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MEDIA HANDBOOK 

Section I 
INTRODUCTION 

A. District Mission 

The Hernando County School District collaborates with parents and other community 
stakeholders to effectively prepare all students for a successful transition into a diverse 
and changing world. 

B. Mission 

The mission of the Hernando County School District library media centers is to provide a 
broad range of educational material to enrich and support the cmTiculum and to meet the 
needs of individual students and teachers. 

C. Purpose 

1. Encourage and support the love of reading and learning. 
2. Increase access to provide excellence in the library media centers' resources, facilities, 

and services. 
3. Enrich and support the curriculum. 
4. Meet the needs of individual students and teachers. 
5. Impact the instructional program for students by strengthening the teaching/learning 

process through staff development, curriculum integration, and information literacy. 
6. Build community connections among school library media centers, public libraries and 

other sources of information. 
7. Stimulate student, parent, school, and community partnerships. 

D. Goals 

I. To expose our students to a wide variety of literature and literature-based activities that 
will encourage them to become lifelong readers for learning and pleasure. 

2. To provide print and non-print materials in all formats that support the curriculum of 
our schools and that meet the instructional and individual information needs of our 
students. 

3. To inspire students and staffto become effective users of ideas and information, 
4. To create and maintain a trusting and caring environment. 
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E. Roles and Responsibilities of the School Library Media Specialist 

1012.01 (2) (c) Librarians/media specialists - Librarians/media 
specialists are staff members responsible for providing school 
library media services. These employees are responsible for 
evaluating, selecting, organizing, and managing media and 
technology resources, equipment, and related systems; 
facilitating access to information resources beyond the school; 
working with teachers to make resources available in the 
instructional programs; assisting teachers and students in 
media productions; and instructing students in the location and 
use of information resources. 

The school library media program is not only integral to and supportive of the school 
curriculum, but also provides a mechanism for choice and exploration beyond the prescribed 
course of study. The school library media program provides a wide range of resources and 
information that satisfy the educational needs and interests of students. Materials are selected 
to meet the wide range of students' individual learning styles. The school library media center 
is a place where the students may explore more fully classroom subjects that interest them. 
They can expand their imagination, delve into areas of personal interest, and develop the 
ability to think clearly, critically, and creatively about the resources they have chosen to read, 
hear, or view. 

The school library media center provides a setting where the students develop skills they will 
need as adults to locate, analyze, evaluate, interpret, and communicate information and ideas 
in an information-rich world. Students are encouraged to realize their potential as informed 
citizens who think critically and solve problems, to observe rights and responsibilities relating 
to the generation and flow of information and ideas, and to appreciate the value of literature 
in an educated society. 

As a teacher, the library media specialist collaborates with students and other members of the 
learning community to analyze learning and information needs, to locate and use resources 
that will meet those needs, and to understand and communicate the information the resources 
provide. An effective instructor of students, the library media specialist is knowledgeable 
about current research on teaching and learning and skilled in applying its findings to a 
variety of situations - paiticularly those that call upon students to access, evaluate, and use 
information from multiple sources in order to learn to think, and to create and apply new 
knowledge. A curricular leader and a full patticipant on the instructional team, the library 
media specialist constantly updates personal skills and knowledge in order to work 
effectively with teachers, administrators, and other staff - both to expand their general 
understanding of information issues and to provide them with specific opportunities to 
develop sophisticated skills in information literacy, including the uses of information 
technology. 
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F. Information Literacy Standards 

Framework for 21st Century Learning 

People in the 21 st century live in a technology and media-suffused environment, marked by various 
characteristics, including: I) access to an abundance of information, 2) rapid changes in technology tools, 
and 3) the ability to collaborate and make individual contributions on an unprecedented scale. To be 
effective in the 21st century, citizens and workers must be able to exhibit a range offunctional and critical 
thinking skills related to information, media and technology. 

Learning and innovation skills increasingly are being recognized as the skills that separate students who 
are prepared for increasingly complex life and work environments in the 21st century, and those who are 
not. A focus on creativity, critical thinking, communication and collaboration is essential to prepare 
students for the future. 

The above graphic represents both 21st century skills student outcomes (as represented by the arches of 
the rainbow) and 21st century skills support systems (as represented by the pools at the bottom). 
http://www.21stcenturyskills.org/ 
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AASL Standard 1 : 

FL Standard 2: 

FL Standard 3: 

AASL Standard 4: 
FL Standard 4: 

Learners use skills, resources, and tools to inquire, think critically, and gain 
knowledge. 
FL Standard 1: The student comprehends the wide array of informational text 
that is part of our day to day experiences 
AASL Standard 2: Learners use skills, resources, and tools to draw 
conclusions, make informed decisions, apply knowledge to new situations, and 
create new knowledge. 
The student uses a systematic process for the collection, processing, and 
presentation of information. 
AASL Standard 3: Learners use skills, resources, and tools to share 
knowledge and participate ethically and productively as members of our 
democratic society. 
The student develops and demonstrates an understanding of media literacy as a 
life skill that is integral to informed decis ion making. 
Learners use skills, resources, and tools to pursue personal and aesthetic growth. 
The student develops the essential technology skills for using and understanding 
conventional and current tools, materials and processes. 

21 st Century Learner Common Beliefs 
Reading is a window to the world. 

Reading is a foundational skill for learning, personal growth, and enjoyment. The 
degree to which students can read and understand text in all formats (e.g., picture, 
video, print) and all contexts is a key indicator of success in school and in life. As a 
lifelong learning skill, reading goes beyond decoding and comprehension to 
interpretations and development of new understandings. 

Inquiry provides a framework for learning. 
To become independent learners, students must gain not only the skills but also the 
disposition to use those skills, along with an understanding of their own 
responsibilities and self-assessment strategies. Combined, these four elements build 
a learner who can thrive in a complex information environment. 

Ethical behavior in the use of information must be taught. 
In this increasingly global world of information, students must be taught to seek 
diverse perspectives, gather and use information ethically, and use social tools 
responsibly and safely. 

Technology skills are crucial for future employment needs. 
Today's students need to develop information skills that will enable them to use 
technology as an important tool for learning, both now and in the future. 

Equitable access is a key component for education. 
All children deserve equitable access to books and reading, to information, and to 
information technology in an environment that is safe and conducive to learning. 

The definition of information literacy has become more complex as resources and 
technologies have changed. 

Information literacy has progressed from the simple definition of using reference 
resources to find information. Multiple literacies, including digital, visual, textual , and 
technological , have now joined information literacy as crucial skills for this century. 
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The continuing expansion of information demands that all individuals acquire the 
thinking skills that will enable them to learn on their own. 

The amount of information available to our learners necessitates that each individual 
acquire the skills to select, evaluate, and use information appropriately and 
effectively. 

Learning has a social context. 
Learning is enhanced by opportunities to share and learn with others. Students need 
to develop skills in sharing knowledge and learning with others, both in face-to-face 
situations and through technology. 

School libraries are essential to the development of learning skills. 
School libraries provide equitable physical and intellectual access to the resources 
and tools required for learning in a warm, stimulating, and safe environment. School 
librarians collaborate with others to provide instruction, learning strategies, and 
practice in using the essential learning skills needed in the 21st century. 

The above 21st Century Standards are used with permission (11/19/07) from the American 
Association of School Librarians. The original document is available: 
htto :/ /www.a Ia.orrz/a la/ aas 1/aas I nroftoo ls/I earn in!!Standards/ AAS L Learnin!!Standards. odf. 

AASL's Standards for the 21st Century Learner 
http://www.ala.org/aasl/standards-guidelines/leaming-standards: 

Florida Standards 
http://www.fldoe.org/pdf/lafs.pdf 

http://www.fldoe.org/pdf/mathfs.pdf 
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Section II 
POLICIES AND GUIDELINES 

A. Florida Statutes 

1. 847.0133f.s. - It is unlawful for any person to sell, rent, loan, give away, distribute, 
transmit, or show any obscene material to a minor. For purposes of this section "obscene 
material" means any obscene book, magazine, periodical, pamphlet, newspaper, comic 
book, story paper, written or printed story or article, writing paper, card, picture, drawing, 
photograph, motion picture film, figure, image, videotape, videocassette, phonograph 
record, or wire or tape or other recording, or any written, printed, or recorded matter of 
any such character which may or may not require mechanical or other means to be 
transmuted into auditory, visual, or sensory representations of such character, or any 
article or instrument for obscene use, or purporting to be for obscene use or purpose. The 
term "obscene" shall have the same meaning as set forth ins. 847.001 . 
(847.001 is a 3 page document that defines obscenity.) 

2. 847.012f.s. - Prohibition of sale or other distribution of harmful materials to persons 
under 18 years of age; penalty.-
a. As used in this section, "knowingly" means having the general knowledge of, reason 

to know, or a belief or ground for belief which warrants further inspection or inquiry 
of both: 
(1) The character and content of any material described herein which is reasonably 

susceptible ofexamination by the defendant, and 
(2) The age ofthe minor; however, an honest mistake shall constitute an excuse from 

liability hereunder if the defendant made a reasonable bona fide attempt to 
ascertain the true age ofsuch minor. 

b. It is unlawful for any person knowingly to sell, rent, or loan for monetary 
consideration to a minor: 
(1) Any picture, photograph, drawing, scu lpture, motion picture film, videocassette, 

or similar visual representation or image of a person or portion of the human 
body which depicts nudity or sexual conduct, sexual excitement, sexual battery, 
bestiality, or sadomasochistic abuse and which is harmful to minors, or 

(2) Any book, pamphlet, magazine, printed matter however reproduced, or sound 
recording which contains any matter defined in s. 847.001 , explicit and detailed 
verbal descriptions or narrative accounts of sexual excitement, or sexual conduct 
and which is harmful to minors. 

c. Any person violating any provision of this section is guilty of a felony of the third 
degree, punishable as provided ins. 775.082, s. 775.083, or s. 775.084. 
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B. CASI Guidelines 

https://www.cognia.org/wp-content/uploads/2020/05/ APS-Schools-Overview.pdf 

At the District level: 

Resource Capacity 
The use and distribution ofresources support the stated mission of the institution. 
Institutions ensure that resources are distributed and utilized equitably so that the 
needs of all learners are adequately and effectively addressed. The utilization of 
resources includes support for professional learning for all staff. The institution 
examines the allocation and use of resources to ensure appropriate levels of 
funding, sustainability, organizational effectiveness, and increased student 
learning. 
Standard 3.8: The institution allocates human, material, and fiscal 
resources in alignment with the institution's identified needs and 
priorities to improve student performance and organizational 
effectiveness 

At the school level: 

Standard 3.6: The institution provides access to information resources and 
materials to support the curriculum, programs, and needs of students, staff, and 
the institution. 

C. Educational Media Materials Selection 

I. Objectives of Selection - The primary objective of the school's media center is to implement, 
enrich, and support the educational program of the school. The media center shall provide a wide 
range of materials on all levels of difficulty, with diversity of appeal, and the representation of 
different points ofview. The School asserts that the responsibility of the media center is to provide: 

a. Materials that will enrich and support the curriculum, taking into consideration the 
varied interest, abilities, and maturity levels of the students served; 

b. Materials that will stimulate growth in factual knowledge, literary appreciation, 
aesthetic values, and ethical standards; 

c. A background of information enabling students to make intelligent judgments in their 
daily life; 

d. Materials representative of the many religious, ethnic, and cultural groups and their 
contributions to the American heritage; and 

e. A comprehensive collection appropriate for the users of the media center which 
places principle above personal opinion and reason above prejudice in the selection 
of materials ofthe highest quality. 
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2. Criteria for Selection ofEducational Materials 
a. The standards to determine the propriety of the educational materials shall be 

pursuant to F lorida Statutes 847.001 

"Harmful to minors" means any reproduction, imitation, characterization, description, 
exhibition, presentation, or representation, of whatever kind or form, depicting nudity, 
sexual conduct, or sexual excitement when it: 
(a) predominantly appeals to a prurient, shameful, or morbid interest; 
(b) is patently offensive to prevailing standards in the adult community as a whole 
with respect to what is suitable material or conduct for minors; and 
(c) taken as a whole, is without serious literary, artistic, political, or scientific value 
for minors. 

b. First consideration shall be given to the needs of the individual school based on 
knowledge of the curriculum, of the exist ing collection, and of the needs of 
children and youth. Requests from users of the collection (i.e ., administrators, 
faculty, parents, and students) shall be given high priority. 

c . Materials shall be considered on the basis of accuracy of content, overall 
purpose, timeliness, importance of the subject matter, quality of the 
writing/production, readability and popular appeal, authoritativeness, 
comprehensiveness and material, reputation of the publisher/producer, reputation 
and significance of the author/artist/composer/producer, etc.; and format and 
price. 

d. Gifts of media or money shall be accepted with the understanding that their use 
or disposition sha ll be determined by those persons having the responsi bility for 
acquisitions, according to the same selection criteria and procedures as purchased 
materials. 

3. Procedures for Selection 
In selecting materials for purchase, the school library media specialist shall evaluate the 
existing collection and shall consult with: 

1) Reputable, unbiased, professiona lly prepared selection aids such as those 
published by the American Library Association and reputable publishing 
companies generally accepted by the educational media profession; 
Media staff, curriculum consultants, faculty, students, and community 
representative( s) and 

2) Media/Literacy committee appointed by the principal to serve in an advisory 
capacity in the selection of materials. 

3) In specific areas, the library media specialist shall fo llow the procedures set forth 
in the Media Handbook as well as the following procedures: 

4) Purchase materials which are outstanding and frequently used. 
5) Replace periodica lly worn or missing basic items. 
6) Withdraw out-of-date or unnecessary items from the collection; and 

examine sets of materia ls and materials acquired by subscription and 
purchase only material to fill a definite need. 
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D. Selection and Adoption of Instructional Materials 

The School Board adopts courses of study pursuant to State Law and Policy 2220. When adopting 
courses of study, State Law also requires the Board to adopt and provide adequate instructional 
materials to students enrolled in the District. 

