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215t Century
Library Media Vision/Mission

The mission of the 215t Century Library Media Center is to provide services,
resources, instruction, collaboration, and innovation to empower students and
faculty to connect with ideas and information, become informed decision-makers,
and life-long, information-literate learners.

As digital devices become accessible to every student, the vision is for the Center
to be less a room of resources and more the instructional epicenter of the school,;
to instill the love of independent reading, and assist teachers and learners to
easily access, evaluate, analyze, and ethically use information to solve problems
and produce real-life original works that are representative of high performing
students as they move through elementary, middle and high school into college
and the workforce.




What Everyone Needs to Know
About Library Media

The Instructional Division is responsible for administering the instructional Library Media
Program throughout the district. An Instructional Media Services Specialist, sometimes
referred to as the District Media Specialist, is available to help school media specialists and
administrators utilize and strengthen school library media programs.

The District Media Center provides audio-visual and professional materials for district
employees and provides support for school library media programs.

At most school sites, there is at least one certified Media Specialist and in some schools there
is also a Media Technology Support Assistant to help students, teachers, parents, and other
staff members utilize materials and develop skills necessary for lifelong learning.

A website is maintained at http://tinyurl.com/oneclaylibrarymedia as a “one-stop” site for
library media resources.

Library Media Policies and Procedures incorporate the following statutes, guidelines and
standards

e Florida School Statutes,
http://www.leq.state.fl.us/statutes

e School Board of Clay County
http://oneclay.net/school-board/

e Southern Association of Colleges and Schools
http://www.sacs.org

e Florida Department of Education
http://www.fldoe.org
http://www.fldoe.org/bii/curriculum/

e American Library Association
http://www.ala.org
http://www.ala.org/aasl

Instructional Library Media and Standards

Library Media Specialists are professional educators who teach students information literacy
and technology skills and partner with teachers on how to integrate these skills into the
curriculum. Information literacy standards are embedded in content standards so no separate
curriculum exists for the library media program. Additional standard and benchmark
information can be accessed from the following sites.

http://www.cpalms.org

http://www.aasl.org/ala/mqgrps/divs/aasl/qguidelinesandstandards/quidelinesandstandards.cfm
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The Role of the Library Media Specialist

. Applies expertise in evaluation, selection, and acquisition of materials to meet the needs

of the instructional program and diversity of pupil, faculty, and community characteristics
and interests.

. Develops and implements policies and procedures for organization of the physical

facilities, materials, and equipment to assure optimum accessibility.

Serves as full participating member of school Leadership Team, reading leadership
committee and other school committees by applying knowledge of both educational
principles and media technology to enrich the instructional program and support the
educational goals of the school community.

Provides reading, listening, and viewing guidance for students and teachers and instills
an appreciation for the knowledge acquired through the utilization of a variety of media.
Supervises supporting staff as assigned: media technology support assistants,
volunteers, student aides, etc.

. Participates in implementing an appropriate public relations program designed to

communicate the philosophy and goals of the media center to students, faculty,
administration, and the community.

RESPONSIBILITIES AND DUTIES

N

©

Determines and applies suitable criteria for the selection of a broad range of print and
non-print materials and the appropriate equipment.

Organizes materials and equipment using an effective online catalog system for easy
accessibility, including an accurate inventory for accountability.

Organizes circulation procedures and schedules to insure optimum use of materials and
equipment.

Instructs and encourages students and teachers to use materials, equipment, and
production techniques effectively and contributes to the in-service education programs
for teachers.

Analyzes, evaluates, applies, and instructs faculty and students in basic research
procedures.

Contributes effectively to curriculum development.

Designates duties and trains support staff, recognizes strengths and weaknesses of the
staff and assigns tasks accordingly.

Assumes accountability for spending of funds in all areas of media allocations.

Informs the faculty and administration of materials, equipment, innovations, research, and
current developments in the field of instructional technology.



Technology and the Media Center

Many duties related to technology are extensions of the duties of the school library media
specialist. In regards to this matter, it is recommended that:

e The library media specialist interacts with the network serving the library automation
system. Instructional and administrative networks fall outside the normal duties of the
library media specialist.

e The library media specialist administers the closed-circuit television system and
coordinates a daily or regularly scheduled school news program. Classes in television
and video production fall outside the normal duties of the library media specialist.

ENHANCED CLASSROOMS

Although components of SDCC Enhanced Classrooms are standard, vendors, brands, and
models vary according to the date and vendor. Clay County has several vendors who have
provided Enhanced Classrooms installations. The current bid is with Classroom Technology
Solutions. Select this system if your classroom was completed after July 2009.

