CHS Collection Development & Resource Allocation Policies

Acquisition Criteria

· With Gale and EBSCO database purchases, place higher priority on fiction works
· Purchase non fiction works only with teacher requests
· Select novels that relate to curriculum
· Select award winning novels (ie. Printz & National Book Awards)
· Examine School Library Journal & VOYA for recommendations
· Pay attention to student requests for popular titles
Cataloging & Processing Criteria

· Place as many orders as possible through Follett where the cataloging is already done.

· Use Easy Follett circulation system to identify & label items
· The library assistant reviews my submissions, places a barcode on the item, and puts a alphabetical (first three letters) or Dewey label on the front corner.  A smaller bar coded tag is placed inside.

Storage Criteria

· Remove outdated textbooks

· Make a least one copy of each textbook available for student usage within the library

· Before storing additional textbooks, make sure each teacher has a class set

· Place copies of non-fiction texts in storage—as much as possible.  Have them readily available upon teacher 

· More magazines will be displayed from the front cover compared to diagonal displaying.  In the future, a new rack will be ordered.

Circulation Policy

· Overnight check outs for reference books.
· Students may keep other books for three weeks. They may renew them one time.
· Students may check out popular literature for one week.  They may renew the book if another student has not requested it.
· Paula Dacker’s\ Wheel of Fortune-Charter Oak High School
Resources & Equipment- For the most part, the library doesn’t have additional equipment beyond computers for check out or maintenance
· Students may use available computers before school, at lunch, and after school.  They must have a pass from a teacher to do research during the school day.

· Teachers may check out DVD/CD players for as long as needed unless another instructor requests the item.

Textbook Policy

The CHS library has experienced a problem of not having enough textbooks in certain subject areas for students to check out.  The current policy is that students will not receive transcripts or diplomas for not returning them.  I believe that doesn’t address a significant segment of the school population.  I developed a policy that might remedy the problem within the confines of the Williams law.  I included a more detailed draft I plan to disseminate to teachers before the end of the school year.
Retrieval of Resources

Examine Follett Destiny & Book Catalog Systems to uncover any books unnoted through a scan.  The Follett systems will be combined to one network during the Spring Semester.  Online works can be retrieved through Gale & EBSCO database, Google/Metacrawler search engines, and reliable educational websites.

CHS Inventory, Re-shelving, & Weeding of Collection

Week of November 3-7, 2008

· Store duplicates of 900s
· Store duplicates of 800s
· Re shelve the 600s
· Inventory 100s
Week of November 10-14, 2008
· Spirit of Thanks Program Planning
· Inventory 200s
· Get required reading list at English Department Meeting-weeding fiction
· Inventory 300s
Week of November 17-21, 2008

· Spirit of Thanks Program Planning, Talk with Teachers Regarding XMAS
· Inventory 400s

· Inventory 500s

Week of December 1-5, 2008

· Christmas Programming
· Inventory 600s
· Inventory 700s
Week of December 8-12, 2008

· Christmas Programming
· Inventory 800s
· Inventory 900s
Week of December 15-19, 2008

· Christmas Programming

· Inventory Remaining Non-Fiction

· Inventory Educational Videos/Resources

Week of January 5-9, 2009

· Starting A New-New Year’s Resolution Programming

· Inventory Fiction

· Plan Board Game Week Activity

· Organize Book Club-Fundraising Aspect-Mrs. Ramirez-Halderman

Week of January 12-16, 2009

· Weed out Fiction-Inventory Completed
· New Year’s Resolution Program

· Book Based on Movie-Promote Book Club

Week of January 19-23, 2009

· Begin sending book notices to Seniors

· Book Club Meeting
