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IMPORTANT DATES: 
(These dates are tentative and additional dates may be added) 

 
 

Orientations (Required)/ Students Checkouts 
Begin 

August 10, 13, 14, & 15, 2018 

Scholastic Fall Bookfair September 24-28, 2018 

Birthday Book Club (July, Aug., Sept.) October 5, 2018 @1:30 

Birthday Book Club (Oct., Nov., Dec.) December 14, 2018 @1:30 

Read Across America Week Tentatively February 25-March 1, 2019 

Birthday Book Club (Jan., Feb., March) March 7, 2019 @1:30 

Scholastic Spring Bookfair March 11-15, 2019 

Birthday Book Club (April, May, June) May 3, 2019 @ 1:30 

Last Day to Checkout May 6, 2019 

All Books Due & Library Closes (Inventory) May 8, 2019 

 

 

 

 

 

 

 

 

 

 

 

 



Vision of the Library Media Program 
 

In collaboration with West Madison’s learning community, our library media program will be the center 
of teaching and learning by providing access to quality collections and technologies and by extending 
services beyond the library media center’s four walls and the school day. 
 

Mission of the Library Media Program 
Alabama’s School Library Media Plan for the 21st Century Learner expresses the mission of  Alabama’s 
library media programs as supporting the school’s instructional program to improve student learning and 
student achievement.  This mission is accomplished by: 

● Ensuring learners will be able to independently inquire, think critically, and gain, create, and 
share knowledge. 

● Providing the real and virtual access to appropriate, high-quality resources and services during 
and outside the school day. 

● Participating in curriculum development and design of learning activities. 
 

Standards 
The American Association of School Librarians Standards describes how learners use skills, resources, 
and tools to: 

● Inquire, think critically, and gain knowledge 
● Draw conclusions, make informed choices, apply knowledge to new situations, and create new 

knowledge 
● Share knowledge and participate ethically and productively as members of our democratic society 
● Pursue personal and aesthetic growth 

https://standards.aasl.org/ 
 

Beliefs  
 
The American Association of School Librarians Standards for the 21st Century learner offer a vision for 
teaching and learning to guide the school library media program. West Madison’s school library program 
will promote the nine foundational common beliefs as the basis of learning.  

1. Reading is a window to the world.  
2. Inquiry provides a framework for learning.  
3. Ethical behavior in the use of information must be taught.  
4. Technology skills are crucial for future employment needs.  
5. Equitable access is a key component for education.  
6. The definition of information literacy has become more complex as resources and technologies 

have changed. 
7. The continuing expansion of information demands that all individuals acquire the thinking skills 

that will enable them to learn on their own.  
8. Learning has a social context.  
9. School libraries are essential to the development of learning skills. 

https://standards.aasl.org/ 
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Library Bill of Rights 
 
The American Library Association affirms that all libraries are forums for information and ideas, and that 
the following basic policies should guide their services.  
I. Books and other library resources should be provided for the interest, information, and enlightenment of 
all people of the community the library serves. Materials should not be excluded because of the origin, 
background, or views of those contributing to their creation.  
 
II. Libraries should provide materials and information presenting all points of view on current and 
historical issues. Materials should not be proscribed or removed because of partisan or doctrinal 
disapproval.  
 
III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information 
and enlightenment.  
 
IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free 
expression and free access to ideas.  
 
V. A person’s right to use a library should not be denied or abridged because of origin, age, background, 
or views.  
 
VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should 
make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals 
or groups requesting their use.  
 
Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2, 
1961; June 27, 1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996.  
 
