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PHILOSOPHY OF LIBRARY SERVICE
It is the purpose of the library media centers in the GCMS School District to serve as resource centers so that the library media center becomes an integrating factor in the school’s instructional program.  In order to fulfill this purpose, the library media specialist performs the roles of information specialist, instructional consultant, and teacher.  The library media specialist works with students, faculty, and administrators to provide access to informational resources and to develop curriculum that promotes the appropriate use of those resources.  These efforts of the library media program are made in order that library media center users become informed, productive citizens with a desire for lifelong learning.
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.

1. 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 origin, background, or views of those contributing to their creation.

2. Libraries should provide materials and information presenting all points of view on current and historical issues.  Materials should not be prescribed or removed because of partisan and doctrinal disapproval.

3. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.

4. Libraries should cooperate with all persons and groups concerned with resisting abridgement of free expression and free access to ideas.

5. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.

6. 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.  Amended February 2, 1961, June 28, 1967, January 23, 1980, and inclusion of age reaffirmed January 23, 1996 by the ALA Council.
STATEMENT OF INTELLECTUAL FREEDOM

The Association of Educational Communications and Technology

The First Amendment to the Constitution of the United States is a cornerstone of our liberty, supporting our rights and responsibilities regarding free speech both written and oral.

The Association of Educational Communications and Technology believes this same protection applies also to the use of sound and image in our society.

Therefore, we affirm that:

Freedom of inquiry and access to information- regardless of the format or viewpoints of the presentation- is fundamental to the development of our society.  These rights must not be denied or abridged because of age, sex, race, religion, national origin, or social or political views.

Children have the right to freedom of inquiry and access to information; responsibility for abridgement of that right is solely between an individual child and the parent(s) of that child.

The need for information and the interests, growth, and enlightenment of the user should govern the selection and development of educational media, not the age, sex, race, nationality, politics, or religious doctrine of the author, producer, or publisher.

Attempts to restrict or deprive a learner’s access to information representing a variety of viewpoints must be resisted as a threat to learning in a free and democratic society.  Recognizing that within a pluralistic society efforts to censor may exist, such challenges should be met calmly with proper respect for the beliefs of the challengers.  Further, since attempts to censor sound and image material frequently arise out of misunderstanding of the rationale for using these formats, we shall attempt to help both user and censor to recognize the purpose and dynamics of communication in modern times regardless of the format.  

The Association for Educational Communications and Technology is ready to cooperate with other persons or groups committed to resisting censorship or abridgement of free expression and free access to ideas and information.

Adopted by:  AECT Board of Directors, Kansas City, April 21, 1978.

Elementary School Library

Submitted by Lynne Titus

Accomplishments

The creation of Elementary Library website has generated many positive comments.  It is an excellent way to communicate everything that happens in our library (one page is dedicated to the lessons being taught each and every week), and also promote reading- and library –related topics.  It is used by parents and students alike, and has generated over 24,000 hits since it was created (averaging 50-100 hits per week).

Book Fair funds have allowed us to purchase 4 additional computers for student use.  This brings the total student computer count to 8.  These computers are in use almost constantly during the day- during library class time, of course, but also at other times.  Students use these computers to complete Accelerated Reader quizzes, book searches, and online searching for homework.

Goals

To maintain and improve our library collection when the budgets are decreasing year by year.  Inflation has caused the price of print materials to increase, but at the same time, we have less to spend.  The Elementary School has a diverse population, and this it takes more books at a wider range of reading levels to meet all needs.  Books suitable for reading at the Kindergarten level are not of interest to many second grade students.  Similarly, 5th grade students read books that may not be of interest to 3rd grade students (and are not the appropriate reading level, either).
To maintain staffing at the current level.  As the library aide time decreases, it is difficult to complete library tasks, because the librarian must utilize the time doing aide tasks.  This diminishes what can be accomplished at a curricular level by the librarian.

Middle School Library

Submitted by Sheila Trembley

Accomplishments

The librarian has established extended labeling of series books for both patrons and staff.  The librarian has continued to replace worn or new books with Permabound Books because of their free lifetime replacement policy, and has also continued the weeding of unused Video Cassettes.  DVD replacements are purchased only when the material is requested by instructors and are better aligned with the classroom technology.
The librarian managed to frugally leave $1,000.00 in the budget this year.

Goals

To be more fiscally aggressive by searching and applying for more eligible grant opportunities.  The librarian would also like to promote the top level reading collection in the Middle School by using publicity, and would like to partake in more ALA sponsored events at the Middle School (i.e., Banned Book Week, Computer Learning Month, School Library Day).
High School Library
Submitted by Sheila Trembley

Accomplishments

The librarian has began replacing worn or new books with Permabound Books because of their free lifetime replacement policy, and has also improved extended signage of series books for both patrons and staff.  The librarian has become more aggressive in the use of displays to motivate circulation for forthcoming, new and topical books and materials, as well as operating on a restricted budget.
Goals

The librarian would like to completely revise the current website presence so it is not  as static, and would like to have more of an active presence in classroom learning projects.  The librarian will strive to provide more promotion of classical themes and materials located in the High School library in a creative way, as well as promote the top level reading collection in the High School library by using publicity.  Our Media Center will endeavor to participate in more ALA sponsored events at the High School (i.e. Banned Book Week, Computer Learning Month, School Library Day).
JOB DESCRIPTIONS
GCMS JOB DESCRIPTION FOR SCHOOL LIBRARY MEDIA SPECIALIST

Position
Head of school library media center

Reports to
Building principal

Supervises
Library aides and students

Mission
All responsibilities listed here are essential to an adequate library media program
Responsibilities
The school library media specialist’s responsibilities can be categorized as administrative, educational, technical, and professional.

Administrative

Planning the school library media program
· establishing circulation procedures

· scheduling additional classes

· establishing rules, disciplinary policies, and attendance procedures

· planning use of resources by students and teachers

· planning a program for teaching library media skills

· planning for integration with total educational program

Preparing and administering the budget

· authorizing orders and payments

· maintaining records of expenditures

· preparing year end reports

Supervising public relations activities

· developing bulletin boards and displays

· announcements, brochures, and newspaper publicity

· special activities

Planning, designing, and arranging school library media centers

Cooperating with schools, local libraries, and library systems
Participating in recruiting, hiring, training, and supervising clerical help

Maintaining/managing the uses of school data bases & web-based programs

Educational

Providing services, resources, and guidance to students and teachers 

· evaluating and selecting new materials

· evaluating the collection for obsolete materials

· answering reference questions

· supplying students and teachers with needed materials and equipment

· supervising students

· preparing bibliographies

· preparing individual or group instruction in library skills

Educational (continued)
· providing guidance in the use of materials and equipment

· working with individual teachers in planning learning activities

· developing programs to motivate reading, listening, viewing, and communication skills

Creating an atmosphere conducive to learning

· teaching effective use of library resources

· teaching students responsibility in the care of materials, equipment, and environment

Promoting professional reading for staff

· reading and scanning professional journals

· routing materials of interest to staff members

· keeping current with educational trends
· circulating materials for professional growth of teachers

Acquiring knowledge of the educational program and of student needs

· becoming familiar with courses of study

· conversing with students to determine interests

· surveying faculty and students to determine needed resources

· collaborating with teachers in special projects

Participating in departmental, faculty, curriculum, and special meetings

· attending faculty and department meetings

· serving on committees whose activities directly affect the instructional media program

Maintaining library website

Technical

Acquiring and organizing materials

· ordering, cataloging, and classifying media

· supervising physical preparation of materials

· supervising check-in, stamping, labeling, addition of data records and so on

Supervising withdrawal of obsolete and damaged items

· removing data records

· adjusting inventory records

· preparing materials for discard

· reclassifying to other areas of the library

Planning circulation policies and procedures; this includes directing assistants in charging and discharging materials, writing notices, counting, filing, and keeping circulation records

Maintaining records of materials ordered

· keeping circulation statistics

· inventorying materials regularly

· compiling records of library holdings for annual report

Computer trouble-shooting at the middle and high schools

Professional
Participating in professional organizations and activities relating to both education and librarianship

Continuing to acquire knowledge through in-service education and academic courses
GCMS JOB DESCRIPTION FOR SCHOOL LIBRARY MEDIA SUPPORT STAFF
Position
Library media support staff

Reports to
Library media specialist

Mission
All responsibilities listed here are essential to an adequate library media program.  Library media specialists should have primary responsibility for determining the degree to which these components can be implemented in the local situation.

Responsibilities

The school library media support staff’s responsibilities can be categorized as clerical and technical.
Clerical

Assuming general secretarial responsibilities

· computer assistance

Compiling statistics

· processing print and non-print materials

· following processing procedures established by library media specialist

Circulating print and non-print materials

· assisting with circulation processes

· shelving materials

· assisting with the interlibrary loan process

· compiling overdue records

Performing other library media center duties as assigned

Technical

Assisting students and staff with location and use of materials and equipment

· answering directional questions

· demonstrating proper use of equipment and software

· operating audiovisual and projection equipment

· helping w/selection of reading choices

Preparing displays

· gathering necessary materials

· displaying materials appropriately

Scheduling use of and delivering of materials and equipment

· maintaining records of materials and equipment

· coordinating use of building materials and equipment

Assisting with preparation of bibliographies

Maintaining media collection

· reading shelves

· withdrawing items as directed by the library media specialist

· assisting with inventory

· Performing other library media center duties as assigned
SELECTION POLICY

LIBRARY MEDIA CENTER SELECTION POLICY
I.  Objective and Philosophy of Selection of Media
The primary objective of the school’s educational library media center is to implement, enrich, and support the educational philosophy and programs of the schools, by providing services and materials for students and professional staff.

