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2310 INSTRUCTION - SELECTION OF LIBRARY MATERIALS
Selection of Library Materials 
The District has libraries in every school with the primary objective of implementing and supporting the educational program in the schools.  It is the objective of these libraries to provide a wide range of materials on all appropriate levels of difficulty, with diversity of appeal and the presentation of different points of view. 
The provision of a wide variety of library materials at all reading levels supports the District's basic principle that the school in a free society assists all students to develop their talents fully so that they become capable of contributing to the further good of that society. 
In support of these objectives, the Board reaffirms the principles of intellectual freedom inherent in the First Amendment of the Constitution of the United States.

The Superintendent is responsible for selection of library materials.  Ultimate responsibility for the selection of library materials rests with the Board. 
The Board, acting through the Superintendent, thereby delegates the authority for the selection of library materials to the principal in each of the schools.  The principal further delegates that authority to the librarian in the school. 
School library and classroom library books are provided primarily for use by District students and staff. Library books may be checked out by either students or staff.  Individuals who check out books are responsible for the care and timely return of those materials.  The building principal may assess fines for damaged or unreturned books. 
District residents or parents/guardians of non-resident students attending Great Falls Public Schools may be allowed use of library books at the discretion of the building principal.  However, such access shall not interfere with regular school use of those books.  Use of the library books outside of the District is prohibited except for inter-library loan agreements with other libraries. 
Legal reference:
§ 20-4-402(5), MCA
Duties of District Superintendent or High School Principal
§ 20-7-203, MCA
Trustees’ policies for school library
§ 20-7-404, MCA
School library book selection 
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2310R INSTRUCTION - LIBRARY MEDIA COLLECTION DEVELOPMENT

Library Media Collection Development

Selection of Library Materials

The selection of library materials is a professional task conducted by the library staff. In selecting library materials, the librarian will evaluate the existing collection; assess curricula needs; examine materials and consult reputable, professionally prepared selection aids.

Materials Selection Procedures

1) Criteria for Selection

The following criteria will be used for the selection of materials, where applicable. Materials shall:

a) Support and be consistent with the general educational goals of the district
b) Support and be consistent with the objectives of specific courses
c) Be current.
d) Have aesthetic, literary or social value.
e) Be appropriate for the subject area and for the age, emotional development, ability level and social development of those for whom the materials are selected.
f) Be created by competent and qualified authors and producers.
g) Be chosen to foster respect for and gain an understanding of the contributions made to our civilization by minority and ethnic groups.
h) Realistically represent our pluralistic society.
i) Provide a stimulus to creativity.
j) Represent differing viewpoints on controversial subjects with the goal of providing a balanced collection.
k) Have a physical format and appearance suitable for their intended use.
l) Be of acceptable technical quality.
m) Be selected in multiple copies when demand warrants.

2) Process of Selection
a) During the selection process, the library media specialist(s) will evaluate the existing collection and assess curriculum and recreational needs. The library media specialist(s) will consult;

1. Reputable, unbiased, professionally prepared selection aids.
2. Teachers from departments and/or grade levels.
3. Bibliographies listed in textbooks adopted by the District.

b) Recommendations for purchase will be solicited from school personnel, students, and parents.

c) To insure proper quality in content and technical aspects, materials may be ordered for preview before purchase.

d) A list of proposed reading materials will be made available for review by parents, teachers, and students prior to ordering.

e) Recreational reading materials that have been ordered and received will be available for preview by parents, teachers, and students.

Parental Discretion

Parents may request in writing that their minor child/children not be allowed to check out specific book titles, authors, and/or subjects.

Weeding

When materials no longer meet the criteria for selection, they shall be weeded. Weeding is a necessary aspect of selection, since every library will contain works which may have answered a need at the time of acquisition, but which, with the passage of time, have become obsolete, dated, unappealing, or worn out.

Discarded materials will be clearly stamped:

WITHDRAWN FROM GREAT FALLS PUBLIC SCHOOL LIBRARY”

Materials will be discarded in compliance with § 20-6-604, MCA. When the decision to sell or dispose of library materials is made, the Board shall adopt a resolution to sell or otherwise dispose of the material because it is or is about to become abandoned, obsolete, undesirable, or unsuitable for the school purposes of the District. The Board shall publish a notice of the resolution in the Great Falls Tribune. The resolution may not become effective until fourteen (14) days after the notice is published.

Materials Reconsideration Procedures (complaint procedure)

If a complaint is made (a complaint is defined as a verbal or written statement of opposition to a resource, requesting that it be reconsidered), the steps to be followed are:

1) Each complainant should be directed to the building principal.
2) The building principal will invite the complainant to complete and return the prepared reconsideration form.
3) The building principal will notify the library media specialist and the Supervisor of Library Media Services of the complaint.
4) If a reconsideration form is completed the principal will organize a committee (the principal, two teachers and the library media specialist, at least one parent, and a student representative alternating from CMR and GFHS, with the first student representative to be determined by the flip of the coin and leave it up to the Student Body President and School Administration as to who would be selected on this committee) to reconsider the material. The committee will make its recommendation within ten (10) school days.
5) The building principal will notify the complainant of the committee decision. If the complainant requests further action, the reconsideration form and school committee decision will be directed to the Superintendent of schools.
6) The Superintendent will appoint a committee (one library media specialist, one parent, one teacher, one building administrator, the supervisor of library media services and a student representative alternating from CMR and GFHS, with the first student representative to be determined by the flip of the coin and leave it up to the Student Body President and School Administration as to who would be selected on this committee) to re-evaluate the material being questioned and to make recommendations.
7) The Superintendent and the committee may call in representative citizens for consultation.
8) Materials will be reviewed and reconsidered in light of objections raised. The committee will make its recommendation to the Superintendent within ten (10) school days.
9) The committee's recommendation will be sent in writing to the complainant by the Superintendent within five (5) school days.
10) Within ten school days after receipt of the committee's decision, the complainant may appeal to the Board of Trustees. The chairperson of the Board may appoint a committee of, but not limited to, two Board members, one administrator, one teacher and the supervisor of library media services. If appointed, the committee will submit a recommendation to the Board of Trustees through the District Superintendent for its consideration. In the alternative the Board may review the complaint as a body-of-the whole. 

