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Dear Parents, Faculty, and Community Members:

The following is the Selection Policy for Hull Sanford Elementary School (grades K-5), located in the Madison County School District.  This policy was created by the media committee of Hull Sanford Elementary, which is composed of representatives from all stakeholders in our learning community:  media center staff, teachers, an administrator, students, parents, and a community member.

As a vital part of Hull Sanford Elementary, the school media center strives to provide the best support available to the school educational programs.  The mission of our school library media center is to provide the learning community with equitable access to a variety of resources and instruction of literacy skills while promoting a lifelong love of reading and learning. In pursuit of such a goal, we make every effort to provide materials and resources that span a wide range of subjects, levels of difficulty, and formats.  It is important that our library contain current, accurate, and attractive materials that meet the goals for our school programs and the needs of our students.  This selection policy provides guidelines for the selection, weeding, and reconsideration of materials in order to meet these goals and needs. 

We welcome your visits, comments, and suggestions, and look forward to serving the learning needs of your children.  Please feel free to contact us at any time.  Again, we thank you for your continued support.

The Media Center Staff

Philosophy and Purpose of the Media Center

Library media resources are integral to and supportive of the total educational program of Hull Sanford Elementary School.  The selection of these resources is an educational function designed to implement the curriculum and to further the intellectual, social, and cultural development of the students in an information rich environment.  Through integration of a flexibly scheduled and cooperatively planned media program, the teaching/learning process will be strengthened so that students can develop the vital skills necessary to locate, analyze, evaluate, interpret, and communicate information and ideas.

The media center will provide students, faculty, staff, parents, and community with equitable access to information, reading materials, instructional guidance, and research assistance.  The media specialist will ensure these services by collaborating with classroom teachers and providing a collection of well-organized resources that reflect a variety of developmental levels.  These resources will be provided in a safe and caring environment that is conducive to learning.  All patrons are encouraged to use these resources at any time through flexible scheduling.  The media specialist will strive to always be available to assist patrons and classes needing the media center facilities and/or services.  In order to promote a lifelong love of reading and learning, the media specialist will also strive to connect our media program to the entire local learning community by:

· Informing others of the role of the media specialist.

· Staying updated through conferences and readings.

· Collaborating with teachers and communicating with parents.

· Making the learning community aware of copyright law and infringement.

· Participating in various committees of the learning community.

Statement on Intellectual Freedom and Internet Filtering

"Intellectual Freedom is the right of every individual to both seek and receive information from all points of view without restriction. It provides for free access to all expressions of ideas through which any and all sides of a question, cause or movement may be explored. Intellectual freedom encompasses the freedom to hold, receive and disseminate ideas” (ALA, 2005).
We will sustain intellectual freedom by providing all patrons access to information resources in a variety of formats including print, electronic, audiovisual, Internet and software.  These resources should be selected to meet existing program objectives and specific subject area needs to accommodate the multiple intelligences and learning styles of students.   Hull Sanford Elementary School complies with federal laws regarding Internet safety and protection.  In addition, the media center will adhere to copyright laws.  Any reproduction of copyrighted materials will be done either with the written permission of the copyright holder or within the bounds of “Fair Use” guidelines under the United States copyright law.

The following principles of the Library Bill of Rights apply to the school library media program of Hull Sanford Elementary School:  

· School library media professionals assume a leadership role in promoting the principles of intellectual freedom within the school by providing resources and services that create and sustain an atmosphere of free inquiry.  Through resources, programming, and educational processes, students and teachers experience the free and robust debate characteristic of a democratic society.  

· School library media professionals cooperate with other individuals in building collections of resources appropriate to the development and maturity levels of students.  Resources in school library media collections represent diverse points of view and current as well as historical issues.

· Members of the school community involved in the collection development process employ educational criteria to select resources unfettered by their personal, political, social, or religious views.

· Students and educators served by the school library media programs have access to resources and services free of constraints resulting from personal, partisan, or doctrinal disapproval.  

