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Sending Students to the Library
During class time, students will only be admitted if they have a pass from a teacher.  We are not limiting the number of students that you can send at one time; however, we would appreciate it if you check with us before you send more than two.  If several classes are in the library, or if many students are in during their lunch, we can get crowded very quickly.  During class time, please send only students who have work that they need to do in the library.  If they are socializing or disrupting other library patrons in any way, we will send them back.  Every student who comes to the library with your pass will be asked to sign in and sign out.  You should check the sign-in list periodically to see if your students are actually making it to the library.

English teachers will have the opportunity to bring their classes to the library to select or return books for recreational reading on a regular basis.  Schedules will be worked out with those individual teachers.  On Tuesdays, we will take a cart to every English class to collect any books that students would like to return with our new Books A La Cart program.
Students may come to the library without a pass before school, after school, and at lunch.  Numbers may be limited if classes or teachers are meeting.
Research/Class Instruction

 

There is a calendar in the library hall for you to sign up on the days you want to work in the library and/or computer lab.  Please plan at least a week in advance to meet with us to discuss your assignment.  We can help you develop your assignment and grading criteria, check for available material (including resources at other schools), develop computer links from the website, or put together a pathfinder for your assignment.  We can easily accommodate two classes if they are not using the same material in the library, and one in the computer lab. If you are planning a comprehensive research assignment, it is often helpful for us to meet with your class in the computer lab on the first day of instruction to go over resources or the Big Six research process.  This can also be accomplished using the COW (Computers on Wheels) in your classroom or in the library if you schedule it in advance.  We can also compile book collections to be checked out in your name and used in your classroom.  If you do this, you are responsible for all books.

When you bring your class to the library, please plan to stay with them.  Time spent in the library is much more effective if librarians and teachers work together.  For this reason, we also ask that you not schedule library time on days that you know you will have a substitute.
Teacher Check-out of Materials

Books

Teachers may check out as many books or videos as they need.  There is no limit to the number of items.  You may keep these resources as long as you need them, but we ask that you be reasonable and mindful of the needs of other faculty members or students.  Teachers are responsible for any items checked out in their name; therefore, we recommend that you never loan a book checked out in your name to a student.   

A collection of professional books will be maintained in the new teacher resource room.   These books can be checked out by faculty members only. In our card catalog, their call number is PROF.

Videos, DVD’s, and Audiocassettes

Videos, DVD’s, and audiocassettes are housed by Dewey decimal number in the A/V room and can be checked out by faculty members only.  You can find videos or DVD’s in the card catalog using the call number VC and DVD.  Please do not send a student to select one of these for you.  Remember the copyright law when you make your lesson plans (look under Copyright law in this handout).

If we don’t have a video that you need, there are other sources:

1.  We can check with other district libraries.

2.  You can rent movies from local video rental places. *

3.  You can use a video from home if it has been legally obtained *

* See district video use policy in back of manual.  A request must be filled out and approved by your administrator before you include a video acquired in this manner in your lesson plan.

Call Numbers Used in Library
Call numbers in the library, indicate the following designations:

AC
Audio Cassette
A/V room

DVD
DVD


A/V room

FIC 
Fiction


section to the right as you enter library

GN
Graphic Novel

short section near windows
MAG
Magazine

around corner from circulation desk
PB
Paperback

around corner from circulation desk
PRO
Professional

Teacher Resource Room
REF
Reference

section to the right as you enter library

VC
Video Cassette
A/V room

Equipment
The library has equipment that is available to faculty members only.  Teachers and staff members assume responsibility for loss or damage while the equipment is in their possession.  Please do not send a student to check out equipment, and NEVER let a student push equipment on a cart.

 

Overhead Projectors, Televisions and VCRs, and computer projectors are part of your classroom inventory; however we will maintain a few for short-term checkout or emergency use.  Replacement bulbs for your overheads can be obtained from the library.

The maintenance of equipment is very important.  Please keep the equipment away from dust.  The library may conduct in-services during the year to show you how to maintain your equipment.

The following items are available for short term check out through the library:

Camcorder 

Cassette Player/Recorders
CD Player/recorder

CD/cassette boom box (can broadcast to entire class)

Computer video projector

C.O.W. Computer on Wheels





Digital Camera
Headphones

Laser disk player

Opaque Projector
Portable Screens

Slide projector

Video camera




C.O.W.  (Computer on Wheels)
A lab of 30 networked lap-top computers is available through the library.  A separate sign-up list for this lab is on the calendar in the hall.   If you sign up to use the lab, please pick it up the afternoon before you use it.  It will take two people to roll it to your room and hook it up.  A notebook will be attached to the top of the lab.  If you have problems with any computers, please note the date, the computer number, and the problem in the notebook before you return it to the library.
 