A history of the Library Bill of Rights is found in the latest edition of the 
https://www.ala.org/ala/oif/basics/intellectual.htm 

 
Related Links: Interpretation of the Library Bill of Rights 
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations 
 

The Freedom to Read Statement 
 

The freedom to read is essential to our democracy. It is continuously under attack. Private groups and public 
authorities in various parts of the country are working to remove or limit access to reading materials, to censor 
content in schools, to label "controversial" views, to distribute lists of "objectionable" books or authors, and to purge 
libraries. These actions apparently rise from a view that our national tradition of free expression is no longer valid; 
that censorship and suppression are needed to counter threats to safety or national security, as well as to avoid the 
subversion of politics and the corruption of morals. We, as individuals devoted to reading and as librarians and 
publishers responsible for disseminating ideas, wish to assert the public interest in the preservation of the freedom to 
read.  
 
Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the ordinary individual, 
by exercising critical judgment, will select the good and reject the bad. We trust Americans to recognize propaganda 
and misinformation, and to make their own decisions about what they read and believe. We do not believe they are 

https://www.ala.org/ala/oif/basics/intellectual.htm
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations


prepared to sacrifice their heritage of a free press in order to be "protected" against what others think may be bad for 
them. We believe they still favor free enterprise in ideas and expression.  
 
These efforts at suppression are related to a larger pattern of pressures being brought against education, the press, art 
and images, films, broadcast media, and the Internet. The problem is not only one of actual censorship. The shadow 
of fear cast by these pressures leads, we suspect, to an even larger voluntary curtailment of expression by those who 
seek to avoid controversy or unwelcome scrutiny by government officials.  
 
Such pressure toward conformity is perhaps natural to a time of accelerated change. And yet suppression is never 
more dangerous than in such a time of social tension. Freedom has given the United States the elasticity to endure 
strain. Freedom keeps open the path of novel and creative solutions, and enables change to come by choice. Every 
silencing of a heresy, every enforcement of an orthodoxy, diminishes the toughness and resilience of our society and 
leaves it the less able to deal with controversy and difference.  
 
Now as always in our history, reading is among our greatest freedoms. The freedom to read and write is almost the 
only means for making generally available ideas or manners of expression that can initially command only a small 
audience. The written word is the natural medium for the new idea and the untried voice from which come the 
original contributions to social growth. It is essential to the extended discussion that serious thought requires, and to 
the accumulation of knowledge and ideas into organized collections.  
 
We believe that free communication is essential to the preservation of a free society and a creative culture. We 
believe that these pressures toward conformity present the danger of limiting the range and variety of inquiry and 
expression on which our democracy and our culture depend. We believe that every American community must 
jealously guard the freedom to publish and to circulate, in order to preserve its own freedom to read. We believe that 
publishers and librarians have a profound responsibility to give validity to that freedom to read by making it possible 
for the readers to choose freely from a variety of offerings.  
 
The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand firm on these 
constitutional guarantees of essential rights and will exercise the responsibilities that accompany these rights.  
 
We therefore affirm these propositions:  
 

1. It is in the public interest for publishers and librarians to make available the widest diversity of views and 
expressions, including those that are unorthodox, unpopular, or considered dangerous by the majority.  
 
Creative thought is by definition new, and what is new is different. The bearer of every new thought is a 
rebel until that idea is refined and tested. Totalitarian systems attempt to maintain themselves in power by 
the ruthless suppression of any concept that challenges the established orthodoxy. The power of a 
democratic system to adapt to change is vastly strengthened by the freedom of its citizens to choose widely 
from among conflicting opinions offered freely to them. To stifle every nonconformist idea at birth would 
mark the end of the democratic process. Furthermore, only through the constant activity of weighing and 
selecting can the democratic mind attain the strength demanded by times like these. We need to know not 
only what we believe but why we believe it.  
 

2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they make 
available. It would conflict with the public interest for them to establish their own political, moral, or 
aesthetic views as a standard for determining what should be published or circulated.  
 
Publishers and librarians serve the educational process by helping to make available knowledge and ideas 
required for the growth of the mind and the increase of learning. They do not foster education by imposing 
as mentors the patterns of their own thought. The people should have the freedom to read and consider a 
broader range of ideas than those that may be held by any single librarian or publisher or government or 
church. It is wrong that what one can read should be confined to what another thinks proper.  