To this end, the Board of Education and professional staff of the GCMS Community Unit School District No. 5 subscribe to the following statements of philosophy for the media centers:

A.  The media centers will provide a comprehensive collection of instructional materials selected in compliance with basic written selection principles, and will provide maximum accessibility to these materials.
B.  The media centers will provide materials that will enrich and support the curriculum, taking into consideration the individual’s needs, and the varied interests, abilities, socio-economic backgrounds, and maturity levels of the student involved.

C. The media center staff will collaborate with professional staff in the selection and use of all types of materials, which contribute to the teaching program and will participate with them in programs for continuing professional growth.

D. The media centers will provide materials that will encourage growth in knowledge and that will develop literary, cultural, and aesthetic appreciation.

E. The media centers will provide materials which reflect the ideas and beliefs of religious, social, political, historical, and ethnic groups and their contribution to the American and world heritage and culture, thereby enabling students to develop an intellectual integrity in forming judgments.

F. The media centers will provide materials on opposing sides of controversial issues so that students may develop the practice of critical reading and thinking.

G. The media centers will provide experiences which will serve as catalysts to the use of other media resources in the community and to the formation of lifetime reading habits for the students.
II. Responsibility for Selection of Materials
The GCMS Community Unit School District No. 5 Board of Education is legally responsible for all matters relating to the operation of the GCMS Schools.

The responsibility for the selection of materials is delegated to the professional staff employed by the school district.

The responsibility for coordinating the selection of materials by the staff, ordering, processing, and organizing of materials rests with the professionally trained media personnel.
LIBRARY MEDIA CENTER SELECTION POLICY (continued)

III. Criteria for Selection of Instructional Materials as established by Intellectual Freedom Commission of IASL.
The following kinds of material should be selected for the media center:

A. Materials which are an integral part of the instructional program.

B. Materials which are appropriate for the reading level and understanding of students in the school.

C. Materials which reflect the interests and needs of the students and faculty served by the media center.

D. Materials which merit inclusion in the collection because of their literary and/or artistic value.

E. Materials which present information with the greatest degree of accuracy and clarity possible.

F. Materials which represent a fair and unbiased presentation of information.  In controversial areas the media specialist  in cooperation with the faculty should select materials representing as many shades of opinion as possible in order that students may have available to them varying viewpoints.

IV. Procedures for Selection of Instructional Materials
A. In selecting materials for purchase, the media specialist evaluates the existing collection and consults:

1. Reputable, professionally prepared selection aids

2. Specialists from all departments and/or grade levels

B. In specific areas the media specialist follows these procedures:

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

2. Multiple items of outstanding and much in demand media are purchased as needed within budget limitations.

3. Worn or missing standard items are replaced periodically.

4. Out-of-date or no longer useful materials are withdrawn from the collection.

5. Sets of materials and materials acquired by subscription are examined carefully and are purchased only to fill a definite need.

V. Challenged Materials
Occasional objections to a selection will be made by the public despite the care taken to select valuable materials for student and teacher use and the qualifications of persons who select materials.  If a complaint is made, the procedures are as follows:

LIBRARY MEDIA CENTER SELECTION POLICY (continued)

A. The person making the complaint will first contact or will be referred to contact the administrator of the building involved.  The building administrator will courteously hear the complaint, but will make no commitments concerning it.  The administrator will ask the complainant to fill out a simple complaint card (see Form 1) and an appointment will be arranged between the teacher(s) or media specialist, most directly involved in making the selection of the challenged material, and the complainant.

B. The teacher(s) or media specialist involved will review Form 1 and the challenged material before the scheduled appointment.  At the time of the appointment the teacher(s) or media specialist will explain in a courteous conversation, the procedure or reasons for selection and will try to resolve any differences informally.
C. In the event that the complainant has not received satisfaction through the above procedure, the teacher(s) or media specialist will invite the complainant to file his objections in writing by filling out a Request For Reconsideration form (see Form 2).  At the same time the complainant will be provided with a statement of the school district’s selection criteria.

D. After the complainant has completed and returned Form 2, an Appeal Committee will be formed consisting of the following:

1. Challenged Classroom Material

a. Teacher(s) directly involved

b. Media specialist of the building

c. Another media specialist from within the district

d. A teacher who has expertise in the subject matter covered in the challenged material
e. The involved building administrator

2. Challenged Media Center Material

a.        Media specialist directly involved

b.        Another media specialist from within the district

c. Two teachers who have expertise in the subject matter covered in the challenged material

d. The involved building administrator

E. After time has been allowed for the Appeal Committee’s review of Form 2 and for consideration of the challenged material, the complainant will be invited to an informal meeting to discuss the basis for the selection and the criticism of the material.  The challenged material will remain in the media center pending a decision of the appeal committee and/or Board.

F. After the above meeting the Appeal Committee will make a detailed study of the material in question by:
1. Examining the material referred to as a whole and not on passages pulled out of context.

2. Checking recognized selection aids for evaluation of the material.

LIBRARY MEDIA CENTER SELECTION POLICY (continued)

3. Weighing strengths and weaknesses and forming opinions based on the criticism given, selection criteria, relevance to the curriculum, and educational philosophy of the school.

4. Meeting to discuss the material and to prepare a formal report and recommendation of it.

5. Sending a formal report and recommendation to the complainant, the superintendent, and the president of the Board of Education.

6. A complainant who does not accept the recommendation of the Appeal Committee may appeal the decision to the Board of Education by contacting the Superintendent.

FORM 1

SIMPLE COMPLAINT CARD

Material Challenged:  

Date:  

Name:  

Address:  

Telephone:  

Complainant represents:​​​​​​​​​​​​​​​ Himself                              Organization                           

Reason for complaint:  



Took Form 2:               Yes               No

Date Form 2 returned:  

Signature: 

Disposition of complaint:  


FORM 2

CITIZEN’S REQUEST FOR RECONSIDERATION OF MATERIALS

Author: 

Title:  

Publisher or producer (if known):  

Request initiated by:

Telephone:        
Address:  

City: 

Zip Code:   

Complainant represents:

Himself 
Name of Organization:  

Identify other group 

1. To what in the work do you object?  (Please be specific; cite pages)



2. What of value is there in this work?  


3. What do you feel might be the result of reading this work?


4. For what age group would you recommend this work?  


5. Did you read the entire work?           
What pages or sections?


6. Are you aware of the judgment of this work by critics?

7. Are you aware of the teacher’s purpose in using this work?

_______________________________________________________________________
8. What do you believe is the theme or purpose of this work?

________________________________________________________________________​​​​​​​​​​​​​​​
9. What would you prefer the school do about this work?

_________________ do not assign or recommend it to my child

_________________ withdraw it from all students

_________________ send it to a media committee for re-evaluation

10. In its place, what work would you recommend that would convey as valuable a picture and perspective of a society or set of values?

_________________________________________________________________________
_________________________________________________________________________
Selection Tools
When it is not possible to examine materials before making selections for purchase, the library media specialist should use the following recommended selection tools for evaluating books and all other materials:




Amazon




Barnes and Noble

Books for Young Adults- ALA Listing

  


Booklist



Books In Print




Caledcott Medal Award Lists




Children’s Catalog




Illinois School Library Media Association




Junior High School Library Catalog




Newberry Medal Award Lists




School Library Journal




Senior High School Library Catalog




Teenreads.com




What Do Young Adults Read Next




Various Online Tools

GIFTS AND MEMORIALS
1. 
Gifts and memorials may be accepted that meet the same criteria as materials selected for purchase.

2. 
These materials are accepted with the understanding that, if not suitable, they will be returned or disposed of, at the discretion of the librarian.

3. A bookplate can be placed in front of the material to recognize the giver, if the donor desires.

BUDGET
BUDGET

The library media program requires an adequate budget if it is to meet the needs of the users.  An adequate budget is one that will not only sustain an existing program, but also take into account

· New technologies
· Changing and special populations

· Inflation

· Curricular changes

· The increasing speed with which materials become obsolete

· Possible higher levels of curriculum development and media service

· The need for additional services

The school library media program budget must allow for flexibility in expenditures

· To make it possible to build balanced collections that include a variety of resources, regardless of format

· To provide the types of equipment needed to use various types of materials

· To relate purchases of new equipment to maintenance and repair of older equipment; and equipment throughout the year

· To make it possible to acquire materials and equipment throughout the year

Schools may find that they must depart from traditional budget practices in order to handle the high start-up costs of some new technologies.  For example, they may have to spread expenditures over more than one year, use rental/purchase options, phase in equipment and new systems, save funds from one budget year to add to those from a second or third, negotiate installment payment plans with vendors, and so on.
BUDGET ALLOCATION

Each school’s allotment for library materials will be sent to the librarian as soon as the budget has been approved.  The book and supply budgets are combined so that the librarian can decide what amount to spend in each area based on specific needs for each school’s collection.  The Illinois School Library Grant is available annually each fall.  Upon completion of the application, the GCMS School District can receive a per capita grant based on the pre kindergarten-grade 12 enrollment.  Usually, the grant provides between $.71 to $.75 per student.