"Adequate instructional materials" means a sufficient number of student or site licenses or sets of 
materials that are available in bound, unbound, kit, or package form and may consist of hard-backed 
or soft-backed textbooks, electronic content, consumables, learning laboratories, manipulatives, 
electronic media, and computer courseware or software that serves the basis for instruction for each 
student in the core courses of mathematics, language arts, social studies, science, reading, and 
literature. 

Furthermore, Federal Law requires the Board to provide accessible instructional materials as 
specified in a student's Individualized Education Program (IEP). Such accessible instructional 
materials may be of a type or in a format as specified in the definition of adequate instructional 
materials in this policy. 

As required by State Law, instructional materials adopted and used in the District shall be consistent 
with the goals and objectives in the District's adopted course of study and with the course 
description established by State Board rule. The Board is responsible for the content of all 
instructional materials and any other materials used in a classroom, made available in a school 
library, or included on a reading list. Upon written request, an individual will be provided access 
to materials or books specified in the written request that are maintained in a District library if such 
materials or books are available for review. The school principal shall arrange for a convenient time 
to provide such access. 

The Superintendent shall develop administrative procedures that set forth a process to involve 
staff in the review and evaluation of instructional materials. The staff involved in this process 
shall recommend to the Superintendent for submission to the Board for adoption of 
instructional materials that addresses the goals and objectives for adopted courses of study 
and the course descriptions established by State Board rule. The instructional materials shall be 
from the State-adopted instructional materials list if there has been a State adoption or from 
publishers and other resources if there has not been a State adoption. 

The Superintendent's procedures shall also prescribe the process for the acquisition, management, 
use, accountability, and reporting requirements ofall instructional materials. 

Adoption of Instructional Materials 

Prior to submitting a recommendation to the Board regarding the recommended instructional 
materials, those materials will be accessible for review online for at least twenty (20) calendar days 
prior to the open publicly noticed meeting at which a public hearing will be held so that the Board 
can receive comment, if any, about the instructional material under consideration for adoption. The 
Superintendent shall establish reasonable safeguards against the unauthorized use, reproduction, and 
distribution of the instructional material under consideration. 

Following the public hearing, the Board may act upon the Superintendent's recommendation to 
adopt the instructional materials. At an open publicly noticed meeting following the meeting at 
which the instructional materials is adopted, the Board shall consider a recommendation to approve 
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an annual instructional materials plan that identifies any instructional materials to be purchased 
pursuant to the instructional materials review process described herein. 

The Superintendent shall maintain a list ofall adopted instructional materials. 

Purchase ofInstructional Materials 

Following adoption by the Board, requisitions shall be issued to purchase current instructional 
materials from the State-adopted instructional materials list so that each student in Kindergarten 
through Grade 12 will have a major tool of instruction in core courses - subject areas of 
mathematics, language arts, science, social studies, reading, and literature. Any materials purchased 
shall be free of pornography and materials prohibited under F.S. 847.12, suited to student needs and 
their ability to comprehend the material presented, and appropriate for the grade level and age group 
for which the materials are used or made available. 

Requisitions shall also be issued to purchase instructional materials that will be the major tool of 
instruction for subjects in the State Course Code Directory for which the Board has adopted courses 
of study, but for which there are no materials on the State-adopted instructional materials list. 

The Superintendent shall approve these purchases. 

In any year in which the total instructional materials allocation for District has not been expended or 
obligated prior to June 30tl', the unobligated amount shall be carried forward and added to the next 
year's allocation. 

The District shall maintain on its website a current list of instructional materials, by grade level, 
purchased by the District. 

Replacement and Purchase of Instructional Materials by Students/Parents 

Students, and/or their parents/guardians shall be responsible for the cost of replacing any 
instructional materials lost, destroyed, or unnecessarily damaged. Failure to provide payment for 
the damage or loss may result in the suspension of the student from participation in extra-curricular 
activities, including graduation ceremonies, or the debt may be satisfied by the student performing 
community service activities at the school as determined by the school principal. 

Any student or his/her parent(s) may purchase a copy of the designated course instructional 
materials, regardless of format, for the District's purchase price, including shipping. 

Cost of materials may be charged for materials use in those activities beyond the basic curriculum in 
which a student elects to participate, particularly in activities where the product becomes the 
property ofthe student. 

Process for Parents and Residents to Contest Adoption of Instructional Materials 

The following individuals may file an objection to the adoption of a specific instructional material: 

A. Parents of students in the District; and 

B. Residents ofthe county. 
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For purposes of this policy, "resident'' means a resident ofthe county who has maintained his/her 
residence in Florida for the preceding year, has purchased a home that is occupied by him/her as 
his/her residence, or has established a domicile in Florida pursuant to F.S. 222.17. 

Filing a Petition 

A parent or resident must file a petition with the Board within thirty (30) calendar days after the 
Board's adoption of specific instructional material on a form provided by the Board. The petition 
form shall be publicly available by visiting any school in person or by accessing the link on the 
Board's website. The petition must be signed by the parent or resident, include the required 
contact information, and state the objection to the instructional material based on the criteria set 
forth inF.S. 1006.31(2)or 1006.40(3)(d). 

Timeframe for Hearing 

When the thirty (30) calendar day period following Board adoption ofthe instructional material in 
question has expired, the Board will conduct at least one (1) open public hearing before an 
unbiased and qualified hearing officer for all timely petitions received. 

Hearing Officers 

Hearing officers are not employees or agents of the District with the exception of any agreement 
entered into for purposes of conducting the hearings set fo1th herein. Hearing officers shall be 
selected by the Board from a list ofcandidates provided by the Superintendent. 

Procedures for Hearings 

Petitioners will have an adequate and fair opportunity to be heard and present evidence to the 
hearing officer. Hearings shall be conducted as fo llows: 

A. The petitioner may make an opening statement. 

B. The District's representative may make an opening statement. 

C. The petitioner may present evidence (including documents and testimony from witnesses) 
that instructional material does not meet the criteria ofF.S. I 006.31 (2) or 1006.40(3) (d) if it 
was selected for use in a course or otherwise made available to students in the School District 
but was not subject to the public notice, review, comment, and hearing procedures under F.S. 
1006.283(2) (b) 8., 9., and 11. 

D. The District representative may present evidence (including documents and testimony from 
witnesses) that the instructional material does meet the criteria ofF.S. 1006.31(2) or 
1006.40(3) ( d) if it was selected for use in a course or otherwise made available to students in 
the School District but was not subject to the public notice, review, comment, and hearing 
procedures under F.S. I 006.283(2) (b) 8., 9., and 11. 

E. The petitioner may make a closing statement. 

F. The District representative may make a closing statement. 
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Within fourteen (14) days of the date of the hearing, the hearing officer shall submit a 
recommended order to the Board. The Board shall consider the recommended order and enter a 
final order at a publicly noticed Board meeting. If the petitioner proves that instructional material 
does not meet the criteria required under F.S. 1006.28, or contains prohibited material under that 
statute, it shall be removed in accordance with Florida Law. The Board's decision is final and not 
subject to further petition or review. 

Hearings under this policy are not subject to the provisions of F.S. Chapter 120. 

Free School-Related Instructional Materials 

Free instructional materials may be accepted for c lassroom and school purposes under conditions 
that meet all the following criteria: 

1) The initiative for securing the materials should be of the type that teachers seek rather than 
materials forwarded to them to promote the interests of an outside agency. 

2) The materials should fill a legitimate purpose of the school cun-iculum. 

3) The advertising feature ofthe materials should be minimized. 

4) Educational films should contain a minimum amount of commercial advertising. 

E. Challenged Media or Materials Policy (School Board Policy 4.30) 

Definition: any media or instructional materials that are not Board adopted. 

Yearly there will be a standing Media Advisory Committee created, run by the 
designated Library Media Specialist which shall include at least 5 representatives from 
the following areas: 
Administration/designee, faculty, staff, student (if grades 11 or 12), parent, and 
community member. 

In the event that a parent or member of the community has a complaint about media or 
instructional materials, the following procedures should be instituted: 

l . The complainant must contact the school principal to discuss the material in question. Ifa 
meeting is needed it should be attended by the complainant, the staff member involved, 
principal or designee, and the Library Media Specialist designated for that school. 

2. If the issue cannot be resolved in this meeting, the principal will direct the complainant to 
fill out the Request for Reconsideration of Media/Instructional Materials Form and return 
it within five (5) working days. 
a. The principal shall immediately notify the Superintendent's office of any challenged 

material complaint. 
b. The material under consideration will remain available unless otherwise directed by 

the Superintendent or designee. 

Revised 2/2022 



3 . Upon receipt ofthe Reconsideration of Media/Instructional Materials Form, the principal 
will convene the school 's standing Media Advisory Committee. The committee members 
will read, review and discuss the entire work. The committee shall report their decision to 
the principal within fifteen (15) working days. 

4. After review ofthe committee's decision, the principal will advise the 
complainant and the Superintendent of the decision. 

5. If the complainant desires further review, the principal will provide the District Media 
Materials Review Form to the complainant. The complainant will submit the form to the 
School Services Division within five (5) working days. 
a. Upon receipt of the District Media Materials Review Form, a district review 

committee will be formed. The committee shall function as a fact-finding committee 
for the purpose of advising the Superintendent of all the pertinent facts regarding the 
challenged materials. The committee members will read, review, and discuss the 
entire work. 

c. The review committee will consist ofa minimum of five (5) representatives from the 
following areas: 

l. County Office curriculum member 
2. Principal-same level, different school 
3. Teacher(s)-same level, different school 
4. Parent(s)-same level, different school 
5. Student(s)-Grades 11 or 12-when dealing with high school 

material challenge 
6. Library Media Specialist-different school or designee 
7. Community member 

At least one (1) member of the committee must be a library media specialist. Every 
effort will be made to form an ethnically and culturally diverse committee. 
d. Within fifteen (15) working days after receipt of the review form, committee 

members will meet to discuss the challenge. 
l . Committee members will select a chairperson. 
2. Committee members will review all available information 

related to the challenged materials. 
3. Committee members will prepare a report and 

recommendation to the Superintendent. 
e. The Superintendent will review the report of the committee and any other 

information the Superintendent deems necessary and thereafter make a 
recommendation to the School Board for action. 

f. The School Board will consider the Superintendent's recommendation at a public 
meeting together with any information received by the School Board from the 
complainant and/or community and thereafter render a decision at that meeting 

F. Copyrighted Materials (School Policy 3.52) 

The District shall abide by all provisions ofthe copyright laws. 

1. Commercial materials, whether printed or non-printed, may not be duplicated without 
prior written permission from the owner or copyright holder. 
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2. The School Board does not sanction or condone illegal duplication in any form, the use 
of illegally duplicated materials, or the improper use of commercially duplicated 
materials. 

3. Procedures and guidelines for the legal duplication of materials for instructional 
purposes may be obtained from the school or District Office. 

4. Employees who willfully infringe upon current copyright laws may be subject to 
disciplinary action by the School Board. 

5. Any staff member shall, prior to installing any computer software not purchased by the 
School Board, obtain approval for such by completing a donated property form and 
delivering same and providing a valid license for the utilization of such software. ln 
the event such software is not to be donated, the staff member shall lease the software 
to the School Board at no cost to the Board by denoting such on the donated property 
form. In no event shall any such software be installed upon any computer owned by 
the HCSB without the approval required herein. 

Documents cannot be copied unless permission from the copyright holder is given. 
It is best to assume that the material is copyrighted unless it states otherwise. 

This also includes copyrighted material on websites. 

2531 - Copyrighted Works 

The School Board directs its staff and students to use copyrighted works only to the extent that the law 
permits. The Board recognizes that Federal law applies to public school districts and the staffand students 
must, therefore, avoid acts of copyright infringement under penalty of law. 

In order to help the staff and students abide by the laws set forth in Title 17 of the United States Code, the 
Board directs the Superintendent to provide administrative procedures regarding the copying and 
distribution of copyrighted materials for instructional purposes and for the appropriate use of copyrighted 
material on the Board's website. 

Because the District hosts a website and stores information on it at the direction of users, it is classified as 
an on-line service provider for copyright purposes. In order to limit the District's liability relating to 
material/information residing, at the direction ofa user, on its system or network, the Communication and 
Government Relations Department will serve as the agent to receive notification of claimed infringement. 
A link to the agent's name, mailing address, telephone number, fax number, and e-mail address shall 
appear on the home page of the District's web site. Such contact information, along with the appropriate 
filing fee, shall also be provided to the Copyright Office of the Library of Congress. 

The agent shall be responsible for investigating and responding to any complaints. 

© Neola 2003 

Legal 
17 U.S.C. 101 et seq. 

For up to date information on resources about copyright laws, see 
https://www.edutopia.org/article/teachers-guide-copyright-and-fair-use 

Revised 2/2022 

https://www.edutopia.org/article/teachers-guide-copyright-and-fair-use


G. American Library Association Library Bill ofRights 

The American Library Association affirms that all libraries are forums for information and 
ideas, and that the following basic policies should guide their services. 

1. Books and other library resources shou ld 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. 

2. 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. 

3. Libraries should challenge censorship in the fulfillment of their responsibility to 
provide information and enlightenment. 

4. Libraries should cooperate with all persons and groups concerned with resisting 
abridgment of free expression and free access to ideas. 

5. A person's right to use a library should not be denied or abridged because of origin, 
age, background, or views. 

6. 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. 
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H. Job Descriptions 

Hernando County School Board 
Florida 

FLSA: Exempt, Union 

MEDIA SPECIALIST 

Required Qualifications: 

• Bachelor's Degree 
• Florida certification as Media Specialist 
• Experience in the selection and use of media materials 

Performance Responsibilities: 

• Plan, administer and evaluate the media program and policies which are integrated with other 
programs of the school and district 

• Work cooperatively with the principal, media staff and users delegating duties and appropriate 
authority to the media staff 

• Recommend and justify budget requirements for an effective media program 
• Participate in the selection of personnel for the media program 
• Maintain inventory records ofall media center materials 
• Establish an environment which provides access to students and teachers to take advantage of the 

media center throughout the school day 
• Organize all library media materials according to a standard library classification system 
• Provide guidance in selection, location, utilization and evaluation of materials to meet individual 

needs and interests 
• Provide the entire school population with an opportunity for discovery and exploration of 

materials and equipment for budget considerations 
• Assist teachers in the selection and utilization of media materials to support instructional learning 

objectives 
• Provide teachers with information about new materials and recent media developments in their 

specific instructional area 
• Perform other duties as assigned by the principal and/or designee 

Physical Demands: 

Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently, and/or up to 10 
pounds of force regularly or as needed to move objects. 

