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MISSION
The Neighborhood Charter School (NCS) library media center supports the mission
of NCS to provide a learning environment for all students that demands high
educational standards and high levels of parent/guardian involvement and
responsibility. By integrating the library media program into the instructional program,
students, teachers, the library media specialist, and other staff are partners in
learning. The library media program is an extension of the classroom. Information
skills are taught and learned within the context of classroom curricula and encourage
learning through active participation.

The library media program provides a setting in which students build skills they need
throughout their years of formal education and into adulthood. These skills include
locating, analyzing, evaluating, interpreting, and communicating information and
ideas. Through the library media center, students learn critical thinking and problem-
solving skills, the rights and responsibilities of the generation and flow of information
and ideas, and an appreciation for the value of literature in an educated society.
These skills rely on access to adequate library media facilities, appropriate
resources, and qualified personnel.

The library media program serves students, staff, and parents of the Neighborhood
Charter School. The collection includes a diversity of materials that represent various
points of view on current and historical issues, as well as a wide variety of resources
in areas of interest to all students. Classroom curricula and the school’s unique focus
on the environment and conservation guide collection development. (See p. 2,
Collection Development Policy)

STAFFING
The library media specialist serves in overlapping roles as information specialist,
teacher, and instructional consultant. The library media specialist will meet state
certification requirements for library media specialist and professional educator
classifications. The library media specialist will hold a master’s degree, considered
the entry-level degree for the field. Degrees from institutions accredited by
organizations such as the American Library Association (ALA), the National Council
for the Accreditation of Teacher Education (NCATE), or the Georgia Department of
Education are preferable. The library media center utilizes parent and community
volunteers to help with special events or regular tasks occurring on a daily, weekly, or
occasional basis.

COLLECTION DEVELOPMENT POLICY
Statement of Policy
The objective of collection development is to make available to library media center
patrons a collection of materials that will enrich and support the curriculum and meet
the needs of the students, staff, and parents being served. The library media center
will provide a wide range of materials on all levels of difficulty and in a variety of
formats, with diversity of appeal, allowing for the presentation of many different points
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of view.

Selection Policy
Introduction
For the purposes of this statement of policy, the term “materials” will refer to any
resource with instructional content or function that is used for formal or informal
teaching/learning purposes. Materials may include books, periodicals, sound
recordings, videocassettes, DVDs, CD-ROMs, databases, software, maps, and
supplementary reading and informational resources.

Responsibility for Selection of Library Media Center Materials
Primary responsibility for coordinating and recommending the selection and
purchase of library media materials will rest with the library media specialist. In
addition, selection procedures may involve representatives of the professional staff
directly affected by the selections, and persons qualified by preparation to aid in wise
selection. Suggestions for materials selection from faculty, parents, and students of
NCS will be given due regard.

To this end, it is the responsibility of the library media specialist:

• To provide materials that will enrich and support the curriculum, taking into
consideration the varied interests, abilities, learning styles, and maturity levels
of the students served;

• To provide materials that will stimulate growth in factual knowledge, literary
appreciation, aesthetic values, and societal standards;

• To provide materials on various sides of controversial issues so that young
citizens may have an opportunity to develop under guidance the practice of
critical analysis and to make informed judgments in their daily lives;

• To provide materials representative of the many religious, ethnic, and cultural
groups that contribute to our national heritage and the world community;

• To place principle above personal opinion and reason above prejudice in the
selection of materials of the highest quality in order to assure a comprehensive
collection appropriate to the school community.

Criteria for Selection of Library Media Center Materials
The following criteria will be used to guide selection:

• educational significance
• contribution the subject matter makes to the curriculum and to the interests of

the students
• favorable reviews found in standard selection sources
• favorable recommendations based on preview and examination of materials by

professional personnel
• reputation and significance of the author, producer, and publisher
• validity, currency, and appropriateness of material
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• contribution the material makes to breadth of representative viewpoints on
controversial issues

• high degree of potential user appeal
• high artistic quality and/or literary style
• quality and variety of format
• value commensurate with cost and/or need
• timeliness or permanence
• integrity

Procedures for Selection of Library Media Center Materials
In selecting library media center materials, the library media specialist will evaluate
available resources and curriculum needs and will consult reputable, professionally
prepared aids to selection and other appropriate sources. Sources to be consulted
may include:

• Bibliographies and indices such as: A to Zoo: Subject Access to Children’s
Picture Books; Best Books for Children: Preschool through Grade 6;
Elementary School Library Collection; Reference Books for School Libraries.

• Current reviewing media including: Booklist, School Library Journal, Horn Book,
Kirkus Reviews, Bulletin of the Center for Children’s Books, and others.

Other sources will be consulted as appropriate. Whenever possible, the actual
resource will be examined.

