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I.
SEOUL FOREIGN SCHOOL

MISSION STATEMENT AND INTRODUCTION
Seoul Foreign School, centered in Christ, provides a quality, Western-style education and promotes Christian values, personal integrity and responsible world citizenship.

For many of our library patrons, the libraries serve as the only source of research and recreational reading available in English.  Since the libraries are in this unique position, they must support the curriculum of each school division and serve the educational and recreational needs of students, teachers and parents.

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

· by providing intellectual and physical access to materials in all formats.

· by providing instruction to foster competence and stimulate interest in reading, viewing, and using information and ideas.

· by working with other educators to design learning strategies to meet the needs of individual students.

From Information Power: Guidelines for School Library Media Programs (1988), p. 1, 1997.

II.
SEOUL FOREIGN SCHOOL

LIBRARY STATEMENT OF PURPOSE

The Seoul Foreign School Libraries/Media Centers are concerned with supporting the work of the classroom, and expanding the information and experience foundation of the students enrolled at Seoul Foreign School. These purposes are expressed in the libraries’ commitment to:

1. Providing materials that enrich and support the curriculum, while considering the diverse interests, abilities, needs and age levels of the students served.

2. Providing materials that stimulate growth in factual knowledge, literary appreciation, aesthetic values, reading enjoyment, and are consistent with the philosophy of Seoul Foreign School.

3. Providing a background of information that will enable students to make intelligent and informed judgments in their daily life.

4. Providing materials representing a range of viewpoints on a variety of issues so those students may develop, under guidance, the practice of critical reading and thinking.

5. Providing materials representative of the many religious, ethnic, and cultural groups and their contributions to international living and cooperation.

6. Placing principle above personal opinion, reason above prejudice, and judgment above censorship, in the selection of materials of the highest quality in order to assure a comprehensive collection appropriate to the users.

[Based on the Library Bill of Rights as adopted by the ALA (American Library Association).]

Sources:

American Association of School Librarians, Association for Educational Communication and Technology.  Information Power, Guidelines for School Library Media Programs Chicago, Illinois; American Library Association and Association for Educational Communications, 1997.

III. STATEMENT ON CONFIDENTIALITY OF LIBRARY RECORDS.

Seoul Foreign School believes records held in its library media centers that connect specific individuals with specific resources, programs, or services, are confidential and not to be used for purposes other than routine record keeping, i.e., to maintain access to resources, to assure that resources are available to users who need them, to arrange facilities, to provide resources for the comfort and safety of patrons, or to accomplish the purposes of the program or service. The library community recognizes that children and youth have the same rights to privacy as adults.   However, administrators and administrators’ designees may have access to an individual’s library records if deemed necessary. In similar manner, parents may have access to their own children’s library records.  Library records are regularly purged and availability of records is limited by this maintenance.

[Based on the American Association of School Librarians Statement on Confidentiality of Library Records)

Sources:

American Association of School Librarians and Association for Education Communications and Technology.  Information Power, Guidelines for School Library Media Programs. Chicago, Illinois: American Library Association and Association for Educational Communications, 1998. 

IV. PRINCIPLES AND STANDARDS OF LIBRARY MATERIALS SELECTION.

A.) POLICY.

1. Objectives of selection.

a. To provide assistance to students and faculty to further enhance curriculum goals and research.

b. To provide reading materials in all forms to further informational literacy and to meet the needs of the entire school program.

2. Responsibility of selection.

a. The Head of School has delegated the responsibility for the selection of library materials to the Library Media Specialists employed by Seoul Foreign School. These Library Media Specialists will use the Seoul Foreign School Library Statement of Purpose as a guide in this selection process.  The Library Media Specialists will make their recommendations for materials to the principal of their respective divisions. 

b. The Library Media Specialists will work cooperatively with all patrons to interpret and guide the application of the selection policy. However, responsibility for selection of materials for each of the libraries rests with the Library Media Specialists of their respective libraries.

B.) PROCEDURE.

1. Selection aids.

Library materials will be selected by the Library Media Specialists with due regard to suggestions from the faculty, parents and students.  Appropriate selection sources will be used by the library media specialists and faculty to guide them in their selection. Faculty requests must be made in writing and given to the Library Media Specialist of the respective library, with a critical review if possible.  The Library Media Specialist of each respective library will make the final decision, as to whether the material will be ordered for the collection.

2. Gifts.

Gifts and donations are gratefully accepted by all Seoul Foreign School libraries and are subject to the same library selection procedures as all purchases.

