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I. MISSION STATEMENT
The Fort Payne City School System Library Media Program is dedicated to providing materials and technology that sustain the curriculum and to teaching students the skills necessary to be effective users of information, taking into consideration the varied interests, abilities, and maturity levels of the students served.


II.  VISION
The Fort Payne City School System Library Media Program seeks to create an environment that promotes learning for all students by providing equitable access to information, teaching information literacy skills, and encouraging lifelong learning. The library media center strives to be a center of collaborative learning that produces college and career ready students who have an appreciation of literature, critical thinking skills, and a respect for others and self.


III. PHILOSOPHY/ BELIEFS
	The function of the library media program is to support the educational program; therefore, the following statements are commonly held beliefs from the document American Association of School Librarians (AASL) Standards for the 21st Learner. 
1. School libraries are essential to the development of learning skills. 
2. School libraries provide equitable physical and intellectual access to the resources and tools required for learning in a warm, stimulating, and safe environment. 
3. School librarians collaborate with others to provide instruction, learning strategies, and practice in using the essential learning skills needed in the 21st century. 
	In addition, we also uphold the Alabama Department of Education: Alabama’s School Library Media Handbook for the 21st Century belief that Fort Payne City School System must maintain library programs that support, enhance, and revitalize “a 21st Century learning environment which contributes to student achievement.”




Goals and Objectives:
The library media program must function as an integral part within the school curriculum in order to fulfill its purpose. It must meet the following objectives:
· Guaranteeing equal access to the school collection (See the document “Library Bill of Rights/Protection of Intellectual Freedom” below).
· Providing materials that will stimulate growth in factual knowledge, literary appreciation, aesthetic values, and ethical standards.
· Providing supplementary materials to enhance the school curriculum. 
· Combining information skills instruction with classroom activities.
· Maintaining a resource/research media center for teachers.
· Encouraging students to enjoy literature and learn and use good research techniques.
· Providing access to new technology which includes iPads, Chromebooks, and computers and programs such as the Alabama Virtual Library, Destiny Quest, Google apps, and other online resources.
· Encouraging faculty and students to use technology to improve instruction and research.
· Ensuring learners will be able to independently inquire, think critically and to gain, create and share knowledge.
· Providing physical and virtual access to appropriate, high quality resources and services during and after the school day.
· Participating in curriculum development and strategic design of learning activities
· Facilitating professional development for the learning community.

IV. PROTECTION OF INTELLECTUAL FREEDOM
LIBRARY BILL OF RIGHTS AND INTELLECTUAL FREEDOM AND STUDENTS/PROTECTION OF INTELLECTUAL FREEDOM:
Library Bill of Rights
The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.
I. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation.
II. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval.
III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.
IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.
V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.
VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use.
Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2, 1961; June 27, 1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996.
A history of the Library Bill of Rights is found in the latest edition of the Intellectual Freedom Manual.

Access to Resources and Services in the School Library Media Program
An Interpretation of the LIBRARY BILL OF RIGHTS
The school library plays a unique role in promoting, protecting, and educating about intellectual freedom. It serves as a point of voluntary access to information and ideas and as a learning laboratory for students as they acquire critical thinking and problem-solving skills needed in a pluralistic society. Although the educational level and program of the school necessarily shape the resources and services of a school library, the principles of the American Library Association’s Library Bill of Rights apply equally to all libraries, including school libraries. Under these principles, all students have equitable access to library facilities, resources, and instructional programs.
School librarians assume a leadership role in promoting the principles of intellectual freedom within the school by providing resources and services that create and sustain an atmosphere of free inquiry. School librarians work closely with teachers to integrate instructional activities in classroom units designed to equip students to locate, evaluate, and use a broad range of ideas effectively. Intellectual freedom is fostered by educating students in the use of critical thinking skills to empower them to pursue free inquiry responsibly and independently. Through resources, programming, and educational processes, students and teachers experience the free and robust debate characteristic of a democratic society.
School librarians cooperate with other individuals in building collections of resources that meet the needs as well as the developmental and maturity levels of students. These collections provide resources that support the mission of the school district and are consistent with its philosophy, goals, and objectives. Resources in school library collections are an integral component of the curriculum and represent diverse points of view on both current and historical issues. These resources include materials that support the intellectual growth, personal development, individual interests, and recreational needs of students.
While English is, by history and tradition, the customary language of the United States, the languages in use in any given community may vary. Schools serving communities in which other languages are used make efforts to accommodate the needs of students for whom English is a second language. To support these efforts, and to ensure equitable access to resources and services, the school library provides resources that reflect the linguistic pluralism of the community.
Members of the school community involved in the collection development process employ educational criteria to select resources unfettered by their personal, political, social, or religious views. Students and educators served by the school library have access to resources and services free of constraints resulting from personal, partisan, or doctrinal disapproval. School librarians resist efforts by individuals or groups to define what is appropriate for all students or teachers to read, view, hear, or access regardless of technology, formats or method of delivery.
Major barriers between students and resources include but are not limited: to imposing age, grade-level, or reading-level restrictions on the use of resources; limiting the use of interlibrary loan and access to electronic information; charging fees for information in specific formats; requiring permission from parents or teachers; establishing restricted shelves or closed collections; and labeling. Policies, procedures, and rules related to the use of resources and services support free and open access to information.
It is the responsibility of the governing board to adopt policies that guarantee students access to a broad range of ideas. These include policies on collection development and procedures for the review of resources about which concerns have been raised. Such policies, developed by persons in the school community, provide for a timely and fair hearing and assure that procedures are applied equitably to all expressions of concern. It is the responsibility of school librarians to implement district policies and procedures in the school to ensure equitable access to resources and services for all students.
Adopted July 2, 1986, by the ALA Council; amended January 10, 1990; July 12, 2000; January 19, 2005; July 2, 2008; and July 1, 2014.


