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Collection Development Policy Review

The collection development policy of the Carson Complex Library Media Center was reviewed on ________________, 20___. 

Library Media Specialist Name: 

Ms. Phuong Nguyen

Signature: _________________________________________________ 

Date: ___________________ 

Principal Name (please print): _____________________________________ 

Signature: _________________________________________ 

Date: ___________________ 

Secretary, Library Media Advisory Committee 

(or School Improvement Council or Board)
Name (please print): _____________________________________
Signature: _________________________________________ 

Date: ___________________
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Library Leadership Team
School Name: _________________________________ Location Code:________

Address:______________________________________________ESC: ________

City:_______________________________ State:______ Zipcode:___________

Phone: (_____)___________________ Fax:(_____)_______________________

The role of the Library leadership Team (LLT) is to develop written policies and procedures for managing the library media center and to monitor the implementation and revision of these policies and procedures. As a team the members establish a vision, goals, and objectives for the library media center and regularly evaluate their progress in meeting these goals and objectives. 
1. __________________________________ Chairperson

2. __________________________________ Library Staffer

3. __________________________________ Teacher (Grades K-3 or 6 or 9) #1

4. __________________________________ Teacher (Grades K-3 or 7 or 10) #2

5. __________________________________ Teacher (Grades 4-5 or 8 or 11) #3

6. __________________________________ Teacher (Grades 4-5 or 6-8 or 12) #4

7. __________________________________ Parent #1

8. __________________________________ Parent #2

9. __________________________________ Student #1

10. __________________________________ Student #2

11. __________________________________ Administrator

12. __________________________________ Local Public Librarian

13. __________________________________ Community/Business Reps

14. __________________________________ Community/Business Reps

15. __________________________________ Other
Date:__________________________________________
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Introduction
The school library program, led by a highly trained qualified librarian, plays an integral part in a student’s total educational experience. The role of the librarian is one of master teacher, information specialist, and curriculum partner. It is the responsibility of the librarian to prepare students and teachers to use the vast technological resources available to 21st century learners and to preserve traditional programs that encourage a love of reading. 
The purpose of this manual is to provide guidelines and establish uniformity of policies and procedures for the Carson Complex School Library. 
DISTRICT STANDARDS FOR LIBRARY MEDIA CENTERS 

Quality school Library Media Centers meet the following District library standards: 
( Standard 1: Library Leadership Team Every school has an active Library Leadership Team that works to ensure that all students have access to a quality library media center and its program. 
( Standard 2: Facility Every school has a library facility which is a separate room of sufficient size to accommodate the students and learning resources. 
( Standard 3: Staffing Every school, that is eligible, has, at a minimum, a trained certificated Teacher Librarian at the secondary level and a trained Library Aide at the elementary level
( Standard 4: Collection Every school has plans and budgets for developing and maintaining a current, balanced collection of learning resources. 
( Standard 5: Policies and Procedures Every school writes and disseminates policies and procedures for the use of the library media center aligned with District library standards. 
( Standard 6: Technical Services Every school adheres to the District library standards related to the cataloging, processing, labeling, and arrangement of books. (See Attachment D) 
( Standard 7: Instruction Every school consistently uses the library media center and its learning resources as an integral part of the instructional program to implement District curriculum and Common Core State Standards. 
( Standard 8: Automation Every school adheres to the District library standards for library automation, including barcodes, software, hardware, and networks. 
( Standard 9: Needs Assessment Every school annually assesses the needs of the school library media center and its program. 
( Standard 10: Evaluation
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Carson Senior High School Analysis:

Carson High School is located 16 miles south of downtown Los Angeles, California in the City of Carson, with a population of 91, 909 (2018 census). The ethnic make-up, according the 20108census, is as follows: 1) African Americans – 23.8% 2) Asians – 2.6% 3) Hispanics – 38.6% 4) American Indian or Alaskan Natives – 0.6% 5) Pacific Islanders – 18.7% 6) Caucasian (Not Hispanic) – 23.8%. Carson residents speak English, Spanish, Tagalog, Samoan, or English combined with traditional languages to different extents in the home along with a smattering of Indo-European, Asian, and Pacific Island languages spoken.

