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Media Center Schedule

The PCHS Media Center is staffed and open from 7:30 a.m. to 4:00 p.m. Monday through Friday during the school calendar. The Media Center operates on an open and flexible plan to facilitate access to information at the time of need.

Flexible scheduling (GADOE IFBD 160-4-4-.01) is defined as; “any schedule that is controlled by the media specialist in collaboration with the classroom teachers and administrators to meet the needs of the students at the students' point of need.  A schedule that is mandated and/or controlled by the school administration is not flexible.”  The media program is not to be used as a means to provide planning time for teachers.  

A flexible schedule works in partnership with collaboration.  The media program shall be a collaborative effort between the classroom teacher and the media specialist.  Collaboration is essential to a quality K-12 Media Center instructional program.  Flexible scheduling is essential to an effective K-12 Media Center program that recognizes the importance of collaboration.  One cannot exist without the other.
Reservation of the use of the Media Center for after-school functions should be in advance of the function and based upon approval by the principal. 

Media Center Personnel

Media Specialist – (2010 to present)

Becky Nipper
Media Clerk – (2014)



Christy Moore
Media Center Student Aides (to be determined each school year)
Role of the Media Specialist

The Media Specialist is an essential link in a new educational learning community which includes students, teachers, administrators, and parents as well as local, regional, state, national and international communities.  The new learning community is not limited by time, place, age, occupation or disciplinary borders but instead is linked by interests, needs and a growing array of telecommunications technologies.

Helping students to be information literate in this learning community is the central concern of student-centered media programs.  The goal is to assist all students in becoming active and creative locators, evaluators and users of information to solve problems, think critically and to satisfy their own curiosity through research and reading experiences.  As the keystone of a student-centered media program, the Media Specialist works collaboratively with teachers, administrators and others to facilitate students’ entry into the Information and Communication Ages, in the following four roles:

As a Teacher, the Media Specialist works with students and other members of the learning community to analyze learning and information needs to locate and use resources that will meet those needs and to understand and communicate the information the resource provides.  The Media Specialist is knowledgeable about current research on teaching and learning and skilled in applying its findings to a variety of situations – particularly those that call upon students to access, evaluate and use information from multiple sources in order to learn, to think and to create and to apply knowledge.  In short, the Media Specialist teaches students to use information for critical thinking and problem solving using the Information Literacy Standards for Student Learning set forth in Information Power, the national standards for school library media programs (ALA, 1998).

As an Instructional Partner, the Media Specialist joins with teachers and others to identify links with curricular content, learning outcomes, student information needs and information resources.  Working with the entire school community, the Media Specialist takes a leadership role in developing policies, practices and curricula that guide students to develop the full range of information literacy skills.  The Media Specialist works closely with individual teachers in the critical area of designing authentic learning tasks and assessments and integrating the information and communication abilities required to meet subject matter standards.

As an Information Specialist, the Media Specialist provides expertise in acquiring and evaluating information resources in all formats; in bringing an awareness of information issues to teachers, administrators, students and others; and modeling for students and others strategies for locating, access and evaluating information within and beyond the Media Center.  Working in an environment that has been profoundly affected by technology, the Media Specialist both masters sophisticated electronic resources and maintains a constant focus on the nature, quality and ethical uses of information available in these and in more traditional tools.

As a Program Administrator, the Media Specialist guides and directs all the activities related to the media program.  Confident of the importance of the effective use of information to students’ personal and economic success in their future lives, the Media Specialist is an advocate for the media program and provides the knowledge, vision and leadership to steer it creatively and energetically into the 21st century.  Proficient in the management of staff, budgets, equipment and facilities, the Media Specialist plans, executes and evaluates the program to ensure its quality and relevance in the learning community.

**Adapted from Information Power: Building Partnerships for Learning, American Library Association (1998).

Role of the Media Clerk
In this role, the media clerk:

· assumes responsibility for operation of the Media Center and supervision of activities in the approved absence of the media specialist

· operates and maintains media-related equipment 

· assists in training volunteers and student aides 

· assisting in producing materials 

· assists students and staff in utilizing and operating equipment

· supervises small groups of students in retrieving materials, finding information or other activities

· repairs print and non-print materials

· processes materials according to established procedures

· explains location and arrangement of resources to students and staff

· assists students and staff in use of Destiny to locate the Media Center's resources

· prepares reports as directed

· assists students and staff in assembling resources for classroom use 

· assists in borrowing materials from other collections;

· prepares displays and bibliographies from pre-selected items

· types and processes Media Center correspondence, reports, orders, and records into the automation system 

· operates the circulation system and compiles circulation records 

· assists in inventorying materials and equipment 

· assists in all phases of materials processing

· re-shelves and maintains correct order of returned materials 

· prepares current periodicals for shelving and maintains collection of back-dated issues

· assists in maintaining an orderly, neat, and attractive atmosphere in the Media Center
· other duties as assigned 

Role of Media Center Student Aide
· assist the media specialist and media paraprofessional in their duties as assigned by them

Mission Statement

The mission of Putnam County High School’s Media Center is to build knowledge, enhance learning and foster creativity for students, teachers and community in a welcoming environment that focuses on literacy, use of technology, and information seeking strategies.

PCHS’ Media Center provides all members of the school community with access to information, reading and research assistance, and instruction that supports the curricula and educational goals of our school.  Integration of the Media Center Program with the curricula fosters a partnership with teachers to ensure information skills are an integral part of learning so that students will be able to function successfully in an information rich society.  The Media Program extends and enhances classroom experiences and stimulates the development of a life-long love and appreciation of reading and learning.  

Goals:
The goals of the media program encourage participation in the effective use of information.
· To provide materials and services appropriate to the curriculum of the school

· To provide materials and services that meets the information and recreational needs of the learning community

· To provide opportunities for collaboration between the library media specialist and the classroom teacher to incorporate information literacy into instruction

· To provide age-appropriate and developmentally appropriate resources in all formats to meet the information needs of all users

· To promote information literacy

· To implement the integration of the library media program and technology into the curriculum through collaboration among all members of the school community; teachers, students, parents, and administrators.