3. Collection Maintenance.

a. Collections shall be weeded and materials replaced with new acquisitions, as materials dictate. Special attention will be given the collection most directly related to the curriculum review and textbook replacement cycle.

b. Obsolete information, outdated content, inappropriate bias or missing portions are adequate reasons for removal of material.  Materials in poor condition will be noted and replaced if possible before discarding, if still considered useful or necessary to the collection.

c. Weeding and discarding of materials beyond repair should be done continually as required. 

d. Resources should be periodically cleaned and repaired as needed. 

e. Books in need of rebinding may be rebound locally as needed, but new copies should be purchased as soon as possible.

4. Library Media Specialists will use the following criteria as a guide in selection of materials:

a. Materials that enrich and support the instructional program or have educational significance.

b. Need and value to the collection.

c. Favorable reviews found in standard selection sources.

d. Favorable recommendations based on preview and examination of materials by professional personnel.

e. Reputation and significance of the author, producer, and publisher.

f. Validity, currency, and appropriateness of material.

g. Contribution the materials make to breadth of representative viewpoints on controversial issues.

h. High degree of potential user appeal.

i. High artistic quality and/or literary style.

j. Quality and variety of format.

k. Value commensurate with cost and/or need.

l. Timeliness or permanence.

m. International relevance.

5. Rated videos.

a. NC17 and X rated videos are inappropriate for use at Seoul Foreign School and will not be ordered or shown.

b. In the case of faculty order of R rated videos.

1. Under the above policy, a faculty member would be permitted to order R rated videos if this resource were being ordered to support the curriculum. The faculty member will consult with the respective principal regarding the use of this resource (e.g. requirements for use, such as: with permission notes from parents, etc.)

2. If an R rated video is submitted as a budget request, the Library Media Specialist will identify this status on the budget request form prior to submission to the respective principal.

3. The respective principal will indicate to the Head of School the titles of R rated videos being ordered for the library media center. The Head of School will determine whether the item will then be ordered.

6. Goals in selecting materials.

a. The materials will enrich and support the curriculum taking into consideration the varied interests, nationalities, cultural backgrounds, abilities and age of the students served.

b. The materials will encourage and stimulate growth in knowledge, skills and literary appreciation.

c. The materials will provide a background of information that will enable students to make intelligent and informed judgments in their daily lives.

d. The materials will contribute to the understanding of, and respect for, the cultural, religious, gender and ethnic groups that are brought together in the international school setting.

e. The materials will present the contributions, current and historical, of various cultural, religious, gender and ethnic groups, in such a way as to build positive images and role models.

f. The materials will strengthen the ideals and aspirations of individuals by including materials that encourage a sense of self-worth, dignity, responsibility and world citizenship.

g. The library media specialists will place principle above personal opinion, reason above prejudice, and judgment above censorship in the selection of materials of the highest quality.

h. The Seoul Foreign School Principles and Standards of Library Materials Selection should determine the materials to be included in the collection.

V. Consideration of Challenged Materials.

If an individual or group takes exception to specific library media center material, the Library Media Specialist of the respective library will follow the following procedure to resolve the complaint:

1. The Library Media Specialist will attempt to resolve the complaint informally. 

2. If the complaint cannot be resolved informally, the complainant will be asked to fill out Form A ‘Reconsideration of Library Materials.’ (“Guidelines used for Assessing a Work” is to be attached.)

3. The Library Media Specialist shall convene the Challenged Materials Committee which is formed annually as needed and shall consist of:

a. One faculty member, chosen by the faculty, from the concerned division/s.

b. One parent representative appointed by the Head of School, from the concerned division/s.

c. One administrative representative from the concerned division/s.

d. The Library Media Specialist/s of the concerned library. The Library Media Specialist will act as chair.

4.  Upon receipt of the completed form, the Library Media    Specialist shall notify the Head of School of receipt of the completed form and pending meeting of the Challenged Materials Committee.


5. Members of the committee will review the material in full and file the appropriate form with the chairperson.

6. The challenged item will remain available for circulation while pending the final decision of the Challenged Materials Committee.

7. When the reports are compiled, the committee will convene to discuss the challenged item and decide, by majority decision, whether to retain or dispose of the item. This group will attempt to render a decision within six weeks of receipt of Form A. In the event of a tied vote, the item will be taken to the Head of School for consideration and the Head of School shall make the final decision on the disposition of the challenged material.

