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I.  CCSA Acceptable Use Policy
I. Policies, Guidelines, and Procedures

A.  Media Center Goals
The mission of CCSA is to teach students to know God and His world through a Christ-centered education in order to serve Him in today's society. In accordance with this mission, the following media center goals have been developed.

1.  The media center will provide students and teachers access to instructional materials that help students develop a positive self-image and Christian character.

2. The media center will provide students and teachers a place to study and learn.

3.  The media center will provide an environment and structure where teachers and students can easily be instructed in information literacy skills.

4.  The media center will serve to enhance and supplement the educational process in unique areas that are not typically covered in the classroom. These areas continually change but currently include the ability to scan photographs, design and make multimedia presentations, access periodical databases, and create numerous artistic projects such as posters and graphs.
B.  Media Center Personnel Responsibilities 

The purpose of media center personnel is to teach students to know God and His word through a Christ-centered education in order to serve Him in today's society. All media center personnel should be qualified, should demonstrate a love for God, should demonstrate a love for students, should demonstrate Christian professional competence and vision, should communicate effectively according to biblical standards, and should build Christian community within and outside the school. Specific responsibilities includes the following:

The Media Specialist (MS)

1.  The MS will manage the media center. This management includes the following tasks:


A.  Establish short and long term goals.


B.  Develop, maintain, and implement media center procedures and guidelines.

C.  Plan budget for the media center.


D.  Train and supervise media center assistants and helpers.


E.  Evaluate the impact of services provided and work to improve the usefulness of the media center.


F.  Serve on the REMC 8 Advisory Committee.

2.  The MS supervises the use of the media center. The MS will ensure that the media center is usable by fulfilling the following tasks:


A.  Assist students and teachers with educational and research projects.


B.  Conduct workshops and/or training in the use of media center resources.


C.  Schedule classes with teachers for class projects.


D.  Keep students and teachers informed about media center activities and procedures by posting announcements, printing newsletters, setting up displays, and other verbal and written forms of communication.

E.  Help teachers develop media center projects such as book lists, research projects, web pages, etc.

F.  Attend school (curriculum committee), regional, and state meetings for professional growth.

G.  Supervise and monitor students using the media center, media center computers, and media center equipment.

H. Maintain the appearance and usability of the media center.

I. Be responsible for the application of government title funds and grants.

J. Assist the library clerk when needed.

3.  The MS will perform the following technical tasks:


A.  Order books, supplies, equipment, magazines, etc.


B.  Maintain such lists as magazine subscriptions, videos, books, etc.


C.  Conduct inventory and weeding of instructional materials.


D.  Repair and/or rebind materials requiring such services.


E.  Maintain and/or have serviced media center equipment and computers.


F.  Assist with the cataloging of print and non-print materials.


G.  Maintain and operate the media center automation software.

H. Maintain and operate the high school's web site.

4. The MS is responsible for the school’s audio-visual equipment:

A. Distribute equipment according to audio-visual requests made by teachers.

B. Maintain equipment so that it operates correctly.

C. Maintain supplies and keep inventories of light bulbs, laminating film, and other AV resources.

The Media Specialist Clerk (MSC)

1. The MSC's primary responsibility is to organize and maintain media center books, periodicals, and equipment. The MSC will perform the following clerical tasks:

A. Sort incoming mail.

B. Maintain/pay for current magazine subscriptions.

C. Coordinate/oversee the repair and binding of books and materials.

D. Prepare new books with date stamp page, bar code, call number, cover etc.

E. Assist with annual inventory.

F. Catalog new books and materials.

2.  The MSC will manage the process of book checkouts, fines, and check-ins.

A. Send individual notices to students with large fines or books that have been 

overdue for long periods of time.

B.  Collect fines, check in books and materials, etc.

3.  The MSC will assist students and teachers with research questions.


4.  The MSC will also


A.  Assist the media specialist when needed.

B. Perform other tasks assigned by the principal or media specialist.

5.  The MSC will keep the following materials and items up to date.

A.  Print bar code labels for periodicals.

B.  Print periodical check out slips as needed.

C.  Print new computer sign-up sheets as needed.

D.  See that supplies for the copier, laminator, and other equipment are on hand and ordered when needed.


E.  The MCS will assist with all title and government grants and the paper work accompanying such grants.

The Media Specialist Assistant (MSA)

1.  The MSA's primary responsibility is to monitor and supervise student behavior in the media center. While monitoring students in the media center, the MSA may be asked to help with the following tasks.

A. The MSA will assist the media specialist clerk in processing books. Such tasks include checking books in, and returning books to the shelves.

B. The MSA will assist students in accessing media center resources. Such tasks might include retrieving magazines from the stacks, assisting in helping students find materials, and helping students with computer questions.

C. The MSA will assist in daily media center operation. Such tasks include posting schedules, devotions, taking chairs off tables, etc.

D.  On occasion, the MSA may be asked to monitor and supervise students working in one of the computer labs at Calvin Christian School.