MEDIA CENTER RULES
Student Circulation Guidelines
· Students/Classes will participate in a Media Center orientation session before they are allowed to check out books. This unit can be presented in the Media Center or in your classroom, planned in advance. Students will be instructed in circulation, printing, and Internet Acceptable Use policies among other basic Media Center skills.

· Each student will have an ID card and are need their ID to check out book. Fines are assigned based on the ID used, so protection of your ID is crucial.  

· Each student must have a pass to enter the Media Center from 7:30 a.m. – 2:59 p.m..  The Media Center will distribute passes a day in advance for students wishing to come before school or during their lunch period.  Students being sent from a classroom teacher must be accompanied by a Hall Pass completed by that classroom teacher for that teacher’s assignment.
· Students may be issued a Semester Pass from the Media Center that allows them access before school and during lunch.  These will be laminated cards with the students’ names on them.

· Students may check out 3 books at a time with a loan period of 10 days (excluding weekends)

· Students may renew materials 2 times after the initial checkout period. The media staff can amend this using his/her discretion

· If students have overdue materials checked out or fines, they may not check out additional materials

· Overdue fees are calculated after the 10-day checkout period at $.05/per day/ per material until the fine is paid or the material returned. Fines are turned over to the bookkeeper/accountant when books are returned.
· Magazines will not circulate but are available for use during the time spent in the Media Center.  

· Students who have lost materials are required to pay replacement cost of the item before they are allowed to continue checkout of other materials

· Students who owe fines or have overdue materials will have report cards held and will be unable to check out additional materials until all matters have been cleared up.

· The maximum amount of overdue fines per material item will not exceed the cost of the material.

· Fine monies will be used to purchase replacement or additional materials to enhance the media program as well as to support special events held in the media center for students.
· Services are available for students to prepare presentations, reports and other project preparation needs.  Excess of Media Center materials used for these services outside of normal printing, will be assessed fees based on the use.  See media staff for further information.

Teacher Circulation Guidelines

· Teachers will have the ability to check out as many books as needed but will be held to a loan period of 10 days (excluding weekends) with extensions (defined below) as needed.  Equipment circulated has a three day loan period.  As the Media Center materials are resources for all of the school community, it is professional courtesy to return items as you are finished using them or in a timely manner.  
· Under certain circumstances, teachers may check out equipment (such as laptop carts) for a period of 30 days after discussing needs with the media specialist.  After 30 days, all equipment must be returned to the media center.  If the equipment is not needed elsewhere, the teacher may then re-check the items out for student use.

· IMPORTANT NOTE ON STUDENT USE OF EQUIPMENT:

· All teachers who have equipment checked out in their name for their students’ use MUST maintain a list detailing the student name and barcode number of the item.  For example, if students are using laptops for a project and are pulling them from the cart each day, an Equipment Check-Out Form for Classroom Use must be used so that the teacher can track (daily) which student has which laptop.  A template for this form is included in the appendix of this handbook.  TEACHERS are responsible for items checked out in their name.  If an item is not returned by a student, the teacher must take the necessary steps in identifying and disciplining the student, as well as notifying the media center staff on the missing equipment.
· If equipment that is checked out in a teacher’s name is damaged or not working, the media center staff must be notified as soon as possible and the item must be returned for repair.  All efforts will be made to replace the damaged item.

· IMPORTANT NOTE ON TEACHER USE OF EQUIPMENT:

· Faculty and staff members are allowed to check out items for times when school is not in session, such as holidays or summer breaks.  An Equipment Responsibility Form must be signed by the faculty or staff member checking out the item(s).  This form will be kept on file in the media center and a copy provided to the person checking out the item(s).
· Please do not lend or exchange materials with other staff members without notifying the media center staff, as the ID used to check out the material will be the person to whom all communications will be directed for return of the item(s).

· Magazines will not circulate but are available for use during the time spent in the Media Center.  Dated magazines are available for teachers to use for classroom projects.
· Teachers may renew print materials two times after the initial checkout period (excluding equipment). The media staff can amend this policy using his/her discretion.

· Teachers who have lost materials are required to pay replacement cost of the item before they are allowed to continue in checking out other materials.  Damaged equipment will be assessed and reported to the principal.
· The maximum amount of a replacement fine per material item will not exceed the cost of the material.

· Fine monies will be use to purchase replacement or additional materials to enhance the media program.

· Teachers are to check out any items they need through the circulation desk.  (If items are checked out in your name you are responsible for them.)
Note: Teachers are not charged overdue fines but will be responsible for replacement costs of lost or damaged materials.
General Procedures for Media Center Use

NO FOOD OR DRINK IS ALLOWED IN THE MEDIA CENTER OR COMPUTER LABS.  THIS APPLIES TO STAFF AND STUDENTS.

As the flexible scheduling policy is being used, teachers must plan their needs, in advance, with the Media Specialist to determine if the proper setting for the unit or lesson being presented to the students is to be in the Media Center, the classroom or a computer lab.  Use of the Media Specialist in the classroom is encouraged and will facilitate a more open, flexible setting for all members of the school community.  Specific student information skills should be introduced and developed through instruction cooperatively planned by classroom teachers and media personnel and delivered through classroom instruction.  These skills should be implemented in the Media Center through classroom assignments and projects structured to reinforce the topics.  All these areas must correlate with standards.

Destiny is the automation system for searching for materials in the Media Center and is accessible from every student and faculty member’s network launchers and online through the Media Center home page. A training session on the use of Destiny is available upon request and is a requirement for all entering ninth-grade and new students. 

Students sent to the Media Center to use the Internet MUST have an Internet Acceptable Use form signed by the student and parent/guardian on file in the Media Center.  (This form is presented to each student at the beginning of the school year as a form to be completed and returned to the office.  Copies of this document will be forwarded to the Media Center for filing.)  

