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Mission

The mission of the Lakewood Elementary School’s library media program is to develop information-literate students, create lifelong learners and help teachers teach.
Vision

As an integral part of the SACS process, the Lakewood Elementary School’s library media program strives to achieve excellence.  We will exceed national, state, and local standards and become the center of teaching and learning in each school by providing access to high quality resources and services.  
Accessibility of the Media Center

· The media center is open from 8:20 a.m. – 2:30 p.m.
· All 3rd – 5th grade classes receive one 35 minute library class each week. The purpose of these classes is to aid students in the development of information literacy skills.
· Additionally, the media center operates on a modified fixed/flexible schedule. This means that individual students may visit the media center for book check out during independent check out times. A library pass must accompany individual students on these visits.

· Teachers may schedule additional times for class use of the media center, computers or media room. The teacher must stay with students during the additional visit to the media center.

General Description of Material Availability

The Lakewood Media Center has over 8,000 items in our collection. These books are divided into four main sections: non-fiction (numbered), picture books (E), chapter books (FIC), and biographies (B).

Additional classifications of materials in the Lakewood collection:

· A reference (REF) section contains resources that may be used in the library or checked out by teachers.

· The library also maintains a section of professional materials (PRO) located behind the circulation desk.

· A collection of instructional videos in both VHS and DVD format are located behind the circulation desk. These items are circulated to teachers.

· A small collection of book and tape kits (KIT) are available for teacher check out.

· A collection of 163 eBooks are available for student and teacher simultaneous use. 

Teacher Check Out Policies and Procedures
Teachers may check out books and materials for 2 weeks. However, teachers are requested to please use and return materials promptly so that they will be available for others to use. Teachers should use the Destiny software to check out items.

Student Check Out Policies and Procedures

Students may check out books from the media center during independent check out time and during their weekly class visits. Students may have 2 books checked out, with only one being fiction.
Policy for Circulation of Digital Equipment

There are 5 digital cameras, 4 video cameras, 60 iPads, and a Macbook cart of 25 computers in the Lakewood collection. These items can be checked out by teachers. All digital items must be returned to the media center by 2:15 p.m. each day. These items may be reserved in advance through Destiny.
Overdue/Lost Book Policy

Students with overdue books are not permitted to check out more books until overdue items are returned. Teachers are notified of students with overdue library books each week. When students are 2 weeks overdue, a letter is sent to the child’s parent with an amount due for the overdue book. If the book cannot be found, the parent must pay the replacement amount before the child is allowed to check out more books.

Damaged Book Policy

The minimum fine for a damaged book is $5.00. If the book is damaged beyond repair, the fine will be the cost to replace the lost book.

Donations and Gifts

Acceptance and disposition of gift materials will be based on the criteria for selection.  Once received, all gifts become the property of the Lakewood Elementary School and may not be reclaimed.  Disposal, retention, and use of gifts will be left to the discretion of the school officials.
Challenged Materials

Although care is taken to select valuable materials for student and teacher use, occasional objections to a selection may be made by the public.

The following procedures apply to all complaints whether they are from students, parents, school personnel or other citizens.

If a complaint is made:

· The complaint should be referred to the principal of the school from which the material was received.

· The complainant is invited to submit in written form his/her objection to the material on the form entitled Request for Reconsideration of Educational Materials.

· The media advisory committee of the local school will examine the materials. The chairperson of the media advisory committee will have the material available for examination. The committee members will read or view the material in its entirety and examine reviews of the material. The appropriate Checklist for School Media Advisory Committee’s Reconsideration of Instructional Materials will be completed and submitted to the superintendent and the complainant.

The superintendent or the complainant may reject the recommendation of the media advisory committee. In that case the superintendent will appoint a review committee. The review committee will consist of a principal, three parents from school media advisory committees, a media specialist, and a faculty member. None of the members of the review committee will be from the school where the complaint originated. A chairperson will be elected and examination of the material will be made. After examination of the material in question, the appropriate checklist for School Media Advisory Committee’s Reconsideration of Instructional Materials will be completed. The Superintendent will present the report to the complainant and the chairperson of the school media advisory committee from which the complaint originated.

The complainant has the right to appeal any decision to the Board of Education for the final review.

Citizen’s Request for Reconsideration of Instructional Material

Author/Producer _____________________________ Type Material _________________
Title _______________________________________________________________________
Publisher (if known) ________________________________________________________
Request initiated by ________________________________________________________
Telephone _______________ Address ___________________________________________
City _______________________________________

Complainant represents 
_____ himself/herself





_____ (name organization) ___________________________




_____ (identify other group) ________________________
1.
To what in the material do you object? (Please be specific; cite pages or examples.)

