D. 004
Library Media Center Programs
District Mission Statement
Cullman County Schools shall challenge all students to achieve their highest academic potential in order to
become productive citizens in the 21st Century. We recognize that it is the responsibility of education to foster
interdependence among people and nations. Today's students must acquire the knowledge and skills necessary
for productivity for the present and in the future.
The Cullman County school system embraces the belief that every student can learn and can participate in an
appropriate program of instruction. Teaching and learning activities provide the opportunity for all students to
achieve success in academic, life, and career skills.

Library Media Programs Mission Statement
The Cullman County School Library Media Programs, in partnership with the entire community, are dedicated
to providing collections that are developed, managed, and preserved to provide all learners with equal access to
a full range of resources and services in keeping with national, regional, and state guidelines in order to develop
patrons who are engaged 21st century learners, who are effective and ethical communicators of information, and
who become lifelong learners.
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Confidentially of User Records
As professional library media specialists we recognize the right to privacy of library users that connects certain
individuals with specific resources, programs, or services and that these “records are confidential and not to be
used for purposes other than routine record keeping; i.e. to maintain access to resources, to assure resources
are available to users who need them, to arrange facilities, to provide resources for the comfort and safety of
patrons, or to accomplish the purpose of the program or service.”* It is expected that records that reveal
personal user information be destroyed as soon as reasonably possible.
(*Excerpted from the AASL Statement on Confidentially of Library Records—ALA Policy 52.4, 54.16)
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Statement of Parental Responsibility in regard to Library Media Material
Circulation
The first priority of Cullman County Library Media Programs is to support the needs of students and staff. At
the discretion of the local school library media specialist, each local school reserves the right to deny checkout
privileges to anyone who has demonstrated a disregard for borrowing rules and procedures. In an effort to teach
personal responsibility to students, those who fail to return materials by their due date may be charged a late fee
not to exceed a maximum of $1.00 per item.
For students under 18 years of age, parents/guardians are responsible for all material borrowed by their
dependent from a Cullman County School library media program. Any material checked out to a student
becomes an obligation for the parent/guardian to provide the replacement/damage cost to the local school should
the material become lost or damaged. For patrons over 18 years of age, each patron accepts the responsibility to
provide replacement/damage cost to the local school should the material become lost or damaged.
If due to financial hardship a patron/parent/guardian is unable to pay the total cost for the lost/damage material,
the patron/parent/guardian shall notify the media specialist, in writing within two weeks of receiving the
lost/overdue/damage notice, of their inability to make payment due to financial hardship. When the media
specialist is notified, a reimbursement plan will be developed that may include: a bi-weekly or monthly payment
schedule, partial replacement cost, or library-related community service.
If, for any reason, a parent decides to exclude his/her child from circulating material, he/she must do so in
writing, giving copies to the child’s teachers, media specialist, and school principal.

Censorship
Just as parents/guardians are responsible for communicating to their children what television programming they
wish for their child to watch, they are also responsible for communicating to their children what material they
wish for him/her to check out from the media center since all library media material is not appropriate for every
grade level within a school.
Common sense dictates that the media specialist cannot personally read every book, know the personal likes and
dislikes of all parents, or assist every child in selecting a book. Even though a young child may be reading on a
much higher reading level than their age/grade level, this does not mean that the child has the emotional
maturity to read a book that was designed for an older youth.
If parents wish to limit certain titles, authors, or genres that their child may not check out from the library then
they must inform their child’s classroom teachers and the media specialist in writing and inform their child that
he/she cannot check out these materials.
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Copyright
Copyright Policy
Infringement of copyright protection is a violation of federal law. The Cullman County Commission on
Education complies with all federal copyright laws. It is the responsibility of each principal and media specialist
to inform the faculty and staff of current copyright laws concerning print and non-print materials. The library
media specialist should document how the information has been presented to the school. The library media
specialist is not a ―copyright policeman‖ as enforcement of copyright is the administrator’s responsibility. Staff
members who fail to follow these procedures may be held personally liable for copyright infringement.
Areas of concern are print and non-print materials such as videotaping, music, play production, workbooks,
computer software, and duplication of copyrighted figures and other information from sources (i.e. Internet,
encyclopedias, reference works, etc.). A copyright release should be obtained before any presenter or program is
videotaped or publicized via the Web.