If a student does not have an Internet Acceptable Use form, they will be provided with one to complete and not allowed to use the computers in the Media Center until the form has been returned with both signatures.

Students may come to the Media Center from their classrooms in groups of no more than 5 at a time as permitted by their classroom teacher.  Students must have a Hall Pass from the teacher indicating the groups’ permission to be in the Media Center along with the time the teacher expects the students to return.   Students must sign in with the media staff at the circulation desk upon arrival and departure as a check and balance of this freedom.  Failure to follow this procedure will result in a discipline referral, as this action will be perceived as skipping class.

If a student wishes to come before school, during lunch or after school for recreational reading of magazines or books, do special reference work or check out books, they will be permitted as long as they have their student ID and they sign in and out at the circulation desk.  Before school and during lunch times require a pass and must be assigned the day before.

When students visit the library they should come with appropriate materials, for example; paper and pencil when doing reference work, worksheets if appropriate for activity and ALWAYS have their ID.

Collection Organization
All Media Center circulated equipment, audio/visual materials and periodicals older than the current year are located in back storage areas accessible only by the media staff.  Please use the appropriate forms to request these items for your use (appendix).

Fiction Books are located on the vertical shelves in the center of the room.
Non-Fiction Books are located on the shelves against the back wall according to the Dewey decimal classification system.  Biographies and Collected Biographies are included in these shelves and are located in the 920-921 Dewey Decimal Classifications.

Reference books are found along the horizontal shelves in the middle of the room and are noted with “R” to indicate Reference.

There are currently 22 computer workstations used in the Media Center as circulation material search tools, student Internet and research tools and as tools to develop projects and presentations. Students may NOT use the computers without their ID and an approved Internet Acceptable Use form.  Students being sent during class times must be accompanied by a Media Center Pass with assignment and time to depart noted.

Among other circulated equipment, the Media Center is home to a variety of laptop carts and iPad carts.  Only a teacher can obtain and return this cart. Please do not send students to retrieve and return carts. The carts will be the responsibility of the teacher for proper use and care during their loan period.  A limited number of additional laptops are available on an individual loan basis with loan period contingent on purpose of use.

Media Center computers can be used for free time or recreation ONLY before school, during lunch periods or after school. Student IDs must be presented and content will be evaluated via an electronic surveillance mechanism to ensure the proper use of the equipment is being maintained. Students must have an Internet Acceptable Use form on file in the Media Center before they are allowed access during free time.  As with any printer use, students must have permission from the media staff prior to printing quantities exceeding 20 pages. 

Use of Information Sources Outside the School

In the process of cooperatively planning with the teacher, the Media Specialist will make every effort to locate information that is not available through our collection from outside resources.

Some of the identified sources are: other school system Media Centers, the local public library, the Uncle Remus Regional Library, RESA, and GLRS.  When a teacher uses materials from these sources, they are responsible for the care of the materials and for following the checkout and return procedures of these institutions. 

MEDIA SPECIALIST SERVICES

Processes for Instructional Planning Between Teachers and the Media Specialist

Specific skills for accessing information and use of information materials should be planned components of all curriculum areas.  Such skills should be introduced and developed through instruction cooperatively planned by classroom teachers and media personnel and delivered through classroom instruction.  These skills should be implemented in the Media Center through classroom assignments and projects structured to reinforce the topics.

Planning may take place in the form of an individual conference or in a common planning meeting.  The media specialist is available at the teacher or department’s request with as much advance notice as is possible.  The collaborators will complete a planning form and provide appropriate corresponding information per situation.
Condensed Services List for Use in Differentiating Instruction (not limited to this list only)

Individualized or Group Instruction by Media Specialist on:

1. Microsoft Software Applications

a. Document Preparation

b. Spreadsheet/Chart Creation
c. Video Creation
d. Brochure, Newspaper, Flyer Creation

e. Webpage Design

2. Hardware Use and Integration with Curriculum Needs

a. Scanner

b. Printer

c. Camera

d. Video Camera

e. Mass Video Production/Distribution

f. TV

g. Cable

h. Computer

3. Miscellaneous Software Products

a. Inspiration Software
b. Timeliner Software
c. MovieMaker

d. PhotoStory
e. Others as added
4. Research Skills/Processes

5. Formal Presentation Skills

6. Database/Internet Searching – focus on educational resources (not Google, Yahoo, etc.)

7. Destiny System – fully integrated program which searches Media Center collection based on state correlated standards, provides web resources and alternate resources for material not housed in the Media Center.
Also, but not inclusive, we provide:


Laminating


Printing/Poster Printing


Binding

Research for Professional Materials
PROCESS FOR SELECTION AND RECONSIDERATION OF MEDIA MATERIALS
Collection Selection

The main objective of our selection procedure is to provide students with a wide range of educational materials on all levels of difficulty and in a variety of formats, with diversity of appeal, allowing for the presentation of many different points of view. 
The objective of the Media Center is to make available to faculty and students a collection of materials that will enrich and support the curriculum and meet the needs of the students and faculty served.   It also is designed to meet the individual learning needs, abilities, and learning styles, provide background materials to supplement classroom instruction, and provide a broad range of materials on controversial issues to help students develop critical analytical skills.
The following recommended lists shall be consulted in the selection of materials, but selection is not limited to their listings:

· Guide to Sources in Educational Media 

· Reference Books for School Libraries 

· Westinghouse Learning Directory 

Current reviewing media: 

· AASA Science Books and Films 

· American Film & Video Association Evaluations 

· Booklist 

· Kirkus Reviews 
· ALA

· School Library Journal
The following criteria will be used as they apply: 

1. Learning resources shall support and be consistent with the general educational goals of the state and district and the aims and objectives of individual schools and specific courses. 

2. Learning resources shall meet high standards of quality in factual content and presentation. 

3. Learning resources shall be appropriate for the subject area and for the age, emotional development, ability level, learning styles, and social development of the students for whom the materials are selected. 