BUDGET DEVELOPMENT

The library media specialist and school principal should develop the library media budget cooperatively.  While previous expenditures can be used as starting point for determining budget needs, objectives identified in the library media program’s long range plan should be the basis for each year’s budget request.  When the library media budget accurately reflects current rather than previous needs and justifies expenditures, it is more realistic, more defensible, and more responsive to program development needs.

Library media specialists should maintain records of unfilled requests so that they can justify budget requests with evidence of specific needs.

Library media specialists have an obligation to see that the budget needs of their library media centers are communicated clearly to administrators.

Several factors must be considered in budget planning:

· Changes in the kind and number of users served

· Resource and service adaptations required for specialized populations, such as disabled, gifted, minority, or immigrant students

· Characteristics of the collection, such as attrition by weeding, loss, and date

· General aging of the collection and equipment due to inadequate replacement

· Increased costs of materials and equipment due to inflation

· Changes in services due to new technology

· The librarians work with the technology department on specific budget items such as Follett, Big Chalk Magazine Data Base, etc.
BUDGET CATEGORIES

The library media program budget should include but is not limited to, funds in the following categories:
· Print and nonprint instructional resources

· Reference materials

· Periodicals and newspapers

· Online electronic data base information services and related telephone charges

· Equipment acquisition, replacement, and repair

· Supplies

INVENTORY & WEEDING

INVENTORY

As inventory is an accounting of all catalogued items housed in the school library media center.  An up-to-date inventory is necessary in order to:

1. Ensure that the catalog and actual count reflect the collection.

2. Determine what items are missing and need to be replaced.

3. Provide information concerning the status of the collection so that standards can be met.

4. Supply administration with information for reports and insurance purposes.

5. Evaluate the collection for purposes of weeding materials.

It is necessary to close the library to circulation and students and have all materials returned at inventory time.  The amount of time needed is dependent upon the size of the collection.  The standard amount of time needed to complete inventory procedures is two weeks.  The principal shall assist the librarian in the accomplishment of the inventory by informing the faculty of the necessity for such an inventory.  It is the librarian’s responsibility to advise the faculty of dates when items should be returned to the library as well as other end-of year information.
INVENTORY OF LIBRARY MEDIA CENTERS

Inventory of Books and Materials

Inventory for the library media centers consists of checking the books and materials on the shelves against the database.  The following is an explanation of the inventory procedure for the library media centers: 

1. Be sure that all items are in order on the shelves.

2. Scan each item on the shelf and upload it into the database.
3. The software will process the inventory.

4. Run reports on lost or missing items after all materials have been scanned.

5. Check for missing items (circulation, bindery, etc.) to determine if they are really missing.

6. If there is a book on the shelf and no record in the database, pull the book.  After inventory is completed make a new record for this book.

Do not remove books from the inventory count until the third school year period has passed.  For example, if the shelf list indicates that a certain book was missing May 2007 and you are doing inventory in May 2009, that book could be removed from the inventory if it has not been found.

Detailed directions for an automated inventory are located in the automation manual.

END-OF-YEAR REPORTS

The following reports are prepared:

1. Library Book Inventory

2. Inventory of AV Software

3. Library Books- Missing, Lost, & Discarded

4. Circulation

5. Circulation Inter-Library Loan (Elementary)

6. Other reports as needed

At the end of the current semester, if a student has lost a book and not paid for it, the student will not be allowed to check-out materials until fines are paid.  All seniors and 8th graders must have library obligations taken care of before graduation.

WEEDING THE COLLECTION

Weeding is the process of clearing the collection of those materials that have outlived their usefulness.  Withdrawing materials is a continuous process, carefully planned, and is as important as selecting new materials.  Weeding applies to both print and non-print materials.  The CREW method published by ALA is an excellent guide to use for this procedure.

OBJECTIVES FOR WEEDING:

a. Keeps the collection current
b. Gives the library media center an attractive, user-friendly appearance
c. Creates the best utilization of available space

d. Ensures optimum service with a high quality collection of materials

e. Locates books needing repair, rebinding, or replacing

TYPES OF MATERIALS TO BE REGULARLY WEEDED

a. Books

· Duplicates of seldom-used titles

· Superseded editions if the older edition contains information that is no longer accurate

· Worn or soiled books that cannot be mended or rebound

b. Non-book materials

· Damaged items that are unusable

· Pictorial formats that are obsolete

· Dated and inaccurate materials 

· Materials that no longer meet curricular needs or teaching methods 

· Materials that are technologically outdated

PROCEDURE FOR DISCARDING

1. Delete the record from the database

2. Discard the item

THE CREW GUIDELINES FOR WEEDING YOUR COLLECTION

The formulas given here for the various Dewey classes are rules of thumb based on professional opinions in the literature and practical experience.  The formula in each case consists of three parts: 
1. The first figure refers to the years since the book’s latest copyright date (age of material in the book)

2. The second figure refers to the maximum permissible time without usage (in terms of years since its last recorded circulation)

3. The third refers to the presence of various negative factors called MUSTY factors.  For example, the formula “8/3/MUSTY” could be read: “Consider a book in this class for discard when its latest copyright is more than eight (8) years ago; and/or, when its last circulation was more than three (3) years ago; and/or, when it possesses one or more of the MUSTY factors.”  Most formulas include a “3” in the usage category and a MUSTY in the negative factors category.  The figure in the age category varies considerably from subject to subject.  If any one of the three factors is not applicable to a specific subject, the category is filled with an “X”.

MUSTY is an easily remembered acronym for five negative factors that frequently ruin a book’s usefulness and mark it for weeding.


M=     Misleading (and/or factually inaccurate)


U=     Ugly (worn and beyond mending or rebinding)

S=     Superseded (by a truly new edition or by a much better book on the subject)


T=     Trivial (of no discernible literary or scientific merit)


Y=     Your collection has no use for this book (irrelevant to the needs and interests of your 


          community)

On the following page are the CREW Guidelines by Dewey Class
OVERVIEW CHART OF CREW FORMULAS

	Dewey Class
	Dewey Sub-Class
	CREW Formula

	000
	020
	10/3/MUSTY

	
	030
	5/X/MUSTY

	
	Others
	5/X/MUSTY

	100
	150
	10/3/MUSTY

	
	Others
	10/3/MUSTY

	200
	
	10/3/MUSTY

	300
	310
	2/X/MUSTY

	
	320
	5/3/MUSTY(Topical)

	
	
	10/3/MUSTY (Historical)

	
	340
	10/X/MUSTY

	
	350
	10/X/MUSTY

	
	370
	10/3/MUSTY

	
	390
	5/3/MUSTY (Etiquette)

	
	
	10/3/MUSTY (Folklore & Customs)

	400
	
	10/3/MUSTY

	500
	510
	10/3/MUSTY

	
	570
	10/3/MUSTY

	
	580
	10/3/MUSTY

	
	Others
	5/3/MUSTY

	600
	690
	10/3/MUSTY

	
	Others
	5/3/MUSTY

	700
	745
	X/3/MUSTY

	
	770
	5/3/MUSTY

	
	Others
	X/X/MUSTY

	800
	
	X/X/MUSTY

	900
	910
	5/3/MUSTY (Geography & Guide books)

	
	
	10/3/MUSTY (Narratives)

	
	Others
	15/3/MUSTY

	B (Biographies)
	
	X/3/MUSTY

	F (Fiction)
	
	X/2/MUSTY

	YA, J & E Fiction
	
	X/3/MUSTY


PROCEDURES

PROCEDURES

ARRANGEMENT

Materials in the libraries are organized so that faculty and students can locate them independently and easily.  Books are arranged by the Dewey Decimal System of classification for non-fiction and alphabetically by the author’s last name for fiction and easy materials.  The reference collection is arranged by the Dewey Decimal System also.  Biography is arranged by the last name of the biographee.  Audio-visual materials are placed in available space and arranged by the Dewey Decimal System.

SCHEDULING 

Elementary classes are scheduled to visit the library; however small groups and individuals may use the library as the schedule allows.

Middle and High School students coming into the library during the school day are required to have a pass signed by a teacher.  These libraries are used in a flexible manner to meet the needs of whole classes, small groups, and individuals.

PAYMENT FOR LOST OR DAMAGED BOOKS

1. Payment for lost material is based upon the replacement cost of the item.

2. If a lost and paid book is found, the fine which has accrued may be deducted from the refund.

3. If a book is damaged beyond repair, total replacement cost must be paid.

REPAIRING MATERIALS

Materials are best checked to see if repairs are needed on an ongoing basis as they are being returned to the library.  Damaged items are quickly repaired or set aside to be repaired later.  If the item is too badly damaged, it is either withdrawn or sent to be rebound.

DISTRICT-WIDE CATALOGING GUIDELINES

BOOKS

1. Order checked with materials received.  Books are examined for quality.

2. Books are opened properly.

a. Book placed on flat surface on spine.

b. Covers are opened

c. Few pages are opened from front and back until middle of book is reached.

3. Books are stamped with the property stamp.

a. Title page

b. First page of text

c. Pages 21, 121, 221, etc.

4. Books are examined and cataloged using the Dewey Decimal Classification System and Sears Subject Headings.  Copy information is added to the data record.

5. The call number is written on the right hand corner of the title page.  The source from which the book was purchased, date of purchase, and cost are written on the left side of the title page.
6. A book pocket is then placed on the first right hand page of the book.