Fair Use Policy
The ―Fair Use Doctrine‖ of the copyright law protects the use of printed materials for teaching purposes. The
law declares in pertinent part that the fair use of a copyrighted work, including such use of by reproduction and
copies or photo records, or by any other means specified by that section for purposes such as criticism,
comment, news reporting, teaching (including multiple copies for classroom use), scholarship, or research, is not
an infringement of copyright. In determining whether the use made of work in any particular case is fair use, the
factors to be considered shall include:
1. The purpose and character of the use, including whether such use is of a commercial nature or is for
nonprofit educational purposes;
2. The nature of the copyrighted work;
3. The amount and substantiality of the portion used in relation to the copyrighted work as a whole; and
4. The effect of the use upon the potential market for or value of the copyrighted work
Use by Educators
Fair use, which applies to all users, allows certain uses that would otherwise be illegal infringements of the
copyright owner’s rights. For example, limited quotations of an excerpt from a work in a review or a news
report are generally seen as constituting ―fair use.‖ Fair use may also be found when the use is for purposes as
criticism, comment, scholarship, research, or teaching. There is, however, no simple black-and-white test. The
Fair Use provision of the law sets out four factors a court must consider in determining whether uses for these
purposes may be judged ―fair‖:
1. Purpose and character of the use—(e.g., commercial or educational?)
2. Nature of the work—(epic poem, song, limerick, novel, opera?)
3. Amount and substantiality of the portion used—(how much is being copied and how important is the
copied material to the work?)
4. Effect on the potential market for or value of the work—(is the monetary value of the work hurt by the
unauthorized use?)
The following, however, are expressly prohibited:
1. Copying to avoid purchase
2. Copying/recording plays/music without copyright permission (30 seconds of a copyrighted song is
allowed)
3. Copying without including a copyright notice
4. Copying to create anthologies or compilations (except as mentioned for study purposes)
5. Reproducing materials designed to be consumable (such as workbooks, standardized tests, and answer
sheets)
6. Charging students beyond the actual cost involved in making copies as permitted above
a. Note that a work which may be out of print does not mean that permission is given to copy and
distribute that work.
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Print materials
Authorized reproduction and use of copyrighted material in books and periodicals
In preparing for instruction, a teacher may make or have made a single copy of:
1. A chapter from a book;
2. An article from a newspaper or periodical;
3. A short story, short essay or short poem; or
4. A chart, graph, diagram, drawing, cartoon or picture from a book, periodical or newspaper.
A teacher may make multiple copies not exceeding more than one per pupil, for classroom use or discussion if
the copying meets the tests of ―brevity, spontaneity and cumulative effect‖ set by the following guidelines. Each
copy must include the notice of copyright present in the original work. Performances by teachers for students of
copyrighted dramatic works without authorization from the copyright owner are permitted as part of a teaching
activity in a classroom or instructional setting. All other performances require permission from the copyright
owner.
Brevity
1. A complete poem, if less than 250 words and if printed on note more than two pages, may be copied;
excerpts from longer poems cannot exceed 250 words;
2. Complete articles, stories or essays of less than 2500 words may be copied. Excerpts from prose works
of not more than 1000 words or 10% for the work—whichever is smaller—may be copied, but in any
event, a minimum of 500 words may be copied;
3. Each numerical limit set forth above may be expanded to permit the completion of an un unfinished line
of a poem or an unfinished prose paragraph;
4. One chart, graph, diagram, drawing, cartoon or picture per book or periodical issue may be copied.
5. ―Special‖ works cannot be reproduced in full under any circumstances; however, an excerpt of not more
than two published pages containing not more than 10% of the words in the text of such special work
may be reproduced. What constitutes a ―special‖ work is not clearly defined; however, special works
include children’s book combining poetry, prose or poetic prose with illustrations and which are less
than 2500 words in their entirety.
Spontaneity
Copying should be at the ―instance and inspiration‖ of the individual teacher; and the inspiration and
decision to use the work and the moment of its use for maximum teaching effectiveness are so close in
time that it would be unreasonable to expect a timely reply to a request for permission.
Cumulative Effect
Teachers are limited to using copyrighted material for only one course in the school in which copies are
made. No more than one short poem, article, story, essay, or two excerpts from the same author may be
copied, and no more than three works or excerpts can be copied from a collective work or periodical
volume during one class term. Teachers are limited to nine instances of multiple copying for one course
during one class term. The numerical limitations set forth above do not apply to current news
periodicals, newspapers and current news sections of other periodicals.
Performances by teachers or students of copyrighted dramatic works without authorization from the
copyright owner are permitted as part of a teaching activity in a classroom or instructional setting. All
other performances require permission from the copyright owner.
Not with standing any of the foregoing, the copyright law prohibits using copies to create, replace or
substitute for anthologies, compilations or collective works. There shall be no copying of or from works
intended to be ―consumable‖ in the course of study or of teaching. ―Consumable‖ works include:
workbooks, exercises, standardized tests, test booklets and answer sheets. Teachers cannot substitute
copies for the purchase of books, publishers’ reprints or periodicals, nor can they repeatedly copy the
same item from term-to-term. Copy cannot be directed by a ―higher authority‖, and students cannot be
charged more than the actual cost of photocopying.