4. Physical format and appearance of learning resources shall be suitable for their intended use. 

5. Learning resources shall be designed to help students gain an awareness of our pluralistic society. 

6. Learning resources shall be designed to motivate students and staff to examine their own duties, responsibilities, rights, and privileges as participating citizens in our society, and to make informed judgments in their daily lives. 

7. Learning resources shall be selected for their strengths rather than rejected for their weaknesses. 

8. The selection of learning resources on controversial issues will be directed toward maintaining a diverse collection representing various views. 

9. Learning resources shall clarify historical and contemporary forces by presenting and analyzing inter-group tension and conflict objectively, placing emphasis on recognizing and understanding social and economic problems. 

The following kinds of material should be selected for the Media Center:
1. Materials integral to the instructional program. 

2. Materials appropriate for the reading level and understanding of students in the school. 

3. Materials reflecting the interests and needs of the students and faculty served by the Media Center. 

4. Materials warranting inclusion in the collection because of their literary and/or artistic value and merit. 

5. Materials presenting information with the greatest degree of accuracy and clarity possible. 

6. Materials representing a fair and unbiased presentation of information. In controversial areas, the media specialist, in cooperation with the faculty, should select materials representing as many shades of opinion as possible, in order that varying viewpoints are available to students. 

Procedure Statements:
1. In selecting learning resources, the media specialist will evaluate available resources and curriculum needs and will consult reputable, professionally prepared aids to selection, and other appropriate sources. The actual resource will be examined whenever possible. 

2. Recommendations for purchase involve administrators, teachers, students, district personnel, and community persons, as appropriate. 

3. Gift materials shall be judged by the selection criteria and shall be accepted or rejected by those criteria. 

4. Selection is an ongoing process that should include how to remove materials no longer appropriate and how to replace lost and worn materials still of educational value. 

5. Requests, suggestions, and reactions for the purchase of instructional materials shall be gathered from staff to the greatest extent possible and students when appropriate. 

6. Reviews of proposed acquisitions will be sought in the literature of reputable professional organizations and other reviewing sources recognized for their objectivity and wide experience. 

7. Materials will be examined by professional staff to the extent necessary or practicable to apply criteria. Preview copies are available for on-site examination by the public upon written request to the media specialist. 

8. Building Media Center materials selection will be coordinated by the building media specialist. 
9. Materials for Media Centers are selected by the professional media staff with due regard to suggestions from the faculty, parents, and students. Final selection is made by the media specialist of the school. Professionally recognized reviewing periodicals, standard catalogs, and other selection aids are used by the media specialists and the faculty to guide them in their selection. 
Consideration of Materials

As always the Media Center serves the needs of all members of the school community.  If you have a need or a request to add materials/equipment to the media collection, please email requests with the Subject of the message shown as “For Consideration”. These items will be kept on file until needs are assessed and proper funds become available.  Items will not be ordered unless this procedure is followed, so that there is documentation supporting the expense.

E-mail: becky_nipper@putnam.k12.ga.us
Weeding of Media Materials:

A good collection development plan must include weeding. The process of weeding is a key part of assessing the collection. It helps keep collections relevant, accurate, and useful; and it facilitates more effective use of space in the library Media Center. 

Library media materials should be weeded if they: 

· Are in poor physical condition 

· Have not been circulated in the last five years 

· Are outdated in content, use, or accuracy (Copyright date should be considered; however, do not make a decision to weed based solely on the copyright date of the material. Some older material may be considered classic or may be of great historical value to your collection.) 

· Are mediocre or poor in quality 

· Are biased or portray stereotypes 

· Are inappropriate in reading level 

· Duplicate information which is no longer in heavy demand 

· Are superseded by new or revised information 

· Are outdated and unattractive format, design, graphics, and illustrations 

· Contain information which is inaccessible because they lack a table of contents, adequate indexing, and searching capabilities 

· Are not selected in accordance with general selection criteria

Record of use: has the item circulated in the past five years? Shelf-time periods (or the length of time an item remains on the shelf between circulations) can reflect a declining or non-existent pattern of use. Remember that seasonal, monthly or some similar patterns of use exist in school libraries and these patterns must be taken into consideration when establishing shelf-time cut-off periods for weeding. Many consider the shelf-period criterion to be accurate, valid, and by far the best since it does not reduce circulation. 

Currency of content: Is the subject matter out-of-date, factually inaccurate, or no longer relevant to the educational program? Are illustrations outmoded; or do they perpetuate sexual, racial, or cultural stereotypes? Has the material been superseded by better or more up-to-date materials, even though it is only a year or two old? Has the curriculum changed to the point where the material is no longer pertinent? Is it obsolete in content, style, or theme? Is the approach no longer appropriate (word choice and style of writing of a generation or two ago leave today's youngsters guessing instead of helping them to understand)? Does it still appear in standard listings, such as ESLC? 

Technical quality: in non-print materials, are visuals poor, faded, off color, or scratched; if black and white, have they been superseded by a clear color edition? Are sound reproductions faulty or inferior? 
Physical condition: is it worn, torn, soiled, or generally ragged? Are pages or parts missing? Do the pages have very fine print or yellowed paper? Classics with such make-up have no place on school library shelves. Weigh the cost of repairing and rebinding against the cost of replacement. Better no mending than poor mending as any mending takes time and care, plus supplies. 

Dispensability: is it a duplicate copy? Does it duplicate materials no longer needed in the collection? If a textbook, is it no longer useful for reference?

Reconsideration of Challenged Materials

Any resident or employee of the school district may formally challenge learning resources used in the district’s educational program on the basis of appropriateness. This procedure is for the purpose of considering the opinions of those persons in the schools and the community who are not directly involved in the selection process.

· All complaints to media staff members shall be reported to the building principal involved, whether received by telephone, letter, or in personal conversation. 

· The principal shall contact the complainant to discuss the complaint and attempt to resolve it informally by explaining the philosophy and goals of the school district and/or the library Media Center. 