 
Carson, CA Community Analysis:


The City of Carson residents are comprised of 13.9% who have had less than a 9th grade education, 19.9% who have some high school without a diploma, 21.4% who are high school graduates or have obtained a GED, 23.1% have had some college, 8.0% have Associates degrees, 13.7% have a Bachelor degree, and those who have graduate or professional degrees are 4.3%. Families of Carson are primarily working-class and have low to moderate income levels. The median household income in the City of Carson is $52,284 with an average per capita income of $17,107. Social Security income is received by 24.8% of the population, 8% receive Supplemental Social Security income, and 5.5% receive public assistance. Among families, 9.3% with related children under 18 years of age live in poverty.
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Carson Complex School Library's Mission Statement
The mission of the Carson Complex School Library is to:

· Promote the joy of reading and nurture the development of independent learning where students foster the skills needed to access, use, and evaluate information effectively to become responsible, and productive life-long learners.        

· Collaborate with subject specialists and teachers to design inquiry research based lessons so that students can develop meaningful projects that are embedded into multiple curricular areas.

· Serve as the information hub of the school by providing quality rich materials in multiple formats (print, audiovisual, video, digital, etc.) that support and enrich the school's curriculum.

Carson Complex School Library's Vision Statement:
The vision of the Carson Complex School Library is to:
· Our vision is to nurture an educated, enlightened and enriched diverse community by providing a safe and comfortable space for students, teachers, and the community to effectively use information and ideas for learning social responsibility, personal growth, and global awareness. 
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Belief Statement:
The school library media center is a resource that complements the educational program of the school through the interaction of professional personnel and the other members of the learning community. 

 

Goals: 

· To provide materials and services which meet the information and recreational needs of the learning community.

· To provide opportunities for collaboration between the library media specialist and classroom teachers to incorporate information literacy into instruction.

· To promote information literacy.

 

 Objectives:
The following objectives have been selected to work toward the overall goals of the Carson Complex School Library: 

· Students will demonstrate the ability to locate information and materials in the library using common library practices such as the Dewey Decimal System and the online catalog.

· Students will demonstrate the ability to effectively use online database resources and demonstrate knowledge of the internet, including online safety.

· Students will effectively use resources when conducting research and choose materials that best meet their research needs.

· Students will read for recreation as well as for learning at appropriate text complexity levels. 

The above goals will be achieved through lessons developed to address specific information skills as well as collaborative lessons designed with teachers to integrate curriculum standards and information literacy skills.  The media specialist will collaborate with teachers on student research lessons.
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Description of Programs and Services
The focus of the Carson Complex School Library is to:
· Curate current digital and print materials and technology to provide access to high-quality reading materials that encourage learners, educators, and families to become lifelong learners and readers
· Encourage students to explore and challenge their curiosity, creativity, and critical thinking skills as they create, share, and grow
· To provide a safe, comfortable, and enriching space for studying, learning, researching, and socializing 
· Our goal is for all stake-holders (parents, students, administrators, and fellow educators) to find the value of an exemplary library program that will facilitate student achievement in the 21st century.
· To ensure that students and staff are effective users of ideas and information

· To empower students to be critical thinkers, enthusiastic readers, skillful researchers, and

ethical users of information

· To instill a love of learning in all students and ensure equitable access to information

· To collaborate with classroom teachers and specialists to design and implement lessons and units of instruction, and assess student learning and instructional effectiveness

· To provide the leadership and expertise necessary to ensure that the school library program (SLP) is aligned with the mission, goals, and objectives of the school and the school district, and is an integral component of the learning/instructional program
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Personnel Job Descriptions

ROLES AND RESPONSIBILITIES

1. Cooperates in implementing the school curriculum by coordinating library instructional media with the learning and teaching needs of students and teachers.
2. Cooperates with classroom teachers to plan, develop, and implement units of study which integrate information skills.

3. Develops a library media instructional program that is part of the total educational program of the school by providing large group, small group, and individualized instruction in information skills, reading viewing, listening, and computing.

4. Plans, organizes, manages, and promotes the secondary library media center program and its resources, equipment, and facilities according to established policies, procedures, and guidelines.

5. Evaluates and selects, according to established criteria, reading materials, audiovisual materials, computer software, and equipment which will meet the curricular and individual needs of students and teachers.

6. Participate as an active member of curriculum development committees within the school and attends professional meetings and/or conferences to develop competencies necessary to function in an instructional role.
7. Teaches classes in the library practice in accordance with the requirements of approved courses of study and at a rate and level commensurate with established expected student progress, using books, and other instructional materials authorize for such courses.
8. Maintains proper control of a physically attractive, well-organized, and inviting learning environment in the library media center.

