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  Introduction 

 
 
 
This handbook serves as an introduction to the services, policies, and philosophy of the 
Eagle Woods Media Center.  It is our goal to serve each student, teacher and 
administrator with their curriculum and informational needs ensuring a collaborative 
partnership towards lifelong learning.   
 
 
The Media Center collection has over 8,000 cataloged materials in various formats 
available for student and teacher patronage, as well as subscriptions to journals and 
magazines with additional subscriptions available through on-line resources.  Additional 
services offered through the Media Center include, laminating, computer access, 
videotaping and video production.   
 
 



 

Eagle Woods Media Center 
 
 
 

 
 
 
   Philosophy 
 

 
 
The Media Center should be the academic heart and soul of any school.  In order to 
meet the academic needs of students a program of flexible access has been legislated 
by the State of Georgia.  Classes are scheduled to the Media Center on a flexible basis 
as their informational needs arise.  The media specialist works collaboratively with 
teachers implementing resource based instruction.   
 
 
 
 

The Mission Statement 
 
 
The mission of the Media Center of Eagle Woods is to ensure that students and staff 
are effective users of ideas and information.   
 
This mission is accomplished by: 
 

- Providing intellectual and physical access to materials in all formats. 
 

- Providing instruction to foster competence and stimulate interest in 
reading, viewing, and using information and ideas. 

 
- Working with other educators to design learning strategies to meet the 

needs of individual students. 
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  Our Goal 
 
 
 
Our goal is to ensure a community of learners that is centered on the student and 
sustained by a creative, energetic library media program.  This goal can be 
accomplished by: 
 

1. Providing intellectual access to information through learning activities that 
are integrated into the curriculum and that help all students achieve 
information literacy by developing effective cognitive strategies for 
selecting, retrieving, analyzing, evaluating, synthesizing, creating, and 
communicating information in all formats and in all content areas of the 
curriculum. 

 
2. Providing a physical access to information through: 

a. a carefully selected and systematically organized local collection of 
diverse learning resources that represent a wide range of subjects, 
levels of difficulty, and formats;  

b. a systematic procedure for acquiring information and materials from 
outside the library media center and the school through such 
mechanisms as electronic networks, interlibrary loan, and 
cooperative agreements with other information agencies; and 
instruction in using a range of equipment for accessing local and 
remote information in any format.  

 
3. Providing learning experiences that encourage students and others to 

become discriminating consumers and skilled creators of information 
through comprehensive instruction related to the full range of 
communications media and technology. 

 
4. Providing leadership, collaboration, and assistance to teachers and others 

in applying principles of instructional design to the use of instructional and 
information technology for learning. 

 



 

5. Providing resources and activities that contribute to lifelong learning while 
accommodating a wide range of differences in teaching and learning 
styles, methods, interests, and capacities. 

 
6. Providing a program that functions as the information center of the school, 

both through offering a locus for integrated and interdisciplinary learning 
activities within the school and through offering access to a full range of 
information for learning beyond this local. 

 
7. Providing resources and activities for learning that represent a diversity of 

experiences, opinions, social and cultural perspectives, and to support the 
concept that intellectual freedom and access to information are 
prerequisites to effective and responsible citizenship in a democracy. 
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  Circulation Policies 
 
 
 
Anyone borrowing materials from the Media Center is responsible for the return of those 
materials in the same condition that they were checked out.  Although fines are not 
collected for overdue materials, the cost to replace damaged or missing materials must 
be paid by the patron.  Students who have outstanding fines or who have not returned 
their books are not allowed to check out any more books until they have paid their fines 
or returned their books. 
 

Checkout periods: 
Students: 2 books for 2 weeks.  Books maybe renewed by students for 
another 2 week period. 
 