· If the complaint is not resolved informally, the complainant shall be supplied with a packet of materials consisting of the Putnam County Board of Education’s instructional goals and objectives, materials selection policy statement, and the procedure for handling objections. This packet also will include a standard printed form, which shall be completed and returned before consideration will be given to the complaint. 

· If the formal request for reconsideration has not been received by the principal within two weeks (ten business days), it shall be considered closed. If the request is returned, the reasons for selection of the specific work shall be reestablished by the appropriate staff. 

· In accordance with statement of philosophy, no questioned materials shall be removed from the school pending a final decision. Pending the outcome of the request for reconsideration, however, access to questioned materials can be denied to the child (or children) of the parents making the complaint, if they so desire. 

· Upon receipt of a completed objection form, the principal in the building involved will convene its media committee to consider the complaint. 
· The committee shall meet to discuss the materials, following the guidelines set forth in the policy, and shall prepare a report on the material containing its recommendations on disposition of the matter. 

· The principal shall notify complainant of the decision and send a formal report and recommendation to the Assistant Superintendent. In answering the complainant, the principal shall explain the book selection system, give the guidelines used for selection, and cite authorities used in reaching decisions. If the committee decides to keep the work that caused the complaint, the complainant shall be given an explanation. If the complaint is valid, the principal will acknowledge it and make recommended changes. 

If the complainant is still not satisfied, he or she may ask the Superintendent to present an appeal to the Board of Education, which shall make a final determination of the issue. The Board of Education may seek assistance from outside organizations such as the American Library Association, the Association for Supervision and Curriculum Development, etc., in making its determination.
See appendix for a sample letter to complainant and form to request reconsideration.
PCHS Media Advisory Committee

The media committee is composed of the media specialist, an administrator, 2 teachers, 2 students, 2 parents, and 2 community representatives.  These members serve on a volunteer basis and can rotate on a yearly basis. The media specialist coordinates the committee and calls all meetings.  This committee serves as a liaison between the Media Center, the school and the community. Duties of the committee include but are not limited to; developing long/short term goals, submitting budget priorities, reconsideration of challenged materials, evaluating the media program, and considering copyright questions. 

FAIR USE OF COPYRIGHTED MATERIALS

What is fair use?

We would all appreciate a clear, crisp answer to that one, but far from clear and crisp, fair use is better described as a shadowy territory whose boundaries are disputed, more so now that it includes cyberspace than ever before. In a way, it's like a no-man's land. Enter at your own risk.

Why is it like this and does it have to be this way? Is there no alternative to the vagueness of the "four factor fair use analysis," to fear of lawsuits and frustration with uncertainty? Maybe it is reasonable to simply throw up our hands and say, "What's the use?" After all, many legal scholars, politicians, copyright owners and users and their lawyers agree that fair use is so hard to understand that it fails to provide effective guidance for the use of others' works today. But the fact is, we really must understand and rely on it.

The Rules of Thumb are tailored to different uses of others' works. They are short, concise, and easy to read. And they are part of a larger strategy to meet our needs for permission when fair use is not enough.  Copying, modifying, displaying, performing or distributing another's work beyond the suggestions of the Rules of Thumb may still be a fair use, so we'll use the four-factor fair use test to determine that. If the use seems risky or is clearly not a fair use, the media specialist will try to make getting permission as easy as possible.

Please keep in mind that the information presented here is only general information. 
Basics

Before you throw up your hands and say, "What's the use," consider your own liability for copyright infringement. Individuals are liable for their own actions. Copyright owners have sued and probably will continue to sue individuals. They will probably sue the school too, but that may not insulate the individual who took the allegedly infringing action from the full force of a lawsuit. 

The penalties for infringement are very harsh: the court can award up to $150,000 for each separate act of willful infringement. Willful infringement means that you knew you were infringing and you did it anyway. Ignorance of the law, though, is no excuse. If you don't know that you are infringing, you still will be liable for damages - only the amount of the award will be affected. Then there are attorneys' fees...

There is one special provision of the law that allows a court to refuse to award any damages at all if it so chooses, even if the copying at issue was not a fair use. It is called the good faith fair use defense [17 USC 504(c)(2)]. It only applies if the person who copied material reasonably believed that what he or she did was a fair use - as would likely be the case if you followed this Policy! If you qualify for this defense, it makes you a very poor prospect for a lawsuit. On the other hand, if you disregard sound advice about fair use, a court would be free to award the highest level of damages available. This makes someone who ignores policies a handsome target for a lawsuit.

If your activities violate these conditions, you will be personally responsible for your own defense. 

First Steps

Answer these three questions to decide whether you need permission to use a copyrighted work.

1. Is the work protected?

Copyright does not protect, this Policy does not apply to, and anyone may freely use: 

· Works that lack originality 

· logical, comprehensive compilations (like the phone book) 

· unoriginal reprints of public domain works

· Works in the public domain 

· Freeware (not shareware, but really, expressly, available free of restrictions-ware -- this may be protected by law, but the author has chosen to make it available without any restrictions) 

· US Government works 

· Facts 

· Ideas, processes, methods, and systems described in copyrighted works 

The presence or absence of a copyright notice no longer carries the significance it once did because the law no longer requires a notice. Older works published without a notice may be in the public domain, but for works created after March 1, 1989, absence of a notice means virtually nothing.

2. If the work is protected, do you wish to exercise one of the owner's exclusive rights?

· Make a copy (reproduce) 

· Use a work as the basis for a new work (create a derivative work) 

· Electronically distribute or publish copies (distribute a work) 

· Publicly perform music, prose, poetry, a drama, or play a video or audio tape or a CD-ROM, etc. (publicly perform a work) 

· Publicly display an image on a computer screen or otherwise (publicly display a work) 

3. Is your use exempt or excused from liability for infringement?

If an exemption does not excuse infringement and eliminate the need to ask permission or pay fees to exercise the owner's rights, you need permission. 

Copyright Guidelines

The Media Specialist at Putnam County High School is given the responsibility of providing copyright information and managing the system’s established process for dealing with copyright questions and clearance.  (A brochure is available for quick reference.)
Computer software also falls under the copyright law. The Technology Director for the system is designated as the software copyright officer.