Reports to: 

Reports directly to the principal and/or designee 

Evaluation: 

Annual evaluation done by the principal and/or designee 
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Terms of Employment: 

10-month employment 

Salary: 

Salary based upon approved salary schedule - Instructional 

Job Code: 

62030 - Elementary 62031 - Middle School 62032 - High School 

Board Approved: 06/06/95 
Revised: 01/20/09, 05/ 17 /11 
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Hernando County School Board 
Florida 

FLSA: Non-Exempt, Union 

PARAPROFESSIONAL - MEDIA 

Required Qualifications: 

• High school diploma or General Education Diploma (GED) 
• Ability to type and perform clerical tasks 
• Ability to communicate effectively with teachers, students and school community within the 

media program 
• Working knowledge oftechnology 
• A.A. Degree, sixty (60) college credits or a passing score on the ParaPro Assessment Exam if 

assigned to a Title I School 

Desired Qualifications: 

• Two (2) years of experience in delivery of media services or an Associate's Degree, or a 
combination of this experience and college 

Performance Responsibilities: 

• Perform circulation tasks, such as charging, discharging, reserving, booking, scheduling and 
delivering of materials and equipment 

• Perform data entry of patrons and media materials 
• Locate materials and equipment for patrons and assist them in using media center resources 
• Prepare and process orders of books, equipment and other media supplies 
• Maintain records and inventories for the media center 
• Perform clerical and bookkeeping activities for the media center 
• Perform minor repairs of media center books and equipment 
• Shelve, file and duplicate materials for the media program 
• May be assigned duty time for breakfast, lunch, pick-up, drop-off, etc. 
• Perform other duties as assigned by the principal and/or designee 

Physical Demands: 

Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently, and/or up to 10 
pounds of force regularly or as needed to move objects. 

Reports to: 

Reports directly to the principal and/or designee 

Evaluation: 

Annual evaluation done by the principal and/or administrative designee 
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Terms ofEmployment: 

IO-month employment 

Salary: 

Salary based upon approved salary schedule - Noninstructional Level D 

Job Code: 

62040 

Board Approved: 08/ 18/98 
Revised: 01/20/09, 05/17/11 , 09/06/11 
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Section III 
MANAGING THE COLLECTION 

A. Collection Development 

1. Research Findings 
"Collection development based on sound principles can ensure both better quality 
materials and increased use by the teachers and students. Schools with written policy on 
the selection and reconsideration of library materials are more successful in retaining 
questioned materials. Among school and community predictors of academic 
achievement, the size ofthe library media center staff and the collection is second only to 
the absence of at-risk conditions, particularly poverty and low educational attainment 
among adults." 

What Works, Ken Haycock, 1999 

2. Evaluation Criteria 
A. Library media specialists shall evaluate educational materials and media by the 
following guidelines: 
(1) Educational Significance (Material is valuable for an individual course of 

study.) 
(2) Appropriateness (Material is geared to the age, maturity, interest, and learning 

levels of students for whom it is intended.) 
(3) Accuracy (Non fiction information is correct, recent and objective.) 
(4) Literary Merit (Fiction has a notewo1thy plot, setting, characterization, style, 

and theme.) 
(5) Scope (Content is covered adequately to achieve its intended purpose.) 
(6) Authority (The author, editor, or producer has a superior reputation for 

producing materials ofthis nature.) 
(7) Special Features (Item has maps, charts, graphs, glossaries, and/or other 

learning aids that are unique or valuable.) 
(8) Translation integrity (Material translated from one language to another 

maintains the stylistic characteristics of the original.) 
(9) Arrangements (Concepts are presented in a logical sequence and in a way that 

assures learning.) 
(10) Treatment (Typeset, visual style, and/or medium captures and holds the 

student's attention.) 
(11) Technical Quality (Sound is clear and audible; visuals project clearly.) 
(12) Aesthetic Quality (Material is superior to similar items in attractiveness and 

presentation ofcontent.) 
(I 3) Potential Demand (Item has particular timeliness or popular appeal.) 
(14) Durability (Material has the potential for frequent use or is of a nature that it 

will be considered consumable.) 
B. Educational materials and media must also be evaluated for a bias-free content. 
There are five areas in which bias is evidenced. 
(1) Contextual Invisibility (The omission or under representation of various racia l 

and ethnic groups, people with disabilities, older people, women, and people 
from a variety of social classes.) 

(2) Stereotyping and Characterization (Assignment of traditional and rigid roles or 
attributes to a group.) 
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(3) Historical Distortions and Omissions (Materials which present only one 
interpretation ofan issue, situation, or group ofpeople.) 

(4) Language Bias (Materials which perpetuate single-standard language usage 
that reflects bias based on sex, race, ethnicity, disability, age, and class.) 

(5) Inaccurate and Stereotypical Visual Images (Pictures which present and 
reinforce sexism, racial and ethnic stereotypes, etc.) 

3. Suggested Selection Aids 
All materials should be evaluated prior to purchase. Whenever possible, materials should 
be examined directly. When this is not possible, the library media specialist should 
consult professional evaluation sources to select print and non-print resources. A variety 
of selection aids should be used by every school library media specialist. 
a. Current evaluation guides to basic and special collections, such as: 

(1) Elementary School Library Media Collection (Brodart) 
www.brodartbooks.com/l ibrary-collection-development/bibz-online-ordering/page/aspx?id=277 

(2) Collection Analysis and Planning (Penna Bound) 
Perrna-bound.com/analysis/index. jsp 

(3) Reference Sources for Small and Medium Sized Libraries (ALA) 
b. Objective, professional journal reviews of new resources such as: 

(1) Horn 
(2) Booklist 
(3) Bulletin/or lite Center for Cltildren's Books 
(4) Sc/tool Library Journal 
(5) Voices o/YoutltAdvocates 
(6) Kirkus 

c. Bibliographies and reading lists from curriculum materials, such as textbooks and 
curriculum guides 

d. Recommended lists developed by professional societies such as: 
(1) American Library Association (ALA) 

http://www.ala.org 
(2) American Association of School Librarians (AASL) 

http://www.ala.org/aasi.html 
(3) Association for Education Communications and Technology (AECT) 

http://www.aect.org 
(4) National Council ofGeographic Education (NCGE) 

www.ncge.org 
(5) National Council for Social Studies (NCSS) 

http://www.ncss/org 
(6) National Council for the Teachers ofMathematics (NCTM) 

http://www.nctm.org 
(7) National Council ofTeachers of English (NCTE) 

http://www.ncte.org 
(8) National Science Teachers Association (NST A) 

http://www.nsta.org 
e. Award winning titles 
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4. Guidelines for Evaluating Library Book Collections 

Evaluating a book collection involves subjective, professional decisions to determine the 
value of an item in terms of curriculum, student and teacher needs, demand, and 
replacement capability. In general, a book may be considered "current" if it meets the 
following criteria: 

General it ies 
(000, l 00 & 200) 

Social Studies 
(300 & 900) 

Language 
(400) 

Science & Technology 
(500 & 600) 

Arts/Recreation 
(700) 

Literature 
(800) 

Biography 

Fiction & Easy 

Audiovisual/Computer 
Software 

B. Purchasing Procedures 

Published in the last five to fifteen years ... 
Circulates frequently. 

Retains balance on controversial subjects. 
Evaluate demand, accuracy, and currency. 
Maintain local history. 

Keep basic. 

Reflects the current status of science and technology within 
the last five years; other areas, 10 years. 

Keep a basic collection, especially art history. Keep 
well-illustrated items. Avoid dated techniques and/or 
equipment. 

Collection includes a retrospective variety of poetry and 
other literary genre deemed to have lasting value. Keep a 
basic collection, especially criticism; discard minor, 
unassigned writers; check indexes. Collection also includes 
award winning children's and adult literature. 

Collection should represent individuals cmTently influential 
in science, industry, the arts, social issues, and 
ente11ainment/recreation. Keep until demand wanes, unless 
outstanding in content or style and still used. 

Keep high demand/ evaluate. 

Weed worn or out-of-date items, keep software up to six 
years, videocassettes and DVDs up to five years. 

1. Purchasing procedures are site-based and may vary from school to school. Each media 
specialist should consult with the school bookkeeper to determine paperwork and 
procedures required at that site. 
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2. It is suggested that the library media specialist maintain a current print and non-print 
order file ("wish list") that includes faculty and student requests. This file, updated and 
weeded frequently, is an essential planning device. Building and maintaining an order 
consideration file will ass ist in making materials selection an evaluative process rather 
than a hurried procedure when orders are due. 

3. Funding sources: 

a. State Media 
State Media dollars must be used to purchase " items have intellectual content which 
assist in the instruction ofa subject or course." (See F.S. 1006.40( 4) 

b. District allocation 
Local discretionary media dollars are provided when possible for the purpose of 
purchasing other items needed to support the media center. 

c. Internal funds 

4. Publishers' catalog and sales representatives: 

The reviews and evaluations found in publishers' catalogs are useful to check cunent 
prices but NOT as a substitute for standard selection aids. 

Sales representatives and vendors can visit individual schools but should do so only by 
prior appointment with the library media specialist and presentation of proper 
identification in the front office. 

Book previews are prohibited. 
Media Specialists should not accept vendor shipments of books for review. 

The visit is considered only an information gathering session. No purchase agreements 
are made. All purchases must follow district approved procedures. 

Sales personnel are not permitted to donate free library materials to schools in exchange 
for pennission to distribute commercial information through students. 

C. Lost and Damaged Materials 

In a busy library media center, the library media specialist can assume that up to one percent 
of the total number of library media center materials will be lost or damaged each year. This 
fact should not restrict the free circulation of materials. However, pupils are responsible for 
payment of lost or damaged materials. 

1. Student/Parent responsibility for lost and damaged materials -
All instructional materials are the property of the district school board. When distributed 
to the students, these instructional materials are on loan to the students while they are 
pursuing their courses of study and are to be returned at the direction of the principal or 
the teacher in charge. Each parent of a student to whom or for whom instructional 
materials have been issued, is liable for any loss or destruction of, or unnecessary damage 
to, the instructional materials or for failure of the student to return the instructional 
materials when directed by the school principal or the teacher in charge, and shall pay for 
such loss, destruction, or unnecessary damage as provided by law. 
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2. Principal's responsibilities to collect money for lost or damaged items -
The principal/designee has the responsibility to manage the use of instructional materials. 
As a part of that management, authority is given by Florida Statute to collect payment for 
lost or damaged materials. 

F.S. 1006.28(4)(b) (2011) The school principal shall collect from each student or the 
student's parent the purchase price of any instructional material the student has lost, 
destroyed, or unnecessarily damaged and to report and transmit the textbook money 
collected to the district school superintendent. The failure to collect such sum upon 
reasonable effort by the school principal (or designee) may result in the suspension of the 
student from participation in extracurricular activities or satisfaction of the debt by the 
student through community service activities at the school site as determined by the 
school principal. 

3. The library media specialist should develop a plan to be approved by the school principal 
for collecting payment for lost or damaged items. When developing a plan for such items, 
the following guidelines are recommended: 
a. The plan must be consistent with F.S. 1006.28(4) (b) 
b. Items damaged beyond repair should be considered lost and may be discarded 

following the correct procedures for discarding. 
c. A student should pay for materials after receiving an overdue notice or parent letter. It 

may also be necessary to send a Notice of Obligation to the student's home by 
U.S.mail. 

d. Notice of Obligation needs to be entered into the electronic student cumulative file. 
e. The plan should establish procedures determining who will collect the money. 
f. An individual receipt from a receipt book must be issued to the student. Receipt books 

can be signed out to the person receiving the money by the school's bookkeeper. 
It is recommended that the title, call number, and barcode number be written on the 
receipt in case the item is later retrieved. 

g. If the library media specialist is collecting the money, he/she should list all monies 
received by receipt number and the amount received on the correct form and give to 
the bookkeeper at the end of the same day. 

h. Accurate records of the lost and damaged books must be kept. An item status record 
report is available in the circulation system. 

1. If a student transfers to another school within the district without returning a library 
media item, the library media specialist should notify the receiving school's library 
media specialist. 

J. Every effort should be made to retrieve the items(s) or payment. A block preventing 
further use of media materials may be placed on the student's record through the 
circulation system until the material(s) have been returned or reimbursement has been 
received. · 

k. During the summer, reimbursement needs to be collected where the loss incurred. A 
copy of the Monies Collected form should be made for the library media specialist. 

Revised 2/2022 



E. Weeding and Discarding Materials 

Evaluation of the collection should be an ongoing process by the library media specialist and 
the instructional staff. This is necessary in order to keep the collection relevant to the 
changing needs of the curriculum and personal interests of students. Evaluation should 
include the removal of materials no longer appropriate and the replacement of lost and worn 
materials of educational value. Discarding materials that are no longer useful is as important a 
process as selecting new items ofhigh quality. 

The underlying principle of weeding is quality, not quantity. With proper balance of 
planning, weeding, and purchasing, the collection should meet high standards and meet the 
needs ofthe learning community. 

The library media specialist and all teachers who are assisting in the evaluation process must 
be familiar with general guidelines for weeding. MUSTY is an acronym for five areas that 
frequently ruin a book's usefulness and mark it for weeding. 

M = Misleading (and/or factually inaccurate) 
U = Ugly (worn and beyond mending) 
S = Superseded (by a truly new edition or by a much better book on the subject) 
T = Trivial ( of no discernible literary or scientific merit) 
Y = Your collection has no use for this book (irrelevant to the needs and interests of 

your community) 

1. Discard procedures for property 
Property that can not be repaired and property that has exceeded its useful life should be 
considered obsolete and surplus. Such property must be submitted to the Property 
Department for disposal. The Property Transaction form (SO-PC-009) must be completed 
by the library media specialist and signed by the principal. The form should be forwarded 
to the Property Depa.ttment. The surplus equipment will be picked up and disposal will be 
completed by the Prope1ty Department. 