 Teachers: unlimited number of books, unlimited time. 
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  Challenged Materials 
 
 
Objection and challenge may arise concerning instructional media used in the school 
system. In such an event, the procedures listed below shall be followed: 
 
A. Media Center Materials 
 
1. The principal of his/her appointee shall listen to the parent's or patron's objection 
and make reasonable efforts to resolve the issue.  (Note: Challenged materials may not 
be removed without adhering to the procedure that follows.) 
 
2.  If this attempt is not successful, the principal or his/her appointee shall explain 
the DeKalb County procedure for reconsideration of instructional media to the parent or 
patron. 
 
3.  If the parent or patron wishes to make a formal challenge, he/she shall be given 
the designated DeKalb County form entitled "Request for Reconsideration of 
Instructional Media." [See Exhibit IFA-E (2).] 
 
4.  The completed form shall be submitted to the principal within ten (10) school 
days.  The principal must then submit copies to the chairperson of the local school 
media committee and the director of Educational Media.  No action shall be taken 
unless the official form is completed submitted to the principal. 
 
5.  The challenged material shall remain in circulation until the request for 
reconsideration is processed and a final decision is reached by the local school media 
committee.  However, sufficient copies may be recalled by the media specialist as 
needed for review by members of the media committee. 
 
6.  After the reconsideration form has been received, the principal shall meet with 
the local school media committee as soon as possible to consider the request and 
evaluate the material. 
 



 

7.  The local school media committee shall examine the challenged material in its 
entirety.  The following items shall be considered by the committee in the evaluation 
process: 

(a) Professional reviews. 
(b) Age and maturity level of students. 
(c) Theme of the material. 
(d) Intended use of the material. 
(e) Literary merit. 
(f) Contribution of the material in presenting different points of view within the 

collection. 
(g) Material as a whole rather than passages out of context. 
(h) Other considerations applicable to the situation. 

 
8.  The local school media committee shall then meet to discuss the challenged 
material and its relationship to the goals and objectives for the school and the 
curriculum.  The parent or patron may appear before the committee to make an oral 
presentation in support of his/her request for reconsideration of library media center 
materials.  The presentation shall be limited to a maximum of ten (10) minutes.  Upon 
completion of the presentation the parent or patron shall leave in order to permit the 
committee to deliberate in private. 
 
9.  During the meeting, all material shall be examined, all points of view presented, 
and the views of all committee members considered.  After careful deliberation, the 
committee shall make a decision by individual printed and signed ballots.  The ballots 
shall be tallied immediately in the presence of the committee. 
 
10.  The local school media committee shall prepare a written report concerning the 
decision of the committee.  This report is to be filed in the office of the principal with a 
copy sent to the director of Educational Media. 
 
11.  The principal shall notify the complainant of the decision of the committee by 
letter with a copy to the director of Educational Media.  If the complainant is not satisfied 
with the decision of the local school committee, he/she may appeal within ten (10) 
school days to the system-wide media committee.  A letter requesting the appeal and a 
copy of the DeKalb County "Request for Reconsideration of Instructional Media" 
completed by the complainant shall be sent to the director of Educational Media for 
review by the system-wide media committee. 
 
12.  If the decision of the system-wide media committee is not acceptable to the 
complainant, an appeal may be made to the superintendent and then to the DeKalb 
County Board of Education. 
 
 
 
 



 

B. Textbooks/Supplementary Materials and Items from the Learning Resources 
Center 
 
1.  The principal or his/her appointee shall listen to the parent's or patron's objection 
and make reasonable efforts to resolve the issue.  (Note: Challenged 
textbooks/supplementary materials and items from the Learning Resources Center may 
not be removed without adhering to the procedure that follows.) 
 
2.  If this attempt is not successful, the principal or his/her appointee shall explain 
the DeKalb County procedure for reconsideration of instructional media to the parent or 
patron. 
 
3.  If a parent or patron wishes to make a formal challenge, he/she shall be given 
the designated DeKalb County form entitled "Request for Reconsideration of 
Instructional Media."  [See Exhibit IFA-E (2).]  The completed form shall be returned to 
the principal within ten (10) school days. 
 