 
3. It is contrary to the public interest for publishers or librarians to bar access to writings on the basis of the 

personal history or political affiliations of the author.  
 
No art or literature can flourish if it is to be measured by the political views or private lives of its creators. 
No society of free people can flourish that draws up lists of writers to whom it will not listen, whatever they 
may have to say.  
 

4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the reading 
matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve artistic expression.  
To some, much of modern expression is shocking. But is not much of life itself shocking? We cut off 
literature at the source if we prevent writers from dealing with the stuff of life. Parents and teachers have a 
responsibility to prepare the young to meet the diversity of experiences in life to which they will be 
exposed, as they have a responsibility to help them learn to think critically for themselves. These are 
affirmative responsibilities, not to be discharged simply by preventing them from reading works for which 
they are not yet prepared. In these matters values differ, and values cannot be legislated; nor can machinery 
be devised that will suit the demands of one group without limiting the freedom of others.  
 

5. It is not in the public interest to force a reader to accept the prejudgment of a label characterizing any 
expression or its author as subversive or dangerous.  
 
The ideal of labeling presupposes the existence of individuals or groups with wisdom to determine by 
authority what is good or bad for others. It presupposes that individuals must be directed in making up their 
minds about the ideas they examine. But Americans do not need others to do their thinking for them.  

 
6. It is the responsibility of publishers and librarians, as guardians of the people's freedom to read, to contest 

encroachments upon that freedom by individuals or groups seeking to impose their own standards or tastes 
upon the community at large; and by the government whenever it seeks to reduce or deny public access to 
public information.  
 
It is inevitable in the give and take of the democratic process that the political, the moral, or the aesthetic 
concepts of an individual or group will occasionally collide with those of another individual or group. In a 
free society individuals are free to determine for themselves what they wish to read, and each group is free 
to determine what it will recommend to its freely associated members. But no group has the right to take 
the law into its own hands, and to impose its own concept of politics or morality upon other members of a 
democratic society. Freedom is no freedom if it is accorded only to the accepted and the inoffensive. 
Further, democratic societies are more safe, free, and creative when the free flow of public information is 
not restricted by governmental prerogative or self-censorship.  
 

7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing 
books that enrich the quality and diversity of thought and expression. By the exercise of this affirmative 
responsibility, they can demonstrate that the answer to a "bad" book is a good one, the answer to a "bad" 
idea is a good one.  
 
The freedom to read is of little consequence when the reader cannot obtain matter fit for that reader's 
purpose. What is needed is not only the absence of restraint, but the positive provision of opportunity for 
the people to read the best that has been thought and said. Books are the major channel by which the 
intellectual inheritance is handed down, and the principal means of its testing and growth. The defense of 
the freedom to read requires of all publishers and librarians the utmost of their faculties, and deserves of all 
Americans the fullest of their support.  
 

We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for the value 
of the written word. We do so because we believe that it is possessed of enormous variety and usefulness, worthy of 



cherishing and keeping free. We realize that the application of these propositions may mean the dissemination of 
ideas and manners of expression that are repugnant to many persons. We do not state these propositions in the 
comfortable belief that what people read is unimportant. We believe rather that what people read is deeply 
important; that ideas can be dangerous; but that the suppression of ideas is fatal to a democratic society. Freedom 
itself is a dangerous way of life, but it is ours.  

----------------------------------------------------------------------- 
This statement was originally issued in May of 1953 by the Westchester Conference of the American Library 
Association and the American Book Publishers Council, which in 1970 consolidated with the American Educational 
Publishers Institute to become the Association of American Publishers.  
 
Adopted June 25, 1953, by the ALA Council and the AAP Freedom to Read Committee; amended January 28, 1972; 
January 16, 1991; July 12, 2000; June 30, 2004.  
 
