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Part I:  Philosophy

Dorchester County Public Schools Philosophy

To assure that every child will learn by providing rigorous educational programs that challenge and engage all students; school environments that are safe, friendly, and nurturing; and exceptional faculty and staff who are committed to providing a child-centered climate.

Through a cooperative and supportive partnership among school, home and community, the Dorchester County Public Schools will provide continuously improving educational programs, which enable all students to acquire the self-discipline, knowledge and skills necessary to become creative, self-sufficient, lifelong learners and productive citizens.

School Library Media Philosophy

The Dorchester County library media program is designed to support the educational goals and objectives of the school system.  The program provides an organized collection of print materials, non-print materials, and technology as well as the services and integrated instruction necessary for their use and enjoyment.  The materials and activities, presented with an awareness of the Voluntary State Curriculum, must provide current sources of information, reflect various points of view, encourage thinking and problem solving skills, accommodate a broad range of learning styles and abilities, and build a foundation for lifelong learning and information literacy.

With Central Office leadership, professional and support staff are assigned to the library media centers. All library media specialists develop mission statements that are designed to support the educational goals of their schools.  They systematically manage the library media program within each building.  Cooperation among the library media staff, instructional staff, community agencies, and information sources is a vital part of the educational program.  Library media skills are an integral part of the Maryland School Performance Program as they support learning outcomes in mathematics, reading, writing and language usage, social studies, and science.  As a fundamental part of the total educational process, a library media program is essential for promoting quality education.
American Library Association Code of Ethics

As members of the American Library Association, we recognize the importance of codifying and making known to the profession and to the general public the ethical principles that guide the work of librarians, other professionals providing information services, library trustees and library staffs.
Ethical dilemmas occur when values are in conflict. The American Library Association Code of Ethics states the values to which we are committed, and embodies the ethical responsibilities of the profession in this changing information environment.
We significantly influence or control the selection, organization, preservation, and dissemination of information. In a political system grounded in an informed citizenry, we are members of a profession explicitly committed to intellectual freedom and the freedom of access to information. We have a special obligation to ensure the free flow of information and ideas to present and future generations.
The principles of this Code are expressed in broad statements to guide ethical decision making. These statements provide a framework; they cannot and do not dictate conduct to cover particular situations.
I. We provide the highest level of service to all library users through appropriate and usefully organized resources; equitable service policies; equitable access; and accurate, unbiased, and courteous responses to all requests. 

II. We uphold the principles of intellectual freedom and resist all efforts to censor library resources. 

III. We protect each library user's right to privacy and confidentiality with respect to information sought or received and resources consulted, borrowed, acquired or transmitted. 

IV. We respect intellectual property rights and advocate balance between the interests of information users and rights holders. 

V. We treat co-workers and other colleagues with respect, fairness, and good faith, and advocate conditions of employment that safeguard the rights and welfare of all employees of our institutions. 

VI. We do not advance private interests at the expense of library users, colleagues, or our employing institutions. 

VII. We distinguish between our personal convictions and professional duties and do not allow our personal beliefs to interfere with fair representation of the aims of our institutions or the provision of access to their information resources. 

VIII. We strive for excellence in the profession by maintaining and enhancing our own knowledge and skills, by encouraging the professional development of co-workers, and by fostering the aspirations of potential members of the profession. 
School Community

Hurlock Elementary School is located in Hurlock, a small town with a population of approximately 1800 people in rural Dorchester County, Maryland.  It was opened in 1982 to consolidate Hurlock Primary and Hurlock Intermediate Schools.   It has been enlarged twice by additions in 1990 and in 1996 to accommodate the increasing enrollment and special needs population.  The current enrollment is 416 students in grades Pre-K through 5.

The Media Center is open each morning for students to exchange/get books or to use the computer lab from 8:15 until 9:00.  Staff may utilize the Media Center at anytime to gather materials.  Staff members are allowed to sign out materials if the Media Specialist is unavailable.  Students visit the media center as a “specials rotation”.  The rotation is weekly.  The media specialist has each group of students one week for 50 minutes each day.   

The students at Hurlock use the Media Center to check out books and to use the computer lab.  The staff uses the Media Center to check out books, videos, magazines, mobile computer labs, and software.
Part II:  Instruction

A. Introduction

Professional library media specialist and media paraprofessionals administer the program and resources of the school library media centers of Dorchester County.  The instruction they provide is defined by student learning outcomes and indicators for library media skills, which should be matched with outcomes in the content areas as an integral part of the Maryland School Performance Program.  The include such areas as literacy appreciation, locating information, collecting information, organizing and managing data and information, interpreting information, sharing findings and conclusions, and ethical use of information.  It is expected that students will continue to develop and refine these skills with appropriate learning activities integrated with the content areas as they proceed through the grades.

