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I.

PURPOSE
The purpose of this policy is to act as a guide for Minnesota State Academies (MSA)
libraries, primarily the MSAD student library, the MSA curriculum/resource library, and
other resources within the library software system, to assign responsibilities and develop
strategies that foster literacy development at MSA, and to ensure school community
participation in decisions regarding selection, purchase, and as needed, removal of library
books, resources, media, and materials. Other libraries may be added to the scope of
this policy as determined by the MSA Library Committee (i.e., curriculum libraries,
subject-specific libraries). This policy does not include the Minnesota Resource Libraries’
collection (refer to MSA Policy #750).

II.

MISSION STATEMENT OF THE MSA LIBRARIES
The mission of the MSA libraries is to foster language development and growth within a
supportive learning environment that includes all aspects of informational resources in
multiple formats and accessibility. Through culturally responsive material, the MSA
libraries encourage students to become critical thinkers, innovative learners, and lifelong
readers.

III.

GENERAL STATEMENT OF POLICY.
The MSA board recognizes that MSA libraries are a vital component of student success.
The MSA board also assigns the responsibility of selection, purchase, and removal of
library books, resources, media, and materials to the MSA Library Committee.
The MSA Libraries have five primary roles:
1. Deliver current, accessible materials of high interest in a variety of formats for
students of all ages and their families.
2. Maintain collaboration between library staff and educational staff by providing
timely, accurate information and instruction.
3. Maximize use of resources which are technologically advanced to foster language
development and academic growth.
4. Provide access to learning for students by promoting enjoyment of reading,
curiosity for information, and space for innovation.
5. Collaborate with the Minnesota Resource Libraries and other agencies to obtain
resources for students and staff.

IV.

DEFINITIONS
A. MSA Library Committee - composed of librarian(s), one administrator, and at least
one educational staff member. The committee will invite additional participants as
needed to reflect the current library needs (i.e., elementary teachers for purchasing
elementary level books). The committee will meet once a month. The Library
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Committee members, other than the librarian, will serve a two-year term for
consistency purposes.
B. Materials - print and non-print items that are available for teachers, educational staff,
and students and their families. This includes materials such as classroom book sets,
supplemental resources, and magazine subscriptions (i.e. Scholastic Weekly
Reader).
C.

Curriculum and Related Materials – print and non-print items related to classroom
curriculum content (i.e., textbooks, workbooks, supplemental books, videos)

Note: The Library Committee is not responsible for the curriculum or assessment selection process as
that is managed by the School Accountability Committee (MSA Policy #616).

D. Digital Media – digital files and resources, including DVD, CDs, or any pre-recorded
materials available to the public via the Library database and MSA-approved
website(s).
E. Multiple formats – Resources and activities that the library provides should be
available in multiple formats, including but not limited to: print and non- print materials,
Braille, digital media, read aloud groups, family activities, and group & independent
reading.
F. Resources – Resources other than books, printed material, or media which support
technology-related skill development, including but not limited to 3-D printing, ASL lab,
interactive monitors/panels, interactive tables, video editing programs, projectors,
Visio books, Braille readers, eBooks, makerspace, and similar equipment/tools.
V.

