Dear Cromwell Middle School Learning Community,


The media center staff at Cromwell Middle School strives to make the media center an essential part of every student’s education.  We provide a welcoming and comfortable atmosphere to visit and in which to learn.  The media center is a hub for active learning as well as an outlet for enjoying quality literature.  As an essential part of your child’s learning experience, we feel that communication between every member of the learning community is the key to better serving our students.


Through the Selection Policy of Cromwell Middle School Media Center, we strive to articulate the method by which the school media staff select, order, manage, and replace library materials.  We want all members of the learning community to be aware of our philosophy; how, why, and who chooses materials; and how materials are replaced.  We also want everyone to be aware of our position on intellectual freedom and the process for reevaluation of materials.


We look forward to working together with you and your child to provide the best learning environment possible.

Sincerely,

Cromwell Middle School Media Staff
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I. Media Center Mission Statement
Cromwell Middle School's Media Center strives to empower all members of our learning community to use information, ideas, and technology ethically, creatively, and critically in order to become lifelong learners and to promote enthusiasm and enjoyment of reading.
II. Media Center Philosophy

The goal of the media center at Cromwell Middle School is to serve the students, faculty, parents, and community at our school. The media center is to provide instruction and resources for information technologies, books, materials, and equipment to support the county curriculum.  Through collaboration with teachers, we strive for all members of our community to gain the skills needed to find and use information on the way to becoming life-long learners We strive to provide a welcoming atmosphere in which all staff, students, and community members are encouraged in the development of a love of reading and learning.

III. Goals

The selection policy goals are based on the current PDEP goals which apply to curriculum development.  Therefore, this section will change as the PDEP is evaluated yearly.
1) Work with the language arts chairs to create a school-wide research plan.  Through this plan, the media specialist will work with all the language arts teachers and students to gain information literacy skills.  This will complement the school’s goal of students’ success on the reading and language arts portion of the CRCT.  


In order to meet this need, the media specialist will purchase material to supplement current research topics, such as the Social Studies Fair.
2) Collaborate with the teachers as they create resource-based projects in preparation for the new standards. Work with the curriculum areas as they “un-pack” the standards and create resource-based projects.  Apply the knowledge of the current collection and plan for resources that will complement the new standards.


The media specialist will collaborate with the teachers as they train for the standards and create a list of possible resources that will be needed with the new standards.  
 

The media specialist will work with the science teachers to evaluate the changes in the science curriculum. For example most of the current Earth Science videos were purchased for an eighth grade audience, while the current physical science videos were purchased for a sixth grade audience.  Reference books and nonfiction will also need to be analyzed and new material purchased. 

3) Collection Evaluation- Ensure that the collection is current and aligns with the county curriculum.  This goal also addresses the need to meet the needs of all learners.
The media specialist will weed the entire media center collection once in a five-year period.  Through subjective and objective weeding procedures, with the help of clerks and volunteers, the media specialist will insure a thorough evaluation of the entire collection.


The media specialist will collaborate with school personnel to insure that the collection supports the school curriculum and meets diverse learning needs represented within the school. 
The media specialist will collaborate with the PTO (Parent Teacher Organization) in selecting books for a parent-resource section within the school media center.

IV. Responsibility

The Hall County School System School Board is legally responsible for the selection of all materials used in its schools. The leadership in communicating the purpose and scope of the selection policy and the coordination of material selection is delegated to the certified media personnel.  Cromwell Middle School involves administrators, teachers, students, parents, and the community for selection recommendations. Purchases are made by the media specialist with the media committee’s approval. Selections are based upon evaluation by the professional library staff, using professional library tools and other review media and are guided by the principles incorporated in the School Library Bill of Rights, the Freedom to Read Statement, and standards adopted by the America Association of School Librarians. 

V. Criteria

Cromwell’s media center strives to create a collection which supports and is consistent with the general educational philosophy and goals of the school, state, and district. Consideration will be given to the individual student learning modes, teaching styles, curricular needs, faculty and student needs, existing materials and networking arrangements. In keeping with ideas expressed in the Library Bill of Rights, Cromwell Middle School will use the criteria outlined to evaluate, recommend, select, and purchase high quality materials for the media center. 