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Teachers may use copyrighted material in overhead or opaque projectors for instructional purposes.
Authorized Reproduction and Use of Copyrighted Materials in the Library
A library may make a single copy (containing the notice of copyright present on the original work) of:
An unpublished work which is in its collection solely for purposes of preservation and security or for
deposit for research use in another qualified library or archives.
A published work in order to replace it because it is damaged, deteriorated, lost or stolen, provided that
an unused replacement cannot be obtained at a fair price.
A library may provide a single copy of copyrighted material to a student or staff member at no more than the
actual cost of photocopying. The copy must be limited to one article of a periodical issue or a small part of other
material, unless the library finds that the copyrighted work cannot be obtained elsewhere at a fair price. In the
latter circumstance, the entire work may be copied. In any case, the copy shall contain the notice of copyright
present in the original work and the student or staff member shall be notified that the copy is to be used only for
private study, scholarship or research. Any other use may subject the person to liability for copyright
infringement and the library shall not make a copy if it has notice of any other use. The foregoing reproduction
right shall not apply to musical works, motion pictures or other audiovisual works (other than an audiovisual
work dealing with news), or pictorial, graphic or sculptural works (other than pictorial or graphic works
published as illustrations, diagrams or similar adjuncts to works of which copies are reproduced hereunder).
At the request of a teacher, copies may be made for reserve use. The same limits apply as for single or multiple
copies designated in ―Authorized Reproduction and Use of Copyrighted Material in Print.‖
Authorized Reproduction and Use of Copyrighted Music
For academic purposes, other than performance, teachers may make a single copy of an entire performable unit
(section), movement, aria, etc. from a printed musical work that is (1) confirmed by the copyright proprietor to
be out of print or (2) unavailable except in a larger work, for purposes of preparing for instruction.
A teacher may make multiple copies not exceeding one copy per pupil for classroom use of an excerpt of not
more than 10% of a printed musical work if it is to be used for academic purposes other than performance,
provided that the excerpt does not comprise a part of the whole musical work which would constitute a
performable unit such as a selection, movement, or aria. In an emergency, a teacher may make and use
replacement copies of printed music for an imminent musical performance when the purchased copies have been
lost, destroyed or are otherwise not available, provided that purchased copies shall be substituted in due course.
A teacher may make and retain a single recording of student performances of copyrighted material when it is
made for purposes of evaluation or rehearsal.
A teacher may edit or simplify purchased copies of music provided that the fundamental character of the music
is not distorted. Lyrics shall not be altered or added if none exist.
Copying cannot be used to create, replace or substitute for anthologies, compilations or collective works;
copying of consumable works is prohibited. Copying for the purpose of performance is prohibited, except in the
case of an emergency as set forth above, and copying for the purpose of substituting for the purchase of music is
prohibited, except as set forth in the first and second paragraphs above. All copies must include the copyright
notice appearing on the printed copy.
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Performance by teachers or students of copyrighted musical works is permitted without the authorization of the
copyright owner as part of a teaching activity in a classroom or instructional setting. The purpose shall be
instructional rather than for entertainment.
If the requirements of the foregoing paragraph are not satisfied, performances of non-dramatic musical works
which are copyrighted are permitted without the authorization of the copyright owner, provided that:
The performance is not for a commercial purpose;
None of the performers, promoters or organizers are compensated; and (1) There is no direct or indirect
admission charge; or (2) Admission fees are used for educational or charitable purposes only; provided
that the copyright owner has not objected to the performance.
All other musical performances require permission from the copyright owner.
Off-Air Recording of Copyrighted Program
Television programs transmitted by television stations for reception by the general public without charge
(herinafter referred to as ―broadcast programs‖) may be recorded off-air simultaneously with broadcast
transmission (including simultaneous cable retransmission) and retained by a school for a period not to exceed
the first forty-five (45) consecutive calendar days after date of recording. Upon conclusion of this retention
period, all off-air recordings must be erased or destroyed immediately.
Off-air recordings may be used once by individual teachers in the course of relevant instructional activities, and
repeated once only when instructional reinforcement is necessary in classrooms and similar places devoted to
instruction, during the first ten (10) consecutive school days in the forty-five (45) calendar day retention period.
―School days‖ are school session days – not counting weekends, holidays, vacations, examination periods or
other scheduled interruptions.
Off-air recordings may be made only at the request of and used by individual teachers, and may not be regularly
recorded in anticipation of requests. No broadcast program by be recorded off-air more than once at the request
off-air more than once at the request of the same teacher, regardless of the number of times the program may be
broadcast.
A limited number of copies may be reproduced from each off-air recording to meet the legitimate needs of
teachers under these guidelines. Each additional copy shall be subject to all provisions governing the original
recording.