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

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

4.
Is there anything good about this material?

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

6.
Are you aware of the judgment of this material by critics?

7.
What do you believe is the theme of this material?

8.
What would you like your school to do about this material?


____ do not assign it to my child


____ withdraw it from all students as well as from my child


____ send it back to the media advisory committee for reevaluation

9.
In its place, what material of equal literary quality would you recommend that would convey as valuable a picture and perspective of our civilization?






______________________________________








Signature of Complainant

(Adapted from NCTE The Students’ Right to Read, 1962)

Checklist for School Media Advisory Committee’s Reconsideration of Instructional Material
Title _______________________________________________________________________
Author/Producer/Composer ____________________________________________________
Type Material:
Audiovisual (  )
Printed (  )Nonfiction (  )
Fiction ( )

A. Purpose


1. What is the purpose, theme or message of the material? __________________
_____________________________________________________________________________

How well does the author/producer/composer accomplish this purpose? _________
_____________________________________________________________________________

2. If the story is fantasy, it is the type that has imaginative appeal and is suitable for children? Yes (  )   No (   )   N/A (  )

For young adults?
Yes (  )   No (   )   N/A (  )



    If both are marked no, what age group would you recommend? __________________
 3. Will the reading and/or viewing and/or listening to material result in more compassionate understanding of human beings? Yes (  )  No (  )  N/A (  )











4. Does it offer an opportunity to better understand and appreciate the aspirations, achievements, and problems of various minority groups? 
Yes (  )   No (   )   N/A (  )

5. Are any questionable elements of the story an integral part of a worthwhile theme or message?
Yes (  )   No (   )   N/A (  )













B. Authenticity

1. Is the author/producer/composer competent and qualified in the field?     Yes (  )   No (   )   N/A (  )

2. What is the reputation and significance of the author and publisher/producer in the field?_____________________________________________
3. Is the material up-to-date? Yes (  )   No (   )   N/A (  )


4. Are information sources well documented? Yes (  )   No (   )   N/A (  )

5. Are translations and retellings faithful to the original? 
Yes (  )  No (  )   N/A (  )




C. Appropriateness 







1. Does the material promote the educational goals and objectives of the curriculum of the Phenix City Schools? Yes (  )   No (   )   N/A (  )












2. Is it appropriate to the level of instruction intended?                 Yes (  )   No (   )   N/A (  )

3. Are the illustrations appropriate to the subject and age levels?        Yes (  )   No (   )   N/A (  )




D. Content

1. Is the content of this material well presented by providing adequate scope,range, depth and continuities? Yes (  )   No (   )   N/A (  )












2. Does this material present information not otherwise available?


Yes (  )   No (   )   N/A (  )
3. Does this material give a new dimension or direction to its subject?

Yes (  )   No (   )   N/A (  )
4. Does a story about modern times give a realistic picture of life as it is now?

Yes (  )   No (   )   N/A (  )
5. Does the story avoid an oversimplified view of life, one which leaves the reader with the general feeling that life is sweet and rosy or ugly and meaningless? Yes (  )   No (   )   N/A (  )

6. When factual information is part of the story, is it presented accurately?

Yes (  )   No (   )   N/A (  )
7. Is prejudicial appeal readily identifiable by the potential reader?


Yes (  )   No (   )   N/A (  )
8. Are concepts presented appropriate to the ability and maturity of the   potential readers? Yes (  )   No (   )   N/A (  )














9. Do characters speak in language true to the period and section of the   country in which they live?
Yes (  )   No (   )   N/A (  )












10. Does the material offend in some special way any special interest or minority group?
Yes (  )   No (   )   N/A (  )














11. Is there preoccupation with sex, violence, cruelty, brutality, and aberrant behavior that would make this material inappropriate for children? 