E. The MSA may also help with window decorations and other projects that can be accomplished while monitoring students.
Teacher Assistants...
The primary responsibility of teacher assistants is to monitor student behavior in the media center and to assist students whenever possible. Teacher assistants must be familiar with the arrangement of the media center, its procedures, and the process of checking out library materials.

C.  Media Center Policy for Students

According to the student handbook:

The purpose of the Calvin Christian media center is to provide a place where students can access instructional materials, study, and read. Students are encouraged to use the media center, and we ask students to observe the following policies:

1.  Students wishing to use the media center should go directly there rather than to study hall. 

2.  Be sure to bring sufficient materials so that you may work constructively for the entire hour.

3.  Students should be sure that they are signed in, and they should sit at the computer to which they are assigned.

4.  Please keep the library neat; return items to their proper location.

5.  Communication is to be done in whispers so as to respect those who desire a quiet place to work.

6. Disrespect of the above rules may result in the loss of library privileges.

7. Students arriving late or leaving during the hour should sign-in/sign-out on the appropriate sheet.

8. In some instances, the media center may be closed for study hall students. In these instances, study hall students should report to study hall but may request permission of the study hall teacher to visit the media center in order to use specific media center resources.

The following policies regulate the use of media center materials.

1.  Do not write in or otherwise damage media center materials.

2.  Most media center books are loaned for a 3-week period (except for reference materials, periodicals, & materials designated by teachers).

3.  Reference materials are loaned for overnight use.

4.  Magazines, vertical files, and similar materials are loaned for a one-week period.

5.  Overdue materials will result in a $0.20 fine per school day per item; these fines should be paid to the media center personnel. All fines must be paid before taking exams; unpaid, excessive fines may also result in detentions.

6.  Fines will result for lost and/or damaged materials. Generally, students will be assessed for the replacement cost of materials. In the case of older magazine subscriptions (that are not easily replaced), students will be assessed a $10.00 fee.
D.  Media Center Computer Rules

Students agree to follow these rules; they will forfeit the right to use these computers by not respecting these rules.

The purpose of the media center computer lab is to assist students in knowing God and His world through a Christ-centered education. Although Calvin Christian provides students access to computers for tasks such as word processing, the library computers are provided primarily for student research.

1. Observe Christian standards of behavior, etiquette, and sensitivity to others. 

Limit your use of the computer to educational uses only. Downloading, displaying, or using information that is profane, obscene, racist, sexist, or offensive to others is prohibited.

2. Use these computers for educational and research purposes only.

These computers are not for commercial uses of any kind; it is best to use other computers for computing tasks that are not related to research. Students should use e-mail during breaks, before school, and after school rather than during the school day (unless the email relates specifically to a school assignment). 

3. Respect the property of others.

Do not violate copyright laws. Students are encouraged to save files in the account created for them, but they are discouraged from saving files on computer workstations (these files are easily deleted, viewed, changed, etc.). Respect the privacy and work of others, and remember that the ability to access certain information does not mean you have the right to do so. Recognize that the inappropriate use of electronic information resources can be a violation of local, state, and federal laws; violators can be prosecuted.

E.  Media Center Policy for Teachers

Because a certain degree of spontaneity and creativity is important in any educational setting, the MS will be as flexible and understanding as possible. At the same time, the media center staff would appreciate your cooperation in the following areas when possible.

1. Teachers may reserve the library anytime submitting an online form available to them for the purposes of reserving the media center. Providing one day of advance notice is preferable, but we will accommodate classes on even shorter notice as long as teachers remember that media center personnel have numerous responsibilities and tasks that may have already been scheduled for the day. Teachers are asked to reserve the library for no more than four consecutive days at one time. Teachers signing up for more than five days in a row may be ‘bumped’ in favor of other teachers at the discretion of the media specialist. 

2.  Teachers must accompany their classes to the media center. Occasions may arise when teachers need to have students working in both the library and the classroom, and this is understandable. At the same time, it is not reasonable to expect that one individual can supervise one or two classes in the media center, monitor students using computers, and locate magazines in the stacks all by himself or herself. 

3.  On occasion teachers will certainly want to send a few students to the media center while the majority of the class works on something else in the classroom. Please limit this to three or four students AND CALL TO LET US KNOW THAT STUDENTS ARE COMING (keep in mind that other teachers may also be sending students to the media center for similar reasons). 

4.  The media center is an ideal place for students to take tests. As long as there are only a handful of students needing to take a test, this should not present problems. The same is true for situations where students need to leave a class because teachers are returning a test. Again, please call and notify the media center staff first.

5.  Sometimes teachers need a place for a group of students to work together unsupervised on a project. The media center may not be the best location for students to work on this sort of project, but the media staff will discuss such options with teachers on an individual basis.

6.  Media center personnel are eager to assist and help plan class research projects. Please speak to media center personnel if you would like to plan a project.

7.  Teachers should be aware of media center procedures to help monitor student behavior in the media center. For example, teachers should be familiar with Altiris Vision, and teachers should not allow students to search for magazines in the stacks on their own.

F.  Automation (including Check-out and Check-in Procedures)

1. Assigned Material numbers for automation system

1,000 to 20,000+ are existing high school material numbers (and some middle school)

36,000 to  38,000 are staff patron numbers

38,000 to 70,000 high school student patron numbers.

