
 
 

 
  
 
Wild Rose Public Schools 
 

Administrative Procedures Manual 

Administrative Procedure 270 
  

 
 

270 - SCHOOL LIBRARIES 
 

Background 
 
The Division recognizes that, to an increasing extent, the modern school should be 
graduating students who are trained to find information for themselves. The Division 
recognizes the need for a school library program as an important and integral part of any 
education process. The program must include: 

 Goals and objectives consistent with the educational program the library serves; 

 Good facilities, equipment and furniture; 

 Appropriately qualified personnel; 

 Learning resources; 

 Transportation services for the transportation of materials and equipment; and 

 Resources and personnel for improving student research and study skills. 
 
Rationale 
 
It is the desire of the Division that schools make available to students a broad program 
of library instruction integrated with the instructional programs. This will be done in 
cooperation with all members of the school instructional staff and administration. This 
instruction will be facilitated by good physical facilities and a wide collection of print and 
non-print materials. 
 
These services may be augmented by an Instructional Media Centre located at Division 
Office. 
 
Goals and Objectives 
 
The school library should attempt to: 
 
1. Develop library skills that the student may use throughout life; 
 
2. Contribute to the decision making skills of students; 
 
3. Develop the student's ability to research and evaluate, as well as satisfy his/her own 

interests; 
 
4. Develop student's skills for organizing and using information; 
 
5. Develop student's skills listening, viewing and communicating (e.g. reading, writing, 

speaking); 
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6. Provide resources for assisting the teaching staff to improve their professional 
competencies, and to provide resources for better instruction; and 

 
7. Develop positive student attitudes toward the library. 
 
Resource Selection 
 
1. Learning resources are sources of information regardless of format. Careful 

evaluation and selection of these learning resources is necessary to meet student 
and curricular needs. 

 
2. The intent of the Division is to provide a wide range of learning resources at varying 

levels of difficulty and in several different formats. These materials, through their 
diversity of appeal and their presentation of different points of view to meet the needs 
of students, teachers and the experiences encompassed in the curriculum, will 
promote the intellectual, cultural, social and ethical development of students. 

 
3. Learning resources are to be selected carefully. The criteria for selection of learning 

resources shall be established by the teaching staff in conjunction with the librarian 
and administration. The criteria shall include resources that: 

3.1 Support and enrich the curriculum; 

3.2 Promote reading for enjoyment, and increase appreciation for aesthetic 
values and commonly accepted societal standards; 

3.3 Provide materials which present both sides of controversial issues so that 
students may make critical analyses and thereby make wise and well-
informed decisions; 

3.4 Stimulate intellectual growth and increase factual knowledge and application; 
and 

3.5 Provide a wide collection of materials representing religious, ethnic, linguistic, 
and cultural groups and their contributions to our national heritage. 

 
4. In addition, the school library should endeavor to evaluate and select Learning 

Resources according to the following criteria: 

4.1 Copyright date, especially in the fields of science, social science, and useful 
arts; 

4.2 Timeliness and permanence of the material; 

4.3 Relationship of the item to the curriculum; 

4.4 Relationship of the item to extra-curricular activities including reading or 
enjoyment; 

4.5 Relationship of the items to community interests; 

4.6 Guidelines for tolerance and understanding; and 

4.7 Canadian content priorities. 
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5. Specific criteria for the evaluation and selection of fiction. All of the above criteria will 
be applied in the evaluation and selection of fiction. In addition, fiction should: 

5.1 Avoid stereotyping, sadism and sensationalism in reference to ethnic groups, 
work roles and sex roles; 

5.2 Present an unbiased view of contemporary social problems; 

5.3 Extend imagery appropriate to the developmental level of children; and 

5.4 Present life and fantasy in a reasonable fashion. 
 
6. Specific criteria for the evaluation and selection of magazines and newspapers. 

Magazines and newspapers shall be examined to determine if they: 

6.1 Present factual information; 

6.2 Discuss matters of timely interest; 

6.3 Express divergent points of view; 

6.4 Have value as a reference; 

6.5 Are indexed in the Abridged Reader's Guide, Canadian Periodical Index, the 
Children's Magazine, or by an index prepared specifically for the magazine, 
(see Basic Canadian Index); and 

6.6 Are good value for the price (that is, contain a reasonable proportion of 
information to advertising). 

 
7. Specific criteria for evaluation and selection of gifts, free materials and duplicates: 

7.1 Gifts must meet the same standards as all other library materials; 

7.2 Gifts must be disposed of when warranted; 

7.3 Free materials must be free of excessive amounts of advertising and 
distortion; and 

7.4 Duplicates should be purchased only when the need is definitely 
demonstrated. 

 
8. Specific criteria regarding controversial issues: 

8.1 Materials on religion are chosen to explain rather than convince and are 
selected to represent the field as widely as necessary for school purposes; 

8.2 Selection of materials on political theories or ideologies or on public issues is 
directed toward maintaining a balanced collection representing various views; 

8.3 The fact of sexual incidents or profanity appearing should not automatically 
disqualify any material; and 

8.4 Sexual material of a factual and instruction nature and various reading levels 
is recommended in conjunction with board and school policies. 

 
Discarding Materials 
 
1. Materials that have been badly damaged or 'read to pieces' should be discarded as 

the need arises. Appropriate records should be kept to allow purchase of a new copy 
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or a suitable substitute if the material is judged to be of sufficient value, interest, 
and/or quality to warrant the cost. 

 
2. Weeding should usually take place yearly during the inventory in June or on a 

continual basis. Out-of-date material should be removed from the shelves in favor of 
more current information so that students and teachers will be able to locate relevant 
data in their subject area. 

 
3. Specific weeding procedures are outlined in a publication entitled Weeding the 

School Library Collection - Calgary Board of Education. 
 
Research Skills and Study Skills 
 
1. One goal of the library shall be the mastery and extension of research skills at 

various levels of difficulty. 
 
2. Research skills: 

2.1 Should be taught functionally in context of a topic or study; 

2.2 Must require the understanding, meaning, and purpose of the skill; and 

2.3 Must be a program allowing skills to be taught as required by the learner or to 
be taught concurrently. 

 
Facilities, Equipment and Furnishings 
 
1. Libraries shall be functional and attractive in appearance, and located in such a 

manner that optimum use is possible. 
 
2. A basic inventory of library equipment and furnishings shall be kept by the librarian. 

Furnishings are dependent on school size and should be updated accordingly. 
 
3. Repair and maintenance of equipment and furnishings shall normally be done 

through the maintenance department, or when necessary, by specially trained 
personnel. 

 
4. Obsolete or unserviceable equipment shall be disposed by the Maintenance 

Supervisor or his designate in accordance with legislation or board policy 
 
 
 
Reference: Section 39, 60, School Act 

Administrative Procedure 271 – Challenged Resources 
 


