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Introduction
The Library Media Center (LMC) is an integral and indispensable component of the

school and the curriculum. The LMC is no longer a room simply housing the instruction
materials of a school. It is the center from which there is a constant flow of materials,
equipment, services, and learning experiences to various areas, students, faculty, and staff of
the school.

The school library media program supports and strengthens the curriculum, bridges the
digital divide, and puts state standards into action. The school library media specialist
encourages reading for learning, reading for pleasure, and reading for life.

The school library media specialist is a teacher, an instructional partner, an
informational specialist, and a school library media program administrator. School library media
specialists directly affect student achievement by collaborating and planning with teachers,
teaching information literacy, designing assessment procedures, and providing supplemental
curriculum material.

The Library Media Center Staff is composed of one media specialist, one
paraprofessional, and parent volunteers. The media specialist works to develop, administer,
and implement a media program that reflects and supports the educational goals and
objectives of the school.  She is a professional educator and librarian who is a key person in
the overall program of the school. The media paraprofessional assists with the daily routine of
the media program.

The Whitewater Middle School Library Media Center has a collection that includes over
12,000 resource items available to support curricular instruction. Our primary objective is to
support the curriculum by encouraging the access, evaluation, and use of materials in varied
formats to help students become better learners, readers, and citizens. Our school library
media center aims to be the central core of instruction and reading through the development of
activities that are an extension of classroom work.

(Adapted from materials created by the Department of Educational Media)

Library Media Center Mission Statement

The mission of the Whitewater Media Program is to support students in delivering

rigorous and relevant instruction and in setting high expectations for continued improvement in

student achievement and mastery of skills needed to become productive 21st-century learners,

workers, and citizens.
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WMS Media Center Policies and Procedures

LMC Hours of Operation:
Monday through Friday 7:45 AM – 3:30 PM
Media center facilities and materials are available to all students and staff throughout

each day.  Students may come to the media center throughout the instructional day with their
classes or individually with their agenda and a media center pass from the classroom.
Students may also come to the media center before school, between classes, and after school
(with parental proof of transportation).

Student Assistance
Consumable Materials
Assistance is given to students who need to produce media, i.e., science fair projects, story
booklets, etc. Consumable materials are available for purchase.  Our media center stocks
various colors of copy paper and cardstock at a cost of 10¢ per piece. We also offer copying
and printing (10¢ for black & white; 25¢ for color printing). In addition, the following items are
available for purchase: poster board ($1 whole sheet; 50¢ half sheet), laminating (25¢ per
foot), construction paper (10¢), single-page copying (10¢), earbuds ($2), and binding ($1).

Production Room
The following are available for teacher use in production:
1. Go-Pro video equipment and accessories
2. Heavy-duty paper cutters:  One 18” and one 24” (not to be used by students), rotary cutters

(for use by students)
3. 25” roll laminator for protecting materials

(The media staff is responsible for laminating all materials.  Items should be marked clearly
with the teacher’s name and any special instructions and placed in the drawer marked
“Lamination.” Lamination is done on Tuesday and Friday.)

4. Three-hole punch
5. Rolling paper caddies with 36” bulletin board paper in various colors
6. Four die-cut letter cutters with 2”, 3”, 4” and 10” letter and number dies, various  shapes,

and large/small mascot dies
7. GBC spiral binding machine
8. Construction paper, bordette, scissors, glue, markers, crayons, colored pencils, rulers,

compasses, protractors, tape, and poster board
(See above for minimal charges to students for poster board, construction paper,
lamination, and copies.)

9.  Postermaker - custom posters are created and printed by media staff

Circulation Policies - Students (Due to COVID-19 Protocols this information may change)
Books

● The loan period for books is two weeks.

● Students may check out two items at a time. Special circumstances may allow a student
to check out more than two items with the approval of the media staff.
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● WMS Media Center retains a mature teen fiction section that may be utilized by
students who have parental permission. Most often the reviews of these books suggest
an audience older than that of middle school students. A permission slip may be
obtained from the media center circulation desk and will be kept on file for the student
as long as they remain at WMS.

