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BALLYMENA ACADEMY





LIBRARY POLICY





Aim		To be a user-centred provider of information, resources and services,


		continually anticipating and responding to the overall educational aims


		and needs of the school.





Objectives





In support of the above, the key objectives of Ballymena Academy School Library are:-





		To provide an environment which is inviting, welcoming and conducive


		to learning.





		To locate the majority of information resources in the school.





		To catalogue systematically the majority of the educational resources


		located in the library and throughout the school.





		To help pupils become library-conscious and competent in using its


		resources.





		To provide resources, suitable for pupils and teachers, which are 


		up-to-date, relevant, wide-ranging, well presented and accessible.





		To acquire, present and promote appropriate resources which will 


encourage pupils to discover and appreciate the pleasures and benefits 


of reading and research.





To facilitate private study and whole-class activities.





To promote and maximise the use of services offered by the Schools’


Library Service.





To be innovative and effective in delivering services.





Management and Organisation





The Teacher Librarian and Assistant Librarian are responsible for the general management of the school library.  They liaise with Senior Management, the NEELB Library Service, Heads of Departments/Subjects/Cross-Curricular Theme Co-ordinators (or their representatives), and pupils in the selection and evaluation of resources.





Suggestions on collection development and requests for specific materials are given careful consideration in light of overall library needs and budget constraints.





Resources are catalogued using the Dewey classification system and recorded on database using the SIMS library module.





Stocktaking takes place annually in June.   


Throughout the year materials are removed which are outdated or in a condition no longer suitable for circulation.  Where such materials are not the property of the school they are returned to the owner.  Where materials owned by the school are in a deteriorating condition, they are mended or rebound whenever appropriate.  Materials owned by the school which are no longer useful to the library are disposed of.         





Pupil/Staff Access





Pupils and teachers have access to the School library and its facilities at the following times:-





	Monday - Thursday		-	9.00 a.m. - 4.45 p.m.


	Friday				-	9.00 a.m. - 4.15 p.m.





Use of the Internet





Users must comply with the school rules and regulations governing use of the Internet.





Loan Regulations   





Each year group has times designated for use of the borrowing facility (see Appendix 1).  In addition all pupils may use this facility after school Monday - Friday.  Each pupil is issued with a library card which enables him/her to make use of the borrowing facility. 





Reference books may not be borrowed and should not be removed from the library.  





Pupils can borrow most materials for up to two weeks.  





CD Roms and other material in high demand can be borrowed on a short term basis - usually overnight or a weekend.  





The due date is stamped on all items borrowed.  All items must be returned or renewed by the due date or fines will accrue.





Fines are charged for overdue materials to encourage borrowers to return items on time so others can use them.  A small fine per overdue item per day is levied.  The money thus gathered will be used to purchase library items.





Pupils are expected to pay for or replace materials which they have lost or damaged beyond normal wear and tear while these have been on loan.





Gifts





The library welcomes gifts of appropriate books and other suitable materials.  When the library receives a cash gift for the purchase of memorial books or other materials the selection will be made by the librarian in consultation with the donor and the Principal.  The name of the donor or person commemorated  may be entered on the bookplate.





Pupils are expected to adhere to library rules and regulations at all times (see Appendices 1, 2 and 3).


                                                    


�APPENDIX 1





THE LIBRARY : RULES AND REGULATIONS





Pupils may borrow books at lunch time every day on their specified library days:-





	Form 1		:	Period 5	Tuesday and Thursday





	Form 2	 	:	Period 5	Wednesday and Friday





	Form 3		:	Period 6	Monday and Tuesday





	Form 4		:	Period 6	Wednesday and Friday





	Form 5		:	Period 7	Friday





	Form 6 & 7	:	Any time within opening hours





and after school from 3.30 - 4.45 p.m. (3.30 - 4.15 p.m. Fridays).   Books should be returned within a fortnight.





Pupils must never take out of the library a book or CD Rom without having it properly processed by a librarian.





Pupils should take good care of any books or CD Roms borrowed.





On no account should a pupil write on a book.





Books and CD Roms, after consultation,  should not be misplaced, i.e. when a pupil has finished looking at a book or CD Rom they must put it back in the correct position on the shelf.	





Pupils should ask the permission of a librarian before using the computers and CD Roms.





All litter must be put in the bins provided.





Internet Policy





Pupils accessing the Internet must follow procedures detailed in Appendix 2.





Charges





Pupils using the printer will be charged 5p per page for a black and white print-out and 10p per page for a colour print-out.





5p per day will be charged for each overdue book.





Pupils using the Internet will be charged £1.00 per 30 minutes.