 

Wish List
The library is constantly up-dating material.  We try hard to align our resources with the curriculum; therefore, your suggestions are always appreciated, and honored as quickly as possible.  Please write them down, and give them or e-mail them to a librarian.

 

 Periodicals
Magazines

Storage space in our library is limited, so magazines are purchased primarily for students’ leisure reading.  We maintain the 3 most recent issues and then make them available for teachers’ classroom use.  Check the basket in the Teacher Resource room if you need any of these magazines for your classroom.  Remember, these magazines were purchased with district funds and should be used in the school.  Please do not take them for individual students.  They contain security strips, and if you allow students to take them from your room, they will set off the security system when your students carry them back into the library.  All students have the opportunity to check these magazines out from the library to read.

In addition, several professional magazine subscriptions will be purchased and maintained in the Professional Collection in the Teacher Resource Room.  Teachers can check out these magazines at any time.  If you are interested in receiving a copy of the table of contents of any magazine when it arrives, please let us know and we will have our aides copy them for you.  The subscriptions run through January, so let us know if there are any magazines that you would like to see added to our library.  We will be almost doubling our collection this year.
Newspapers

The library maintains the following newspaper subscriptions.  Only the current issue is kept on the subscription rack.  All other issues are placed in the teacher resource room for recycling.

Rockport Pilot

Corpus Christi Caller Times

The Herald


Internet Sources

The library maintains a website where faculty and students can access our card catalog, Databases, United Streaming general library and library club information, and many internet links from their home or classroom computers. 

Go to www.acisd.org
On the left, click on Library Central
At the top, click on RFHS
COPYRIGHT GUIDELINES FOR EDUCATORS

INTERNET:  Everything on the Internet is automatically copyright-protected   (except for U.S. Government documents in public domain).  No copyright notice is required for this protection to be in effect.

 

· Full-page captures from the Internet can violate copyright if used for classroom distribution.

· Whenever possible, get written permission from the copyright holder.

 

VIDEO:  Videos can be shown in the classroom only if they meet all the following requirements (See ACISD Video Use Policy):

 

1. “The performance must be presented by instructors or pupils,

2. The performance must occur in the course of face-to-face teaching activities, and

3. The performance must take place in a classroom or similar place of instruction (including the library) in a nonprofit educational institution; and

4. The performance must be of a legally acquired (or legally copied copy of the work.  (The presenter is protected from liability for illegal copies if the presenter is unaware that the copies were not legally acquired or made.)”

Copyright for Schools : A Practical Guide.  Carol Simpson

We have not purchased performance rights for any of our videos at RFMS.  If you have any questions about copyright, talk to your librarian.

It is strongly recommended that you preview any video before showing it to your students.

TELEVISION:  Shows from regular broadcast channels (not cable) may be taped and shown within 10 school days if you include all copyright information.  You may keep the tape for 45 days after the taping for personal viewing.  Rules for cable stations vary and must be considered on an individual basis.  Often they are less restrictive than regular broadcast channels, and many times the shows are available for purchase on video.

PRINT:  Teachers are allowed to make single copies of a variety of sources in order to engage in scholarly research or for teaching if copying the material constitutes fair use.  The three general tests outlining the conditions under which multiple copies of a printed work may be duplicated are brevity, spontaneity, and cumulative effect.

Brevity

Poetry  -  You may copy the entire poem if it is less than 250 words and printed on no more than 2 pages.  Other than that, you can only copy 250 words.

Prose  -  You may copy a complete article, story, or essay if it is less than 2,500 words.  You can only copy 1,000 words  or 10% of a play, novel, or letter, whichever is less.  No matter how short the work, you can copy 500 words.

Picture books – Only two pages of a picture book may be copied as long as they don’t make up more than 10% of the book.

Illustrations – One chart, graph, drawing, cartoon, diagram or picture may be copied per book or periodical issue; however, you cannot enlarge or modify the illustration. 

Spontaneity

The individual teacher must initiate the making of multiple copies.  The idea and decision to use the work and the moment it will be used must be so close in time that it would be unreasonable to expect a reply were you to write for permission.  However, you can’t use that same poem, article, etc. in a subsequent semester without asking for permission.