Dorchester County library media professionals should plan with the content area teachers to ensure integration of information literacy skills into the content areas and the matching of these skills with appropriate outcomes and indicators.

B. Scope and Sequence

· Currently meeting with all grade levels to create.  A rough draft is currently located in the Appendix.

Library Media Skills

Learner Outcomes

Outcome #1

Students will demonstrate an appreciation of literature as a reflection of human experience and reading as a pleasurable activity.

Indicators:  

· Identify relationships among literacy settings, characters, actions, and events and situations in real life.

· Use libraries to facilitate development of good reading habits.

· Experience the pleasure of recreational reading.

· Recognize the connection between reading and being a lifelong learner.

Outcome #2

Students will be able to use resources, in wide variety of formats, to locate information to meet an identified need.

Indicators:

· Match resources to topic of interest or need.

· Use concepts related to content of and arrangement on the shelf to select fiction/stories and non-fiction/information materials to meet current need.

· Students will define and refine an information need by formulating compelling/effective questions.

Outcome #3

Students will be able to collect information relevant to their current information need.

Indicators:

· Students will use print resources efficiently and effectively.

· Use non-print resources efficiently and effectively.

· Use computer/online/digital resources efficiently and effectively.

· Evaluate the content of specific print resources to determine accuracy and relevance of content.

· Evaluate the content of specific non-print resources to determine accuracy and relevance of content.

· Evaluate the content of specific computer/online/digital resources to determine accuracy and relevance of content.

· Use appropriate graphic organizers or note cards to record relevant information.

· Use own words to capture concepts and avoid plagiarism.

· Record appropriate bibliographic information to cite sources.

Outcome #4

Students will use appropriate print, non-print and computer/online/digital formats to organize and manage data/information.

· Generate appropriate formats for displaying and managing data/information.

· Interpret data/information displayed in a variety of formats.

· Explore and discuss different strategy/format with inherent structure of content to be organized.

Outcome #5

Students will be able to interpret information to generate new understanding and knowledge.

· Analyze quality of data, information, and resources.

· Apply critical thinking and problem solving strategies.

Outcome #6

Students will be able to communicate findings/conclusions by producing materials in an appropriate format to support written, oral, and multi-media presentations.

· Make decisions to facilitate effective communication of ideas.

· Apply best practices related to content and layout of presentations.

Outcome #7

Students will demonstrate responsible attitudes toward the use of information.

· Exhibit respect for the intellectual property rights of others.

· Utilize safe practices when working online.

· Utilize freedom of access to ideas.
Technology Foundation Standards for All Students
The technology foundation standards for students are divided into six broad categories. Standards within each category are to be introduced, reinforced, and mastered by students. These categories provide a framework for linking performance indicators within the Profiles for Technology Literate Students to the standards. Teachers can use these standards and profiles as guidelines for planning technology-based activities in which students achieve success in learning, communication, and life skills.
1. Basic operations and concepts 

· Students demonstrate a sound understanding of the nature and operation of technology systems. 

· Students are proficient in the use of technology.
· Social, ethical, and human issues 

· Students understand the ethical, cultural, and societal issues related to technology. 

· Students practice responsible use of technology systems, information, and software. 

· Students develop positive attitudes toward technology uses that support lifelong learning, collaboration, personal pursuits, and productivity.
· Technology productivity tools 

· Students use technology tools to enhance learning, increase productivity, and promote creativity. 

· Students use productivity tools to collaborate in constructing technology-enhanced models, prepare publications, and produce other creative works.
· Technology communications tools 

· Students use telecommunications to collaborate, publish, and interact with peers, experts, and other audiences. 

· Students use a variety of media and formats to communicate information and ideas effectively to multiple audiences.
· Technology research tools 

· Students use technology to locate, evaluate, and collect information from a variety of sources. 

· Students use technology tools to process data and report results. 

· Students evaluate and select new information resources and technological innovations based on the appropriateness for specific tasks.
· Technology problem-solving and decision-making tools 

· Students use technology resources for solving problems and making informed decisions. 

· Students employ technology in the development of strategies for solving problems in the real world. 