Prior to July 2009, most installations other than CGE, OVE, and SLE, were from

CompuTrac. Select this system if your classroom was completed prior to July 2009.

Oakleaf Village Elementary and Shadowlawn Elementary have systems that were installed
during construction by Miller Electric. CGE has systems that were installed by BES although
certain components were later modified.

For updated information concerning enhanced classrooms, refer to the Enhanced Classroom
Organization at http://tinyurl.com/oneclayenhancedclassroom.

ELEVATED PRIVILEGES

Media Specialists and Media Technology Support Assistants who have completed the required
training will be issued elevated network privileges. The accounts will have local administrator
privileges over the PCs on their respective campuses.

These positions are under the direction of the school’s principal; however, the Information
Resources and Information Services Departments have oversight. Personnel granted elevated
privileges will have access to SharePoint via the following link: http://coshare/SiteDirectory/ds.
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DISTRICT POLICIES FOR INSTRUCTIONAL TECHNOLOGY
(Refer to Attachment A)

MOBILE DEVICE PURCHASING / TRACKING GUIDELINES

All existing Mobile Devices at your location no matter what the cost shall need to be added to the appropriate Destiny
program by year-end (June 30, 2014). Refer to Destiny QuickSheets when adding devices. Once ALL existing
devices have been entered in to Destiny, send Kathy Hopkins in Property Control, a Destiny Inventory Report.
Property Control shall remove those items that are under $749.99 from TERMS Asset Property Inventory.

PURCHASING /PROPERTY ASSET TA

, Object Code Property Asset #/Tag
Mobile Device: Kindles/iPads/Tablets 0644 NO
Laptops and Computers 0646 YES
Mobile Device: Kindles/iPads/Tablets 0643 YES
Laptops/Computers 0643 YES

MOBILE DEVICE {Kindles/iPads/Tablets} TRACKING

Once order is received, follow normal PO procedures of unpacking, checking items, and signing off on PO.

All Mobile Devices must be processed in DESTINY by school designated personnel no matter what the cost.

All mobile devices, whether provided for employee or classroom/student use require a MIS form PRO-1-3418
Equipment Check-Out Agreement to be signed and filed with the Property Manager at your location.

» Emplovee/Teacher/Media Center: Devices that are used/assigned to Employee/Teacher/Media Center shall
be barcoded, entered into Destiny and tracked thru Destiny Library Manager by the Media Specialist/Media

Tech at your location. District Office Employees shall go through the District Media Center unless their
Department is a sub location in Destiny.

Example: Employee Device arrives at location. Send to Media Center for input into Destiny Library
Manager. Have employee sign MIS form PRO-1-3418 Equipment Check-Out Agreement and make sure the
device has been secured (find my iPad) before releasing device. Forward signed agreement to Property Manager.
At the end of the year a Destiny inventory report shall be run and the Property Manager shall be notified of
any missing devices.

» Classroom/Student: Devices that are used/assigned to Classroom/Student shall be barcoded, entered into
Destiny and tracked thru Destiny Textbook Manager by the Instruction Materials Administrator/Property
Manager at your location.

Example: Classroom/Student Device arrives at location. Send to Instruction Materials Administrator/Property
Manager for input into Destiny Textbook Manager. Have instructor/student sign MIS form PRO-1-3418
Equipment Check-Out Agreement and make sure the device has been enrolled in the MDM system before
releasing device. File the signed agreement. At the end of the year a Destiny inventory report shall be run so
any missing devices can be identified.

“How to” ADD MOBILE DEVICE IN DESTINY

= All Mobile Devices, regardless of budget coding, are to be delivered to the school designated personnel for
processing in either Destiny Library Manager by the Media Specialist/Media Tech or in Destiny Textbook
Manager by the Instructional Materials Administrator/Property Manager.

= Barcode each device so that the barcode is readily accessible. This barcode number serves as the Destiny
tracking number. (No SDCC Property/Asset # is assigned unless over $750.00)

= Attach the barcode number strip to another location on the device or cover.

= Write barcode number on back of device with permanent pen. It is also recommended to write the serial
number of the device in a readily accessible location.

= See Destiny QuickSheet to add copies in Destiny Library or Textbook Manager.

Purchasing 1/24/2014



DESTINY QUICKSHEET
Adding Mobile Device to Destiny Textbook Manager

Destiny Textbook Manager for Classroom/Student or Undetermined Use:

Barcode each device

Log in to Destiny

Use the drop-down at the top to select Textbook View

Select Catalog

Textbook Search

Use drop-down to select Keyword

Type the name of the device (iPad, Kindle, etc.)