● When checking out books, a due date card is provided at the checkout counter for a
student to put in the book pocket to serve as a reminder of the due date. The overdue
fine is 10¢ per day per item.

● Students who have overdue items or charges on their account may not check out a
second item until the balance is cleared.

● Overdue emails will be sent to parents/guardians each week. Overdue notices or lists
will be printed and given to reading teachers for distribution to students each week.

● Students may renew books one time.

● Materials may be reserved and the patron will be notified when the material is available.

● Students must pay for lost or damaged books before checking out any other items. If
the charges for the book have been paid and the book is found at a later date by the
student, they may keep the book or request a refund if found within 30 days of the
original due date of the book.

● An additional, non-refundable processing fee of $3.00 will be added to the cost of the
lost material to cover the shipping and processing for the replacement of the lost item.
The student is also responsible for any late charges associated with the lost or
damaged item.

Magazines
● Magazines may be checked out for a maximum of two weeks. The same overdue and

lost/damaged policies as outlined above apply.

● A list of our current periodical holdings (at the time of this writing) is provided below:

The Atlanta Journal and Constitution
Better Homes & Gardens

Catster – Formerly Cat Fancy
Consumer Reports

Dogster – Formerly Dog Fancy
.

Georgia Magazine
HGTV

Horse Illustrated
National Geographic for Kids

Sports Illustrated for Kids

Digital Media
Playaways® (digital books) may be checked out by students. The loan period is two weeks
with limited renewal. Patrons will provide their own earbuds or purchase a set for $2.00 from
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the media center. Each Playaway® unit comes with a lanyard and one rechargeable battery. If
a unit is lost or damaged, the student is responsible for the costs plus $3 per battery, $1.75 for
battery covers, and $1 per lanyard. No other materials may be checked out until the student’s
account is clear.

Circulation Policies – Teachers
All media materials and hardware may be checked out by teachers on a yearly or as-needed
basis. Items containing check-out cards (videos, instructional materials, equipment, etc.) are to
be completed prior to leaving the media center.

The media staff should be notified of any broken equipment or damaged A/V materials so that
replacements or repairs can be made as quickly as possible.

Students are not allowed to operate A/V equipment outside the media center except as
approved by the supervising teacher or media staff.

ALL MATERIALS AND EQUIPMENT MUST BE CHECKED OUT
The Teacher should be the only person transporting equipment for safety

reasons! Students may not transport large equipment per state department rules and
regulations.

LMC Use by Whole Classes:
Whole class visits to the LMC will include grade-level appropriate activities including,

but not limited to checkout and research instruction. Class visits also may include items from
the Georgia Department of Education (GaDOE) GaDoe Information Literacy Skills and
standards from the Common Core Georgia Performance Standards. Teachers are encouraged
to request assistance with special projects by completing a collaboration form and discussing
materials and objectives with the media specialist.

Teachers are responsible for class supervision during whole-class visits and will share
teaching responsibilities with the media specialist while the class is in the LMC.  Teachers are
expected to remain with students during visits to the LMC.

LMC Expectations for Students:
Each person in the LMC has a responsibility to be considerate of fellow patrons.  The

LMC is a busy place where many people gather throughout the day to participate in a variety of
activities.  The following expectations have been developed to assist all patrons in becoming
responsible LMC users:

1. We will show respect for our fellow students.
2. We will show respect for our media staff and our media parent volunteers.
3. We will show respect for our books by doing the following:

A. Returning them on time.
B. Using bookmarks to keep the pages neat.
C. Keeping them in a safe dry place (beware of water bottles in book bags!).