Yes (  )   No (   )   N/A (  )


12. If there is use of offensive language, is it appropriate to the purpose of the text for children? 
Yes (  )   No (   )   N/A (  )



Young adults? Yes (  )   No (   )   N/A (  )
13. Is the material free from derisive names and epithets that would offend minority groups? 
Yes (  )   No (   )   N/A (  )


   Children? Yes (  )   No (   )   N/A (  )
Young adults? Yes (  )   No (   )   N/A (  )






14. Is the material well written or produced? Yes (  )   No (   )   N/A (  )
15. Does the story give a broader understanding of human behavior without stressing differences of class, race, color, sex, education, religion or philosophy in any adverse way? Yes (  )   No (   )   N/A (  )
16. Does the material make a significant contribution to the history of 


literature or ideas? Yes (  )   No (   )   N/A (  )














17. Are the illustrations appropriate and in good taste?                   Yes (  )   No (   )   N/A (  )
18. Are the illustrations realistic in relation to the story?              Yes (  )   No (   )   N/A (  )
E. Reviews

1. Source of review _______________________________________________________
 favorably reviewed? ______________ unfavorably reviewed? ______________

2. Does this title appear in one or more reputable selection aids?

Yes (  )   No (   )   N/A (  )
If answer is yes, list titles of selection aids.     _____________________________________________________________________________

_____________________________________________________________________________

Additional Comments/Minority Opinion/Majority Opinion _____________________________________________________________________________

_____________________________________________________________________________

Recommendation by the School Media Advisory Committee for Treatment of Challenged Materials

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Date _______________________________

Signature of Media Advisory Review Committee

_____________________________________________    ______________________________________________

_____________________________________________    ______________________________________________

_____________________________________________    ______________________________________________

(A copy of this report will be forwarded to the Superintendent’s Office and filed for future reference.)

Copyright/ Fair Use

Lakewood Elementary School will make every effort to adhere to the provision of the copyright law (Public Law 96-517) as it relates to the making of photocopies and the use of non-print resources such as music, videotapes, and computer software.  The school library media program and all school staff members have a moral and legal obligation to obey the copyright law.

A.
Photocopies of Printed material

Scanners and copiers within the school should be labeled as directed by law:

Notice: The copyright law of the United States (Title 17, U.S. Code) governs the making of photocopies of copyrighted material. The person using this equipment is liable for any infringement.

B.
Computer software

The ethical and practical problems caused by software piracy will be taught in all schools in the District (or in all computer classes in school).

Employees will be expected to adhere to the provisions of Public Law 96-517, Section 7(b) which amends Section 117 of the United States Code to allow for the making of a back-up copy of computer programs. This states that "…it is not an infringement for the owner of a copy of a computer program to make or authorize the making of another copy or adaptation of that computer program provided:

“that such a new copy or adaptation is created as an essential step in the utilization of a computer program in conjunction with a machine and that it is used in no other manner, or that such a new copy and adaptation is for archival purposes only and that all archival copies are destroyed in the event that continued possession of the computer program should cease to be rightful."

The media center will upon receipt of software make one disk copy of the program (if backup not supplied with purchase). The original will be stored in an off-sight location. The "copy" will be clearly labeled with a copyright notice and affixed with the following label:

SOFTWARE PROTECTED BY COPYRIGHT 17 U.S.C. SEC. 101 

UNAUTHORIZED COPYING IS PROHIBITED BY LAW

Only the copy will be circulated to faculty and students.

All software is limited to building use.

When possible, computer programs will be protected to discourage illegal copying. When software is to be used on a disk sharing system, efforts will be made to secure this software from copying.

All licensing agreements will be honored.

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


All purchase orders for educational software will include the caption:

PURCHASE IS ORDERED FOR MEDIA CENTER

CIRCULATION AND PATRON USE

The media specialist of the school is designated the primary individual at that site who may sign license agreements for software. (Each school using the software also should have a signature on a copy of the software agreement for local control.)

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

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

C.
Video Recordings

In-classroom use is permissible under the following conditions:

· the performance must be by instructors (including guest lecturers) or by pupils; and 

· the performance is in connection with face-to-face teaching activities

· and the entire audience is involved in the teaching activity

· the teaching activities are conducted by a non-profit education institution

· the performance takes place in a classroom or similar place devoted to instruction

· the videotape is lawfully made

· the person responsible has no reason to believe that the videotape was unlawfully made
No videotape may be copied without the written permission of or a license agreement with the producer/copyright holder.

Videotapes not owned or rented by the media center and which are currently available for rent or purchase may not be shown on closed circuit television unless the school has written authorization for such use from the copyright holder.

All videotaping off-air by any media center staff will follow the "Guidelines for Off Air Taping." Off-air videotaped programs will be erased at the end of the 10/45​day use/preview period when faculty fail to respond (or respond indicating no further interest in the program) to 10/45-day letters soliciting interest in the program(s).