GRADES PRE K - 2
Performance Indicators: 
All students should have opportunities to demonstrate the following performances.
Prior to completion of Grade 2 students will:
1. Use input devices (e.g., mouse, keyboard, remote control) and output devices (e.g., monitor, printer) to successfully operate computers, VCRs, audiotapes, and other technologies. (1) 

2. Use a variety of media and technology resources for directed and independent learning activities. (1, 3) 

3. Communicate about technology using developmentally appropriate and accurate terminology. (1) 

4. Use developmentally appropriate multimedia resources (e.g., interactive books, educational software, elementary multimedia encyclopedias) to support learning. (1) 

5. Work cooperatively and collaboratively with peers, family members, and others when using technology in the classroom. (2) 

6. Demonstrate positive social and ethical behaviors when using technology. (2) 

7. Practice responsible use of technology systems and software. (2) 

8. Create developmentally appropriate multimedia products with support from teachers, family members, or student partners. (3) 

9. Use technology resources (e.g., puzzles, logical thinking programs, writing tools, digital cameras, drawing tools) for problem solving, communication, and illustration of thoughts, ideas, and stories. (3, 4, 5, 6) 

10. Gather information and communicate with others using telecommunications, with support from teachers, family members, or student partners. (4) 



GRADES 3 - 5
Performance Indicators: 
All students should have opportunities to demonstrate the following performances.
Prior to completion of Grade 5 students will:
1. Use keyboards and other common input and output devices (including adaptive devices when necessary) efficiently and effectively. (1) 

2. Discuss common uses of technology in daily life and the advantages and disadvantages those uses provide. (1, 2) 

3. Discuss basic issues related to responsible use of technology and information and describe personal consequences of inappropriate use. (2) 

4. Use general purpose productivity tools and peripherals to support personal productivity, remediate skill deficits, and facilitate learning throughout the curriculum. (3) 

5. Use technology tools (e.g., multimedia authoring, presentation, Web tools, digital cameras, and scanners) for individual and collaborative writing, communication, and publishing activities to create knowledge products for audiences inside and outside the classroom. (3, 4) 

6. Use telecommunications efficiently and effectively to access remote information, communicate with others in support of direct and independent learning, and pursue personal interests. (4) 

7. Use telecommunications and online resources (e.g., e-mail, online discussions, Web environments) to participate in collaborative problem-solving activities for the purpose of developing solutions or products for audiences inside and outside the classroom. (4, 5) 

8. Use technology resources (e.g., calculators, data collection probes, videos, educational software) for problem solving, self-directed learning, and extended learning activities. (5, 6) 

9. Determine when technology is useful and select the appropriate tool(s) and technology resources to address a variety of tasks and problems. (5, 6) 

10. Evaluate the accuracy, relevance, appropriateness, comprehensiveness, and bias of electronic information sources. (6) 

INFORMATION LITERACY
Standard 1: The student who is information literate accesses information efficiently and effectively.

Standard 2: The student who is information literate evaluates information critically and competently.

Standard 3: The student who is information literate uses information accurately and creatively. 

INDEPENDENT LEARNING
Standard 4: The student who is an independent learner is information literate and pursues information related to personal interests.

Standard 5: The student who is an independent learner is information literate and appreciates literature and other creative expressions of information.

Standard 6: The student who is an independent learner is information literate and strives for excellence in information seeking and knowledge generation. 

SOCIAL RESPONSIBILITY
Standard 7: The student who contributes positively to the learning community and to society is information literate and recognizes the importance of information to a democratic society.

Standard 8: The student who contributes positively to the learning community and to society is information literate and practices ethical behavior in regard to information and information technology.

Standard 9: The student who contributes positively to the learning community and to society is information literate and participates effectively in groups to pursue and generate information. 

Statement on Acceptable Technology Use 

I. Student Acceptable Technology Use Policy 

The Dorchester County Public Schools consider the following uses of the Internet and World Wide Web thereafter referred to as the "WWW" unacceptable and just cause for taking disciplinary action, revoking network privileges, and and/or initiating legal action: 

1.  Personal Safety 

* Students shall not post personal information about themselves or other people including but not limited to address, telephone number, school address, work address.

* Students shall not agree to meet with someone they have met on-line without their parent’s approval and participation.

* Students shall promptly disclose to their teachers or other school employees any message they receive that is inappropriate or makes them feel uncomfortable.


2. Illegal Activities 

* Students shall not attempt to gain unauthorized access to the Wide Area Network (hereafter referred to as the "WAN") or to any other Local Area Network (hereafter refereed to as a "LAN") or computer system through the WAN, or go beyond their authorized access. This includes attempting to log in through another persons account or access another person's files. These actions are illegal, even if only for the purpose of browsing. 