2. Transfer of property 
The principal is the custodian of all property and equipment at the school. When it has 
been determined that a piece of equipment is not needed at the school where the property 
is located but the property may still be useful, the property may be transferred to another 
school site. The Property Transaction form (SO-PC-009) may be completed and 
unwanted/workable equipment may be routed to another school site providing an 
agreement has been made by the sending and receiving principals. Other 
unwanted/workable equipment may be routed to the warehouse. 

F. Accepting Donations 

All gifts and donations to the library media center or to the library media specialist is covered 
by School Board policy ( 4.22(2) ( d) which states, "Gifts of media or money shall be accepted 
with the understanding that their use or disposition sha ll be determined by those persons 
having the responsibility for acquisitions, according to the same selection criteria and 
procedures as purchased materials." The library media specialist should always strive to 
maintain good public relations with members of the community and to be tactful in dealing 
with well-meaning residents who are cleaning out closets and bookshelves. If materials are 
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accepted, a letter thanking the donor should be sent. However, under no circumstances should 
the library media specialist attach a dollar value to the donation. A simple statement of the 
number of books or items is sufficient. All materials and equipment should be accepted with 
the following understandings: 

I. Materials meet the same standards of selection as those applied to original purchases. 
2. Materials are of real value to the instructional program of the school with a purpose to 

education rather than to promote sales. 
3. Materials can be integrated into the general library collection and do not need special 

housing. 
4 . The library media center staff may dispose of the gift at their discretion. 

When community members wish to make a book donation to a school library and there is no 
Library Media Specialist attached to that school, those donations wi ll be made to the District 
Office. A Library Media Specialist will review those materials (using the same guidelines 
followed when purchasing media selection materials). These guidelines are found in Section 
II - Policy and Gu idelines - Section C. 

F. Organizing the Collection 

1. General policies: 
a. Each school shall maintain an online public access catalog. (OPAC) 
b. All materials in the school library media center shall be organized, catalogued and 

housed for easy accessibility to students and faculty. 
c. Books and non-print materials shall be catalogued according to Anglo-American 

Cataloging Rules current edition. 
d. All materials shall be classified according to the Dewey Decimal Classification 

system. 
e. Subject headings are selected from Sears List of Subject Headings (current edition). 

The Library of Congress Subject Headings (current edition) may be used as a 
reference. 

f. Materials shall be prepared for use as soon as possible after they have been received. 
g. When original cataloging is absolutely necessary, the library media specialist shall 

make all decisions with regard to classification numbers, choice and form or main 
entry and subject headings. 

h. Media personnel shall be trained to process print and non-print materials. 

2. Processing material: 
a. Books which are ordered from a state bid vendor may come fully processed, if the 

library media specialist so desires. If requested, plastic covers and barcode labels are 
provided and can be attached. The vendor may supply MARC records. 

b. The following tasks are necessary in preparing a book for circulation: 
(I) Stamp with ownership identification stamp. 
(2) Attach labels where necessary. 
(3) Enter MARC records for each item. 

3. Barcode Protocol: 14 digit barcode protocol 
4 digits - school # + 0 (i.e. 1230) 
2 digits - collection ifyou want to use as the 5th and 6th digit (i.e. 123010) 
8 digits - identifying number - starting with 7000 (i.e. 1230 I 070002345) 
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Collection Numbers - if you choose to use (This refers to the 2 digit#) 
10-Library 
30 - AV (software) 
40 - Equipment (does not connect to computer) 
50 - Family Resource Center/Title I 
60 - Professional 
70 -Technology (connected to computer; media center inventory) 
75 - Technology (technology department inventory) 

G. Interlibrary Lending 

District Sharing: Media specialists should contact other media specialists m other 
schools in the District. 

G. Inventory 

Before beginning the inventory process, make sure the library media center collection 
(books, AV materials equipment, textbooks) is ready. All books don' t have to be 
returned, but it is easier to have as many returned as possible. Weeding, repairing, 
cleaning, and relocating are commonly associated with inventory. Delete discarded items 
from the library inventory program. 

A physical count of the book collection is accomplished via a computerized inventory, 
following the directions given for the library circulation system. 

Librarians have estimated that an inventory takes at least four weeks of 
uninterrupted work for a collection of 20,000 items. This estimate will be used when 
deciding how much time will be needed to do the inventory for the media center. 
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Section IV 
MEDIA ACTIVITIES 

A. Public Relations/Marketing 

Promoting library media services for students and teachers needs to be an objective for all 
Hernando County library media specialists. One method of achieving this goal is to prov ide 
pamphlets or handbooks outlining the usage and services of the library media centers. 

B. Media Availability 

1. Opening and Closing Dates 

The specific date to open the library media center is determined by the school based 
administration. Every effort must be made, however, to allow adequate time to prepare 
the library media center for student and staff use at the beginning of the school year. 

2. Beginning Circulation Procedures 

Library media specialists must develop the procedures for circulation. The decisions must 
be made in cooperation with the school administration and instructional staff. The 
following are suggested guidelines to be considered. 
a. Begin by turning on the computers and testing to identify problems. If a problem is 

identified contact the school's technology coordinator. 
b. Be sure that all items have been checked in correctly. 
c. Print a list of overdue books and/or fines to be g iven to the appropriate persons 

responsible for dissemination to students. 
d. Updating the circulation system 

(1) Set the school calendar in the system 
(2) Clear all information from the system that will not be needed for the current year. 
(3) Update the patron's list. Library Media Specialists .will have access to write and 

pull necessary reports from Skyward to create and update regularly the patron list 
for their school. Other Media personnel will request these reports from their data 
entry or TIS. 

3. Closing Procedures 

The library media specialist must discuss the closing of the library media center with the 
school's administration. Together they will agree on the appropriate date for closing. 
Consideration must be given to the time needed to complete the final inventory of 
materials. The following are suggested guidelines to be considered when planning a 
closing date. 
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a. Complete an inventory ofall available resources. 
(I) Prepare a list of all missing items. 
(2) Delete items that have been missing two complete years. 
(3) Capture the year's collection statistics. 

b. Print a list of overdue books and/or fines. Notices of obligation must be prepared and 
entered into Skyward. Provide this infonnation to the appropriate people in the 
school. 

c. Print any reports that are relevant to the school site. 
d. The graduating class must be removed from the system. This may be done at the end 

of the school year, or it may be a part of the opening procedures. 

C. Book Fair Procedures 

Many schools conduct one or more school-wide book fairs each year as fundraising events. 
To run a school-wide book fair requires considerable advance planning, but the details 
of if, and when, the event is run, its duration, and scheduling are at the discretion of the 
individual library media specialist. 
A short list ofsteps for holding a book fair would include the following: 

I. Get approval to hold a book fair from school administration. Contact a book fair vendor 
and schedule start and end dates. See that the book fair dates are placed on the school 
calendar. 

2. Line up parent volunteers to help with the fair, i.e. mainta in the shelves and displays, 
assist student, teacher and parent purchasers. 

3. Schedule and advertise any special preview events to be held for students, teachers, 
staff, and/or parents. 

4. Learn to use the cash register and obtain a starting bank. A common amount is $50.00 in 
small bills and coins. Keep track of inventory and reorder popular items so as not to run 
out. 

5. Make an accurate account ing of each day's intake and complete a Monies Collected 
form, plus any other paperwork required by the school bookkeeper. Deposit all receipts 
daily with the bookkeeper. 

6. At the close of the book fair, pack up the materials for pickup and complete the 
accounting forms for the book fair company. Get direction from the school bookkeeper 
about how and when to submit a Request for Purchase Order and/or a Check 
Requisition to send a check to the book fair company for the sales amount less your 
profit. 

D. State and National Library Celebrations 

Possible celebrations may include: 

January 
ALA Youth Media Awards 
http://www.ala.org/news/mediapresscenter/presskits/youthmediaawards/alayouthmedia 
awards 

Literacy Week 
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http://www.justreadflorida.com/ 

March 
Dr. Suess Celebration 

April 

National Libraiy Week/School Library Month 

National Library Week is a national observance sponsored by the American Library 
Association (ALA) and libraries across the country each April. It is a time to celebrate 
the contributions of our nation's libraries and librarians and to promote library use and 
support. All types of libraries - school, public, academic and special - participate. 

Many school libraries also celebrate the month of April as School Library Month 
sponsored by the American Association of School Librarians, a division of ALA, with 
the same theme as National Library Week. 

Voting for the SSYRA and FTR winners 

http://www.ala.org/ala/aboutala/offices/pio/mediarelationsa/factsheets/nationallibrary week.cfm 

National Poetry Month 
http://www.poets.org/national-poetry-month/home 

September 
Library Card Sign-Up Month 
http://www.ala.org/conferencesevents/celebrationweeks/card 

Banned Books Week 
http://www.bannedbooksweek.org/ 

October 
Teen Read Week is a national literacy initiative of the Young Adult Library Service 
Association that is aimed at teens, their parents, librarians, educators, booksellers and 
other concerned adults. The message is to encourage teens to read for the fun of it. 
Each year an annual theme allows Y ALSA to focus on timely topics and teen interests. 
Teen Read Week is celebrated the third full week in October every year. 
https:/ /www .floridamed iaed .org/fl orida-teens-read.htm I 

November 
Picture Book Month is an international literacy initiative celebrates the print 
picture book during the month ofNovember. 
http://picturebookmonth.com/ 
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E. Sunshine State Young Readers Award (SSYRA) Guidelines 

The Sunshine State Young Reader's Awards are presented annually to the authors of the 
books voted as most outstanding by students in grades three through eight in participating 
Florida schools. The presentation of the awards, sponsored by the Florida Association for 
Media in Education (FAME) and the School Library Media Services Office of the Florida 
Department of Education, culminates each year's statewide reading motivation program 
designed to introduce children and young people to noteworthy literature. 
https://www.tloridamediaed.org/ssyra- jr.html 

1. Purpose of the A ward Program 
The purposes of the Sunshine State Young Reader's Award program are the following: 
a. To encourage students to read for personal satisfaction. 
b. To help students in understanding, relating to, and enjoying life through experiences 

with literature. 
c. To help students become discriminating readers in their personal selection of books. 
d. To develop an awareness of outstanding literature for children and young people. 
e. To encourage cooperation among administrators, library media specialists, and 

teachers in broadening reading experiences. 
f. To give recognition to those who write books for children and young people. 

2. Overview ofAward Program 
The award program is administered by the FAME Sunshine State Young Reader's Award 
Committee. The committee seeks nominations of outstanding works of literature for 
children and young people from school library media specialists to comprise the reading 
lists for each school year. Teachers and students may make nominations through their 
library media specialists. All nominations received by the committee are given 
consideration. All books are read by persons involved in the selection process, and the 
final lists are compiled. The Master List of Titles for Grades 3-5 and the Master List 
of Titles for Grades 6-8 include 15 titles each. 

Florida public schools and interested non-public schools are given an opportunity to 
participate in the award program. Students in participating schools are encouraged to 
include some of the titles from the appropriate master list in their reading experiences 
during the school year. At a designated time each spring, eligible students vote for their 
favorite book from the master list for their grade level. Votes from the statewide balloting 
are compiled to determine the winners ofthe Sunshine State Young Reader's Award. 

3. Criteria for School Participation and Voting 
Any school in Florida with students enrolled in grades three through eight that agree to 
meet the following requirements may participate in the award program: 
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a. Provide through the library media center a minimum of twelve titles from the 
appropriate Master List of Titles. 

b. Develop classroom or library media center procedures for determining each child's 
eligibility to vote. 

c. Provide an opportunity for eligible students who have read, or have heard read, at 
least three of the program titles to cast their votes at the appropriate time. 

d. Tally the total votes cast in the school by grades and report the results online by the 
deadline date. 

e. Plan, in cooperation with teachers, some reading motivation activities during the year 
to acquaint students with the award program and the reading opportunities provided. 

4. Awards 
The authors who receive the highest number of votes in each grade category K-2, 3-5 and 
6-8, in the statewide balloting by students eligible to vote will be declared the winners of 
the Sunshine State Young Reader' s Award for the year. The authors of the winning books 
will be invited to the annual conference of the Florida Association for Media in 
Education to receive award recognition and bookends engraved with the award seal. The 
books receiving the second and third highest number of votes will be recognized as 
Honor Books. All schools that participate in the award program will receive a certificate 
ofappreciation and seals to attach to the award-winning books. 

H. Professional Organizations 

Library media specialists are encouraged to participate in professional media associations. 
Professional organizations provide stimulating oppmtunities for professional growth. 

1. Florida Association for Media in Education (FAME) 

This state organization sponsors an educational media conference each fall attended by 
media personnel from the entire state and features outstanding professional development 
opportunities. The organization works for the improvement of school media programs 
statewide through workshops, the encouragement of professional growth, and the support 
of legislation vital to the interests ofeducational media. 

2. American Library Association/American Association of School Librarians (ALA/AASL) 

The American Library Association (ALA) is open to all librarians working in all types of 
centers and at all levels. Membership in the parent organization includes membership in a 
type-of-library division. For school media personnel, this division would be the American 
Association of School Librarians (AASL). Journals published by the parent organization 
and its divisions serve to keep the school media specialist aware of developments in the 
profession and offer a channel of professional communication. 

3. The International Society for Technology in Education (ISTE) is a nonprofit organization 
for educators and education leaders committed to empowering connected learners in a 
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connected world. Home to the ISTE Conference and Expo and the widely adopted ISTE 
Standards for learning, teaching and leading in the digital age, the association represents 
more than 100,000 professionals worldwide. 

Appendix A 

Property Transfer Form 
Notice of Obligation Form 
Reconsideration Forms for Challenged Materials (#1 - #4) 
Video Permission form 
Variety of forms used at some of the schools - please choose and adjust for your 
school site 
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	Section I INTRODUCTION 
	Section I INTRODUCTION 
	A. District Mission 
	The Hernando County School District collaborates with parents and other community 
	stakeholders to effectively prepare all students for a successful transition into a diverse 
	and changing world. 
	B. Mission 
	The mission of the Hernando County School District library media centers is to provide a broad range of educational material to enrich and support the cmTiculum and to meet the needs of individual students and teachers. 
	C. Purpose 
	1. 
	1. 
	1. 
	Encourage and support the love ofreading and learning. 