After the first ten (10) consecutive school days, off-air recordings may be used up to the end of the forty-five
(45) calendar day retention period only for teacher evaluation purposes, i.e., to determine whether or not to
include the broadcast program in the teaching curriculum. Permission must be secured from the publisher before
the recording can be used for instructional purposes or any other non-evaluation purpose after the ten(10) day
period.
Off-air recordings need not be used in their entirety, but the recorded programs may not be altered from their
original content. Off-air recordings may not be physically or electronically combined or merged to constitute
teaching anthologies or compilations.
All copies of off-air recordings must include the copyright notice on the broadcast program as recorded.
Authorized Reproduction and Use of Video Rentals or Videos Purchased for Home
Videos may only be rented for classroom use from agencies or companies that allow for such use. Many retail
video rental stores have strict license agreements prohibiting use with large, non-home audiences. These
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restrictions may also apply to the use of videos purchased for home use. Staff is expected to review and honor
these agreements.
Digital media
In 1998, copyright law was initiated concerning digital copyright protections. This link provides outlines,
summaries and exclusions relating to digital use: http://www.copyright.gov/legislation/dmca.pdf. Bear in mind
the nature of changing technologies and that these summaries and exclusions are modified every three years.
U.S. Copyright Office
101 Independence Avenue SE
Washington, DC 20559-6000
(202) 707-3000
Revised: 22-Nov-2006

Classroom Use
Educators bear the responsibility for wise use of instructional material including audiovisual materials
regardless of the format of the media—print and/or non-print: Computer file, DVD, VHS, Streaming digital,
Music, Websites, etc.
In determining the use of any material the factors to be considered shall include:
1. Teachers must preview any material before use in the classroom.
2. Videos and DVD’s may not be used for entertainment or recreation unless public performance rights
have been purchased—from MovieLicensing.com or other licensing company.
3. Documentation for its use (media, technology) is provided in lesson plans.
4. In no case shall any district employee use district equipment for duplication which would prevent
or circumvent sale of copyrighted material.
5. Adherence to the following criteria of copyright permission and restrictions as noted below.
Audiovisuals: The definition of audiovisual refers to presentations completed with the use of instructional
media machines.
Permissible uses of audiovisuals shall be as follows:
1. Creating a slide or transparency from multiple sources as long as creation does not exceed 10% of
photographs in one source (book, magazine, filmstrip, etc.) unless the source forbids photographic
reproduction.
2. Creating a single slide/transparency from a single page of "consumable" workbook.
3. Reproducing selected slides from a series if reproduction does not exceed 10% of total nor "the essence"
of the work.
4. Excerpting sections of film for a local video tape (for instruction) if excerpting does not exceed 10% of
the total work.
5. Stories of literary excerpts may be narrated on tape and duplicated, as long as similar material is not
available for sale.
Prohibitions:
1. Duplication of audio tapes unless reproduction rights were given at time of purchase.
2. Reproduction of musical works or conversion to another format (e.g., record to tape).
3. Reproduction of any AV work in its entirety.
4. Conversion of one media format to another (e.g., VHS to DVD) unless permission is secured.
Alabama educators may subscribe (for free) to UnitedStreaming.com through Alabama Public Television. (See
link: http://www.unitedstreaming.com/publicPages/termsOfUse.cfm) for full terms of use.
Note Specific Terms of Use as excerpted concerning downloading of videos and editing content:
Downloading of Content. Users may download, for noncommercial instructional use, including for lesson
plans, copies of (i) images and (ii) videos and video clips designated on the website as downloadable. Copies
must be deleted or erased after use or expiration of the Term, whichever occurs first. Such downloading shall
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be for individual User convenience only, and Users may not (1) systematically download any of the Content,
(2) create distribution ―libraries‖, or (3) transfer, sell, rent, display, or exhibit any of the Content to any third
party outside of the Community (as defined in the Subscriber Agreement).
Editing Content. Users may edit videos and video clips designated on the Website as editable, solely in
connection with classroom or other school-related projects. Such videos and video clips, as edited by User, as
well as any work containing User-edited videos or video clips, may not contain any libelous or unlawful
materials or content or any commercial advertising materials, will not infringe upon any party's proprietary
rights, including but not limited to statutory or common-law copyright, trademark and right of privacy, and
may not violate any law, regulation or right of any kind whatsoever or give rise to any actionable claim or
liability.
User must maintain all copyright, trademark and proprietary notices included with, attached to or embedded
all editable videos and video clips without modification, obstruction or deletion.
The Content may include certain ancillary educational materials, such as student activity sheets, blackline
masters and teachers' guides (―Ancillary Materials‖). User may modify, alter and revise the Ancillary
Materials to meet specific instructional needs, provided that the following statement is prominently displayed
on all such revised Ancillary Materials, in addition to any other proprietary notices, and with the
understanding that Discovery Education or its content provider shall continue to own the Ancillary Materials:
“Revised with the permission of Discovery Education. Discovery Education and its content providers
are not responsible for the content or accuracy of the revision”.