Cumulative Effect

In order to assure that copying is not substituted for purchase of books and periodicals, you should follow these guidelines:

1. The copying should be done for only one course (not class).

2. You must limit the number of copies that are made from a single source or author during a school year.  You may only copy one poem, article, story, or essay or two excerpts from the same author per term.  If you are using a collective work, you are limited to three items during a term.  You are also limited to three items from one periodical volume (not issue) per term; however, current news articles are exempt from this.  No definition is given for current, but two months is considered acceptable.

 

· Helpful notes:

 Allowed single copies – For teacher preparation; as chapters   from a book; an article from magazine or newspaper, a short story, essay, poem; or a graphic of any kind.

 

Multiple copies – Not more than one copy per student.  Must be for classroom use.  Must meet brevity and spontaneity guidelines.  Must include notice of copyright.

 

SOFTWARE:     The software loaded by the Technology Department on the computer in your room or office has been legally obtained and is licensed for use.

 

· If a faculty member installs personal software on a school computer, the software license and box must be kept at school.

· Copies of software purchased by individuals can only be copied one time for use as backup if the original quits functioning.

·  If you have questions, check with the technical department.

 

   

COPYRIGHT FINES:

According to Carol Simpson in Copyright for Schools, 3rd Edition, fines for copyright infringement begin at $750.00 and can go up to $30,000.00.  Computer software infringements can now be considered a felony, and the penalties can go up to $250,000.00.

POLICY AND PROCEDURES FOR

HANDLING CHALLENGED MATERIAL
  

Despite the quality of the selection process, occasional objections to library materials may be made.  No questioned material shall be removed from the school pending a decision.  In the case of a formal complaint, the following procedures excerpted from the School Board Policy Manual shall be followed.  For more information, see School Board Policies under Instruction Materials Selection and Adoption. 

	Informal Reconsideration:  The school receiving a complaint about the appropriateness of an instructional resource shall try to resolve the matter informally using the following procedure: 

1. The principal or other knowledgeable professional staff shall explain the school's selection process, the criteria for selection, and the qualifications of the professional staff who selected the questioned material. 

2. The principal or other knowledgeable professional staff shall explain the role the questioned material plays in the educational program, its intended educational usefulness, and any additional information regarding its use. 

3. If the questioner wishes to make a formal challenge, the principal shall hand deliver or mail a copy of this policy and a Request for Reconsideration of Instructional Materials form [See EFA(EXHIBIT)] to the concerned party. 

	Formal Reconsideration:  All formal objections to instructional resources shall be made on the Request for Reconsideration of Instructional Materials form. The form shall be completed and signed by the concerned party and filed with the principal or designee. Upon receipt of the request, the principal shall appoint a reconsideration committee, which shall review the challenged material and determine whether it conforms to the principles of selection set out in this policy. The decision of the reconsideration committee is binding for the affected school. 

	Appeal:  The concerned party may appeal any decision of the reconsideration committee to the Board by filing a written request with the Superintendent within seven days of the reconsideration committee's decision. The request for a Board hearing shall contain a copy of the original complaint, the reconsideration committee's report, and dates of conferences with the principal or designee. 

The Superintendent shall review these records and submit them to the Board for its consideration along with any administrative recommendation. The Board shall hear the complaint within 30 days after the written request is filed with the Superintendent and shall communicate its decision at any time up to and including the next regularly scheduled Board meeting. 


 











EFA (E)

ARANSAS COUNTY INDEPENDENT SCHOOL DISTRICT

CITIZEN'S REQUEST FOR RECONSIDERATION OF INSTRUCTIONAL MATERIALS

Author _________________________________Title ________________________________     

Publisher (if known) __________________________________________________________    

Request initiated by __________________________________________________________    

Street Address ______________________________________ Telephone _______________    

Complainant represents:                                                            

    [  ] Self                                                                      

    [  ] Organization________________________________________                      

    [  ] Other group_________________________________________                      

1.  If a book, did you read the entire book?  (Or view entire film?)  If not, please do so before completing and submitting this form.                       

2.  To what in the material do you object?  (Please be specific; cite pages, filmstrips, etc.)                                                              

3.  What do you feel might be the result of using this material?                   

4.  For what age group would you recommend this material? 

5.  Are there any good points about this material? 

6.  Are you aware of the judgment of this material by literary critics?            

7.  What do you believe is the theme of this material? 

8.  In its place, what material of equal quality would you recommend that could convey as valuable a picture and perspective of our civilization 

9.  What do you feel should be done with the material in question?                 

    [  ] Remove it from the curriculum.                                            

    [  ] Do not allow my child to use this material.                               

    [  ] Use as resource material or a choice selection.                           

Complainant signature____________________________________Date________________    
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