70,000 to 80,000 middle school patron numbers

100,000 to 200,000 are high school material numbers

200,000 to 300,000 are magazine material numbers

300,000 to 400,000 are high school videos

400,000 to 500,000 are WWW sites

600,000 to 700,000 (future textbooks?)

700,000 to 800,000 are middle school material numbers.

900,000 to 1,000,000 AV equipment

2. Check Out

1. Double click on Winnebago Spectrum.

2. Click on "Circulation."

3. Enter Circulation password, 

4. Click on the "Look Up" box with the little people on it on the upper right.

5. Enter 3 or 4 letters of the student's last name. 

6. Click on the correct student's name.

7. Click on "Load Patron" on the lower right of the screen.

8. Scan the bar codes on all books, magazines, etc. being checked out OR manually enter the material number of each book.

9. Click on the "Check Out" box on the upper left.

10. Receipt will print for student.  Tear off carefully.

11. Click on the "Clear All" box.

3. Check In

1. Scan bar code on book, magazine, etc.

2. Click on “Check In” box on the upper left.

3. Click on “Close.”

4. Renew

1. Scan bar code on book, magazine, etc.

2. Click on “Renew” box on the upper left.

3. Click on “Close.”

OR

1. Load patron as you would to check out.

2. Click on the item to be renewed.

3. Click on “Renew “ box on the upper left.

5. Issue Note Cards or Photo copies Fines.

Use the library automation software to process fines for things such as unpaid note cards, photocopies, and the like. The steps are outlined below.

1. In circulation, look up patron (and load patron) using first few letters of last name.

2. Go to ‘Patrons’ (on the title bar), and select ‘fines…’ or hit control-0 (zero).

3. Click on the ‘Add’ button at the bottom of the fines window.

4. Enter password (‘goal’)

5. Enter material number 999999 (exactly) to get note card fine material

6. Enter the fine amount ($.50 for note cards or whatever).

7. Select the ‘other’ option.

Click ‘OK’.

G.  Magazine and Misc. Items checkout procedures
1. Check Out:

1. Follow the Check Out procedure for books on the preceding page.

2. If a magazine, vertical file, SIRS, etc. does not have a bar code sticker on it, place one near the upper right hand corner.

3. For magazines and SIRS, have the student fill out a pink Magazine and Miscellaneous Sign Out Slip.  Put the due date on it and file in the green card box behind the correct due date.

4. For vertical files, have the student sign the blue card which is paper clipped inside the envelope, put the due date on it and file in the green card box behind the correct due date.

2. Check In

1.  Follow procedure for books on the preceding page.

2. For magazines and SIRS, find the corresponding pink Magazine and Miscellaneous Sign Out Slip in the green card box.  These are filed by due date.  Discard.

3. For vertical files, find the corresponding blue card in the green card box and paper clip to the inside of the envelope.

3. Renew

1.  Follow procedure for books on the preceding page. Find the pink Magazine and Miscellaneous Sign Out Slip for the corresponding magazine or SIRS, or the blue card for vertical files, change the due date, and re-file under the correct date in the green card box.

H.  Media Center Management Guidelines

The following document serves to assist teachers in the library and to provide consistency for students using the library. These guidelines are not set in stone.

GENERAL SUPERVISION GUIDELINES
1) Take attendance carefully. Be sure that only students with last names A-M are in the media center on even days, and that only students with last names N-Z are in the media center on odd days. Also, check to make sure that students who have lost media center privileges are not in the media center (these students should be listed on a sheet entitled 'library management log').

2) Photocopy the attendance sheet before office personnel collect it. This is helpful because students have been known to sneak out of the library, and it's difficult to keep track of students without the list.

3) Assign student to a specific computer. Separate students who are likely to cause a distraction with their talking. 

4) Require all students entering and/or leaving the media center to sign the check-in/check-out sheet at the circulation desk.

5) Insist that ALL students have work to do; insist that this work is in front of them and educational. Insist that students without work get a magazine or a book to read.

6) Be familiar with library rules and procedures; these rules are posted at the circulation desk (and in numerous other places).

7) Avoid allowing students to sit at the tables. Discourage students from going to their lockers to get materials. If, however, it becomes 'necessary' to let students out of the media center, please use the sign-out sheet posted at the circulation desk and sign the student's agenda.

8) Watch for vandalism. Students should be working, not wandering around the media center.

SUGGESTIONS FOR DEALING WITH 'TALKATIVE' STUDENTS

1) Separate students who are talking or who you expect will do a lot of talking. 

· Move them to a different computer

· Move them to another room in the media center

2) In some cases, teachers have successfully allowed students to work together by finding an 'alternative' place to work. There are problems with this strategy, but it is something to consider -- especially if a teacher sends a group of students into the media center with the expectation that they do 'group' work.

3) Walk around the media center occasionally; grading papers at the circulation desk doesn't do much to deter social whispering that quickly escalates into noisy talk.