A Joint Statement by:  
 
American Library Association 
Association of American Publishers 
 
Subsequently endorsed by: 
 
The American Booksellers Foundation for Free Expression 
The Association of American University Presses, Inc. 
The Children's Book Council 
Freedom to Read Foundation 
National Association of College Stores 
National Coalition Against Censorship 
National Council of Teachers of English 
The Thomas Jefferson Center for the Protection of Free Expression 
 
Selection of Library/Media Materials  
The West Madison Elementary Media Center follows the Madison City Schools policy for all of its 
procurements. The policy can be located at the following web address:  
MCS Policy Manual- 7.14 Selection of Instructional Materials and Materials for the School Media 
Centers 
 
Challenged Instructional Material Procedure  
“Intellectual Freedom accords to all library users the right to seek and receive information on all subjects 
from all points of view without restrictions and without having the subject of one’s interest examined or 
scrutinized by others”  
MCS Challenged Material and Reconsideration Procedure: 
http://data.madisoncity.k12.al.us/Documents/Policies/New%20Procedures/Reconsideration%20Procedure
%20Revised.pdf 
In accordance with the American Library Association (2006) Intellectual Freedom Manual and the 
Freedom to Read:  

● We respect all viewpoints on our collection.  
● If a parent has questions or concerns regarding one of our selections we urge them to discuss 

these issues with the media specialist.  
 
 

http://www.ala.org/
https://publishers.org/
https://www.bookweb.org/advocacy#abfe
http://www.www.aaupnet.org/
https://www.cbcbooks.org/
https://www.ftrf.org/
http://www.nacs.org/
https://ncac.org/
http://www2.ncte.org/
http://tjcenter.org/
http://data.madisoncity.k12.al.us/Documents/Policies/CURRENT%20Policies%20for%20Website/VII.%20Instructional%20Program%20updated%203-23-17.pdf
http://data.madisoncity.k12.al.us/Documents/Policies/CURRENT%20Policies%20for%20Website/VII.%20Instructional%20Program%20updated%203-23-17.pdf
http://data.madisoncity.k12.al.us/Documents/Policies/New%20Procedures/Reconsideration%20Procedure%20Revised.pdf
http://data.madisoncity.k12.al.us/Documents/Policies/New%20Procedures/Reconsideration%20Procedure%20Revised.pdf


 
Copyright  
 
Copyright 

● You must have copyright permission to: 
o Create different versions of the original work 
o Perform the work 
o Distribute copies 
o Reproduce part or all of the work 

Fair Use 
● Used in class only 
● Must meet educational objective 
● Used temporarily for a class  
● May not be used repeatedly 
● NOT part of an anthology 
● CANNOT be used to avoid purchase of a book or consumable material 

 
Videos 

● Cannot be shown for reward or entertainment 
● Must be for face-to-face instruction 
● Only one class at a time for a relevant teaching situation 
● Remember just because you can tie it to educational theme does not give it an educational 

purpose 
● You must own the video or check it out from our media center 
● You may not rent videos or stream through online subscriptions (i.e.-Netflix, Prime TV…) to 

show in class 
 
Broadcast 

● A single copy may be made and kept for up to 45 consecutive calendar days 
 
Graphic Images or artwork 

● Cannot be altered (this includes enlarging) 
● Must be used for a temporary purpose (once you laminate it is no longer considered temporary) 
● Cannot be used for decoration 

 
Penalties: 

● $150,000 per infringement 
● Damage fees 
● Profit lost 
● Attorney fees 
● Civil and Criminal charges 
● Madison City Board Policy states you are on your own if you break copyright!!! 