4.  The challenged material shall remain in circulation until a decision is reached by 
the appropriate system level committee. 
 
5.  The completed form for reconsideration of textbooks/supplementary materials 
and items from the Learning Resources center shall be forwarded immediately to the 
associate superintendent for Instruction.  The associate superintendent and the 
appropriate system level committee shall evaluate the material. 
 
6.  The parent or patron may appear before the committee to make an oral 
presentation in support of his/her request for reconsideration.  The presentation shall be 
limited to a maximum of ten (10) minutes.  Upon completion of the presentation, the 
parent or patron shall leave in order to permit the committee to deliberate in private. 
 
7.  During the meeting, all material shall be examined, all points of view presented, 
and the views of all committee members considered.  After careful deliberation, the 
committee shall make a decision by individual secret ballot.  The ballots shall be tallied 
immediately in the presence of the committee and the complainant shall be notified by 
letter of the decision. 
 
8.  If the decision of the system-wide committee is not acceptable to the 
complainant, and appeal may be made to the superintendent and then to the DeKalb 
County Board of Education. 
 
 
C. Implementation of Statement 
 
This procedural statement shall be implemented by the personnel of the DeKalb School 
System with final responsibility resting with the DeKalb County Board of Education.  The 



 

coordinated efforts of personnel identified in the procedures shall be required for full 
implementation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*The complete Procedures for the Implementation of the Instructional Media and Equipment Policy are in the 
Handbook for Library Media Specialists. 
 
 
ISSUED: 09/11/2000 DEKALB COUNTY BOARD OF EDUCATION 

 
 
*See Handbook Appendix for Exhibit KNBA~E(1) – Graphic Flowchart for Procedures 
for Challenged Materials, Exhibit IFA~E(2) Instructional Media Request for 
Reconsideration of Instructional Media Form, Exhibit IFBG Internet Acceptable Use 
Policy, and for Exhibit Selection Policy 
 



 

 

Eagle Woods Media Center 
 

 
 
 

  Copyright 
 
 

 
The library media specialist serves as the building level contact person regarding 
copyright questions.  Teachers have the responsibility to become familiar with the 
copyright guidelines and are accountable for any violations of the copyright law. 
 
 
Copyright Guidelines for the Classroom Teacher 
 
Copyright laws are designed to protect the rights of the creator.  There are some 
guidelines for the use of copyrighted material.  There are fair use guidelines designed to 
help teachers in utilizing materials without breaking the law.  Teachers are responsible 
for knowing and following the guidelines.  The following will help you in using 
copyrighted material. 
 
Guidelines for Fair Use 
 
The “fair use” exemption of the Copyright Act places a limit on the exclusive rights to 
promote free speech, learning, scholarly research and open discussion.  The burden of 
proving “fair use” falls to the educator using the material.  Getting permission from the 
copyright holder and acknowledging the source of the work is protection.  “Fair Use” is 
seldom clear-cut.  Considerations should be: 

whether or not the work is being used for nonprofit educational purposes 
the size of the portion being used as compared to the size of the work 
the effect of the use on the value of the work.  

 
 
Single copies may be made of the following: 

A chapter in a book 
An article from a periodical or newspaper 
A short story, essay, or poem 
A chart, graph, diagram, cartoon, or picture 
A short excerpt (up to ten percent) of a unit of music such as a song or 

movement 



 

 
Intent of the preceding: For scholarly research, teaching or preparation to teach a 
class. 

*Note:  Copyrighted, syndicated cartoon characters are not permitted to be copied.  
 