* Students shall not make deliberate attempts to disrupt the computer system performance or destroy data by spreading computer viruses or by any other means. These actions are illegal. 

* Students shall not use the system to engage in any other illegal act, including but not limited to arranging for a drug sale or the purchase of alcohol, engaging in criminal gang activity, or threatening the safety of another person. 



* Students shall not use the system for political lobbying. Students may use the system to communicate with their elected representatives and to express their opinion on political issues. 

* Students shall not post chain letters. Students shall not post anonymous messages. 

3. System Security 

* Students shall be responsible for the use of their individual account, if assigned, and should take a reasonable precaution to prevent others from being able to use their account. Under no conditions should a student provide their account information and/or password to another person. 

* Students shall immediately notify the teachers if they suspect or have identified a possible security problem. Users will not go looking for security problems, because this may be construed as an illegal attempt to gain access. 


4. Inappropriate Language 

* Restrictions against inappropriate language apply to public messages, private messages, and material posted on Web pages. For the purpose of this policy, inappropriate language can be considered to include, not necessarily limited to, the following clarification. 

* Students shall not use obscene, profane, lewd, vulgar, rude, inflammatory, racist, sexist, threatening, or disrespectful language. 

* Students shall not post information that, if acted upon, could cause damage or a danger of disruption. 

* Students shall not engage in personal attacks, including prejudicial or discriminatory attacks. 

* Students shall not harass another person. Harassment is persistently acting in a manner that distresses or annoys another person. If a student is told by a person to stop sending those messages, the student must stop sending messages to that person. 

* Students shall not knowingly or recklessly post false or defamatory information about a person or organization. 

5. Respect for Privacy 

Students shall not repost a message that was sent to them privately without permission of the person who sent them the message. 

6. Respecting Resource Limits 

Every effort shall be taken not to waste finite resources. Students shall not download extensive files unless absolutely necessary. If necessary, students will download the file at a time when the system is not being heavily used and immediately remove the file system computer to their personal computer. 

7. Plagiarism and Copyright Infringement 

Dorchester County Public Schools are committed to preserving academic integrity, and it will act to deter any actions that jeopardize the school's ability to evaluate student performance. Adherence to a strict code of ethical behavior is the responsibility of all students. 

Plagiarism is using another's words or ideas, in part or whole, and presenting them as your own without proper citation. This definition applies to words or ideas from any published source (books, magazine, newspaper, etc.) from any internet site, or from essays written by other students. 

Plagiarism may take many forms, including (but not limited to): 

* Copying the exact words from any outside source without proper acknowledgement. This applies to the use of an entire paper, section or paragraphs, or a few words and phrases. 

* Paraphrasing ideas from any outside source without proper acknowledgement. 

* Citing your source by reproducing the exact words of a printed source without using quotation marks, making it appear you paraphrased when you did not. 

* Using a paper writing service or having a friend write the paper for you. 

* Submitting in whole or part a paper written by another student 

* Allowing one student's essay, assignment, or test answers to be used by another student. 

Any instance of academic dishonesty, as determined by the teacher, will result in disciplinary action by the teacher and/or administrator. Teachers have discretion to take appropriate action, such as giving no credit for the assignment or contacting parents. Teachers will document breaches of academic integrity and keep appropriate records in the student's file. 

Students shall respect the rights of copyright owners. Copyright infringement occurs when an individual inappropriately reproduces a work that is protected by a copyright. If a work contains language that specifies acceptable use of that work, the student should follow the expressed requirements. If the student is unsure whether or not they can use a work, they should request permission from the author or copyright owner. 

8. Access to Inappropriate Material 

For the purposes of this policy, inappropriate materials are those materials including, but not limited to, any materials not in support of the systems curriculum. 

* Students shall not use the Internet to access material that is profane or obscene, that advocates illegal acts, or that advocates violence or discrimination towards other people. 

* If a student inadvertently accesses such information, they should immediately disclose the inadvertent access to the computer teacher at their school. This will protect the students against an allegation that they have intentionally violated the Acceptable Use Policy. 

9. Consequences of Violations 

In the event there is an allegation that a student has violated the District Acceptable Technology Use Policy, the student will be provided with notice and a hearing in the manner set forth in the disciplinary code(s) of the Dorchester County Public School. 