8. The final decision of the committee will be noted, the form signed by all members of the committee, and a copy will be given to the Head of School and the complainant, with a copy retained by the Library Media Specialist of the library concerned.  The entire file will be retained by the Library Media Specialist and kept on file in the library concerned for a period of five (5) years.

9. The complainant has the right of appeal to the Head of School. The Head of School may reconvene the committee or involve the School Board, but the final decision about any Seoul Foreign School Library/Media Center material disposal or retention will rest with the Head of School.


10. Complaints involving items that are challenged within thirty-six (36) months of the initial decision shall be referred to the Head of School who shall:

a. Uphold the decision of the committee; or

b. Refer the complaint to the committee for full reconsideration.

REQUEST FOR RECONSIDERATION OF INSTRUCTIONAL MATERIALS

SEOUL FOREIGN SCHOOL

LIBRARY MEDIA CENTER

FORM A (TO BE FILLED OUT BY THE COMPLAINANT)  

DIVISION: ______________________________________________________________

Request initiated by: _____________________________________ Date: ____________

Telephone: ___________________ FAX: ________________E-Mail: _______________

Address: ________________________________________________________________

Request received by: ______________________________________________________

Date received_____________________________

PART ONE

Please check type of material:

(  ) Book


(  ) Video


(  ) CD ROM

(  ) Periodical /Magazine
(  ) Filmstrip


(  ) Kit

(  ) Pamphlet


(  ) Cassette


(  ) Other (Specify)

Is the resource (  ) Fiction 
(  ) Nonfiction

Title: ________________________________________________________________________

Author (if one): ________________________________________________

Publisher or Producer: ___________________________________________

Date of publication: _____________________________________________

PART TWO

The following questions are to be answered after the complainant has read, viewed or listened to the library media center material IN ITS ENTIRETY.

If sufficient space is not provided, please attach additional sheets or any other material you think relevant.  (Please sign any attachments.)

1.a) Did you read, view, or listen to the entire material?_________________________

  b) To what do you object?  Please be specific, cite pages, frames in a filmstrip, film sequence, etc. 

________________________________________________________________________

________________________________________________________________________

   c) Have you been able to discuss this work with the teacher or librarian who ordered it or who used it? ________________________________________________________________________

2.a) What do you believe is the theme or general purpose of this entire work?

______1. Provide support for a unit in the curriculum?

______2. Provide a learning experience for the reader in one kind of literature?

______3. Other__________________________________________________________

  b) What do you believe is the theme or purpose of the portion you are challenging?

   c) What do think might be the result of a student using the material you are challenging?

3.a) Have you been able to learn what is the student’s response to this work?

________________________________________________________________________

________________________________________________________________________

    b) What response did the student make?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

4. a.) Have you been able to learn from your library what book reviewers have written about this work?__________________________________________________________

_______________________________________________________________________

     b) Do you have negative reviews of the book?________________________________

     c) Where were they published?____________________________________________

      d)Would you be willing to provide summaries of the reviews you have collected? ________________________________________________________________________

4.a) For which division/s do you think this work is appropriate?

(  ) ES
(  ) BS
(  ) MS
(  ) HS
(  ) None

   b) For which division/s do you think this work is inappropriate?

(  ) ES
(  ) BS
(  ) MS
(  ) HS
(  ) None

5. Is there anything good about the entire work?

________________________________________________________________________

6. Please recommend other school library material of the same subject and format which you feel would be appropriate for the collection. 

________________________________________________________________________

________________________________________________________________________

7. Have you read The School Library Bill of Rights? _____________________________

8. Are you familiar with the present policy regarding book and materials selection for this 

library?_________________________________________________________________

Signature of Complainant





Date

Please return COMPLETED form to the School Library Media Specialist.

REQUEST FOR RECONSIDERATION OF INSTRUCTIONAL MATERIALS

SEOUL FOREIGN SCHOOL

LIBRARY MEDIA CENTER

FORM B (TO BE FILLED OUT BY THE CHALLENGED MATERIALS COMMITTEE)

DIVISION: ______________________________________________________________

Request initiated by: _____________________________________ Date: ____________

Telephone: ___________________ FAX: ________________E-Mail: _______________

Address: ________________________________________________________________

Request received by: ______________________________________________________

Date received_____________________________

PART ONE

Please check type of material:

(  ) Book


(  ) Video


(  ) CD ROM

(  ) Periodical /Magazine
(  ) Filmstrip


(  ) Kit

(  ) Pamphlet


(  ) Cassette


(  ) Other (Specify)

Is the resource (  ) Fiction 
(  ) Nonfiction

Title: ________________________________________________________________________

Author (if one): ________________________________________________

Publisher or Producer: ___________________________________________

Date of publication: _____________________________________________

PART TWO

The following questions are to be answered after the committee members have read, viewed or listened to the library media center material IN ITS ENTIRETY.