 
Additional Copyright Resources: 
American Library Association: General Information on Copyright 
American Library Association: Copyright & Fair Use 
American Library Association: Copyright & Videos/Movies 
American Library Association: Copyright-- Performance of or Showing Films in the Classroom  
 
 
 
 

https://libguides.ala.org/copyright/general
https://libguides.ala.org/copyright/fairuse
https://libguides.ala.org/copyright/video
http://www.ala.org/advocacy/sites/ala.org.advocacy/files/content/copyright/fairuse/web-digital%20delivery%20in%20classroomrev3psa.pdf


OPERATIONAL PROCEDURES 
 

The media center is not only an extension of the classroom, but it is also the “hub” of the school.  The 
goal of the Media Specialist is to instill a love for reading, as well as teach students skills that will prepare 
them for success in the 21st Century. The media center is a valuable resource for teachers and students.  A 
wide variety of print, audio-visual, and technology-related resources are available in the media center. 
Teachers and students are encouraged to make full use of the media center. 
 
Following are some of the services available to teachers: 

1. Work with teachers in scheduling individual students, small groups, and classes in the media 

center, as well as meetings or special programs. 

2. Keep teachers informed of media services and materials through periodic newsletters. 

3. Help individual teachers by providing all types of materials for their use in their various units of 

study. 

4. Provide individual teachers with professional resources and recommend books that teachers can 

use for classroom read-alouds. 

5. Prepare bibliographies on various subjects when needed. 

6. Plan with the school Reading Specialist & AR Committee to improve literacy. 

7. Collaborate with teachers for meaningful and effective reference/research work for their students. 

8. Promote the school-wide reading program (Accelerated Reader) 

9. Inform teachers of copyright policies and assist with technology. 

10. Engage in professional development and share information with teachers. 

 

MEDIA CENTER SCHEDULE AND INSTRUCTION 

West Madison Media Center has an open access, flexible schedule. 
 

What is open access? 
 
Open access means that students can come to the media center whenever there is a need. The media center 
is open daily from 7:45AM-2:30PM.  Students may come to the media center at any time with their 
teacher’s permission and a pass. 
 
What is flexible scheduling? 
 
Flexible scheduling is designed to accommodate teachers and depends on their student’s needs.  The 
media center does not have a set daily schedule for classes to use the media center. When flexible 
scheduling is used, the size of the group will vary, the length of time for each activity will vary, and there 
will be a variety of activities in progress in the media center at any time.  The number of times  a 
particular student is involved in an activity in the  media center will vary from week to week and month to 
month.  However, careful scheduling and record keeping, as well as support from administration , will 
make certain that all students are engaged in library media activities routinely. 
 



 
Why use an open access, flexible schedule? 
 
Following are some reasons to use flexible scheduling: 

1. Ties media center use to classroom objectives (i.e.- timely instruction of relevant 21st Century 
information skills) 

2. Allows students and teachers to use the media center and its resources when they are needed 
3. Increases student achievement (according to research) 
4. Provides a place where students can work independently 
5. Helps teachers to meet the individual needs of students 
6. Allows the media center to be used as a “learning laboratory” 
7. Provides equity of access 
8. Encourages student responsibility 
9. State mandated and required in all Madison City Schools 

 
See the following Media Center Schedule for availability: 

 

 

Come by the media center, email, or call at any time to sign up. A notebook with the master 

calendar will be kept at the circulation desk. 

 

 



What elements are essential for successful flexible scheduling? 
Flexible scheduling requires collaborative planning between teachers and the media specialist to develop 
curriculum-based library media activities. This assures that students have a purpose for using the media 
center that relates to classroom instruction.  Teachers should view the media center as an extension of 
their own classrooms and the media specialist as a partner in planning, preparing, and presenting 
integrated instruction of information skills. 
 
How can a flexible schedule be used? 
Please look at the flexible schedule in terms of needs, not time. Individuals, small groups, and whole 
classes can use the media center simultaneously. 
 

➢ Individuals:  Each classroom has two passes. Students must bring a pass with them when they 
come to the media center individually to check out books. 
 