Consequences of violations include but are not limited to: 

* Suspension/revocation of Internet access 

* Suspension/revocation Network privileges 

* Suspension/revocation computer access 

* School suspension/expulsion 

* Legal action and prosecution by the authorities 

The Dorchester County  Public Schools have the right to restrict or terminate anyone's Network, Internet, and WWW access at anytime for any reason. Further the Dorchester County Public Schools have the right to monitor Network activity in any form that is deemed necessary to maintain the integrity of the Network. 



It is the student's responsibility to cooperate in any investigation of a complaint or alleged violation of the policies by providing any information he/she possesses concerning the matters being investigated. Further, it is against city policy to attempt to alter, delete or destroy documents, files, etc. that are the subject of investigation. Students should realize that files, which have been deleted, could still be recovered by the Network Administrator.

Library Media Selection Policy

Materials

Nature and Scope of Collections

Since a public school system must meet the needs of a variety of students, the Dorchester County Board of Education seeks to provide ample materials of varied formats in a range of difficulty levels to support and enrich the curriculum.  Materials should appeal to diverse elements of the school population and should present different ethnic, religious, political, and cultural viewpoints and be free of gender or ethnic stereotyping.

Responsibility for Selection and Utilization

Ultimate responsibility for media selection, as for all library media activity, rests with the Dorchester County Board of Education.  Their agents in this action are the professionally trained library media specialists within each school, who know the material available to the school, the types of materials themselves, and the needs of the school program.  To enhance this process a complete set of Dorchester County curriculum documents will be housed in the library media center of each school.  Students, teachers, principals, administrators, supervisors, parents, and members of the community make suggestions for selection to these agents.

A committee composed of curriculum supervisors, teachers, library media specialists, parents, and members of the community will approve materials on Family Life and Human Development covered by Bylaw 13.03.02.01.  In general, this will be a function of the Curriculum Coordinating Committee.

Since academic freedom is essential to the fulfillment of the purposes of the Dorchester County Public School System, there is a fundamental need to protect personnel from censorship or restraint, which might interfere with their obligation to pursue truth in the performance of their professional functions.

Subject to curriculum guidelines and appropriate supervision, the responsibility for proper use of instructional materials within the classroom rests with the teacher.

I.  Objectives of Selection

Although any library media selection policy should be geared to each school’s mission and goals, there are certain basic principles, which must be considered in the selection of all media for schools.  The responsibility of the school library media center is:

A. To provide materials that will support the goals and objectives of the curriculum, taking into consideration the varied interests, abilities, modes of learning, maturity levels, and socio-economic background of the pupils served.

B. To provide materials that will stimulate growth in factual knowledge, literary appreciation, aesthetic values, and ethical standards.

C. To provide a background of information this will enable pupils to make intelligent judgments in their daily lives.

D. To provide materials on opposing sides of issues so that young citizens may develop under guidance the practice of critical analysis of all media.

E. To provide materials representative of many religious, political, ethnic, and cultural groups demonstrating their contribution to our American heritage and world civilization.

F. To provide instructional materials that contains non-stereotyping information relating to a variety of groups representing diversified roles (economic, gender, ethnic, cultural, handicapped, etc).

Types of Materials for Consideration

Instructional materials print and non-print, are those designed to provide information to the learner in the teaching-learning process.  A wide variety of materials are necessary for the best instruction.  Such materials may include:

1. Books

2. Curriculum guide

3. Films

4. Videotapes

5. Games

6. Globes

7. Maps

8. Kits

9. Models

10. Microfilm

11. Magazines

12. Newspapers

13. Pictures/Study prints

14. Programmed materials

15. Computer software

16. Recordings – tape and disk

17. Transparencies 

Library Media Criteria for the Evaluation and Selection of Materials:

1)  Authenticity

Is the content presented in an accurate, impartial, and up-to-date manner?

2)  Appropriateness

Does the material support the objectives of the instructional program?

3)  Interest

Does the information presented contain the following factors:  credibility, simulation of creativity and imagination, aesthetic and literary appeal?

4)  Organization

Is the information organized in a logical, sequential, chronological, and balanced manner?

5) Technical Aspects

Are the quality print, tone, clarity, composition, color, sound, and synchronization acceptable?

6)  Special Feature

Does the producer of the material provide guide booklets, brochures, maps, charts, indexes, illustrations, or other explanatory information?

7)  Physical Characteristics

Is the material designed for ease of use, durability, format, and repair ability?

8) Warranty

Is there a replacement clause made by the manufacturer, publisher, or jobber?  (Some companies do replace materials upon return of the damaged material.)

9) Usage

Is the material designed for individual, group, remedial, introduction, study in depth, or overview use?

