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Policies and Procedures for The Antelope High School Library 

Introduction 

The Antelope High School (AnHS) Library is located on the modern campus of Antelope 

High School in Antelope, CA and can be accessed through an outside courtyard area. The 

Library itself is a bright and modern space, with five, floor to ceiling windows, five sky lights, 

20 ft. ceilings, and 5040 sq. ft. of usable space.  Within the Library, there are several distinct 

zones dedicated to various activities such as reading, studying, computing, collaborating, 

socializing, and “making”. In addition to the main library space, the College and Career Center is 

also located in the Library. The Library serves Antelope High School’s entire academic 

community, including faculty, staff, students, and district personnel. While the entire student 

body of 1,825 students utilizes the AnHS Library for textbook checkouts and returns four times 

each year, an average of 350 students visit the AnHS Library every day for a variety of services, 

starting before school and continuing through after-school tutoring and library events. 

Additionally, parent groups, guest speakers, counselors, the school nurse, on-campus clubs, 

various sports teams, teachers, and the Roseville Joint Union School District hold events and 

meetings in the Library.  

The challenges facing the AnHS Library include a below average budget, a small print 

collection, low student participation in library programming and events, and limited teacher and 

librarian collaboration. Opportunities for growth include community collaboration and 

partnership expansion, increased social media use to market makerspace, databases, and library 

programs and events, grants to expand the digital collection and update technology, streamlining 
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of the user experience, and implementation of a schoolwide focus on information and digital 

literacy skills instruction and teacher collaboration. 

The Antelope High School Library Mission  

The Antelope High School Library strives to foster a positive school culture and sense of 

community by placing students at the center of everything we do, establishing a “sense” of place 

for students to interact, communicate, and collaborate with one another, and by forging key 

relationships and partnerships with teachers to plan and deliver meaningful instruction.  The 

library is committed to enabling students’ beliefs in their own ability to seek and use information 

successfully, while also contributing to their rigorous application of skills, knowledge, and 

behaviors needed to thrive in today’s global society. Through our library services and 

programming, we empower students to explore and take risks in order to develop the skills 

necessary to be college and career ready and self-directed, lifelong learners in the twenty-first 

century. 

Collections Policy Purpose 

The purpose of the collections policy statement is to guide the selection, deselection, and 

reconsideration of library resources, to ensure that the selection of materials reflects the school’s 

mission and guiding principles, follow the guidelines regarding intellectual freedom and 

censorship found in foundational documents such as the Library Bill of Rights, provide a 

framework for consistent and diverse collection building and stewardship of public funds, and 

provide guidelines for relations with the library’s community.  
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Policy Outline 

Policy Objectives 

The AnHS Collections Policy directs the library to provide staff and students with a 

variety of resources that both enrich and support the established curriculum, allow for multiple 

points of view, present various sides of controversial issues so that students can make informed 

decisions as members of a global and technological society, provide opportunities to develop 

analytical skills, meet the needs of a diverse staff and student population, develop and strengthen 

the reading culture with varied literature, and provide high quality resources that are up-to-date. 

The resources provided to the staff and student populations are available at all levels of difficulty 

and in a variety of formats, from print to audio to electronic. The Roseville Joint Union High 

School District Board (RJUHSD) supports the AnHS Collections Policy by stating its “desire 

that school libraries be stocked with up-to-date books, reference materials, and electronic 

resources that promote literacy, support academic standards, and prepare students to become 

lifelong learners” (Roseville Joint Union High School District, 2015, p. 1). 

Intellectual Freedom 

The school libraries of the RJUHSD are guided by the principles set forth in the Library 

Bill of Rights and its interpretative statements, including “Access to Resources and Services in 

the School Library Program” and The Students’ Right to Read statement of the National Council 

of Teachers of English (Adams, 2018). See the Attachments at the end of this policy document 

for the Library Bill of Rights, “Access to Resources and Services in the School Library 

Program,” and The Students’ Right to Read statement. 
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Responsibility for Selection 

As directed by the RJUHSD Board Policy the “Superintendent or designee may, in 

consultation with teacher librarians, classroom teachers, administrators, parents/guardians, and 

students as appropriate, develop and regularly update a plan for school libraries that describes the 

district's goals for school libraries and how funds will be distributed to school sites to support 

libraries” (RJUHSD, 2015, p. 1). Responsibility for actual selection rests with professionally 

trained library personnel using the board’s adopted selection criteria and procedures as 

developed in collaboration with the district librarians. 