· Policies, procedures, and rules related to the use of resources and services support free and open access to information.  (ALA 1996; Muscogee County School District, 2002; Van Orden, 2001)

Statement on the Media Center’s Role in Students’ Achievement

In order to play an important part in the students’ educational processes, the media center and media specialist must provide a safe environment that is conducive to learning.  Posted rules and policies will address proper behavior and the responsible use of equipment.  The media center will be well organized in order for patrons to locate specific information to meet their needs.  The media center will be visually appealing, providing excellent lighting, comfortable furnishings and festive décor.  Areas will be available to accommodate the needs of individuals, classes, and small groups.  In addition, quiet areas will be provided for students who are reading or doing research.  The media specialist will play a key role in providing an environment to stimulate the minds of all patrons. (Hunter, et al., 2005)

Statement on the Media Center’s Role in the Local Learning Community

The media specialist will strive to connect the media program to the local learning community and beyond the doors of the school in order to promote students to become lifelong learners.  The media specialist will inform all members of the school community of the role of the media specialist, including program tasks, services, and goals, encouraging them to become part of these processes.  The media specialist will encourage collaboration by seeking out teachers with which to teach.  The media specialist will learn the curriculum and units so that students may be taught information literacy skills in the context of the curriculum.  

The media specialist will use a website or newsletter to communicate with parents, teachers, and administration and to notify them of services and upcoming events of the media center.  The media specialist will keep abreast of current topics in the profession by reading professional journals, attending conferences, joining professional organizations and networking with others in the profession.  Guest speakers will be invited to the media center in order to enhance the knowledge of the learning community.  The media specialist will teach responsible use of Internet and other computer technology.  The media specialist will inform the learning community of current copyright law.  Through these actions, the media specialist will connect the media program to the entire community to encourage lifelong learning. (Hunter, et al., 2005)

School Library Media Mission

In order to serve as an essential element in the success of all Hull Sanford Elementary students, the mission of the school library media center shall be to provide the learning community with equitable access to a variety of resources and instruction of information literacy skills while promoting a lifelong love of reading and learning.

Selection

The school library media specialist (SLMS) is responsible for the review, evaluation, and selection of the school library media collection. The SLMS is guided by the system-level selection policy that embodies the philosophy and procedures set forth in national, state, and county documents. The SLMS works cooperatively with administrators and teachers to provide resources which represent diverse points of view, stimulate growth in thinking skills, and promote the overall educational program. Library media collections are developed to meet both curricular and personal needs. To ensure that these needs are met, library media specialists apply selection criteria and use recommended selection tools. All purchases, including gifts, should meet the same selection standards.

This selection policy reflects the philosophy and goals of Hull Sanford Elementary and the Madison County School District. This selection policy also supports the principles of intellectual freedom described in Information Power: Building Partnerships for Learning (AASL), the Library Bill of Rights (ALA), Students’ Right to Read (NCTE), and other position statements on intellectual freedom from the American Library Association and the American Association of School Librarians. (Baltimore County Public Schools)

Selection Goals, Rationales, and Objectives for the 2005-06 Academic Year

Program Goals are extracted from the current Program Evaluation and Development Plan (PDEP). The PDEP has been ratified by the media committee and is currently in force. Program goals span a five year projected time frame. Yearly objectives to reach each program goal have been established; the objective that is included in this section of the Selection Policy will be updated annually. The current selection objective involves purchasing science and reading holdings that will enrich and support the educational programs currently in force in the building (ALA, 1996). Sixty percent of the current budget has been appropriated for the acquisition of these materials.

Program Goal: Update holdings to reflect implementation of Georgia Performance Standards (GPS) in the content areas, align with county curriculum, and support the newly implemented Houghton Mifflin reading series. 

Rationale for Program Goal: According to Information Power (1998), “the collections of the library media program are developed and evaluated collaboratively to support the school’s curriculum and to meet the diverse learning needs of students” (p. 83). Since Georgia Performance Standards will be implemented in Science for grades 3-5 during the 2006-2007 school year, collection evaluation will ensure that materials are available to support these units. A goal of the School Improvement Plan is to improve reading skills and scores on the CRCT. Adding resources to enhance the reading curriculum supports this goal.

Objectives for Program Goal:

Objective 1: Obtain content emphasis units from GPS science standards, grades 3-5. Select two units per grade level (3-5) to focus on building collection. 

· Meet with grade level teams to determine science units in which teachers need additional/updated resources. These are the Dewey sections that will be weeded, including the current video collection. (This opens a door for collaborative efforts—see goal III.)

· After weeding, compare current bibliography to GPS units and obtain teacher input for purchase order.

Objective 2: Build collection to support additional reading recommended by the Houghton Mifflin reading series, grades K-2.

