settings.

Goal 2
Know and apply the core concepts and principles of mathematics; social, physical, and life sciences; civics and history; geography; arts; and health and fitness.

Goal 3
Think analytically, logically, and creatively, and integrate experience and knowledge to form reasoned judgments and solve problems, and

Goal 4
Understand the importance of work and how performance, effort, and decisions directly affect career and educational opportunities.

(Educational Reform Act, 1993, RCW 28A.150.210, Washington State Legislature)

Statement by Commission on Student Learning

“Students must also develop the ability to be independent thinkers who can solve real-

life problems and keep up with the latest breakthroughs.  And students must see the 

connection between their studies and their world. Memorizing facts will always be 

important.  But in today’s world, students need more to succeed.  Schools must now 

more actively help students understand the meaning of facts.  Students need to be able 

to see patterns and relationship between facts and ideas, and to use facts as tools for 

understanding and organizing concepts and principles.”

Essential Skills for Information Literacy

1. The student recognizes a need for information.

To meet this standard, the student will:

· identify the information question or problem

· relate the question or problem to what is already known

· refine the question or problem

· identify what further information is needed

2. The student constructs strategies for locating information.

To meet this standard, the student will:

· identify types of information needed

· consider and prioritize possible sources of information

· identify subject headings and key words

3. The student locates and accesses information.

To meet this standard, the student will:

· recognize a variety of systems for organizing information resources

· use indexes to locate information
4. The student evaluates and extracts information.

To meet this standard, the student will:

· use strategies to evaluate the usefulness of the information, review information needed, and adjust search strategies if needed

· extract information from the source
5. The student organizes and applies information.

To meet this standard, the student will:

· use a system to organize information

· synthesize ideas and information from various sources

· create and present a product using information effectively

6. The student evaluates the process and product.

To meet this standard, the student will:

· evaluate the efficiency of the information process

· evaluate the effectiveness of the product

	Essential Information Skill 1 : 
The student recognizes a need for information 

	Components 
	Benchmark 1 
	Benchmark 2 
	Benchmark 3 

	Identify the information question or problem 
	Restate the topic, problem, or question in own words with guidance.
Identify the purpose of the information search with guidance 
	State the topic, problem, or question independently.
Identify the purpose of the information search 
	Develop and refine the topic, problem, or question independently.
Identify the purpose of the information search. 

	Relate the question or problem to what is already known 
	State what is known about topic, problem, or question 
	State what is known about topic, problem, or question 
	State what is known about topic, problem or question. 

	Refine the question or problem 
	With assistance, use sources to acquire background information.
With guidance, revise (narrow, focus, define, broaden) question or problem as needed 
	Use sources to acquire background information.
Revise (narrow, focus, define, broaden) question or problem as needed 
	Use sources to acquire background information.
Revise (narrow, focus, define, broaden, question or problem as needed. 

	Identify what further information in needed. 
	Generate ideas for further information with assistance; e.g. mind mapping, brainstorming, questioning, listing. 
	Generate ideas for further information: e.g. mind mapping, brainstorming, questioning, listing. 
	Generate ideas for further information: e.g. mind mapping, brainstorming, questioning, listing, preliminary outline. 


	Essential Information Skill 2 : 
The student constructs strategies for locating information. 

	Components 
	Benchmark 1 
	Benchmark 2 
	Benchmark 3 

	Identify types of information needed 
	Recognize various types of information: text, visuals, maps, charts, graphs, biographical, historical, etc. 
	Identify types of information needed with assistance. 
	Identify types of information needed independently. 

	Consider and prioritize possible sources of information. 
	Recognize a variety of information sources; e.g. books, realia, media, electronic, people, etc.
Using given criteria select most appropriate from suggested sources. 
	List a variety of possible sources with assistance.
Develop criteria to prioritize possible sources with assistance. 
	List a range of possible sources.
Develop and utilize criteria to prioritize sources. 

	Identify subject headings and keywords. 
	List subject headings and keywords with assistance 
	Use a variety of strategies to list subject headings and key words; e.g. general reference sources, brainstorming, discussion. 
	Construct effective searches using appropriate subject headings and keywords; e.g. electronic index searches, Boolean searches, online searches. 


	Essential Information Skill 3 : 
The student locates and accesses information. 