9. Reviews and evaluates books, audiovisual materials, and/or computer software for Media Services evaluation programs.

10. Evaluates the performance of subordinate personnel.

11. During periods of critical personnel shortage or other emergency situations, shall temporarily perform any duties, as directed, within the authorization of any credentials held by the incumbent which are registered with the Office of the Los Angeles County Superintendent of Schools and which are a part of the class description requirements in effect at the time such duties are performed.

12. Performs other duties as assigned in accordance with the District-UTLA Agreement.
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Formats Collected:
	Format
	Quantity

	1.Print books:

Fiction & Nonfiction
	19,636 books

	2. E-books
	1000+ 

More added each year and free through Firstbooks.org

	3. Digital Database
	16 district paid subscriptions:

· ABC Clio

· American Nat’l Bio

· Cavendish Square

· Columbia Gazeteer

· Columbia Granger’s World of Poetry

· Culture Grams

· EBSCO

·  Encyc Britannica

· Infobase

·  Gale

· Maps 101

· Oxford Art

· Oxford Music

· Oxford Univ Press

· Salem Press

· WorldBook)

	4. Magazines


	Varies from sports, food, technology, cars, fashion, business, science, Spanish, news, comics, and nature
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Selection Policies and Procedures for Carson Complex School Library
The Carson Complex School Library is committed to helping students, teachers, and staff become effective users of ideas and information by providing them with the vision, strategies, and skills to access and utilize current learning resources and technologies. The school library is committed to fundamentally improving the interaction between the teacher and the students to create critical thinkers prepared to participate in a diverse and complex society.
Philosophy:
The Carson Complex School Library has two main purposes. The first is to support the curriculum of the school by providing both teachers and students with the materials they need to follow the curriculum of the Los Angeles Unified School District and the content standards of the State of California. Second is to provide materials for students that meet their emotional needs and their literary and recreational interests.

Selection Responsibility:
The teacher-librarian is responsible for the selection of materials. Materials are chosen by the teacher-librarian with assistance provided by faculty, staff, parents, and students.

Criteria for Selection:
Materials chosen for the library shall:
· Enrich and support the curriculum;

· Support educational, emotional, and recreational needs of the users;

· Meet high standards for quality in physical format, subject treatment, accuracy of information,  graphics, and literary style;

· Be appropriate for the academic subject areas;

· Represent different viewpoints, establishing a library collection with balance.

See Evaluating Library Collections: An Interpretation of the Library Bill of Rights and Diversity in Collection Development: An Interpretation of the Library Bill of Rights from the American Library Association for information on the library’s policy.
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Selection Tools:
The teacher-librarian will use professional resources to assist in selecting materials for the library, including but not limited to:
· Reviewing media such as YASLA Publications, YASLA Booklist, School Library Journal, and Children’s Book Council.

· Books such as Books in Print (R.R. Bowker) and Bowker’s online New Books in Print.

· Selection services such as Senior High Core Collection (H.W. Wilson) and Children’s Core Collection (H.W. Wilson).

· Recommendations from LAUSD Integrated Library and Textbook Support Services.
Professional Collection:
The library maintains a small professional collection for faculty. Items are added which are compatible with professional development goals as set forth by LAUSD and Carson Campus’s Professional Development Committee.
Electronic Information Policy:
The library provides computers with Internet access for students and faculty. Both students and faculty shall abide by the policies set forth by the Los Angeles Unified School District in its Acceptable Use Policy. All computers are available for use within the library only.
The teacher-librarian maintains an informational web site for the library at Carsonhighschoollibrary.weebly.com. The electronic resources on the library web page represent, to the best of the teacher librarian’s knowledge, the best that is currently available.
However, due to the ephemeral nature of the Internet, the user is responsible for using discretion when using Internet resources provided by the library. Parents, school faculty, and the teacher-librarian share the responsibility for teaching students appropriate “netiquette,” cyber ethics, and information literacy.
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Acquisition, Processing, Cataloging of Materials
	Responsibilities
	Responsible

	Budgetary decisions:

Funds for the library is on a year to year basis, depending on how much the school has on reserve for the library.