· Meet with teachers and refer to teacher’s editions to obtain trade book titles that are suggested reading from the series.

· Determine which of these titles should be purchased as class sets and individual titles. 

Objective 3: Review professional development materials in catalog.

· Weed outdated materials.

· Purchase new materials in support of school wide curriculum with a focus on unit studies aligned with GPS science standards. Also purchase materials to support recent staff development in the teaching of reading: guided reading, literacy centers, and literature circles.

Selection Responsibility 
Van Orden (2001) ascertains that local media centers should have established policies in place in order to effectively and fairly deal with issues such as selection criteria, reconsideration requests, gift acceptance guidelines, use of non-school owned materials, and compliance with copyright law (p. 97). The State Board of Education of Georgia mandates in code section 160-4-4-.01 that it is the duty of each local board of education to adopt a media policy that provides for the establishment of media committees at the district and school level. These committees shall write and adopt policies to cover those areas suggested by Van Orden. At the building level, it is the responsibility of the media specialist to design and implement a media program based upon his or her professional judgment and experience that considers these areas in addition to supporting the educational program of the particular learning community. The media specialist, shall in turn, present the school program objectives and selection requests to the school media committee for final approval.

Consideration File

The media specialist shall keep an active consideration file on hand for future purchases. Listings in the consideration file shall reflect recommendations and requests from the learning community and should support curriculum and instructional needs within the building. The media specialist will actively seek input from building level administrators, faculty and staff, students, parents and others regarding purchase requests. All recommendations will be considered for purchase, but are not binding (Iowa Association of School Libraries, 1997). The media specialist shall actively consult professional publications for favorable reviews and authoritative selection references prior to purchase. When possible, direct examination of materials is advisable to ensure that selection criteria are met (Baltimore County Public Schools).

General Selection Criteria

All learning resources (purchases, gifts, electronic, print, and non-print resources) considered for selection shall be evaluated based upon the following criteria:

· Materials shall be consistent and support the educational goals of the state, district, and school.

· Materials shall be appropriate for the subject area, age, ability level, learning style, social, and emotional development of the intended user.

· Materials shall be available in a variety of formats to meet the needs and learning styles of a diverse student population.

· Materials shall meet quality standards in terms of content, format, and presentation. Authority of the author, organization, publisher, or producer should be a consideration in selection.

· Literary quality, technical merit, physical arrangements, and aesthetic characteristics shall be suitable for the intended use.

· Materials shall be assessed for currency of the information as it relates to the content and purpose of the item.

· Materials shall be cost effective in terms of accessibility, projected use, and durability.

· Materials shall represent diverse opinions and cultures and promote diversity as a positive attribute of our pluralistic society. 

· Materials shall be representative of differing viewpoints on controversial subjects.

· Materials shall reflect basic humanity and be free of stereotypes, caricatures, distorted dialect, sexual bias, and other offensive characteristics. Materials concerning religious, social, and political content should inform rather than indoctrinate.

· Materials shall meet the needs and interests of students and faculty.

· Materials shall be selected for their strengths rather than rejected for their weaknesses.

(Adapted from ALA, 1996; Baltimore County Public Schools; Hunter, et al., 2005; School District of Philadelphia; & Van Orden, 2001.)
Procedures for Selection of Materials

According to the American Library Association, “[t]he objectives for selection should reflect the specific goals of the instructional program” (1996). In selecting materials for purchase, the media specialist shall evaluate the existing collection against curriculum needs of the learning community.  In selecting materials, the media specialist will consult reputable, professionally prepared aids to selection and other appropriate sources. After materials for selection have been determined and compiled, the media specialist shall present the selection requests to the media committee for approval. 

A representative, yet non-inclusive, list of review sources follows (ALA, 1996 & Baltimore County Public Schools):

	AASA Science Books & Films
	Caldecott Medal Home Page
	Library Media Connection

	A to Zoo Subject Access
	Children and Books
	Library Sparks

	American Film & Video Assoc. 
	Coretta Scott King Awards
	Library Talk

	American Historical Fiction
	Education Review
	Multicultural Book Reviews

	The Best in Children’s Books
	Children’s Catalog
	Newbery Medal Home Page

	Book Links
	Elementary School Library Coll.
	School Library Journal

	The Book Report
	Follett’s TITLEWAVE
	Subject Guide to Books in Print

	Book Wire
	Horn Book
	Teacher Librarian

	Boston Book Review
	Kirkus Reviews
	


Disposition of Gifts

Gifts to the media center shall be reviewed and approved by the media committee, shall support the school curriculum, shall be of historic value, and shall meet the same selection criteria as purchased materials (Hunter, et al., 2005). 