4)  Consider not repeatedly warning students to be quiet. It is sometimes more effective to issue   consequences rather than pleading with students to work quietly. 

SUGGESTIONS FOR IMPLEMENTING DISCIPLINARY ACTIONS
1) Avoid sending students back to study hall during class. First, some teachers aren't happy when students are sent from the media center back to the study hall. Second, the sending of students back to study hall and monitoring their 'adventurous' return can be more disruptive than letting them stay in the media center. Although sending them back is an option, consider these alternatives.

2) Suspend future library privileges. Typical consequences for inappropriate library behavior include suspension of library privileges:

· 1st time -- one week (one day usually will not be an appropriate consequence).

· 2nd time – one month (or the rest of the month).

· 3rd time -- more substantial loss of privileges (semester, rest of the year, trip to see Mr. Van Stee).

*Note, students removed from the media center for one period will not be permitted in during other 'study hall' periods.

3) Be sure to record disciplinary actions on the management log so that

· Teachers are aware of students' behavior

· Consequences can be enforced in the future

4) Give students a zero hour or eighth hour.

5) Let Don VanStee or me know about especially troublesome students.

I.  Instructional Material Selection and Weeding Process

1. Objectives of Selection

The objectives of the media center are to promote the intellectual, cultural, social, ethical, and spiritual development of students and to provide materials that extend and enrich the experiences encompassed in the curriculum. These objectives are fulfilled through the selection and servicing of carefully selected print and non-print materials. Since financial (and other) limitations hinder this objective, it is necessary to apply certain well-conceived criteria in the selection of each item.

The School Library Bill of Rights of the American Association of School Librarians states:

School Library Bill of Rights

To provide materials that will enrich and support the curriculum, taking into consideration the varied interests, abilities, and maturity levels of the pupils served.

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

To provide a background of information which will enable pupils to make intelligent judgments in their daily life.

To provide materials representative of the many religions, ethnic and cultural groups and their contributions to our American heritage.

To place principle above personal opinion and reason above prejudice in the selection of materials of the highest quality in order to assure a comprehensive collection appropriate for the user of the library.

2. Selection of Materials 

The media specialist will be responsible for the selection of media center materials. When appropriate, the media specialist will consult with the principal, faculty, and students. These materials include books, paperbacks, periodicals, audiovisual materials, computer software, and the like.

3. Specific Criteria for Selection


A.  Selection of instructional materials will be based upon the following:



1.  Relevance of permanent value



2.  Accuracy



3.  Authoritativeness



4.  Readability



5.  Clear presentation and format



6.  Accessibility (e.g. are periodical referenced in the Readers Guide?)


B.  Acquisition will be based upon the needs of the school as determined by the following:



1.  Curriculum



2.  Budget



3.  Balance and variety of existing collection



4.  Faculty requests



5.  Student requests

C. Selection of instructional materials will be based on the following: 

1.  On the basis of reviews and recommendations appearing in journals, periodicals, or other professional sources.

2. By actual examination of the material. 

3. By teacher recommendation.

D.  Four models for evaluating and selecting materials will be used:

1. Practical: This method will be used for evaluating materials which are no longer read and no longer significant. Such materials have become outdated by time itself.

2. Literary: Novels selected for classroom reading or leisure reading should have a well-constructed plot, sound characterization, an appealing setting, a satisfying theme, and a literary style suitable to the reader's maturity.

3.  Moral:  Books as described and evaluated in the literary model will be further scrutinized from a Christian point of view. Is this work degrading to a Christian? What is the purpose of the author in his use of questionable portions?

4. Ethical: Is the basic purpose of the book contrary to traditional Christian beliefs? Is it the author's purpose to attack traditional Christian values?

E.  Acquisitions will be based upon the needs of the students as determined by the following:

1.  Knowledge of students' backgrounds and reading abilities


2.  Varied maturity levels, abilities, and interests

3.  Availability of materials outside of school



4.  Student requests
F.  Gifts will be accepted when they


1.  Meet the same standards as original purchases


2.  Require no special condition

3.  May be disposed of when warranted

G.  Commercially sponsored materials may be accepted when they


1.  Supplement or enrich instruction


2.  Meet the same standards as original purchase


3.  Have discreet advertising content

4. The Deselection/Weeding Process

A. Why Materials Should be Weeded:

1. Because the material has outlived its usefulness. 

2. The material is outdated. 

3. The material is in poor physical condition. 

4. The material is inaccurate. 

5. The material has not circulated in five years or more.

6. To make space for more valuable items. 

7. To provide a more appealing, more up-to-date collection. 

8. To make the library easier for patrons and staff to use. 

9. To maintain a reputation for providing reliable information. 

10. To provide feedback on strengths and weaknesses of the collection. 

11. Material is no longer useful for curricular support or recreational reading. 

B. How to Discard Items:

1.If the materials are in bad shape, they will be torn up and thrown away. 

2.Some library materials will be offered to departments (English related materials the English department, etc.) 

3.All other library materials will then be put on a table and offered free of charge to teachers and students. 

4.All leftover materials will then be given to a charity book sale, a charity organization, or discarded. 