4. We will show respect for the media center by doing the following:
A. Using indoor voices.
B. Walking as we look for our books.

https://www.georgiastandards.org/Common-Core/Pages/default.aspx


6

C. Listening and following directions when they are given.
D. Keeping all areas clean and neat.

Teacher and Student Resources:

● DVDs/Videos for teachers:  Our LMC maintains a small collection of both VHS and
DVDs. They are interfiled and shelved in the following categories: Fiction and
Nonfiction. Teachers are encouraged to use videos as a supplemental resource to
support the Common Core Georgia Performance Standards (CCGPS). Fayette County
Procedures state that only movies with a rating of PG or less restrictive rating may be
shown for student viewing in Grades 6-12. All videos should be preceded and followed
by an instruction that has a definite connection to the curriculum. Previously unrated
videos that have been reissued with a rating inconsistent with this procedure and
full-length videos referenced in ELA CCGPS units created by the DOE which are
inconsistent with this procedure must be evaluated by the Library Media Committee
using the Internal Audiovisual Reconsideration Procedure for Secondary Schools.
Videos cannot be shown for recreational or reward purposes.

● GALILEO for everyone: GeorgiA LIbraries LEarning Online is the free online database
available to all citizens of Georgia.  It has research sources such as magazine and
newspaper articles, encyclopedias, and government publications.  The password to
access the subscription databases changes quarterly. The media specialist will publish
the password changes via signs in the LMC and on our FCBOE Blackboard site.

● Library Media Center OPAC: The Library Media Center Online Public Access Catalog,
Destiny, can be accessed through any device with Internet access. Teachers and
students can search for materials related to specific topics of interest.  The media
specialist is available to provide instruction in the use of the LMC OPAC.

Fayette County Public Schools and Media Procedures
The Fayette County school library media centers exist to support the educational goals

of the school system and of the individual schools they serve. Their mission is to provide an
environment that can foster learning and to assist students and staff in becoming effective,
independent users of information as encouraged in the American Association of School
Librarians Toolkit for Promoting School Library Programs. Members of the faculty and
administration are appointed to the Library Media Committee each year to serve as advocates
for the library media program.  The committee is responsible for several things including
developing and evaluating the library media plan, selecting resources and equipment to use
the state allotment of funds, enforcing adherence to copyright regulations, and addressing
formal requests for reconsideration.  The committee is mandated by the Georgia State Board
of Education (Code: IFBD 160-4-4.01 Media Programs).

Challenged Materials:
Policies and procedures have been developed by the Fayette County School System to

handle challenges to textbooks or LMC materials.  If a person (parent, faculty or staff member,
or community member) seriously objects to any LMC materials, refer him/her to the principal or
media specialist.

https://simbli.eboardsolutions.com/rules/policy.aspx?S=4067&Sch=1262&RC=0836101951&RevNo=1.27&T=E
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Federal and State Copyright Compliance:
The best rule of thumb for copyright compliance is to ask yourself this question: If I

copy/record/show/use this item, does it substitute for the purchase of the item? Copyright laws
ensure that the creator receives appropriate compensation for his/her creation.  Educators are
granted what is known as Fair Use for copyrighted works.  Four considerations must be made
when using a copyrighted work for a teaching situation:

1. What is the purpose and nature of the use of the work (commercial or educational)?
2. What is the nature of the copyrighted work (expendable or single-use)?
3. What amount is used in relation to the entire work?
4. What is the effect on the value of the copyrighted work?
Items such as consumable workbooks, coloring books, and characters may not be

copied. Copying these items would aid the user in avoiding the purchase of such items.
All videos must be used in face-to-face teaching situations, not for rewards or

entertainment. This is in compliance with the Fair Use guidelines.  Any video that is used in a
classroom should be included in the teacher’s lesson plan. You may refer to the following link
for specific questions you may have regarding copyright and education.
Georgia Department of Education (GADOE) and Copyright Guidelines

Information Literacy

The Georgia Literacy Task Force’s definition of literacy is the ability to speak, listen, read, and
write, as well as to view print and non-print text in order to achieve the following:

● to communicate effectively with others,
● to think and respond critically in a variety of settings to a myriad of print and

non-print text, and
● to access, use, and produce multiple forms of media, information, and knowledge in

all content areas.