Weeding Policy

Weeding is a key component of assessment for the collection development plan. The weeding process shall be guided by the policies and procedures for replacement and weeding (ALA, 1996 & Iowa Association of School Librarians, 1994).

As part of the total selection and evaluation process, a responsible librarian’s purposes for weeding are:

· To provide a quality collection which contains accurate, current and relevant materials that support the curriculum and meet the needs and interests of the students.

· To make space for more valuable items.

· To provide a more appealing, more up-to-date collection.

· To make the library easier for patrons and staff to use.

· To provide feedback on strengths and weaknesses of the collection.

(Adapted from the Iowa Association of School Librarians & Van Orden, 2001)

Weeding Criteria

As an integral part of the collection management process, weeding includes the removal of materials no longer appropriate and the replacement of lost and worn materials still of educational value.  Library media materials should be weeded if they:

· Are in poor physical condition

· Have not been circulated in the last five years

· Are outdated in content, use, or accuracy (Copyright date shall be considered, but decisions will not be made on this date alone; example of classics or historical value.)

· Are mediocre or poor in quality

· Are biased or portray stereotypes

· Are inappropriate in reading level

· Duplicate information which is no longer in heavy demand

· Are superseded by new or revised information

· Are outdated and unattractive format, design, graphics, and illustrations

· Contain information which is inaccessible because it lacks a table of contents, adequate indexing, and searching capabilities

· Are not selected in accordance with general selection criteria

(Adapted from Baltimore County Public Schools and Van Orden, 2001)

Library media materials that will not be weeded include the following:

· Classics

· Local and state history

· Major publications of the school

· Items that had been incorrectly classified or poorly promoted. (Circulation might increase under changed circumstances)

· Items identified in currently used indexes, such as quotation books or poetry anthologies

(Adapted from Van Orden, 2001)

Weeding Procedures

Weeding will be conducted continually throughout the year with a focus for the current year set forth in the Program Development and Evaluation Plan.  Subject area teachers will be consulted to identify materials that they wish to retain.  

The Library Media Specialist and staff will adhere to the following weeding procedures:

· Items to be weeded will be identified

· A decision will be made to replace the weeded item based on selection criteria

· Each item to be weeded will be clearly marked discard
· The shelf list will be corrected to show when the item has been removed

· If an item is being replaced, the shelf list will be marked when the new item arrives

· Items that will not be replaced will be removed from shelf list, catalog, or computer records

Items deselected will be reviewed by the Media Specialist to determine their possible intrinsic worth to other groups or individuals in the following priority order:

1. To another school library media center in the school system.  If deemed of value, items will be offered for examination and transfer by a stated time.

2.  To another unit of the school.  This should basically be used for equipment and 



furniture.  There should be very little or no transfer of old audiovisual or 





computer related software to classrooms.  Old print materials should be used for 



“cut up” projects or in ways that do not use the material in its original format. If 



deemed of value, items will be offered for examination and transfer by a stated 



time.


3. To other libraries supported by public funds.  If deemed of value, items will be 



offered for sale at a stated time.

4.  To the general public.  If deemed of value to the public, items will be offered 
for sale at a stated time.  The district will advertise and take bids before selling any “district property.”

5. If items are determined to be of no value, or if no group or individual under 




points 1 – 4 above claims them, items shall be discarded in a manner consistent 



with the District’s procedures for discard. 

(Adapted from Iowa Association of School Librarians; Van Orden, 2001; & Wasman, 1998)

Acceptable Use Policy

The Madison County School System provides access for members of the learning community to the Internet through the district computer network. The Network/Internet/Electronic Mail Acceptable Use Policy provides guidelines for the proper conduct for all users (see Appendix A). At the beginning of each year, the office distributes this policy to the classroom teachers. The teachers then send the policies home with each student. The User Agreement Authorization Form contained within the policy requires student, parent, and teacher signatures before granting access to the computers. Copies of all students’ signed policies are kept on file.