Needs of the individual school based on knowledge of the curriculum and of the existing collection are given first consideration.

Materials for purchase are considered on the basis of:

· Overall purpose

· Timeless or permanence

· Important of the subject matter

· Quality of the writing/production

· Readability and popular appeal

· Authoritativeness

· Reputation of the publisher/producer

· Reputation and significance of the author/artist/composer/producer, etc.

· Format and price

Request from faculty, students, administrative, and supervisory personnel, and the community are encouraged.

Selection Sources and Procedures for Selection:

Each school should continue to build its collection in a systematic manner based on an evaluation of user and program needs.  In selecting materials for purchase, the library media specialist determines funds available, evaluates the existing collection, and uses:

○ reputable, unbiased, professionally prepared selection aids such as:


- Children’s Catalog


- School Library Journal, Hornbook, CCCB, etc


- Bibliographies from professional associations

○ specialists from all departments and grade levels

○ information collected from formal surveys of the faculty and staff

○ personal evaluation of materials

○ special interests of and specific requests made by students

In specific areas the library media specialist follows these procedures:

· Gift materials are judged by basic selection standards and are accepted or rejected by those standards

· Multiple copies may be purchased of items which are in great demand

Acquisition Procedures
1.  General procedures

a.  Monies for books, periodicals, non-print materials, and materials of instruction are assigned to each school according to the number of students enrolled.

b. When calculating the money available for the purchase order, allow extra funds to cover shipping and price increases.  This figure is usually a percent of the order.  Contact your school-purchasing agent for the percentage to be used.

2. Ordering

All library media specialists should keep a file of items considered for purchase.  Information kept on file may include date of request, curriculum area, level, and format, person making the request, source, price, and review sources.  An order can be made from this file at any time.

When an order of materials is finalized, it must be submitted on purchase order forms (one form for each company) to the office of the principal of the school.  One copy of the purchase order will remain in the school office; the others will be forwarded to the library media facilitator.  For the records of the library media center, prepare one additional copy of each of your requisitions. 

When there is any question concerning an order, contact your school office first; then the office of the library media Facilitator, and, if necessary, the purchasing office of the Board of Education.

a.  Print materials (library books)

1. All materials should be ordered fully processed, if possible.  When appropriate, order all library editions or boos with plastic covers and jackets.

2. When ordering a set of books, the number of volumes should be indicated on the purchase order.

3. Whenever a new subject or unit is introduced in the curriculum of a school, special supplementary funds should be requested to supply materials for that area of study.

4. The library media specialist should plan a balanced program of acquisition over a number of years.

5. Books can usually be purchased more economically with full processing from jobbers rather than from individual companies.

6. On a book order, order 30% more books than your allotment calls for, specifying that the order not exceed the allotted dollar amount.  This will ensure that a full quota of books is received.  (Many books cannot be supplied for various reasons.)

7. Materials to be purchased with grant monies must be ordered separately from those ordered with local funds.  These materials must be purchased in the areas designated by the terms of the grant.  Each of these items must be carefully marked and accounted for according to appropriate guidelines.

b. Magazines and Periodicals

1. A printout is sent to the school prior ordering time.  Additions and cancellations can be made right on the printout.  A purchase order must be prepared to accompany the printout.

2. Newspapers, H.W. Wilson materials, and magazines not available from your subscription service are ordered on regular purchase order forms.

Requests for Reconsideration of Materials:

While occasional objections to a selection will be made from time to time, free access to information and ideas, and the professional responsibility of the staff to supply this free access, should be defended.

A record is kept on materials likely to be questioned or considered controversial.

Some complaints can be resolved through informal discussion with the principal, the library media specialist, and the complainant.  If the formal complaint is to be made, the procedures are as follows:

1)  The principal, the library media specialist, and the library media supervisor should be involved in the process.

2) No final decision regarding the withdrawal of the material should be made until the compliant process is complete.

3) Invite the complainant to file objections in writing on the adopted form, “Request for Reconsideration of Materials”.

4) Accept the form or advise the complainant to send the completed form to the Supervisor of Media Services, Dorchester County Board of Education, 700 Glasgow Street, Cambridge, MD 21613.

Inventory and Weeding

1)  Annual Inventory

a. The library media center should establish a date approximately two weeks before the end of the school for the return of all the books and materials.

b. An annual inventory should be conducted.  Missing items are marked as lost but not removed from the file until they have been missing at least two years in succession.  At that time the items are withdrawn.