Putnam County High School adheres to the copyright laws of the United States. These laws include both print and non-print materials.  All questions concerning copyright are to be directed to your Media Specialist. If these questions cannot be answered, the Media Specialist will address them to the System Media Contact person.

Copyright notices will be posted in the office, teacher workrooms and on pertinent equipment.

Forms for request to duplicate and/or use copyrighted materials can be obtained in the Media Center. These forms are adopted as part of the Local Board of Education Policy.

Each teacher is informed of his/her legal responsibility in the area of copyright and is expected to obey the law.  Your signature on the declaration page of this document acknowledges a Statement of Intent that all personnel and staff will adhere to the Georgia Board of Education and the Putnam County Board of Education Media Policies and will abide by all state and federal laws including copyright requirements.  The declaration page will be maintained in the Media Center.

MISCELLANEOUS SERVICE INFORMATION
Equipment Procedures

· Equipment purchased by the Media Center is available to the entire school community.  Ownership does not reside with the person who has checked out the equipment so as to have the equipment available to others.  Forms are available to request/check out these items.

· ADULTS must move TVs, computers, projection systems, mobile lab and other audio/visual equipment only!  If assistance in obtaining the material is needed from the media staff to facilitate this request, please note that need on the appropriate form.

· When returning equipment that is not working, please put a note on it describing the problem in as much detail as possible.  It is critical that you follow this procedure to insure the immediate response to repairing the item.
PCHS Video Guidelines

1. All videos used in the classroom must support the Georgia Performance/National Standards/GPS and be recorded in your lesson plans.

2. All videos not in the PCHS collection must have approval by the Principal and the Media Specialist using the Request for Approval of Video Programs.  
3. Videos may not be shown in full-length for entertainment or reward in the classroom. They must have a curricular tie in and be supported in your lesson plans. 
4. Any video, DVD, or other electronic source used outside of the Media Center must be submitted for approval to the Media Specialist before showing it in your class.  
PCHS Closed Circuit Video Guidelines

The current copyright law does provide a type of “fair use” exemption for performance as in the use of a video in the distribution system.  Four requirements must be met before performance is considered acceptable under this educational exemption to the public performance restriction:

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

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

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

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

Television Programming
Videotaped programs fall into the following categories: Educational TV videos and school purchased videos available for viewing on the closed circuit channel.  These videos are cataloged in Destiny. If you need help in locating a video, please consult the Media Center staff.

If you want to use an educational program, but you need it at a different time than a live showing, you need to sign up to have us tape it for you (form in appendix). Schedules for programming will be constantly updated and emailed to you for you to determine your needs. You will not receive a print copy.

Georgia Public Broadcasting/UnitedStreaming Video
Free educational videos may be accessed online at Georgia Public Broadcasting via http://streaming.discoveryeducation.com/index.cfm?location=gpb.  Video clips, video stills, and related materials for educational use and research purposes may be downloaded. You will need to set yourself up as a user using the following information to get you started.  User is PCHS and the passcode is 66D9-BAA4.  By creating your own login you will be able to save videos you have used and create other specialized programming for your classes.  User’s guides are available in the Media Center.
APPENDIX
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REQUEST TO SHOW VIDEOS/DVDS
PUTNAM COUNTY HIGH SCHOOL

Must be submitted ONE WEEK prior to date of use.

Requesting Teacher has previewed the requested video

 ___YES ___NO

Class where video will be viewed: ______________________________________

Date of request: _____________ Date to be shown: ____________

Title: _______________________________________________________

Rating: _______Length: ________

Justification:
How it relates to lesson plans: 
______________________________________________________________________
______________________________________________________________________

Attach student assignment associated with the video to this form.

Georgia Performance Standard(s):                                        

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
______________________________________________________________________
Is this video part of the PCHS Media Center Collection?

_____YES  _____NO  If no, please list source________________
I request the above listed video/DVD for use in my class for educational purposes.  
Signatures: 

Teacher ______________________________________________________________________

Media Specialist______________________________________________________________

Principal_____________________________________________________________________
______   Approved   _____   Not Approved

DISCLAIMER: “Fair Use” is defined as the material is shown for teaching, research or news reporting. The material must be factual and important to education. 

 17 U.S.C. § 110(1) permits “the performance or display of a work by instructors or pupils in the course of face-to-face teaching activities of a nonprofit educational institution, in a classroom or similar place devoted to instruction….” It applies to showing of entire films, and also to those that involve less extensive clips from one or several sources.
Putnam County High School

Media Center Video-DVD Taping Form

Teacher: ______________________________________Date:______________

Name of Program: ________________________________________________

Date of Airing: _______________Channel Airing Program:_______________

Air Time: ________________________ Reviewed for Content: ( Yes  ( No

Date Needed: __________________ To be Shown from Class:  ( Yes  ( No

Date Shown: ___________________Channel Available:__________________
I understand that all content shown must be correlated to the GPS or CCS.

________________________________________________________________

Signature







Date

------------------------------------------------------------------------------------------------------------

Putnam County High School

Media Center Video-DVD Taping Form

Teacher: ______________________________________Date:______________

Name of Program: ________________________________________________

Date of Airing: _______________Channel Airing Program:_______________

Air Time: ________________________ Reviewed for Content: ( Yes  ( No

Date Needed: __________________ To be Shown from Class:  ( Yes  ( No

Date Shown: ___________________Channel Available:__________________
I understand that all content shown must be correlated to the QCC’s or GPS.