Gifts

Gift materials may be accepted with the understanding that they must meet criteria set for book selection.
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2311 INSTRUCTION - INSTRUCTIONAL MATERIALS 
Instructional Materials 
The Board is legally responsible to approve and to provide all instructional materials (not to include personal consumable materials) necessary for a free public education. 
Items that may be recommended, but are not necessary, for the successful completion of required courses and items required for elective courses are to be purchased on an optional basis by the student. 
Students will not be charged for normal wear of materials that are loaned to them.  They will be charged replacement cost, however, for excessive wear, unreasonable damage or lost materials.  The professional staff will maintain records necessary for the proper accounting of all instructional materials. 
Cross Reference:
2120
Curriculum Development
2314
Learning Materials Review 
Legal Reference:
§ 20-4-402, MCA
Duties of District Superintendent or County High School Principal
§ 20-7-601, MCA
Free textbook provision
§ 20-7-602, MCA
Textbook selection and adoption 
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2312 INSTRUCTION - COPYRIGHT 
Copyright 
The District recognizes that federal law makes it illegal to duplicate copyrighted materials without authorization of the holder of the copyright, except for certain exempt purposes.  Severe penalties may be imposed for unauthorized copying or using of audio, visual or printed materials and computer software, unless the copying or using conforms to the “fair use” doctrine. 
Under the “fair use” doctrine, unauthorized reproduction of copyrighted materials is permissible for such purposes as criticism, comment, news reporting, teaching, scholarship or research. 
While the District encourages its staff to enrich the learning programs by making proper use of supplementary materials, it is the responsibility of District staff to abide by the District’s copying procedures and obey the requirements of the law.  Under no circumstances shall it be necessary for District staff to violate copyright requirements in order to perform their duties properly.  The District cannot be responsible for any violations of the copyright law by its staff or students. 
Any staff member who is uncertain as to whether reproducing or using copyrighted material complies with the District’s procedures or is permissible under the law should contact the Superintendent.  The Superintendent will assist staff in obtaining proper authorization to copy or use protected materials when such authorization is required. 
Legal Reference:
17 USC 101 to 1010
Federal Copyright Law of 1976. 
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2312R INSTRUCTION - DISTRICT COPYRIGHT COMPLIANCE 
District Copyright Compliance 
It shall be the policy of the Great Falls School District Number One to comply with the 1976 copyright law, Public Law 94-553, Title 17, U.S. Code, Public Law 96-517, section 7(b) which amends Section 117 of Title 17 and all guidelines and amendments or additions to the law.  Each school will use a district recommended publication as an information guide for both print and non-print media. Therefore, in an effort to discourage violation of copyright laws and to prevent such illegal activities:
1. Board policy prohibits use of duplication of copyrighted materials without written permission from the owner except under provision of the fair-use doctrine. 

2. School employees who violate the copyright law are liable for their own actions. 

3. Illegal copies of copyrighted programs may not be made or used on school equipment. 

4. The legal or insurance protection of the District will not be extended to employees who violate the copyright law. 

5. The principal of each school site is responsible for establishing practices which will enforce the policy at the school level. 

District procedures for Off-Air TV Programs
It is the policy of School District No. 1 to adhere to the provisions of the copyright law Public Law 94-553 (1976) and the guidelines for off-air recording of television programs in 1981 as follows:
1. Apply only to non-profit educational institutions. 

2. A broadcast may be recorded off-air simultaneously with broadcast transmission and retained for a period not to exceed forty-five (45) consecutive calendar days. 

3. Upon conclusion of the 45 day period all recordings must be erased or destroyed immediately. 

4. Recording may be used once by individual teachers in the course of relevant teaching and repeated only once when instructional reinforcement is necessary during the first ten (10) consecutive school days in the forty-five (45) day calendar day retention period. 

5. Off-air recording may be made only at the request of and used by individual teachers and may not be regularly recorded in anticipation of request. 

6. A limited number of copies may be reproduced from each recording to meet legitimate needs of teachers under these guidelines.  Each copy shall be subject to all provision governing the original recordings. 

7. All recordings must be clearly labeled with a statement indicating copyrighted material. 

8. After the first ten (10) consecutive school days the recording must be returned to the recording department (ex.: District Administration Library or building library) for evaluation purposes to the end of the forty-five (45) calendar day retention period. 

9. The District Administration Library will be responsible for writing for permission to keep a copy of the recording if it is determined valuable in the teaching curriculum. 

10. The copying or use of videotapes rented from home video tape rental stores or subscription programs transmitted via satellite or subscription television cable services is illegal.  Such programs are licensed for private/home use only and may not be used in public schools. 

11. Illegal copies of copyrighted programs may not be made or used on school equipment 

12. The legal or insurance protection of the District will not be extended to employees who violate the copyright law. 

13. The principal of each school site is responsible for establishing practice, which will enforce the policy at the school level. 