Use the drop-down to choose Search in Destiny Libraries & Textbooks
Select Go

Choose the correct device and click on Details

Select Add Copies icon

Enter Number of copies

Enter starting Barcode Number

Click on Save Copies icon. You will be prompted to make sure you want to do this
When added, click on Show More

Verify starting and ending Barcode Numbers

=~ If you make a mistake Print the Page.

=~ You can delete each copy that is an error, then start over.

Next, Select the Edit Copy icon

Enter the Serial Number under Edition

If the device has a property tag, enter the number under Purchase Order Number as SDCC xxxxx.

Click on the Save Copies icon in the top right to save the information Eﬂ@
Use the “breadcrumbs” at the top to go back to Copy Record and repeat the last three steps to
add Serial Number and if needed, Property Number for each device.

The mobile device is ready for checkout.

Checking out Mobile Devices

If a device is being issued to a teacher or student, MIS form PRO-1-3418 Equipment Check-Out
Agreement must be signed and filed with the Property Manager at your location prior to giving the
device to the teacher or student.



DESTINY QUICKSHEET
Adding Mobile Device to Destiny Library Manager

Destiny Library Manager for Media Center or Teacher Checkout:

Barcode each device

Log in to Destiny

Be certain the drop-down at the top shows Library View

Select Catalog

Type the name of the device (iPad, Kindle, etc.)

Use the drop-down to choose Search in Destiny Libraries & Textbooks
Use drop-down to select Equipment

Click on the Keyword icon

Choose the correct device and click on Details

Select Add Copies icon

Enter Number of copies

Enter starting Barcode Number

Click on Save Copies icon. You will be prompted to make sure you want to do this.
When added, click on Show More

Verify starting and ending Barcode Numbers

U

If you make a mistake, Print the Page.

=~ You can delete each copy that is an error, then start over.

Next, Select the Edit Copy icon

Under Volume, Issue, etc., enter Serial Number in Description and then the number

If the device has a property tag, enter the SDCC property tag in Description and then the number

Click on the Save Copies icon in the top right to save the information Eﬂ@
Use the “breadcrumbs” at the top to go back to Copy Record and repeat the last three steps to
add Serial Number and if needed, Property Number for each device.

The mobile device is ready for checkout.

Checking out Mobile Devices

If the device is being issued to a teacher or student, MIS form PRO-1-3418 Equipment Check-Out
Agreement must be signed and filed with the Property Manager at your location prior to giving the
device to the teacher or student.

Note: Complete Kindle Procedures are detailed in Attachment A: The “How to” Guide for
Kindle Fire Use in Clay County Schools and Libraries



School Library Media Advisory Committee

It is recommended that a School Library Media Advisory Committee be established. This
committee shall consist of one person per grade level or department. The members of this
committee will receive instruction annually by the library media specialist(s).

This committee may consist of:

Principal or principal’s representative

Media specialist(s)

Teachers — at least one per grade level/department

Parents (at least two) or other representatives of the school community
Students (when appropriate).

Rl ol

This committee should meet at least twice a year.
The School Library Media Advisory Committee’s activities may include:

e Assisting with book fairs and other community activities that strengthen or promote
the media program

Providing leadership in collaborative teaching

Promoting resource-based learning

Soliciting purchasing recommendations from other teachers and students
Consulting recommended selection tools

Recommending purchase priorities in light of available funds

Communicating to all staff members school-wide priorities as recommended by the
School Library Media Advisory Committee.

Library Media Center Scheduling

Each library media specialist should plan, in cooperation with the principal, a schedule
which will provide optimum media services to all patrons. Whenever possible, a flexible
access schedule is encouraged with the library media center open to all of the students
and other patrons at all times. In addition, schools are encouraged to offer extended
media center hours, especially for secondary students.

LIBRARY MEDIA CENTER HOURS

The library media center is expected to be accessible to all patrons before and after school
hours. For those schools without extended hours, twenty to thirty (20-30) minutes before
and after school hours is recommended. During this time, the library media technology
support assistant should be available for the circulation of materials; however, an exception
would be made for those schools without a media technology support assistant scheduled
before and/or after school hours. The library media center should also be accessible to all
faculty and staff during regular work hours. During those hours, the media technical assistant
should be available to circulate materials. Again, an exception would be made for those
schools without a media technology support assistant scheduled during these times. The
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library media center should be open during the library media specialist’s lunch and
planning time unless a school does not have a full-time media technology support
assistant. The library media specialist and media technology support assistant should
have alternating lunches so one or the other can be available at all times. Library media
specialists and media technology support assistants should not be assigned duties which
take him/her away from the library media center at times when it should be open for service.
The library media center is considered a duty station for both the library media specialist
and the media technology support assistant. When meetings or personal emergencies
make it necessary for the media technology support assistant to be away, he/she should
arrange with the principal for service during his/her absence.

