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I.
LIBRARY MISSION STATEMENT:
The mission of the school library media center is to make a variety of resources available to students and staff and to guide them to become competent users of this information in many different formats. The library media center strongly supports the overall mission of the school as based on the ideals of St. Julie Billiart.  The collection reflects the spiritual foundation upon which the school is based.
I. PHILOSOPHY:  

The philosophy of the school library media center is based on an open door policy that encourages students and staff to use the resources that are presented to them in an organized format to support the educational program of the school.
III.
HOURS OF OPERATION:
High School: 

Monday - Friday              7:00 AM - 4:00 PM

The library media center remains open every Monday and
Wednesday during lunch block from 12:00 to 12:30.

Elementary/Middle School:


Monday - Friday
           7:40 AM -2:40 PM


IV.
CIRCULATION POLICIES AND ROUTINES:

Teachers: There are no limits on teacher borrowing.  Teachers may place materials on reserve. In addition, materials to support a particular unit or project may be compiled and set aside for students to use within the library.
High School:  Books are checked out for a three week period.  Audio-visual materials and periodicals are checked out for a one week period.  
Elementary/Middle School:  Library materials are checked out for a one week period.  Children in Grades K & 1 may borrow one item at a time.  Children in Grades 2-8 may borrow up to 2 items at a time.  Students may request expanded privileges.

All books must be returned on the date they are due.  If a student needs to renew a book, then the student must first give the book to the librarian to be re-stamped with a new due date. All books must be returned before any new book can be borrowed.   If materials have not been returned by the end of the school year, students will be billed for the cost of the materials. Exceptions to the borrowing policies ( i.e.. allowing students to borrow more materials because of a special project or other circumstance) may only be made at the discretion of the librarian. Such exceptions will be made on a case by case basis, keeping in mind the needs of both individual students and the student body as a whole.

Reserve materials:

Teachers are allowed to reserve materials (see above).

Overdue and lost materials:

High School / Elementary/Middle School: There are not fines charged on late materials. If an item is lost students are responsible for the replacement cost of that item. Borrowing privileges are suspended until all late materials have been returned or payment has been received. 
V.
LIBRARY USE POLICY:

High School:

Students signing out from a study or class must get a pass from the librarian.  The study teacher must co-sign this pass and the student must return this to the librarian.  Students may come to the library before and after school and during the break time.  Students may come to the library if they need library resources for class research and assignments.  

Classroom teachers may reserve the reference room for  

research on  projects and assignments.

Elementary/Middle School:  All students grade K-8 have one scheduled library class per week. Students are encouraged to use their library time wisely to conduct research and utilize library resources. Additionally, students may come before and after school and during breaks. Please note: Students must obtain permission from their teacher and the librarian before coming to the library at any time other than their assigned library time. Students signing out from a study or class must have a pass signed by the teacher.  

VI. COMPUTER USE POLICY:

High School:


The library has seven online computers for student research and 
word processing.  Students may access the Internet following

the guidelines of the Acceptable Use Policy  (see attachment).
A student is allowed 10 pages of print per project and each additional page is 10 cents.  
Students are permitted to save files on the local computer. Students 
are allowed to use disks in the reference room computers.

Elementary/Middle School:  Students will be given access to the use of the computers located in the library at the discretion of the librarian. Students may access the Internet following the guidelines of the Acceptable Use Policy. A student is allowed 10 pages of print per project and each additional page is 10 cents.  Students are permitted to save files on the local computer. Students may not load any software or disks to the computers in the library without permission of the librarian. 

VII.
COPY MACHINE USE

Students will be given access to the use of the copy machine located in the library.  Students must obtain permission to use the copy machine from the librarian.  Cost per page of copy is 10 cents.

VIII.
BUDGET:

The budget is determined by the Administration. Each librarian is responsible for purchasing print and non-print materials, as well as, audio-visual equipment and supplies.  The librarians manage their respective budgets. 

IX.     GIFT POLICY:

The librarians recognize gifts with a written thank you note.  Gifts given from an organization or individual will have a bookplate recognizing the donor.  Gifts of money come through the development office and that office recognizes such a gift.  The librarians make determinations as to the use of gift monies after consultation with the administration.