V. LITERACY STANDARDS

The Fort Payne City School System Library Media Program adheres to the literacy standards listed in the document American Association of School Librarians (AASL) Standards for the 21st Learner.
These standards will both shape the library program and serve as a tool for school librarians to use to shape the learning of students in the school.
The link to the AASL standards framework is listed below:
https://standards.aasl.org/wp-content/uploads/2018/08/180206-AASL-framework-for-learners-2.pdf 

VI. SELECTION POLICY OF INSTRUCTIONAL MATERIALS AND MATERIALS FOR THE SCHOOL LIBRARIES 
                   Fort Payne City School Board Policy
The Superintendent is authorized to develop criteria for approval by the Board for selection of materials (other than textbooks) that are used in conjunction with student instruction and for circulation in school libraries. The Superintendent is further authorized to develop a procedure for review of objections to instructional and library materials.(7.14)

VII. SELECTION, ACQUISITIONS, AND CHALLENGED MATERIALS PROCEDURES

INSTRUCTIONAL MATERIALS

Selection and Review of Library of Library Materials

School library media programs implement, enrich and support the educational program of our schools. The Fort Payne City Board of Education strives to provide a wide range of library materials on all levels of difficulty, with diversity of appeal, and with different points of view. Library materials are defined as being any materials accessioned through the library media center.

A. Responsibility for Selection of Materials
The Fort Payne City Board of Education is legally responsible for all matters relating to the operation of the Fort Payne City Schools.
While selection of materials should involve many persons, including library/media specialists, teachers, student, supervisors, administrators, and community representatives, the responsibility for coordinating and recommending to the principal, the selection and purchase of library and instructional materials is delegated to the certified library/media personnel employed by the school board. The selection committee will be appointed by the principal in consultation with library/media specialists. Library materials may be reviewed through established procedures.

B. Objectives of Selection

In order to assure that the school library media program is an integral part of the educational program of each school, the selection of materials is based on the following objectives:

1. To provide material that will enrich and support the curriculum as well as the personal needs of the students, taking into consideration their varied interests, abilities, maturity levels, and learning styles.

2. To provide materials that will stimulate growth in factual knowledge, library appreciation, aesthetic values and ethical standards.

3. To provide a background of information which will enable pupils to make intelligent judgments in their daily lives.

4. To provide materials on opposing sides of controversial issues young citizens may develop, with guidance, the practice of analysis of all media.

5. To provide materials which realistically represent our pluralistic and reflect the contributions made by various groups and individuals to our American heritage.

6. To place principles above personal opinion and reason above prejudice in the selection of materials of the highest quality in order to assure an appropriate and comprehensive media collection.

7. To promote the enjoyment of reading as a leisure time activity.


Criteria for Selection of Instructional Materials
Needs of the individual school based on a knowledge of the curriculum and of the existing collection are given first consideration.
Requests from faculty and students are considered.
Materials donated or purchased are considered on the basis of:
1. Overall purpose.
2. Importance of the subject matter.
3. Quality of the writing and production.
4. Readability
5. Authoritativeness
6. Reputation of the publisher or producer
7. Reputation and significance of the author, artists, composer, etc.
8. Format and price.
9. Appropriateness of material related to age and grade level of children served.

A. Procedures for Selection

It is recommended that the certified library/media personnel consult with the selection committee and/or the faculty in order to facilitate the following:

1. Evaluation of the existing collection. 

2. Assessment of curricular needs.

3. Solicitation of recommendations for acquisition.

4. Review of recommendations, when appropriate, to assure that the materials are listed in a reputable, professionally prepared selection aid.

5. Viewing selection as an ongoing process which includes the removal of materials no longer appropriate, and the replacement of worn/damaged materials still of educational value.

6. Judging donations by the same criteria used in selection of materials.

7. Acquisition of multiple items of outstanding and much-in-demand media.

8. Acquisition of subscription materials by the same criteria as used in selection of materials.

B. Criteria for Discarding Materials from the Collection

  Weeding or Deselection is a necessary process that takes place annually during the inventory process, but it can be done at any time when the need arises. 

1. The item has not been circulated in the last three (3) years and is at least ten (10) years old or is no longer relevant to the collection.

2. The item's physical condition is such that it is no longer useful nor aesthetically pleasing.

3. Material inappropriate for the curriculum of a particular grade or subject area will be transferred to the appropriate place.


C. Procedures for Reconsideration of Materials

The Fort Payne City Board of Education supports principles of intellectual freedom inherent in the First Amendment of the Constitution of the United States and expressed in the Library Bill of Rights. The School Board recognizes the right of persons to express objections to library materials which they deem inappropriate. When a request for review of materials is made, the following procedures should be followed:

1. Inform the complainant of the selection/review procedures, request that the material(s) in question be returned to the library, and make no commitment.

2. Upon return of the material, request that the complainant submit a formal "Request for Review of Library Materials.”

3. Inform the Library/Media Specialist the principal, and the Superintendent of the complaint. A school review committee appointed by the principal, with assistance from the Library/Media Specialist will serve as the Advisory Review Committee to determine the disposition of the material. The Advisory Review Committee will consist of the principal, the school Library/Media Specialist, two classroom teachers, two parents and two students. The complainant should not be a member of the review committee.
4. Upon receipt of the complainant's completed form (Request for Review of Library Materials) the principal will request review of the challenged material by the Advisory Review Committee within fifteen working days, and notify the Superintendent that such review is being made. The challenged material will be put on a restricted list until the review process is completed. Material on the restricted list may be used by students with prior written permission of the parent or guardian.

5. The Advisory Review Committee will:

a. Read and examine the materials referred.
b. Check general acceptance of the materials(s) by reading reviews.
c. Weigh values and fault against each other and form opinions based on material(s) as a whole and not on passages pulled out of context.
d. Meet to discuss the material and to prepare a report.
e. File a copy of the report in the principal's and Superintendent's office.

6. Retain or withdraw the challenged material(s) based on the decision of the Advisory Review Committee.

7. The Advisory Review Committee will notify the complainant in writing of its decision.  A copy of the decision will be sent to the Superintendent.