No programs will be videotaped by the media center from any pay television channel. Programs which have been videotaped at another location will be allowed to be shown in the school only if they meet the above requirements.

Videotapes labeled as "For Home Use Only" are permitted to be used in the classroom if they meet the conditions of Section C.1 above.

Notices will be affixed to video recorders or players used in the school as follows:

VIDEOTAPED MATERIALS ARE PROTECTED BY COPYRIGHT 

TITLE 17 U.S.C.SEC.101. UNAUTHORIZED 

COPYRIGHT MAY BE PROHIBITED BY LAW

The copyright notice as it appears on the label of a videotape should not be obscured.

D.
Films, Filmstrips, Audiotapes, and Slide Programs

No film, filmstrip, audiotape, and/or slide program will be copied without the written permission of the copyright holder.

Films not owned or rented by the media center and which are currently available for rent or purchase may not be shown on closed-circuit television unless the school has written authorization for such use from the copyright holder.

No film, filmstrip, or slide program may be reformatted into videotape format without written authorization from the copyright holder.

E.
Copyright Compliance

The media center offers assistance to any patron who wishes to obtain copyright clearance for classroom use. The media center will have available sample form letters for seeking such permissions.

For printed materials, many publishers will supply reprints of single chapters of books or articles from periodicals. The media center will have available a sample form letter seeking information about reprints.

The media center will provide the information produced by the Copyright Clearance Center to facilitate obtaining permission to photocopy serials.

F.
Outside Devices

The library media specialist is not liable for any already existing copyright violations on outside devices such as personal Kindles, Nooks, iPads, etc.

G. 
Failure to Abide

Any faculty/staff member/student who does not comply with this policy will lose media center privileges.

Video Use

In addition to considerations under the Copyright/Fair Use section of this policy, sections C through F, the following guidelines will be adhered to by all faculty and staff in relation to video recordings (VHS, DVD, Blu-Ray, video files, etc.).

A. The building principal will have final authority as to whether a video not owned or rented by the library media center can or should be viewed in the school.

B. Parents will be notified in writing that a video is to be shown as part of the instructional program in the following instances:

· At the primary, elementary, or intermediate school level, if the MPAA rating exceeds “G.”  

· At the middle school level, if the MPAA rating exceeds “PG.”

· At the high school level, if the MPAA rating exceeds “PG-13.”

Parents will be informed of the title of the video, the rating of the video, the reason it carries that rating, and how the video relates to the topic being taught.  Parents will be asked for their permission for their student(s) to view the video.  Students who do not view the video because of lack of parent permission shall not receive unfavorable grades.  An alternate, comparable assignment shall be required in lieu of viewing the video.

C. Videos shall not be shown in the school for purposes of entertainment (non instructional reasons) unless the school has purchased a Public Performance Site License such as available from Movie Licensing USA.  Non instructional reasons for showing a video include, but are not limited to: Family Movie Nights, Before- or After-School programs, Student Rewards, and Holiday Events.
D. Teachers should submit the following forms to the appropriate individuals at least one week prior to the viewing of the video.
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TEACHER REQUEST TO USE NON-SCHOOL VIDEOS 
  Teacher____________________    Date Submitted___________ 

Classes in which video will be shown:  _________________________ 

Title of video/DVD________________  Date to be shown: __________
Rating of video/DVD_______ Length of time to be used____________
This video will be used as part of my instructional program and will be shown only to my class.  A legitimate copy will be used.  It will not be shown for entertainment purposes. 
Objective(s) being taught_______________________________________
________________________________________________________________ 

Reason for using the video:____________________________________
________________________________________________________________

Return this form completed and signed to the Principal's Secretary one week before you plan to show the video.  The Principal's Secretary will have the Principal sign the document.  The form will be returned to you in your mail box.

_________________________

Teacher’s Signature
APPROVED

_________________________  Principal’s Signature
NOT APPROVED 
_________________________  Principal’s Signature

Parental Video Permission Form

Parents,

A teacher utilizes many instructional tools to interest students and enhance learning.  The audiovisual format lends itself well to those purposes.  At times theatrical films can be of great use to illuminate facets not seen in such resources as documentaries.  In this class ____________ I would like to show _________________________________________ on ________________.

The film is rated ______ by the Motion Picture Association of America.  However, I feel that this movie helps me teach the concepts of ____________________________________________________

________________________________________________________________________________________________________________________________

and that the educational value is sufficient to warrant showing this in class.  Students not allowed to view the movie will be given an alternate, equivalent assignment.  Please sign and return this form by _______________if you give permission for your child to view this movie.  