· Support a curriculum of information literacy: Library media materials should stimulate growth in factual knowledge, literary appreciation, aesthetic values and ethical standards, and enable students to make intelligent judgments in their daily lives.
· Appropriate for all users and levels: Library media materials should be accessible to students of varied ability levels, developmental stages, learning styles and individual needs of the student body.
· Meet diverse backgrounds and interests: Library media materials should support and enrich both the curriculum and personal needs of students and faculty and encourage an appreciation for both informational and recreational reading, viewing, and listening. 
· Pertinent to the curriculum and the objectives of the instructional program: Library media materials should be selected on the basis of assessed curricular needs. Materials should reflect the identified learning outcomes of the instructional program. 
· Accurate in terms of content: Library media materials should present facts in an objective manner and should be appropriate to the level of the students. Authority of the author, organization, publisher/producer should be a consideration in selection. 
· Reflective of the pluralistic nature of a global society: Library media materials should provide a global perspective and promote diversity as a positive attribute of our society. It is important to include materials by authors and illustrators of all cultures. 
· Free of bias and stereotype: Materials should reflect the basic humanity of all people and be free of stereotypes, caricatures, distorted dialect, sexual bias, and other offensive characteristics. Library materials concerning religious, social, and political content should inform rather than indoctrinate. 
· Representative of differing viewpoints on controversial subjects: The library media center should provide students with free and equitable access to materials supporting various sides of controversial issues. By having access to a variety of resources students may develop a knowledge base to develop critical thinking and problem-solving skills.
· Appropriate format to effectively teach the curriculum: Library media materials should be available in variety of formats (i.e. print, non-print, electronic, multimedia) to meet the needs and learning styles of a diverse student population. 
· Recent copyright date as appropriate to the subject: Library media materials should be assessed for currency of the information as it relates to the content and purpose of the item. 
· Acceptable in literary style and technical quality: Library media materials should be based on their strengths rather than rejected for their weaknesses.  Literary quality, technical merit, physical arrangement, and aesthetic characteristics should be considered as integral components in the evaluation of all media formats. 
· Cost effective in terms of use: Library media materials should be evaluated for cost effectiveness in terms of accessibility, manageability, projected use, and durability. 
· Favorable reviews found in standard selection sources: Library media materials should be considered based on reviews of reputable, unbiased, professionally prepared selection aids. 
VI. Gifts
The media center is very grateful for gifts that help enrich the collection from the generous contributions of individuals.  The acceptance of instructional materials as gifts to the media center shall be subject to the review and decisions of the media committee.  The media specialist reserves the right to deny gifts and to determine the appropriateness of items for the collection.  When accepting gifts they must meet the following conditions.

· The gift must adhere to the guidelines of the selection policy.

· The gift must contribute to the curriculum and the objectives of the instructional programs.

· The gift will be subject to the same evaluation criteria as those used for purchasing. 

VII. Assessment and Inventory Process 
An essential step in collection development is assessment of the needs of the curriculum and student population with regard to library media resources. Library media specialists will develop yearly and long-range plans to assist in ongoing assessment.

Assessment of the collection includes taking inventory of existing materials, assessing materials in relation to needs of instructional units, and weeding outdated and inappropriate materials. 

The inventory is a process by which holdings are checked against the automated cataloging system and the actual item to determine if the resource is still part of the collection and still meets selection criteria. The objective of this inventory is to ensure that the automated cataloging system accurately reflects the collection which is the key access point for students and teachers to locate information within the library. This procedure should not disrupt the library media program as automation of school library holdings greatly speed up the process using the barcode scanning feature. An annual inventory is recommended as the data is critical to making collection development decisions about the quality and quantity of the collection in meeting the needs of students and staff.

VIII. Inventory Procedures

Weeding Library Media Materials: A good collection development plan must include weeding. The process of weeding is a key part of assessing the collection. It helps keep collections relevant, accurate, and useful; and it facilitates more effective use of space in the library media center. 

Library media materials should be removed if they: 
· Are in poor physical condition.
· Have not been circulated in the last five years.
· Are outdated in content, use, or accuracy (Copyright date should be considered; however, do not make a decision to weed based solely on the copyright date of the material. Some older material may be considered classic or may be of great historical value to your collection).
· Are poor in quality. 

· Are biased or portray stereotypes.
· Are inappropriate in reading level. 

· Duplicate information which is no longer in heavy demand.
Withdrawing Library Media Materials: Even though the final decision to withdraw materials from the library media collection is one which is made by the library media specialist, subject area, grade-level teachers, and other faculty members may be invited to review the items marked for withdrawal. All withdrawn material will be disposed of according to county policies for surplus materials.  
IX. Position on Intellectual Freedom

The Cromwell Middle School Media Center takes pride in the care taken to select appropriate materials for use by students, faculty, and staff to promote information literacy.  Despite this care, occasional objections to a selection are made.  When this happens, principles of intellectual freedom of information, the students’ rights to access of materials, and the professional responsibility and integrity of the school staff are defended, rather than the selected material.  The principles of intellectual freedom are outlined in the Library Bill of Rights, located through the American Library Association.
X. Procedures for Challenged Materials

The following procedures will be followed when a patron challenges the appropriateness of an item in the collection.
1) Inform the principal about the situation.  If possible, set up a conference with the complainant, principal, librarian, and any other staff member involved in the complaint.  Before the conference, the librarian will search established selection tools for reviews on the materials in question.  During the conferences, the school staff will share with the complainant:

a) The school’s selection procedure, criteria and the qualifications of the personnel involved in selecting materials.

b) How the particular material fits in with the educational program and its intended curricular usefulness.

2) Should the complainant not be satisfied, invite him/her to file the objections in writing on the Request for Revaluation of Media Material form, which is included below.