Computer Software
Permissible duplication of copyrighted computer software shall be as follows:
1. District employees will be expected to adhere to the provisions of Public Law 96-517, Section 7 (b)
which amends Section 117 of Title 17 of the United States Code to allow for making of a back-up copy
of computer programs. This states that "...it is not an infringement for the owner of a copy of a computer
program to make or authorize the making of another copy or adaptation of that computer program
provided:
a. that such a new copy of adaptation is created as an essential step in the utilization of the
computer program in conjunction with a machine that is used in no other manner, or that such a
new copy
b. adaptation is for archival purposes only and that all archival copies are destroyed in the event
that continued possession of the computer program should cease to be rightful."
2. Copyrighted software may be duplicated if the district has secured a licensing agreement for the
duplication of such for district authorized instructional use.
Prohibition:
1. Illegal copies of copyrighted programs may not be made or used on school equipment.
Video or Audio Cassettes: A video/audio cassette is a video/audio tape recording mounted in a cassette.
Permissible use of video cassettes shall be as follows:
1. Only a legitimate copy of a video/audio cassette may be used.
2. Attendance must be limited to the teacher and pupils.
3. The performance must be part of a systematic course of instruction and not for entertainment,
recreation, or other outside activities.
4. The performance must be part of the teaching activities or lesson plans.
5. The performance must take place in a classroom or similar place devoted to instruction.
Prohibitions:
1. Duplication and/or transmission of video/audio cassettes are prohibited without a written licensing
agreement.
2. Purchased or rented video/audio cassettes labeled "Home Use Only" can only be used in face-to-face
instruction in the classroom. They may not be used for school assemblies, entertainment or enrichment
unless a public performance license is obtained.
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Off-Air Video Taping
Permissible use of off-air video taping:
1. "Fair Use" of off-air taping was developed to apply only to educational institutions for recording
television programs transmitted by television stations for reception by the general public.
2. A broadcast program may be recorded off-air and retained by a non-profit educational institution for a
period not to exceed the first forty-five (45) consecutive calendar days after date of recording. Upon
completion of such retention period, all off-air recordings must be erased or destroyed.
3. Off-air recordings may be used once by individual teachers in the course of relevant teaching activities,
and repeated once only when instructional reinforcement is necessary, in classrooms and similar places
devoted to instruction within a single building, during the first ten (10) consecutive school days in the
forty-five (45) calendar day retention period.
4. Off-air recordings may be made only at the request of and used by an individual teacher.
Fair Use Guidelines for Educational Multimedia
Individual educators who create multimedia projects containing original and copyrighted materials may use
those projects for:
face-to-face student instruction.
directed student self-study.
real-time remote instruction, review, or directed self-study for students enrolled in curriculum-based
courses, provided there are no technological limitations on access to the multimedia project and that the
technology prevents copying of the copyrighted material.
teaching courses for a period of up to two years after the first instructional use. After two years,
educators must obtain permission for each copyrighted portion in the project.
presentation at peer workshops and conferences.
such personal uses as tenure review or job interviews.
The guidelines also allow students who create educational multimedia projects containing copyrighted materials
to use their projects for:
educational uses in the course for which they were created.
portfolios as examples of their academic work.
such personal uses as job and graduate school interviews.
The guidelines require, however, that all multimedia projects that include copyrighted materials:
credit the sources, display the copyright notice, and provide copyright ownership information. (The
credit identifies the source of the work, including the author, title, publisher, and place and date of
publication. The copyright ownership information includes the copyright notice, year of first
publication, and name of the copyright holder.)
state on the opening screen and on any accompanying print material a notice that certain materials are
included under the fair use exemption of the U.S. Copyright Law and have been prepared according to
the multimedia fair use guidelines and are restricted from further use.
The guidelines place restrictions on how the completed multimedia projects may be retained and stored.
No more than two copies of a project may be made. One copy may be retained by the creator; the other
must be held in the school's library or media center.
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Online instructional projects may be used only over a secure network for a period of 15 days after the
initial use. After that period, one of the two copies of the project may be placed in the media center for
on-site use by students enrolled in the course.
Students may not make their own copies of instructional projects.
Projects cannot be replicated or distributed for any purpose other than those listed in the guidelines
without obtaining permission from all copyright owners.
The guidelines also limit the amount of copyrighted multimedia material that can be included in educational
projects to
up to three minutes or 10 percent, whichever is less, of a single copyrighted motion media work.
up to 10 percent or 1,000 words, whichever is less, of a single copyrighted work of text.
an entire poem of less than 250 words or up to 250 words of a longer poem but no more than three
poems by one poet or five poems by different poets from a single anthology.
up to 30 seconds or 10 percent, whichever is less, of music and lyrics from a single musical work.
up to five photographs or illustrations by one person and no more than 15 images or 10 percent,
whichever is less, of the photographs or illustrations from a single published work.
up to 2,500 fields or cell entries or 10 percent, whichever is less, from a numerical database or data
table.