Procedure for Handling Challenges

When the media specialist is confronted with a challenge of materials, he or she will report the complaint in writing to the building principal.  The media specialist will contact the complainant to discuss the complaint and attempt to resolve it informally by explaining the philosophy and goals of the school district and/or library media center.  If the complaint is not resolved informally, the complainant will be given a Reconsideration of Materials form to be completed and submitted to the media specialist.  If the media specialist does not receive the request for reconsideration within ten days, it will be considered closed.  If the completed form is returned, the media committee will evaluate the material in its entirety and vote for the material to remain in the collection, be restricted, or be removed from the collection.  The committee will prepare a report of their recommendation which will be kept on file in the media center.  Copies of the report will be sent to the Superintendent and Board of Education.  The media specialist and the principal will notify the complainant of the decision.  If the complainant is still not satisfied, he or she may ask the Superintendent to present an appeal to the Board of Education, which will make a final determination of the issue.

Please see Appendix B for the Reconsideration of Materials Form.

Appendix A

Madison County Schools
Network Acceptable Use Policy

(Information contained in this policy does not represent the official policy of Madison County, Georgia Schools.)
Madison County Schools are committed to providing our students opportunities for preparation for their future careers. As our society moves into the information age, our students are exposed to massive amounts of information and the world's knowledge base is increasing rapidly. The school system is building a network to assist our students with additional resources to provide rapid access to information and increased opportunities for interactive learning.

Since Madison County School District's computer network also provides access to the Internet, additional agreements and permissions must be signed for access. To access the Internet, a student must first read and sign a legally binding contract called Use Agreement Authorization Form. A sample form is included in this document. The Internet is an electronic information and communications highway connecting millions of computers all over the world and millions of individuals. Students, teachers, support staff, parents and community members with accounts have access to several networking/internet services. Samples of these services are listed below:

· Electronic mail (email) communication with people all over the world;

· Information and news from a wide variety of sources and research institutions;

· Public domain and shareware software of all types;

· Discussion groups on a wide variety of topics;

· Access to many university libraries, the Library of Congress, and Galileo.


With access to computers and people all over the world also comes the availability of some materials that may not be considered to be of educational value within the context of the school setting. The administration and Board of Education of Madison County Schools firmly believe that the valuable information and interaction available on this worldwide network far outweigh the possibility of users procuring material that is not consistent with the educational goals of each school. The school system will implement filtering devices to discourage access to inappropriate materials. Even with this additional level of security, it is impossible to guarantee total security.


Guidelines provided to establish the responsibilities of using the Madison County School's network are included in the following list. If any user violates any of these provisions, his or her account or access privileges may be terminated, appropriate disciplinary action taken, and all future access could be denied.


1) Acceptable Use: The purpose of the Madison County Schools' provision of access to the internet is to support research and education in and among the system's academic institutions by providing access to unique resources and the opportunity for collaborative work. The use of your account must be in support of education and research and consistent with the educational objectives of Madison County Schools. Transmission of any materials in violation of any U.S. or state organization is prohibited. This prohibition includes, but is not limited to: copyrighted material, threatening or obscene material, or materials protected by trade secret. Use for commercial activities by for-profit institutions is generally not acceptable. Use for product advertisement or political lobbying is prohibited.


2) Privileges: The use of the network services is a privilege, not a right, and inappropriate use may result in a cancellation of those privileges. The site and/or system administrator will deem what is inappropriate use, take appropriate action and determine consequence. Also, the site and/or system administrator may close an account or deny access at any time as required. The site administrator and/or staff of Madison County Schools may request the system administrator to deny, revoke, or suspend specific user accounts or access.


3) Network Etiquette: The network access requires that you abide by accepted rules of network etiquette. These rules include, but not limited to, the following:


· Be Polite. Do not send abusive messages to anyone.

· Use Appropriate Language. In all messages, do not swear or use vulgarities or any other inappropriate language. Anything pertaining to illegal activities is strictly forbidden. (Note that email is not guaranteed to be private. People who operate the system have access to all mail. Messages relating to or in support of illegal activities must be reported to appropriate authorities.)

· Privacy. Do not reveal the personal address or phone numbers of yourself or any other person. All communications and information accessible via the network should be assumed private property. Do not forward/distribute an email message without the permission from the author.

· Connectivity. Do not use the network in such a way that would disrupt the use of the network by others.


