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Library Learning Commons
MISSION STATEMENT

The mission of the Smitha Library Learning Commons is to provide a media program that supports and enriches the teaching and learning of the individuals within the total school community by establishing a cooperative atmosphere that promotes success.  The media program will also support the middle school curriculum, the school improvement plan, assist students and teachers in becoming effective users of ideas and information, and encourage the development of lifelong learners and readers.
GOALS

The goals of the Library Learning Commons are:

· To provide a variety of materials that reflects different interests, experiences, opinions, abilities, learning styles and multicultural viewpoints;

· To promote the love of learning and convey the importance of using and evaluating information;

· To stimulate the enjoyment of reading and multimedia experiences;

· To instruct in information retrieval by using print resources and electronic databases with the appropriate technology;
· To provide leadership, collaboration, and assistance to teachers and others in applying the use of instructional and informational technology for learning.
POLICIES

The policies of the Library Learning Commons are determined by those outlined in the Cobb County Public Schools Policy Manual (IFBC and IFBC-R Media Programs) and by the school policies as determined by the Smitha Media/Technology Committee. 
MEDIA/TECHNOLOGY COMMITTEE

The Smitha Media/Technology Committee is composed of staff, parents, students, the media specialist, and an administrator.  The role of the Media/Technology Committee is outlined in the Media Specialist Handbook as published by the Georgia Department of Education.  The purpose of the committee is to establish local school policies to be utilized in the Library Learning Commons as well as to assist in planning the school media program and establishing budget priorities for purchase of print and non-print materials.  In addition, members of the Media/Technology Committee may be called upon to respond to any challenged materials (appeals process).

CHALLENGED MATERIALS/APPEAL PROCESS

Cobb County Policy provides the steps to take when an individual challenges any literary material in a Cobb County public school.  (See Instructional Materials Appeal Form IFBC-3 on page 11.)  One of the first steps is to form an appeal committee to review the material, in its entirety, and make recommendations to ban the material, place material in a restricted access area, or decide to keep the material available to all patrons.  The committee will consist of an administrator, the media specialist, a teacher, and four community representatives.  

PERSONNEL
The Library Learning Commons has a staff of one media specialist and one 0.6 time media paraprofessional, who works three days per week.  The main emphasis for the media specialist is instructional and administrative whereas the media paraprofessional’s duties are clerical.  When available, parent volunteers help in the area of shelving, book repair, and other misc. tasks.

THE FOUR ROLES OF THE MEDIA SPECIALIST
1. Standards-Based Instruction: Provides staff and students an orientation to the Library Learning Commons at the beginning of the school year, instructs students in use of the Cobb Digital Library, assists with the location of materials for check out, co-teaches with classroom teachers in reference/research units that incorporate 21st century information literacy skills, assembles materials for class studies, prepares bibliographies for theme-related units, teaches staff members how to use the Cobb Digital Library and other resources in the Library Learning Commons, and instructs staff and students about the legal and ethical use of information.  
2. Curriculum and Planning: Selects, orders, and catalogs library media resources that keep the collection current and support the needs of school population, organizes the library media facilities and resources in a way that maximizes their accessibility and effectiveness, manages the library media automation system (Destiny), and collaborates with teachers to plan instruction that uses library media resources to address content-area curriculum standards. 
3. Instructional Environment: Establishes rules, practices, and procedures that support a positive, productive learning environment in the Library Learning Commons, maintains an inviting atmosphere that welcomes all members of the school community, fosters a sense of community and belonging, and provides equitable access to library media resources, and maintains a flexible schedule to maximize access to library media center resources.

4. Program Leadership:  Manage the library media budget, ensuring the allotted funds are expended in a timely and appropriate manner, provide leadership for and manages the activities of the Library Learning Commons staff, provide leadership in the use of information resources, ensures the library media program (including its services, policies, and procedures) is evaluated and revised on an ongoing basis to ensure its effectiveness, and promotes the library media program to all stakeholders. 
5. Additional duties: assists students with password updates for logging on to the school’s network, creates and maintains a media web page or blog, mentors new media specialists in training, and assists with the school web page design.
ORIENTATION

All students should receive orientation to the Library Learning Commons at the beginning of the school year.  This is important for new students to learn how the Library Learning Commons operates and for returning students as a reminder of the LLC policies and procedures.  The orientation will take place starting the second week of school and all language arts teachers will be required to sign up.  An in depth Cobb Digital Library orientation will be completed the first time a class is brought for research.  Please keep this in mind as you plan.  
SCHEDULING

Flexible scheduling is used in Smitha’s Library Learning Commons.  Classes are scheduled according to instructional needs.  The teacher and media specialist plan cooperatively for scheduling.  The schedule book for use of the Library Learning Commons is available for staff members and is located at the circulation desk.  When signing up, teachers may only sign up on dates that have been highlighted in red.  Priority is given to teachers who collaboratively plan with the library media specialist.  Two classes may sign up for the same time slot.  Classes may only come for research when the classroom teacher has planned collaboratively with the media specialist. 