________________________________________________________________

Signature

PUTNAM COUNTY HIGH SCHOOL

Citizen’s Request For Reconsideration Of Materials

Author _________________________ Title ________________________________                                                                                 

Publisher (If Known) __________________________________________________ 

Request Initiated By __________________________________________________ 
(Print Name)

Telephone No. _______________________________________________________ 

Mailing Address _____________________________________________________

Complainant Represents: himself/herself ___________ Group _______________

Name of Organization (if applicable) _____________________________________ 

1. To what in the materials or media do you object? (Please be specific) _________________ 

__________________________________________________________________________  

2. What do you feel might be the result of reading or viewing this material or media? _________

____________________________________________________________________________

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

4. If there anything good about the material or media? _________________________________

____________________________________________________________________________

5. Did you read or view the entire material or media? ________ What parts? _______________

____________________________________________________________________________

6. Are you aware of the judgment of this material or media by literary critics? Yes (   No   (
7. What do you believe is the theme of this material or media? __________________________

____________________________________________________________________________

8. What would you like your schools to do about this material or media?

    _________ Do not assign it to my child.

    _________ Withdraw it from all students as well as from my child.

    _________ Send it to the local school committee for re-evaluation.

9. In its place, what material or media of equal literacy quality would you recommend that would convey as valuable a picture and perspective of our civilization? ____________________________________________________________________________
Sample Letter to Complainant with Request for Reconsideration of Materials
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Date

Name

Address

City, State  Zip

RE: Request for Reconsideration of Material

Dear : 

We appreciate your concern over the use of ______________________ at Putnam County High School. The district has developed procedures for selecting materials, but realizes that not everyone will agree with every selection made.

To help you understand the selection process, we are sending copies of the Putnam County Board of Education’s and Putnam County High School’s policies on:

1. Instructional goals and objectives 

2. Materials Selection Policy statement 

3. Procedure for Handling Objections 

If you are still concerned after you review this material, please complete the Request for Reconsideration of Material form and return it to me. You may be assured of prompt attention to your request. If I have not heard from you within two weeks, we will assume you no longer wish to file a formal complaint.

Sincerely,

Mr. Barry Lollis
Principal

TEACHER COLLABORATION FORM

(Must be completed with Media Specialist)
Teacher Name: [image: image1.wmf]

   Today's Date: [image: image2.wmf]


Scheduled dates for this activity (single or range):    [image: image3.wmf]

 

Class periods/blocks :  [image: image4.wmf]

   Total # students each class:  [image: image5.wmf]


	Grade Level:    
	[image: image6.wmf]9th[image: image7.wmf]10th[image: image8.wmf]11th[image: image9.wmf]12th    [image: image10.wmf]Honors    [image: image11.wmf]Advanced Placement
	Subject: [image: image12.wmf]

Choose/highlight one:




Title of this activity:   [image: image13.wmf]


What expectations do you have for students?

  [image: image14.wmf]

Students will produce...




What learning activities do you have for students?
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What expectations do you have for yourself?
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I will be teaching...




Have you prepared any worksheets or handouts for students for this activity?

[image: image17.wmf]Yes - Electronic document (Word, Excel, etc)  [Please send separately as email attachment]
[image: image18.wmf]Yes - Hand-generated document  [Please attach]
[image: image19.wmf]No - Can you help me create an appropriate document?
[image: image20.wmf]I do not need a student handout for my part of this unit/activity

What expectations do you have for the media specialist for this activity?
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I want the media specialist to...




	I also want the media specialist to: 

	[image: image22.wmf]place books on reserve in the library
[image: image23.wmf]prepare a cart of materials for my classroom
[image: image24.wmf]get books from other libraries (2-weeks notice)
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	[image: image26.wmf]find some good Internet resources for my class presentations
[image: image27.wmf]find some good Internet resources and add to Media Center page
[image: image28.wmf]reserve the library computers for research
[image: image29.wmf]allow use of the printer for student output



Comments & Notes:
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Sample Letter to Patron for Donation of Materials




October 25, 2006

Mr. Craig Barron

1011 Stonebridge Court

Watkinsville, GA  30677

Dear Craig:

On behalf of Putnam County High School and most especially the Media Center, I would like to thank you for your generous donation of the following books:

The UnCivil War by Robert Mackey ($10.95)

  
The Story of the Confederacy by Robert Henry ($17.95)


Ghost Stories of the Civil War by Dan Asfar & Edrick Thay ($10.95)

Haunts of the Upper Great Lakes by Dixie Franklin ($13.95)

The Civil War: An Illustrated History by Catherine Clinton ($11.99)

Your contribution will allow all of our students to read and experience the Civil War in an interesting and easy to read format.  Thank you for your support of the Media Center.

Sincerely,

Becky Nipper
Media Specialist

Email: bnipper@putnam.k12.ga.us

Website: www.putnam.k12.ga.us/pchs/mediacenter
Network/Internet – Terms and Conditions
· Acceptable Use – The purpose of the school network/Internet is to support research and education in and among academic institutions in the U.S. and the world by providing access to unique resources and the opportunity for collaborative work.  The use of the network must be in support of education and research and consistent with the educational objectives of the school.  Transmission of any material in violation of any U.S. or state regulation is prohibited.  This includes, but is not limited to:  copyrighted material, threatening or obscene material, or material protected by trade secret.  Use for commercial activities is not acceptable.  Use for product advertisement or political lobbying is prohibited.

· Privileges – The use of the network/Internet is a privilege, not a right, and inappropriate use will result in a cancellation of those privileges.  The network administrator will deem what is inappropriate.  Also, the network administrator may close an account at any time required.  An administrator, faculty member, or staff member may request of the network administrator the denial, revocation, or suspension of a specific user(s) account(s).

· Network Etiquette – The user is expected to abide by the generally accepted rules of network etiquette.  These include (but are not limited to) the following:  a)  Be polite.  Do not be abusive in your messages to others.  b) Use appropriate language.  Do not use profanity, vulgarities or other inappropriate language.  c) Do not reveal your personal address or phone number, or those of others.  d)  Note that electronic mail (e-mail) is not guaranteed to be private.  People who operate the system do have access to all mail.  Messages relating to or in support of illegal activities can be reported to the authorities.  e)  Do not use the network in such a way that you disrupt the use of the network by other users.  f)  All communications and information accessible via the network should be assumed to be subject to copyright law.  g)Illegal activities are strictly forbidden.