7. The call number is then placed on the spine of the book or on the book jacket.  A plastic book jacket is placed on the book or the jacket is laminated.

8. The following call numbers are used on materials in the library:

a. Fiction- F and the first three letters of the author’s last name.

F

Gil

b. Story Collection- SC and the first three letters of the author or compiler’s last name or the first three letters of the title if it is a title entry.

SC

Ten

c. Non-fiction- Dewey Decimal number and the first three letters of the author’s last name
510

Com

PROCEDURES- continued

d. Biography- B and the first three letters of the subject’s last name. (High School & Middle School) 921 and the first three letters of the subject’s last name. (Elementary)

B

Lin

921

Lin

e. Collective Biography- 920 and the first three letters of the author’s or compiler’s last name.
920

Ben

9. The books are shelved in the following way:

a. Fiction & Story Collections- Alphabetically by author’s last name.  If the author is the same, then alphabetically by title.

b. Non-friction & Collective Biography- Numerically by the number.  If the number is the same then by the author’s last name.  If both number and author are the same then alphabetically by title.

c. Biography- By the subject’s last name.  If the subject is the same then alphabetically by the title.

A/V MATERIALS

1. Orders are checked when materials are received.

2. Materials are stamped with the property stamp.

a. Teaching Devices or Kits- wherever most convenient

b. Video cassette- box and label on cassette and on guide 

c. DVDs- box and label on DVD and on guide

3. Materials are examined and viewed, then catalogued using the Dewey Decimal Classification System.  The form is much the same as that used for books and subject headings are also taken from Sears.  Each type of material is also abbreviated before the call number in the database.  The key for these is as listed.
a. Video Cassettes
VC  VHS

b. Book bags

BB

c. DVD’s


DVD

d. Professional

PROF

e. CD’s


CD

4. The call number is placed on these materials in the same place as the property stamp.

MAGAZINES (PERIODICALS)

1. The magazines are marked off on the periodical checking cards when they arrive.

2. Magazines are stamped with the property stamp on the front and back covers.

3. The high school subscribes to the Big Chalk database which assists students in using magazines for research work.  

CONSIDERATION FILE

All through the year an order file should be kept of the books and other materials most suitable for the needs of the library.  This is a consideration file.  It also contains replacement copies and second copies as needed.  Additionally, titles refused on an order because of out-of-stock status are filed here.  These titles can be ordered at a later date.  The consideration file is usually arranged by class number.

INTERLIBRARY LOAN

One district library may borrow materials from another library with the lending librarian’s permission.  It is the responsibility of the lending library to keep accurate records of the interlibrary loan transaction.  It is the responsibility of the borrowing library to return materials in a timely manner and in good condition.  Requests for these materials must go through the building librarian.  The district libraries may borrow materials through Lincoln Trail Libraries System database.  LINC is the Lincoln Trail Libraries System library holdings database.  The name stands for Libraries IN Cooperation, reflecting the fact that LINC is a resource catalog of over 118 library buildings in nine counties in East Central Illinois.  LINC lists over 2.3 million individual items of all types, including books, audio tapes, video cassettes, CDs, records, books on tape, pamphlets, music scores, and maps.

CIRCULATION

CIRCULATION POLICIES (Elementary School)
1. Books are charged out to the students for one week.  They may be renewed whenever necessary.  Reserved books may be charged out for overnight only.

2. Fines are not charged for overdue books.

3. Notices for overdue books are given to the students weekly.

4. Replacement costs are charged for lost or damaged books.

5. At the present time, A/V materials, equipment, and periodicals are charged out to faculty only.

6. The faculty may check out collections of books for an indefinite period of time.

7. Equipment is assigned to grade levels at the beginning of each year.

CIRCULATION POLICIES (Middle School)

1. Books are checked out for a two-week period.

2. Fines are charged for overdue books- five cents per school day and fifty cents per day for reference books.  Grades are held if the fine is not paid by the student.  A list of overdues is sent to the lunchroom supervisor for reading several times during the week.

3. Materials that have been selected by teachers and placed on reserve cannot be checked out.

4. Replacement costs are charged for books obviously damaged or admittedly lost.

5. Audio visual materials are available for students & faculty.

6. Periodicals and newspapers are kept in the media center and checked out for overnight use.

7. Equipment is assigned by rooms.

CIRCULATION POLICIES (High School)
1. A fine of ten cents per day is charged unless the book is a reserve book, in which case a charge of fifty cents per day is made.  Fines are not charged on weekends and on days school is not attended.

2. Grades are not given to the students at the end of the semester unless all fines are paid.  If a student loses a book or if the book is damaged beyond circulation, he is required to pay for it.

3. Reference books generally are not checked out.

4. Magazines may be checked out for one week.

5. Teachers must sign out materials, but a restriction is not placed on time or amount.

6. A/V equipment is available per teacher request.

OUTCOMES & OBJECTIVES 

FOR LIBRARY INSTRUCTION

LIBRARY INFORMATION SKILLS

One of the major objectives of the GCMS library media program is to provide resources for students to accomplish curriculum and independent educational goals.  The mastery of student skills through interdisciplinary approaches, active learning and cooperation between classroom teachers and librarians is the ultimate goal of the research component program.  Development of library and information skills should provide students with the opportunity to stimulate their minds by thinking critically and creatively.  They will learn to access information and refine their abilities to make decisions.  As a result, students will become independent library users who are information literate.

The goal of our library media skills program is to produce lifelong learners who have gained the skills necessary to access information by using a variety of information resources.  Teachers and library media specialists shall work together to plan lessons that enable the student to accomplish and assimilate curriculum goals using the research process.

KINDERGARTEN

I.  The student should demonstrate good library citizenship.


The student should be able to:

A.   Demonstrate proper care and handling of library materials in school, at home, and en-route   as demonstrated by librarian.


B.   Follow circulation procedures with adult assistance.

C. Develop the ability to attend to the sights and sounds of storytelling.

II.  The student should locate a variety of materials.


The student should be able to:


A.   Know that the materials in the library have specific arrangement.


B.   Develop an understanding of own part in keeping materials in order.
D. Know that the library has materials to borrow and use.

E. Choose materials to borrow with adult assistance.

F. Begin to apply decision-making skills in selection of library materials appropriate for personal enjoyment.

III.  The student should consider various forms of literature.


The student should be able to:


A.  List some favorite books and main characters.

IV.  The student should recognize and utilize library terminology.


The student should be able to:


A.  Know the role of a book’s author and illustrator.

FIRST GRADE

I.  The student should demonstrate good library citizenship.


The student should be able to:

A.  Demonstrate proper care and handling of library materials in school, at home, and en-route as demonstrated by librarian.


B.  Attend to the sights and sounds of storytelling.


C.  Participate in discussion following a story.

II.  The student should locate a variety of materials.


The student should be able to:


A.  Know that the materials in the library have specific arrangement.


B.  Identify his/her part in keeping materials in order.


C.  Know that the library has materials other than books.


D.  Familiarize him/herself with magazines that are of interest.

E.  Locate library materials of an appropriate level and personal interest.

F. Begin to discern that library materials can meet recreational and informational needs.

III.  The student should consider various forms of literature.


The student should be able to:


A.  Know that a variety of books are available.


B.  Continue to broaden his/her reading interests.

IV.  The student should recognize and utilize library terminology.


The student should be able to:


A.  Distinguish between fiction and nonfiction materials.

B.  Begin to identify and locate parts of a book (e.g. cover, spine, and illustrations).


C.  Accurately explain the role of a book’s author and illustrator.

SECOND GRADE
I.  The student should demonstrate good library citizenship.


The student should be able to:


A.  Attend to the sights and sounds of the presentation at hand.


B.  Participate in a group discussion or other group activity.

C.  Demonstrate proper care and handling of library materials in school, at home, and en-route as demonstrated by librarian.

II.  The student should locate a variety of materials.


The student should be able to:


A.  Locate the fiction and nonfiction collections.


B.  Know that the library has materials other than books.


C.  Begin to recognize the reference collection as being distinct from the regular collection.


D.  Familiarize him/herself with magazines that are of interest.


E.  Locate books that he/she is able to read.


F.  Locate books on subjects of interest and personal preference.

III.  The student should consider various forms of literature.


The student should be able to:


A.  Determine the difference between fiction and nonfiction.

B.  Identify various forms of literature.


C.  Recall, summarize, and paraphrase what is listened to and viewed.


D.  Know that a variety of books are available.


E.  Continue to broaden his/her reading interests.


F.  Acknowledge that library materials can meet recreational and informational needs.

G. Recognize the significance of the Caldecott Award.

IV.  The student should recognize and utilize library terminology.


The student should be able to:


A.  Recognize that nonfiction books are arranged by subject.

B.  Correctly identify a book’s author, illustrator, and title.

SECOND GRADE- continued

C.  Correctly identify and locate the parts of a book (e.g. cover, spine label, title page, illustrations.)



D.  Know that there is information in the online catalog that tells about the book.

THIRD GRADE

I.  The student should locate a variety of materials.


The student should be able to:


A.  Independently locate a book in the fiction section by the author’s last name.


B.  Begin to locate nonfiction books by subject as arranged by Dewey Decimal system.


C.  Know that the online catalog is a database for the library collection.

D.  Begin to locate materials using call numbers from the online catalog.

E. Use the online catalog to locate materials using author, title, and subject searches.

F. Locate and select periodicals.

G. Know that the library collection contains print and non-print materials.

H. Locate books on subjects of interest and personal preference.

II.  The student should consider various forms of literature.


The student should be able to:


A.  Identify various forms of literature.


B.  Recognize that a biography is information about a person’s life.


C.  Familiarize him/herself with a variety of literary forms.


D.  Show discrimination in selecting materials.


E.  Know that library materials can meet recreational and informational needs.

G. Recognize the significance of the Caldecott Award.

III.
The student should recognize and utilize library terminology.



The student should be able to:



A.  Recognize that the online catalog is a database for the library collection.

B.  Recognize three basic searches of the online catalog consisting of author, title, and subject searches.

C.  Know that there is information in the online catalog that tells about the book.

D.  Correctly identify a book’s author, illustrator, title, publisher, and copyright date.

E.  Correctly identify and locate the parts of a book (e.g. cover, spine label, title page, illustrations).

F.  Locate and begin to use the table of contents, index, and glossary of a book.

THIRD GRADE- continued

IV.  The student should demonstrate library research skills.


The student should be able to:


A.  Know the differences between reference and regular collections.


B.  Locate information in encyclopedias and dictionaries with some assistance.


C.  Begin to use the online catalog to search for information.

FOURTH GRADE

I.  The student should locate a variety of materials.


The student should be able to:


A.  Independently locate materials in the library.


B.  Know that the online catalog is database for the library collection.


C.  Use the online catalog to locate materials using author, title, subject, and series searches.


D.  Select materials with a specific purpose in mind.


E.  Locate and select periodicals.
II.  The student should consider various forms of literature.


The student should be able to:


A.  Know information comes in a variety of formats.


B.  Differentiate between various forms of literature.


C.  Acquaint him/herself with a variety of authors and their works.


D.  Show discrimination in selecting materials.


E.  Recognize the significance of the Newberry and Caldecott Awards.

F.  Acknowledge that library materials can meet recreational and informational needs.

III.  The student should recognize and utilize library terminology.


The student should be able to:

A.  Recognize library subject headings may be different than his/her vocabulary (e.g. Cars see Automobiles.)

B.  Interpret information in online catalog (e.g. type of material, level of material, how recently published, whether illustrated.)

C.  Recognize that the purpose of the Dewey Decimal System is to pull together materials on the same subject and literary form.

D.  Explain that the Dewey Decimal System is divided into ten main classes.

E.  Recognize how individual and collective biographies are shelved.

F.  Identify that the online catalog is a database to the library collection.
FOURTH GRADE- continued

IV.  The student should demonstrate library research skills.


The student should be able to:


A.  Locate needed information in encyclopedias.

B.  Make appropriate use of table of contents, glossary, and index to locate information on a specific subject.

C.  Begin to research a topic using more than one source.

FIFTH GRADE

I.  The student should locate a variety of materials.


The student should be able to:


A.  Independently locate materials in the library.


B.  Know that the online catalog is a database for the library collection.

C.  Use the online catalog to locate materials using author, title, subject, series, keyword, and power searches.

D.  Recognize that library subject headings may be different than his/her vocabulary (e.g. Cars see Automobiles).

E.  Interpret information in the online catalog (e.g. type of material, level of material, how recently published, whether illustrated).
F.  Recognize the purpose of the Dewey Decimal System is to pull together materials on the same subject and literary form.

H. Know the ten main classes of the Dewey Decimal System.

H. Recognize the concept that the ten main classes can be divided and subdivided into more specific subjects.

I.  Recognize how individual and collective biographies are shelved.

J.  Can locate and select periodicals.

K.  Know that information comes in a variety of formats.

L.  Show discrimination in selecting materials.

M.  Select materials with a specific purpose in mind.

II.  The student should consider various forms of literature.


The student should be able to:


A.  Differentiate between various forms of literature.


B.  Select materials with a specific purpose in mind.


C.  Acquaint himself with a variety of authors and their works.


D.  Recognize that library materials can meet recreational and informational needs.


E.  Recognize the significance of the Caldecott and Newberry Awards.

III.  The student should demonstrate library research skills.


The student should be able to:


A.  Locate needed information in reference sources.


B.  Determine the reference source most appropriate for a specific purpose.


FIFTH GRADE- continued

C.  Recognize there are information sources in addition to the school library.

D.  Make appropriate use of table of contents, glossary, and index to locate information on a specific subject.

E.  Begin to use cross-references.

F.  Begin to use the various parts of a book to determine scope, format, and timelines.

I. Research a topic using more than one source.

SIXTH GRADE
I.
The student should locate a variety of materials.

The student should be able to:

A.  Locate and use material independently in the media center (learning new policies) and in public library.
B.
Use the online catalog to locate materials in the media center.

C.
Recognize information sources in addition to the school media center.

D.
Locate and select periodicals for enjoyment.

E.
Know that information comes in a variety of formats.

F.
Show discrimination in selecting materials.

G.
Select materials with a specific purpose in mind.

II.
The student should consider various forms of literature.



The student should be able to:

A.
Recognize that there are various forms of literature.

B.
Know a variety of authors and their works.

C. Recognize a variety of literary forms.

D.
Comprehend that media center materials can meet recreational and informational needs.

E.
Recognize the significance of the Newberry and Caldecott Awards.
III. 
The student should utilize library terminology.


The student should be able to:

A. Make appropriate use of table of contents, glossary, and index to locate information on a specific subject.


B.  Know that indexes provide access to information in book and reference sources.

C.  Recognize a bibliography and the purpose it serves.

IV.
The student should demonstrate library research skills.



The student should be able to:



A.  Locate needed information in reference sources.



B.  Use information in the online catalog to compile a simple bibliography.



C.  Research a topic using more than one print source.



D.  Compile information into a requested format.

SEVENTH GRADE

I.
The student should locate a variety of materials.



The student should be able to:


A.  Locate materials independently in the media center.


B.  Find materials using the online catalog.



C.  Locate materials independently at the public library.


D.  Locate biography shelves.



E.  Distinguish between biographies and autobiographies.



F.  Locate needed information in specialized sources.



G.  Know that factual information can be retrieved using online databases.

II. 
The student should consider various forms of literature.



The student should be able to:



A.  Evaluate the true value of sources.



B.  Read both fiction and nonfiction for recreational purposes.


C.  Recognize that the media center collection consists of recreational reading also.



D.  Request interlibrary loan to obtain materials not at the school media center.

III.
The student should utilize library terminology.



The student should be able to:



A.  Use various parts of the book to determine scope, format, and timelines.



B.  Use technology terms to express working with computers

IV.
The student should demonstrate library research skills.



The student should be able to:



A.  Recognize the need for information
B.  Locate needed information in general reference sources.



C.  Determine which source is most appropriate for a specific purpose.

D.  Realize that the school has various online subscription databases to help with collecting information.
EIGHTH GRADE

I.
The student should locate a variety of materials.



The student should be able to:



A.  Locate materials independently in the media center.



B.  Locate materials independently in the public library.



C.  Locate needed information from specialized sources.



D.  Determine which sources are most appropriate for a specific purpose.
E.  Locate articles at the school’s media center or public library as needed in print or nonprint sources.



F.  Request interlibrary loan to obtain materials not at the school media center.

II.
The student should utilize growing media terminology.



The student should be able to:



A.  Recognize the need for information

B.  Use book indexes and tables of contents as tools for finding information.

C.  Distinguish trustworthy websites via the internet.

D. Start to navigate online databases for useful information per instructions from the media specialist.

III.
The student should demonstrate library research skills.



The student should be able to:



A.  Interpret citations from online databases



B.  Evaluate credibility of sources.

C.  Compile a two or three source bibliography for various materials found within and without the media center. 
D.  Format required MLA citations for projects with or without web helpers per instructions from media specialist or classroom teacher.

E.  Incorporate appropriate media or technology presentations with bibliographies to an audience of peers or adults.

NINTH GRADE

I.
The student should locate a variety of materials.



The student should be able to:

A.  Locate and use materials independently in the media center (learning new policies) and in public libraries.

B.  Request interlibrary loan materials using Lincoln Trail Library System.

C.  Locate desired materials using the school’s databases.

II.
The student should consider various forms of literature.


The student should be able to:

A.  Recognize the need for reading scholarly books, where appropriate – selecting from instructor’s bibliography.



B.  Recognize the need for recreational reading.

III.
The student should fully utilize media terminology.



The student should be able to:

A.  Understand a copyright to be sure material is not outdated and to determine historical perspective.

B.  Recognize the purposes of individual websites.

IV.
The student should demonstrate media research skills.



The student should be able to:



A.  Employ the school databases for research.



B.  Scan for important information when researching, as opposed to reading the entire book.



C.  Scan and evaluate websites for useable information.
D.  Compile all researched information into an appropriate media, paper, or technology when giving a presentation for peers or evaluators.