Selecting Materials on Controversial Topics  

“School librarians are ethically responsible to provide access to resources with varying 

perspectives for students’ curricular and personal information needs. Guidance for selecting 

resources which may be considered controversial can be found in the American Library 

Association’s Library Bill of Rights, the American Library Association’s Code of Ethics, and the 

Freedom to Read Statement” (Adams, 2018). The RJUHSD School Board subscribes to the 

principles expressed in the American Library Association’s Library Bill of Rights. It is the 

responsibility of the RJUHSD to provide a wide range of materials with varying difficulty levels 

and different points of view. School library professional staff will provide materials with 

opposing viewpoints on controversial issues to enable students to develop the necessary critical 

thinking skills to be discriminate users of information, college and career ready, and productive 

members of our global and digital society. 
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Collection Topologies  

Monographs and young adult fiction and nonfiction books will make up the primary print 

collection.  Media materials, serials, ebooks, newspapers, and additional reference materials will 

compose the primary electronic collection and will be accessed via database subscriptions with 

Gale Infotrac, ABC Clio, ProQuest, Britannica Learning, The Sacramento Bee, and The New 

York Times. 

A partnership with the Sacramento Public Library (SPL) will also allow students with a 

Sacramento Library card to access the SPL’s entire print and electronic collection to include 

ebooks through the Libby App and several additional databases.  

A separate Special Education and Spanish Language library collection will supplement 

the main library collection. The Special Education collection will include board books, easy 

readers, chapter books, nonfiction books, and graphic novels with a reading level range from 

pre-k to high school. The Spanish Language library collection will include popular fiction and 

Orca Soundings fiction titles for young adults and reluctant readers.  The Orca Soundings fiction 

titles will be purchased in groups of four to allow for book club discussions in collaboration with 

the World Languages department. 

Final purchases will be made in alignment with the selection criteria listed below and in 

consultation with teachers, especially for nonfiction titles designed to supplement classroom 

curriculum.  Additionally, teacher requests for fiction titles will be considered in order to support 

pleasure reading in the curriculum. To meet user needs, student requests for fiction and 

nonfiction titles will also be considered and purchased according to the selection criteria. 
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Selection Criteria 

The selected resources shall meet the selection criteria in order to uphold the vision and 

mission of Antelope High School and the RJUHSD and maintain the intellectual freedom rights 

of the population (staff and students ages 13-18) that the library serves.  Material is not excluded 

because of the race, nationality, religion, gender, sexual orientation, or political and social views 

of the author.  Inclusion of materials does not imply agreement with or endorsement of content. 

The following criteria will be adhered to when selecting materials for the library.  The selected 

materials will: 

● Support and enrich the curriculum and/or students’ personal interests and learning 

● Meet high standards in literary, artistic, and aesthetic quality; technical aspects; 

and physical format 

● Be appropriate for the subject area and for the age, emotional development, ability 

level, learning styles, and social, emotional, and intellectual development of the 

students for whom the materials are selected 

● Incorporate accurate and authentic factual content from authoritative sources 

● Earn favorable reviews in standard professional reviewing sources and/or favorable 

recommendations based on preview and examination of materials by professional 

personnel 

● Exhibit a high degree of potential user appeal and interest 

● Represent differing viewpoints on controversial issues 

● Provide a global perspective and promote diversity by including materials by 

authors and illustrators of all cultures and when possible in additional languages 

● Include a variety of resources in physical and virtual formats including print and 

non-print such as electronic and multimedia (including subscription databases and 
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other online products, ebooks, audiobooks, and other forms of emerging 

technologies such as virtual reality and artificial intelligence) 

● Demonstrate physical format, appearance, and durability suitable to their intended 

use 

● Balance cost with need (Adams, 2018) 

DVD Collection Guidelines. The Antelope High School Library maintains a broad 

selection of information and instructional DVDs for use by the staff only.  The following 

selection criteria are considered when evaluating DVDs for purchase: 

● Budgetary constraints 

● Age of production and timeliness 

● Awards and critical acclaim 

● Cultural influence 

● Curricular alignment (Adams, 2018) 

Criteria for the Selection of Digital Resources. Digital resources, including ebooks, 

eaudiobooks, and databases are subject to the same general selection criteria as other materials. 