	2. 
	2. 
	Increase access to provide excellence in the library media centers' resources, facilities, and services. 

	3. 
	3. 
	Enrich and support the curriculum. 

	4. 
	4. 
	Meet the needs of individual students and teachers. 

	5. 
	5. 
	Impact the instructional program for students by strengthening the teaching/learning process through staff development, curriculum integration, and information literacy. 

	6. 
	6. 
	Build community connections among school library media centers, public libraries and other sources of information. 

	7. 
	7. 
	Stimulate student, parent, school, and community partnerships. 


	D. Goals 
	I. To expose our students to a wide variety of literature and literature-based activities that will encourage them to become lifelong readers for learning and pleasure. 
	2. 
	2. 
	2. 
	To provide print and non-print materials in all formats that support the curriculum of our schools and that meet the instructional and individual information needs of our students. 

	3. 
	3. 
	To inspire students and staffto become effective users of ideas and information, 

	4. 
	4. 
	To create and maintain a trusting and caring environment. 


	E. Roles and Responsibilities of the School Library Media Specialist 
	1012.01 (2) (c) Librarians/media specialists -Librarians/media specialists are staff members responsible for providing school library media services. These employees are responsible for evaluating, selecting, organizing, and managing media and technology resources, equipment, and related systems; facilitating access to information resources beyond the school; working with teachers to make resources available in the instructional programs; assisting teachers and students in media productions; and instructing
	The school library media program is not only integral to and supportive of the school curriculum, but also provides a mechanism for choice and exploration beyond the prescribed course of study. The school library media program provides a wide range of resources and information that satisfy the educational needs and interests ofstudents. Materials are selected to meet the wide range of students' individual learning styles. The school library media center is a place where the students may explore more fully c
	The school library media center provides a setting where the students develop skills they will need as adults to locate, analyze, evaluate, interpret, and communicate information and ideas in an information-rich world. Students are encouraged to realize their potential as informed citizens who think critically and solve problems, to observe rights and responsibilities relating to the generation and flow of information and ideas, and to appreciate the value of literature in an educated society. 
	As a teacher, the library media specialist collaborates with students and other members of the learning community to analyze learning and information needs, to locate and use resources that will meet those needs, and to understand and communicate the information the resources provide. An effective instructor of students, the library media specialist is knowledgeable about current research on teaching and learning and skilled in applying its findings to a variety of situations -paiticularly those that call u
	F. Information Literacy Standards 

	Framework for 21st Century Learning 
	Framework for 21st Century Learning 
	Artifact
	People in the 21st century live in a technology and media-suffused environment, marked by various characteristics, including: I) access to an abundance of information, 2) rapid changes in technology tools, and 3) the ability to collaborate and make individual contributions on an unprecedented scale. To be effective in the 21st century, citizens and workers must be able to exhibit a range offunctional and critical thinking skills related to information, media and technology. 
	Learning and innovation skills increasingly are being recognized as the skills that separate students who are prepared for increasingly complex life and work environments in the 21st century, and those who are not. A focus on creativity, critical thinking, communication and collaboration is essential to prepare students for the future. 
	The above graphic represents both 21st century skills student outcomes (as represented by the arches of the rainbow) and 21st century skills support systems (as represented by the pools at the bottom). 
	/ 
	http://www.21stcenturyskills.org

	AASL Standard 1 : 
	FL Standard 2: 
	FL Standard 3: 
	AASL Standard 4: FL Standard 4: 
	Learners use skills, resources, and tools to inquire, think critically, and gain knowledge. FL Standard 1: The student comprehends the wide array of informational text that is part of our day to day experiences AASL Standard 2: Learners use skills, resources, and tools to draw conclusions, make informed decisions, apply knowledge to new situations, and create new knowledge. The student uses a systematic process for the collection, processing, and presentation of information. AASL Standard 3: Learners use sk
	21st Century Learner Common Beliefs Reading is a window to the world. Reading is a foundational skill for learning, personal growth, and enjoyment. The degree to which students can read and understand text in all formats (e.g., picture, video, print) and all contexts is a key indicator of success in school and in life. As a lifelong learning skill, reading goes beyond decoding and comprehension to interpretations and development of new understandings. Inquiry provides a framework for learning. To become ind
	The continuing expansion of information demands that all individuals acquire the thinking skills that will enable them to learn on their own. The amount of information available to our learners necessitates that each individual acquire the skills to select, evaluate, and use information appropriately and effectively. Learning has a social context. Learning is enhanced by opportunities to share and learn with others. Students need to develop skills in sharing knowledge and learning with others, both in face-
	AASL's Standards for the 21st Century Learner : 
	http://www.ala.org/aasl/standards-guidelines/leaming-standards

	Florida Standards 
	http://www.fldoe.org/pdf/lafs.pdf 
	http://www.fldoe.org/pdf/mathfs.pdf 

	Section II POLICIES AND GUIDELINES 
	A. Florida Statutes 
	1. 847.0133f.s. -It is unlawful for any person to sell, rent, loan, give away, distribute, transmit, or show any obscene material to a minor. For purposes of this section "obscene material" means any obscene book, magazine, periodical, pamphlet, newspaper, comic book, story paper, written or printed story or article, writing paper, card, picture, drawing, photograph, motion picture film, figure, image, videotape, videocassette, phonograph record, or wire or tape or other recording, or any written, printed, 
	(847.001 is a 3 page document that defines obscenity.) 
	2. 847.012f.s. -Prohibition of sale or other distribution of harmful materials to persons under 18 years of age; penalty.
	-

	a. 
	a. 
	a. 
	a. 
	As used in this section, "knowingly" means having the general knowledge of, reason to know, or a belief or ground for belief which warrants further inspection or inquiry of both: 

	(1) 
	(1) 
	(1) 
	The character and content of any material described herein which is reasonably susceptible ofexamination by the defendant, and 

	(2) 
	(2) 
	The age ofthe minor; however, an honest mistake shall constitute an excuse from liability hereunder if the defendant made a reasonable bona fide attempt to ascertain the true age ofsuch minor. 



	b. 
	b. 
	b. 
	It is unlawful for any person knowingly to sell, rent, or loan for monetary consideration to a minor: 

	(1) 
	(1) 
	(1) 
	Any picture, photograph, drawing, sculpture, motion picture film, videocassette, or similar visual representation or image of a person or portion of the human body which depicts nudity or sexual conduct, sexual excitement, sexual battery, bestiality, or sadomasochistic abuse and which is harmful to minors, or 

	(2) 
	(2) 
	Any book, pamphlet, magazine, printed matter however reproduced, or sound recording which contains any matter defined in s. 847.001 , explicit and detailed verbal descriptions or narrative accounts of sexual excitement, or sexual conduct and which is harmful to minors. 



	c. 
	c. 
	Any person violating any provision of this section is guilty of a felony of the third degree, punishable as provided ins. 775.082, s. 775.083, or s. 775.084. 


	B. CASI Guidelines 
	/ APS-Schools-Overview.pdf 
	https://www.cognia.org/wp-content/uploads/2020/05

	At the District level: 
	At the District level: 
	Resource Capacity The use and distribution ofresources support the stated mission of the institution. Institutions ensure that resources are distributed and utilized equitably so that the needs ofall learners are adequately and effectively addressed. The utilization of resources includes support for professional learning for all staff. The institution examines the allocation and use of resources to ensure appropriate levels of funding, sustainability, organizational effectiveness, and increased student lear

	At the school level: 
	At the school level: 
	Standard 3.6: The institution provides access to information resources and materials to support the curriculum, programs, and needs ofstudents, staff, and the institution. 
	C. Educational Media Materials Selection 
	I. Objectives of Selection -The primary objective of the school's media center is to implement, enrich, and support the educational program of the school. The media center shall provide a wide range of materials on all levels of difficulty, with diversity of appeal, and the representation of different points ofview. The School asserts that the responsibility ofthe media center is to provide: 
	a. 
	a. 
	a. 
	Materials that will enrich and support the curriculum, taking into consideration the varied interest, abilities, and maturity levels of the students served; 

	b. 
	b. 
	Materials that will stimulate growth in factual knowledge, literary appreciation, aesthetic values, and ethical standards; 

	c. 
	c. 
	A background of information enabling students to make intelligent judgments in their daily life; 

	d. 
	d. 
	Materials representative of the many religious, ethnic, and cultural groups and their contributions to the American heritage; and 

	e. 
	e. 
	A comprehensive collection appropriate for the users of the media center which places principle above personal opinion and reason above prejudice in the selection of materials ofthe highest quality. 


	2. Criteria for Selection ofEducational Materials 
	a. The standards to determine the propriety of the educational materials shall be pursuant to Florida Statutes 847.001 
	"Harmful to minors" means any reproduction, imitation, characterization, description, exhibition, presentation, or representation, of whatever kind or form, depicting nudity, sexual conduct, or sexual excitement when it: 
	(a) 
	(a) 
	(a) 
	predominantly appeals to a prurient, shameful, or morbid interest; 

	(b) 
	(b) 
	is patently offensive to prevailing standards in the adult community as a whole with respect to what is suitable material or conduct for minors; and 

	(c) 
	(c) 
	(c) 
	taken as a whole, is without serious literary, artistic, political, or scientific value for minors. 

	b. 
	b. 
	b. 
	First consideration shall be given to the needs of the individual school based on knowledge of the curriculum, of the existing collection, and of the needs of children and youth. Requests from users of the collection (i.e., administrators, faculty, parents, and students) shall be given high priority. 

	c. 
	c. 
	Materials shall be considered on the basis of accuracy of content, overall purpose, timeliness, importance of the subject matter, quality of the writing/production, readability and popular appeal, authoritativeness, comprehensiveness and material, reputation of the publisher/producer, reputation and significance of the author/artist/composer/producer, etc.; and format and price. 

	d. 
	d. 
	Gifts of media or money shall be accepted with the understanding that their use or disposition shall be determined by those persons having the responsibility for acquisitions, according to the same selection criteria and procedures as purchased materials. 




	3. Procedures for Selection 
	In selecting materials for purchase, the school library media specialist shall evaluate the existing collection and shall consult with: 
	1) Reputable, unbiased, professionally prepared selection aids such as those published by the American Library Association and reputable publishing companies generally accepted by the educational media profession; Media staff, curriculum consultants, faculty, students, and community representative( s) and 
	2) Media/Literacy committee appointed by the principal to serve in an advisory capacity in the selection of materials. 
	3) In specific areas, the library media specialist shall follow the procedures set forth in the Media Handbook as well as the following procedures: 
	4) Purchase materials which are outstanding and frequently used. 
	5) Replace periodically worn or missing basic items. 
	6) Withdraw out-of-date or unnecessary items from the collection; and examine sets of materials and materials acquired by subscription and purchase only material to fill a definite need. 
	D. Selection and Adoption of Instructional Materials 
	The School Board adopts courses of study pursuant to State Law and Policy 2220. When adopting courses of study, State Law also requires the Board to adopt and provide adequate instructional materials to students enrolled in the District. 
	"Adequate instructional materials" means a sufficient number of student or site licenses or sets of materials that are available in bound, unbound, kit, or package form and may consist of hard-backed or soft-backed textbooks, electronic content, consumables, learning laboratories, manipulatives, electronic media, and computer courseware or software that serves the basis for instruction for each student in the core courses of mathematics, language arts, social studies, science, reading, and literature. 
	Furthermore, Federal Law requires the Board to provide accessible instructional materials as specified in a student's Individualized Education Program (IEP). Such accessible instructional materials may be of a type or in a format as specified in the definition of adequate instructional materials in this policy. 
	As required by State Law, instructional materials adopted and used in the District shall be consistent with the goals and objectives in the District's adopted course of study and with the course description established by State Board rule. The Board is responsible for the content of all instructional materials and any other materials used in a classroom, made available in a school library, or included on a reading list. Upon written request, an individual will be provided access to materials or books specif
	The Superintendent shall develop administrative procedures that set forth a process to involve staff in the review and evaluation of instructional materials. The staff involved in this process shall recommend to the Superintendent for submission to the Board for adoption of instructional materials that addresses the goals and objectives for adopted courses of study and the course descriptions established by State Board rule. The instructional materials shall be from the State-adopted instructional materials
	The Superintendent's procedures shall also prescribe the process for the acquisition, management, use, accountability, and reporting requirements ofall instructional materials. 

	Adoption of Instructional Materials 
	Adoption of Instructional Materials 
	Prior to submitting a recommendation to the Board regarding the recommended instructional materials, those materials will be accessible for review online for at least twenty (20) calendar days prior to the open publicly noticed meeting at which a public hearing will be held so that the Board can receive comment, if any, about the instructional material under consideration for adoption. The Superintendent shall establish reasonable safeguards against the unauthorized use, reproduction, and distribution ofthe
	Following the public hearing, the Board may act upon the Superintendent's recommendation to adopt the instructional materials. At an open publicly noticed meeting following the meeting at which the instructional materials is adopted, the Board shall consider a recommendation to approve 
	Following the public hearing, the Board may act upon the Superintendent's recommendation to adopt the instructional materials. At an open publicly noticed meeting following the meeting at which the instructional materials is adopted, the Board shall consider a recommendation to approve 
	an annual instructional materials plan that identifies any instructional materials to be purchased pursuant to the instructional materials review process described herein. 