8. The decision of the Advisory Review Committee may be appealed to the Superintendent and board of education. This request for appeal must be presented in writing to the Superintendent within ten (10) working days of notification from the Advisory Review Committee.

9. The superintendent and board will review the challenged material and respond in writing to the complainant within twenty-five (25) working days.

10. Upon receipt of the complainant’s appeal, the superintendent will:
a. Appoint a committee, to include the following members:
i. Superintendent or designee
ii. At least one member of the district instructional staff
iii. A library media specialist
b. Arrange for a meeting of the committee to take place within 10 working days after the complaint is received to review the following:
i. The completed Request for Review of Library Materials form.
ii. The report submitted by the school-level committee.
iii. Information obtained from the complainant during a meeting held at the superintendent’s discretion.
c. The superintendent will issue a final decision based off the committee’s report.
d. The superintendent’s decision is final.

Guiding Principles 
1. Any resident or employee of the school district may raise objection to instructional materials and/or library resources.
2. The Fort Payne City School District supports the American Library Association’s Access to Resources and Services in the School Library Media Program. When library resources are reconsidered, the importance of the freedom to read/view/listen will be considered.
3. No parent has the right to control the reading, viewing, or listening materials of other people’s children.
4. The major task before the school-level committee is to determine the appropriateness of the material in question for its intended educational use.

Procedure for Selection/Review of Educational Material Other Than That in the School Library

1. Textbooks -The selection, adoption and use of textbooks in the Fort Payne City Schools will be done in compliance with state law.
2. Supplementary Educational Material used by teachers (material not in school library)

a. Teachers should preview all materials they plan to use in their classes. They should use the same criteria to select this material as the library selection committee uses to select library materials. If a teacher is in doubt concerning the appropriateness of any material, he/she should seek advice from the principal prior to using the questionable material.

b. If objections are expressed about supplementary material used by a teacher, the same Review Procedure will be used that is used when library materials are objected to.

c. If the objection is to a book assigned for a student another book may be assigned to this student while the book in question is being reviewed.








INSTRUCTIONAL MATERIALS

Request For Review of Materials

School 

Please check type of material:

(  ) 	Book		(  )	Film 		(  ) 	Record

(  )	Periodical 	(  )	Filmstrip		(  )	Kit

(  )	Pamphlet	(  )	Cassette		(  )	Other

Title: 

Author: 

Publisher or producer: 

Request initiated by

Telephone			Address 

City 				State 						Zip

Before the following questions are answered, it is recommended that the complainant read, view, or listen to the material in its entirety. If sufficient space is not provided attach additional sheets. Please sign your name to each additional sheet.

Have you read, viewed, or listened to this material in its entirety?
________ Yes ________No   What do you understand to be the theme or purpose of this material?  
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 


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

What do you feel might be the effect on a student using this material?
__________________________________________________________________________________________________________________________________________________________________________________________________________________
For what age group would you recommend this material?
__________________________________________________________________________________________________________________________________________________________________________________________________________________

Is there anything good in this material?   Please comment
__________________________________________________________________________________________________________________________________________________________________________________________________________________

What is your recommendation concerning this material?   
__________________________________________________________________________________________________________________________________________________________________________________________________________________

Would you care to recommend other material on the same subject and format that would be more appropriate for this age level?   
__________________________________________________________________________________________________________________________________________________________________________________________________________________
_____________________________          ___________________________
Signature                                                    Date

Please return completed form to the school principal.

VIII. LIBRARY MEDIA PROGRAM SERVICES
According to The Alabama School Library Media Handbook for the 21st Century Learner:
· Library media resources are available to support the curriculum, encourage research, engage students in pleasure reading, and address individual needs and interests.
· Resources are organized by a recognized method and are available in an automated format. 
· The library media center is physically accessible to all students. 
· The library media center is adequately lighted and contains furnishings appropriate in size to the student population.
· The library media center (LMC) is a place where individuals and groups of students use information to extend classroom studies and to further personal interests.
· The library media center has the infrastructure needed to sustain existing and emerging technologies.  
IX.  COLLECTION DEVELOPMENT PROCEDURES

A. Consideration of needs

The media center is dedicated to providing materials that contribute to and support the efforts toward multicultural, multiracial education. Also, materials are purchased based on teacher needs for instruction of multicultural education. Materials that include the opposing sides of controversial issues will be available so that students may develop, under guidance, the practice of critical thinking and critical analysis of all matter. Because there is a diversity of learning styles, the media center provides materials that will enrich and support the curriculum, taking into consideration the varied abilities of students served. 
When possible, collaboration between the Library Media Specialist and teacher further improves the support of the collection for particular learner needs. This learner focus influences the selection process toward the maximizing of students’ learning and achievement.

B. Instructional Goals
The media center is dedicated to meeting the instructional goals when developing the collection. Moreover, teacher requests are the single most important factor in relating the collection development to instructional goals. The media specialist will develop the collection around the curriculum. The media specialist should be informed about the units being taught in the classroom in order to locate materials in the media center dealing with the unit of study. Furthermore, the media specialist will align lesson plans and material acquisition standards with the Alabama Course of Study objectives, College and Career Readiness Standards, and AASL literacy standards.

C.  Acquisition Procedures

1. Budget—The media center budget is based on money received and/or collected. 
· State Library Enhancement Fund 
· Library Funds—money collected from overdue books, lost books, donations, etc.
· Teacher Instructional Money
· Local library funds from the board of education
· PTO and/or Book Fairs
The media specialist will develop the budget based on the amount of money in the above funds. School purchase orders or Central Board of Education purchase orders are used when ordering materials for the media center. The source of funds must be indicated on the form and must be approved by the principal or superintendent before the actual order can be placed. A library committee consisting of teachers, library media specialist, and principal must meet to discuss the State Library Enhancement budget each year and present recommendations to the faculty for approval.
(Section 16-13-232. The library enhancement appropriation shall be for K-12 Public School Library/Media Centers and is an absolute appropriation. Other expenditures may include book binding, repair, CDs, computer software, computer equipment, cataloging, audio-visual materials, newspapers, magazines, recordings, and video tapes.)