The media specialist is your partner in education. The media specialist is available to collaborate with the classroom teacher for both classroom and Library Learning Commons activities and lessons. Assistance is available planning, enhancing, and teaching units of study, and helping achieve classroom objectives across the curriculum.  The media specialist can provide bibliographies of materials located in the Library Learning Commons and help in locating materials needed to support the curriculum.  There are many resources, both print and non-print, that the media specialist can recommend to teachers for use with their students.  Classes may only come in for research when the classroom teacher has planned collaboratively with the media specialist.  It is important that teachers plan ahead and work with the media specialist to prepare research units that will allow students to successfully research their topics.  Teachers should plan well in advance of any research unit so that the media staff members can help with any needs (helping teachers select web sites for use by students, sites, planning for supervision of laptop use, providing use of print resources, etc.).  You MUST sign up at least ONE WEEK in advance when bringing classes in for research.  This allows for time for collaborative planning between the teacher and the media specialist; thus allowing for better instruction.  If you want to sign up, meet with or email Mrs. Speir.  
HOURS/PASSES
The Library Learning Commons is open for student use from 8:45-4:05 each day.  Individual students may use the Library Learning Commons with permission from their teachers.  They should make sure to bring the Library Learning Commons pass or agenda pass.  Up to four students may be sent at a time.  Substitutes may not be asked to bring classes to the Library Learning Commons, either for book check out or for research.  Do not plan Library Learning Commons visits on days you know you will be absent.
CHECKOUT OF MATERIALS

Students may check out two books or magazines for a two-week period.  Staff may check out as many books as they deem necessary for a two-month period.  Staff may also check out audio-visuals and equipment for three weeks.  ANY ITEMS – BOOKS, AUDIO VISUALS, AND EQUIPMENT - BORROWED BY STAFF MEMBERS MUST BE CHECKED OUT; IF NO ONE IS AT THE CIRCULATION DESK TO SCAN THE ITEMS YOU WANT, PLEASE WAIT OR COME BACK LATER.  All items that are available for checkout from the Library Learning Commons have a barcode located on the front.  

STUDENT RESPONSIBILITY FOR BOOKS:
The following is the Smitha Library Learning Commons policy on student responsibility for materials:
“Students may check out up to two books at a time for a loan period of two weeks. By checking out books from the Smitha Library Learning Commons, students agree to assume responsibility for the books. We, in turn, assume students will return the books in the condition in which they were checked out and that the books will either be returned on the due date or brought back for renewal for an additional two weeks. Should a book be returned damaged, we ask that students let us know what has happened to the book (loose pages, lost barcode and/or spine label, etc.). We are willing to repair minor damages at no cost to the student; in cases of extreme negligence when a book has to be discarded (such as water damage to a book), the student will be responsible for the replacement cost of the book.” 
Students who have lost or damaged a book will need to pay for the book with exact change.  They should come to the Library Learning Commons and get a payment envelope.  The staff will fill out the cost of the book, the title, and the barcode number.  Students are responsible for placing the exact amount in the envelope and filling out the rest of the fields on the envelope.  Students are then required to place the sealed envelope into the black drop box in the hallway outside the main office.  Once the bookkeeper has received the payment, she will notify the Library Learning Commons staff that the item has been paid for, and the staff will clear the item out of the library management system.  After this final step, students are then able to check out new materials. 
The Smitha Library Learning Commons does NOT charge overdue fines. 
Once a student has an overdue book, he/she will not be allowed to check out any additional books. For students with an email address on file, overdue notices will be emailed directly to students’ families every Friday to remind students to return books.  For students without an email address on file, overdue notices will be printed once per month and given to the homeroom teacher to give to students.  It is the student’s responsibility to return books on time or renew the books for an additional two weeks.