X.      ACQUISITION OF MATERIALS:

A. Selection Policy:

     It is the policy of the Academy of Notre Dame to provide a broad 
range of educational materials to enrich and support the curriculum and to meet the needs of the individuals students and teachers.  The professional staff should provide students with a wide range of materials of diverse appeal.  Materials should be available in a variety of formats and represent varying levels of difficulty and varying points of view.  In selecting materials, principles outweigh personal opinion.  Materials are considered for their quality, and appropriateness.

          B. Responsibility:
Responsibility for the selection of all library materials is delegated   

to the professional library staff through the building principal.  
The selection process involves open opportunity for consultation  

with administrators, faculty, and students.  Selection 
is based upon evaluation by the professional library staff, using 
professional library tools and other review media.

In selecting materials, library, staff, administrators and faculty are guided by the principles incorporated in the mission statement of the Academy of Notre Dame.  

The library’s collections will be developed systematically, ensuring a well balanced coverage of subjects, opinions, and formats and a wide range of materials on various levels of difficulty supporting the diverse interests, needs and viewpoints of the school community.

B. Selection Criteria:

Materials should support and be consistent with the general educational goals and the mission of the Academy of Notre Dame as set forth in the mission statement.

1. Materials should be selected to support and enrich both the curriculum and the personal needs of our students and faculty, taking into consideration diverse interests, abilities, socioeconomic backgrounds, maturity levels and students’ extracurricular interests.  Materials selected should encourage an appreciation for both informational and recreational reading, viewing, or listening.

2. Care will be taken to select materials meeting standards of high quality including: educational significance, physical format, presentation. In addition, this should include special features such as: indexes, table of contents, illustrations, photographs, maps, charts, graphs, readability, authenticity/accuracy in factual content, artistic quality or literary style, technical production/construction that is well-crafted, durable , manageable, and attractive.

3. Materials should be considered relating to their overall purpose and their direct relationship to the instructional objectives of the the curriculum.  Selected materials should support needs in the content areas and be appropriate to the variety of ages, developmental stages, ability levels and learning styles represented by the faculty and students.

4. Materials should be selected representing opposing points of view on controversial issues, encouraging individual analysis.

5. The literary style of a work should be appropriate and effective for the subject matter and its intended readers or viewers.

6. The value of any work must be examined as a whole.  The impact of the entire work will be considered, transcending individual words, phrases and incidents.

7. Resource sharing will be considered in purchasing decisions.  Materials may be purchased or not purchased based on networking and collaborative relationships with each collection and depending upon extent of need.

8. Materials will be purchased in a variety of formats with effort made to incorporate emerging technology when they meet the criteria outlined above.

9. Gift materials will be evaluated by the criteria outlined above and shall be accepted or rejected in accordance with those criteria.  

C. Procedures for selection:

The Librarians will be responsible for the selection of materials.  In coordinating this process the librarian will:

1. Use reputable, unbiased, professionally prepared selection aids.  Among the sources which may be consulted are:

a. American Film &Video Association Evaluations the Best in Children’s Books

b. Booklist

c. Bulletin of the Center for Children’s Books

d. Catholic Library World

e. Children’s Software Review

f. Horn Book

g. Kirkus Reviews

h. Library Journal

i. Library Talk

j. Multimedia Schools

k. Publisher’s Weekly

l. Reference Books for School Libraries

m. School Library Journal

n. Technology Connection

o. VOYA

p. CD-ROMS for Schools and Libraries

q. Senior High School Library Catalog

r. Other sources as appropriate
2. When possible examine items to be purchased

3. Consider recommendations from faculty, administrators, students and parents.

4. Judge gift items by standard selection criteria

5. Purchase duplicates of extensively used materials.

6. Purchase replacements for worn, damaged, or missing materials basic to the collection.

D. Weeding Policy: 
Weeding of the collections shall be done by each of the librarian’s for their respective collections.  The collections will be continually reevaluated in relation to evolving curriculum, new formats of material, new instructional methods, and the needs of its users.  Materials no longer appropriate should be removed.  Lost and worn materials of lasting value should be replaced if possible.  Weeding is essential to maintaining a relevant, attractive collection.  Materials considered for weeding should include: items in poor physical condition, items containing obsolete subject matter no longer needed to support the curriculum or student/faculty interests, and items containing inaccurate information that has been superseded by more current information.

E. Challenged Materials Policy:

The following procedures will be followed when there are challenges to the appropriateness of an item in the collection:

1. When a complaint is received which specifically relates to any materials in the libraries, the responsible librarian shall hold an informal discussion to determine the nature of the complaint.