2. Gifts—When monetary gifts are bestowed upon the media center, the giver may designate the area in which to spend the money. The media specialist will then select the materials within the subject area or media type designated by the giver. If books or other materials are donated, the media specialist and/or library committee will evaluate the gift according to the Fort Payne Library Media Procedures for Selection and Review of Library Materials.

D.   Inventory Procedures
	 
The library will be closed for circulation and regularly scheduled classes ten school days before the students’ last day of school. All books shall be turned in on the day the library closes or a date determined by the principal and library media specialist. This date may be several days prior to the date the library closes as to allow time to collect all books for a correct and complete inventory. Full inventory will be in progress during these last days of school. In addition, Wills Valley Elementary Library Media Center conducts two complete inventories per year; the December inventory occurs the last (full) week of school before Christmas break. The LMC will be closed during this time in order to get the books returned, shelved, and inventoried and allow the LMS to have the library ready for the return of students in January.

X. CATALOGING PROCEDURES

	It is the function of cataloging to organize library materials for access by patrons, which includes other library staff as well as the users of the library. Access by patrons includes both physical browsing of the shelved materials as well as access by means of the catalog.

Processing of Material
Fort Payne City School’s Library Media Specialists will:
· Create and provide bibliographic (MARC) catalog records for a wide range of materials, including audiovisual, multimedia, and print materials.
· Complete all processing steps, including printing and affixing barcodes and spine labels, covering books, and affixing any additional labels/markers.
· Note that end-processing is a service that can be purchased from vendors. Some
           vendors may offer end-processing services for free.
· Support the integrated automated library system.
· Consult with school staff to maximize the effectiveness of their local catalog data.
· Align cataloging practices with national and international standards and the MARC bibliographic format standard.


XI. CIRCULATION PROCEDURES


A. Lost material
Students are required to pay purchase price for any materials that are lost. At the end of the school year, a list of non-returned books and overdue fines is sent to the school’s office; students must pay all fines. Students are also responsible for all damaged items. Examples of damaged items include, but are not limited to, torn pages, water damage, mold or mildew, any defacement of the item.  

B. Circulation Statistics
Destiny generates circulation statistics that are kept on file in the media center for evaluation and review purposes. Usage statistics for library materials allows the media specialist to determine which area of the media center circulates the most, the least, or not at all. Audio-visual materials are also evaluated by their usage statistics and yearly review is conducted in order to determine use, relevance, and currency.


XII. AUP/INTERNET SAFETY
Fort Payne City School Board Acceptable Use Policy

Acceptable Use Guidelines for Internet/Network Services

When a school district establishes Internet/network services, the District's specific purpose is to enhance the learning process and improve administrative services. AH District employees/students must conduct their use of Internet/network resources in a manner consistent with the Fort Payne City School System's policies. School and district administrators will make the final determination as to what constitutes unacceptable use, and their decision is final.
The Fort Payne City School System makes no warranties of any kind, whether expressed or implied, for the services it is providing. Fort Payne City Schools will not be responsible for the accuracy or quality of information obtained through online resources. The Fort Payne City School System will not be responsible for any damages a user may suffer, including loss of data.
Acceptable use falls into several categories: 
Access and Uses:
· Employees/Students must sign an Acceptable Use Policy for internet/Network Services annually in order to use the school district's network resources. (Students must also have a parent/guardian signature)
· System users may choose not to participate in Internet/Email resources available on Fort Payne City Schools' network.
· A student's parent/guardian may choose not to have their child participate in Internet/Email resources by choosing No on the student form of the Acceptable Use Policy for Internet/Network Services.
· An employee may notify the school administration in writing that they do not want to participate in internet/Email resources.
· System users will use the Internet/network mainly for school-related uses, but some limited personal use is permitted as long as this use does not interfere with the system user's responsibilities nor imposes costs on the district.
· System users will not access files and/or documents of other users without permission.
· System users will not use the Internet for financial gain or for political or commercial activity.
· System users will not access inappropriate content for any purposes.	
Copyright Laws:
· System users will not download and/or install unauthorized software or digital media. 
· System users will strictly adhere to copyright laws, including Fair Use Guidelines (http://www.copyright.gov/fls/fl102.htrnl}.		
· It is the system user's responsibility to obtain any necessary written permission granting the authority to   publish any copyrighted materials, including but not limited to photographs, images, cartoons, logos, digital sound, and music flies.
· System users will not plagiarize information received in any form.
Employee/Student Files:
· System users should be aware that all files on Fort Payne City Schools' equipment, which includes but is not limited to: servers, computers, and even personal files, are the property of the Fort Payne City School System.
· System users should have no expectation of privacy in anything created, stored, sent, or              received on Fort Payne City Schools' equipment,
· System users' files can be monitored without prior notification if the administration of TheFort Payne City School System deems this necessary.

Email Usage:
· System users will not send or forward emails containing libelous, defamatory, offensive, racist, or obscene remarks, cartoons, pictures, etc. 
·  System users will not send unsolicited or chain mail.
· System users will not send messages under a false identity.
· System users will not access email of other users.
· System users must take the same care in drafting email as they would for any other communication.
· System users should be aware that although the email system is meant for business use the Fort Payne city school System allows personal usage  if it is reasonable and does not interfere with school responsibilities. 
· System users should be aware that all messages distributed via the Fort Payne City School System's email system, even persona! emails, are the property of the Fort Payne City School System.
· System users should have no expectation of privacy in anything created, stored, sent, or             received on the Fort Payne City School System's email system.
· System users' email can be monitored without prior notification if the administration of the Fort Payne City School System deems this necessary.
Illegal Activities:
· System users will not use the system for illegal purposes or any other activity prohibited by the District policy.
· System users will not download and/or install illegal or illegally obtained software or personally owned software. This is not limited to freeware, shareware, hackware, etc., on Fort Payne City Schools' equipment.