Sincerely,

__________________

Teacher’s Signature


My child ________________________

______DOES have permission to watch the video in class.

______DOES NOT have permission to watch the video in class.
Parent’s signature_______________________________
Internet Acceptable Use Policy

Lakewood Elementary School will be offering access to the Internet. To gain access, each student user must obtain parental permission as verified by the signatures on the permission form.

Employees shall sign an Internet Acceptable Use Policy (AUP) form. Parents or guests wishing to use the District’s Internet access will also sign the AUP form.

What is the Internet?

The Internet is a global network made up of many smaller contributing networks connecting thousands of computers throughout the world and millions of individual subscribers. Internet access is coordinated through a complex association of government agencies and regional and state networks. While there is an abundance of valuable information, with this access comes the availability of materials that may not be considered to be of educational value in the context of the school setting.

What is possible?

Through the Internet, users can explore thousands of libraries, databases, museums, and other resources. They can exchange personal communication with other users around the world. While the use of the Internet is primarily instructional in nature, to reach an educational goal some students may find ways to access other materials. Unfortunately some of these resources contain items that are illegal, defamatory, inaccurate, or potentially offensive. Most educators believe the benefits to students from access to the Internet exceed the disadvantages. Parents and guardians of minors are responsible for setting and conveying the standards their children should follow when using these resources. Therefore, the Phenix Board of Education respects each family’s right to decide whether or not to apply for access.

How should it be used?

The Internet should be used for research and education through the provision of unique resources and opportunities for collaboration among students, teachers, and administrators. Use of the Internet must support this and be consistent with the educational objectives of the school.

School District Statements for Use

Users are responsible for appropriate behavior while using the Internet. Additionally, users are responsible for their actions while using the equipment and the resources. Use is a privilege, not a right, and may be revoked if abused. Vandalism of equipment or programs will result in disciplinary referral as prescribed by student/employee conduct policies.

The Phenix City School District makes no guarantees, implied or otherwise, regarding the reliability of the data connection or the information. The Phenix City School district shall not be liable for any loss or corruption of data resulting while using the Internet connection.

The Phenix City School District reserves the right to examine all data stored in the machines involved in the Internet link to make sure that all users are in compliance.

No user shall use this Internet link to perform any act that may be construed as illegal or unethical, including the use of the link to gain unauthorized access to other systems on the network.

The Phenix City School District condemns the illegal distribution of software, otherwise known as pirating. Any user caught transferring such files through the Internet, and any whose accounts are found to contain such illegal files, shall immediately have their accounts permanently revoked. In addition, all users should be aware that software piracy is a federal offense and is punishable by fine or imprisonment.

Finally, all users should keep in mind that when they use the Internet, they are entering a global community, and any actions taken by them will reflect upon the Phenix City School District as a whole. As such, all users must behave in an ethical and legal manner.

What are the privileges and rights of a user?

All users have certain privileges and rights. Infringement of or disrespect to the rights of others may result in the loss of Internet privileges. These rights include:

Privacy–All users have the right to privacy. However, if a user is suspected to be in violation of the guidelines, a system administrator may review communications to maintain system integrity and to ensure that users are using the system responsibly.

Safety–Any user who receives threatening or unwelcome communications shall bring them to the attention of a system administrator or teacher.

Intellectual Freedom–Any statement of personal belief is implicitly understood to be representative of the author’s individual point of view and not that of the school.

Inappropriate Materials or Language–No profane, abusive, or impolite language shall be used to communicate nor shall materials be intentionally accessed which are not in line with the rules of exemplary school behavior.

Equal Access–All users will be granted free and equal access within the guidelines of this policy to the Internet. Exploration of the Internet is encouraged relative to the purposes of research and education. No single user shall monopolize the workstations connected to the Internet.

What are the guidelines?

Users will be expected to abide by the generally accepted rules of network etiquette. These include but are not limited to the following:

Be prepared to be held accountable for your actions. Exemplary behavior is expected from all users at all times.

Do notify an adult immediately if you encounter materials that violate the school code of conduct.

Do not use a computer or the Internet to hurt, harass, attack or harm other people or their work.

Do not damage the computer or network in any way.

Do no degrade the performance of the network through the posting of electronic chain letters or other useless information.

Do not use the Internet for illegal activities, i.e. threats, instructions on how to perform an illegal act, child pornography, drug dealing, purchase of alcohol, gang activities, etc.