	-Principals (3)

-SSC (School site council)

-Teacher-librarian

	Budget requests:

-Establishing yearly budget priorities and collection management goals

-Providing  an itemized dollar amount of materials needed and including a justification for acquiring materials in relationship to student learning and achievement
	Teacher-librarian

	Selection of materials:

Based on the current collection and the school’s budget allotment, materials to be purchased must meet the needs of classroom curriculum as well as the district’s selection criteria. In addition, students, teachers, and parents are also encouraged to suggest titles to add.
	-Teacher-librarian

-Teachers

-Students

-Parents

	Acquisition Procedures:

-Providing and ensuring that the appropriate ordering forms are used as well as which jobbers and distributors have been pre-approved by the district.
	-School’s Purchasing Agent/Textbook Personnel

	Ordering of materials:

Care must be taken when researching for the best prices and availability of copies through the various pre-approved district vendors.
	-Teacher-librarian

	Receiving:

-Unpacking shipments of materials and checking for accuracy against the shipping invoice while noting any items missing or back-ordered


	-School’s Purchasing Agent/Textbook Personnel

-Teacher-librarian

	Record keeping:

-Keeping a binder of materials ordered, received, and back-ordered as well as keeping track of any un-paid orders
	-Teacher-librarian
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	Equipment:

Maintaining proper functionality of all desktops, printers, and laptop carts in the library as well as ordering new equipment if necessary.
	-School’s IT Personnel

	Processing activities:

Preparing new materials for the library by cataloging and classifying each item. Each item must be checked for accuracy with matching barcode and call tag labels. In addition, the following must also be added to each item: security strips, date dues, school’s stamp, and protective cases, if necessary
	Teacher-librarian

	Fund-raising:

-Organizing and deciding on which fund-raising projects to sponsor such as: book fairs, author visits, and read-a-thons
	-Teacher-librarian

	Grant writing:

-Researching available grant opportunities and writing grants that match and fulfills each grant’s specifications and requirements
	-Teacher-librarian
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Gifts:
Gifts are welcome. Each gift is evaluated according to the same criteria as items under consideration for purchase. The library retains the right to refuse gifts. A gift once given becomes the sole property of the library and the donor relinquishes all rights to it.
Weeding:
The library follows District policy for weeding. In general, items that are damaged, no longer support the curriculum, or contain outdated or inaccurate information will be removed from the shelves and disposed of properly.
15
Maintaining materials and Equipment
EQUIPMENT

The library is responsible for the circulation and inventory of all library equipment. An accurate list of the library equipment should be kept and inventoried each year. An accurate list should include the name of the equipment, model number, serial number and JPS barcode number. Equipment should be stored in a secure place, if applicable. 

Repair Procedures

EQUIPMENT

The library is responsible for keeping all library equipment (overhead projectors, LCD Projectors, laptops, DVD/VCR players, televisions, etc.) in working order. The following procedures should be followed when equipment repair is needed. 
· Complete and turn in a work order request form to the office manager (include name of equipment, location, barcode number, serial number and brief description of problem).

· Make a copy of repair request to keep for library records.

· If the equipment is not returned within a reasonable amount of time (4-6 weeks)

ask the office manager to follow up on repair request.

· If the equipment is not returned, but retired from service, collect all necessary
paperwork and inform the appropriate personnel who handles the school-wide inventory.

NETWORKED COMPUTERS AND PRINTERS

Report all problems related to networked computers and printers on the district's HelpDesk. The link to this helpdesk is:

https://lausd-myit.onbmc.com/ux/myitapp/#/catalog/home 
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Inventory of Materials 

Inventory Procedures

An annual inventory of the library is essential for record keeping. The goal of inventory is to determine the status of the collection (number of items, number of missing and lost items, etc.) Once completed, statistical reports can be generated which are beneficial in determining library needs.

BOOKS

A computerized inventory may be done using the library automation system and may be conducted at any time during the school year. It is desirable to suspend circulation during the inventory process. Computerized inventories usually take 3 to 4 days.

If inventory is done manually, a minimum of ten days at the end of the school year is recommended to complete the process. It is recommended that all circulation terminate during this inventory process.

A manual inventory can also be an ongoing process. Sections of the library can be inventoried at different times throughout the school year without interruption of library services.

1. Manual Inventory

a. Arrange the books in correct order on the shelves.

b. Run a shelf list report from the library automation system.

c. Read the shelf and highlight any missing books on the shelf list report.

d. After reading the shelves, change the status of the missing books in the library automation system.

e. If books are found during the inventory process, change the status in the library automation system.

f. Remember to check for books in other places such as the library office, bindery, over-size book section, etc.

g. Run a report from the library automation system of all books that have been missing for three years or more. Delete these books from the automation system.