Internet Filtering:
· Fort Payne City Schools will filter the Internet using software and/or hardware products in order to protect against access to inappropriate material on the internet as required by CIPA.
· Fort Payne City Schools will monitor attempts to bypass the filter system to access inappropriate material.
· If a filtered site is needed for educational purposes the site can be unfiltered if deemed appropriate by the administrative staff.
Penalties for Improper Use:
· System users who violate this policy will face the following consequences: 
· Suspension of district Internet/network privileges, 
·  Revocation of district internet/network privileges, 
·  School Suspension (students only), 
·    Expulsion (students only).
·    Disciplinary action up to and including dismissal (employees only),
·    Referral to legal authorities for prosecution.
Respect for System Limitations:
· System users will not download programs that will degrade the performance of the Internet and/or network without obtaining prior permission from the Fort Payne City Schools' Network system administrator and/or his designee. (Programs like Weather Bug, Kazaa, and etc.)

Safety of Self and Others:
· System users will report to their supervisor/administrator any message received that is inappropriate or makes them feel uncomfortable.
· System users will not reveal personal information about themselves or others, such as phone number, address, password, or username.
· System users will follow appropriate etiquette for both the Fort Payne City Schools' network and the Internet to include but not limited to the following: 
· Will not use the system to harm the reputation, harass, or threaten others.
· Will use appropriate language for the educational environment and for the educational activity in which they are currently involved (no swearing, vulgarity, ethnic or racial slurs, or any other inflammatory or threatening language).
System Security:
· System users will not leave their computer logged on and unattended.
· System users will not attempt to harm, vandalize, or destroy equipment or materials. 	
· System users will not attempt to delete or modify system data or software.
· System users will not intentionally infect a computer or network with a virus.
· System users will not engage in activities that disrupt the performance of the network.
· System users will not disclose passwords, except to authorized Fort Payne City Schools' Network system administrative personnel.
· System users will always report any known violations of the Fort Payne City Schools' Acceptable Use Guidelines to a supervisor/administrator.
· System users will not gain unauthorized access to system passwords in an attempt to obtain District resources and information.
·  System users will not attempt to circumvent Fort Payne City Schools' network security including but not limited to hackware, freeware, and unauthorized shareware.
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Fort Payne City Schools
Employee Acceptable Use Policy for Internet/Network Services

I have read the Employee Acceptable Use Policy for Internet/Network services and agree to abide by the
provisions contained within the document.  I understand that I can be disciplined if I violate the Employee
Acceptable Use Policy for Internet/Network Services. Such discipline may consist of the revocation of 
Internet/network access up to and including termination, and/or legal action based on the seriousness of the violation.

Name (Print)					Signature 

Title/Position					School

Date

When a school district establishes Internet/network services, the District’s specific purpose is to enhance the learning process and improve administrative services. All district employees must conduct their use of 
Internet/network resources in a manner consistent with the Fort Payne City School System’s policies. School and district administrators will make the final determination as to what constitutes unacceptable use, and their decision is final.

The Fort Payne City School System makes no warranties of any kind, whether expressed or implied, for the Services it is providing. Fort Payne City Schools will not be responsible for the accuracy or quality of 
Information obtained through online resources.  The Fort Payne City School System will not be responsible for any damages a user may suffer, including loss of data.


Acceptable use falls into several categories:
Access and Uses:
· Employees must sign an Acceptable Use Policy for Internet/Network Services annually in order to use the school district’s network resources.
· System users may choose not to participate in Internet/Email resources available on Fort Payne City Schools’ network.
· An employee may notify the school administration in writing that they do not want to participate in Internet/Email resources.
· System users will use the Internet/network mainly for work-related uses, but some limited personal use is permitted as long as this use does not interfere with the employee’s job responsibilities or imposes costs on the district.
· Personal usage should be restricted to planning and non-instructional time unless there is an emergency.
· System users will not access files and/or documents of other users without permission.
· System users will not use the Internet for financial gain or for political or commercial activity.
· System users will not access inappropriate content for any purpose.

Copyright Laws:
· System users will not download and/or install software or digital media without obtaining proper licensing.
· System users will strictly adhere to copyright laws, including Fair Use Guidelines (http://www.copyright.gov/fls/fl102html).
· It is the system user’s responsibility to obtain  any necessary written permission granting the authority to publish any copyrighted materials, including but not limited to photographs, images, cartoons, logos digital sound, and music files.
· System users will not plagiarize information received in any form.

Employee Files:										
· System users should be aware that all files on Fort Payne City Schools’ equipment, which includes but is not limited to: servers, computers, and even personal files, are the property of the Fort Payne City School System.
· System users should have no expectation of privacy in anything created, stored, sent, or received on Fort Payne City Schools’ equipment.
· System users’ files can be monitored without prior notification if the administration of The Fort Payne City School System deems this necessary.
Email Usage:
· System users will not send or forward emails containing libelous, defamatory ,offensive, racist, or
Obscene remarks, cartoons, pictures, etc.
· System users will not send unsolicited or chain mail.
· System users will not send messages under a false Identity.
· System users will not access email of other users.
· System users must take the same care in drafting email as they would for any other communication.
· System users should be aware that although the email system is meant for business use, the Fort
Payne City School System allows personal usage if it is reasonable and does not interfere with work.
· Personal usage email should be restricted to planning and non-instructional time unless there is an emergency.
· System users should be aware that all messages distributed via the Fort Payne City School System’s email system, even personal emails, are the property of the Fort Payne City School System.
· System users should have no expectation of privacy in anything created, stored, sent ,or received on the Fort Payne City School System’s email system.
· System users’ email can be monitored without prior notification if the administration of the Fort Payne City School System deems this necessary.

Internet Filtering:
· Fort Payne City Schools will filter the Internet using software and/or hardware products in order to
protect against access to inappropriate material on the Internet as required by CIPA.
· Fort Payne City Schools will monitor attempts to bypass the filter system to access inappropriate
material.
· If a filtered site is needed for educational purposes the site can be unfiltered if deemed appropriate by the administrative staff.