As a part of the federal Striving Readers Comprehensive Literacy planning grant, the Georgia
Department of Education is developing a state literacy plan. The Georgia Literacy Task Force
(GLTF) was established in 2008 to begin the development of the Georgia Literacy plan.

While it was the resolve of the committee to construct an instrument that has a similar
framework, the distinct differences in skills lend themselves to a different look.
The committee determined five themes that are constant throughout the library/media
experiences of K-12 students.

1. Access - defined as the ability to locate information. This correlates to Information
Literacy Standard

● Access information efficiently and effectively.
2.  Selection - defined as the ability to choose and discern information that best suits the
intent of the learner (whether print or electronic). This theme also includes the ability to
determine the accuracy and relevance of the source.
ILS - 2, 4, 6, 9 Selection correlates to Information Literacy Standards:

http://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title17-section101&num=0&edition=prelim
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Curriculum-and-Instruction/Pages/Copyright.aspx
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ILS 2.    Evaluates information critically and competently.
ILS 4.    Pursues information related to personal interests.
ILS 6.    Strives for excellence in information seeking and knowledge generation.
ILS 9.    Participates effectively in groups to pursue and generate information.

3.  Utilization - defined as the ability to extract and apply information and/or resources to
their determined needs. The student can synthesize a variety of information or opinions.
This theme includes the research process that includes organizing, engaging, and molding
the information.
ILS - 3, 6, 7, 8, 9 Utilization correlates to Information Literacy Standards:

ILS 3.    Uses information effectively and creatively.
ILS 6.    Strives for excellence in information seeking and knowledge generation.
ILS 7.    Recognizes the importance of information to a democratic society.
ILS 8.    Practices ethical behavior with regard to information and information
technology.
ILS 9.    Participates effectively in groups to pursue and generate information.

4.  Production - which is viewed as the natural follow-up to Access, Selection,
and Utilization. This is the final product whether in the form of an oral presentation, report,
web page, visual production, or video. The production represents how the information is
used whether for assignment or for personal growth.
ILS - 6, 7, 9 Production correlates to Information Literacy Standards:

ILS 6.    Strives for excellence in information seeking and knowledge generation.
ILS 7.    Recognizes the importance of information to a democratic society.
ILS 9.    Participates effectively in groups to pursue and generate information.

5.  Literary Appreciation - which is defined in and correlates to Information Literacy
Standard:
● Appreciates and enjoys literature and other creative expressions of information. 

Introduction to Literacy Skills
The teaching of Information Literacy Skills is the ultimate responsibility of the classroom
teacher. The library media specialists will play a collaborative role in the creation and teaching
of such skills at the most appropriate point of instructional need.
Realization of the fact that more than 50% of all skills that an individual student requires to
perform satisfactorily are introduced in elementary school provides the framework of this
document.

● Skills at the elementary level are introductory in nature
● Skills at the middle level are reinforcement
● Skills at the high school level represent the pursuit of mastery with the ultimate goal

being that of creating the mindset of lifelong learning
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The intent at each instructional level is progressive.
To learn more about GADOE and Information Literacy, go to the following link:
Georgia Information Literacy Skills

APPENDIX
These forms can be accessed  in the media center and/or online

✓ Instructional Planning Checklist
✓ Permission for Young Adult Fiction
✓ Permission for 8th Grade Only Young Adult Fiction

http://public.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Curriculum-and-Instruction/Pages/Introduction-to-Information-Literacy.aspx
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Instructional Planning Checklist

Whitewater Media Center

To prepare for your media center day(s), the media staff needs the following information concerning your media

needs and purpose of study.  Each teacher, regardless of his or her class size, should clear all activities with the

media center staff and be entered onto the media center calendar.  Please avoid scheduling media center activities

with substitute teachers.

Teacher’s name: _____________________________________________ Grade level: _________

Today’s date: ___________________________________________________________________

Date(s) of visit: __________________________________________________________________

(Please keep in mind that most projects can be completed in three days or fewer.)

Class period(s): _________________________________________________________________

Purpose of the visit: ______________________________________________________________

______________________________________________________________________________

Will your students need an orientation? ________ If so, how specific to your assignment should it be?

