Notre Dame High School 

Library & Media Center Policies

The library’s policies are based on the Library Bill of Rights and the Access to Resources and Services in the School Library Media Program: 

An Interpretation of the Library Bill of Rights documents.
Mission

The mission of the Notre Dame High School Huttenhoff Media Center is to support the curriculum, and to provide materials for students’ and staff’s personal interests.  
Goals & Objectives

The Notre Dame school community believes n the uniqueness, dignity, and worth of each individual student.  With this in mind, the library exists to:

· Provide a selection of resources chosen for value of interest and quality of information.

· Promote life-long learning as a goal.

· Provide resources that represent the diverse backgrounds, opinion, and social and cultural points of the view of the school’s staff and students.

· Support the concept of intellectual freedom and access to information as stated by the Library Bill of Rights.
· Impart information and technology skills needed by students to succeed in the 21st century.  
General Policies

Check Out Policy

Students and staff may check out an unlimited number of non-reference books and magazines.  Videos/DVDs are limited to one at a time for students.  Staff may check out an unlimited number of videos/DVDs.  

Late Fee Policy
No late-return fees shall be charged until the item is one month overdue.  The fee shall then be $.10 per day/per item.  At the end of each school year, borrowers shall be charged for the replacement (including shipping) of lost or damaged materials.  

Gifts & Donations Policy
The library welcomes gifts and donations of books, subscriptions, works of art, electronic media, and other resources, and money to purchase library materials.

Gifts and donations will be accepted with the understanding that the item must meet the guidelines as outlined in the library’s Selection Criteria.   

Gifts are irrevocable.  Items that are not found to meet the standards of the Selection Criteria may be disposed of in an appropriate manner approved by the librarian, principal, and/or the School Site Council/School Board.  

In most instances, library gifts quality for an income tax deduction.  The library, as an interested party, cannot appraise or place a monetary value on gifts.  The appraisal is the responsibility of the donor.  Due to limited staff, the NDHS library cannot provide an itemized list of contributions, but can sign a list of gift titles provided by the donor.  
The donor will sign a Donor Contract indicating that the gift is irrevocable and that he or she agrees to the guidelines of this policy. 

Selection Policies
Responsibility for Selection

Selection of school library materials is the legal responsibility of the School Site Council/School Board, and is designated to the Principal and his/her designee.  Advice and recommendations for selections should be requested from teachers, staff, administration, parents, students, and other people affiliated with the school.  
Selection Criteria
As a rule, materials shall be selected because of their strengths, not rejected because of weaknesses.  The following criteria shall be used when selecting materials:
· Literary and/or artistic value

· Historical importance to a particular field of study

· Support of school’s curriculum and/or goals

· Relevance of interest to students

· Relevance of interest to parents, staff, and other involved in the school
· Recommendation by subject area experts or education experts.

· Reputation of author and/or publisher

· Authenticity- Is the resource accurate and up-to-date?
· Contribution to a variety of viewpoints on controversial subjects

· Potential user appeal level

· Quality, durability and variety of format

General Policies on Collection Problem Areas

1. Multiple copies (duplicates) – Due to the need to acquire as many titles as possible with limited funds, and because of a space shortage, the library encourages the purchase of only one copy of any title.  Where a special need can be demonstrated, up to three copies may be purchased.  Gifts that are duplicates must meet the same criteria as purchased books.

2. Replacements – Any book that is determined to be lost or severely damaged will be considered for replacement.  Exceptions will be titles that are available in the library in another format or another copy, outdated material, superseded editions, or material no longer appropriate to the collection because of curriculum or other changes.  In times of financial hardship, replacement copies will be given lower priority than requests for new books.

