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Purpose
The purpose of the Wonderful Willards School Policy and Procedures Manual is to provide a guide for the operation of the WWS library media program. The manual will be updated yearly, or as changes are made, in the library media center. If you have any suggestions or questions, please contact Mrs. Debbie McCormack (dmccorma@wcboe.org). 
Mission

Mission of WWS

The mission of Willards Elementary School is to provide all students with a variety of optimal learning experiences, which will enable them to become confident, self-directed, lifelong learners.  
Mission of WWS Media Center

The purpose of WWS Library Media Center is to support, extend, and enrich the educational process in partnership with the classroom teacher.  It is the duty of the media center to provide the school community with a wide range of materials on appropriate levels of difficulty. The library media center provides materials and services that will encourage growth in knowledge, foster information literacy, and encourage a love of reading. These materials and services will also help to develop literary, cultural, and aesthetic appreciation of the arts. 
School Community

WWS is a rural elementary school servicing approximately 300 pre kindergarten through second grade students.  The school is located on the eastern-most side of Wicomico County and draws its enrollment from four small towns:  Willards, Pittsville, Powellville, and Parsonsburg.  Our student population consists of 58% in the Free and Reduced Lunch Program, 12% in special education, and 4% ESOL.  We are a part of the Wicomico County Board of Education, located in Salisbury, Maryland.

What is Collection Development?
Collection development is an ongoing process for evaluating and building a quality library at WWS.  We support and abide by Wicomico County Public School’s policies and procedures manual in order to establish and maintain a vibrant, up-to-date media center fulfilling the needs of students, teachers, and curriculum.  It is our intent to enhance our collection with a variety of materials that will be representative of the points of view of the religious, cultural, ethnic, and social groupings within the school community.
Selection Objectives
· To ensure that students...are effective users of ideas and information.

· To provide library media materials and services appropriate to the curriculum of the school. 

· To provide library media materials and services that meet the information and recreational needs of the students. 

· To provide library media materials and services that make reading fun for the learning community. 

· To select materials that stimulate growth in factual knowledge, literary appreciation, aesthetic values, and societal standards. 

· To provide a wide range of best materials on appropriate levels of difficulty.
Responsibility for Selection

WWS Media Center will use the suggestions of peers, teachers, administration, students, parents, as well as other selection tools (such as, library journals, book awards, etc.) to choose materials that are appropriate to the curriculum of the school and a ‘best fit’ with our learning community.  Ultimately, the actual selection and ordering of library resources will rest on the professional judgment of the school librarian.
Selection Criteria for Library Media Materials

Library collections are developed to meet both curricular and personal needs.  The following criteria are recommended as a guide in selecting the best resources for the media center:  
· Appropriate for recommended levels
· Pertinent to the curriculum and the objectives of the instructional program 

· Accurate in terms of content 

· Reflective of the pluralistic nature of a global society 

· Free of bias and stereotype 

· Representative of differing viewpoints on controversial subjects 

· Appropriate format to effectively teach the curriculum 

· Recent copyright date as appropriate to the subject 

· Acceptable in literary style and technical quality 

· Cost effective in terms of use
· Appropriate for students with special needs
Donated Materials Policy

WWS Media Center welcomes gifts. All donations will be acknowledged. All donations will be subject to the same selection criteria as purchased resources. If any donation is not selected for inclusion in the collection, the gift material will be passed on to a more appropriate recipient, more than likely, the Wicomico County Public Library.
Access to Internet Resources

WWS is pleased to be able to offer computer and internet access for student use. Our goal in offering this access is to enhance the educational experience of our students. Many database and software programs are available throughout the school’s Novell system.  Our computer network offers access to information in text and media form that, if properly used, will stimulate student learning. 
WWS is in compliance with The Wicomico County Acceptable Use Policy which specifies guidelines for what is and is not permissible with technology. This agreement specifically addresses the privilege of using the internet on county network systems.  Staff will monitor students’ use of the internet through chosen websites and direct supervision.
Collection Maintenance
Assessment
Assessment of the collection includes taking inventory of existing materials, assessing materials in relation to needs of the curriculum, and weeding outdated and inappropriate materials.

Inventory Process
The inventory is a process by which holdings are checked against the automated cataloging system and the actual item to determine if the resource is still part of the collection and still meets selection criteria. The objective of this inventory is to ensure that the automated cataloging system accurately reflects the collection which is the key access point for students and teachers to locate information within the library.  An annual inventory is recommended as the data is critical in making collection development decisions about the quality and quantity of the collection in meeting the needs of students and staff.
Collection Analysis
Follett’s Titlewise provides a collection analysis service of the items contained in the media center’s online cataloging system.  This analysis should be done, at least, once a year.  A summary of all items owned, their ages, and their percent in relation to the total collection is a valuable tool, in particular, in determining the needs of the nonfiction section.
 