Illegal Activities:
· System users will not use the system for illegal purposes or any other activity prohibited by the District policy.
· System users will not download and/or install illegal or illegally obtained software or personally owned software.  This is not limited to freeware, shareware, hackware, etc., on Fort Payne City Schools ’equipment.

Respect for System Limitations:
· System users will not download programs that will degrade the performance of the Internet and/or
network without obtaining prior permission from the Fort Payne City Schools’ Network system
administrator and/or his designee.(Programs like Weather Bug, Kazaa, and etc.)
Safety of Self and Others
· System users will report to their supervisor/administrator any message received that is inappropriate or makes them feel uncomfortable.
· System users will not reveal personal information about themselves or others, such as phone number, address, password, or username.
· System users will follow appropriate etiquette for both the Fort Payne City Schools’ network and the Internet to include but not limited to the following:
· Will not use the system to harm the reputation, harass, or threaten others.
· Will use appropriate language for the educational environment and for the educational activity In which they are currently involved (no swearing, vulgarity, ethnic or racial slurs, or any other Inflammatory or threatening language).
                          
System Security:  
· System users will not leave their computer logged on and unattended.
· System users will not attempt to harm, vandalize, or destroy equipment or materials.
· System users will not attempt to delete or modify system data or software.
· System users will not intentionally infect a computer or network with a virus.
· System users will not engage in activities that disrupt the performance of the network.
· System users will not disclose passwords, except to authorized Fort Payne City Schools’ network system administrative personnel.
· System users will always report any known violations of the Fort Payne City Schools’ Acceptable Use Guidelines to a Supervisor/administrator.
· System users will not gain unauthorized access to system passwords in an attempt to obtain District resources and information.
· System users will not attempt to circumvent Fort Payne City Schools’  network security including but not limited to  hackware,  freeware, and unauthorized shareware.
Fort Payne City Schools
Student Acceptable Use Policy for Internet/Network Services

I have read the Student Acceptable Use Policy for Internet/Network services and agree to abide by the
provisions contained within the document.  I understand that I can be disciplined if I violate the Student
Acceptable Use Policy for Internet/Network Services. Such discipline may consist of the revocation of
Internet/network access up to and including suspension, expulsion and/or legal action based on the seriousness of the violation.

Name (Print)					Signature 

School				Signature of Parent/Guardian

Date 			 Internet /Email Usage(Yes) (No)*

*By choosing No your child will be excluded from Internet/Email resources even if these activities are an integral part of the 
  educational activities being pursued at the school.

When a school district establishes Internet/network services, the District’s specific purpose is to enhance the learning process and improve administrative services. All District students must conduct their use of
Internet/network resources in a manner consistent with the Fort Payne City School System’s policies. School and district administrators will make the final determination as to what constitutes unacceptable use, and their decision is final.

The Fort Payne City School System makes no warranties of any kind, whether expressed or implied, for the services it is providing. Fort Payne City Schools will not be responsible for the accuracy or quality of
information obtained through online resources. The Fort Payne City School System will not be responsible for any damages a user may suffer, including loss of data.






Acceptable use falls into several categories:
Access and Uses:
· Students must sign an Acceptable Use Policy for Internet/Network Services annually in order to use the school district’s network resources. (Students must also have a parent/guardian signature)
· System users may choose not to participate in Internet/Email resources available on Fort Payne City Schools’ network.
· A student’s parent/guardian may choose not to have their child participate in Internet/Email resources by choosing No on this form above.
· System users will use the Internet/network mainly for school-related uses, but some limited personal use is permitted as long as this use does not interfere with the system user’s responsibilities nor imposes costs on the district.
· System users will not access files and/or documents of other users without permission.
· System users will not use the Internet for financial gain or for political or commercial activity.
· System users will not access inappropriate content for any purposes.

Copyright Laws :
· System users will not download and/or install software or digital media without obtaining proper licensing.
· System users will strictly adhere to copyright laws, including Fair Use Guidelines (http://www.copyright.gov/fls/fl102.html.)
· It is the system user’s responsibility to obtain any necessary written permission granting the authority to publish any copyrighted materials , including but not limited to photographs, images, cartoons, logos, digital sound and music files.
· System users will not plagiarize information received in any form.
						
Student Files:
· System users should be aware that all files on Fort Payne City Schools’ equipment, which includes but is not limited to: servers, computers, and even personal files, are the property of the Fort Payne City School System.
· System users should have no expectation of privacy in anything created, stored, sent, or received on Fort Payne City Schools’ equipment.
· System users’ files can be monitored without prior notification if the administration of the Fort Payne City School System deems this necessary.
Email Usage:
· System users will not send or forward emails containing libelous, defamatory, offensive, racist, or
· Obscene remarks, cartoons, pictures, etc.
· System users will not send unsolicited or chain mail.
· System users will not send messages under a false identity.
· System users will not access email of other users.
· System users must take the same care in drafting email as they would for any other communication.
· System users should be aware that although the email system is meant for business use, the Fort Payne City School System allows personal usage if it is reasonable and does not interfere with work. 
· Personal usage email should be restricted to planning and non-instructional time unless there is an emergency.
· System users should be aware that all messages distributed via the Fort Payne City School System’s email system, even personal emails, are the property of the Fort Payne City School System.
· System users should have no expectation of privacy in anything created, stored, sent, or  received on the Fort Payne City School System’s email system.
· System users’ email can be monitored without prior notification if the administration of the Fort Payne City School System deems this necessary. 
Internet Filtering 
· Fort Payne City Schools will filter the Internet using software and/or hardware products in order to protect against access to inappropriate material on the Internet as required by CIPA.
· Fort Payne City Schools will monitor attempts to bypass the filter system to access inappropriate material.
· If a filtered site is needed for educational purposes the site can be unfiltered if deemed appropriate by the administrative staff. 
Illegal Activities:
· System users will not use the system for illegal purposes or any other activity prohibited by the District policy.
· System users will not download and/or install illegal or illegally obtained software or personally owned software. This is not limited to freeware, shareware, hackware, etc., on Fort Payne City Schools’ equipment.