3. Textbooks – The library’s general preference is not to acquire textbooks, especially those more than 3 years old.  However, this may be difficult since some books surpass the label of “textbook” and become essential titles.  Other are necessary supplements in new disciplines.  Therefore, certain books in this category may be added at faculty request or on a title-by-title assessment.
4. Book Bindings – The library’s general preference is to purchase books in the “Library” or “School” binding.  Examples of this binding are “Perma-bound” or “Follet-bound” books.  These binding provide better protection for books and decrease spending costs in the long run.  
Challenged Materials

The library recognizes that materials will be occasionally challenged.  The following is the procedure for reviewing challenges on library materials.  This procedure allows for a hearing, if necessary, to consider removal of materials from the library.  The challenged item shall not be removed from the library until the review process is complete. 
1. All challenges, written or oral, of library materials shall be made to the librarian.

2. The librarian and challenger shall determine a time to meet and discuss the challenge.  The librarian will explain the rationale and criteria for including the challenged material in the library collection, and shall attempt to resolve the conflict informally.

3. If the challenge cannot be resolved informally, the challenger shall receive a packet of information from the librarian.  This packet shall include a copy of the library’s collection development policy, a copy of the Library Bill of Rights (see appendix), and a Request for Reconsideration of Materials form.  
4. The challenger shall have two weeks to complete the Request for Reconsideration of Materials form and return it to the librarian.  No further action shall be taken until this form is returned.  If the form is not returned within two weeks, the complaint will be considered closed.  
5. No challenged material shall be removed until the review process is complete.  However, if the challenger is a parent or guardian of a student, their child may be denied access to the challenged material, if so requested.  

6. If the Request for Reconsideration of Materials form is returned to the librarian within two weeks, the librarian will bring the challenge to the Curriculum Advisory Board at the next scheduled meeting.  The Curriculum Advisory Board will make a recommendation to the librarian, and the librarian shall communicate the recommendation to the challenger.  
7. If either the librarian or the challenger are dissatisfied with the Curriculum Advisory Board’s recommendation, a review committee shall be formed.  The committee shall consist of the librarian, the principal, a member of the School Board/School Site Council, a parent (not the challenger), and two teachers (preferably the English Dept. chair and the Religion Dept. chair).  
8. The Review Committee shall meet within one month of Curriculum Advisory Board’s decision.  The Review Committee shall determine whether or not selection policies and procedures were followed when the item was added to the library’s collection.  The Review Committee shall follow the guidelines outlined in the Instructions to the Review Committee.  

9. The Review Committee shall prepare a report addressing their recommendations.  The report shall explain the selection policies and criteria in relation to the challenged item, cite authorities used in reaching the decision, and make recommendations.  
10. The Review Committee shall inform the challenger and School Board of their decision.

11. The School Board shall approve or reject the decision.  Their decision is final and binding.  
Ordering Policies

Free Voluntary Fiction Ordering Policy
1. The librarian, teacher, or staff member identifies gaps and needs in the fiction collection.

2. The librarian uses selection resources (see below) to find books to fill the collection’s needs.  
3. The Technology Dept. chair signs off on the list and approves budget money.

4. The Principal signs off on the list and approves budget money.

5. The librarian places the order.  

Non Fiction & Academic Fiction Ordering Policy        

1. The librarian, teacher, or staff member identifies gaps or needs in the non fiction collection. 

2. The librarian uses selection resources (see below) to find books that fill the department’s need.

3. The librarian presents a list of selected books to the department members.

4. The department chair either approves or denies the list.

5. The Technology Dept. chair signs off on the list and approves budget money.

6. The Principal signs off on the list and approves budget money.

7. The Librarian places the order. 

Selection Resources

1. Bibliographies (using the latest editions and supplements), including the following, but not limited to:
a. The Best in Children’s Books

b. Reference Books for School Libraries

c. Senior High School Catalog

d. Subject Guide to Children’s Books in Print

e. Subject Index to Books for Secondary

f. Special bibliographies, prepared by educational organizations for a particular subject

2. Current review sources, including, but not limited to:

a. AAAS Science Books and Films

b. ACL Review

c. Book Links

d. Booklist

e. Bulletin of the Center for Children’s Books

f. English Journal

g. Horn Book

h. Library Journal

i. Reading Teacher

j. School Library Journal

k. Wilson Library Bulletin

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.
I. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation.
II. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval.
III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.
IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.
V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.
VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use.