2. When necessary a form, Request for Reconsideration of Materials is provided to the complainant to fill out and return to the school principal (see attachment).
3. The Request for Reconsideration will be forwarded to an ad hoc library review committee, which will consist of the librarian, a teacher, the Principal.
4. A meeting of this review committee will be scheduled within two weeks of receipt of the Request for Reconsideration.

5. Material will be judged by the committee for its conformance with the criteria for selection listed in this selection policy.

6. The written decision of the committee will be forwarded to the President.  The President will render a final decision as to the 
     appropriateness of the materials in question.

7. Challenged materials may remain in circulation until the 
      process is completed.

XI.     MEDIA CENTER CITIZENSHIP:

No food or drink in the library media centers.

Students should behave in a manner consistent with the rules and regulations of the school community.

ACCEPTABLE USE POLICY

     We are pleased to allow students at the Academy of Notre Dame access to the Internet. To gain access to the Internet, all students must obtain parental permission and must sign and return the form in this handbook. 

     Access to the Internet will enable students to explore thousands of libraries, databases, and bulletin boards. While our intent is to make Internet access available to further educational goals and objectives, students may find ways to access other materials.  Be assured that filtering software and firewall protection have been installed to prevent access to inappropriate sites parents and guardians of minors are ultimately responsible for setting and conveying the standards that their children should follow when using media and information sources. To that end, the Academy of Notre Dame supports and respects each family’s rights to decide whether to apply for access.  Please take every opportunity to discuss with your child the appropriate use of the Internet both at home and at school. 

---------------------------------------------------------------------------------------------------------

Expectation of Students

     The Internet is provided for students to conduct research. Access to the Internet is given to students who agree to act in a considerate and responsible manner.

     Access is a privilege - not a right. Access entails responsibility. Individual users of the school computer networks are responsible for their behavior and communications over the Internet. It is presumed that users will comply with school standards and will honor the agreements they have signed. It is expected that students will not access sites with objectionable material. We believe the information resources and opportunities for collaboration available through the Internet will benefit the students of the Academy of Notre Dame. Within reason, freedom of speech and access to information will be honored. During school hour, teachers will guide students toward appropriate materials.  The school is not responsible for restricting, monitoring, or controlling the communications of individuals utilizing the Internet.

Violations such as the following may result in a loss of access as well as other disciplinary or legal action:

     Sending or displaying offensive messages or pictures

     Using obscene language

     Harassing, insulting, or attacking others

     Damaging computer systems or computer networks

     Violating copyright laws

     Using another person’s password

     Trespassing in another person’s folder, work, or files

     Employing the network for commercial purposes

     Using individual email accounts, or such services as Instant Messenger, or Chat 

     Rooms

---------------------------------------------------------------------------------------------------------  

                        TERMS AND CONDITIONS FOR USE OF INTERNET

User agreement and parent permission form:

As a user of the Academy of Notre Dame computer network and the Internet, I hereby agree to comply with the stated expectations - communicating over the Internet in a reliable fashion and honoring all relevant laws and restrictions.

Student Signature___________________________________   Date_____________

As a parent or legal guardian of the student signing above, I grant permission for my daughter to access networked computer services on the Internet. I understand that individuals and families may be held liable for violations. I understand that some materials on the Internet may be objectionable and that the Academy of Notre Dame has placed a firewall and filtering software on every computer system to prevent access to inappropriate sites. I accept responsibility for guidance of the Internet - setting and conveying standards for my daughter to follow when selecting, sharing or exploring information and media.

Parent Signature_____________________________________  Date_____________


REQUEST FOR RECONSIDERATION OF MATERIALS

Requested by (name)

Address

Phone

Group affiliation ( if any)

Material in question

Author

Title

Copyright Date

Format :  Book ____    Periodical_____ CD-ROM____ Video_____ Other( please specify)_______

Please respond to the following questions:

1. Did you read/hear/view the entire work?  YES____   NO_____

2. If not, which part did you read/hear/view?

3. Specifically what part of the information did you find objectionable, and why? (Please cite pages, frames, sections, CD-ROMS, etc.)

4. Would you like to recommend this title for another age group?

5. Have you read the Academy of Notre Dame’s materials selection policy?  YES_____ NO_____.

6. How do you perceive students would be affected by exposure to this work?

7. What do you suggest the school/library do about this material?

           Signature___________________                                         Date______________