The guidelines specifically exempt K-6 students from adhering strictly to those portion limits.
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Selection Policy
District Mission Statement: Materials are selected by the district to implement, enrich, and support the
educational program for the students. Materials must serve both the breadth of the curriculum and the needs and
interests of individual students. The district is obligated to provide for a wide range of abilities and to respect the
diversity of many differing points of view. To this end, principles must be placed above personal opinion and
reason above prejudice in the selection of materials of the highest quality and appropriateness.
Library Media Centers Objectives: Media centers are to make available to faculty and students a collection of
materials that will enrich and support the curriculum and meet the needs of the students and faculty served. The
main objective in selection is to provide students with a wide range of educational materials on all levels of
difficulty and in a variety of formats, with diversity of appeal, allowing for the presentation of many different
points of view.
Responsibility for selection: Materials are selected by the library media specialist considering recommendations
from students and faculty. Media selected shall be consistent with the educational goals of the district, have
aesthetic, literary or social value and represent our pluralistic society. While perspectives from a variety of
persons and sources are encouraged, the library media specialist knows the holdings of the media center and has
the responsibility to maintain a balanced and varied collection.
Types of media in collections: Cullman County Library Media Centers may collect the following types of
materials:
Books (library bound, paperback, reference, e-books, digital, professional books etc…)
Audiovisual materials (visual, audio, DVD, CD, VHS, instructional television, software)
Periodicals (magazines, newspapers, journals)
Vertical file materials (pamphlets, articles etc…)
Tactile materials (kits, globes, games etc…)
Instructional equipment
Community resources (list of persons or businesses in surrounding area that are useful sources of
information to enhance the curriculum)
Criteria for selection: The following criteria shall be used in selection of materials
Purpose – overall purpose and direct relationship to instructional objectives.
Reliability – accuracy and authenticity.
Quality – writing and production of merit.
Treatment – clear, comprehensible and well organized.
Construction – durable, safe, functional and well packaged.
Special features – useful illustrations, photos, maps etc…
Possible uses – in depth study, individual or small group instruction.
Special considerations: The following circumstances shall be considered in selection of material.
Religion and Mythology – factual media which represent all major religions
Sex education – factual information appropriate for age group or related to curriculum
Profanity – efforts shall be made to exclude media using profanity in a lewd or detrimental manner,
however, use of profanity does not automatically disqualify a selection.
When taking these circumstances into consideration library media specialists shall adhere to the
statements of intellectual freedom and Library Bill of Rights (see addendum) which is in direct relation
to the First Amendment to the United States Constitution.
“Congress shall make no law respecting an establishment of religion, or
prohibiting the free exercise thereof; or abridging the freedom of speech, or the
press; or the right of the people to peaceable assemble, and to petition the
Government for a redress of grievances”

Selection aids: The following aids are frequently consulted when selecting media
ALA Notable Books (vendor recommendations)
Booklist
Hornbook
School Library Journal
Accelerated Reader Booklists
Award Winners (Caldecott, Newbery, Alex, etc…)
Any other professionally accepted sources
Challenged materials: Occasional objections to media will be made despite the quality of the selection process.
Specific steps shall be taken when asked to reconsider materials in the collections. Individuals making
complaints shall be directed to the building principal. After reading/viewing/listening to the material in its
complete form, the complainant shall fill out a request for reconsideration form and return it to building
principal (see addendum). No request shall be considered unless forms are filled out entirely and returned by the
stated deadline. The local school principal shall then designate a committee to review material in question
(usually the Library Media Advisory Board).
The committee shall record their findings via the checklist provided for either fiction or nonfiction works (see
addendum) and make recommendations regarding material to the principal who then informs the complainant.
The committee’s decision becomes final unless an appeal is made. Due process allows the complainant to carry
a challenge beyond the local school to the district. District level complaints shall follow the same procedure with
the superintendent designating a committee to further review the material using the same checklists for fiction or
nonfiction works. The decision of the district level committee is final.
Gifts/Donations: Cullman County School Libraries encourage gifts of books, non print resources and gifts of
money to enhance usefulness of media collections. Media centers accept gifts with the understanding that only
those materials which meet the standards set forth in selection policy or enhance in some unique way the
collections will be retained. Other materials will be disposed of in whatever manner the media center determines
to be the most suitable. Cullman County School Libraries tend to discourage gifts with extensive restrictions
because restrictions can occasionally make it impossible to fulfill its function of serving appropriately its
patrons. Library media centers cannot promise in all cases to maintain a collection or group of materials as a
single entity. The media center reserves the right to make the decision as to the most appropriate use and
housing of a gift. Appropriate bookplates indicating a donor can be placed to identify individual books. In
general, the media centers do not accept gifts for deposit without a written statement from the depositor whereby
the gift will ultimately become the property of the library. The library media center cannot act as an appraiser.