 Keep the list of deleted books.

 h. Print any reports necessary for statistical information and any reports to Lead Librarian.













17
2. Automated Inventory

a. Arrange the books in correct order on the shelves (desirable but not mandatory).

b. Follow the directions for using the Alex PC.

c. Consult the library automation manual for inventory directions.

d. Print any reports necessary for statistical information and any reports requested

 by the Lead Librarian.

NON-PRINT MATERIALS

Inventory of non-print materials should be done every year as part of the annual library inventory.

1. Organize all non-print materials in the correct order to be inventoried.

2. If non-print materials have been entered in the library automation system, the Alex PC

may be used. If non-print inventory is done manually, use the shelf list.

3. If done manually, change the status of all missing items in the library automation system.

4. If any parts of the item have been missing for three years, delete the item from the automation system. Keep a report of all non-print items that are deleted.

5. Print statistical reports for the LMC records and any reports requested by the Lead Librarian.
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Circulation / Access Policy
The school library media programs at Carson Senior High School, LAUSD, District

8 serve as a point of 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 and information-dependent society. Educational levels and programs of the

school indicate appropriate resources and services of a school library media program. The

principles of Library Bill of Rights (ALA), Students' Right to Read (NCTE), apply

equally to all libraries including school library media centers.

Students and educators served by the school library media program should have

access to resources and services free of constraints resulting from personal, partisan, or

doctrinal ideologies. School library media professionals resist efforts by individuals or

groups to define what is appropriate for all students or teachers to read, view, or hear.

 No barriers exist between students and access to and use of interlibrary loans or

access to library resources. Students will not be charged fees for information in specific

formats, nor will they be required permission from parents or guardians for access to

information. These rules related to the use of resources and services support open access

to information.

The school board of Carson Senior High School, LAUSD, District 8 adopts

policies that ensure student access to a broad range of ideas. Learning / teaching styles

and interests of all students and teachers will be accommodated.

Systems for circulating materials ensure optimal use and encourage students to

borrow materials for use throughout the school, at home, and in the library media center.

Circulation systems and reporting mechanisms protect privacy of users. Circulation and

access procedures enable the intra-district exchange of materials and encourage

interlibrary loan.
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 Library media centers have equipment readily available for student and teacher

use to support all the formats of media that the school has acquired. Equipment is

available for checkout to classrooms and for use in the library media center. All

equipment is in good working condition. Efforts are made to represent advances in media

equipment technology. A plan and schedule for acquisition and replacement of

equipment exists. Equipment is checked on a regular basis through ongoing maintenance

and repair services.

Circulation
Borrow Materials for Students

As a Carson Complex School student, your School ID is your library card. You can use it to check out materials from the library if you are registered in a class for the current term.

Loan Periods for Students

The loan period for library books is 14 days. You can renew your book up to three more times. You will be responsible for returning all library materials on time. To check when your items are due, you can stop by the library’s circulation date, or call the Circulation Desk at (310) 847-6050.

Library Loan Periods, Renewals, Fines, and Lost Books for Students

	Type of Resource
	Loan Period
	Number of items  allowed
	Number of Renewals
	Late Fines per day (excluding weekends and holidays)
	Lost Replacement Cost

	Books
	14 days
	3
	3
	$.25 per day
	$30.00

	Reference Books
	14 days
	1
	3
	$.25 per day
	$60.00

	Magazines
	Cannot check out
	0
	Cannot check out
	Cannot check out
	Cannot check out


Placing a Hold on an Item for Students

A hold puts you on a waitlist to borrow an item that is checked out by another person. If an item is not checked out, you can still place a hold on it and it will be available for you to check out at 












20
the Circulation Desk within one business day. To place a hold on an item, stop by the Circulation Desk during operating hours.

Returning Materials for Students

Please return materials inside the library at the Circulation Desk during normal operating hours, or drop them in the book drops in front of the library when the library is closed.
Overdue and Lost Items for Students

If you borrow materials from the library, you will be responsible for any overdue, lost, or damaged items. You will be charged overdue fines for materials that are returned late. Cash payment is accepted for overdue, damaged, or lost materials. Library patrons also have the option of paying off library fines in library beautification hours at the rate of $10/hour. You may work off your hours 30 minutes before or after school as well as during Nutrition and Lunch.