➢ Small Groups: Teachers have small group passes that must be sent with students to  the media 
center. If students arrive without a small group pass, they will be asked to return to class to get 
one. Teachers can send small groups to the media center at any time, as long as they can work 
independently.  However, if a small group needs the assistance of the media specialist, the 
teacher must contact the media specialist at least 1-2 days before to schedule a day/time and 
discuss their assignment. 

 
➢ Whole Classes: Teachers must be present for whole class instruction.  They may sign up at any 

time to bring their entire class to the media center. However, if the teacher is collaborating with 
the media specialist to co-teach a lesson, the teacher must contact the media specialist about 1-2 
weeks (or longer) in advance.  This is necessary to reserve the space, materials, and equipment as 
well as allow the media specialist time to meet with the teacher and gather materials.  After whole 
class lessons, teachers may want to send small groups to complete projects. 
 

To document collaboration, the teacher and media specialist will complete a simple form when they meet 
to plan small group or whole class lessons. 

 
How can the media center accommodate all this activity? 
 
Please understand that due to limited space and computers, individuals and small groups may have to be 
sent back to their classrooms. The only way teachers can be sure that their small groups can use the media 
center is to schedule their visit in advance. This will ensure availability of computers, table space, and the 
media specialist (if needed). 
 
What are some examples/ideas of collaborative lessons? 
 
Teachers should schedule at least 1 collaborative lesson or project each semester. Remember, 
communication and planning are the keys to successful collaboration! 
 

For example, if a teacher is planning to teach a unit on penguins, she could look at the table on 
the next page for ideas of information/technology skills she would also like to cover. Let’s say 
she wants students to make a poster on a particular type of penguin, using a picture and facts from 
a website. This would be an excellent time for her to bring her class to the media center for an 
introduction to the Internet as a research resource (or a skill listed on the table). She could 



schedule the whole class to come one day for one lesson with the media specialist, and then 
schedule small groups to come back to work on their project. 
 

The following suggested lessons lend themselves to whole class, collaborative instruction. The classroom 
teacher should initiate them at the point of need.  Each lesson can be tailored to a specific grade level and 
objective. The skills can be introduced to the whole class, and then students can come in small groups to 
work on a finished product. 
 
NOTE: To take advantage of help from the media specialist, please keep in mind that activities 
planned for the media center should be focused on research, literacy, and technology skills. The 
media specialist would like to work with teachers to create inquiry-based projects for 21st century 
learners that will enhance the curriculum and aide teachers in covering technology objectives from 
the course of study. Collaborative lessons should extend and enrich classroom-initiated learning 
experiences. 
 

COLLABORATIVE LESSON IDEAS: 
Not to be taught in isolation, but as an extension of classroom objectives. 

INFORMATION/ 
TECHNOLOGY SKILLS: 

LEVELS: DETAILS: 
(Students will learn…) 

Book care K-3 Responsibilities, tips, tools, etc. 

Parts of a book (basic) K-2 Basic parts and what they mean 

Parts of a book (expanded) 3-5 How to use table of contents, 
glossary, etc. to find information 

Selection of reading materials 
(basic) 

K-1 How to pick an appropriate book 
(reading level, interest) 

Selection of reading materials 
(expanded) 

2-5 How to use the online catalog 
(Atrium) to find books 

Utilizing Accelerated Reader 1-5 How to locate books based on 
AR levels and comprehension 
tips for taking quizzes 

Utilizing research databases, 
AVL 

2-5 How to use an online reference 
database 

Introduction to the Internet as a 
research resource 

2-5 An overview of the Internet in 
relationship to research 

Website/Database analysis 2-5 How to assess the validity of 
Internet sites 

Selection of research 
materials/reference tools 

2-5 About print & online materials 
based on the need of the project 
(dictionary, thesaurus, 
encyclopedia, atlas, almanac, 
etc.) 



Research (basic) K-3 What research is and the basic 
steps using the “Super 3” 
Method (Plan, Do, Review) 

Research (expanded)- Includes 
many different skills that don’t 
have to be covered at one time 

3-5 What the research steps are 
using the “Big 6” Method 

Genres K-5 About elements of different 
genres (fairy tales, legends, 
biography, autobiography... 