 
 
Multiple copies-Allow no more than one copy per student for classroom use of the 
following: 

A complete poem of less than 250 words, and if printed, on not more than two 
pages 

An excerpt from a long poem, but not to exceed 250 words 
A complete story, essay, or article of less than 2,500 words or an excerpt of not 

more than 1000 words from a larger printed work not to exceed 10% of the 
whole, whichever of the preceding is less 

One illustration (chart, graph, picture, etc.) from a book or periodical 
Up to ten percent of a unit of music for academic purposes other than 

performances 
Special works combining prose, poetry, and illustrations, but limited to no more 

than 10% of the total 
 

This is further clarified in the House Report where it is stated that “certain works in 
poetry prose or in ‘poetic prose’ which often combine language with illustrations and 
which are intended for children and at other times for a more general audience fall 
short of 2500 works in their entirety.  These special works may not be reproduced in 
their entirety; however, an excerpt comprising not more than 10% of the words found 
in the text thereof, may be reproduced.” 
 

*Note: All proceeding must bear the copyright notice. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
See appendix for Teacher Guidelines to the Copyright Law. 
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POSITION DESCRIPTION 
 

NUMBER:  3110 (Elementary) 
  4110 (Secondary)  
 
TITLE:  LIBRARY MEDIA SPECIALIST 
 
RESPONSIBLE TO:  PRINCIPAL   
 
RESPONSIBLE FOR:  LIBRARY MEDIA CLERK 
 
CONTRACT TERMS:  10-MONTH ANNUAL CONTRACT 
  SALARY SCHEDULE E 
 
 
QUALIFICATIONS:  CERTIFICATION:  NS-4 IN MEDIA SPECIALIST 

 ACCEPTABLE S-5 IN MEDIA SPECIALIST 
 PREFERRED 

  EXPERIENCE:  No previous teaching experience required 
 
DUTIES: 
1. Helps students develop independent, information-literate, lifelong learning skills 
2. Manages a student-centered library media program by providing intellectual and 

physical access to materials in all formats throughout the instructional day 
3. Supervises students and monitors all activities in the LMC throughout the school day 
4. Manages, through thorough and current skills and knowledge,  all aspects of 

Spectrum, the library automation software  
5. Provides opportunities for collaboration with teachers/students as an instructional 

consultant, information specialist, and teacher by working to design learning 
strategies to meet individual student needs 

6. Informs teachers and others of resources, activities, and services of the program 
and to promote the program 

7. Demonstrates strategies in leadership in the learning community by providing 
instruction to foster competence and stimulate interest in reading, viewing, and using 
information and ideas 

8. Creates and maintains an inviting, attractive physical environment within the library 
media center 

9. Develops a working knowledge of subject and grade level curricula 
10. Implements skills in support of technology by instructing teachers/students 
11. Maintains a current, diverse collection of materials in a variety of formats that 

supports instructional cross-curriculum excellence by using appropriate selection 
strategies 

12. Promotes a range of literacy skills including reading programs, literature 
appreciation, information-seeking skills, and the uses of information technology 

13. Provides a flexible and equitable library media program with student access to 
information and resources for learning 



 

14. Instructs teachers concerning current legislation and guidelines regarding copyright 
and intellectual freedom issues 

15. Participates as chairperson/co-chairperson of the library media technology 
committee to focus goals and action plans  

16. Works on subject area/grade level teams/committees to develop curriculum, 
incorporate information-literacy skills, and recommend appropriate resources to 
support student achievement 

17. Implements the media/technology plan as established by the media/technology 
committee 

18. Coordinates the acquisition and circulation of instructional resources including print, 
non-print, realia, equipment, and adaptive resources as needed 

19. Administers the budget according to sound accounting procedures 
20. Maintains accurate records as required by law, system policy, and administrative 

regulation 
21. Supervises purposeful assignments for the library media clerk 
22. Provides information for the professional growth and development of faculty/staff 
23. Serves as a resource for material production 
24. Trains/supervises library media personnel and volunteers 
25. Maintains inventory of library media center materials and equipment 
26. Serves as the Internet Coordinator by providing information to the school community 

about acceptable use and resources 
27. Continuously updates personal competencies by participating in appropriate staff 

development as presenter and/or learner 
28. Remains current on issues, trends, and information in the field of library media, by 

participation in professional organizations, reading professional literature, and 
networking with peers 