The library media staff should work with the administration to ensure maximum access to
resources, based on the policies of the current CCEA and CESPA contracts. Planning times
must often be flexible in order to provide collaborative time with teachers (ex. Preparing
research activities, gathering materials, and developing standards based lessons) to
accommodate the varying classroom schedules within the schools.

Access to Resources

It is considered a student’s right to check out library books upon enrolling in a school.
Permission is not required from parents or teachers for a student to check out print materials;
therefore, schools should not send out “LETTERS OF PERMISSION” for library media
privileges to be established. Acceptable Use Policy for Use of Networks and
Telecommunications is included in the Student Code of Conduct.

Major barriers between students and resources are discouraged. Such barriers include:
imposing age or grade level restrictions on the use of resources; limiting the use of
interlibrary loan and access to electronic information; and charging fees for information in
certain formats (i.e. DVDs).

Copyright Policy

Infringement of copyright protection is a violation of federal law. The School District of
Clay County complies with all federal copyright laws. It is the responsibility of each
principal and library media specialist to inform the faculty and staff of current copyright
laws concerning print and non-print materials. The library media specialist should
document how the information has been presented to the school. The library media
specialist is not a “copyright policeman.” Enforcement of copyright is the administrator’s
responsibility.

Forms are available for off-air recording and videotaping. When completed, these forms
should be kept on file in the library media center. Areas of concern are print and non-print
materials such as videotaping, music, play production, workbooks, computer software, and
duplication of copyrighted figures and other information from various sources (i.e.
INTERNET). A copyright release should be obtained before any presenter or program
is recorded.
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Each library media center has been furnished with Copyright: A Guide to Information and
Resources, by Gary Becker, which will serve as a guideline when questions arise. Each
library media specialist should read this guide and become familiar with its contents. The
“Quick Reference” section at the beginning of this guide is extremely helpful in gaining an
overview of the rights and limitations of use of copyrighted materials. The School District
of Clay County has permission from the author to duplicate small portions of the book for
use within the individual school. In addition to Mr. Becker’s book, the following pages of
this procedures manual should be carefully reviewed, as they contain information specific
to School District of Clay County policies and procedures regarding copyright. Mr. Becker
also has a website for educators to use and submit copyright questions.
http://beckercopyright.com/

Use of Audiovisual Materials

Educators bear the responsibility for wise use of audiovisual materials (i.e. — videos, DVDs,
CDs, etc.). The following policies should assist the classroom teacher.

e Videos in any format, DVD, streaming, downloaded, etc. must be previewed by the
teacher before use in the classroom. All use of audiovisual materials, including
instructional television, must be documented in lesson plans as part of an
instructional objective. Best practices for using videos in any format limit viewing to
sections which are relevant to instruction.

e As technology becomes more interchangeable and diverse, concerns regarding
copyright violations and misuse increase. One absolute prohibition which must
always be kept in mind is that videos and DVDs may not be used for entertainment
or recreation unless public performance rights have been purchased from
Movielicensing.com or other licensing company. By copyright law, videos and
DVDs labeled “For Home Use Only” cannot even be used for their cultural or
intellectual value unless they are specifically related to a teaching activity. They
must have a clear-cut instructional purpose, be used for face-to-face teaching
activities only, and be documented in lesson plans.

¢ Films and filmstrips do not fall under these same copyright restrictions because of
practices established well before the 1976 copyright revision. Films and filmstrips
may be shown in schools as long as no fees are charged to viewers.

e All library media center videos and DVDs must be screened before being placed on
library media shelves. Audiovisual materials that are the property of a teacher or
student must be cleared through the school Leadership Team before use in the
classroom. The clearance is ONLY for the one teacher/team requesting it. Once the
materials are approved, they may be used indefinitely by that one teacher/team.

e School District of Clay County policy dictates that at no time may rental videos or
DVDs be used by schools, even if the rental store personnel signs a copyright
release. Even the use of a rental video appropriate for instruction would be
considered a contract violation.

13
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e Additional media such as music, podcasting, power point presentations, web pages,
etc., should also follow copyright guidelines. Individual teachers must be aware of
copyright issues as they use these different types of media. For additional
information refer to Copyright: A Guide to Information and Resources, by Gary Becker.