Adopted June 18, 1948, by the ALA Council; amended February 2, 1961; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996.

Access to Resources and Services in the School Library Media Program

An Interpretation of the LIBRARY BILL OF RIGHTS

The school library media program plays a unique role in promoting intellectual freedom. It serves as a point of voluntary access to information and ideas and as a learning laboratory for students as they acquire critical thinking and problem-solving skills needed in a pluralistic society. Although the educational level and program of the school necessarily shapes the resources and services of a school library media program, the principles of the Library Bill of Rights apply equally to all libraries, including school library media programs.
School library media specialists assume a leadership role in promoting the principles of intellectual freedom within the school by providing resources and services that create and sustain an atmosphere of free inquiry. School library media specialists work closely with teachers to integrate instructional activities in classroom units designed to equip students to locate, evaluate, and use a broad range of ideas effectively. Through resources, programming, and educational processes, students and teachers experience the free and robust debate characteristic of a democratic society.
School library media specialists cooperate with other individuals in building collections of resources appropriate to the needs and to the developmental and maturity levels of students. These collections provide resources that support the mission of the school district and are consistent with its philosophy, goals, and objectives. Resources in school library media collections are an integral component of the curriculum and represent diverse points of view on both current and historical issues. These resources include materials that support the intellectual growth, personal development, individual interests, and recreational needs of students.
While English is, by history and tradition, the customary language of the United States, the languages in use in any given community may vary. Schools serving communities in which other languages are used make efforts to accommodate the needs of students for whom English is a second language. To support these efforts, and to ensure equal access to resources and services, the school library media program provides resources that reflect the linguistic pluralism of the community.
Members of the school community involved in the collection development process employ educational criteria to select resources unfettered by their personal, political, social, or religious views. Students and educators served by the school library media program have access to resources and services free of constraints resulting from personal, partisan, or doctrinal disapproval. School library media specialists resist efforts by individuals or groups to define what is appropriate for all students or teachers to read, view, hear, or access via electronic means.
Major barriers between students and resources include but are not limited to imposing age or grade level restrictions on the use of resources; limiting the use of interlibrary loan and access to electronic information; charging fees for information in specific formats; requiring permission from parents or teachers; establishing restricted shelves or closed collections; and labeling. Policies, procedures, and rules related to the use of resources and services support free and open access to information.
The school board adopts policies that guarantee students access to a broad range of ideas. These include policies on collection development and procedures for the review of resources about which concerns have been raised. Such policies, developed by persons in the school community, provide for a timely and fair hearing and assure that procedures are applied equitably to all expressions of concern. School library media specialists implement district policies and procedures in the school.


Adopted July 2, 1986, by the ALA Council; amended January 10, 1990; July 12, 2000; January 19, 2005.
Library Materials Complaint Form

Dear : 

We appreciate your concern over the use of ______________________ in our school district. The district has developed procedures for selecting materials, but realizes that not everyone will agree with every selection made.
To help you understand the selection process, we are sending copies of:
1. Library Selection Policies
2. Library Ordering Policies
3. Library Bill of Rights
4. Interpretation of the Library Bill of Rights for School Libraries
If you are still concerned after you review this material, please complete the Request for Reconsideration of Material form and return it to me. You may be assured of prompt attention to your request. If I have not heard from you within two weeks, we will assume you no longer wish to file a formal complaint.
Sincerely,
Librarian

Request for Reconsideration of Library Resources
The school board of Notre Dame High School has delegated the responsibility for selection and evaluation of library/educational resources to the school library media specialist/curriculum committee, and has established reconsideration procedures to address concerns about those resources. Completion of this form is the first step in those procedures. If you wish to request reconsideration of school or library resources, please return the completed form to: Notre Dame High School, Library, 455 Palma Drive, Salinas, CA 93901.   