Teachers are asked to help remind students of the importance of returning books on time.
RESERVE ITEMS
Upon request, items can be placed on hold for staff and students.  By doing this, the item will be held for the person requesting it when it is checked in.  When a book that has been placed on reserve for a student returns, a notice will be sent to the homeroom teacher to give to the student, informing him/her that the book has been returned to the Library Learning Commons and is being held for one week.  After one week, the book will be reshelved.  Again, it is important for homeroom teachers to give these notices to students in a timely manner.  Books put on hold by students are generally very popular and can be difficult for the students to have access to without a reservation/hold.
MEDIA NETWORK

The Library Learning Commons network utilizes look-up stations for students and staff.  Destiny is the online “card” catalog program that includes all items in the collection, including books, audio-visuals, equipment, etc.  The electronic catalog will provide information on the item such as call number, description of item, and availability.  If an item is checked out, the record will indicate the date the item is due.  Please see one of the media staff if you need assistance using Destiny.  Destiny can also be used at home through the use of the Cobb Digital Library.  The students will need to go to www.CobbK12.org > Parents tab > Cobb Digital Library link > click on the Cobb Digital Library icon.  The username is the student # and the password is read.  Employees may also access the Cobb Digital Library from home using their badge ID number and the password read.
There are 60 laptops and 30 iPads for use by staff and students while in the Library Learning Commons.  All students should have their own usernames and passwords and should not use another student or teacher account.  By logging on as individuals, staff and students will have access to applications in addition to the electronic catalog and will be able to save files to their own space on the school’s server.  Students are not allowed to use Google, Yahoo, ask.com, etc. in the Library Learning Commons.  They must use the Cobb Digital Library (CDL).  
INTERNET ACCESS

Cobb County Policy IFBG-R, Technology Acceptable Use, can be accessed at http://www.cobbk12.org/centraloffice/adminrules/I/IFBG-R.pdf.  Please make sure you go over this policy with your students before allowing them to get on the Internet.  ALL STAFF MEMBERS AND STUDENTS ARE RESPONSIBLE FOR READING AND FOLLOWING THIS POLICY.  
Students may only use the Internet in the Library Learning Commons when they are in as part of a class doing research or when a pass specifically states they are to use the Internet.  Students may not “surf” the Internet at any time using Library Learning Commons computers.  Cobb County Policy UJNDB provides the following:

Internet Searches:
Students should be supervised by instructional personnel when accessing network and internet resources and the following guidelines apply:
      Middle School/High School: 
        Middle school and high school students may visit sites a teacher has pre-selected 
        for them. They may use search engines other than child-friendly search engines 
        when directed to do so by their teacher.  (see page 10 for Acceptable Internet Use guidelines)
However, in the Library Learning Commons it is our policy that students not use Google, Yahoo, Ask.com, etc. These are NOT web sites; these are search engines, which provide access to a multitude of sites, not all of which are suitable for middle school students.  Students using search engines rather than pre-selected sites will be asked to move from the computers and continue their research with print resources. Students are to use only teacher-selected web sites, the Cobb Digital Library resources (World Book and Grolier Encyclopedias, CultureGrams, Gale resources, etc.).  
COPYRIGHT

The Cobb County Public Schools Policy Manual states that it is “the responsibility of all school personnel to observe all provisions of the copyright laws of the United States and related court decisions.  THE BOARD OF EDUCATION SHALL ASSUME NO RESPONSIBILITY FOR ACTIONS OF EMPLOYEES FOUND TO BE IN VIOLATION OF COPYRIGHT LAWS.”

There is a fair use provision of the copyright law which provides educators limited rights in using copyrighted materials.  The Library Learning Commons has information on the copyright laws, including a book in the professional collection titled Copyright, A Guide to Information and Resources.  This book can help you make decisions about the duplication of copyrighted materials as well as appropriate use of videotapes in the classroom.  
The following sites also have helpful information:

https://www.ocps.net/lc/east/htc/mediacenter/Documents/FairUse.pdf
http://education.ky.gov/districts/tech/ciits/Documents/TeacherCopyright_chart.pdf
Video recordings used in the classroom must be for face-to-face instruction only; the use of videos/DVDs for entertainment and/or reward within the school setting is in violation of the federal copyright laws.  In addition, programs that are taped off the air must be used during the first ten school days following the taping.  These programs may be kept for a total of 45 days for further teacher review but must be erased after the 45 days.  Fair use does not allow for taping off pay channels (such as HBO, Showtime, etc.).