TENTH GRADE

I.
The student should locate a variety of materials for recreational or informational use.



The student should be able to:



A.  Locate materials within the media center.


B.  Locate materials outside of the media center.
II.
The student should consider various forms of literature.



The student should be able to:



A.  Read for recreation.


B.  Read scholarly books.


C.  Be aware of online versions of books.
III.
The student should utilize media terminology.



The student should be able to:



A.  Effectively communicate book or media questions to media personnel.

IV.
The student should demonstrate media research skills.



The student should be able to:



A.  Locate information in specialized reference books and online databases.


B.  Recognize opportunities available in technological sphere of the media center.


C.  Discontinue use of print encyclopedias as major sources for speeches and reports.



D.  Use online encyclopedias for basic factual information.



E.  Distinguish bias in books, magazines, or databases:  political, religious, or social.



F.  Be able to evaluate all sources based on copyright, author credentials, or purpose of website.



G.  Rely on and use the ever growing online databases.


H.  Correctly produce a MLA selected bibliography of materials used for projects.

I.   Compile researched information into an appropriate media, paper, or used technology when giving a presentation for peers or evaluators.

ELEVENTH GRADE

I.
The student should consider various forms of literature.



The student should be able to:



A.  Continue reading scholarly books - select from bibliography.



B.  Read for recreation.

II.
The student should locate a variety of materials.



The student should be able to:



A.  Locate materials in the media center.



B.  Properly request interlibrary loan to obtain materials not in the media center.

III.
The student should demonstrate media research skills.



The student should be able to:



A.  Use databases to search for updated factual information.



B.  Use online encyclopedias for basic factual information.



C.  Critically analyze the purpose of all sources for usability.


D. Realize that historical perspective can affect the point of view.
E.  Find and use appropriate materials and mediums for assigned and unassigned research requirements with little outside help.

TWELFTH GRADE

I.  
The student should locate a variety of materials within and without the school media center.



The student should be able to:



A.  Locate materials in the media center and public libraries.



B.  Request interlibrary loan to obtain materials not in the media center.

II.
The student should consider various forms of literature.



The student should be able to:



A.  Read for recreation.



B.  Continue reading books for college where appropriate- select from instructor’s bibliography.

C.  Demonstrate an understanding of the various periods of history by reading the literature of the times.

III.
The student should demonstrate library research skills.



The student should be able to:



A.  Determine which reference materials are most appropriate for projects.

B.  Use all school and non-school databases successfully to search for specific informational needs.



C.  Know that there is a difference between journals, magazines, and newspapers.



D.  Successfully research to produce college level papers and oral or visual presentations.

E.  Successfully produce the MLA bibliography for all papers including oral or visual presentations.
F.   Realize that some colleges require APA citation format for papers and that there is a difference between MLA and APA formats.

LIBRARY MEDIA PROGRAM ANALYSIS

JOB DESCRIPTIONS


The mission and goals of the library media program are translated into action through positive leadership, sound planning, and effective management of human and physical resources.  Managing the library media program involves a number of specific interrelated responsibilities.  Organizing and directing the library media program includes establishing an overall structure of working relationships and responsibilities; identifying and defining the work to be done to meet goals and objectives; grouping work activities; and delegating authority to carry out some responsibilities.

STRENGTHS

1. The library media specialists are given the primary responsibility for management of the library media program.

2. The Elementary school employs a library media specialist who serves as the head of the library media program within the building.  The middle school and high school share a library media specialist.

3. The library media specialists identify, define, and assign activities and tasks that the support staff is to accomplish and train them.  The middle school and high school media specialist will also participate in the evaluation process for the support staff.  The library media staff is responsible for the training of media support staff at their levels.
4. The library media specialists are considered as members of the school’s instructional staff and serve on district and building level committees.

WEAKNESSES

1. The middle school and high school libraries share a library media specialist.

2. All three library media centers do not employ full-time support staff.

RECOMMENDATIONS

1. The committee recommends that the district adhere to the following A.L.A basic staffing requirements.

A. All students, teachers, and administrators in each school building at all grade levels must have access to a library media program provided by one or more certified library media specialists working full-time in the school’s library media center.

B.   Each school must employ at least one full-time technical assistant or clerk for each library media specialist.  The support staff works under the guidance and supervision of the professional staff and provides services, which free the professional staff to work directly with the students and faculty.

SELECTION POLICY


All schools within a district must adhere to a common, district-wide selection policy that has been adopted by the Board of Education as official district policy.  

A district policy provides the following general guidelines:

· the selection of materials and equipment at all schools

· establishes the only legal basis for selection and removing materials from the collection

·  establishes the objectives for the selection of materials

·  identifies responsibilities of personnel who participate in the selection process

·  identifies types of materials and equipment to be considered

·  states the criteria to be followed in evaluating materials

· defines procedures for selection, for periodic re-evaluation of titles in existing collections, 

· handling challenged titles.

STRENGTHS

1. The district has a Board approved selection policy.  The format for challenged materials has been utilized and has proved to be a systematic procedure.

2. Utilizing recognized selection aids, the library media specialists select materials that reflect the interests, ability levels, and learning styles of the students.

3. The building collection is selected and developed cooperatively by the library media specialist and teachers to support the curriculum and contribute to the student learning outcomes and objectives in all curricular areas.

4. The media specialists inform teachers and students of newly acquired materials, equipment and services.
WEAKNESSES

1. Most teachers are not aware of the content of the selection policy- especially that pertaining to challenged materials.

2. While teacher input is requested two times a year, often teachers will refrain from placing the request until it becomes a current need.  

RECOMMENDATIONS

1. Since nation-wide the number of challenges to materials is increasing, and because since consolidation most teachers have not been involved with matters concerning the selection policy, the committee recommends that all teachers be given a copy of the district’s selection policy.  The committee also recommends that in the future, all new teachers be given copies of the policy.  It is imperative that all challenges be handled in accordance to the policy.

BUDGET


Budgeting is the financial aspect of planning and managing of the library media program.  The library media center budget supports the philosophy of the school library media program in quantitative terms, just as the overall school budget supports the educational philosophy of the community it serves.

STRENGTHS

1. The district budget supports new technologies and includes funds for the acquisition of initial resources.

2. The library media specialists make all decisions concerning the allocation of their administratively assigned budgets.
WEAKNESSES

1. The library media budgets need to reflect an ongoing need for current print and non-print materials.

RECOMMENDATIONS

1. As of 6/30/2009, our collections are as follows:

Print


Non-print
Elementary School

14,384
Volumes

902 Titles

Middle School


  7,447  Volumes

487 Titles
High School


  8,200  Volumes

  93 Titles
Based upon the current collections, the committee is recommending the following budget increase:







Present


Proposed Budget






           2009-2010

   for 2010-2011


Elementary School

$15,000



Middle School


$  7,920


$7,920




High School


$  6,200


$5,000
Each year the budget should take into consideration the increase in student population, attrition due to weeding, date and loss, and the inflation rate for the year.

INVENTORY AND WEEDING


All library media centers should be inventoried periodically to assure that the record of the collection, equipment, and facilities actually reflects what is available to the user.  Regular inventories also provide valuable information for the selection process.  Data from inventory is also useful in the process of weeding (removing obsolete items from the library media centers).  Having outdated, inaccurate, and inappropriate collections, equipment and facilities discourages use, gives a false impression of adequacy, wastes time of staff, and obstructs users in their utilization of the center.

STRENGTHS

1. The collection and equipment housed in the library media centers is inventoried annually.  The facilities’ inventories are up-dated annually.

2. Materials are evaluated and removed for physical deterioration, obsolescence, and inappropriateness to the curriculum and to student needs.

3. Through bulletin boards, displays, etc… the library media specialists strive to make the centers aesthetically pleasing to students.

WEAKNESSES

1. While improvements have been made in the high school library, the high school facilities are not aesthetically pleasing in appearance.

2. The high school facilities do not have the requisite natural and artificial lighting, nor the acoustical treatment for the comfort of the user and for the visual presentation of materials and equipment.  The high school facilities are not designed to provide necessary electrical power, light control, circuit surge, and sound control required to meet the needs of a changing technological environment.

3. Due to time constraints, it is difficult to do the formal weeding process.

RECOMMENDATIONS

1. The committee recommends that all present and future library media center facilities be refurbished or built to meet the needs of a changing technological environment.

PROCEDURES


The library media specialists are responsible for developing and implementing the wide range of policies and procedures necessary for the efficient and effective operation, clearly articulated and widely communicated to the students and staff.

STRENGTHS

1. The library media collection and expertise of the library media center’s staff is readily available to the school community throughout and beyond the entire school day.

2. All materials are included in a local bibliographic control system and standardized formats for classification and cataloging are followed.

3. Full automation of library circulation, cataloging, and acquisition functions can be accessed by all district buildings.

4. The application for the State Library Grant provides an avenue for systematic and annual evaluation of the library media program.

5. Websites at all three buildings inform and promote parents and students about the library.

WEAKNESSES

1.   Advance notice from faculty for book requests does not always occur at the elementary level.
RECOMMENDATIONS

1. Marketing the school library media program involves more than public relations.  In today’s climate of concern for effectiveness and accountability, there must be a clear understanding of the library media program’s roll in learning and teaching.  In order to promote this understanding, the library media specialists collect teacher and student requests.  Also, the committee has developed a form which is utilized throughout the school year at the elementary school.  The middle and high school media specialist keeps a running list of requests each year.
2. The elementary librarian will make a concerted effort to remind teachers at the start of the school year and again at the beginning of second semester that book requests need to be submitted in a timely manner.  She will also remind the staff to check their book lists in order to eliminate the librarian searching for books that are not in the system.