Fair Use is not applicable to podcasting because the purpose is to distribute the unit as
a whole new entity via the world wide web.

INSTRUCTIONAL VIDEO GUIDELINES

All videos in any format shown in the classroom must be for face-to-face instructional use.
Videos may not be shown for reward, entertainment, or after school care unless the
license specifically addresses those issues. It is recommended that schools purchase
licensing such as MovieLicensing U.S.A.

Only G-rated movies may be shown for instructional purposes to elementary students.
Teachers of elementary students must submit form IR-1-2535 to request approval from the
School Leadership Team for a waiver for PG rated movies. Teachers must also submit form
IR-1-2535 to request approval from the School Leadership Team and request parental
permission to show PG-13 movies to students in secondary schools. PG rated movies may
be shown for instructional purposes to secondary students in junior high and high schools.

No PG movies may be shown in elementary schools without waivers and parental
permission.

NO R rated videos can be shown at any level with the following exception: Specific
permission from the School Leadership Team may be granted to a high school class if the
video meets curriculum standards, contains no nudity and has on file a Parental Permission
Form from the designated student audience.

MOTION PICTURE ASSOCIATION OF AMERICA RATINGS DEFINITIONS

G: General Audiences (All ages are admitted.)

PG: Parental Guidance Suggested (Some material may not be suitable for
children.)

PG-13: Special Parental Guidance (Special parental guidance strongly suggested for
children under 13. Some material may be inappropriate for young children.)

R: Restricted (Under 17 requires accompanying parent or guardian. No one

under 17 permitted.)

Videos with no rating should have no profanity, excessive violence, nudity, sexual
content or drug and alcohol abuse.

Teachers and media specialists must document video use in their lesson plans and must
show indicators as to how the video integrates with face-to-face instruction.
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CLOSED CIRCUIT TELEVISION TRANSMISSION

All videos broadcast through the school closed circuit or media retrieval system must have
closed circuit rights. Materials that are part of the school or district library media
collections have closed circuit rights for face-to-face teaching activities unless labeled “No
Closed Circuit Rights.” It is the responsibility of the media specialist to request these rights
when submitting purchase orders.

At no time should a program be shown for recreation or reward unless public performance
rights have been purchased with the item or from MovieLicensing.com. Schools that have
purchased the yearly license from MovieLicensing.com may use programs for recreation
or reward. If a license was not purchased, no materials in the school have public
performance rights unless labeled “Public Performance Rights Purchased.”

An effort must be made for grade levels to follow the same guidelines with their grade-
level collections. The library media specialist may offer advice and assistance to grade
levels if they choose to obtain closed circuit rights for their materials.

When ordering new audiovisual materials, a statement should be written on the requisition
stating that the material may be distributed through a closed circuit system within the same
school facility for face-to-face teaching activities. At no time should a program of which the
content is primarily of a dramatic or entertainment nature be shown through the closed
circuit system UNLESS closed circuit rights have been obtained.

At no time should a program be shown through the closed circuit system if closed circuit
rights have been denied.

Broadcast of donated materials is questionable UNLESS permission has been requested
from the copyright holders, or the license from MovieLicensing.com has been purchased.

Audiovisual materials that are the property of a teacher or student must be cleared through
the school Leadership Team before use in the classroom. At no time should these materials
be shown through the closed circuit system, unless the school has purchased the annual
license from MovielLicensing.com.

OFF-AIR RECORDING OF TELEVISION PROGRAMS

At the request of a teacher, the library media specialist or a teacher may record a
television program under the copyright guidelines outlined in Gary Becker’s book
Copyright: a Guide to Information and Resources. These programs must be from non-cable
stations unless permission is given directly from the cable station. (Many educational
programs are permitted limited recording rights on select cable stations. Refer to the
guidelines specified on the Cable in the Classroom website: http://www.ciconline.org/

Strict record-keeping should be followed to assure adherence to copyright guidelines and
timely erasure of programs recorded off-air. The OFF-AIR RECORDING STATEMENT form
included in this section should be used when recording off-air programs.
In addition, it should be noted that a teacher who requests a program be taped off-air has a
one-time privilege to make such a request and cannot request that program again, no
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matter how many times it is broadcast. When the school r the off-air program, the teacher
may show it once for instruction and then once again for reinforcement. After that, if the
teacher wishes to use the program again, it must be purchased in order to be used.

STUDENT VIDEORECORDING/INTERNET POLICIES

Parents have the option to prohibit video recording of their child and/or to prohibit their
child’s access to the Internet as stated in the Student Code of Conduct and/or Student
Handbook.