Weeding Materials
Weeding of the collection to remove materials that are outdated or no longer appropriate is a part of the selection process to ensure that the collection is as current as possible and continues to meet the information and recreational reading needs of all patrons. The school librarian will evaluate the collection on a continuing basis to identify materials in need of repair, replacement, or withdrawal.  Library media materials should be weeded if they:
· Are in poor physical condition – badly worn, defaced, or soiled – should be discarded.  Only minimal repairs should be made. 

· Have not been circulated in the last five years 

· Are outdated in content, use, or accuracy (Copyright date should be considered; however, do not make a decision to weed based solely on the copyright date of the material. Some older material may be considered classic or may be of great historical value to your collection.) 

· Materials whose content (text or illustrations) is dated should be discarded.

· Encyclopedias should be considered for replacement if they are more than five years old; none should be kept more than ten years.

· Magazines having research/reference use should be retained for 3-5 years.  No magazines should be kept longer, unless there is strong, specific reason for doing so.

· Materials that are unused because they are no longer relevant to the curriculum or student interests should be discarded.

· Duplicate copies of materials that are no longer in great demand should be discarded.

· Are mediocre or poor in quality 

· Are biased or portray stereotypes 

· Are inappropriate in reading level 

· Are superseded by new or revised information 

· Are outdated and unattractive format, design, graphics, and illustrations
· Are not selected in accordance with general selection criteria 
COMPLAINTS ABOUT INSTRUCTIONAL MATERIALS
As stated earlier, library materials are selected by the school librarian to implement, enrich, and support the educational program for the student.  WWS is obligated to provide for a wide range of abilities and to respect the diversity of many differing points of view. To this end, principles must be placed above personal opinion and reason above prejudice in the selection of materials of the highest quality and appropriateness and that reflect the widely held values of the WWS community.  Although, even as items are carefully considered for purchase, occasionally the public may possibly object to the materials used in the media center.  In order to register a complaint, an individual must complete the official form from the Wicomico County Board of Education, which is included in the Wicomico County Library Manual, and contact the school principal.
General Information
Library Media Center Hours of Operation

The library media center is opened from 8:00am - 3:00pm everyday. It is open for teacher and student use anytime within these hours, although if a class is being conducted, it is best for students to come back at another time. 
Library Media Center Behavior Policy

The LMC behavior policy is based on WWS’s School Wide Rules: 

· We respect others and their property 

·  We keep our hands, feet, and objects to ourselves at all times. 

· We are prepared for class 

· We are responsible for our own actions 
Library media center expectations are as follows:
· Follow directions 

· Be kind to books and other resources 

· Be kind to others
· Always use ‘small’ voices

· Use ‘walking’ feet
· Use a shelf marker when finding a book

Payment for Lost and Damaged Books
If an item is lost or damaged, the LMC will send home a bill for payment of the item.  If the book is lost, please keep your receipt.  In case the item is found, we will reimburse your money if the book is found within that fiscal year (July 1-June 31).  If the book is damaged, you must pay either the total replacement cost of the item or a damage fee.  If you are unable to do this, please contact the school librarian.  Your child will not be able to check out another book from our media center until this problem is resolved.
 Daily Operations

Library Media Center classes

· All classes come to the library twice a (six day) cycle for 30-minutes, with the exception of pre k, which comes only once. 

· Kindergarten, first, and second grade will use one of the days for book circulation; the other day, is used for story time, library skills, computer skills, or author studies.
Circulation procedures:

· Pre kindergarten, kindergarten, and first grade may check out 1 book; second grade may check out 2 books.  
· Books are due after one six day cycle.  Students may renew their books.  If they have overdue books out, they may not check out another book until the overdue book is turned in or renewed. 

· Teachers may check out as many books as needed.  Creating book baskets that rotate in and out of the classroom library is encouraged!  Due dates for teachers are flexible. Teachers may also check out equipment, such as camcorders and digital cameras.
Programs

Birthday Book Club
When there is a birthday at WWS (or any special occasion), the WWS family has the opportunity to purchase a "Birthday (or Celebration) Book" for the library in honor of the special person or event. This is a great way to celebrate and to help the library media center build a great supply of new books.
Maryland Black-Eyed Susan Awards

The purpose of the MBES Award is to encourage students to read good, quality, contemporary literature and to honor the authors of the books annually chosen as favorites by Maryland student vote.  Students in grades K-2 are eligible to vote on the MBES award in the Spring after reading eight of the nominees for that year. 

Accelerated Reader

The Accelerated Reading Program is a computerized reading tool that allows students to read books, take self-directed computerized tests to check comprehension, and earn points based on questions answered correctly.  Tests are purchased for specific titles and colored dots are placed on the spine of each book, signifying that a test is available, and its designated level of reading difficulty.  Approximately two thirds of the books in the WWS library have matching AR tests. The media center tracks each child’s progress in obtaining goals of 10%, 25%, 50%, and 75%, as they move towards their 100% goal for the year.  Accelerated Reader is a valued part of our instructional program and while we do recognize the students for achievement (with prizes and public recognition), the best reward should be their satisfaction with having read and comprehended a piece of literature!  [image: image1.wmf]