3) The media committee, librarian, parent representative from the school council, and principal will meet within two weeks to evaluate whether it conforms to the criteria listed in the selection policy.  The complainant may attend the meeting but may be excused while a decision is reached.  The committee’s decision will be put in writing and shared with the complainant by the principal and librarian.
4) Should the patron not be satisfied with the school level decision, he/she will be referred to the county office by the principal.
XI. Forms

a. Request for Revaluation of Media Materials
b. Book Donations
c. Acceptable Use of Electronic Media for Personnel
d. Acceptable Use of Electronic Media for Students

Request for Revaluation of Media Materials
Cromwell Middle School 

Type of Instructional Material:___________________________________________________
Title:_________________________________________________________________________
Author:_______________________________________________________________________
Publisher:_____________________________________________________________________

Curriculum area/grade__________________________________________________________
Requested by:_________________________________________________________________
 Telephone:____________________________________________________________________
Address:______________________________________________________________________
Are you associated with a group?_________________________________________________
If so, what group?______________________________________________________________
Please respond to the following questions:  If you need more space, please attach additional pages.

1) To what in the item do you object and why? (please be specific- cite pages, frames   

     sections)
2) Did you read/hear/view the entire work? ____ Yes  ____No

3) If not, which part did you read or view?

4) What do you feel might be the result of using this item?

5) For what age group would you recommend this item?

6) Have you read Cromwell Middle Schools Material Selection Policy?

     _____ Yes ______ No

7) What do you suggest the school/library do about this material?
 Book Donation Form
Cromwell Middle School 

Donor’s Name___________________________________________________________

Donor’s Address_________________________________________________________

Donor’s phone number____________________________________________________

Type of Book (fiction, nonfiction, picture)       Donation amount_________________

Please check one:


____  Please make a selection for me


____  I would like the following title which I have chosen from a list supplied 

          by the media center:



____________________________________________________________

Honoree________________________________________________________________

Special Occasion_________________________________________________________

Special information for book plate__________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Cromwell Middle School appreciates your donation!

Please make checks payable to CMS or see bookkeeper for cash donations

Acceptable Use of Electronic Media for Personnel,

Substitute Teachers, Volunteers, and Vendors
Cromwell Middle School 

Please complete information and sign on the appropriate line below in ink.

This document outlines the guidelines for use of electronic media devices and facilities located at Cromwell Middle School.  These resources include any computer, server or network, or access provided by Cromwell Middle School, including the Internet.  The use of facilities include the use of data/programs stored on the school’s computer systems, data/programs stored on disk, CD-ROMS, computer peripherals, or any other storage media owned and managed by Cromwell Middle School.  The purpose of these guidelines is to ensure that all employees use technology resources in an effective, efficient, ethical, and lawful way.

Cromwell Middle School recognizes that electronic media provides a means to a variety of instructional resources.  The use of this electronic media must support the purpose, mission, and goals of Cromwell Middle School, as well as the Georgia Performance Standards outlined by the state of Georgia.  All users of media within the school must comply in strict guidelines with all ethical and legal rules in terms of access and use.

As an employee, volunteer, or vendor of Cromwell Middle School, it is expected that you maintain appropriate and necessary passwords to gain access to your accounts.  Passwords should be changed within one week of receiving the initial password, and every month to secure the privacy of our students.

Resources at Cromwell Middle School must not be used for the following:

· To cause harm to other people.
· Disrupt other’s work.
· To perform any illegal activity.
· To gain unauthorized access to other’s files.
· To gain unauthorized access to on-line resources.
· To make changes to hardware or software on any machine.
· To improperly use the network, interfering with security policies.
· To steal or damage data.
· To access any pornographic, hate-oriented, profane, obscene, or sexually inappropriate material.

Failure to follow these guidelines can and will violate the Official Code of Georgia, OCGA, Codes 16-9-90, 16-9-91, 16-9-92, and 16-9-93, as well as United States Public Law 106-554, known as the Children’s Internet Protection Act.  Violation of these guidelines can result in disciplinary action, including termination of employment.  All exceptions to this policy must be cleared through administrative faculty.

Cromwell Middle School’s technology use is subject to change for legitimate purposes.

Signature of Employee:  ________________________________________________

Print Name:  __________________________________________________________

Acceptable Use of Electronic Media for Students
Cromwell Middle School 

Please complete information and sign on the appropriate line below in ink.
PARENT OR GUARDIAN:

By signing below, I agree that I have read the contract with my child and understand that it is designed for educational purposes only. Also, I am aware and understand that the faculty and staff at Cromwell Middle School will make every effort to assure that usage of electronic media by students will be supervised at all times.  However, I do realize that it is impossible for Cromwell Middle School to restrict access to all controversial materials, and I will not hold the school personally responsible if such an incident were to occur.  Any misuse of the system, such as pornography, unethical or illegal prejudices, and inappropriate language will be reported to the system administrator if witnessed.  

Students who fail to follow these guidelines will lose electronic media privileges for the school year and may be subject to further disciplinary action.

Please check one:

__________  NO, I DO NOT want my child to access network resources.  I understand that by restricting my child’s use of these resources, he or she will not have access to electronic media located in the school media center.

__________  YES, I ALLOW my child to access all electronic media at Cromwell Middle School.

Student Name:  _______________________________________  Homeroom:  ______________

Parent or Guardian Name (please print):  ____________________________________________

Parent or Guardian Signature:  __________________________________  Date:  ____________
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