Respect for System Limitations:
· System users will not download programs that will degrade the performance of the Internet and/or  network without obtaining prior permission from the Fort Payne City Schools’ Network system administrator and/or his designee.(Programs like weather Bug, Kazaa, and etc)

Safety of Self and Others:
· System users will report to their supervisor/administrator any message received that is inappropriate or makes them feel uncomfortable.
· System users will not reveal personal information about themselves or others, such as phone number, address, password or username,
· System users will follow appropriate etiquette for both the Fort Payne City Schools’ network and the Internet to include but not limited to the following :
· Will not use the system to harm the reputation, harass, or threaten others.
· Will use appropriate language for the educational environment and for the educational activity in which they are currently involved (no swearing, vulgarity, ethnic or racial slurs, or any other inflammatory or threatening language)
			
System Security:
· System users will not leave their computer logged on and unattended.
· System users will not attempt to harm, vandalize, or destroy equipment or materials
· System users will not attempt to delete or modify system data or software
· System users will not intentionally infect a computer or network with a virus
· System users will not engage in activities that disrupt the performance of the network
· System users will not disclose passwords, except to authorized Fort Payne City Schools’ network system administrative personnel.
· System users will always report any known violations of the Fort Payne City Schools’ Acceptable Use guidelines to a Supervisor/administrator.
· System users will not gain unauthorized access to system passwords in an attempt to obtain District resources and information.
· System users will not attempt to circumvent Fort Payne City Schools’ network security including but not limited to hackware, freeware and unauthorized shareware.
XIII.  JOB DESCRIPTIONS

Fort Payne City Schools

Position Title: Library Media Specialist

Reports To: Principal 

Position Summary:

The Library Media Specialist is responsible for ensuring students and staff are effective and ethical users of ideas and information. Empowering students to be critical thinkers, enthusiastic readers, skillful researchers, and ethical users of information. Instill a love of learning in all students and ensure equitable access to information. Collaborate with teachers and specialists to design and implement lessons, units of instruction, assess student learning and instructional effectiveness. Provide leadership and expertise necessary to ensure the school library program is aligned with the mission, goals and objectives of the District and is an integral component of the learning and instructional program.

Duties and Responsibilities:
Duties of this position include, but are not limited to:
· Creates and implements a vision for the Library Media Center.
· Creates an environment in the Library Media Center that is conducive to active and participatory learning, resource-based instructional practices, in collaboration with teaching staff.
· Plans and delivers high quality lessons for aligned to the CCRS, and AASL Standards, through direct instruction and collaboration. 
· Works as part of a team to integrate library/media resources with grade level curriculum content.
· Participates in the curriculum development process to ensure that the curricula include the full range of literacy skills (information, media, visual, digital, and technological literacy) necessary to meet content standards and to develop lifelong learners.
· Collaborates with teachers and students to design engaging inquiry learning experiences and assessments that incorporate multiple literacies (including information literacy) and foster critical thinking.
· Collaborates with teachers in planning assignments likely to lead to extended use of Library Media Center /Learning Commons, and media center resources. 
· Meets the diverse and developmental learning needs of Fort Payne City School learners. 
· Manages day to day media center activity including new book processing, book repair, weeding, shelving books, and reorganizing shelves.
· Evaluates, selects, and orders new library materials, including audio-visual materials, digital text, hardware and software. 
· Assists teachers in the selection of books and other instructional materials.
· Maintains a comprehensive and efficient system for cataloging all library materials and instructs teachers and students in the use of the system.
· Maintains the Library Automation System.
· Trains and oversees Library Media Center /Learning Commons staff and volunteers.
· Collaborates with the Director of Curriculum and Learning in planning professional development opportunities for teachers and staff.
· Provide basic technology support to faculty, staff and students.
· Partners with the community library on projects and initiatives.
· Supports readers’ online access, subscriptions and passwords.
· Shares with the learning community up-to-date District policies concerning such issues as, material selection, circulation, reconsideration of materials, copyright, privacy, and acceptable use.
· Remains current in professional practices and developments, information technologies, and educational research applicable to school library programs.
· Develops and maintains a collection of resources appropriate to the curriculum, the learners and the teaching styles and instructional strategies used within the school community.
· Prepares, justifies, and administers the school library program budget to support specific program goals.
· Comply with the Alabama Code of Ethics for Educators.

Qualifications:
· Valid Alabama School Library Media certification.

Desired Qualifications:
· Demonstrated skills with instructional technology.
· Experience with current research models.
· Experience with developmentally appropriate, inquiry based teaching and learning.
· Demonstrated experience in meeting the needs of all learners.
· Strong oral and written communication skills.
· Ability to work effectively with others.
· Ability to supervise Library Media Center /Library Aide and volunteers.









































XIV. EVALUATION AND ASSESSMENT PROCEDURES   
Library media services are evaluated annually by the district/system according to a written program plan based on assessed needs consistent with the goals of the school and school system. The library media specialist is certified, has a plan for professional development, and is evaluated periodically by appropriate, predetermined criteria as determined by the district. The LMS uses an approved electronic management system to promote ease of assessment for circulation, resources and to provide accuracy of required recordkeeping. Pertinent policies and procedures (Circulation, AUP, Copyright, and Challenged Materials) are readily accessible for public information, assessment and viewing. Forty percent management time is allotted daily for the LMS to assess, do required management responsibilities, and collaborate with teachers. The school LMC collection is exemplary in content, quality, quantity, currentness, age and grade-appropriateness, curricular support, usable condition, diversity in format and subject matter, and adequacy to meet the multifarious information needs of the entire school community.   An online public access catalog of the LMC collection is made available, with multiple stations, based on the assessed needs of the populations served.            


XV. COPYRIGHT AND FAIR USE
The Fair Use Doctrine is one of the most important limitations on the exclusive rights of the copyright holder. It allows that copyright can be infringed because strict application of the law impedes the production and dissemination of works to the public. The Fair Use Doctrine was added as Section 107 of The Copyright Act of 1976 and was based on a history of judicial decisions that recognized that unauthorized infringements of copyright were "fair uses."