Do not install software or download unauthorized files, games, programs, or other electronic media.

Do not violate copyright laws.

Do not use the equipment to intentionally view, send/receive, or display obscene, profane, lewd, vulgar, rude, disrespectful, threatening, or inflammatory language, messages or pictures.

Do not share your password with another person.

Do not reveal personal addresses or phone numbers.

Do not access other users’ work, folders, or files.

Do not post or re-post non-academic personal communications without the original author’s prior consent.

Do not employ the network for commercial or personal purposes.

Do not use the network for product advertising or political lobbying.

Do not violate the regulations of the service provider.

Do not sign up for non-academic or personal rooms that will generate unsolicited e-mail correspondence to your account.

What are the consequences of misuse by the students?

Students violating the terms of this policy may lose use privilege and/or receive punishment as defined in the Phenix City Schools’ Student Code of Conduct.

What are the consequences of misuse by school personnel?  

Personnel violating the terms of this policy may lose use privileges, be disciplined and/or terminated.
INTERNET ACCEPTABLE USE POLICY PERMISSION FORM

Dear Parents and Students:

The Phenix City School District Internet Acceptable Use Policy is designed to provide guidelines for using Internet in the classrooms, school media center, and computer labs of your school this year. Please take the time to read this policy. If you have any questions about it, please be sure to contact __________________________________at ____________________________________.

This policy must be read and signed both by the student Internet user and a parent/guardian, and then returned to your child’s homeroom teacher. Please return the signed form as soon as possible, since you will not be given access to the Internet until you have agreed to this policy.

Please note that if you violate the terms of this policy, you may lose use privileges and/or receive punishment as defined in the student handbook. It is your responsibility to read and ask questions about this policy.

Your teacher is planning an in-class discussion of this policy after you have had a chance to become familiar with it.

Thank you,

____________________________

Please return this form to your teacher as soon as possible.

I acknowledge that I have read, understand and agree to all terms as outlined in the Internet Acceptable Use Policy. I further understand that this agreement will be kept on file at the school for the academic year in which it was signed.

____ My child may use e-mail and the Internet while at school according to the rules outlined.

____ My child’s artwork, picture or writing may be published on the World Wide Web, a part of the Internet. We further understand that the work will appear with a copyright notice prohibiting the copying of such work without express written permission. In the event anyone requests such permission, those requests will be forwarded to us as parents. No home address or telephone number will appear with such work.

____I would prefer that my child not use e-mail&the Internet while at school.

Student’s Name (printed) 

Parent/Guardian’s Name (printed) _______________________________  ________________________________________
Student’s Signature 



Parent/Guardian’s Signature
_______________________________  ________________________________________

Video Distributor Policy

By tuning your classroom Smartboard to channel 2 or 6, you may view videos and DVDs that are loaded in the video distributor in the media center. Teachers are responsible for previewing and selecting the video/DVD to be viewed and should schedule viewings at least one day in advance. Non-district videos must be accompanied by approval from principal. You must send the video to the media center with a note detailing the day and time to be shown. You must also call the media center (#152) when you are ready for the media specialist to turn it on.

Media Advisory Committee

The media advisory committee shall be comprised of the media specialist, an administrator, one teacher representative from each grade level and one parent. The committee will help identify materials that need to be added to the collection and handle requests to reconsider materials.
Volunteers

Volunteers at Lakewood help students check books in and out using the computer. They also shelve books and straighten bookshelves so that students can find what they are looking for. Volunteers are an integral part of the Lakewood Media Center because they allow the media center to be open more hours for independent check out times. 

Help Desk

Teachers are asked to consult the Help Desk at http://lakewoodmediacenter.weebly.com/help-desk.html to troubleshoot minor technology issues in the classroom. If the teacher cannot fix the technology problem, please submit a technology work order at www.tinyurl.com/lesworkorders
Book Dedication 
Students may complete the following form to dedicate a book to the media center.
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LES Media Center
One of the main priorities of our media center is to build a wonderful collection of books and materials that will benefit Lakewood students for years to come. We do this by purchasing library-bound books based on curriculum needs and student interest. You can help build our collection by dedicating a library book for your child.

If you would like to dedicate a book to your child, please complete the following and return it to the media center with $10.00. We will take your child’s photograph and place it on a label in the book with the following inscription:

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

“This book is dedicated to the Lakewood Elementary School Media Center in honor of _____________________​__ (student’s name) by __________________ (donor’s name).”