	The Superintendent shall maintain a list ofall adopted instructional materials. 
	Purchase ofInstructional Materials 
	Following adoption by the Board, requisitions shall be issued to purchase current instructional materials from the State-adopted instructional materials list so that each student in Kindergarten through Grade 12 will have a major tool of instruction in core courses -subject areas of mathematics, language arts, science, social studies, reading, and literature. Any materials purchased shall be free of pornography and materials prohibited under F.S. 847.12, suited to student needs and their ability to comprehe
	Requisitions shall also be issued to purchase instructional materials that will be the major tool of instruction for subjects in the State Course Code Directory for which the Board has adopted courses of study, but for which there are no materials on the State-adopted instructional materials list. 
	The Superintendent shall approve these purchases. 
	In any year in which the total instructional materials allocation for District has not been expended or obligated prior to June 30tl', the unobligated amount shall be carried forward and added to the next year's allocation. 
	The District shall maintain on its website a current list of instructional materials, by grade level, purchased by the District. 
	Replacement and Purchase of Instructional Materials by Students/Parents 
	Students, and/or their parents/guardians shall be responsible for the cost of replacing any instructional materials lost, destroyed, or unnecessarily damaged. Failure to provide payment for the damage or loss may result in the suspension ofthe student from participation in extra-curricular activities, including graduation ceremonies, or the debt may be satisfied by the student performing community service activities at the school as determined by the school principal. 
	Any student or his/her parent(s) may purchase a copy of the designated course instructional materials, regardless offormat, for the District's purchase price, including shipping. 
	Cost of materials may be charged for materials use in those activities beyond the basic curriculum in which a student elects to participate, particularly in activities where the product becomes the property ofthe student. 
	Process for Parents and Residents to Contest Adoption of Instructional Materials 
	The following individuals may file an objection to the adoption of a specific instructional material: 
	A. Parents of students in the District; and 
	B. Residents ofthe county. 
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	For purposes of this policy, "resident'' means a resident ofthe county who has maintained his/her 
	residence in Florida for the preceding year, has purchased a home that is occupied by him/her as 
	his/her residence, or has established a domicile in Florida pursuant to F.S. 222.17. 
	Filing a Petition 
	A parent or resident must file a petition with the Board within thirty (30) calendar days after the Board's adoption of specific instructional material on a form provided by the Board. The petition form shall be publicly available by visiting any school in person or by accessing the link on the Board's website. The petition must be signed by the parent or resident, include the required contact information, and state the objection to the instructional material based on the criteria set forth inF.S. 1006.31(2
	Timeframe for Hearing 
	When the thirty (30) calendar day period following Board adoption ofthe instructional material in question has expired, the Board will conduct at least one (1) open public hearing before an unbiased and qualified hearing officer for all timely petitions received. 
	Hearing Officers 
	Hearing officers are not employees or agents of the District with the exception of any agreement entered into for purposes of conducting the hearings set fo1th herein. Hearing officers shall be selected by the Board from a list ofcandidates provided by the Superintendent. 
	Procedures for Hearings 
	Petitioners will have an adequate and fair opportunity to be heard and present evidence to the 
	hearing officer. Hearings shall be conducted as follows: 
	A. The petitioner may make an opening statement. 
	B. The District's representative may make an opening statement. 
	C. The petitioner may present evidence (including documents and testimony from witnesses) that instructional material does not meet the criteria ofF.S. I 006.31 (2) or 1006.40(3) (d) if it was selected for use in a course or otherwise made available to students in the School District but was not subject to the public notice, review, comment, and hearing procedures under F.S. 1006.283(2) (b) 8., 9., and 11. 
	D. The District representative may present evidence (including documents and testimony from witnesses) that the instructional material does meet the criteria ofF.S. 1006.31(2) or 1006.40(3) ( d) if it was selected for use in a course or otherwise made available to students in the School District but was not subject to the public notice, review, comment, and hearing procedures under F.S. I 006.283(2) (b) 8., 9., and 11. 
	E. The petitioner may make a closing statement. 
	F. The District representative may make a closing statement. 
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	Within fourteen (14) days ofthe date ofthe hearing, the hearing officer shall submit a 
	recommended order to the Board. The Board shall consider the recommended order and enter a 
	final order at a publicly noticed Board meeting. Ifthe petitioner proves that instructional material 
	does not meet the criteria required under F.S. 1006.28, or contains prohibited material under that 
	statute, it shall be removed in accordance with Florida Law. The Board's decision is final and not 
	subject to further petition or review. 
	Hearings under this policy are not subject to the provisions of F.S. Chapter 120. 

	Free School-Related Instructional Materials 
	Free School-Related Instructional Materials 
	Free instructional materials may be accepted for classroom and school purposes under conditions that meet all the following criteria: 
	1) The initiative for securing the materials should be ofthe type that teachers seek rather than materials forwarded to them to promote the interests of an outside agency. 
	2) The materials should fill a legitimate purpose ofthe school cun-iculum. 
	3) The advertising feature ofthe materials should be minimized. 
	4) Educational films should contain a minimum amount ofcommercial advertising. 
	E. Challenged Media or Materials Policy (School Board Policy 4.30) 
	Definition: any media or instructional materials that are not Board adopted. 
	Yearly there will be a standing Media Advisory Committee created, run by the designated Library Media Specialist which shall include at least 5 representatives from the following areas: Administration/designee, faculty, staff, student (if grades 11 or 12), parent, and community member. 
	In the event that a parent or member of the community has a complaint about media or instructional materials, the following procedures should be instituted: 
	l . The complainant must contact the school principal to discuss the material in question. Ifa meeting is needed it should be attended by the complainant, the staff member involved, principal or designee, and the Library Media Specialist designated for that school. 
	2. Ifthe issue cannot be resolved in this meeting, the principal will direct the complainant to fill out the Request for Reconsideration of Media/Instructional Materials Form and return it within five (5) working days. 
	a. 
	a. 
	a. 
	The principal shall immediately notify the Superintendent's office of any challenged material complaint. 

	b. 
	b. 
	The material under consideration will remain available unless otherwise directed by the Superintendent or designee. 


	3. 
	3. 
	3. 
	Upon receipt ofthe Reconsideration of Media/Instructional Materials Form, the principal will convene the school's standing Media Advisory Committee. The committee members will read, review and discuss the entire work. The committee shall report their decision to the principal within fifteen (15) working days. 

	4. 
	4. 
	After review ofthe committee's decision, the principal will advise the complainant and the Superintendent ofthe decision. 

	5. 
	5. 
	If the complainant desires further review, the principal will provide the District Media Materials Review Form to the complainant. The complainant will submit the form to the School Services Division within five (5) working days. 


	a. 
	a. 
	a. 
	Upon receipt of the District Media Materials Review Form, a district review committee will be formed. The committee shall function as a fact-finding committee for the purpose of advising the Superintendent of all the pertinent facts regarding the challenged materials. The committee members will read, review, and discuss the entire work. 

	c. 
	c. 
	The review committee will consist ofa minimum of five (5) representatives from the following areas: 


	l. County Office curriculum member 
	2. 
	2. 
	2. 
	Principal-same level, different school 

	3. 
	3. 
	Teacher(s)-same level, different school 

	4. 
	4. 
	Parent(s)-same level, different school 

	5. 
	5. 
	Student(s)-Grades 11 or 12-when dealing with high school material challenge 

	6. 
	6. 
	Library Media Specialist-different school or designee 


	7. Community member At least one (1) member of the committee must be a library media specialist. Every effort will be made to form an ethnically and culturally diverse committee. 
	d. 
	d. 
	d. 
	d. 
	Within fifteen (15) working days after receipt of the review form, committee members will meet to discuss the challenge. 

	l . Committee members will select a chairperson. 
	2. 
	2. 
	2. 
	Committee members will review all available information related to the challenged materials. 

	3. 
	3. 
	Committee members will prepare a report and recommendation to the Superintendent. 



	e. 
	e. 
	The Superintendent will review the report of the committee and any other information the Superintendent deems necessary and thereafter make a recommendation to the School Board for action. 

	f. 
	f. 
	The School Board will consider the Superintendent's recommendation at a public meeting together with any information received by the School Board from the complainant and/or community and thereafter render a decision at that meeting 


	F. Copyrighted Materials (School Policy 3.52) 
	The District shall abide by all provisions ofthe copyright laws. 
	1. 
	1. 
	1. 
	Commercial materials, whether printed or non-printed, may not be duplicated without prior written permission from the owner or copyright holder. 

	2. 
	2. 
	The School Board does not sanction or condone illegal duplication in any form, the use of illegally duplicated materials, or the improper use of commercially duplicated materials. 

	3. 
	3. 
	Procedures and guidelines for the legal duplication of materials for instructional purposes may be obtained from the school or District Office. 

	4. 
	4. 
	Employees who willfully infringe upon current copyright laws may be subject to disciplinary action by the School Board. 

	5. 
	5. 
	Any staff member shall, prior to installing any computer software not purchased by the School Board, obtain approval for such by completing a donated property form and delivering same and providing a valid license for the utilization of such software. ln the event such software is not to be donated, the staff member shall lease the software to the School Board at no cost to the Board by denoting such on the donated property form. In no event shall any such software be installed upon any computer owned by th


	Documents cannot be copied unless permission from the copyright holder is given. It is best to assume that the material is copyrighted unless it states otherwise. This also includes copyrighted material on websites. 
	2531 -Copyrighted Works 
	The School Board directs its staffand students to use copyrighted works only to the extent that the law permits. The Board recognizes that Federal law applies to public school districts and the staffand students must, therefore, avoid acts ofcopyright infringement under penalty of law. 
	In order to help the staff and students abide by the laws set forth in Title 17 ofthe United States Code, the Board directs the Superintendent to provide administrative procedures regarding the copying and distribution of copyrighted materials for instructional purposes and for the appropriate use ofcopyrighted material on the Board's website. 
	Because the District hosts a website and stores information on it at the direction of users, it is classified as an on-line service provider for copyright purposes. In order to limit the District's liability relating to material/information residing, at the direction ofa user, on its system or network, the Communication and Government Relations Department will serve as the agent to receive notification ofclaimed infringement. A link to the agent's name, mailing address, telephone number, fax number, and e-m
	The agent shall be responsible for investigating and responding to any complaints. 
	© Neola 2003 
	Legal 17 U.S.C. 101 et seq. 
	For up to date information on resources about copyright laws, see 
	https://www.edutopia.org/article/teachers-guide-copyright-and-fair-use 

	Revised 2/2022 
	G. American Library Association Library Bill ofRights 
	The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services. 
	1. 
	1. 
	1. 
	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. 

	2. 
	2. 
	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. 

	3. 
	3. 
	Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 

	4. 
	4. 
	Libraries should cooperate with all persons and groups concerned with resisting abridgment offree expression and free access to ideas. 

	5. 
	5. 
	A person's right to use a library should not be denied or abridged because of origin, age, background, or views. 

	6. 
	6. 
	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. 


	H. Job Descriptions 
	Hernando County School Board Florida 
	FLSA: Exempt, Union 
	MEDIA SPECIALIST 
	Required Qualifications: 
	• 
	• 
	• 
	Bachelor's Degree 

	• 
	• 
	Florida certification as Media Specialist 

	• 
	• 
	Experience in the selection and use of media materials 


	Performance Responsibilities: 
	• 
	• 
	• 
	Plan, administer and evaluate the media program and policies which are integrated with other programs ofthe school and district 

	• 
	• 
	Work cooperatively with the principal, media staff and users delegating duties and appropriate authority to the media staff 

	• 
	• 
	Recommend and justify budget requirements for an effective media program 

	• 
	• 
	Participate in the selection of personnel for the media program 

	• 
	• 
	Maintain inventory records ofall media center materials 

	• 
	• 
	Establish an environment which provides access to students and teachers to take advantage of the media center throughout the school day 

	• 
	• 
	Organize all library media materials according to a standard library classification system 

	• 
	• 
	Provide guidance in selection, location, utilization and evaluation of materials to meet individual needs and interests 

	• 
	• 
	Provide the entire school population with an opportunity for discovery and exploration of materials and equipment for budget considerations 

	• 
	• 
	Assist teachers in the selection and utilization of media materials to support instructional learning objectives 

	• 
	• 
	Provide teachers with information about new materials and recent media developments in their specific instructional area 

	• 
	• 
	Perform other duties as assigned by the principal and/or designee 


	Physical Demands: 
	Exerting up to 50 pounds offorce occasionally and/or up to 20 pounds offorce frequently, and/or up to 10 pounds offorce regularly or as needed to move objects. 
	Reports to: 
	Reports directly to the principal and/or designee 
	Evaluation: 
	Annual evaluation done by the principal and/or designee 
	Revised 2/2022 
	Terms of Employment: 
	10-month employment 
	Salary: 
	Salary based upon approved salary schedule -Instructional 
	Job Code: 
	62030 -Elementary 62031 -Middle School 62032 -High School 
	Board Approved: 06/06/95 Revised: 01/20/09, 05/ 17 /11 
	Hernando County School Board Florida 
	FLSA: Non-Exempt, Union 
	PARAPROFESSIONAL -MEDIA 
	Required Qualifications: 
	• 
	• 
	• 
	High school diploma or General Education Diploma (GED) 

	• 
	• 
	Ability to type and perform clerical tasks 

	• 
	• 
	Ability to communicate effectively with teachers, students and school community within the media program 

	• 
	• 
	Working knowledge oftechnology 

	• 
	• 
	A.A. Degree, sixty (60) college credits or a passing score on the ParaPro Assessment Exam if assigned to a Title I School 


	Desired Qualifications: 
	• Two (2) years of experience in delivery of media services or an Associate's Degree, or a combination ofthis experience and college 
	Performance Responsibilities: 
	• 
	• 
	• 
	Perform circulation tasks, such as charging, discharging, reserving, booking, scheduling and delivering of materials and equipment 

	• 
	• 
	Perform data entry of patrons and media materials 

	• 
	• 
	Locate materials and equipment for patrons and assist them in using media center resources 

	• 
	• 
	Prepare and process orders of books, equipment and other media supplies 

	• 
	• 
	Maintain records and inventories for the media center 

	• 
	• 
	Perform clerical and bookkeeping activities for the media center 

	• 
	• 
	Perform minor repairs of media center books and equipment 

	• 
	• 
	Shelve, file and duplicate materials for the media program 

	• 
	• 
	May be assigned duty time for breakfast, lunch, pick-up, drop-off, etc. 