Fiction/Non-Fiction K-1 How are they different & which 
one should be used for certain 
purposes 

Digital storytelling software K-5 How to use these tools based on 
the requirements of the project 
**Better taught in small 
groups** 

 
What can students do in small groups in the media center? 
*Remember to sign up for small groups if students need assistance. Otherwise, the media specialist 
may be working with another group or class. 
 
Following are some suggested activities for small groups: 

● Finish a project (after whole class lesson in the media center) 
● Read independently 
● Write a story or poem 
● Read with a partner 
● Type a report 
● Design a new cover for a book 
● Read or write a reader’s theater script 
● Find information about a person 
● Look up words & copy definitions 
● Analyze a poem 
● Watch a DVD/video (must have an objective tied to lesson/schedule in advance) 
● Use computer to research a topic- Students are asked to use Alabama Virtual Library (AVL) to 

search in the media center, because it is difficult to monitor content on Google and other search 
engines. According to board policy, teachers should preview sites before students are allowed to 
view them. Teachers may send students to the media center with a note of approved websites the 
students may use to complete assignments. 

● Compare information in two sources 
● Collect information and take notes 
● Make a timeline, map, or chart 
● Fill in a graphic organizer with data 
● Create own book/poster/product 
● Read and retell a story (written or drawn) 
● Write a book review 



● Read a nonfiction book and write down facts 
● Complete an author or illustrator study 
● Create a digital presentation (PowerPoint, Prezi, Google Slides) 
● Create a digital book (i.e.-Book Creator) 
● Research a topic in reference sources 

 
What other activities will take place in the media center? 
 
Flexible scheduling allows for more special reading programs.  In addition to book fairs and other events, 
reading promotion activities (optional) include: 
 

Grades K-1 Guest Readers  Teachers will be invited to bring 
their students to the media center to 
see guest readers throughout the 
year (dates TBA) 

Grades 2-3 Lunch Bunch Teachers will rotate & send several 
students to eat lunch in the library, 
listen to read-alouds, and participate 
in book discussions/activities 
(calendar to follow soon) 

Grades 4-5 Book Talks or Special Guests Teachers will be invited to bring 
their students to the media center 
for book talks or special guests 
(dates TBA) 

Grade 5 Book Buddies Teachers will help select students to 
volunteer with shelving & other 
tasks in the media center  

Grades K-5 Birthday Book Club All students will receive invitations 
to join & attend birthday 
celebrations in the media center 
throughout the school year (see 
dates on the last page) 

 
NOTE: Any blocks of time where classes or small groups are not scheduled are reserved for 
administrative work. During this time, the media specialist will be working on administrative tasks, 
such as: individual/collaborative planning, budgeting, ordering materials, cataloging items, meeting 
with book vendors, weeding, shelving, filling requests, arranging special reading promotion 
activities, maintaining a webpage, preparing overdue notices/letters for parents, helping with AR, 
etc. 
 
 
PROCEDURES FOR FACULTY USE 

 
Scheduling: 
It is the teacher’s responsibility to schedule time for students to visit the media center. Teachers may call 
the media center, email the media specialist, or visit the media center to sign up on the calendar. Teachers 
can sign up to send small groups or bring whole classes as often as needed.  The calendar will be kept at 
the circulation desk for easy access. 



 
Sending Individual Students or Small Groups: 
Teachers can send individual students and small groups to work independently in the media center 
without scheduling in advance. However, if small groups may need assistance from  he media specialist 
or if teachers want to make sure that space is available, they should contact the media specialist at least 
1-2 days in advance. Please remember that all students who come to the media center must enter with a 
pass. If they come without one, they will be asked to return to their teachers to get a pass. 
 