As per the County’s Networking Policy...

All Clay County students are permitted access to the Internet in our schools. The School
District of Clay County also encourages the sharing of outstanding student work and school
activities throughout the learning community through photographs, videotapes, web
pages, etc.

“Network users must adhere to strict guidelines known as Terms and Conditions for Use of
Telecommunications and Networks that have been developed by the district committee
and documented in the Procedures Manual for Instructional Technology. _A copy of the
Terms and Conditions shall be distributed to parents and students in the Code of
Student Conduct. A copy shall be distributed to district employees in the Employee
Handbook. If a district user unacceptably violates any of these provisions, future access to
the network will be denied. In addition, serious violations may result in disciplinary action
or legal action in accordance with Clay County policies. Signature on the Code of
Student Conduct acknowledgement or the Employee Network Responsibility Contract
is an obligation to comply with the terms and conditions. Failure to return the
acknowledgement or Employee Contract will not relieve a student, parent, or
employee from responsibility to know the contents and will not excuse non-
compliance. The School District of Clay County is subject to Florida Statutes regarding
public information.”

As per the County’s Videotaping of Students Policy...

“Many Clay County students have the opportunity of being recorded or photographed at
school or school activities. Some of these recordings or photographs may eventually air on
the School District of Clay County educational access channel, be utilized at local, state, or
national conferences or workshops, shown on the school’s closed circuit television system,
or included in local news or the school’s Internet web page. Outstanding work of students
may also be displayed in the community, on the web page or incorporated into a
presentation. If you have an objection to your student’s work being used for any of the
above purposes, you must notify the school in writing within 48 hours of your receipt of this
information.” The library media specialist must be notified by the administrator in charge
if a student is not allowed to be photographed or recorded.

A parent’s signature on the Code of Student Conduct acknowledgement page allows the
child access to the Internet, as well as permission for the child to be photographed or
videotaped during school activities. If a parent objects to either activity he or she must
notify the school in writing within 48 hours of receipt of this information.

Parents and students only sign the Acknowledgement of Code of Student Conduct. There
are no separate signature pages for other items.
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Guidelines for School, Faculty, and Staff Web Pages

from Procedures Manual for Instructional Technology Services

RATIONALE

School web pages are public documents welcoming the outside world to the school
and linking students and staff to outside sources of information.

Guidelines are required in the construction of school web pages to ensure that
information on the pages is appropriate for any Internet user from around the world
to access.

Web pages should support the educational aims of Clay County Schools and be
designed following national, state and local laws and policies.

In producing school web pages, the following goals should be considered:

Introducing outside visitors to the school and its program,
Sharing the school’s successes with the world,
Linking users to good outside information resources.

REQUIREMENTS

Principal:

The school principal is ultimately responsible for content and review of the school
web page.

School Webmaster:

Each school must have a school board employee who is designated as the school
webmaster. The school webmaster is appointed by the principal on a voluntary
basis.

The school webmaster shall follow these guidelines and submit content of the school
web pages to the principal for approval. The school webmaster will be the only
person at the school authorized to upload files to the server. All school webmasters
coordinate efforts with the District Webmaster.

Faculty and Staff:

Faculty and staff web pages will also adhere to these guidelines. The principal must
be notified in writing of web addresses functioning as official school/teacher web
pages that is not hosted on a district sanctioned site. Faculty and staff should
concentrate on submitting material that reflects school activities, student work,
special projects, or aspects of the community which they serve. Emphasis of the site
is to provide meaningful content.

Volunteers:

From time to time, school-associated organizations develop web pages to provide
parents/students with relevant information. Volunteers developing these web pages
should adhere to these guidelines and notify the principal, in writing, of such web
pages that identify the school and/or district.

School Home Page:

The school home page shall be linked to the District website, www.oneclay.net. The
school’s home page shall indicate the date of the last revision.
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Content of Web Pages:

The content of school web pages must be consistent with the educational aims of
School District of Clay County and adhere to national, state, and local laws and
policies. Pages should be checked for spelling and proofread before they are
displayed. All work published on web pages should be free of spelling or
grammatical errors. These guidelines also apply to all student work published on
the web, as grade-level appropriate. Student names and pictures are not used
together on the school web unless a parental release has been signed.
Communication Links:

No web page content should allow people accessing the page to contact any student
directly. Communication with respect to the content of any page must be directed
either to the principal of the school or to the school webmaster. School home pages
must include a mail to: link to the school webmaster.

Advertisements:

School web pages may contain small acknowledgements of school partnerships or
sponsorships. Web pages may provide links to partners or sponsors’ web

pages. These acknowledgements and/or links should be on one separate page. No
paid advertisement can be accepted to be part of the school’s web sites.