Staff:-		Teacher Librarian		


		Assistant Librarian		





�APPENDIX 2





INTERNET  -  PUPIL GUIDELINES








Booking Procedure





Access to the Internet must be booked in advance with the Librarian.





A payment of £1 per half hour must be made to the Librarian when the booking is made.  This can be refunded if for any reason access to the Internet cannot be gained during at least part of the booked session.





The minimum booking time is half an hour, unless you only want to send an e-mail, in which case a ten-minute session can be booked (see e-mail below).





The Librarian will record the date on which you are accessing the Internet, your name, your form, your intended starting and finishing time, your reason for using the Internet and the amount paid on a record sheet.





If you have been instructed by your teacher to use the Internet as part of a project, the booking procedure is as above but a payment does not have to be made.  A form, available from the Librarian, giving your teacher’s permission for you to use the Internet in this way, must be signed by your teacher.  This must be returned, by you, to the Librarian at the time of booking.








Getting On Line





At the start of the session you must report to the Librarian.  The Librarian will contact the School switchboard so that a telephone line can be made available for the Internet connection.





The user name and password required to get you on line will be typed in by the Librarian.





Permission must be gained from the Librarian before you print any material you have accessed.  An additional charge will be made for use of the printer.





Permission must also be gained from the Librarian before you send e-mail in the course of your Internet session.





Closing Down





At the end of your session you must disconnect from the Internet provider and report to the Librarian so that the telephone line can be restored by the School office.


�e-mail





Incoming e-mail will be printed by the Librarian and pinned on the noticeboard in the Library for collection.





To send an e-mail you can book the terminal for a ten minute period.  A payment of 20 pence must be made to the Librarian when this booking is made.  The e-mail should be typed at the terminal and posted in the normal way.  There is no need for you to go on line to compose the e-mail.  The Librarian will enter the password to go online and send the e-mail when you have finished typing. 





Warning





Access to, sending or printing of any material considered to be of an offensive nature or related to drugs, violence, racism or sectarianism is strictly forbidden.  Misuse of the Internet in any way will be treated as a serious breach of School regulations and may lead to suspension or expulsion from School.





A history of all sites visited will be maintained.  This will be checked on a regular basis and will, if necessary, be matched to the booking sheet held by the Librarian.











�APPENDIX 3





BALLYMENA ACADEMY





PUPIL INTERNET RESPONSIBILITY CONTRACT





Please read the following carefully before signing this document.  





The Internet is an electronic information and communication highway connecting millions of computers all over the world and millions of individual people.





In the school access to the Internet will be via Research Machines Internet for Learning.  This provides filtered access to the full facilities of the Internet.  Pupil access will only be available to those who have signed the Pupil Internet Responsibility Contract.





Pupils will have access to 





Electronic mail  (e-mail)





Information and News from a wide variety of sources, research institutions, Libraries and Universities





Discussion Groups





Public Domain and Shareware of all types





The aim of the school’s provision of access to the Internet is to support education and research.  Pupil use of the Internet must therefore be for educational or school-based research reasons only.





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.





Research Machines filter out Internet sites which they are aware are not suitable for educational purposes.  However they cannot guarantee to filter out all such sites as new sites come on line all the time or existing sites change address.





Guidelines are provided to ensure that proper educational use is made of the School’s Internet facility (see Appendix).  If any user violates any of these guidelines appropriate disciplinary action will be taken and future access to the Internet could be denied.





The signatures at the end of this document are legally binding and indicate that the parties who sign have read the terms and conditions carefully and have understood their significance.





Access, copying or printing of any threatening or obscene material is strictly forbidden.





Copyright regulations must be adhered to for all Internet data.





�BALLYMENA ACADEMY





INTERNET RESPONSIBILITY CONTRACT








Pupil Contract





I wish to register as a user of the Ballymena Academy Internet facility.





I undertake to ensure that I will only make such use of the facility as is consistent with the school aims for use with the Internet indicated overleaf. 





I understand and will abide by the appended guidelines for use of the school’s Internet facility.  





I also understand that certain violations of these guidelines may constitute a criminal offence, and that should I commit any violation, my access privileges may be revoked and school disciplinary action taken and/or appropriate legal action pursued.








Name of Pupil: (please print) 						 Form:			








Pupil’s Signature: 							 Date:			














Parent/Guardian Contract








I grant permission for my son/daughter 					 to become a registered user of the school’s Internet facility.





I have read the Pupil Internet Responsibility Contract and the appended guidelines regarding its use.





I understand that the use of the Internet facility is for school-based educational and research purposes.  





I accept that the school will not be held responsible for material acquired or problems related to the use of material acquired on the Internet facility.





I hereby give my permission for above named pupil to use the school’s Internet facility.








Name of Parent/Guardian  (please print) 							








Signature of Parent/Guardian: 					  Date:			