All gifts are acknowledged by the library media specialist. The acknowledgment may include a list of gift items
given by the depositor.
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Collection Development Policy
Collection Balance & Maintenance
The primary objective of each school’s library media program is to enrich, extend, and support the instructional
program of the school. The school library media program makes available a wide range of media on varying
levels of difficulty with a diversity of appeal compatible with the different needs, interests, and viewpoints of
students and teachers.
In addition to supporting the Library Bill of Rights (see addendum), the school library media program should
reflect the following:
1. Media shall be appropriate for the subject area and for the age, emotional development, ability level,
and social development of the students for whom the materials are selected.
2. Media shall be evaluated for its strengths rather than rejected for its weaknesses.
3. Specific curriculum objectives may be achieved by providing biased or slanted media.
4. Special consideration is given to treatment of the following elements: religion, ideologies, sex
education, sex, profanity, and science.
5. Acceptance of gifts of media shall meet the same selection criteria and procedures as purchased media.
Their acceptance, along with the understanding of their use or disposition, will be determined by the
same persons having the responsibility for acquisitions (the media specialist).
Collection development is a continuing process which shall include the removal of media no longer
appropriate and the replacement of lost and worn materials still of educational value. Librarians must
ultimately depend upon their experience, knowledge of users, professional judgment, and common sense to
maintain a collection that best serves their users’ needs. The media specialist may use circulation and collection
reports, including collection development software tools, to provide a collection development report indicating
strengths, weaknesses, and ages of the various collections.
Weeding Policy
In order to maintain the quality of the collection, obsolete and unused materials are removed from the working
collection on a continual basis. The advice of individual faculty, academic departments, or other uniquely
qualified individuals is sought when appropriate. No materials will be withdrawn or discarded only because they
contain controversial or unpopular opinions, the final decision rests with the media center director.
Infrequently used books are retained if they contribute to the excellence of the collection as a whole and are
cited in at least one standard subject bibliography. Multiple copies will be retained if circulation statistics
validate the need to retain multiple copies for patron use. As a general guideline, last copies and out-of-print
materials are retained if they are of value when viewed in the perspective of the total collection.
The process of weeding the collection involves time, skill in collection development, expertise in collection
maintenance, and a thorough knowledge of materials and their potential reference or research value for patrons.
Weeding is best served when the media specialist uses a weeding cycle that ultimately incorporates the entire
collection.
When deemed appropriate by the media specialist, teachers may choose any discarded materials for special
classroom collections, when teachers have made their selections, students and then the general public may be
given permission to select from the remaining materials. With approval of the local school principal, a nominal
fee may be charged for purchase of the weeded material.

D. 004.8
Opening and Closing Cullman County Schools Library Media Centers
The following are recommended opening and closing dates for Cullman County Schools Library Media Centers.
Please note any differences between elementary and secondary libraries in regard to opening, closing and
circulation.

Opening dates: All libraries shall be closed the first 5-8 days of student contact for the following duties to be
performed upon the opening of school
Processing of new books and materials
Shelving new books and materials
Preparing displays
Setting up circulation systems
Checking in periodicals received over summer
Updating patron databases (AR etc…)
Installing and setting up software on library computers
Preparing audiovisual equipment for faculty use

Mid-year closing: All libraries shall be closed the last student day of the first semester to complete mid-year
tasks. Examples are as follows:
Updating student billing for lost or overdue library materials
Completing mid year reports & acquisitions
Shelving library materials
Training potential staff for new semester
Other tasks to improve library services

Year end closing: All libraries will close at the end of the year to complete year end tasks. In elementary and
middle school settings with large student bodies, it is frequently necessary to contact parents for assistance in
retrieving or paying for lost items. Therefore, those schools need additional time to perform those duties. In
secondary settings it is also necessary to cut off circulation in the library media center early due to early release
dates, exams etc… The following are examples of year end tasks that must be performed during this down time
(not an all inclusive list) Following these examples are recommended shut down times for various schools.
Duties:
Retrieving lost items
Conducting final inventory
Finalize student billing for lost and damaged items
Repairing materials
Preparing equipment for summer maintenance
Preparing worn and outdated items for discard
Replacing lost labels, dust jackets, barcodes etc..