· Putnam County School Systems make no warranties of any kind, whether expressed or implied, for the service it is providing.  Putnam County School Systems will not be responsible for any damages you suffer.  This includes loss of data resulting from delays, nondeliveries, misdeliveries, or service interruptions caused by its own negligence or errors or omissions, or yours.  Use of any information obtained via the network/Internet  is at your own risk.  Putnam County School Systems specifically deny any responsibility for the accuracy or quality of any information obtained through its services.

· Security – Security on any computer system is a high priority, especially when the system involves many users.  If you suspect a security problem on the network/Internet, you are required to notify the network administrator.  Do not demonstrate the problem to other users.  Never use another individual’s account.  Attempts to log on to the network/Internet as a network administrator will result in cancellation of your user privileges.  Any user(s) identified as a security risk or having a history of problems with other computer systems may be denied access to the network/Internet through any Putnam County School System.  Network administrators may review files and communications to maintain system integrity and insure that users are using the system responsibly.  Users should not expect that files stored on district servers will always be private.

· Vandalism – Vandalism will result in revocation of access and disciplinary action.  Vandalism is defined as any malicious attempt to harm or destroy equipment or data of another user, the Internet, or any other networks.  This includes, but is not limited to, the uploading or creation of computer viruses.

Putnam County School System

Student Internet Membership Application

User Authorization:

I hereby certify that I have read and understand the Putnam County School System’s 
Network/Internet Use Policy and Network/Internet Terms and Conditions and agree to abide by
its terms and conditions.  I understand that if I violate the terms and conditions of this agreement
my network/Internet access privilege will be revoked, and I will be subject to disciplinary action.
I further understand that a violation of Internet user privileges or acts of vandalism may subject
me to criminal and/or civil liability.

User Name (please print):  ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_________________________________________

User Signature:  ______________________________   Date ______________
Parent or Guardian Authorization (Must be completed if user is a student.)


As the parent or guardian of the above named user, I hereby certify that I have read and

understand the Putnam County School System’s Network/Internet Use Policy and 

Network/Internet Terms and Conditions.  I further understand that some materials 

accessible to network/Internet users may be offensive, illegal, defamatory, or inaccurate, 

and that although the school has taken reasonable precautions to restrict access to such

materials, such exposure may nevertheless occur.  With that understanding, I hereby give

permission to the school to set up a network/Internet account for my child.  I further agree

to indemnify and hold harmless the school, its employees and agents, from any and all 

claims arising from or related to my child’s use or misuse of the network/Internet, and 

waive any and all claims I may have against the school for such use or misuse.

Parent or Guardian’s Name (please print):  ___________________________________

Signature:  __________________________________    Date  ____________________

Permission NOT Granted for Student Membership

As the parent or guardian of this student, I have read and understand the Putnam County  School 

System’s Network/Internet Use Policy and Network/Internet Terms and Conditions.  At this time

I do not give permission for my child to access the Internet.

Parent or Guardian’s Name (please print)  ___________________________________

Signature ___________________________________   Date  ____________________

This form will remain in effect in your child’s cumulative folder while he/she is in attendance at this school.  Should information on this form change, it is your responsibility to notify the Putnam County School System that your child is attending in writing.









August 2011

Name of Student (print) _____________________________________

Parent or Guardian Name (print) _____________________________

School Name (print) _________________________________________
Please read carefully.  Check and sign ALL that apply.
I give permission for my child’s first name and work to be published on the Putnam County  School System’s web pages.

Parent or Guardian signature ________________________________

Date ____________________




I give permission for my child’s photo with his/her FIRST name 



_____________________ to be published on the Putnam County 



School System’s web pages.

-OR-



I give permission for my child’s photo without his/her FIRST name



_____________________ to be published on the Putnam County 



School System’s web pages.



Parent or Guardian signature ______________________________



Date ______________________




I DO NOT give permission for my child’s name, work, and/or photo to 



be published on the Putnam County  School System’s web pages.



Parent or Guardian signature ______________________________



Date _______________________

· Work may include:  stories, poems, artwork, awards, etc.

· Should information on this form change, it is your responsibility to notify the Putnam County School System in writing

· This form will remain in effect in your child’s cumulative folder while he/she is in attendance at this school.

Equipment Check-Out Form for Classroom Use

Teacher Name: __________________________

Class:  _________________________________

                    Student Name
                     Item Barcode Number     Date Used

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Equipment Responsibility Form

Putnam County High School




      Equipment Checked Out: ____________________________________



      Serial or Tag Number:  ____________________________________

Agreement:

By signing this form, I _____________________, agree to the following terms and conditions:

1. User accepts full responsibility for the security of the Listed Equipment and all components present from the point of receiving the equipment until return to Media Center.  Should the Equipment or any part therein become damaged, lost or stolen, the User agrees to pay for the equipment’s repair or replacement.

2. Use of this Equipment is granted in accordance with Putnam County High School’s Appropriate Use Policy.  Violations of this policy will result in denial of future use.

3. The User agrees to be the sole user of the Equipment and all related components.  Lending or renting of the Equipment and components is strictly prohibited and is considered a violation of the Agreement.

User Signature: ___________________________________________
Date: _________

CALVIN C. JOHNSON


Assistant Principal/


CTAE Supervisor





MARK ADAMS


AMY KENNEDY


Counselors
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EATONTON, GEORGIA 31024


PHONE (706) 485-9971


FAX (706) 485-3128





MR. BARRY LOLLIS


Principal





� EMBED Word.Picture.8  ���





300 WAR EAGLE DRIVE


EATONTON, GEORGIA 31024


PHONE (706) 485-9971


FAX (706) 485-3128
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Assistant Principal/


CTAE Supervisor





MARK ADAMS


AMY KENNEDY


Counselors








MR. BARRY LOLLIS


Principal





Student Internet Use Form





Please Print Clearly





User Name:_____________________________________________ 





Address:  _________________________________________________





	    __________________________________________________


	    City				State				ZIP





Phone: __________________		Class:_________________
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