5. All books that are weeded will be marked as such, bar codes will be crossed out, and the corresponding MARC record will be deleted from the automation database.  

C. Weeding Schedule

·  Years ending with 1: non-fiction 000 – 400 (2001-2002 school year)

·  Years ending with 2: non-fiction 400 – 700 (2002-2003 school year)

·  Years ending with 3: non-fiction 600 - 800

·  Years ending with 4: non-fiction 700 - 900 

·  Years ending with 5:  non-fiction 900 -1000

·  Years ending with 6:  All reference materials

·  Years ending with 7:  Fiction A-G (not paperbacks)

·  Years ending with 8  Fiction H-P (not paperbacks)

·  Years ending with 9  Fiction Q-Z (not paperbacks)

·  Years ending with 0: (paperback fiction, SIRS, VHS, etc.) (eg. 2000-2001 school year)

D. Deselection Guidance:

a.  Encyclopedias: New edition is needed at least every five years.  Keep at least 5 editions and send old editions to classrooms.

b. Literature:  Keep basic materials.

c. Periodicals: Keep most periodicals for 5 years depending on space and use. The following periodicals will be kept indefinitely: The Banner, Time, Newsweek, American Heritage (The Banner and American Heritage are bound).

J.  Objectionable Material Review Process

Criticism of specific materials will be handled by the media specialist (or teacher) whenever possible. When the difficulty cannot be resolved, the principal will be consulted. If it is still not possible to resolve the issue, the 'Request for Reconsideration of Instructional Materials' form will be submitted to the school board. The following procedure will be used for handling criticism of instructional material.

1.  Criticism must be presented in writing using the 'Request for Reconsideration of Instructional Materials' form developed for this purpose. 

2.  The form must be signed and identified so that a reply may be given.

3.  The media specialist (or teacher) will inform (in writing) both the principal and the person making the complaint of his or initial decision in this matter. If the issue is not resolved, the individual making the complaint should speak to the principal about the objectionable material. If the issue still cannot be resolved, the school board will be presented with both the written complaint and the written response of the media specialist (or teacher).

4.  A decision will be made as rapidly as possible. 

5.  In the case of instructional materials in the media center, all objectionable materials will be suspended during this process unless the materials are required for a class project.

Request for Reconsideration of Instructional Materials

Author 
_________________________
Title 
_________________________

Publisher
_________________________
Edition ________________________

Name of the individual initiating request __________________________________________

Address
_________________________
Telephone _________________________


_________________________


This complaint form represents:

himself/herself _____
A group ______   
An organization _____

Please identify the names of individuals of a group, or the name of an organization:

1.  To what do you object? (Please be specific and provide examples).

2.  Why do you object to this material?

3.  Is there anything good about this material?

4.  Are you familiar with the material in its entirety? If not, what parts did you examine?

5.  What do you believe is the theme or purpose of this material?

6.  What would you recommend the school system do about this material?

_____ Do not assign/expose it to my child

_____ Withdraw it from use by all students

_____ Reconsider its current use (assign to a different grade level, put restrictions on its use, etc.)

* Feel free to attach additional sheets of paper if more room is needed.

_______________________________

_______________________________

(Signature of complainant)



(Date)

K. Introductory Library Information

(This information is normally provided to students orally during a media center orientation. All 9th grade English students will be given this orientation. Additional orientation sessions will be given as needed).

 

I. Books

A. There are two basic types of books

B. Fiction books are shelved alphabetically by author; often no markings on spine--just look for last name.

C. Non-fiction books are shelved according to the Dewey decimal system. In simple terms, this means that the books are arranged according to numbers. Geography and history are placed in the 900s and math and sciences are in the 500s. A listing of categories are posted two places in the library. (within a specific category, books are arranged alphabetically).

1) Biography books are shelved by the person whom the book is about; and we have them in the 92 section against the back wall

2) Sport biographies, however, are shelved under the number of the sport; baseball, is 796

3) Reference books are stored in the center of the library and include encyclopedias, magazine indexes, congressional reports

Circulation information

1) Most books circulate for three weeks; magazines for one week.

2) Reference books circulate overnight

3) Fines are $.20 a day, $1.00 per week

D. Locating Books 

1) Find one or two books, and look in the general area for other related books

2) If you know the author of a fiction book, of course, you just go to that section

3) Books can also be located by title and subject using the card catalog

4) There are a few oversized books, and teacher reserved books stored in back -- at the bottom of the card catalog it will say (ask at desk). Ask the media center staff for help with these books

II. Reference Materials

A. Encyclopedias

B. Literature references, Dictionary of quotations, Contemporary Literary criticism

C. Almanacs, Bible references

D. Atlases, Bibles, Thesaurus, dictionaries at podium

III. Magazines

A. General information

1. A list of magazines is posted behind the circulation desk.

2. The most recent issues of magazines are placed out in the library.

3. Most magazine subscriptions are kept for 5 years; these back issues are stored in the magazine rack; students may check these magazines out by writing the name of the magazine and the date on a scratch sheet of paper. 