Selection Aids  

The following selection aids are recommended to ensure a diverse, balanced and quality 

collection that serves the staff and student population of Antelope High School and maintains the 

school’s vision and mission.  
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● Association for Library Service to Children (ALSC) Notable Children’s Books 

○ Identifies the best of the best, or notables, in children's books.  These are 

books of especially commendable quality, books that exhibit venturesome 

creativity, and books of fiction, information, poetry and pictures for all age 

levels that reflect and encourage children's interests in exemplary ways 

(ALSC, 2018). 

● Booklist 

○ Booklist Online offers exclusive reviews for librarians.  All reviews, 

which include fiction, nonfiction, audio, and video titles, are from experts 

in the American library Association. Booklist also offers book lists for 

titles that have received book, media and diversity awards for children, 

middle-graders, and young adults.  
● School Library Journal 

○ The School Library Journal offers reviews for a wide variety of categories, 

such as “Authors and Illustrators,” “Best of,” “Booklists,” “Media,” 

“Reference,” “Series Made Simple,” and “Tech,” and for many different 

genres, including professional readings and Spanish Language materials. 

● We Need Diverse Books Website 

○ We Need Diverse Books (WNBD) is a non-profit, grassroots organization 

that advocates essential changes in the publishing industry to produce and 

promote literature that reflects and honors the lives of all young people. 

WNBD offers compiled lists of sites that offer recommendations for 

http://www.ala.org/alsc/awardsgrants/notalists
https://www.booklistonline.com/
http://www.slj.com/
http://weneeddiversebooks.org/
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diverse titles, a booktalking kit, and a summer reading series.  Their 

primary goal if for every child to see themselves in a book (WNBD, 

2018).  

● Young Adult Library Services Association (YALSA) Best Books for Young 

Adults 

○ YALSA’s Best Fiction for Young Adults Committee presents fiction titles 

published for young adults in the past 16 months that are recommended 

reading for ages 12 to 18. The purpose of the annual list it to provide 

librarians and library workers with a resource to use for collection 

development and reader’s advisory purposes. They now also offer a Teen 

Book Finder Database so that users can search by award, list name, year, 

author, genre and more, as well as print customizable lists (YALSA, 

2018). 

● ALA Award Winners  

○ Honors books through a variety of awards such as YA Nonfiction winners 

and finalists, W.Y. Boyd list of winners, Stonewall Book Awards list, 

Sibert Medal winners, Schneider Winner list, Printz Winner and Honor 

books, Morris Winners list, Coretta Scott King Awards list, Belpré Medal 

Winners, and Brody Medal list of recipients. The ALA also provides lists 

to help librarians build collections, book lists for young adults and teens, 

and resources on guided and leveled reading. 

 

http://www.ala.org/yalsa/best-fiction-young-adults
http://www.ala.org/yalsa/best-fiction-young-adults
http://booklists.yalsa.net/
http://booklists.yalsa.net/
http://libguides.ala.org/recommended-reading/award-winners
http://www.ala.org/yalsa/nonfiction-award
http://www.ala.org/yalsa/nonfiction-award
http://www.ala.org/awardsgrants/awards/2/all_years
http://www.ala.org/glbtrt/award/stonewall/honored
http://www.ala.org/alsc/awardsgrants/bookmedia/sibertmedal/sibertpast/sibertmedalpast
http://www.ala.org/awardsgrants/awards/1/all_years
http://www.ala.org/yalsa/printz-award
http://www.ala.org/yalsa/printz-award
http://www.ala.org/yalsa/morris-award
http://www.ala.org/emiert/coretta-scott-king-book-awards-all-recipients-1970-present
http://www.ala.org/alsc/awardsgrants/bookmedia/belpremedal/belprepast
http://www.ala.org/alsc/awardsgrants/bookmedia/belpremedal/belprepast
https://www.rusaupdate.org/awards/sophie-brody-medal/
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● The Brown Bookshelf 

○ The Brown Bookshelf is designed to push awareness of the “Black voices” 

writing for young readers.  They look for the best new and unnoticed 

works by African-Americans. Their “flagship initiative is 28 Days Later, a 

month-long showcase of the best in Picture Books, Middle Grade, and 

Young Adult novels written and illustrated by Black creators” (The Brown 

Bookshelf, 2018).  

