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Syracuse Elementary Library Policy Guidelines
Library Information:
· Scheduling- The library schedule is set up in conjunction with the prep schedule, allowing teachers a block of time for grade level planning. This is done by the school administration. Students attend library once a week for 30 minutes. This 30 minutes includes selecting new reading material and library core instruction time. Library instruction will align with Davis District Library DESK Standards. Classes missing library for Field Trips or Assemblies will not be reschedule. However a quick book exchange time may be arranged by the classroom teacher with the media specialist.
· Circulation-  Students are allowed to check out 1-2 books, additional books can be checked out for class assignments or projects.  Books are checked out for one week.  Students are able to renew books they have not finished. E-mail and written notices are sent to the classroom teacher to be sent home in Tuesday packets. There are no fines for overdue books. Students need to have a permission form signed to check-out books.
· Lost or Damaged Books: As per district policy, payment is required if a student is responsible for the loss or damage of a book. The payment will be the trade cost of the book along with a two dollar processing fee. The school will not accept a copy of the lost book in exchange of payment. Payment should be made in the library with a check or exact change. 
· Computer Access-  Students have access to computers in the library. The same Acceptable Use Policy required by the Davis School District, applies to the library. Computers can be used to access the Library Catalog and for research purposes.
· Volunteers and Library Helpers-  Volunteers are always welcome to help under the direction of the library media specialist. Students wanting to help in the library fill out an application, get teacher permission, attend orientation and pass a quiz.
· Syracuse Elementary Library Disclosure- A complete copy of the Library Disclosure and Library Rules can be found on the Library webpage.
Selection Policy:
Three different selection aids will be used in selecting materials for the library.
· Reading materials needed to support and enhance district DESK standards  curriculum. Both informational text and fiction books on all reading levels will be purchased. This will include: information books, chapter books, series and picture books.
· [bookmark: _GoBack]The aide of booklists prepared by professional organizations, such as Library Journal, The New York Times and Barnes and Noble, showing trends in demand.   Publishers’ catalogs will be used to see what is new in the market.  Published reviews will be used to narrow down the list of possible selections.  
· Student interest and requests will also be considered for purchase. There is a form on the website.
Materials selected for purchase will meet at least two of the selection policy criteria, have at least two positive reviews and will be age appropriate for our library community.  New releases that have not yet been reviewed may be purchased at the discretion of the library media specialist.
Weeding:
In order to maintain an attractive and up-to-date collection, all materials will be evaluated for weeding.  This will be done on a rotating cycle, with the inventory process.  Materials may be removed from the collection for being out dated, inaccurate, damaged, duplicate, unused, or no longer part of the curriculum. 
Donations:
Books or materials donated to the library need to be in new or good condition. Unused items may be sold at a used book sale, donated to another organization, or given to a recycling vendor. Gift cards are always a welcome donation.
Parental Restrictions:
Any parent wishing to limit their child’s ability to check out certain books or other library materials may submit a written paper addressing the limits they want applied to their student. This is done on an individual basis. The library media professional will apply the restrictions to Destiny, limiting the student’s ability to check out all available library materials. This restriction applies to the individual student and does not restrict the rights of other students in the school.
School Library Advisory Committee: 
This committee will consist of at least five members. The chair being the library media specialist, one administrator, a minimum of - two teachers (one being the reading coach) and two PTA board members or parents. This committee will meet quarterly or as deemed necessary to discuss library business or concerns.


Collection Evaluation Committee:
This committee will be comprised of the Syracuse Elementary Community Council Committee with additional members from the Library Advisory Committee including: the library media specialist, reading coach and PTA board members. 
 pg. 1		2018-19