2)  Weeding

a. Materials, which are outdated, and do not meet current selection criteria should be discarded.

b. Dilapidated and worn out books should be removed unless they are necessary and out of print.

c. Books, which are not used, should be removed to provide room for materials that are needed for a changing curriculum.

d. Materials not appropriate for the level of a particular school may be sent to the Central Office for distribution to other schools.

e. Library media specialists should debate very critically the idea of giving students old and worn materials.

f. Old, outdated, and worn library media materials should be sent to the Central Office for disposal.

Appendix

Dorchester County

Citizen’s Request for Reconsideration Of

Instructional Material

Author:  __________________________________________________________

Type of Instructional Material:  _____________________________________

Title:  _______________________________________________________________

Publisher (if known):  _____________________________________________________

Request initiated by:  _______________________________

Telephone: ___________________

Street Address:  _________________________________________________________

City:  ___________________________ Zip Code:  ___________________

Curriculum area and grade of item:  ______________________________________

Complainant represents:  ____________________________________________

Please circle:  self (name of organization) (identify other group)

1.  To what in the item do you object?  (Please be specific)

2.  What do you feel might be the result of using this item?

3.  For what age group would you recommend this item?

4.   Do you feel there is any value in this item?

5.  Did you examine the entire item?  What parts?

6.  Have you had an opportunity to discuss the proposed use of this item with the staff member?

_________________________________________Date___________________________

Signature of Complainant

DORCHESTER COUNTY PUBLIC SCHOOLS
RECOMMEND  FORMCHECKBOX 
  



DO NOT RECOMMEND  FORMCHECKBOX 

Tradebook Evaluation

(To be completed when 5 or more tradebooks are recommended for use in classroom instruction.)

     

     
TITLE

AUTHOR

     

     
PUBLISHER

COPYRIGHT DATE

     

     
EVALUATOR

SCHOOL OR COMMITTEE

     

     
EVALUATOR

DATE OF EVALUATION

     

     
EVALUATOR

RECOMMENDED GRADE LEVEL

CLASSIFICATION

Fiction:
	Fantasy
	 FORMCHECKBOX 

	
	Folklore
	 FORMCHECKBOX 

	
	Mythology
	 FORMCHECKBOX 


	Historical Fiction
	 FORMCHECKBOX 

	
	Realistic Fiction
	 FORMCHECKBOX 

	
	Science Fiction
	 FORMCHECKBOX 



Non-Fiction:
	Autobiography/biography
	 FORMCHECKBOX 

	

	Other (explain)
	     


Please answer the following questions and give documentation when appropriate.

1. Does the book correlate with core learning goals/Maryland learner outcomes/content standards of Dorchester County curriculum?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No
Explain:      
2. Does the book have appropriate print size and format?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A 

Explain:      
3. Does it contain quality illustrations that enhance understanding of the text?
       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A 
      Explain:      
4. Is the vocabulary appropriate to the level of instruction intended?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No Explain:      
5. Are the concepts appropriate to the level of instruction intended?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

6. Is factual information accurate and up to date?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A 

Explain:      
7. Will the book maintain students’ interest?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

8. Does this book encourage prejudice toward any segment of society?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

If yes, how will it be handled?      
9. Are there any known controversial issues contained in this book?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

If yes, how will they be handled? 
     
ADDITIONAL INFORMATION TO SUPPORT THE RECOMMENDATION OF THIS BOOK

Representation of ethnic groups:      
Correlation with content units:      
Other:      
DORCHESTER COUNTY PUBLIC SCHOOLS
RECOMMEND  FORMCHECKBOX 
  



DO NOT RECOMMEND  FORMCHECKBOX 

Textbook Evaluation

(To be completed when 5 or more tradebooks are recommended for use in classroom instruction.)

     

     
TITLE

SUBJECT AREA

     

     
PUBLISHER

COPYRIGHT DATE

     

     
EVALUATOR

SCHOOL OR COMMITTEE

     