● Cooperative Children’s Book Center 

○ The CCBC is a non circulating examination, study, and research library  

that provides hands-on book examination, web resources, and book 

challenge assistance for school and public librarians. CCBC collections 

include review copies of the newest books for children and teenagers 

published in the United States. The CCBC also provides Original 

bibliographies created by the CCBC professional staff on a wide range of 

themes and topics for children and teens from birth through high school, 

including those aligned with the Common Core Standards. Web resources 

include links to many of the annual children's and young adult literature 

awards and best-of-the-year lists, and Original interviews by a wide range 

of authors, artists and others in the children's and young adult literature 

field (CCBC, n.d.). 

 

 

https://thebrownbookshelf.com/
https://thebrownbookshelf.com/28-days-later-2/
https://ccbc.education.wisc.edu/
https://ccbc.education.wisc.edu/about/collections.asp
https://ccbc.education.wisc.edu/books/bibBio.asp?publications=true
https://ccbc.education.wisc.edu/books/bibBio.asp?publications=true
https://ccbc.education.wisc.edu/links/links.asp?idLinksCategory=2
https://ccbc.education.wisc.edu/authors/quickguide.asp
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● Goodreads 

○ Provides reviews of fiction and nonfiction titles, associated lists for 

additional titles like the book being reviewed, and recommendations for 

new titles. Publication and literary award information is also provided for 

each title. 

● Kirkus Reviews 

○ Provides fiction and nonfiction book reviews as well as author interviews, 

book lists, and award winning books. 

● Horn Books 

○ Provides weekly book recommendations, book lists, reviews, and author 

interviews in addition to information on how to bring young people and 

books together in the library. 

● American Indians in Children’s Literature 

○ Provides critical perspectives and analysis of indigenous peoples in 

children's and young adult books, the school curriculum, popular culture, 

and society. Additionally, provides links to book reviews, Native media, 

and revisions of racism in books 

● American Association for the Advancement of Science - Science Books and 

Films Online 

○ Offers a comprehensive list of highly recommended books, DVDs, and 

software for children and young adults reviewed over the previous year.  

 

 

https://www.goodreads.com/
https://www.kirkusreviews.com/
http://www.hbook.com/
https://americanindiansinchildrensliterature.blogspot.com/
http://www.sbfonline.com/pages/BestBooksHome.aspx
http://www.sbfonline.com/pages/BestBooksHome.aspx
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● Commonsense Media 

○ Offers media and book reviews for children grades Pre-K to High School 

in addition to digital literacy tools and resources. 

 Acquisitions Procedures 

Library professionals will seek input from teachers, other professional staff and students, 

as appropriate, in order to create a collection that supports instruction, literacy, and students’ 

recreational reading. Gift items will be selected based on whether they meet the selection criteria 

and are aligned with the vision and mission of the library and district. Deselection according to 

policy guidelines will occur in order to maintain a high quality and up-to-date collection that is 

relevant to the user population.  

● In selecting learning resources, professional personnel will evaluate available 

resources and curriculum needs and will consult reputable, professionally prepared 

aids to selection, and other appropriate sources. The actual resource will be 

examined whenever possible. 

● Recommendations for purchase involve administrators, teachers, students, district 

personnel, and community members, as appropriate. 

● Gift materials shall be judged by the selection criteria and shall be accepted or 

rejected by those criteria. 

● Selection is an ongoing process that should include removing materials that are no 

longer used or needed, adding materials, and replacing lost and worn materials that 

still have educational value (Adams, 2018). 

 

https://www.commonsensemedia.org/
http://www.ala.org/tools/challengesupport/selectionpolicytoolkit/reviewresources
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Gifts and Donations 

Gifts and donations to the school library are accepted with the understanding that the 

decision for use and disposition of the materials and/or funds will be determined using the same 

selection criteria as purchased materials. All materials should support the curriculum and needs 

of library users. The AnHS Library does not guarantee that donations will be added to the 

collection.  Any donations not meeting selection criteria for shelf life quality may be added to the 

Read and Return Honor Library as long as they meet the policy’s additional selection criteria. 

Gifts and donations, like purchased resources, will be removed from the collection at the end of 

their useful shelf life, according to the collection maintenance and weeding criteria. 