With increasing use of the Internet, it is equally important to adhere to copyright laws when using materials located on the Internet.  The safest approach for staff and students is to assume that everything is copyrighted, including images.  Staff members and students need to be aware that using information found on the Internet as one’s own work constitutes plagiarism.  This means that you must credit the source on anything you use (music, images, written works).

DONATIONS
Donations (including books, magazines, audio visuals, and equipment) will be accepted in the Library Learning Commons with the understanding that they must meet the same criteria as resources that are purchased.  The media specialist will determine if the items are appropriate for inclusion in the media collection.
Donations of books for adults are housed in the faculty mail room.  Faculty and staff are welcome to borrow a book on the honor system and return it when done.  All books in this section are from donations.  If you have a book you enjoyed and think others would as well, please just place the book on the shelves above the sign in sheet in the faculty mail room.
LIBRARY LEARNING COMMONS BEHAVIOR MANAGEMENT PLAN

The following are the behavior expectations of the media staff for students who are in the Library Learning Commons:

1) Please enter the Library Library Learning Commons quietly.
2) Students are expected to follow school-wide rules (no gum, candy, drinks, or food, no running, respect personal space, no abusive language, be polite and have good manners, clean up your area before leaving.).

3) Students are expected to remain on task whether they are with their class or in on a pass.
4) While in the Library Learning Commons, work with a noise level that is respectful of others using the space. 

5) Students need to bring a Library Learning Commons pass to the LLC when not accompanied by a teacher.  Use the yellow LLC passes for individuals or groups or the student’s agenda for one individual student.
6) Please be sure to clean up after yourself. Pick up any papers, pencils, etc. Push your chair in.
7) Return books promptly. Students have two weeks to read their selections and books may be renewed unless there is a hold on the book. 

8) The Internet is to be used for school work only.  Students are to exhibit appropriate use of the network/Internet as outlined in the Cobb County Policy IFBG-R.
Behavior consequences in the order they will be applied are:

1) The first infraction will result in redirection from the LLC staff.
2) Repeated infractions will result in the student being sent back to class and unable to return until the following day.  

3) Defiance and more serious offences will result in being sent back to class, an email being sent to the teacher detailing the incident, and the student not being allowed to return for one week or longer depending on the offence.

Please use the following classroom management strategies in encouraging students to stay on task and behave well while in the Library Learning Commons:

1) Have students sit down at the tables with the red chairs when entering the Library Learning Commons, whether they will eventually be doing reference work or checking out books. (Classes in for checking out should sit closest to the entrance of the Library Learning Commons while students researching should sit in the red chairs closest to the Interactive Display Panel.)  This enables the teacher and/or media specialist to give them any directions or instructions for their visit.

2) For book check out, allow students to use the self check-in station and get guidance from media staff if they need help.  

3) After students have checked out their book(s), have them go sit down until everyone has finished locating and checking out books.  Students should use this time for silent reading.

The most important aspect is that you have some plan in place for Library Learning Commons visits before arriving and that you provide structure for students.  Most students, whether or not they are readers, enjoy coming to the Library Learning Commons, and we want the experience to be a positive one.

For students sent on passes, please ask for the passes when they return to class and check what time they left the Library Learning Commons.  We try to monitor the pass situation and remind students when it is time for them to leave.  Upon leaving, we sign their passes and also place the time they leave by our signatures.

EXPLANATION OF SMITHA CALL NUMBERS

The Dewey decimal classification system is used for all nonfiction materials, including books and audio-visuals.  There are other call number prefixes used, however, that are specific to Smitha.  The location of items within the Library Learning Commons will be based on these prefixes.  There are also some materials (such as reference books and audio visuals) that are not available for students to check 
out.  The following chart includes the description and location for the call numbers used in the Smitha Library Learning Commons and in Destiny:
	Call Number
	Description/Location of Materials

	*AV
	Audio-visuals:  located in the Equipment Room off the main floor of the Library Learning Commons.

	B
	Biographies:  print biographies are located in shelving at the front of the Library Learning Commons and are shelved alphabetically according to whomever they are about.

	*EQU
	Equipment

	F
	Fiction:  shelved along the outside walls of the LLC and first sorted according to genre.  Within each genre section, they are shelved alphabetically by author.

	FOR
	Books written in other languages.  These are located on the shelves between the Room 132 and 133 doors inside the Library Learning Commons.

	*PRO
	Professional collection: housed in the Equipment Room.

	QR
	Quick Read:  This includes books that are generally considered Everybody reading and are picture books.  