Sec. 107. Limitations on exclusive rights: Fair use
Notwithstanding the provisions of sections 106 and 106A, the fair use of a copyrighted work, including such use by reproduction in copies or phonorecords or by any other means specified by that section, for purposes such as criticism, comment, news reporting, teaching (including multiple copies for classroom use), scholarship, or research, is not an infringement of copyright. In determining whether the use made of a work in any particular case is a fair use the factors to be considered shall include -
1. the purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit educational purposes;
2. the nature of the copyrighted work;
3. the amount and substantiality of the portion used in relation to the copyrighted work as a whole; and
4. the effect of the use upon the potential market for or value of the copyrighted work. The fact that a work is unpublished shall not itself bar a finding of fair use if such finding is made upon consideration of all the above factors.
Section 107 is not meant to be specific. Rather, Congress intended for fair use to be determined on a case-by-case basis. Congress also provided some illustrative examples of when a "fair use situation" might be more likely to occur. Educational and research activities are mentioned in particular as potential fair use scenarios, since these endeavors by their very nature build on the creation of new knowledge and creative work.
However, it should not be assumed that every use of a copyrighted work in an educational environment is a fair use. If a copyright holder claims that their copyright has been infringed, the defendant may argue a fair use defense. Ultimately, it is up to the court to make the final determination if a use is fair.
Fair Use should be actively exercised and considered on a case-by-case basis by weighing the four factors of fair use.
From AASL
Copyright Document for Educators:
http://www.westfield.ma.edu/citnew/wp-content/uploads/copyrrightandfairuseforeducators.pdf


XVI. OPEN ACCESS TO LIBRARY AND FLEXIBLE SCHEDULING

Scheduling Procedures and Guidelines

Library Schedule
	As stated in Alabama’s School Library-Media Handbook (2008), “The library-media program must consistently provide facilities physically accessible to all students they house and encourage access to all resources maintained in the library-media center to meet the learning needs of the school community. The library-media center is open throughout the school day, with extended hours made available according to the assessment of need and approval by the school principal and/or system administration. The library-media center should be considered a learning resource that extends
classroom learning, not a substitute classroom where students are placed for a designated period of time without the classroom teacher present as a collaborator.”

Flexible Scheduling as defined by the Alabama’s School Library-Media Handbook (2008): “The library-media center does not have a set daily or weekly schedule for classes to use the library. Classes are scheduled as the result of collaboration planning for use and instruction to integrate with the classroom curriculum. In this case, the library-media center is an extension of the classroom; used to provide access to resources, information fluency, and independent and group learning” (p. 15).

K - 8th Grades
While full flex scheduling is recommended, kindergarten through 8th grades may adopt a hybrid schedule of both flex and fixed scheduling. Instruction and checkout times for fixed classes will vary based on the needs of the school. Schools should construct a schedule for classes in agreement with the library media specialist, teachers, and principal.
Library media specialists, teachers, and principals should keep in mind that the schedule should include enough time for open access so that students may use the library individually and in small groups, as well as for whole classes.

9th - 12th Grades
Libraries serving ninth through twelfth grades should use flex and open access scheduling. Library media specialists serving ninth through twelfth grade students should collaborate with teachers to provide services and materials that align with classroom assignments and the curriculum. This collaboration should occur at least two days before a teacher wishes to bring his/her class to the library.

Opening the Library
Opening Schedule: Scheduled library classes should begin five days after the first day the students are back in school to ensure the proper time for processing and cataloging materials and adding, deleting, and editing student records in Library Management System software. This time frame may be adjusted to accommodate each individual school at the principal’s discretion, but should be discussed and a consensus made between the administration and library media specialist.


Rescheduling Procedures and Guidelines
When using fixed or flex scheduling, the library media specialist is not obligated to reschedule missed classes due to field trips, testing, holidays, special presenters, school closings, or programming scheduled by administration, etc. However, in certain extenuating circumstances, the library media specialist is expected to consult with the principal to determine when rescheduling is necessary.


XVII. PUBLIC RELATIONS AND ADVOCACY

There are two goals for promoting public relations in the library media center:

1. Motivating students and staff to use the collection.
2. Communicating the contribution of the media center to administrators, teachers, parents, school board members, and the general public.

A. Strategies to motivate students and staff to use the collection
1. Displaying books and materials in an attractive and up-to-date manner with new materials, images, quotes, or themes shown on display. 
2. The media specialist will conduct book-talks and conduct lessons in the media center.
3. Destiny Quest allows students to create a personalized account so that they can recommend books to friends, rate books with "star" ratings, and renew library books online. Students have access to the library's website from home. 
B. Strategies to communicate the contribution of the media center to administrators, teachers, parents, school board members, and the general public
1. When large contributions are made or equipment purchases are provided for the library media center, the local newspaper will be notified so that the money or contribution can be written-up with pictures for an article.
2. Notices are sent to the teachers and administrators about happenings in the library media center.
3. School clubs hold meetings in the library media center.
4. Community meetings and system-wide meetings, in-service, and training sessions are held in the library media center.
5. Artwork and projects by students are put on display in the library.
6. Various receptions are held in the library for parents and community.
7. Computer technology and reference help is made available to community members, especially those attending the local junior college or graduate school.
8. Equipment is loaned to local businesses when needed.
C. Leadership and advocacy require stepping out of comfortable behind-the-scene roles and becoming a proactive leader.  The LMS needs to provide leadership and advocacy in information fluency, technology initiatives, policy creation, instructional design, and professional development.     




XVIII. DISASTER PREPAREDNESS

In case of any disaster, all Fort Payne City Schools Library Media Centers are required to follow the procedures specified in their local school safety plans.   If one or all of the Fort Payne City Schools Library Media Centers incurs damaged or is demolished by any type of disaster, the library media specialist will defer to the appropriately appointed central office staff to determine a recovery plan.  