Name ____________________________________________
Date ___________________________
Address ___________________________________________________________________________


City _____________________________________________
State ___________     Zip __________
Phone (day)_______________________________________(evening)__________________________
Do you represent self? ____________ Organization? _______________________________________
1. Resource on which you are commenting: 

____ Book ____ Textbook ____ Video ____ Display ____ Magazine ____ Library Program 
____ Audio Recording  ____ Newspaper ____ Electronic information/network (please specify)

____ Other ________________________________________

Title _____________________________________________

Author/Producer ____________________________________

2. What brought this resource to your attention? 

3. Have you examined the entire resource? 

4. What concerns you about the resource? (use other side or additional pages if necessary) 

5. Are there resource(s) you suggest to provide additional information and/or other viewpoints on this topic? 
Revised by the American Library Association Intellectual Freedom Committee
June 27, 1995
Instructions to Reconsideration Committee

Bear in mind the principles of the freedom to learn and to read, based on the interpretation for school libraries of the Library Bill of Rights.  Base your decision on these broad principles rather than on defense of individual materials. Freedom of inquiry is vital to education in a democracy.
Study thoroughly all materials referred to you and read available reviews. The general acceptance of the 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 questioned material.

DONOR CONTRACT

Notre Dame High School

I,_________________________________________, have donated to Notre Dame High School the items identified on the inventory appended to this document.  I understand the gift is irrevocable and subject to the statements set forth in the Gift Policy of Notre Dame High School.

_________________________________ 

______________

(Signature of donor) 




Date

_______________________________


 _____________

(Signature of library media specialist) 


Date

________________________________

___________________

(Signature of administrative official) 


Title

__________________

Date

Notre Dame High School, Salinas, CA

Sources

The following sources were used as a model to help create these policies:

American Library Association.  Workbook for selection policy writing.  Accessed 29 Sep 
2005.  
http://www.ala.org/Template.cfm?Section=dealing&Template=/ContentManagement/ContentDisplay.cfm&ContentID=57020#informal
San Benito High School Library webpage.  Accessed 29 Sep 2005.  
http://www.sbhsd.k12.ca.us/sbhslib/libbus/aboutlib.html
Lindbergh School District LMC Policies.  Accessed 29 Sep 2005.  
http://www2.lindbergh.k12.mo.us/lmsc/index_files/page0003.htm
Notre Dame High School Library Handbook.  Date unknown.  Author unknown.  
(Handbook appeared to be at least 15 years old, due to type-written pages and 
dates on some of the materials).  
Weeding & Storage


To insure that the library collection continues to support the educational and personal needs of the school community, a necessary component of the entire library operation is the process of weeding.  Weeding consists of very selectively identifying and removing those volumes from the collection which because of age, duplication, condition, or program changes no longer satisfy the needs of the library’s users.  


Weeding provides the opportunity to achieve certain goals: (1) shelf space for new acquisitions will be enhanced; (2) costs for maintenance of items which are physically worn, outdated, or superseded will be cut; (3) fewer items on the shelves will improve efficiency in terms of searching for the items, as well as making the collection more visually appealing; (4) the collection’s reputation for reliability and currency will be enhanced.


The decision to dispose of certain items takes into account such factors as past circulation record, date of publication, and the judgment of faculty members as to the usefulness and authenticity of material in their respective subject areas. 
Weeding Criteria

Materials Should Be Weeded When:

1. Materials are worn, torn, or spoiled; or if pages or parts are missing or have significant disfigurement as to destroy the value.

2. Materials perpetuate sexual, racial, or cultural stereotypes.

3. The technical quality of non-print materials is poor:  (a) when visuals are poor, faded, or off-color, or (b) when sound reproductions are faulty or inferior

Weeding Process

1. Circulation records will be checked for books that have low circulation rates for the past 3 years (0 checkouts).  Note: Since reference collection books are not checked out, they will not be subject to discard because of low circulation. Age guidelines will be used instead.  
2. Among the low-circulation books, those that are of particular literary or curricular value will be spared from weeding.  The literary or curricular value will be determined by the librarian and, if necessary, faculty and staff members.  