A hold will be placed on your academic record for lost or damaged library items; the hold will be lifted once your library account is cleared.

Teacher and Staff Use of the Carson Complex School Library

Borrowing, Returning, Lost, or Damaged Materials for Teachers 

Teachers are responsible for all materials borrowed from the library. Teachers’ employee number and materials’ barcode #s are kept in a file at the Circulation Desk. There is no limit to the number of items that can be borrowed. Teachers are given a time limit of 4 weeks and must renew or return the items borrowed. Teachers are not charged for late fees; however, for any damaged or lost items, teachers are responsible for replacing the same item back or pay the cost for a replacement.

Interlibrary Loan for all patrons 

To request for a resource that is not available at the school library, teachers and students must fill out the interlibrary loan form. The school library will notify the patron of the availability of the item within 3-5 business days. The borrowed items can be checked out with the proper identifications. The loan period is 3 weeks and can be renewed for 2 more loan periods. If the item is not picked up within 5 calendar school days, it will be returned back to the loaning 
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library. All patrons will be responsible for the proper return of the borrowed item in the exact condition it was loaned out. For any damages or lost items, patrons will be responsible for the full replacement cost of the borrowed items.

To request for a resource that is not available at the school library, teachers and students must fill out the interlibrary loan form. The school library will notify the patron of the availability of the item within 3-5 business days. The borrowed items can be checked out with the proper identifications. The loan period is 3 weeks and can be renewed for 2 more loan periods. If the item is not picked up within 5 calendar school days, it will be returned back to the loaning library. All patrons will be responsible for the proper return of the borrowed item in the exact condition it was loaned out. For any damages or lost items, patrons will be responsible for the full replacement cost of the borrowed items.
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Confidentiality of Library Records
It is the ethical responsibility of library staff to protect the privacy of library patrons. According to the American Library Association Policy on Confidentiality of Library Records, "Confidentiality extends to information sought or received, and materials consulted, borrowed, acquired, and includes database search records, reference interviews, circulation records, interlibrary loan records, and other personally identifiable uses of library materials, facilities, or services."

In California, the privacy of library patrons is protected via statute in the Public Records Act, Cal Gov't Code 6254, 6267 (Deering Suppl 2001). This statute specifically mentions "registration records" which are defined as "any information which a library requires a patron to provide in order to become eligible to borrow books and other materials" and "circulation records" which are defined as "any information which identifies the patrons borrowing particular books and other material."

This means that any information on an individual patron record or any information regarding who has borrowed particular items is confidential and is not to be disclosed by any library staff member or student assistant. One patron should not be given information about another patron. The following are examples of requests that are to be denied: 1) a professor asks to see if one of his/her students has requested a particular item on interlibrary loan, 2) a patron says he/she has forgotten his/her ID card and wants to know what he/she has checked out, 3) a parent, without a student's permission, requests information about fines billed to Student Accounts. 

All patron use records of any library which is in whole or in part supported by public funds shall remain confidential and shall not be disclosed by a public agency, or private actor that maintains or stores patron use records on behalf of a public agency, to any person, local agency, or state agency except as follows:

(a) By a person acting within the scope of his or her duties within the administration of the library.
23
(b) By a person authorized, in writing, by the individual to whom the records pertain, to inspect the records.

(c) By order of the appropriate superior court.

As used in this section, the term “* * * patron use records” includes the following:

(1) Any written or electronic record, that is used to identify the patron, including, but not limited to, a patron's name, address, telephone number, or e-mail address, that a library patron provides in order to become eligible to borrow or use books and other materials.

(2) Any written record or electronic transaction that identifies a patron's borrowing information or use of library information resources, including, but not limited to, database search records, borrowing records, class records, and any other personally identifiable uses of library resources information requests, or inquiries.

This section shall not apply to statistical reports of patron use nor to records of fines collected by the library.
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Collection Evaluation

Periodically perform the Age Collection Analysis as a tool to help assess the entire library collection. This type of evaluation can help to identify the strengths and areas of needs which enables the teacher-librarian to make decisions about purchases and weeding. 
Use data graphs and charts to advocate to administrators the need for purchasing new books to update the outdated library collection. In addition to the Age Analysis graphs, teacher-librarians should provide administrators with the areas of greatest needs that is recommended for updating often such as medicine & science. 