TEACHER LIBRARY MEDIA INFORMATION

REQUEST FORM

NAME ___________________________________________

DATE ________________________

Outcome and/or objective being taught ____________________________________________________
___________________________________________________________________________________

Assignment (Attach student assignment sheet if available)
___________________________________________________________________________________

___________________________________________________________________________________

Number of sources needed for assignment (per student) ____________________________________

Date Assignment Due ____________________________________

MATERIALS NEEDED



​​​_________ Books



___________ Audio-visual

_________ Periodicals



Type ___________________

         ___________________

_________ Materials from Lincoln Trails (5 days in advance)

_________ Other

MATERIAL UTILIZATION

_________ Students will research independently

_________ Class (es) to the library

      Date(s)  
______________

      
______________

      Period   
______________

      Other     
_____________________________________
SEARCH FORMAT

_________ Information found by student

_________ Information pulled on cart in library

_________ Information pulled for classroom

_________ Other

Will students be allowed to check out materials? ________ Yes  _______ No

Other Restrictions ________________________________________________________________

TO BE COMPLETED BY LIBRARIAN

Date Request Received _____________________________________________

Date Request Fulfilled    _____________________________________________

Bibliographic Information Attached _____________________________________
CIRCULATION

Systems and policies for circulating materials ensure maximum use and encourage students and teachers to borrow materials for use throughout the school, at home, and in the library media center.  Circulation policies reinforce the concept of free access to the library media centers.  Library media centers have equipment readily available for student and teacher use to support all the formats of media that the school has acquired.

STRENGTHS

The library media centers have materials and equipment readily available for student and teacher use to support most formats and have____________________ATERIALS NEEDED

ue ____________________________________

_________________________________

1. ool media specialist keeps a running  established procedures for student and teacher utilization.
2. The media specialist facilitates access to resources outside the school by providing an electronic means to extend and expand the school’s collection.

3. The library media specialists inform students, teachers, and administrators of new materials, equipment, and services.

4. The library media specialists collect and analyze relevant circulation data, which validates assumptions made about the library media program.

WEAKNESSES

1.   
Staff members at the elementary level who submit book requests do not always do so in a timely manner.  This makes it difficult for the library staff to find enough time to locate the materials.

RECOMMENDATIONS

1. 
The elementary librarian will make a concerted effort to remind teachers at the start of the school year and again at the beginning of second semester that book requests need to be submitted in a timely manner.  She will also remind the staff to check their book lists in order to eliminate the librarian searching for books that are not in the system.
OUTCOMES AND OBJECTIVES


The library media specialists in conjunction with the teachers are responsible for ensuring that skills, knowledge, and attitudes concerning information access, use, and communication are an integral part of the school curriculum.  In immediate terms, information skills provide a means of achieving learning objectives within the curriculum.  In the long term, information skills have a direct impact on an individual’s ability to deal effectively with a changing environment.

STRENGTHS

3. The elementary library media specialist has the primary responsibility for teaching information skills.

4. The media specialists have written a formal media skills curriculum for kindergarten through fifth grade that will be taught during instructional class periods.  They have also written a suggested media skills curriculum for sixth through twelfth grades.

5. Library media specialists help students build positive attitudes toward the use and communication of information and ideas.
6. School library media specialists are readily available to teachers and students.
RECOMMENDATIONS

1. To fulfill their role as consultants in the instructional process the committee again recommends the acceptance of Recommendation 1 under Procedures.  (request form)

APPENDIX I

SCOPE & SEQUENCE 

OF

OUTCOMES & OBJECTIVES

	
	K
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	DEMONSTRATE GOOD LIBRARY CITIZENSHIP
	
	
	
	
	
	
	
	
	
	
	
	
	

	Demonstrate proper care & handling of library materials in school, at home, and enroute as demonstrated by librarian.
	K
	1
	2
	
	
	
	
	
	
	
	
	
	

	Follow circulation procedures with adult assistance
	K
	
	
	
	
	
	
	
	
	
	
	
	

	Attend to the sights & sounds of the presentation at hand
	
	1
	2
	
	
	
	
	
	
	
	
	
	

	Participate in a group discussion or other group activity
	
	1
	2
	
	
	
	
	
	
	
	
	
	

	Develop the ability to attend to the sights & sounds of storytelling
	K
	
	
	
	
	
	
	
	
	
	
	
	

	Participate in discussion following a story
	
	1
	2
	
	
	
	
	
	
	
	
	
	

	Recall, summarize, & paraphrase what is listened to and viewed
	
	
	2
	
	
	
	
	
	
	
	
	
	

	LOCATE A VARIETY OF MATERIALS
	
	
	
	
	
	
	
	
	
	
	
	
	

	Know that the library has materials to borrow and use
	K
	
	
	
	
	
	
	
	
	
	
	
	

	Develop an understanding of own part in keeping materials in order
	K
	
	
	
	
	
	
	
	
	
	
	
	

	Identify his/her part in keeping materials in order 
	
	1
	
	
	
	
	
	
	
	
	
	
	

	Choose materials to borrow with adult assistance
	K
	
	
	
	
	
	
	
	
	
	
	
	

	Begin to discern that library materials can meet recreational and informational needs
	
	1
	
	
	
	
	
	
	
	
	
	
	

	Locate materials of an appropriate level and personal interest
	
	1
	
	
	
	
	
	
	
	
	
	
	

	Locate books that he/she is able to read
	
	
	2
	
	
	
	
	
	
	
	
	
	

	Begin to apply decision making skills in selection of library materials appropriate for personal enjoyment
	K
	
	
	
	
	
	
	
	
	
	
	
	

	Locate books on subjects of interest & personal preference
	
	
	2
	3
	
	
	
	
	
	
	
	
	

	Select materials with a specific purpose in mind
	
	
	
	
	4
	5
	6
	
	
	
	
	
	

	Show discrimination in selecting materials
	
	
	
	
	
	5
	6
	
	
	
	
	
	

	Know that materials in the library have a specific arrangement
	K
	1
	
	
	
	
	
	
	
	
	
	
	

	Locate fiction and nonfiction collections
	
	
	2
	
	
	
	
	
	
	
	
	
	

	Independently locate a book in the fiction section by the author’s last name
	
	
	
	3
	
	
	
	
	
	
	
	
	

	Independently locate the materials in the library
	
	
	
	
	4
	5
	
	7
	8
	9
	10
	11
	12

	Locate and use materials independently in library (learning new policies) and in public library
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Familiarize him/herself with magazines that are of interest
	
	1
	2
	
	
	
	
	
	
	
	
	
	

	Locate and select periodicals
	
	
	
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Know that the library has materials other than books
	
	1
	2
	
	
	
	
	
	8
	9
	10
	11
	12

	Know that the library collection contains print and non-print materials
	
	
	
	3
	
	
	
	
	8
	9
	10
	11
	12

	Know that information comes in a variety of formats
	
	
	
	
	
	5
	6
	
	8
	9
	10
	11
	12

	Locate audio-visual material and follow circulation policy for it
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Begin to recognize the reference collection as being distinct from the regular collection
	
	
	2
	
	
	
	
	
	
	
	
	
	

	Recognize how individual and collective biographies are shelved
	
	
	
	
	
	5
	
	
	
	
	
	
	

	Locate biography shelves
	
	
	
	
	
	
	
	7
	8
	9
	10
	11
	12

	Distinguish between biographies and autobiographies
	
	
	
	
	
	
	
	7
	8
	9
	10
	11
	12

	Begin to locate materials using call numbers from the online catalog
	
	
	
	3
	
	
	
	
	
	
	
	
	

	Use the online catalog to locate materials using author, title, subject and series searches
	
	
	
	3
	4
	
	
	
	
	
	
	
	

	Use the online catalog to locate materials using author, title, subject, series, keyword and power searches
	
	
	
	
	
	5
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	K
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	LOCATE A VARIETY OF MATERIALS cont.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Know that the online catalog is a database for library collection
	
	
	
	3
	4
	5
	
	
	
	
	
	
	

	Recognize that library subject headings may be different than his/her vocabulary (e.g. Cars see Automobiles)
	
	
	
	
	
	5
	
	
	
	
	
	
	

	Interpret information in the catalog (e.g. type of material, level of material, how recently published, whether illustrated)
	
	
	
	
	
	5
	
	
	
	
	
	
	

	Use the catalog to locate materials in the library
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Begin to locate nonfiction books by subject as arranged by Dewey Decimal System
	
	
	
	3
	
	
	
	
	
	
	
	
	

	Recognize the purpose of the Dewey Decimal System is to pull together materials on the same subject and literary form
	
	
	
	
	
	5
	
	
	
	
	
	
	

	Know the ten main classes of the Dewey Decimal System
	
	
	
	
	
	5
	
	
	
	
	
	
	

	Recognize the concept that the ten main classes can be divided and subdivided into more specific subjects
	
	
	
	
	
	5
	
	
	
	
	
	
	

	Recognize information sources in addition to the school library
	
	
	
	
	
	
	6
	
	
	
	
	
	

	Request assistance from the librarian at the public library regarding appropriate reference sources
	
	
	
	
	
	
	
	7
	
	
	
	
	

	Locate materials independently at the public libraries
	
	
	
	
	
	
	
	7
	8
	9
	10
	11
	12

	Request interlibrary loan to obtain materials not at the school library
	
	
	
	
	
	
	
	7
	8
	9
	10
	11
	12

	Locate needed information in specialized sources focusing on use of atlases, gazetteers and geographical dictionaries.  A second focus is almanacs.
	