Gifts and Donations
The library media center welcomes gift and donated materials. These materials will
be subject to the same criteria as those obtained through the regular selection
process. Materials not chosen for inclusion in the collection may be discarded or sold
for funds to purchase additional library media center materials.

Weeding
Purpose
The Neighborhood Charter School library media center recognizes the importance of
maintaining a collection of current, appropriate, and useful materials. Therefore, a
periodic evaluation of the collection will be performed in order to remove or replace
materials that are no longer useful. Discarded materials may be offered to other
members of the school community or disposed of if unusable. The following
guidelines have been developed to aid in the weeding process; however, the final
decision concerning the removal or replacement of materials rests with the library
media specialist.

Guidelines
Weeding by appearance:

• Worn-out volumes: dirty, brittle, yellow pages; missing pages; tattered covers;
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etc.
• Badly bound volumes: soft, pulpy paper and/or shoddy binding
• Badly printed works
• Books of antiquated appearance which might discourage use
• Audio-visual materials with missing or broken pieces

Weeding of superfluous or duplicate volumes:
• Unneeded duplicate titles
• Older editions
• Highly specialized books (when library media center holds more general or up-

to-date volumes on the same subject)
• Books on subjects of little interest to the school community
• Books which no longer relate to the curriculum (if specialized)

Weeding based on poor content:
• Information is dated
• Information is inaccurate
• Stereotypes are present
• Book is poorly written

Weeding according to use:
• Nonfiction: book has not been checked out within last 10 years
• Fiction: book has not been checked out within last 5 years (classics excluded)

Dewey Decimal categories that may be quickly outdated:
• 000s: computer
• 400s: grammars with dated examples and/or illustrations
• 500s: astronomy, chemistry, physics, biology
• 600s: electronics, engineering, health, technology
• 900s: popular biographies

In addition, mistakes in selection/acquisition may be quickly outdated.

Categories of books which are not quickly outdated:
• dictionaries
• biographical sources
• literary criticism
• classics of literature
• foreign language literature
• art books
• local history/geography
• books providing general principles of a subject or discipline
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Reconsideration of Materials
Statement of Policy
The Neighborhood Charter School subscribes in principle to the philosophy
expressed in the ALA’s “Library Bill of Rights” and the American Association of School
Librarians' “Access to Resources and Services in the School Library Media Program:
An Interpretation of the Library Bill of Rights.” Copies of these documents are
appended to and made a part of this policy handbook. (See Appendices A and B)

The Neighborhood Charter School also recognizes that occasionally materials
selected may be challenged or questioned, despite the care taken in selecting them.
A procedure for processing and responding to criticism of approved material has
been established and will be followed. This procedure will include a formal signed
complaint of standard format and an appointed committee to reevaluate the material
in question.

Procedure for Handling Challenged or Questioned Books and Materials
1. Upon receiving a complaint, the library media specialist will hold a conference with
the patron making the complaint. The principal will be notified and may be present at
the conference.

2. If the problem cannot be resolved in the conference, the patron will be given a
"Request for Reconsideration of Library Materials" form (see Appendix C).

3. The patron will return the completed form to the library media specialist, who will
forward a copy to the principal.

4. The principal will appoint a committee to review the complaint. This committee will
be composed of the library media specialist, principal, and one faculty member, as
well as a member of the Neighborhood Charter School Governing Board, and a
member of the school’s Parent, Teacher, Community Association.

5. The committee will review the complaint and make a written report and
recommendation to the principal and the Governing Board.

6. Final disposition authority to keep or remove a book or other material rests with the
principal and the Governing Board.

7. A letter explaining the decision will be sent to the complainant.

FLEXIBLE SCHEDULING/HOURS OF OPERATION
It is the goal of the library media center to provide an open, flexible schedule for all
grades. The maintenance of this type of schedule is key to the success of a
constructivist curriculum. An open schedule allows students and teachers to come to
the center throughout the day on an as-needed basis to use information sources, to
read, to check books in and out, and to meet and work with other students and
teachers. Planning between the library media specialist and the teacher make the
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integrated library media program work. The teacher brings a knowledge of subject
content and student needs; the library media specialist provides a broad knowledge
of resources and technology, an understanding of teaching methods, and a wide
range of strategies that may be employed to help students learn information skills.
This cooperation between the teacher and the library media specialist integrates
information skills and materials into the classroom curriculum, resulting in the
development of assignments that encourage open inquiry.

The hours of operation for the library media center will follow the hours of the regular
school day, with the exception of the dismissal period. Professional library media
center staff must be present for the facility to be open. If a library media center staff
member works during the after-school program, the library media center may remain
open for the use of students and teachers in that program.