Furthermore, highlight the Model for School Library Standards for CA's recommendations for the currency of books:  At least two-thirds of the collection should be less than 15 years old (p. 43).  

Refer also to "Weeding the School Library" pamphlet, which provides suggested copyright guidelines: https://www.cde.ca.gov/ci/cr/lb/documents/weedingbrochure.pdf (Links to an external site.) 

COPYRIGHT
These are suggested copyright markers to
consider. Utilize other criteria as well as
these guidelines.


Dewey Classifications
000 = 2-10 years 500 5-10 years
100 = 10 years 600 5-10 years
200 = 2-10 years 700 5-15 years
300 = 5-10 years 800 flexible
400 = 10 years 900 15 years
Biographies = flexible
Fiction = 10 years
Encyclopedia = 5-7 years
Reference:  =evaluate on an individual basis
Periodicals =5 years
Almanacs/Yearbooks =3 years in reference, 3 additional years in circulation
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Technology Access and Use Policy 
21st century learning requires access to the Internet, and computers for research, personal exploration, word processing and creating presentations. The library has 24 desktop computers, 20 wireless chromebooks, 35 iPad tablets, 21 Dell laptops, three printers, copy machines and a document scanner for student use. There is a charge of $.10 per page for printing in black and white and $.25 per page for colored ink. Computers are for use in the library. Computers cannot be borrowed or taken out of the library at any time.
To use the technology, students must sign into the Computer Sign-in Log book and leave their school IDs.  The district computers and network are provided as educational tools for students, staff, and the community. Class and course work related use of the equipment takes priority and all non-educational use, including exploring web resources of personal interest is dependent on availability of computers, network capacity and library staff approval. 

Purpose:

The District's Student Technology Acceptable Use Guidelines are designed to inform students and parents of the school's requirements, expectations, and student's obligations when using district computers. These guidelines cover all technology including computers, interactive white boards, scanners, cameras and the district wired and wireless network, as well as computer accessories and software. We expect our students to use the computers responsibly by following these guidelines: 
Personal Safety

 The district employs Internet content filtering and monitoring that is compliant with the  

     Children's Internet Protection Act.

 All student computer use must be supervised.

 Pictures of students used in district communications will not provide information 

     identifying any student without prior permission.

 Although students have cellular telephones in school, they may not be used in the 

    buildings to place or receive telephone calls and text messages, access the district network, 

    take pictures, or record audio or video.
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Ethical Computing

Use of technology is ingrained in our daily activities and our goal is to provide students with access to 21st century knowledge that facilitates the pursuit of academic excellence and provides the skills necessary for lifelong learning.  

The district provides equipment and services strictly for educational pursuits; students are expected to follow generally accepted rules of network etiquette. These include, but are not limited to, the following:

 Be polite. Do not become abusive in your communication with others.

 Use appropriate language. Do not swear or use vulgarities or any other inappropriate  

          language

 Keep personal information, including the logins, passwords, addresses, and telephone 

     numbers of students or staff confidential.  

 Use technology resources so as not to disrupt service to other system users. Do not upload 

     post, e‐mail, transmit, or otherwise make available any content that is unlawful, dangerous 

     or may cause a security risk.
System Security

The district reserves the right to monitor and review any material on any machine at any time to determine any inappropriate use of network services. Students are provided with network accounts to access their saved files and teacher‐assigned network resources. Students are responsible for the security of their computer equipment, files, and passwords.  Students will keep their passwords private and not go beyond their authorized access to gain further access to the district network, other computer equipment or software including the files or accounts of others.

 Students will not disrupt or attempt to damage or disrupt any computer, system, system 

    performance, or data.

 Students will not create, access or disseminate proxy sites for the purpose of bypassing 

    content filtering.
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 Students will promptly notify a teacher of security problems.

 Students will not use personal electronic devices in the schools without permission from a 

    Building administrator or his/her designee.

 Students have no expectation of privacy in files, disks, or documents that have been 

    created in, entered in, stored in, downloaded from, or used on district equipment or 

    resources.

Inappropriate Conduct

Network services are designed to support school operations. Disrupting these services either 

intentionally or through negligence is not acceptable. Examples of inappropriate use include:

 Illegal or malicious use, including downloading or transmitting of copyright material.

 Use of racial, sexual, or other harassment in violation of district policy.

 Accessing, viewing, or transmitting pornographic or obscene material.

