Library Policy and Procedures: Lake Worth ISD

LWISD OVERDUE BOOK RECOVERY PROCEDURES

One Strike
1. After book is overdue three weeks, librarian contacts the student, calling him/her into the library to ask about the book.
2. Student returns the book; no fine assessed.
Or…
3.  Student doesn’t return the book.
4. Librarian calls student back to the library for second discussion.
5. Student returns the book; no fine assessed.
Or…
Two Strikes
6.  Student doesn’t return the book.
7. Librarian sends list of students with “two strikes” to principal.
8. Principal and librarian decide who will contact parents.
9. Parents are contacted.
10. Book is returned; no fine assessed.
Or…
Three Strikes – You Pay!
11.  At the end of the first semester and at the end of the fifth six weeks, librarian will generate a list of students who still have books outstanding AND who have gone through parent contact with no results and send it to principal (“three strikes”).  The list will include student names, book name and author, and replacement cost of the book.
12. Principal send list of: student name, book name and author, and replacement cost to business office (Christy Stinson directly with “cc” to Becky Campbell.
13. Business office creates and mails Invoices to students’ homes.  Business office records a “due” from student’s entry in the general ledger for each campus.
14. Principal and librarian use school messenger to contact parents also.
15. Book or money is turned in. (Book to library -- $$ to business office)
16. When $$ are turned in to library, librarian clears restrictions from student’s patron status and submits $$ to 199 funds .  $$ to business office must be accompanied by copy of receipt showing name of student returning book, title of book, and amount received.
17. If $$ are turned in to the business office, business office will notify Gwen to clear student patron restrictions.
18. Gwen will communicate clears to librarians.
19. Librarian requests $$ back from 199 funds to replace the book and orders the replacement.
20. Librarian will then delete the missing book from the catalog.
Policies for the LWISD library system are grounded in the following mission:   LWISD libraries will create a love of books, an appreciation of and respect for freedom of speech in written materials, and a safe environment for students to explore and expand their world through the written word, in print, electronic media, and the visual arts.  Through student choice, a wide range of selections, and stimulating activities, the libraries will create lifelong readers whose reading skills contribute to their skills as good citizens.
CIRCULATION POLICY FOR LIBRARY BOOKS AND MATERIALS
Checking out books, students:
1.  Students may check out books for a two week period only, followed by no more than two renewals, according to the following guidelines:
a. Kindergarten – visits begin for story time and library skills when student start kindergarten in the fall.  After spring break, students may begin to check out one book at a time that goes back to their classroom with them and their teacher, but does not go home.
b. First grade – students may check out two books that go back to their classroom with them and their teacher before Christmas; after Christmas their books can go home.
c. Second through twelfth grades – students may check out two library books that can go home with them.  [Students may check out textbooks as needed.]
2.  Teachers may encourage students in kindergarten to find books from the picture book area including easy readers. 
3. Teachers may require students in first through fourth grade to select one of their two books on level according to the student’s MAP lexile level; the other book must be of the student’s choice.
Overdue:
1. A book becomes overdue when it has been checked out for more than two weeks and has not been renewed. Books can be renewed at the discretion of the librarian only if students bring the book back in when renewing it.
2. At this point, students with overdue materials can no longer check out books from the library until the book/s has been returned or paid for.
3. At this time, parents will be invoiced for the cost of book replacement.
4. Students are required to pay for the materials.
Students who are unable to provide $$ or return/recover lost books and materials may not check out books from the school library, but are welcome to read books in the library, participate in research projects using the materials while they are in the library, and use classroom libraries following individual teacher guidelines for classroom materials.


Checking out books, teachers:
1.  Teachers may check out as many books and materials as they wish for the current school year.
2. At the end of each six weeks, or, at the high school, semester, librarians will generate a report for teachers listing materials and books currently checked out to them.
3. If teachers don’t return all materials and books by May 15, those materials become overdue and teachers may no longer check out library materials until their account is cleared
4. Book/material recovery procedures will begin for that teacher.
5. Campus principals must put “cleared through library” as part of the campus check-out procedure for year’s end.  If this is not cleared, principal assumes responsibility for missing materials and will begin procedures for salary deduction by e-mailing the business office.
6. During their exit interview, teachers who leave LWISD will be asked if they have outstanding materials.  The administrator conducting the interview will call the campus principal to check their checkout form and the online Destiny database.  Teachers will be asked at that time to pay for outstanding materials or their August pay check will be held.
7. Teachers, like students, must pay for materials they cannot return. The cost of materials not returned at year’s end will be deducted from teacher’s salary in August.
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