Collection Maintenance and Deselection (Weeding) 

Annually, the school librarian will conduct an inventory of the school library collection 

and equipment. The inventory can be used to determine losses and remove damaged or worn 

materials which can then be considered for replacement. The inventory can also be used to 

deselect and remove materials that are no longer relevant to the curriculum or of interest to 

students. The collection maintenance plan will includes systematic inspection of materials that 

results in deselecting outdated, damaged, or irrelevant materials from the collection (Adams, 

2018). 

Policy Revision 

All library policies, including the selection policy, will be reviewed every two years for 

necessary revisions as follows. 

Removing Outdated Statements. When professional association policy statements are 

removed or revised, corresponding action should be reflected in the library’s resources selection 
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policy. The selection policy must reference the most up-to-date association policy statements 

(Adams, 2018).   

Politics and the Timing of Policy Revision. No revision should be undertaken while a 

formal challenge to a library resource is occurring. The current governing board-approved policy 

and process must be followed to maintain good faith with the community, complainants, and 

supporters. Revisions should occur after the final decision on the questioned material has been 

made. When a challenge has been resolved, those involved should reflect on the reconsideration 

experience and use new knowledge to revamp the current policy (Adams, 2018). 

 Consideration of New Material Formats for Inclusion. The process for including new 

material formats (e.g. online databases, ebooks, audiobooks, apps) should be ongoing. Factors to 

consider in this decision include current demand, trends or growth in demand, and strengths and 

weaknesses of the format. Accessibility to patrons with special needs and language barriers 

should also be considered when purchasing materials. Evaluating new material formats based on 

these criteria prepares the library to meet patron demands (Adams, 2018). 

Guiding Principles for Library Resource Reconsideration 

Whether during an informal complaint or a formal reconsideration of a library resource, library 

staff, administrators, trustees, and Reconsideration Committee members complete their work 

using the following agreed-upon principles: 

● Libraries have diverse materials reflecting differing points of view, and a library’s 

mission is to provide access to information to all users. 

● All library users have a First Amendment right to read, view, and listen to library 

resources. 
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● The Library Bill of Rights and the Freedom to Read Statement of the American Library 

Association can be used as guiding documents. 

● Any person has the right to express concerns about library resources and expect to have 

the objection taken seriously. 

● When library resources are reconsidered, the principles of the freedom to read, listen, and 

view are defended rather than specific materials. 

● A questioned item will be considered in its entirety, not judged solely on portions taken 

out of context. 

● Parents or guardians have the right to guide the reading, viewing, and listening of their 

children but must give the same right to other parents/guardians. 

● Questioned items will remain in circulation during the reconsideration process. 

● The reconsideration process should be completed in its entirety and not subverted or 

ended prematurely, leaving the library open to legal challenge (Adams, 2018). 

Reconsideration of Library Resource. Despite the careful selection of library resources 

and the qualifications of those involved in the selection process, objections to library resources 

that are deemed offensive or inappropriate may occur. Any resident, employee, or student of the 

school district may express an informal concern or formal request for reconsideration of a library 

resource. 

 Procedures for Handling Informal Complaints. Persons with a complaint about library 

print or digital resources should state their concerns to the principal. The principal will listen 

attentively to the concerns and attempt to resolve the issue informally. As part of the discussion, 

the school employee will explain the library’s selection policy, selection criteria, diversity of the 

collection with resources from many points of view, and the selection process. Additionally, each 
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parent/guardian has the right to determine the appropriateness of library resources for their 

children and should accord the same right to other families. 

If the complaint is not resolved during the informal process, the principal will explain the 

formal reconsideration process and provide the individual with a copy of the school district’s 

library selection policy with reconsideration procedures and a request for reconsideration of 

library resources form. If there is concern about multiple items, a separate form must be 

completed for each item. All complaints to staff members shall be reported to the principal, 

whether received by telephone, letter, or in personal conversation. No library resources should be 

removed or restricted from use as a result of the informal complaint. If the completed and signed 

formal request for reconsideration form has not been received by the principal within two weeks, 

the matter shall be considered closed. 

Procedures for Handling Formal Complaints. The following ALA procedures should 

be followed if, after informally discussing the questioned resource, no resolution is made.  See 

Administrative Regulation 1312.2 and Board Policy 1312.2 for further information. 