External Links:

All links connecting to external sites are subject to final approval by the school
principal. No documents may contain objectionable material or links to
objectionable material as stated in Clay County Acceptable Use Policy. External
links should open in separate windows.

Link to Board Page:

The main school page must include a link to the Clay County School District home
page: http://www.clayschools.net .

Identification of Students:

Local, state, and national laws govern release of student information.

o Student grades cannot be published with student names; an alias
identification must be developed. This identification cannot be social security
numbers or the student identification number.

o A student’s name with his/her picture is not to appear on a school web page
for any reason.

o Do not include a student’s full name, home address, phone number, or full
names of family members.

o Documents should not indicate the physical location of a child at a specific
time.

o A map of the school facility will not be included.

o Filenames for pages and images should be checked to ensure that students’
names do not appear there, e.g. marysmith.qgif, jimpaul.html.

Personal Home Pages:

Personal home pages for students are not permitted. Students may create “content”
pages under their instructor’s supervision, but not personal pages about themselves.
Linking the school website to a student’s or staff member’s personal page on an
external site is not permitted.

Respecting Copyright:

Copyright must be respected. The author of the web page must not use copyrighted
materials without permission.
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e Style Guide:
The following items are suggestions — not mandatory, but recommended:

o

Do not use “Under Construction” signs on a home page as it may remove your
site from major search engines; construct the page before placing it on the

web. If “Under Construction” graphics are necessary, please do not keep them
on any page longer than four weeks.

The date of the last update to the home page should be clearly identified for page
viewers.

Images should be displayed with width and height set. Large images should be
avoided. Use thumbnails when available.

Pages should accommodate a variety of browsers, including text-only

browsers. Be sure to specify an <ALT> tag for graphics. Avoid making pages
that require unusual plug-ins.

Pages should be checked for spelling and grammar. They should also be
proofread before being displayed.

Internal documentation should be contained in the source code. It should consist
of the author’s name (teacher’s name may be more appropriate if author is a
student), and creation and revision dates. Any unusual content or styles should
be noted.

Facilitate travel through your web pages. Provide hypertext links wherever
possible. Keep URL’s as simple as possible.

Do not use spaces in file names.

The TEACH Act

The TEACH Act became law in late 2002. Its purpose is to increase the rights of educators.
It is important that educators understand and follow copyright laws and guidelines.
Familiarity with the Teach Act is important for educators.

Please refer to the following websites for explanation and frequently asked questions
concerning The Teach Act:

http://www.copyright.com/media/pdfs/CR-Teach-Act.pdf

http://www.copyright.com/Services/copyrightoncampus/basics/teach.html

http://www.ala.org/Template.cfm?Section=distanceed

http://www.copyright.gov/docs/regstat031301.html

http://www.liberty.edu/media/1410/copyright/TeachActChecklist.pdf
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What Media Specialists and Administrators Need to Know
About Library Media

COLLECTION DEVELOPMENT

The primary objective of each school’s library media program is to enrich, extend, and
support the instructional program of the school. The school library media program makes
available a wide range of media on varying levels of difficulty with a diversity of appeal
compatible with the different needs, interests, and viewpoints of students and teachers.

The library media specialist shall follow district policies. The library media specialist
should become familiar with the various sets of standards, particularly those at the national,
state, and regional levels that bear directly on the school media program. When building a
collection, the library media specialist should exercise good judgment and a thorough
knowledge of all variables that influence selection: curriculum, students, faculty, the
community, existing collection, bibliographic and reviewing tools, media, and budgeting.

A carefully organized media collection development plan will result in curriculum-based
materials that represent a diversity of experiences, opinions, and cultural perspectives.

In addition to supporting the School Library Bill of Rights, the school library media
program should reflect the following:

1. Shall be appropriate for the subject area and for the age, emotional development,
ability level, and social development of the students for whom the materials are
selected.

2. Shall provide age-appropriate materials and information that presents all points of
view on current and historical issues.

3. Shall provide resources that reflect age-appropriate consideration is given to
treatment for the following elements: religion, ideologies, sex education, sex,
profanity, and science.

4. Shall include gifts of media that only meet the same selection criteria and
procedures as purchased media. Their acceptance, along with the understanding of
their use or disposition, will be determined by the same persons having the
responsibility for acquisitions.