4. Back issues of The Banner are bound and stored in the reference section.

B.  Circulation information

1. Magazines generally circulate for one week. 

2. The most recent issues of magazines, and bound issues of magazines may not be checked out, but copies may be made for $.10 a page

3. In some cases, magazines are missing (lost, being bound, checked out, etc.)

C.  Locating Magazine Articles

1. Use InfoTrac or another online periodical database to find articles. These articles can be obtained from Infotrac, or students may checkout copies of magazines that we have available in our media center.

2. Write down the title and date of the magazine article on a magazine checkout form available at the circulation desk; submit the information to the librarian.

3. There are other magazine indexes, and articles can also be located using computers (The Banner, Congressional Quarterly); visit the media center web pages to access these indexes.

IV. Computer Information Searches

A. Several encyclopedias are available (Encarta, Compton's, Grolier's) 

B. Scribner's Writers CD -- information about authors

C. Information Finder is a program with abstracts and articles about numerous subjects

D. SIRS, information on a variety of subjects, also located in notebooks in the reference section of the library

E. Internet access which provides, among other things, a link to Calvin College's library and numerous newspapers and magazines

V. Additional Resources

A. Photocopy machine

B. Numerous art supplies (colored pencils, markers, scissors, etc.) at circulation desk

C. Scanners, digital cameras, camcorders, digital video editing equipment.

L. Equipment and Resources Available

Books

There are approximately 15,000 books available to students at Calvin Christian in grades 7-12.

Periodicals

There are approximately  fifty subscriptions.

Equipment

Photocopy machine

Laminator

Scanner

Digital cameras

Digital video cameras

Computer Equipment

57 computers for student use

2 computers for card catalog access

4 computers for staff use

2 printers

1 color inkjet printer
Electronic Databases

1. Searchbank (infotrac):

This database is provided to us through the state of Michigan. It is an easy to use database of mostly periodicals, and we have access to three parts of it:


The General Reference Center Gold


The Health Database


A children’s section that won’t help most high school students.

This database needs to be accessed from school. See Mr. Verhulst for the password

2. Firstsearch (OCLC): 

This database is much more academic in nature (most colleges have access to it). The state of Michigan also provides the funding for this database. There are numerous sections, but we have access to full-text articles for only a few of these sections.
3.  There are numerous databases and services available to students with public library cards. These services can be located through the Lakeland Library Cooperative.
Supplies and Office Tools


3x5 inch note cards, 4x6 inch note cards, glue sticks, construction paper, rulers, cutting board, three-hole punch, a small laminating machine, floppy disks (use in the media center is discouraged) are available in the media center.

M.  Media Center Use (workshops, etc.)
Instruction and workshops have been given (and can be given) in the following areas. See Mr. Verhulst. The areas include … Power Point, WWW introduction, Web page creation, REMC 8 Services, Excel Spreadsheets, periodical database use, School Center access, web quests, and StarTrack.

N.  Overdue and late fine collections


Students with outstanding fines and/or unreturned library books should resolve these issues prior to taking exams. Students will be informed of library responsibilities in the following manner.

1.  A list of overdue books will be posted daily outside the media center and near the office.

2.  A list of students with fines will be posted weekly outside the media center and near the office.

3.  Students will be notified on an individual basis when one or more of the following conditions occur.

· Students will receive a notice when books they have checked out are three weeks overdue.

· Students will receive a warning when books they have checked out are four weeks overdue.

· Students will receive a zero/eighth hour when books are more than five weeks overdue.

· Students will also receive warnings and/or detentions when fines are greater than $10.00.

Approximately two weeks before the end of each semester, a list will be compiled of students with outstanding library responsibilities. These students will receive a letter stating what issues need to be resolved, and how the students need to resolve the particular issues. Students will not be allowed to take exams until library responsibilities have been settled.

The letter that will be sent to students follows.

OVERDUE LIBRARY MATERIALS AND/OR FINES

Date:

Student Name:

You have been added to the list of students who will NOT be permitted to take exams. Our records indicate that you have not yet settled your obligations to the media center.
If you desire to take your exams, please CAREFULLY follow the steps listed below. 

1.  You must see Mr. Verhulst (do not pay the office, do not pay library aides, do not just return overdue books, do not ignore this note.
2.  You must return all overdue books, pay any late fees, and/or pay for lost books. 
According to our records, you have the following materials outstanding:

3.  Overdue fines for media center materials are $.20 per day, so the exact amount you owe may vary slightly from the amount posted on this slip.

Thank you,

Mr. Verhulst
II. Teacher Research Projects and Information

Book Lists

Web page description of projects

III. Miscellaneous Documents, Signs, and Materials

A. Teacher Sign-up Sheet for media center use



(Excel spreadsheet)
B.  Magazine subscription list



(Excel spreadsheet)
C.  Discipline Log

D.  Library Supply Check-out
LIBRARY SUPPPLY CHECK-IN/CHECK-OUT
Name

             Date     
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E.  Student sign-in/sign out sheets
STUDENT SIGN-IN/SIGN-OUT  

Student Name
 Date     
Time In 
Time Out 

Location(to/from)  
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


F.  Computer sign up sheets

G. Instructional Materials Suggestion Form


Calvin Christian Media Center 

Instructional Material 

SUGGESTION FORM

(Accurately provide as much information as possible. These forms (1) will be used in determining media center purchases, (2) will be kept on file, and (3) are very important to us).