PROCEDURES
 Effective Use of the Library Media Center
 The library media specialist works with teachers and students to help them
understand how to use the library media center. At the beginning of each school year,
library media center guidelines are explained and discussed with each class during
an orientation session. The library media specialist, in collaboration with each
classroom teacher, holds additional information literacy skills sessions throughout
the school year to explore with students other uses of the library media center and its
resources.

Students, faculty, staff, and parents are encouraged to use the resources of the library
media center at any time needed. However, patrons are asked to respect the needs of
others who may be using the space at the same time. For full class visits, teachers
should sign up for a time in advance and collaborate with the library media specialist,
allowing for a more effective use of student time.

Students–Check Out
Students using the library media center agree to respect the materials, facility, staff,
and other students and faculty using the space. Students in kindergarten and grade 1
are allowed to check out 1 book at a time, for a period of 2 weeks. Students in grades
2-5 are allowed to check out up to 2 books at a time, for a period of two weeks. Books
may be renewed for one additional check out period.

The library media specialist reserves the right to limit student book check out based
on a student’s record of overdue, damaged, or lost books. Students are required to
pay a per book fee of $5 for damaged books that may be repaired and returned to the
shelf; a fee of $15 for books that are damaged beyond repair; and a $15 fee for lost
books. Appropriate notice will be sent to a student’s parent/guardian for book fees
owed. School records, including report cards, will be held at the end of the year if a
student owes library media fees.

Faculty/Staff–Check Out
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 Teachers and other staff using the library media center may check out an unlimited
number of books or other materials for an unlimited amount of time. All materials are
subject to recall.
 
 Parents—Check Out
Parents and guardians of NCS students may check out up to 5 books at a time for a
period of two weeks. The fees for lost or damaged books will follow the same
guidelines as those for students (see above).

Reference Materials
Materials marked as reference do not circulate and must be used in the library media
center.

Periodicals
The library media center holds subscriptions to a variety of periodicals for children.
Periodicals do not circulate.

DVDs, Videocassettes, and other Audio-Visual Materials
Faculty and staff only may check out audio-visual materials including DVDs,
videocassettes, audio recordings, listening center kits, and audio-visual equipment.
The library media specialist may make exceptions in special cases.

Internet Use
Access to the Internet is available throughout the school day in the library media
center. A Neighborhood Charter School Technology and Internet Use Agreement form
signed by a parent or guardian stating that a child may use the Internet must be on file
before a student can use the service. When using the Internet, an adult must be
available to assist students.

CONFIDENTIALITY OF RECORDS
The NCS library media center follows the policy of the ALA regarding the confidentiality
of records (ALA Policy 52.4, 54.16). See Appendix D.

ROLES AND RESPONSIBILITIES
Principal
The principal assures implementation of NCS and library media center policies and
procedures; encourages teachers to incorporate library media services into the
instructional program; advocates the benefits of flexible scheduling; provides joint
planning time for teachers and library media staff; and supports efforts to ensure
confidentiality of records and to provide diversity in the center’s collection.

Library Media Specialist
The library media specialist serves as teacher, instructional partner, and information
specialist. The media specialist administers the policies and procedures of the library
media center; collaborates with faculty in curriculum development and
implementation; and provides information literacy skills instruction to students.
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Library Media Center Committee
The library media center committee supports the policies and activities of the library
media center and acts as an advisory group. Members include the principal, the
library media specialist, the curriculum specialist, a teacher from grades K-2, a
teacher from grades 3-5, and at least one parent. The committee consults on library
media policies, collection development, curriculum implementation, and other
administrative issues. The committee meets on an as-needed basis.

Teachers and Instructional Aides
Teachers and instructional aides collaborate with the media specialist to integrate
information skills learning into classroom activities; attend library media center
orientation sessions and workshops; support the goals of library media center flexible
scheduling; and assist their class when using the library media center.

Students
NCS students use the library media center regularly during school hours. They follow
school guiding words and phrases when using the library media center and show
respect for fellow users by using a quiet voice, walking, handling materials carefully,
and following established library media center procedures.

Parents and Guardians
Parents and guardians of NCS students partner with the library media center through
general support and volunteering; ensure adherence to library media center policies,
including check out procedures and care of materials; and encourage participation in
fundraising events. Room parent volunteers may, among other activities, help
organize volunteers, serve as book fair chairperson, or work on other specific projects.

PROGRAMS AND OTHER RESOURCES
Book Fair
An annual book fair will be held for students. The library media center will have a
committee composed of parents and staff to plan and implement the book fair.

Fundraising
The library media center may participate in fundraising activities outside of those
conducted for the school in general. Funds acquired will be used for collection
development and/or author visits. If funds need to be used for additional purposes,
requests will require the approval of the principal and/or the library media center
committee.