 Disrupting the work of other users. This includes the propagation of computer viruses and 

    use of the Internet to make unauthorized entry to any otherwise unapproved resource. 

    (hacking)
 Intentionally spreading computer viruses or programs that loop repeatedly, or for the 

    purpose of infiltrating a computer without authorization or damaging or altering without 

    authorization the software components of a computer or computer system.

 Downloading unauthorized games, programs, files, electronic media, and/or stand‐alone 

     applications from the Internet that may cause a threat to the network.

 Disconnecting or rerouting network cabling or equipment.

Appropriate use of materials
We respect the rights of copyright owners.  Copyright infringement occurs when an 

individual inappropriately reproduces a work that is protected by copyright. Contact your 

teacher if you are unsure whether material is copyright.
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The district has taken precautions to restrict access to inappropriate materials through a      

filtering and monitoring system. However, it is impossible to control access to all data 

which a user may discover. It is the user’s responsibility not to initiate access to 

inappropriate material. Any site or material that is deemed inappropriate should be 

reported immediately to the teacher.  

District Hardware and Software

Students assigned district hardware must take care of the equipment, ensuring its security 

when not in use. Students will be charged for damage to District hardware if it is 

determined care was not exercised. This includes laptops, printers, PDAs, iPods or any 

other electronic hardware issued to the student.  Only district‐approved district software 

may be loaded on the equipment. Only district owned or leased equipment will be permitted 

to run on the  network; all unauthorized equipment will be confiscated.

Discipline

Students who engage in unacceptable use may lose access to the district computers and 
may be subject to further discipline in accordance with the student code of conduct.  
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Copyright and Fair Use Compliance
The Los Angeles Unified School District and all its employees are subject to the provisions of the Copyright Act of 1976. Teachers, administrators, library media teachers, and other District personnel will take an active role in assuring compliance with the United States copyright law and congressional guidelines.

The District does not sanction illegal use or duplication in any form. Unlawful copies of copyrighted materials may not be produced or used on District-owned equipment, within District-owned facilities, or at District-sponsored functions.

Employees who knowingly and/or willingly violate the District’s copyright policies do so at their own risk and may be required to remunerate the District in the event of a loss due to litigation.
Requesting Permission to Use Copyrighted Materials

Beyond the limits of fair use, educators must request permission to use copyrighted materials. Most copyright owners will grant permission for onetime use of parts of their works without charge or upon payment of a minimal fee. Blanket permission should not be requested. Such permission cannot, in most cases, be granted. 

NOTICE:
WARNING CONCERNING COPYRIGHT RESTRICTIONS

The copyright law of the United States (Title 17, United States Code) governs the making of

photocopies or other reproductions of copyrighted material. Under certain conditions specified in 
the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One 
of these specified conditions is that the photocopy or reproduction is not to be “used for any 
purpose other than private study, scholarship, or research.” If a user makes a request for, or later 
uses, a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for 
copyright infringement. This institution reserves the right to refuse to accept a copying order if, 
in its judgment, fulfillment of the order would involve violation of copyright law.
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Intellectual Freedom 
“Intellectual freedom accords to all library users the right to seek and receive information on all subjects from all points of view without restriction and without having the subject of one’s interest examined or scrutinized by others.” 
The American Library Association Intellectual Freedom Manual, 8th ed., 2010 
Intellectual freedom is a prerequisite to effective and responsible citizenship in a democracy and is one of the core values of the library profession. The American Library Association’s Library Bill of Rights (LBOR) serves as the library profession’s interpretation of the First Amendment of the U.S. Constitution. 
A school library program is founded on a commitment to the right of intellectual freedom. By providing access to information on and ideas essential for 21st century learners, a librarian empowers learners who acquire skills to become critical thinkers, competent problem solvers, and lifelong learners who contribute productively and ethically to a pluralistic society. The librarian is a leader in meeting a school’s responsibility to provide resources on all points of view and to make these ideas and opinions available to the school community. It is the responsibility of the school librarian to ensure that the collection is age and content appropriate, is relevant to the curriculum, and represents the diversity of the school and community served. 
Freedom to Read 

The Freedom to Read statement is the best known of the American Library Association’s documents supporting the principles of intellectual freedom. In addition to providing a foundation for selection and/or collection development policies, The Freedom to Read statement provides a reminder that open communication is necessary in a free society and creative culture. Librarians help ensure that students have access to information covering a wide range of issues and viewpoints.