Bringing Classes: 
If teachers want to bring their whole class to the media center, they need to contact the media specialist to 
make sure the space is available. Please understand that if teachers bring their whole class to the media 
center, they must stay with them the entire time.  Teachers who want to teach a collaborative lesson or 
unit with the media specialist should contact the media specialist at least 1-2 weeks (or longer) in 
advance. 
 
Requests: 
Teacher requests for materials are encouraged. A notebook for requests is kept at the circulation desk. 
Please email, call, or see us about suggestions at any time. Also, teacher request forms will be distributed 
each semester. 
 
Materials: 
Loan period for teachers is up to one year. However, teacher should return materials in a timely manner 
so the resources will be available for other teachers to check out. 
 
GUIDELINES FOR STUDENT USE 

 
The media center’s goal is to serve the students of West Madison by providing them with an 
atmosphere which promotes learning and with quality materials needed to be successful students. 
In order to reach that goal, students must cooperate in observing the media center’s rules of 
conduct and procedures: 

1. Use your whisper voice at all times. 
2. Walk in the library. Do not run. 
3. Leave food and drinks outside the library. 
4. Help keep the library orderly. 
5. Follow school-wide rules:  Show respect, responsibility, self-control, and honesty. 

 
Students must follow the guidelines as set forth in the Student Code of Conduct for acceptable 
technology/computer usage and academic fraud. The full text policy can be found at: 
Madison City Schools Code of Student Conduct 
 
Teachers, please remember that there are only two adults in the  media center (media specialist and library aide) 
to supervise students. As a result, there will be zero tolerance for behavior problems. Students will be asked to 
leave the media center if they are being disruptive or not on task. Please support our efforts to maintain discipline 
in the media center by disciplining students who are sent back to class, possible suspending their privilege to visit 
the media center for a time.  Also, teachers who are in the media center with their students are encouraged to 
apply their classroom discipline plans. Like the media specialist, teachers should have high expectations for 
student behavior in the media center. 
 

http://data.madisoncity.k12.al.us/Documents/Policies/CURRENT%20Policies%20for%20Website/Policy%20CSC-2018-2019%20APPROVED.pdf


CIRCULATION POLICIES 
 

Loan Period:  Loan period for students is one week. Students may renew books by bringing them in and 
asking to keep them longer. They may also place holds on titles.  
 
Loan Privileges: All students must have a signed “Permission to Borrow” form on file. Students in 
Kindergarten may check out one book at a time. First grade through fifth grade may check out two books 
at a time. Due to the layout of the media center, kindergarten and first grade students will check out books 
from the Easy section only. (Some first grade students may check out Fiction title with their teacher’s 
written permission). After students reach second grade, they may select books from the Non-Fiction 
section in the back of the media center.  
 
Restricted Books: If a book might be too mature for a student, a permission form will be sent home for 
parents to sign. They must return the form signed to be able to check out the book. 
 
Overdue Books: Students who have an overdue book will not be allowed to check out another book until 
they have returned their overdue book. Overdue notices will be placed in teachers’ mailboxes periodically 
to be sent home with progress reports (please attach to progress reports). 
 
Lost/Damaged Books: Lost or damaged books must be paid for. 
 
GENERAL INFORMATION: 

 
● The media center currently has over 20,000 items. The media center has a professional collection 

for teachers (magazines, books, & other teaching resources) 
● Members of the 2018-2019 Budgeting (Library & Technology) Committee are: Mrs. Lay, Mrs. 

Ratcliffe, Mrs. Daniel, Mrs. Creasy, Mrs. Elliott, Mrs. Walden, Mrs. Hobbs, Ms. Bryan, and Mrs. 
Lindsey. 

● Teachers, parents, and students can access the library catalog from the school’s website. 
● Donations of hardcover books will be accepted. Any donations of paperbacks will be placed in 

work rooms so teachers can add to their classroom libraries. 
● Please direct any questions regarding copyright to the media center.  

 
 
 
 
 

 
 
 
 
 
 
 
 

 