     
EVALUATOR

DATE OF EVALUATION

     
EVALUATOR

In accordance with policy number 370.1 and procedures number 370.31 of the Policy Manual of Dorchester County, the following questions should be considered when selecting new textbooks.  Please answer the following questions and give documentation for your answers.
1. To what extent does the textbook relate to the curricular objectives of the county?       
2. Cite examples which indicate that the book is accurate and objective. (e.g. author’s credibility and copyright)      
3. Cite examples which indicate that this book is authoritative, realistic, and factual.       
4. What correlation can be made with visual materials?       
5. Does it contain bibliographies which include multi-media materials?       
6. With what grade and level of students will it be used?       
A. Give evidence of readability.       
B. Give evidence of conceptual load.       
C. Give evidence of appropriate organization.       
D. Give evidence of appropriate graphics.       
E. Other:       
7. Specify whether this book is arranged chronologically or systematically.       
8. Cite examples that indicate the pluralistic character and culture of the American people.       
9. Cite examples which indicate the book is free of sexual stereotyping.       
10. Cite examples which indicate that this book represents various ethnic groups.       
11. How does this book represent the broad spectrum of viewpoints of given topics?       
12. What are the weaknesses of this book?       
13. What are the major reasons for the recommendation of this book?       
14. Does this book replace an existing textbook? If so, specify.       
Dewey Decimal Chart:

Non-fiction Books are shelved according to their Dewey decimal number. The chart below can help you determine where it is that the information you are looking for is located in the library. Fiction materials are shelved by the author's last name.
000 GENERALITIES 
001 Computers; Computer programming 
010 Bibliographies and catalogs 
020 Library & information sciences 
030 General encyclopedic works 
040 050 General serial publications 
060 General organizations & museums 
070 Journalism; Publishing; Newspapers 
080 General collections 
090 Manuscripts and book rarities 
100 PHILOSOPHY & RELATED DISCIPLINES 
110 Metaphysics 
120 Knowledge, cause, purpose, man 
130 Popular & parapsychology; Occultism 140 Specific philosophical viewpoints 
150 Psychology 
160 Logic 
170 Ethics (Moral philosophy) 
180 Ancient, Medieval, Oriental philosophies 
190 Modern Western philosophy 
200 RELIGION 
210 Natural religion 
220 Bible 
230 Christian doctrinal theology 
240 Christian moral & devotional 
250 Local churches & religious orders 
260 Social & ecclesiastical theology 
270 History & geography of church 
280 Christian denominations and sects 
290 Other religions & comparative 

300 SOCIAL SCIENCES 
310 Statistics 
320 Political Sciences 
330 Economics; Resumes and Job-seeking 
340 Law 
350 Public administration
360 Crime; Social pathology and services 
370 Education 
380 Commerce 
390 Customs & folklore; Weddings; Etiquette 

400 LANGUAGE 
410 Linguistics 
420 English & Anglo-Saxon languages 
430 Germanic Languages 
440 French; Provencal; Catalan 
450 Italian; Romanian 
460 Spanish & Portuguese languages 
470 Italian & Latin languages 
480 Helenic; Classic Greek 
490 Other languages 

500 PURE SCIENCES 
510 Mathematics 
520 Astronomy 
530 Physics 
540 Chemistry 
550 Earth sciences 
560 Paleontology 
570 Life sciences 
580 Botanical sciences 
590 Zoological sciences 

600 TECHNOLOGY and APPLIED ARTS 
610 Medical sciences, disease, fitness and health 
620 Engineering 
630 Agriculture; Vegetable gardening 
636 Pets 
640 Cookbooks; Home economics; Parenting
650 Business management 
660 Chemical technologies 
670 Manufactures 
680 Miscellaneous manufactures 
690 Building and woodworking; Carpentry 

700 THE ARTS 
707 Antiques and collectibles 
710 Civic & landscape art; Flower gardening 720 Architecture 
730 Plastic arts, Sculpture 
740 Drawing; Decorative & minor arts; Comics 
750 Painting technique & Painters 
760 Graphics arts 
770 Photography & Photographs 
780 Music and music biography 
790 Sports and recreation; Performing arts 

800 LITERATURE (Belles-lettres) 
In addition to essays, plays and poetry, this section is the general location for literary criticism, literary technique or style manuals, and biographies of literary figures. 
810 American Literature in English 
820 English & Anglo-Saxon literatures 
830 Literatures of the Germanic languages 
840 French literature 
850 Italian literature 
860 Spanish & Portuguese literature 
870 Italian & Latin literature 
880 Hellenic languages literature 
890 Literatures of other languages 

900 GENERAL GEOGRAPHY & HISTORY 
910 General geography; Maps & Atlases; Travel 
920 Collective Biography; Genealogy; Heraldry 
930 General history of the ancient world 
940 General history of Europe; Travel; World Wars I & II 950 General history of Asia; Travel 
960 General history of Africa; Travel 
970 General history of North America; Travel 
974 State histories and guidebooks 
979 California history; Travel 
980 General history of South America; Travel 
990 General history of other areas; Travel 
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