Collection development is a continuing process which shall include the removal of media

no longer appropriate and the replacement of lost and worn materials still of educational
value.
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SELECTION

Materials should be selected by the library media specialist considering recommendations
from students and faculty. These materials should support the school’s curriculum and
contribute to the learning goals of teachers and students. Selections should include a wide
variety of materials, both print and non-print. Gifts will be utilized at the discretion of the
library media specialist based on the selection criteria for new acquisitions. Collections
should include all top award books according to grade levels (Caldecott, Newbery,
Sunshine State Young Readers Award, Florida Reading Association Award, Florida Teens
Read, etc.) Titles considered classics should also be included in the collection when
appropriate.

All library media centers share four basic goals:
e To meet the needs of students and teachers for curriculum-related materials
To fulfill students’ interests for recreational reading
To provide teachers with professional information
To provide access to electronic resources.

The interests of young people are not limited by subject, theme or level of sophistication.
Library media specialists have a responsibility to ensure that young people have access to
resources and services that reflect diversity sufficient to meet their needs.

Although orders for materials are placed a few times each year, selection occurs daily.
The process of selection becomes active each time a reference question raised in the
library media center cannot be answered with available material on a subject.

GENERAL GUIDELINES

While perspectives from a variety of persons and sources in selecting media are
encouraged, the library media specialist knows the holdings of the library media center
and has the responsibility to maintain a balanced collection.

In order to implement, enrich, and support the educational programs of the school and
community, the library media center should provide maximum access to its materials for
use in school and at home.

The library media center is only as effective as its usefulness. A center which is accessible
to all and which has a wide variety of general and specific materials of print and non-print
resources will encourage students to pursue inquiry, develop individual interests, enhance
knowledge, and become lifelong learners.

Digital Convergence
eBooks

It is estimated that by 2016, over half of the library media collection will be digital. As a
first venture into digital books, a committee reviewed a number of providers and selected
Follett as the provider. While most vendors only offer a lease option that would require
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yearly renewals for eBooks, Follett offers a purchase program so everything that was
purchased now belongs to Clay County. The eBooks can be read on a PC or Mac
computer, iPads, Kindles, and smartphones.

Mackin VIA, Tumblebooks, ABC-Clio, and a number of other eBook resources are also part
of the District eBook Collection. Consult the school’s media specialist or media technical
assistant for usernames and passwords.

To search for eBooks, use the Destiny Library Catalog and use the drop down menus to
select Location — Destiny Libraries & Textbooks — Clay County Florida and Material Type
Electronic Book (eBook). Then click on the Keyword icon and a list of all eBooks will result.
These are all eBooks in the district and many are site specific. To view eBooks based
on your school location, login to your Destiny library site at www.destiny.k12.fl.us. Contact
Julie Gross at jmgross@oneclay.net or 529-4992 or see a library media specialist if login
assistance is needed.

BTop 10 ) Basic | Power | Visual

& My Searches
Resource Lists
Find &9 Reset All
O - S 2]
Keyword Title Author Subject Series
Bd  Espaiiol

Narrow your search to...

@ Limiters have been set...

Location Destiny - Libraries & Textbooks - Clay County, Florida ~
Material Type Electronic Book (eBook) -

Limit to Follett eBooks

Award Winner | Jnlimited -

Reading Level From to

Interest Level From Unlimited ~ to Unlimited -

Reading Programs Unlimited - ”

CRITERIA FOR SELECTION
Media considered for purchase are judged on the basis of the following criteria:

Purpose - overall purpose and its direct relationship to instructional objectives and/or the
curriculum

Reliability — accurate, authentic
Quality — writing and/or production of merit
Treatment — clear, comprehensible, skillful, convincing, well-organized

Technical production - aurally and visually appealing, well-crafted, up-to-date
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Construction — durable, manageable, functional, attractive, well-packaged, safe

Special features — useful illustrations, photographs, maps, graphics, charts, graphs,
documentation, sound, user-friendly

Possible uses — individual, small and large group instruction, in-depth study

SPECIAL CONSIDERATIONS
Religion - factual media which represent all major religions
Ideologies — factual information or philosophy which exerts a strong force in society

Sex education - factual information appropriate for the age group or related to the school
curriculum

Science - factual information about medical and scientific knowledge

Profanity — use of profanity does not automatically disqualify a selection. Effort is made to
exclude media using profanity in a lewd or detrimental manner

Sex — pornographic, sensational, or titillating material is not included, but the evidence of
sexual incidents appearing in the media does not automatically disqualify its use.
(Reference Florida State Statute 233.165)

Approved novels list — when assigned reading is required, it is strongly suggested that a
parental notification letter be sent home with the student. Please encourage teachers to

utilize the county approved novels list.

Effort shoul