4) Services: The Madison County School System will not be responsible for any damages you may suffer. This includes loss of data resulting from delays, non-deliveries, or service interruptions. Use of any information obtained via the network services is at your own risk. Madison County Schools denies any responsibility for the accuracy or quality of information obtained through the network services.


5) Security: Security on any computer system is a high priority, especially when the system involves many users. If you feel you can identify a security problem within the network, you must notify a system administrator. Do not demonstrate the problem to other users. Do not use another individual's account or password. Attempts to access the system as any other user may result in cancellation of user privileges. Any user identified as a security risk may be denied access to the network services.


6) Vandalism: Vandalism may result in cancellation of privileges and/or criminal prosecution. This definition includes, but is not limited to, contamination, deletion or reconfiguration of data or degradation of system performance in any way.


7) Updates: Madison County Schools may occasionally require new registration and account information from you to continue providing services. All terms and conditions stated in this document are applicable to the Madison County School System. These terms and conditions reflect the entire agreement of the parties and supersede all prior oral or written agreements and understandings of the parties. These term and conditions shall be governed and interpreted in accordance with the laws of the State of Georgia, United States of America.




User Agreement Authorization Form


User Authorization:


I hereby certify that I have read and understand Madison County Board of Education Regulation IFBGA and agree to abide by its terms and conditions. I understand that if I violate Regulation IFBGA, my network/Internet access privilege will be revoked and I will be subject to disciplinary action. I further understand that a violation of Regulation IFBGA may subject me to criminal and/or civil liability.


User Name (please print):__________________________________

Signature:
______________________________________ 

Date:

______________________________________

------------------------------------------------------------------------------------
Parent or Guardian Authorization: (Must be completed if user is a student)
As the parent or guardian of the above-named user, I hereby certify that I have read and understand Madison County Board of Education Regulation IFBGA. I further understand that some materials accessible to network/Internet users may be offensive, illegal, defamatory, or inaccurate, and that although the Madison County School District has taken reasonable precautions to restrict access to such materials, such exposure may nevertheless occur. With that understanding, I hereby give permission to the Madison County School District to allow access to the network/Internet to my child. I further agree to indemnify and hold harmless the Madison County School District, its employees and agents, from any and all claims arising from or related to my child's use or misuse of the network/Internet, and waive any and all claims I may have against the District for such use or misuse.

Parent or Guardian's Name (please print):__________________________________

Signature:
______________________________________ 

Date:

______________________________________

Sponsoring Teacher: (Must be signed if the user is a student)
I hereby certify that I have read and understand Madison County Board of Education Regulation IFBGA. As a sponsoring teacher, I have instructed the above-named user on acceptable use of the network and proper network etiquette.

Teacher's Name  (please print):_____________________________________

(Not required for High School Students)

Signature:
_____________________________________ 

Date:

_____________________________________

(adapted from White County, Georgia School District)

	Appendix B

Request for Reconsideration of Media Center Materials

Type of Material (book, magazine, software, videotape, other) _____________________

Author ______________________________Title _______________________________

Publisher/Producer________________________________________________________

Request Initiated by _______________________________________________________

Home Address ___________________________________________________________

Telephone: Home ______________________Other ______________________________

Does the person making this request represent him/herself personally or a group or organization?_____________Please identify group or organization__________________

Have you read the school’s selection policy?____________________________________

Have you read, viewed, or listened to the material in its entirety?____________________

Grade level currently using material: __________________________________________

Are you aware of the teacher’s purpose in using this material? _____________________

________________________________________________________________________
What do you believe is the theme of this material?_______________________________ ________________________________________________________________________

To what in the material do you object? Please be specific. _________________________

________________________________________________________________________

________________________________________________________________________

What do you feel might be the result of reading, viewing, or listening to this material?

________________________________________________________________________

________________________________________________________________________

For what age group would you recommend this material? _________________________

In the place of this material, please recommend other material that you consider of equal or superior quality for the educational purpose intended. __________________________

________________________________________________________________________

What request do you make for this material?

_____Remove material from the school

_____Restrict use by students

_____Place material at another school

_____Other _____________________________________________________________

Signature of complainant ___________________________ Date ___________________

(Please return completed form to the media specialist.)

________________________________________________________________________

Date request received: ___________________ By whom: _________________________


(Adapted from Canup et al; 2005; Hunter et al., 2005; & Van Orden, 2001)
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