1.  Author/producer:

2.  Title:

3.  Publisher:






Date of publication:

4.  Price:




Format (book/video/periodical/etc.):

5.  Have you read or previewed the material?       

____ yes
_____ no

6.  Have you read a review of this material?


_____ yes
_____ no

Source and/or title of review:





Date(and page):

7.  Was this item recommended to you?


_____ yes
_____ no

Who recommended this item?

Briefly, why do you want the material added to the collection?

Name:

Signature:

Date:

G.  Media Center Computer Sign-up Sheets

H. CCSA Acceptable Use Policy

Calvin Christian School Association PRIVATE 

Internet Acceptable Use Policy 
Introduction
The mission statement of Calvin Christian School Association is “to teach students to know God and his world through a Christ-centered education in order to serve Him in today’s society.”  In keeping with that stated mission and to provide teachers and students with the best possible educational environment, Calvin Christian School Association is pleased to provide Internet access for our school community. 

We believe that the Internet is a valuable educational tool that can enhance any school program.  On the Internet a student can:


(.
do research in virtually any field of human intellectual endeavor by accessing public and university libraries throughout the world. 


(.
download graphics, text, video clips, and other valuable multimedia sources of information for use in writing papers or making class presentations. 


(.
virtually tour the great museums of the world. 


(.
travel to distant lands to learn about their cultures, languages, geography, history, and political systems.


(.
link to any one of millions of computers online and access files that will assist them in their own projects.


(.
send and receive electronic mail or publish documents globally. 


(.
practice responsive obedience and Christian discernment. 

Providing students with access to the Internet can make a tremendous contribution to our school's educational program. There are, however, serious concerns of which school officials, students, and parents must be aware. 

The Internet is like a library where parents and teachers might take their children. We take our children to the library with a purpose and confidently direct them toward the children's corner, the young adult section, or the reference section; yet, we are always aware that we would find some materials in the library to be quite objectionable. Nonetheless, we acknowledge the tremendous value of the library and introduce our children to its wonders.

The Internet is similar to the popular online services such as CompuServe, the Microsoft Network, or America Online that have already  their place in thousands of Christian homes. It is different from those online services, however, in that it is simply a link to thousands of computer networks and millions of individual users around the world. Since there is no single source of information or service, the Internet must be seen as a decentralized web of information that is difficult to govern or censor effectively. The interface provided by Calvin Christian School Association network is designed to restrict access to objectionable materials; however, the very design of the Internet is such that access to some materials may be obtained by the willful use of various search and retrieval tools. Although our school will make a strong effort to restrict access to inappropriate materials, it must be understood that Calvin Christian School Association is not able to control absolutely the information on the Internet.

Some sites accessible on the Internet contain materials that may be deemed obscene or otherwise inappropriate for educational use in a high school setting. Christian Schools International, local school officials, and system administrators neither condone the use of these materials nor permit their use in the school environment. Accordingly, no student in Calvin Christian School Association may use a school resource or account to access the Internet without the signed consent form attached to this document.

Definition of Terms
Internet is used in this document as a generic term that refers to a loosely-linked network of computers that make information available and which may be accessed by users. Among other things, it includes the Worldwide Web, FTP (File Transfer Protocol - a way to download large files and programs), E-Mail services, and Telnet (a means for contacting and accessing other computers).

Network is used in this document to refer to the school system's computers and/or the domain server that provides the gateway through which the Internet is accessed. 

General Guidelines

1.
Respect the desire of others to use the system. 


2.
Use the system for non-commercial, educational purposes. 


3.
Observe Christian standards of behavior, etiquette and sensitivity towards others. 


4.
Respect the privacy of others. 


5.
Recognize the limits of your own privacy while on the network. You should understand that network administrators are fully capable of determining - 



( what sites a user visited, 



( what files a user downloaded, 



( and what information and graphics were viewed during a network session. 


6.
Respect the property of others. Remember: the ability to access certain information does not mean you have the right to do so. 


7.
Don't violate copyright laws. 


8.
Don't give out your password to anyone or access anyone else's account. 


9.
Be cautious about sharing personal information over the system. 



( Be extremely cautious about providing personal information to others over the Internet. 



( Be especially wary of revealing your address, telephone number, or credit card information online. 



( Always assume that the information you send out will be viewed by people for whom the information was not intended. 



( Never agree to meet another person that you have met online. If someone invites you to do so, be sure to notify your parent, teacher, or Network Administrator.


10.
Never misrepresent yourself to others. 

Acceptable Uses 
The acceptable uses of the network are those which help us to 


1.
Conduct class-related research. 


2.
Send and receive electronic mail. 


3.
Retrieve education-related files from another computer. 


4.
Access libraries or museums. 


5.
Download freeware and shareware programs (when permitted by the Network Administrator). 


6.
Personal enrichment. Students are encouraged to pursue personal hobbies, seek avenues of intellectual or spiritual growth, and explore the riches of God's good creation. 