	Components 
	Benchmark 1 
	Benchmark 2 
	Benchmark 3 

	Recognizes a variety of systems for organizing information 
	With assistance, use organizational features of print and electronic resources; e.g. alphabetic and numeric order, parts of a book, menus.
Recognize basic systems for organizing libraries. 
	Use organizational features of print and electronic resources.
Locate materials using basic systems for organizing libraries. 
	Uses increasingly complex organizational features of print and electronic resources.
Locates materials in a variety of libraries, familiar and unfamiliar. 

	Use indexes to locate information. 
	Utilize basic alphabetic indexes; e.g. library catalog, books, encyclopedia. 
	Recognize and utilize a variety of print and electronic indexes. 
	Seeks and utilizes increasingly complex print and electronic indexes. 


	Essential Information Skill 4 : 
The student evaluates and extracts information. 

	Components 
	Benchmark 1 
	Benchmark 2 
	Benchmark 3 

	Use strategies to evaluate the usefulness of the information. 
	Using given criteria, evaluate information for usefulness; e.g. copyright date. 
	Develop criteria with assistance to evaluate information for usefulness; copyright date, authority, fact vs. opinion. 
	Develop appropriate criteria and use to evaluate information; e.g. copyright date, authority, fact vs. opinion, source viewpoint, validity. 

	Review information need and adjust search strategies if needed. 
	Analyze quality and quantity of information with assistance.
Revise search and locate additional information as needed. 
	Applies given criteria to analyze quality and quantity of information.
Revise search and locate additional information as needed. 
	Develop and use criteria to analyze quality and quantity of information.
Revise search and locate additional information as needed. 

	Extract information from the source. 
	Read, view or listen to sources, identifying main ideas.
Use simple notetaking.
Compile bibliographic information with assistance. 
	Read, view or listen to sources, identifying main ideas and supporting facts.
Use notetaking strategies including summarizing and paraphrasing.
Compile bibliographic information. 
	Read, view or listen to sources, identifying main ideas, opinions and supporting facts.
Use effective notetaking strategies.
Compile bibliographic information. 


	Essential Information Skill 5 : 
The student organizes and applies information. 

	Components 
	Benchmark 1 
	Benchmark 2 
	Benchmark 3 

	Use a system to organize information. 
	Use simple organizational techniques with assistance; e.g. mind mapping, basic outlining. 
	Use simple organizational techniques to clarify and relate ideas. 
	Use effective organizational techniques to clarify and relate ideas. 

	Synthesize ideas and information from various sources. 
	Combine ideas and information to show understanding. 
	Interpret information to formulate ideas which address the question or problem: e.g. compare, contrast, infer, deduce, summarize, generalize. 
	Interpret increasingly complex information to formulate ideas which address the question or problem. 

	Create and present a product using information effectively. 
	Decide presentation form based on audience and purpose with guidance.
Use composition process as directed.
Cite information sources with guidance.
Make a clear presentation which addresses the question or problem. 
	Decide presentation form based on audience and purpose with guidance.
Use composition process with guidance.
Cite information sources.
Make a clear presentation which addresses the question or problem. 
	Select most effective presentation form based on audience and purpose.
Select and use composition process appropriate to presentation form.
Cite information sources.
Make a clear, well-supported presentation which addresses the question or problem. 


	Essential Information Skill 6 : 
The student evaluates the process and product. 

	Components 
	Benchmark 1 
	Benchmark 2 
	Benchmark 3 

	Evaluate the efficiency of the information process 
	Self assess performance according to given criteria.
Identify strengths and set goals for improvement with guidance. 
	Develop criteria with guidance and self assess performance.
Identify strengths and set goals for improvement. 
	Develop criteria and self assess performance.
Identify strengths and set goals for improvement. 

	Evaluate the effectiveness of the product. 
	Self assess the product according to established criteria. 
	Develop criteria with guidance and self assess the product. 
	Develop criteria and self assess the product. 


POLICY FOR SELECTION OF INSTRUCTIONAL MATERIALS

(SCHOOL) LEARNING RESOURCE CENTER

Objectives of selection:

· The (School) resource center collection shall support and enrich the school’s curriculum and shall be committed to (school’s) mission.  Library material shall be provided for grade levels (name) with an attempt to provide diverse points of view, in order that students may develop the skills of critical analysis and informed decision-making.  The collection shall serve the varied instructional needs, interest and maturity levels of the students.