Budget Outline  

The budget as shown in Table 1 is determined in May prior to the upcoming school year. 

Additional funds from printing income and payment of student fines are added to the budget 

throughout the year and serve as an additional funding source for patron driven acquisitions and 

makerspace supplies. Usage reports, which are included in the annual AnHS Library Report, 

determine budget cuts and adjustments for the following school year. For example, print 

magazines were eliminated for the 2018-2019 school year because of low usage statistics. 

Magazine subscription cuts save the library approximately $800.00 in costs per year.  The annual 

https://drive.google.com/open?id=1YVlEIZT9qImsyCK2kLkCL4JtUq4uIhy1
https://drive.google.com/open?id=1YVlEIZT9qImsyCK2kLkCL4JtUq4uIhy1
https://docs.google.com/document/d/1emZJCqKWXYmIT-bYsnLGpqOmaNBh9oCy_I8Ezc7rdTs/edit?usp=sharing
https://drive.google.com/open?id=1oD5FL0og8urb6lG_cijsQ2pNgoOO1DvP
https://drive.google.com/open?id=1Io-btfkMWFtvPhsRChhYUsGygR-vG-9K
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savings from print magazines can be put towards makerspace and patron driven acquisitions.  If 

surplus funds are available at the mid-year point, additional purchases that meet the selection 

criteria may be added. 

Table 1. Antelope High School Library Budget Report 2018-2019  

 Initial 
Allocation  

Encumbrances Expenditures Free 
Balance 

Percentage 
Remaining 

Fund Line 7/1/2018 10/1/2018 10/1/2018 10/1/2018 10/1/2018 

Electronic 

Multidisciplinary 
Databases 

5,500 0 5,498.55 1.45 .03 

Electronic 
Subtotal 

5,500 0 5,498.55 1.45 .03 

Young Adult 

Discretionary 

Print 1,200 0 227.69 972.31 81.0 

Special Ed 
Library 

600 0 561.68 38.32 6.4 

Spanish Language 
Library 

500 0 385.83 114.17 22.8 

Makerspace 525 0 7.70 517.30 98.5 

Nondiscretionary 

Print 2,700 0 2,631.90 68.10 2.5 

Young Adult 
Subtotal 

5,525 0 3,814.80 1,710.20 31.0 

Staff 

Discretionary 

Media 500 0 0 500 100.0 
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 Initial 
Allocation  

Encumbrances Expenditures Free 
Balance 

Percentage 
Remaining 

Professional 
Development 

1,000 0 883.61 116.39 11.6 

Staff Subtotal 1,500 0 883.61 616.39 41.1 

Materials and Supplies 

Discretionary 1250 0 365.29 884.71 70.8 

Materials Subtotal 1250 0 365.29 884.71 70.8 

Rentals/Leases 

Nondiscretionary 250 0 0 250 100.0 

Rentals Subtotal 250 0 0 250 100.0 

Services 

Nondiscretionary 100 0 49 51 51.0 

Services Subtotal 100 0 49 51 51.0 

Contingency 875 0 0 875 100.0 

Total 15,000 0 10,611.25 4,388.75 29.3 

Note. Adapted from Fundamentals of Collection Development and Management Sample Budget 
Report (Johnson, 2018, p. 109). Copyright 2018 by the American Library Association 
 

Attachments 

Intellectual Freedom Core Documents 

Challenge Support and Reporting Censorship 

Bibliography of Additional Selection and Reconsideration Policy Resources 

Request for Reconsideration of Material Form 

Letter to Person Requesting Reconsideration 

Reconsideration Committee Report 

http://www.ala.org/tools/challengesupport/selectionpolicytoolkit/coredocuments
http://www.ala.org/tools/challengesupport/selectionpolicytoolkit/reportingcensorship
http://www.ala.org/tools/challengesupport/selectionpolicytoolkit/bibliography
https://drive.google.com/file/d/1YVlEIZT9qImsyCK2kLkCL4JtUq4uIhy1/view?usp=sharing
https://docs.google.com/document/d/1z6k1BYoWBvAzPKLQs0Jw2c1SHk6hGgBMejB_TAGthpk/edit?usp=sharing
https://docs.google.com/document/d/13GyS7jQICjLS5W5RerpSUNXym68Gq4T8lzK0M3uhySw/edit?usp=sharing
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