Professional and Curricular Materials
NCS will maintain a selection of professional and curricular materials that are
available for check out by parents and staff.

Parent Materials
A parent library media collection will be made available in the library media center.
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The collection will contain materials dealing with the school, education, or parenting
issues.

Copyright Issues
The library media center will implement and promote student and staff understanding
of U.S. copyright law.

Atlanta-Fulton County Public Library
NCS students, staff, and parents are encouraged to obtain an Atlanta-Fulton County
Library card and use the resources of the public library system. Teachers residing
outside of Fulton County may obtain an educator’s card allowing them to check out up
to 50 items at a time.

REFERENCES
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Retrieved December 6, 2006, from http://www.ala.org/aasl/positions.

American Library Association (1998). Workbook for Selection Writing Policy. Retrieved
December 4, 2006, from http://www.ala.org/ala/oif/challengesupport/
dealing/workbookselection.htm



Appendix A

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 18, 1948.
Amended February 2, 1961, and January 23, 1980,
inclusion of “age” reaffirmed January 23, 1996,
by the ALA Council.
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Access to Resources and Services in the School Library Media Program
An Interpretation of the Library Bill of Rights

The school library media program plays a unique role in promoting 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 shapes the resources and services of a school library media
program, the principles of the Library Bill of Rights apply equally to all libraries,
including school library media programs.

School library media professionals 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 library media
professionals 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. Through resources, programming, and educational
processes, students and teachers experience the free and robust debate
characteristic of a democratic society.

School library media professionals cooperate with other individuals in building
collections of resources appropriate to the developmental and maturity levels of
students. These collections provide resources which support the curriculum and are
consistent with the philosophy, goals, and objectives of the school district. Resources
in school library media collections represent diverse points of view on current as well
as historical issues.

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 equal access to resources and services, the school library media program
provides resources which 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 media
program have access to resources and services free of constraints resulting from
personal, partisan, or doctrinal disapproval. School library media professionals resist
efforts by individuals or groups to define what is appropriate for all students or
teachers to read, view, hear, or access via electronic means.

Major barriers between students and resources include but are not limited to:
imposing age or grade 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
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related to the use of resources and services support free and open access to
information.

The school board adopts 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.
School library media professionals implement district policies and procedures in the
school.

Adopted July 2, 1986; amended January 10, 1990; July 12, 2000, by the ALA Council.



Appendix C

Neighborhood Charter School Library Media Center
Citizen's Request for Reconsideration of Library Materials

PLEASE COMPLETE FORM IN FULL. ATTACH ADDITIONAL SHEETS IF NEEDED.

Material Data
Author, Editor, or Compiler:
Title:
Publisher:

Personal Data
Request initiated by:
Telephone:
Address:
City:
Zip Code:

Complainant represents:
_____ Self
_____ Organization - Name:
_____ Other group - Name:

Reconsideration Data
1. To what in the material do you object? Please be specific: cite pages in books,
scene in film or video, etc.

2. Did you read the entire book, see the entire film, listen to the entire recording, use
or evaluate the entire kit, or evaluate component parts of the kit?

3. What do you feel might be the result of a student becoming involved with this
material in a learning situation?

4. Are you aware of professional evaluations of this material?

5. What do you believe is the theme of this material?
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6. What would you like the school to do about this material?
_____ Do not require my child to use this material.
_____ Permanently remove this material from the library media center.
_____ Other (explain)

7. What other material do you recommend that would convey a perspective of the
subject treated?

_________________________________________________________________
Signature of Complainant  Date

PLEASE RETURN COMPLETED FORM TO LIBRARY MEDIA SPECIALIST
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American Library Association
Position Statement on the Confidentiality of Library Records

The members of the American Library Association, recognizing the right to privacy of
library users, believe that records held in libraries which connect specific individuals
with specific resources, programs or services, are confidential and not to be used for
purposes other than routine record keeping: i.e., to maintain access to resources, to
assure that resources are available to users who need them, to arrange facilities, to
provide resources for the comfort and safety of patrons, or to accomplish the
purposes of the program or service. The library community recognizes that children
and youth have the same rights to privacy as adults.

Libraries whose record keeping systems reveal the names of users would be in
violation of the confidentiality of library record laws adopted in many states. School
library media specialists are advised to seek the advice of counsel if in doubt about
whether their record keeping systems violate the specific laws in their states. Efforts
must be made within the reasonable constraints of budgets and school management
procedures to eliminate such records as soon as reasonably possible.

With or without specific legislation, school library media specialists are urged to
respect the rights of children and youth by adhering to the tenets expressed in the
Confidentiality of Library Records, Interpretation of the Library Bill of Rights, and the
ALA Code of Ethics.