	
	
	
	
	
	
	7
	
	
	
	
	

	Locate needed information in specialized sources
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Determine which source is most appropriate for a specific purpose
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	CONSIDER VARIOUS FORMS OF LITERATURE
	
	
	
	
	
	
	
	
	
	
	
	
	

	List some favorite books and main characters
	K
	
	
	
	
	
	
	
	
	
	
	
	

	Know that a variety of books are available
	
	1
	2
	
	
	
	
	
	
	
	
	
	

	Determine the difference between fiction and nonfiction
	
	
	2
	
	
	
	
	
	
	
	
	
	

	Recall, summarize, and paraphrase what is listened to and reviewed.
	
	
	2
	
	
	
	
	
	
	
	
	
	

	Recognize that a biography is information about a person’s life
	
	
	
	3
	
	
	
	
	
	
	
	
	

	Identify various forms of literature
	
	
	2
	3
	
	
	
	
	
	
	
	
	

	Familiarize him/herself with a variety of literary forms
	
	
	
	3
	
	
	6
	
	
	
	
	
	

	Differentiate between various forms of literature
	
	
	
	
	4
	5
	6
	
	
	
	
	
	

	Recognize a variety of literary forms
	
	
	
	
	
	
	6
	
	
	
	
	
	

	Continue to broaden his/her reading interests
	
	1
	2
	
	
	
	
	
	
	
	
	
	

	Acknowledge that library materials can meet recreational and informational needs
	
	
	2
	3
	4
	5
	6
	
	
	
	
	
	

	Show discrimination in selecting materials
	
	
	
	3
	4
	
	
	
	
	
	
	
	

	Select materials with a specific purpose in mind
	
	
	
	
	
	5
	
	
	
	
	
	
	

	Read both fiction and nonfiction for recreational purposes
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Read for recreation
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Acquaint him/herself with a variety of authors and their works
	
	
	
	
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Recognize the significance of the Caldecott Award
	
	
	2
	3
	
	
	
	
	
	
	
	
	

	CONSIDER VARIOUS FORMS OF LITERATURE cont.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Recognize the significance of the Caldecott & Newberry Award
	
	
	
	
	4
	5
	
	
	
	
	
	
	

	Read books for college, where appropriate- select from bibliography
	
	
	
	
	
	
	
	
	
	9
	10
	11
	12

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	K
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Demonstrate the understanding of the various periods of history by reading the literature of the time
	
	
	
	
	
	
	
	
	
	9
	10
	11
	12

	Know that information comes in a variety of formats
	
	
	
	
	4
	
	
	
	
	
	
	
	

	Evaluate relative values of sources, such as books and magazines
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Use audio-visual aids in speech or report
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	RECOGNIZE AND UTILIZE LIBRARY TERMINOLOGY
	
	
	
	
	
	
	
	
	
	
	
	
	

	Know the role of book’s author and illustrator
	K
	
	
	
	
	
	
	
	
	
	
	
	

	Accurately explain the role of a book’s author & illustrator
	
	1
	
	
	
	
	
	
	
	
	
	
	

	Correctly identify a book’s author, illustrator and title
	
	
	2
	
	
	
	
	
	
	
	
	
	

	Correctly identify a book’s author, illustrator, title, publisher, and copyright date
	
	
	
	3
	
	
	
	
	
	
	
	
	

	Locate & begin to use the table of contents, index and glossary of a book
	
	
	
	3
	
	
	
	
	
	
	
	
	

	Make appropriate use of table of contents, glossary, and index to locate information on a specific subject
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Know that indexes provide access to information in book & reference sources
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Recognize a bibliography and the purpose it serves
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Use indexes & tables of contents as tools for finding information
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Use copyright to be sure material is not outdated and to determine historical perspective
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Begin to identify and locate parts of a book (e.g. cover, spine and illustrations)
	
	1
	
	
	
	
	
	
	
	
	
	
	

	Correctly identify and locate the parts of a book (e.g. cover, spine label, title page and illustrations)
	
	
	2
	
	
	
	
	
	
	
	
	
	

	Use various parts of the book to determine scope, format, and timelines
	
	
	
	
	
	
	
	7
	
	
	
	
	

	Recognize that the online catalog is a database for library
	
	
	
	3
	4
	
	6
	7
	8
	9
	10
	11
	12

	Recognize three basic searches of the online catalog consisting of author, title, subject and series
	
	
	
	3
	
	
	6
	7
	8
	9
	10
	11
	12

	Know that there is information in the online catalog that tells about the book
	
	
	2
	3
	
	
	6
	7
	8
	9
	10
	11
	12

	Correctly identify a book’s author, illustrator, title, publisher, and copyright date.
	
	
	
	3
	
	
	
	
	
	
	
	
	

	Recognize that library headings may be different than his/her vocabulary (e.g. Cars see Automobiles)
	
	
	
	
	4
	
	
	
	
	
	
	
	

	Interpret information in online catalog (e.g. type of material, level of material, how recently published, whether illustrated)
	
	
	
	
	4
	
	6
	7
	8
	9
	10
	11
	12

	Distinguish between fiction and nonfiction materials
	
	1
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Recognize that nonfiction books are arranged by subject
	
	
	2
	
	
	
	
	
	
	
	
	
	

	Recognize that the purpose of the Dewey Decimal System is to pull together materials on the same subject & literary form
	
	
	
	
	4
	
	6
	7
	8
	9
	10
	11
	12

	Explain that the Dewey Decimal System is divided into ten main classes
	
	
	
	
	4
	
	6
	7
	8
	9
	10
	11
	12

	Recognize how individual & collective biographies are shelved
	
	
	
	
	4
	
	6
	7
	8
	9
	10
	11
	12

	Communicate book or media questions to media personnel
	
	
	
	
	
	
	
	
	
	
	10
	
	

	DEMONSTRATE LIBRARY RESEARCH SKILLS
	
	
	
	
	
	
	
	
	
	
	
	
	

	Know the difference between reference and regular collections
	
	
	
	3
	
	
	6
	7
	8
	9
	10
	11
	12

	Locate information in encyclopedias & dictionaries with some assistance
	
	
	
	3
	
	
	
	
	
	
	
	
	

	Begin to use the online catalog to search for information
	
	
	
	3
	
	
	6
	7
	8
	9
	10
	11
	12

	
	K
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	DEMONSTRATE LIBRARY RESEARCH SKILLS
	
	
	
	
	
	
	
	
	
	
	
	
	

	Locate needed information in encyclopedias
	
	
	
	
	4
	
	6
	7
	8
	9
	10
	11
	12

	Locate needed information in reference sources
	
	
	
	
	
	5
	6
	7
	8
	9
	10
	11
	12

	Determine the reference source most appropriate for a specific purpose
	
	
	
	
	
	5
	
	7
	8
	9
	10
	11
	12

	Evaluate relative values of sources
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Interpret citations from magazine databases
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Focus on important information when researching, as opposed to reading the entire book
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Locate information in specialized reference tools
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Distinguish bias in magazines: political, religious & social
	
	
	
	
	
	
	
	
	
	9
	10
	11
	12

	Evaluate sources based on copyright or author credentials
	
	
	
	
	
	
	
	
	
	
	10
	
	

	Interpret primary sources
	
	
	
	
	
	
	
	
	
	9
	10
	11
	12

	Critically analyze secondary sources
	
	
	
	
	
	
	
	
	
	
	
	11
	12

	Determine which reference books are most appropriate for research
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Use information in catalog to compile a simple bibliography
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Make appropriate use of table of contents, glossary & index to locate information in a specific subject
	
	
	
	
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Begin to use cross-references
	
	
	
	
	
	5
	6
	7
	8
	9
	10
	11
	12

	Begin to use the various parts of a book to determine scope, format and timelines
	
	
	
	
	
	5
	6
	7
	8
	9
	10
	11
	12

	Recognize there are information sources in addition to the school library
	
	
	
	
	
	5
	6
	7
	8
	9
	10
	11
	12

	Recognize opportunities available in technological sphere of library
	
	
	
	
	
	
	
	7
	8
	9
	10
	11
	12

	Recognize the importance of online databases
	
	
	
	
	
	
	
	
	
	
	10
	
	

	Use database to search for more information
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Use reference materials for basic factual information
	
	
	
	
	
	
	
	7
	8
	9
	10
	11
	12

	Use Reader’s Guide and magazine databases
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Distinguish among journals, magazines & newspapers
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Begin to research a topic using more than one source
	
	
	
	
	4
	
	6
	
	8
	9
	10
	11
	12

	Compile information into a report form
	
	
	
	
	
	
	6
	
	8
	9
	10
	11
	12

	Write an accurate bibliography for various library materials
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Locate & research a variety of information on a career of his/her choice
	
	
	
	
	
	
	6
	7
	8
	9
	10
	11
	12

	Take notes
	
	
	
	
	
	
	
	
	
	9
	
	
	

	Use appropriate materials for research requirements
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	12

	Research a term paper and/or oral presentation
	
	
	
	
	
	
	
	
	8
	9
	10
	11
	

	Annotate bibliography of term papers & oral presentation
	
	
	
	
	
	
	
	
	
	
	
	11
	12

	Successfully research college level papers & oral presentations
	
	
	
	
	
	
	
	
	
	
	
	
	12

	Research a topic using more than one source.
	
	
	
	
	
	
	
	
	
	
	
	
	


67