	*These items are available for staff checkout only and are not available for students.




Guidelines for Class Visits to the Library Learning Commons
Research

1.  Sign up at least a week in advance of your planned visit.

2. Let the media specialist know if you will need to use laptops or iPads.  

3. The day of your visit for research, have students sit at the tables in the back section of tables with red chairs upon arriving.

4. After students are seated, the media specialist will speak to the class about behavior expectations.  If you have requested instructional help, that will be done at this time.

5. Students should get a laptop and sign in.  Students are not allowed to print articles they are using for research.  They need to save the articles to their Cobb Digital Library account or take written or typed notes.
6. Students using print resources (encyclopedias, books in reference and general collections, etc.) should then be allowed to search for the materials they need.

We want all students to be successful when researching their topics.  By planning with us and following the above guidelines, you are providing the opportunity for students to have a very positive learning experience. 

Unacceptable Internet
 includes, but is not limited to the following: 


Ethical use of District technology prohibits the following activities by all users: 

1. Accessing, sending, creating or posting material or communication that is: a. Damaging; b. Abusive; c. Obscene, lewd, profane, offensive, indecent, sexually explicit, or pornographic; d. Threatening or demeaning to another person; or e. Contrary to the District’s Rules on harassment and/or bullying. 

2. Posting anonymous or forging electronic communications. 

3. Using the network for financial gain, advertising or political lobbying to include student elections. 

4. Engaging in any activity that wastes, monopolizes, or compromises the District/school’s technology or other resources. 

5. Illegal activity, including but not limited to copying or downloading copyrighted software, music or images, or violations of copyright laws. 

6. Using the District network for downloading music or video files or any other files that are not for an educational purpose or, for students, a teacher-directed assignment. 

7. Attempting to gain unauthorized access to District/school technology resources whether on or off school property. 

8. Using non-educational Internet games, whether individual or multi-user. 

9. Participate in any on-line communication that is not for educational purposes or, for students, that is not specifically assigned by a teacher. 

10. Using voice over IP, Internet telephony, video and/or audio communication devices without teacher supervision. 

11. Using District/school technology resources to gain unauthorized access to another computer system whether on or off school property (e.g. “hacking”). 

12.Attempting to or disrupting District/school technology resources by destroying, altering, or otherwise modifying technology, including but not limited to, files, data, passwords, creating or spreading computer viruses, worms, or Trojan horses; engaging in DOS attacks; or participating in other disruptive activities. 13.Bringing on premises any disk or storage device that contains a software application or utility that could be used to alter the configuration of the operating system or network equipment, scan or probe the network, or provide access to unauthorized areas or data. 

14.Attempting/threatening to damage, destroy, vandalize, or steal private/school property while using school technology resources. 

15.Bypassing or attempting to circumvent network security, virus protection, network filtering, or policies. 

16. Using or attempting to use the password or account of another person, utilizing a computer while logged on under another user’s account, or any attempt to gain unauthorized access to accounts on the network. 17.Connecting to or installing any personal technology computing device or software without prior approval of the District’s Technology Services Division. 

18.Attempting to obtain access to restricted sites, servers, files, databases, etc. 

19. Exploring the configuration of the computer operating system or network, running programs not on the menu, or attempting to do anything not specifically authorized by District personnel or policies, Rules or regulations. 

20. Leaving an unsecured workstation without logging out of the network.
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INSTRUCTIONAL MATERIALS APPEAL FORM
Adapted from the National Council of Teacher of English

“Request for Reconsideration of Instructional Materials”

Author 






          Print 

 Non-print 




Title  















Publisher (if known) 













Request initiated by 













Address 














                                                          Street                                                                           City                                    State                       Zip

Opinions represent:     □ Self                □ Other 







          

1. To what in the material do you object? (Please be specific; cite sections or pages)
    















2. What do you feel might be the result of reading/viewing/listening to this material?
    















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








4. Did you read/view/listen to the entire material?        □ No           □ Yes

    What parts? 














5. What did you find acceptable about this material? 









6. Are you aware of the judgment of this material by qualified critics or review sources?

     □  No        □ Yes   If yes, please give citation 








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


8. What would you like your school to do about this material? 








    □  Do not assign it to my child        □ Place material at another school level

    □ Withdraw it from all students      □ Other 










9. In its place, what material of equal quality would you recommend? 


Signature 







     Date 



 

12/14/0

PAGE  
11