	• 
	• 
	Perform other duties as assigned by the principal and/or designee 


	Physical Demands: 
	Exerting up to 50 pounds of force occasionally and/or up to 20 pounds offorce frequently, and/or up to 10 pounds of force regularly or as needed to move objects. 
	Reports to: 
	Reports directly to the principal and/or designee 
	Evaluation: 
	Annual evaluation done by the principal and/or administrative designee 
	Terms ofEmployment: 
	Terms ofEmployment: 
	IO-month employment 

	Salary: 
	Salary: 
	Salary based upon approved salary schedule -Noninstructional Level D 

	Job Code: 
	Job Code: 
	62040 
	Board Approved: 08/ 18/98 Revised: 01/20/09, 05/17/11, 09/06/11 
	Section III MANAGING THE COLLECTION 
	A. Collection Development 
	1. Research Findings "Collection development based on sound principles can ensure both better quality materials and increased use by the teachers and students. Schools with written policy on the selection and reconsideration of library materials are more successful in retaining questioned materials. Among school and community predictors of academic achievement, the size ofthe library media center staff and the collection is second only to the absence of at-risk conditions, particularly poverty and low educa
	What Works, Ken Haycock, 1999 
	2. Evaluation Criteria 
	A. Library media specialists shall evaluate educational materials and media by the following guidelines: 
	(1) 
	(1) 
	(1) 
	Educational Significance (Material is valuable for an individual course of study.) 

	(2) 
	(2) 
	Appropriateness (Material is geared to the age, maturity, interest, and learning levels of students for whom it is intended.) 

	(3) 
	(3) 
	Accuracy (Non fiction information is correct, recent and objective.) 

	(4) 
	(4) 
	Literary Merit (Fiction has a notewo1thy plot, setting, characterization, style, and theme.) 

	(5) 
	(5) 
	Scope (Content is covered adequately to achieve its intended purpose.) 

	(6) 
	(6) 
	Authority (The author, editor, or producer has a superior reputation for producing materials ofthis nature.) 

	(7) 
	(7) 
	Special Features (Item has maps, charts, graphs, glossaries, and/or other learning aids that are unique or valuable.) 

	(8) 
	(8) 
	Translation integrity (Material translated from one language to another maintains the stylistic characteristics ofthe original.) 

	(9) 
	(9) 
	Arrangements (Concepts are presented in a logical sequence and in a way that assures learning.) 

	(10) 
	(10) 
	Treatment (Typeset, visual style, and/or medium captures and holds the student's attention.) 

	(11) 
	(11) 
	Technical Quality (Sound is clear and audible; visuals project clearly.) 

	(12) 
	(12) 
	(12) 
	Aesthetic Quality (Material is superior to similar items in attractiveness and 

	presentation ofcontent.) (I 3) Potential Demand (Item has particular timeliness or popular appeal.) 

	(14) 
	(14) 
	Durability (Material has the potential for frequent use or is of a nature that it will be considered consumable.) 

	B. 
	B. 
	Educational materials and media must also be evaluated for a bias-free content. There are five areas in which bias is evidenced. 

	(1) 
	(1) 
	Contextual Invisibility (The omission or under representation of various racial and ethnic groups, people with disabilities, older people, women, and people from a variety of social classes.) 

	(2) 
	(2) 
	Stereotyping and Characterization (Assignment of traditional and rigid roles or attributes to a group.) 

	(3) 
	(3) 
	Historical Distortions and Omissions (Materials which present only one interpretation ofan issue, situation, or group ofpeople.) 

	(
	(
	4) Language Bias (Materials which perpetuate single-standard language usage that reflects bias based on sex, race, ethnicity, disability, age, and class.) 

	(5) 
	(5) 
	Inaccurate and Stereotypical Visual Images (Pictures which present and reinforce sexism, racial and ethnic stereotypes, etc.) 


	3. Suggested Selection Aids All materials should be evaluated prior to purchase. Whenever possible, materials should be examined directly. When this is not possible, the library media specialist should consult professional evaluation sources to select print and non-print resources. A variety of selection aids should be used by every school library media specialist. 
	a. 
	a. 
	a. 
	a. 
	Current evaluation guides to basic and special collections, such as: 

	(1) 
	(1) 
	(1) 
	Elementary School Library Media Collection (Brodart) 
	www.brodartbooks.com/library-collection-development/bibz-online-ordering/page/aspx?id=277 


	(2) 
	(2) 
	Collection Analysis and Planning (Penna Bound) 
	Perrna-bound.com/analysis/index. jsp 



	(3) Reference Sources for Small and Medium Sized Libraries (ALA) 

	b. 
	b. 
	b. 
	Objective, professional journal reviews of new resources such as: 

	(1) 
	(1) 
	(1) 
	Horn 

	(2) 
	(2) 
	Booklist 

	(3) 
	(3) 
	Bulletin/or lite Center for Cltildren's Books 

	(4) 
	(4) 
	Sc/tool Library Journal 

	(5) 
	(5) 
	Voices o/YoutltAdvocates 

	(6) 
	(6) 
	Kirkus 



	c. 
	c. 
	Bibliographies and reading lists from curriculum materials, such as textbooks and curriculum guides 

	d. 
	d. 
	d. 
	Recommended lists developed by professional societies such as: 

	(1) 
	(1) 
	(1) 
	American Library Association (ALA) 
	http://www.ala.org 


	(2) 
	(2) 
	American Association ofSchool Librarians (AASL) 
	http://www.ala.org/aasi.html 


	(3) 
	(3) 
	Association for Education Communications and Technology (AECT) 
	http://www.aect.org 


	(4) 
	(4) 
	National Council ofGeographic Education (NCGE) 
	www.ncge.org 


	(5) 
	(5) 
	National Council for Social Studies (NCSS) 
	http://www.ncss/org 


	(6) 
	(6) 
	National Council for the Teachers ofMathematics (NCTM) 
	http://www.nctm.org 


	(7) 
	(7) 
	National Council ofTeachers of English (NCTE) 
	http://www.ncte.org 


	(8) 
	(8) 
	National Science Teachers Association (NST A) 
	http://www.nsta.org 




	e. 
	e. 
	Award winning titles 


	4. Guidelines for Evaluating Library Book Collections 
	Evaluating a book collection involves subjective, professional decisions to determine the value of an item in terms of curriculum, student and teacher needs, demand, and replacement capability. In general, a book may be considered "current" if it meets the 
	following criteria: 
	Generalities (000, l 00 & 200) 
	Social Studies 
	(300 & 900) 
	Language 
	(400) 
	Science & Technology (500 & 600) 
	Arts/Recreation 
	(700) 
	Literature 
	(800) 
	Biography 
	Fiction & Easy 
	Audiovisual/Computer Software 
	B. Purchasing Procedures 
	Published in the last five to fifteen years ... Circulates frequently. 
	Retains balance on controversial subjects. Evaluate demand, accuracy, and currency. Maintain local history. 
	Keep basic. 
	Reflects the current status ofscience and technology within the last five years; other areas, 10 years. 
	Keep a basic collection, especially art history. Keep well-illustrated items. Avoid dated techniques and/or 
	equipment. 
	Collection includes a retrospective variety of poetry and other literary genre deemed to have lasting value. Keep a basic collection, especially criticism; discard minor, unassigned writers; check indexes. Collection also includes award winning children's and adult literature. 
	Collection should represent individuals cmTently influential 
	in science, industry, the arts, social issues, and 
	ente11ainment/recreation. Keep until demand wanes, unless 
	outstanding in content or style and still used. 
	Keep high demand/ evaluate. 
	Weed worn or out-of-date items, keep software up to six 
	years, videocassettes and DVDs up to five years. 
	1. Purchasing procedures are site-based and may vary from school to school. Each media specialist should consult with the school bookkeeper to determine paperwork and procedures required at that site. 
	Revised 2/2022 
	2. 
	2. 
	2. 
	It is suggested that the library media specialist maintain a current print and non-print order file ("wish list") that includes faculty and student requests. This file, updated and weeded frequently, is an essential planning device. Building and maintaining an order consideration file will assist in making materials selection an evaluative process rather than a hurried procedure when orders are due. 

	3. 
	3. 
	Funding sources: 

	4. 
	4. 
	Publishers' catalog and sales representatives: 


	a. 
	a. 
	a. 
	State Media 

	TR
	State Media dollars must be used to purchase "items have intellectual content which 

	TR
	assist in the instruction ofa subject or course." (See F.S. 1006.40( 4) 

	b. 
	b. 
	District allocation 

	TR
	Local discretionary media dollars are provided when possible for the purpose of 

	TR
	purchasing other items needed to support the media center. 

	c. 
	c. 
	Internal funds 


	The reviews and evaluations found in publishers' catalogs are useful to check cunent prices but NOT as a substitute for standard selection aids. 
	Sales representatives and vendors can visit individual schools but should do so only by prior appointment with the library media specialist and presentation of proper identification in the front office. 
	Book previews are prohibited. Media Specialists should not accept vendor shipments of books for review. 
	The visit is considered only an information gathering session. No purchase agreements are made. All purchases must follow district approved procedures. 
	Sales personnel are not permitted to donate free library materials to schools in exchange for pennission to distribute commercial information through students. 
	C. Lost and Damaged Materials 
	In a busy library media center, the library media specialist can assume that up to one percent ofthe total number of library media center materials will be lost or damaged each year. This fact should not restrict the free circulation of materials. However, pupils are responsible for payment oflost or damaged materials. 
	1. 
	1. 
	1. 
	Student/Parent responsibility for lost and damaged materials All instructional materials are the property of the district school board. When distributed to the students, these instructional materials are on loan to the students while they are pursuing their courses of study and are to be returned at the direction of the principal or the teacher in charge. Each parent of a student to whom or for whom instructional materials have been issued, is liable for any loss or destruction of, or unnecessary damage to,
	-


	2. 
	2. 
	Principal's responsibilities to collect money for lost or damaged items The principal/designee has the responsibility to manage the use of instructional materials. As a part of that management, authority is given by Florida Statute to collect payment for lost or damaged materials. 
	-



	Revised 2/2022 
	F.S. 1006.28(4)(b) (2011) The school principal shall collect from each student or the student's parent the purchase price of any instructional material the student has lost, destroyed, or unnecessarily damaged and to report and transmit the textbook money collected to the district school superintendent. The failure to collect such sum upon reasonable effort by the school principal (or designee) may result in the suspension ofthe student from participation in extracurricular activities or satisfaction of the
	3. The library media specialist should develop a plan to be approved by the school principal for collecting payment for lost or damaged items. When developing a plan for such items, the following guidelines are recommended: 
	a. 
	a. 
	a. 
	The plan must be consistent with F.S. 1006.28(4) (b) 

	b. 
	b. 
	Items damaged beyond repair should be considered lost and may be discarded following the correct procedures for discarding. 

	c. 
	c. 
	A student should pay for materials after receiving an overdue notice or parent letter. It may also be necessary to send a Notice of Obligation to the student's home by U.S.mail. 

	d. 
	d. 
	Notice of Obligation needs to be entered into the electronic student cumulative file. 

	e. 
	e. 
	The plan should establish procedures determining who will collect the money. 

	f. 
	f. 
	An individual receipt from a receipt book must be issued to the student. Receipt books can be signed out to the person receiving the money by the school's bookkeeper. It is recommended that the title, call number, and barcode number be written on the receipt in case the item is later retrieved. 

	g. 
	g. 
	If the library media specialist is collecting the money, he/she should list all monies received by receipt number and the amount received on the correct form and give to the bookkeeper at the end ofthe same day. 

	h. 
	h. 
	Accurate records of the lost and damaged books must be kept. An item status record report is available in the circulation system. 


	1. If a student transfers to another school within the district without returning a library media item, the library media specialist should notify the receiving school's library media specialist. 
	J. Every effort should be made to retrieve the items(s) or payment. A block preventing further use of media materials may be placed on the student's record through the circulation system until the material(s) have been returned or reimbursement has been received. · 
	k. During the summer, reimbursement needs to be collected where the loss incurred. A copy of the Monies Collected form should be made for the library media specialist. 
	E. Weeding and Discarding Materials 
	Evaluation ofthe collection should be an ongoing process by the library media specialist and the instructional staff. This is necessary in order to keep the collection relevant to the changing needs of the curriculum and personal interests of students. Evaluation should include the removal of materials no longer appropriate and the replacement of lost and worn materials of educational value. Discarding materials that are no longer useful is as important a process as selecting new items ofhigh quality. 
	The underlying principle of weeding is quality, not quantity. With proper balance of planning, weeding, and purchasing, the collection should meet high standards and meet the needs ofthe learning community. 
	The library media specialist and all teachers who are assisting in the evaluation process must be familiar with general guidelines for weeding. MUSTY is an acronym for five areas that frequently ruin a book's usefulness and mark it for weeding. 
	M = Misleading (and/or factually inaccurate) U = Ugly (worn and beyond mending) S = Superseded (by a truly new edition or by a much better book on the subject) T = Trivial ( of no discernible literary or scientific merit) Y = Your collection has no use for this book (irrelevant to the needs and interests of 
	your community) 
	1. Discard procedures for property 
	Property that can not be repaired and property that has exceeded its useful life should be considered obsolete and surplus. Such property must be submitted to the Property Department for disposal. The Property Transaction form (SO-PC-009) must be completed by the library media specialist and signed by the principal. The form should be forwarded to the Property Depa.ttment. The surplus equipment will be picked up and disposal will be completed by the Prope1ty Department. 
	2. Transfer of property The principal is the custodian of all property and equipment at the school. When it has been determined that a piece of equipment is not needed at the school where the property is located but the property may still be useful, the property may be transferred to another school site. The Property Transaction form (SO-PC-009) may be completed and unwanted/workable equipment may be routed to another school site providing an agreement has been made by the sending and receiving principals. 
	F. Accepting Donations 
	All gifts and donations to the library media center or to the library media specialist is covered by School Board policy ( 4.22(2) ( d) which states, "Gifts of media or money shall be accepted with the understanding that their use or disposition shall be determined by those persons having the responsibility for acquisitions, according to the same selection criteria and procedures as purchased materials." The library media specialist should always strive to maintain good public relations with members of the 
	All gifts and donations to the library media center or to the library media specialist is covered by School Board policy ( 4.22(2) ( d) which states, "Gifts of media or money shall be accepted with the understanding that their use or disposition shall be determined by those persons having the responsibility for acquisitions, according to the same selection criteria and procedures as purchased materials." The library media specialist should always strive to maintain good public relations with members of the 
	accepted, a letter thanking the donor should be sent. However, under no circumstances should the library media specialist attach a dollar value to the donation. A simple statement of the number of books or items is sufficient. All materials and equipment should be accepted with the following understandings: 

	I. Materials meet the same standards of selection as those applied to original purchases. 
	2. 
	2. 
	2. 
	Materials are of real value to the instructional program of the school with a purpose to education rather than to promote sales. 