If sufficient space is not provided, please attach additional sheets or any other material you think relevant.  (Please sign any attachments.)

1. To what is the complainant objecting? Please be specific, cite pages, frames in a filmstrip, film sequence, etc. 

________________________________________________________________________

________________________________________________________________________

2.a) What do you believe is the theme or purpose of this entire work? What is the complainant’s belief regarding the theme or purpose?

_______________________________________________________________________

_______________________________________________________________________


2.b) What do you believe is the theme or purpose of the portion being challenged? What is the complainant’s belief regarding the portion being challenged?

3.a) What do you think might be the result of a student using this entire work?

________________________________________________________________________

________________________________________________________________________

3.b) What do think might be the result of a student using the portion being challenged? 


________________________________________________________________________

________________________________________________________________________
________________________________________________________________________

4.a) For which division/s do you think this work is appropriate?

(  ) ES
(  ) BS
(  ) MS
(  ) HS
(  ) None

4.b) For which division/s do you think this work is inappropriate?

(  ) ES
(  ) BS
(  ) MS
(  ) HS
(  ) None

5. What is good about this work? What did the complainant feel was good about the work?

________________________________________________________________________

6. Please recommend other school library material of the same subject and format that you feel, would be appropriate for the collection.

________________________________________________________________________

________________________________________________________________________

REVIEWS

1.Does this title appear in one or more review sources?

 Favorable review: _________________ Unfavorable review: _____________________

2. Please list title, volume number, and pages of reviews. 

________________________________________________________________________

________________________________________________________________________

Additional comments: _____________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

PART THREE

RECOMMENDATION BY SCHOOL MEDIA ADVISORY COMMITTEE MEMBER FOR TREATMENT OF CHALLENGED MATERIALS:

_____________________________________________________________

_____________________________________________________________

Rationale for decision:

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________


_____________________________________________________________

Signature of Media Advisory Review


Date signed

Committee Member

Please return COMPLETED form to the School Library Media Specialist.

PART FOUR

DECISION BY SCHOOL MEDIA ADVISORY COMMITTEE FOR TREATMENT OF CHALLENGED MATERIALS:

_____________________________________________________________

_____________________________________________________________

Rationale for decision:

________________________________________________________________________


________________________________________________________________________

________________________________________________________________________

Date: _____________________________

Signature of Media Advisory Review Committee Members

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

A copy of this form shall be sent to the complainant, to the Head of School and kept on file in the Library Media Center concerned.

GUIDELINES USED FOR ASSESSING A WORK

(To be Attached to Form A and Form B)

As you fill out his form, please be aware the committee will be evaluating the work in question with the following guidelines in mind.  Not all works will meet all criteria, nor are the criteria in priority order.

THE WORK SHOULD:

· Be consistent with the philosophy and goals of Seoul Foreign School.

· Promote the educational goals and objectives of the curriculum of Seoul Foreign School.

· Promote a broad and compassionate understanding of human beings and their behavior.

· Provide an opportunity to better understand and appreciate the aspirations, achievements, and problems of various groups.

· Give a realistic picture of the time period that it portrays.

· Avoid an oversimplified view of life, with appropriate consideration of the targeted age.

· Present factual information accurately.

· Present the language and actions of characters in a way that is true to the period and place in which they existed.

· Present the content and characters in a way that is sensitive to gender and minority groups, while still being realistic.

· Be free from a preoccupation, out of proportion to the value within the work, with sex, violence, cruelty, brutality, or aberrant behavior that is inappropriate for the age groups the library serves.

· Use language appropriate to the purpose of the text.

· Be free from derisive names and epithets that would offend, unless in a historical context.

· Present information that is adequate in scope, range and depth, in relation to the purpose of the work.

· Make a significant contribution to the history of literature or ideas.

· Present illustrations/photographs/diagrams that are appropriate and in good taste, and that add to the purpose of the work. 

· Present illustrations/photographs/diagrams that are realistic in relation to the content.

· Be appropriate to the level of instruction intended.

· Contribute new ideas, dimensions, or directions to its subject.
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