______________________________________________________________________________

______________________________________________________________________________

Students will be looking for information on the following topics: ____________________________

______________________________________________________________________________

(If you have student assignment guidelines, please attach a copy of them to this form for use by the media staff.)

Resources I anticipate using are:

______ Destiny (searching for books in the media center or websites)

______ Computers for word processing (Word, PowerPoint, Excel, etc.)

______ GALENET (Reference database for ALL subjects)

______ Internet searching (Check for parental approval or have alternative assignment)

______ Books (Specific to topics, can be put on reserve shelf if necessary)

______ Periodicals/magazines (GALILEO-online, GALENET-online, back issues)

______ Multimedia (video streaming or archived materials)

______ Other? ___________________________________________________________

______ Printing (.10 cents per page for black and white/ .25 cents per page for color)

______ Production room (letter cutting, creating posters, etc.)

Is there any additional information that you feel is important to the successful completion of your assignment?

Please remain in the media center and attentive to your class.  Your classroom management skills and subject

expertise are invaluable to a productive, positive experience.  Please try to take care of activities such as assigning

topics or choosing groups in the classroom before you come to the media center.  If more than 1 class is in the

media center, please consider grouping your students to maximize students’ work efficiency while in the media

center.
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Whitewater Middle School Media Center

PERMISSION FOR YOUNG ADULT FICTION

STUDENT  NAME:____________________________  Grade:_____ Date:_____________

The above-named student requested to check out literature that is considered to be appropriate for a

mature middle-schooler. As your child’s media specialist, I am requesting you be made aware of the

titles and specific content in this particular collection of books in our library. Please go to our WMS

website:

fcobe.org/wms > Media Center for a detailed, objective overview of individual titles. Being equipped

with this additional information encourages the opportunity for conversation about sensitive yet

current topics with your child.

The subject matter and storylines of YA literature are typically consistent with the age and experience

of the main character, but YA literature spans the spectrum of fiction genres. YA stories that focus on

the specific challenges of youth are sometimes referred to as problem novels or coming-of-age novels.

YOU HAVE 2 CHOICES, PLEASE READ CAREFULLY AND SIGN EITHER #1 OR #2

#1    I am giving my approval and permission for future checkouts of ANY YOUNG ADULT FICTION

BOOKS.

Parent/Guardian:______________________________________________________________________

OR
#2     I am giving my permission to LIMIT my child’s future checkouts by selecting a particular author or

title from YOUNG ADULT FICTION BOOKS (please indicate below).

Parent/Guardian:_____________________________________________________________________

Author, Book, Title, or Series :____________________________________________________________
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Whitewater Middle School Media Center

8th GRADE ONLY Permission for Young Adult (YA) Books

STUDENT  NAME:__________________________  Grade:_____ Date:_______________

The above-named student requested to check out literature that is considered to be appropriate for a

MATURE 8th-grade middle school student. As your child’s media specialist, I am requesting you be

made aware of the titles and specific content in this particular collection of books in our library. Please

go to our WMS website:

fcobe.org/wms > Media Center for a detailed, objective overview of individual titles. Being equipped

with this additional information encourages the opportunity for conversation about sensitive yet

current topics with your child.

YOU HAVE 2 CHOICES, PLEASE READ CAREFULLY AND SIGN EITHER #1 OR #2

#1    I am giving my approval and permission for future checkouts of ANY 8th GRADE YOUNG ADULT

BOOKS.

Parent/Guardian:______________________________________________________________________

OR
#2     I am giving my permission to LIMIT my child’s future checkouts by selecting a particular author or

title from the 8th GRADE YOUNG ADULT BOOK SECTION found at the above web address. (please

indicate below).

Parent/Guardian:______________________________________________________________________

Author, Book, Title, or Series :____________________________________________________________

Dr. Warren offers special thanks to Mrs. Bussey from Fairington Elementary School in DeKalb County for the use
of her ideas during the preparation of this handbook.