Conduct routine and end of year cleaning of media center
Complete end of year statistical reports
Preparing donated items for processing
Clean up computer files and label computers needing repair
Other necessary end of year tasks

Closing:
Elementary, middle and high school closings:
Media centers serving 1-250 students: Media center shall be closed eight school days prior to last student day of
school.(to perform duties)
Circulation shall cease two school days prior to the actual closing of the media center. Which means all library
materials should be returned to the media center before the last ten student days of school.
Media centers serving 251-500 students: Media center shall be closed ten school days prior to the last student
day of school.(to perform duties)
Circulation shall cease two school days prior to the actual closing of the media center. Which means all library
materials should be returned to the media center before the last twelve student days of school.
Media centers serving 501+ students: Media center shall be closed twelve days prior to the last student day of
school. (to perform duties)
Circulation shall cease two school days prior to the actual closing of the media center. Which means all library
materials should be returned to the media center before the last fourteen student days of school.
Secondary schools- Secondary media centers shall be closed to circulation as follows:
Senior students – seniors shall not circulate materials from the media center for twelve days prior to their early
release date from school.
Underclassmen – freshman, sophomores and junior students shall not circulate materials from the media center
for twelve days prior to the last student day of school.

D. 004.9
Job Descriptions: Media Specialist & Media Technical Assistant
Position: Media Specialist
Evaluated by: School Principal
The media specialist is directly responsible to the school principal and is responsible for developing,
implementing, and administering a media program that supports classroom instruction and facilitates the
acquisition of information literacy skills.
Responsibilities and Duties of this Position Include:
1. Plan, organize, implement, and supervise the program, collection, and staff of the school library media
center
2. Maintain and update written goals, objectives, policies, and procedures supporting both the educational
objectives of the total school program and those of the library media program
3. Evaluate and select a variety of materials and equipment based upon the curriculum, needs and interests
of the students and staff
4. Perform and/or coordinate the ordering, cataloging, processing, and maintenance of media and
equipment for circulation
5. Direct the activities of library media center support staff and volunteers
6. Establish and maintain an accurate circulation system for media and equipment
7. Schedule use of equipment, materials, and space of the media center to provide maximum access for
students and faculty
8. Plan and provide information literacy skills instruction for students and staff
9. Work cooperatively with staff to integrate information literacy skills within the curriculum
10. Provide production and technical assistance for students and faculty
11. Maintain accurate inventories and indexes of the library media center’s collection of materials and
equipment
12. Develop and present to the principal the library media center budget
13. Provide an environment conducive to inquiry, research, study, and personal use by students and staff
14. Promote the school library media program and resources to students, staff, and community
15. Involve students, staff, and community in planning and evaluating the library media program
16. Implement requirements of state law, county policies, and school building procedures
17. Perform other duties as assigned by the principal or his/her designee
Required Qualifications:
1. State approved library certification
2. Leadership abilities and a tolerance for stress
Desired Qualifications:
1. Master’s Degree with a major in Instructional Media or Library and Information Science
2. Experience as a Media Specialist

Position: Media Technical Assistant
Evaluated by: Principal or Media Specialist
The media technical assistant will perform technical, secretarial, and clerical duties to assist in the functioning of
the school library media center.
Responsibilities and duties of this position include:
1. Maintains current bibliographic and inventory records of the media technology collection (books,
software, kits, etc. and related equipment). Enters data into computer, runs and distributes reports for
administrators and staff
2. Instructs students and teachers in locating and using media/technology resources such as library books,
magazines, audiovisual and video materials, computerized information databases, computer-based
learning programs, and related media/technology equipment
3. Enters student and circulation data on the computer and handles booking and circulating loan materials
and equipment
4. Operates library circulation software, including daily startup and shutdown of system
5. Provides secretarial services for media center operations, including meeting the public, word processing,
statistics, record keeping, correspondence, and filing, as well as providing preventative care and
maintenance of school media technology materials and equipment and school media center furnishings
6. Assists in preparation of displays, bulletin boards, exhibits, and media productions
7. Maintains an orderly and attractive media center, including materials, equipment, furnishings, and book
shelves
8. Troubleshoots computer and audio visual equipment when problems arise
9. May contact, monitor, and train both adult and student volunteers
10. May coordinate school book fair, including notifying classes of schedule, collecting money, and
completing records
11. Processes new materials, verifies purchase orders, stamps ownership, enters data to computer system,
and assigns barcode numbers
12. May monitor students and/or read to students
13. Performs inventory of materials and equipment in the media center, assists in preparation of annual
book count and inventory reports
14. Prepares and distributes overdue notices to students and staff and collects monies for damaged and lost
materials
15. Performs other duties of similar nature or level
Required Qualifications:
1. Two years of college or successful completion of the workkeys test, qualified by NCLB
2. Knowledge of Microsoft Office applications, general keyboarding skills, and clerical skills
Desired Qualifications:
1. Experience preferred but not required
2. A substitute teacher license and experience as a substitute teacher