Unacceptable Uses 
Generally speaking, the unacceptable uses of the network are those which disrupt access to the system by others and/or which use the network for purposes contrary to its intended use. 


1.
Do not monopolize the network. 



Users of the Calvin Christian School Association network and computer resources must respect network and resource limitations. Congestion can interfere with network access and significantly reduce the effectiveness of its use. Therefore, logging on for unnecessarily extended periods of time for personal use places a heavy load on scarce resources and interferes with the ability of others to access the network. 



( Using the network to play recreational computer games is not allowed. 



( Users must remain within allocated disk space and delete e-mail or other material that takes up excessive storage space. 



( Never allow another person to use your network account. 


2.
Never violate the privacy of others. 



( No one should ever access, read, copy, or distribute another user's files or electronic mail without the explicit prior consent of the other user. 



( No one should ever access another person's computer or program files without the explicit prior consent of the other user. 


3.
Never communicate with others in impolite or disrespectful ways. 



( Avoid discourteous, profane, or abusive language. Expressions of hate speech or discriminatory remarks will not be tolerated in communications settings. The access to such materials for educational or research purposes, however, is not prohibited. 



( Avoid pranks and flaming (verbal attacks on others). Harassing, offensive, or anonymous messages will not be tolerated. 



( Remember: what you do and say online represents Christ and your school. 


4.
Never use the network for illegal or destructive activities. 



( Never use a computer to harm other people or their work. 



( Do not vandalize or destroy another person's computer hardware or software. This includes, but is not limited to, the creation or uploading of computer viruses. 



( Computer hacking is not permitted. Hacking refers to the use of computers, programs, or files without the knowledge or permission of the owner. 



( Never use the network to violate any local, state, or federal statute. 



( No student may procure alcohol, tobacco, firearms, or medications over the Internet. 


5.
Never use the network for immoral purposes. 



( Do not view, send, or display sexually explicit, pornographic or offensive pictures. 



( Do not view, send, or display sexually explicit, pornographic or offensive text or messages. 



( A good rule of thumb to follow is to never view, send, or display any materials you would not want your parent or teacher to see. 



( Immediately notify an adult if you accidentally encounter such materials.


6.
Never use the network for commercial purposes. 



( Do not use the network to solicit, offer, or purchase goods or services. 



( Never download commercial shareware or freeware on the network without the explicit, prior written consent of the Network Administrator. Even if the content is acceptable, it may use large amounts of network space. 



( Personal Web pages are allowed only with the explicit prior, written consent of the Network Administrator. 


7.
Never use copyrighted materials in an unlawful or unauthorized manner. 



( Do not post or distribute copyrighted materials. 



( Do not use copyrighted materials in class papers or presentations without giving due credit to the author. This constitutes plagiarism, the presenting of someone's else's ideas, research, and intellectual property as though they were your own. 



( The illegal installation of copyrighted software on network computers is prohibited. 

Sanctions
Having an Internet user account is a privilege, and the preceding list of unacceptable uses should not be considered as all-inclusive. A user who violates the terms and conditions of the Acceptable Use policy or commits other acts of misconduct that may not be listed but which are considered inappropriate use of school resources will be subject to any of the following sanctions:


1.
Administrator-student conference. 


2.
Administrator-parent contact. 


3.
Restricted network access. 


4.
Suspended network access. 


5.
Loss of network access. 


6.
School suspension, expulsion, or other disciplinary procedures consistent with Calvin Christian School Association policies and procedures. 


7.
Legal action including, but not limited to, criminal prosecution under appropriate state and federal laws. 


8.
Restitution of monetary damages, fees, or fines resulting from student actions. 


Limits of Liability
Calvin Christian School Association does not make any implied or expressly stated warranties of any kind for the service it is providing. This includes loss of data resulting from delays, non-deliveries, misdeliveries, or service interruptions caused by errors, negligence, or omissions. The quality and accuracy of information cannot be guaranteed, and the user alone is responsible for any damages, whether financial or data-related, he or she suffers while using the network.



Student Application for Internet Account
Student Name and Number: 

I have read and understand the Calvin Christian School Association Internet Acceptable Use policy. I agree to abide by the rules and conditions of use stated in the policy, and I recognize that failure to comply may result in the administration of any disciplinary actions stated in the policy.

_________________________ ____________

Signature / Date 


Parental Consent Form for Student Internet Account
I have read and understand the Calvin Christian School Association Internet Acceptable Use policy. I understand the benefits, as well as the concerns and limits of responsibility contained therein. 

_____ I do not want my child to have access to an Internet account. 

_____ My child has my permission to obtain an Internet account.

I hereby release Calvin Christian School Association, its administration, teachers, and staff from any and all claims, damages, or financial liabilities incurred by my child's use of the network.

I also agree to explain the terms of the Acceptable Use policy to my child and will assist the school in helping him/her understand both its benefits and potential dangers, as well as in providing moral instruction concerning the access of its materials.

_________________________ _____________ 

Signature / Date 
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