3. All remaining low-circulation books will be checked for publication date.  See Age Guidelines below.  

4. A list of books outside the age guidelines will be sent to faculty and staff.  Faculty and staff will be invited to object to the weeding of any book on the list.

a. Any objection will be noted by the librarian and discussed with the objecting faculty or staff member.  

b. The librarian will submit to the judgment of the objecting faculty or staff member, as long as sufficient reasoning is provided.  

c. Any disagreement between objecting faculty/staff member and the librarian will be submitted to the principal for a final decision.  

5. The remaining books will be removed from the Notre Dame High School Library collection.  The card catalog will be updated accordingly.  

6. If approved by the principal, books will be sold in the library to students and staff for a nominal fee ($1.00, $0.25, etc).  Funds will be used to purchase new library materials. 

7. An attempt to donate as many remaining removed books as possible will be made.

8. All books that cannot be donated will be recycled or thrown away.  

Age Guidelines for Weeding
· 000s-General


· Replace computer materials every 8 years.

· Other materials replaced every 2-10 years.

· 100s- Philosophy & Psychology

· Scholarly works: replace every 5-8 years.  
· Other works: 10 years

· 200s- Religion & Mythology

· Aim for current works (no more than 2-10 years) on each major religion.  

· Other works: replace every 2-10 years.  

· 300s- Social Sciences
· Almanacs in reference section: replace every 3-5 years.

· Law, government, and education materials may have historical value, but replace outdated statute materials as necessary.

· Collection should be balanced and current.  

· Other works: 5-10 years.

· 400s- Foreign Language

· Update every 10 years.  

· 500s- Pure Sciences

· Retain basic historical works.
· Other works: 5-10 years.  
· 600s- Applied Sciences

· 5-10 years.  

· 700s- Arts & Recreation

· Retain histories of art, music, dance, and drama until worn-out.

· Other works: 5-15 years.  

· 800s- Literature

· Multiple copies of classic works: Keep most updated edition that is in the best condition.

· Retain criticism on literary works.

· 900s- History, Travel, & Geography

· History books:  evaluate based on demand, factual accuracy, and interpretation.  Try to maintain a balance of perspectives.

· Travel:  weed items older than 2 years unless it contains a significant amount of history or cultural information unobtainable elsewhere.  

· Other works: 15 years

· Biographies

· Retain biographies of literary and historical value.

· Keep current on new biographies of enduring personalities.

· Fiction

· Replace worn out classics.

· Books without literary or curricular value should not be more than 10 years old.  

· Multiple copies:  The most recent edition in the best condition shall be retained.  

· Reference Collection

· Replace at least one encyclopedia set every 5 years.  

· Older sets should be circulated for no more than 8 years.

· If possible, purchase one encyclopedia yearbook each year.

· If a revised issue of a reference work is purchased, the previous edition can be removed (with the exception of dictionaries).  

· Audio visual materials

· Items will be judged on an individual basis.

· Criteria will include checkout rate, quality of audio or video, and currency.

· Periodicals

· Magazines with research value will be kept for 5 years.

· Other magazines will be kept for only the current year.  

Resources 
Arizona State Library.  (n.d.).  Weeding.  Retrieved September 1, 2005 from 
http://www.dlapr.lib.az.us/cdt/weeding.htm.  

California Department of Education.  (n.d.).  Weeding the school library: The counterpart 
to selection.  Retrieved September 2, 2005 from 
http://www.cde.ca.gov/ci/cr/lb/documents/schoollibweedng.pdf.  

Lindbergh School District.  (n.d.).  Weeding policy.  Retrieved September 1, 2005 from 
http://www2.lindbergh.k12.mo.us/lmsc/weeding.PDF.  

Media Center Overview

· The Media Center opens at 7:30 a.m. and is open through lunch period.  The media center closes at 4 p.m.  

· Teachers are free to reserve the library for class-use, space permitting.  The librarian is available to assist students and teachers with their information needs throughout the day.

· Students may use the library during free periods, breaks, lunch, before and after school.  They may also come to the library during class time with a pass from their teacher.  

· As Notre Dame’s curriculum evolves, so does the library’s collection.  Its development, evaluation, and revision are ongoing.  