	3. 
	3. 
	Materials can be integrated into the general library collection and do not need special housing. 

	4. 
	4. 
	The library media center staff may dispose ofthe gift at their discretion. 


	When community members wish to make a book donation to a school library and there is no Library Media Specialist attached to that school, those donations will be made to the District Office. A Library Media Specialist will review those materials (using the same guidelines followed when purchasing media selection materials). These guidelines are found in Section II -Policy and Guidelines -Section C. 
	F. Organizing the Collection 
	1. General policies: 
	a. 
	a. 
	a. 
	Each school shall maintain an online public access catalog. (OPAC) 

	b. 
	b. 
	All materials in the school library media center shall be organized, catalogued and housed for easy accessibility to students and faculty. 

	c. 
	c. 
	Books and non-print materials shall be catalogued according to Anglo-American Cataloging Rules current edition. 

	d. 
	d. 
	All materials shall be classified according to the Dewey Decimal Classification system. 

	e. 
	e. 
	Subject headings are selected from Sears List of Subject Headings (current edition). The Library of Congress Subject Headings (current edition) may be used as a reference. 

	f. 
	f. 
	Materials shall be prepared for use as soon as possible after they have been received. 

	g. 
	g. 
	When original cataloging is absolutely necessary, the library media specialist shall make all decisions with regard to classification numbers, choice and form or main entry and subject headings. 

	h. 
	h. 
	Media personnel shall be trained to process print and non-print materials. 


	2. Processing material: 
	a. 
	a. 
	a. 
	Books which are ordered from a state bid vendor may come fully processed, if the library media specialist so desires. If requested, plastic covers and barcode labels are provided and can be attached. The vendor may supply MARC records. 

	b. 
	b. 
	b. 
	The following tasks are necessary in preparing a book for circulation: 

	(I) 
	(I) 
	(I) 
	Stamp with ownership identification stamp. 

	(2) 
	(2) 
	Attach labels where necessary. 

	(3) 
	(3) 
	Enter MARC records for each item. 




	3. Barcode Protocol: 14 digit barcode protocol 4 digits -school # + 0 (i.e. 1230) 2 digits -collection ifyou want to use as the 5and 6digit (i.e. 123010) 8 digits -identifying number -starting with 7000 (i.e. 1230 I 070002345) 
	th 
	th 

	Revised 2/2022 
	Collection Numbers -ifyou choose to use (This refers to the 2 digit#) 10-Library 30 -AV (software) 40 -Equipment (does not connect to computer) 50 -Family Resource Center/Title I 60 -Professional 70 -Technology (connected to computer; media center inventory) 75 -Technology (technology department inventory) 
	G. Interlibrary Lending 
	District Sharing: Media specialists should contact other media specialists m other schools in the District. 
	G. Inventory 
	Before beginning the inventory process, make sure the library media center collection (books, AV materials equipment, textbooks) is ready. All books don' t have to be returned, but it is easier to have as many returned as possible. Weeding, repairing, cleaning, and relocating are commonly associated with inventory. Delete discarded items from the library inventory program. 
	A physical count of the book collection is accomplished via a computerized inventory, following the directions given for the library circulation system. 
	Librarians have estimated that an inventory takes at least four weeks of uninterrupted work for a collection of20,000 items. This estimate will be used when deciding how much time will be needed to do the inventory for the media center. 
	Section IV MEDIA ACTIVITIES 
	A. Public Relations/Marketing 
	Promoting library media services for students and teachers needs to be an objective for all 
	Hernando County library media specialists. One method of achieving this goal is to provide 
	pamphlets or handbooks outlining the usage and services ofthe library media centers. 
	B. Media Availability 
	1. Opening and Closing Dates 
	The specific date to open the library media center is determined by the school based administration. Every effort must be made, however, to allow adequate time to prepare the library media center for student and staff use at the beginning ofthe school year. 
	2. Beginning Circulation Procedures 
	Library media specialists must develop the procedures for circulation. The decisions must be made in cooperation with the school administration and instructional staff. The following are suggested guidelines to be considered. 
	a. 
	a. 
	a. 
	Begin by turning on the computers and testing to identify problems. If a problem is identified contact the school's technology coordinator. 

	b. 
	b. 
	Be sure that all items have been checked in correctly. 

	c. 
	c. 
	Print a list of overdue books and/or fines to be given to the appropriate persons responsible for dissemination to students. 

	d. 
	d. 
	d. 
	Updating the circulation system 

	(1) 
	(1) 
	(1) 
	Set the school calendar in the system 

	(2) 
	(2) 
	Clear all information from the system that will not be needed for the current year. 

	(3) 
	(3) 
	Update the patron's list. Library Media Specialists .will have access to write and pull necessary reports from Skyward to create and update regularly the patron list for their school. Other Media personnel will request these reports from their data entry or TIS. 




	3. Closing Procedures 
	The library media specialist must discuss the closing ofthe library media center with the school's administration. Together they will agree on the appropriate date for closing. Consideration must be given to the time needed to complete the final inventory of materials. The following are suggested guidelines to be considered when planning a closing date. 
	a. 
	a. 
	a. 
	a. 
	Complete an inventory ofall available resources. 

	(I) 
	(I) 
	(I) 
	Prepare a list ofall missing items. 

	(2) 
	(2) 
	Delete items that have been missing two complete years. 

	(3) 
	(3) 
	Capture the year's collection statistics. 



	b. 
	b. 
	Print a list ofoverdue books and/or fines. Notices of obligation must be prepared and entered into Skyward. Provide this infonnation to the appropriate people in the school. 

	c. 
	c. 
	Print any reports that are relevant to the school site. 

	d. 
	d. 
	The graduating class must be removed from the system. This may be done at the end ofthe school year, or it may be a part of the opening procedures. 


	C. Book Fair Procedures 
	Many schools conduct one or more school-wide book fairs each year as fundraising events. To run a school-wide book fair requires considerable advance planning, but the details of if, and when, the event is run, its duration, and scheduling are at the discretion of the individual library media specialist. A short list ofsteps for holding a book fair would include the following: 
	I. Get approval to hold a book fair from school administration. Contact a book fair vendor and schedule start and end dates. See that the book fair dates are placed on the school calendar. 
	2. 
	2. 
	2. 
	Line up parent volunteers to help with the fair, i.e. maintain the shelves and displays, assist student, teacher and parent purchasers. 

	3. 
	3. 
	Schedule and advertise any special preview events to be held for students, teachers, staff, and/or parents. 

	4. 
	4. 
	Learn to use the cash register and obtain a starting bank. A common amount is $50.00 in small bills and coins. Keep track ofinventory and reorder popular items so as not to run out. 

	5. 
	5. 
	Make an accurate accounting of each day's intake and complete a Monies Collected form, plus any other paperwork required by the school bookkeeper. Deposit all receipts daily with the bookkeeper. 

	6. 
	6. 
	At the close of the book fair, pack up the materials for pickup and complete the accounting forms for the book fair company. Get direction from the school bookkeeper about how and when to submit a Request for Purchase Order and/or a Check Requisition to send a check to the book fair company for the sales amount less your profit. 


	D. State and National Library Celebrations 
	Possible celebrations may include: 
	January ALA Youth Media Awards awards 
	http://www.ala.org/news/mediapresscenter/presskits/youthmediaawards/alayouthmedia 

	Literacy Week 
	.j
	http://www
	ustreadflorida.com/ 

	March Dr. Suess Celebration 
	April 
	National Libraiy Week/School Library Month 
	National Library Week is a national observance sponsored by the American Library Association (ALA) and libraries across the country each April. It is a time to celebrate the contributions of our nation's libraries and librarians and to promote library use and support. All types of libraries -school, public, academic and special -participate. 
	Many school libraries also celebrate the month of April as School Library Month sponsored by the American Association ofSchool Librarians, a division of ALA, with the same theme as National Library Week. 
	Voting for the SSYRA and FTR winners 
	http://www.ala.org/ala/aboutala/offices/pio/mediarelationsa/factsheets/nationallibrary week.cfm 
	http://www.ala.org/ala/aboutala/offices/pio/mediarelationsa/factsheets/nationallibrary week.cfm 

	National Poetry Month 
	http://www.poets.org/national-poetry-month/home 
	http://www.poets.org/national-poetry-month/home 

	September Library Card Sign-Up Month 
	http://www.ala.org/conferencesevents/celebrationweeks/card 

	Banned Books Week 
	/ 
	http://www.bannedbooksweek.org

	October Teen Read Week is a national literacy initiative of the Young Adult Library Service Association that is aimed at teens, their parents, librarians, educators, booksellers and other concerned adults. The message is to encourage teens to read for the fun of it. Each year an annual theme allows Y ALSA to focus on timely topics and teen interests. Teen Read Week is celebrated the third full week in October every year. https:/ /www .floridamed iaed .org/fl orida-teens-read.htm I 
	November Picture Book Month is an international literacy initiative celebrates the print picture book during the month ofNovember. / 
	http://picturebookmonth.com

	E. Sunshine State Young Readers Award (SSYRA) Guidelines 
	The Sunshine State Young Reader's Awards are presented annually to the authors of the books voted as most outstanding by students in grades three through eight in participating Florida schools. The presentation of the awards, sponsored by the Florida Association for Media in Education (FAME) and the School Library Media Services Office of the Florida Department of Education, culminates each year's statewide reading motivation program designed to introduce children and young people to noteworthy literature. 
	https://www.tloridamediaed.org/ssyra-jr.html 

	1. Purpose ofthe A ward Program The purposes ofthe Sunshine State Young Reader's Award program are the following: 
	a. 
	a. 
	a. 
	To encourage students to read for personal satisfaction. 

	b. 
	b. 
	To help students in understanding, relating to, and enjoying life through experiences with literature. 

	c. 
	c. 
	To help students become discriminating readers in their personal selection of books. 

	d. 
	d. 
	To develop an awareness of outstanding literature for children and young people. 

	e. 
	e. 
	To encourage cooperation among administrators, library media specialists, and teachers in broadening reading experiences. 

	f. 
	f. 
	To give recognition to those who write books for children and young people. 


	2. Overview ofAward Program The award program is administered by the FAME Sunshine State Young Reader's Award Committee. The committee seeks nominations of outstanding works of literature for children and young people from school library media specialists to comprise the reading lists for each school year. Teachers and students may make nominations through their library media specialists. All nominations received by the committee are given consideration. All books are read by persons involved in the selecti
	Florida public schools and interested non-public schools are given an opportunity to participate in the award program. Students in participating schools are encouraged to include some of the titles from the appropriate master list in their reading experiences during the school year. At a designated time each spring, eligible students vote for their favorite book from the master list for their grade level. Votes from the statewide balloting are compiled to determine the winners ofthe Sunshine State Young Rea
	3. 
	3. 
	3. 
	Criteria for School Participation and Voting Any school in Florida with students enrolled in grades three through eight that agree to meet the following requirements may participate in the award program: 

	4. 
	4. 
	Awards The authors who receive the highest number of votes in each grade category K-2, 3-5 and 6-8, in the statewide balloting by students eligible to vote will be declared the winners of the Sunshine State Young Reader's Award for the year. The authors ofthe winning books will be invited to the annual conference of the Florida Association for Media in Education to receive award recognition and bookends engraved with the award seal. The books receiving the second and third highest number of votes will be re
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	a. 
	a. 
	a. 
	Provide through the library media center 
	a 
	minimum of twelve titles from the 

	TR
	appropriate Master List of Titles. 

	b. 
	b. 
	Develop classroom or library media center procedures for determining each child's 

	TR
	eligibility to vote. 

	c. 
	c. 
	Provide an opportunity for eligible students who have read, or have heard read, at 

	TR
	least three ofthe program titles to cast their votes at the appropriate time. 

	d. 
	d. 
	Tally the total votes cast in the school by grades and report the results online by the 

	TR
	deadline date. 

	e. 
	e. 
	Plan, in cooperation with teachers, some reading motivation activities during the year 

	TR
	to acquaint students with the award program and the reading opportunities provided. 


	H. Professional Organizations 
	Library media specialists are encouraged to participate in professional media associations. Professional organizations provide stimulating oppmtunities for professional growth. 
	1. 
	1. 
	1. 
	1. 
	Florida Association for Media in Education (FAME) 

	This state organization sponsors an educational media conference each fall attended by media personnel from the entire state and features outstanding professional development opportunities. The organization works for the improvement of school media programs statewide through workshops, the encouragement of professional growth, and the support of legislation vital to the interests ofeducational media. 

	2. 
	2. 
	American Library Association/American Association ofSchool Librarians (ALA/AASL) 


	The American Library Association (ALA) is open to all librarians working in all types of centers and at all levels. Membership in the parent organization includes membership in a type-of-library division. For school media personnel, this division would be the American Association of School Librarians (AASL). Journals published by the parent organization and its divisions serve to keep the school media specialist aware of developments in the profession and offer a channel of professional communication. 
	3. The International Society for Technology in Education (ISTE) is a nonprofit organization for educators and education leaders committed to empowering connected learners in a 
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	connected world. Home to the ISTE Conference and Expo and the widely adopted ISTE Standards for learning, teaching and leading in the digital age, the association represents more than 100,000 professionals worldwide. 


	Appendix A 
	Appendix A 
	Property Transfer Form 
	Property Transfer Form 
	Notice of Obligation Form 
	Reconsideration Forms for Challenged Materials (#1 -#4) 
	Video Permission form 
	Variety of forms used at some of the schools -please choose and adjust for your 
	school site 