· Library materials shall stimulate growth in conceptual thinking, factual knowledge, literary appreciation, aesthetic values and ethical standards.

· Library materials shall contribute to the development of an understanding of the religious, ethnic, cultural and occupational diversity of society.

· Library materials shall objectively present the contributions, both current and historical, of both genders, various religions and ethnic and cultural groups.

Responsibility for selection of materials:


Initial selection of materials involves the teachers and the library media specialist.  The responsibility for coordinating the selection of instructional materials and making the recommendations for purchase rests with the certificated specialist.

Criteria for selection of instructional materials:


The needs of the school, based on the knowledge of the curriculum and of the existing collection are given first consideration.  Requests from faculty and students are given consideration.  Materials for purchase are considered on the following basis:

· consistency with (school’s) mission

· overall purpose

· importance of subject matter

· timeliness with regard to overall permanent value

· quality of writing/production

· readability and appeal

· authoritativeness

· reputation and significance of the author/artist/producer, etc.

· reputation of the publisher/producer

· format and price

Procedures for selection and discard: 

In selecting materials for purchase, the library media specialist evaluates the existing collection of the above criteria and discards materials that are no longer appropriate.

· The library media specialist consults:

· reputable, unbiased, professionally prepared selection aids, such as, Booklist, School Library Journal, Multicultural Review

· specialists in all areas of instruction, both in the school (Name) and in the larger community

· The library media staff will maintain a current, usable collection by regularly removing materials that are out-of-date, damaged, too worn to be of further use, or otherwise determined to be inappropriate to the collection according to criteria for selection.

· The staff will dispose discarded materials.

Gift materials:


Gift materials are judged by identical selection standards and are accepted or rejected accordingly.

(A section about any committees or special considerations for each school would also be appropriate.)

Challenged materials:


Occasionally objections to a selection will be made despite the care taken to select valuable materials for student and teacher use, and the qualifications of persons who select the materials.


If a complaint is made:

· The complainant must fill out a request for reconsideration of material form and submit it to the principal.

· The material will temporarily be withdrawn from the collection pending a decision of the Library Committee.

· The Library Committee (or designated group) will:

· read and examine the materials referred to it

· check general acceptance of the materials by reading reviews.

· weigh values and faults against each other and form opinions based on the materials as a whole and not on passages taken out of context.

· meet to discuss the material and to prepare a report on it containing the decision of the (whomever)

· send a copy of the report to (whomever has final responsibility), the complainant and file a copy in the library for future reference.

· the ultimate decision will be made by the (whomever).

Request for Reconsideration of Instructional Materials

Request initiated by:  ________________________________Date: ________________

Address: __________________________________________Telephone: ___________


____________________________________________

Representing: ____________________Him/herself



  ____________________(Name/organization)______________________

The materials I object to is of the following type:


___Film

___Recording


___Magazine


___Pamphlet

___Library book


___Textbook

Is this material, to your knowledge, on a student reading list? _____________________

_____________________________________________________________________________________________

Author: _______________________________________________________________

Title: _____________________________________ Publisher: ___________________

1. Are you aware of the school objectives in using this material? _______________

________________________________________________________________

2. Are you familiar with the school philosophy regarding selection of instructional materials? _______________________________________________________

3. To what in the material(s) do you object?  Please be specific and cite pages or sections. ________________________________________________________________

________________________________________________________________

________________________________________________________________

4. What do you feel might be the result of reading or seeing or using this material?  ________________________________________________________________

________________________________________________________________

5. For what age group would you recommend this material? __________________

_____________________________________________________________________________________

6. Is there anything of value in the materials?  _____________________________

________________________________________________________________

7. Did you read, hear, or see the entire content? ____________________________

Or what parts?  ___________________________________________________

8. Are you aware of the judgment of this material by literary or subject matter critics? __________________________________________________________

________________________________________________________________

9. What do you believe is the theme of this material?  _______________________

________________________________________________________________

________________________________________________________________

10. What would you like the school to do about this material? __________________

________________________________________________________________

___ Do not assign it to my child.

___ Do not give it to my child.

___ Withhold it from all students

11. In its place, what material of equal quality would you recommend that would convey as valuable a picture or perspective?____________________________

________________________________________________________________

________________________________________________________________




         _______________________

Signature of the Complainant
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