29. Assumes other instructional/library related duties as may be assigned by the 
Principal 
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POSITION DESCRIPTION 
 

NUMBER:   3760 (Elementary hired prior to 5/14/91) 
    3761 (Elementary, Kittredge) 
    3765 (Elementary hired after 5/13/91) 
    5760 (Secondary hired prior to 5/14/91) 
    5761 (Secondary hired after 5/13/91) 
 
TITLE:   LIBRARY MEDIA CLERK 
 
RESPONSIBLE TO:  LIBRARY MEDIA SPECIALIST 
 
RESPONSIBLE FOR:  
 
WORK SCHEDULE:  10-MONTH ANNUAL CALENDAR 
    SALARY SCHEDULE A-27 
 
QUALIFICATIONS:  High School Diploma or the equivalent; ability to    
    work cooperatively with professional staff and    
    students; knowledge of school system application software 
 
DUTIES: 

1.  Provides instructional support for students and teachers using the library media center 
2.  Assists students and teachers in using the online catalog/circulation system 
3.  Promotes the use of quality children’s and/or young adult literature 
4.  Uses the Dewey Decimal system of the collection to assist students and teachers in 
finding resources 
5.  Prepares bibliographies of instructional resources 
6. Assists students with research by locating books, magazines, newspaper articles, 
information in print, non-print and on the Internet and CD-ROM formats 
7. Assists students and teachers in locating electronic resources for media production 
8.  Uses and assists in maintaining the automated circulation system in the library media 
center 
9.  Checks in/out library media center materials for students and teachers 
10. Shelves/files library media center materials 
11. Uses automated circulation system to print and issues overdue notices to students and 
teachers 
12. Assists library media specialist with annual inventory of all library media center 
materials 
13. Provides secretarial and bookkeeping support for the library media center 
14. Monitors library media center functions in the absence of the library media specialist 
15. Prepares purchase orders, M-5’s, replacement media passes, replacement labels and 
bar codes, correspondence, material orders, magazine orders, warehouse orders, annual 
expenditures and reports, and other forms as directed by library media specialist 
16.  Answers telephone, takes messages, and gives information to students and teachers, 
administrators and parents 



 

17. Receives, distributes, and responds to mail as directed by library media specialist 
18.  Maintains financial records, library fines, copy machine funds, lost and damaged 
book money, per pupil expenditures, media allotment, Title VI records, and other 
financial data as directed by library media specialist 
19. Checks in and processes magazines as received 
20. Completes the daily backup of circulation statistics on clerical admin. workstation 
21. Maintains a purchase order number list in ordering materials 
22. Prepares orders for print, non-print and electronic resources as directed by library 
media specialist 
23. Receives and processes all print, non-print and electronic resources including 
stamping and labeling 
24. Receives, processes and engraves all instructional equipment on the library media 
center inventory 
26. Identifies and prepares discards and C-50 items for the Service Center 
27. Orders, receives, distributes and returns Learning Resources Center materials booked 
for classroom instruction 
28. Orders and maintains inventory of media and other supplies as directed by library 
media specialist 
29. Repairs materials as directed by the library media specialist 
30. Identifies and prepares books to be sent to bindery as directed by library media 

 specialist 
31. Operates instructional equipment and media production services for students and 
teachers using the library media equipment 
32. Distributes media equipment to instructional personnel and provides instruction for 
use when necessary 
33. Prepares and maintains bulletin boards and displays in the library media center 
34. Laminates materials for teachers  
35. Copies, collates, and distributes material as directed by library media specialist 
36. Produces instructional resources for teachers  
37. Records classroom programs and reproduces instructional television programs as 
directed by library media specialist 
38. Operates computer systems in the library media center 
39. Operates and maintains audio-visual equipment and makes minor repairs as necessary  
40. Conducts annual inventory of instructional media equipment as directed by library 
media specialist 
41. Assumes other library/clerical related duties as may be assigned by the library media 
specialist and principal 
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