SELECTION CRITERIA FOR LIBRARY MATERIALS
The Library Committee is responsible for the review, evaluation, and selection of
materials for the school library collection. Decisions made by the committee will be guided
by the philosophy and criteria set forth in this policy. The committee works cooperatively
with administrators and educational staff to provide resources that represent diverse
points of view, stimulate growth in language and critical thinking skills, and promote the
overall educational program. The collection of library materials is developed to meet both
curricular and individual needs. To ensure that these needs are met, the committee is
responsible for the application of selection criteria and use of recommended selection
tools. All purchases, including gifts and donations, should meet the same selection
standards.
The selection criteria below reflect the MSA libraries mission statement and supports the
principles of intellectual freedom described in the Library Bills 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 Libraries. The
following is the book selection criteria:
A. Appropriate for students with diverse needs: Library materials and media should
be provided to meet curricular needs and the individual needs, interests, and learning
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styles of all students at all levels. Materials will be made accessible as much as
possible for students as required by MSA Policy #121.
B. Appropriate for recommended levels: Library materials and media should be
accessible to students of varied abilities and meet informational and interest needs of
all students.
C. Appropriate format to effectively teach the curriculum: Library materials and
media should be available in a variety of formats, e.g. print, nonprint, electronic,
multimedia, to meet the needs and learning styles of a diverse student population.
D. Accurate in terms of content: Library materials and media should present facts in an
objective manner. Authority of the author, organization, publisher/producer should be
a consideration in selection.
E. Cost effective in terms of use: Library materials and media should be evaluated for
cost effectiveness in terms of accessibility, projected use, and durability.
F. Free of bias and stereotypes: Library materials and media should reflect the basic
humanity of all people and be free of stereotypes, caricatures, distorted dialect, sexual
bias, and other offensive characteristics. Library materials and media concerning
religious, social, and political content should inform rather than indoctrinate. Anti-bias
and anti-racism principles will be utilized when ordering materials and media to ensure
support for the diverse backgrounds of our students.
G. Pertinent to the curriculum and the objectives of the instructional program:
Library materials and media should reflect the curriculum utilized by MSA and support
the objectives of MSA’s instructional programs. Materials and media should be
purchased to support learning that is happening within MSA classrooms.
H. Recent copyright date as appropriate to the subject: Library materials and media
should be assessed for currency and relevance of the information as it relates to the
content and purpose of the item.
I. Reflective of the pluralistic nature of a global society: Library materials and media
should provide a global perspective and promote diversity as a positive attribute of our
society. It is important to include materials by authors and illustrators of all cultures.
J. Representative of differing viewpoints on controversial subjects: Students have
the right to information on both sides of a controversial issue. By having access to a
variety of resources, students will have the knowledge base to develop critical thinking
and problem-solving skills. The school library must provide free and equitable access
to all information.
VI.

SELECTION TOOLS
The Library Committee will consider recommendations from teachers, students, and
parents. Communication with teachers to assess curriculum needs and
recommendations for purchase is an important part of the selection process. Suggestions
751-3

POLICY #751
MINNESOTA STATE ACADEMIES
from students and parents are crucial to the selection process as well. The following
professional resources are available to assist the Library Committee in the selection
process; however, selection is not limited to the use of these tools.
• Booklist
• School Library Journal
• Horn Book
• Book Wire
• Caldecott Medal Home Page
• Coretta Scott King Award Home
• Junior Library Guild
• Newbery Medal Home Page
• Pura Belpre Award Homepage
• Voice of Youth Advocates (VOYA)
• MultiCultural Review
• Publishers Weekly
• Children’s Literature Review
• Library Media Connection
VII.

PURCHASE PROCESS
The Library Committee will follow MSA policies and procedures for all purchases. The
librarian will work with our business office to determine the best vendors and costs to
acquire materials and media that are selected by the committee.

VIII.

GIFTS AND DONATIONS
Aligned with MMB Statewide Operating Procedure 602-12 (Gift Acceptance), members of
the school community are encouraged to support the mission of the MSA libraries through
gifts in the form of materials or financial support. Monetary gifts are welcome and will be
used to enhance programs and services. Items not added to the collection are recycled
or donated to other organizations. The MSA librarian will ensure that all gifts and
donations are acknowledged and approved by the MSA board, following established
procedures.
NON-CASH GIFTS AND DONATIONS: Gifts of books and/or other materials are
gratefully accepted with the understanding that the Library Committee has the final
authority to approve materials that will be added to the library collection. The MSA
libraries will not accept items that are obsolete, unauthorized, and/or otherwise not
needed. Please consult with the MSA librarian prior to any donations.
•

HOW TO DONATE
 All donations must be arranged in advance with the MSA librarian.
Donations must be in good condition and delivered in boxes. Donations that
are not in acceptable condition as determined by the MSA librarian will not
be returned to the donor and will be donated, recycled, or discarded.


Checks for monetary gifts to the library should be made out to the
Minnesota State Academies with the memo listing the MSA Libraries.
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IX.

INVENTORY PROCEDURE
1. Reviewing Library Materials
The Minnesota State Academies Libraries recognize the importance of maintaining
a collection of relevant, accurate, and useful materials. A good collection
development plan must include reviewing inventory and determining items to be
removed. This process is a key part of assessing the collection. The following
guidelines have been developed to help in the review/removal process; however,
the final decision concerning the removal or replacement of materials rests with the
Library Committee.
B. Guidelines
The Library Committee will attempt to re-introduce unused/unpopular books that
have not been checked out for a long time into a special exhibit to try to garner
interest. If certain books have not been checked out for a lengthy period of time,
the librarian will remove the books from circulation and go through the
review/removal process. To determine which library materials should be removed,
the Library Committee will make decisions based on the following guidelines:
• Are they in poor physical condition?
• Are they outdated in content, use, or accuracy?
• Are they poor in quality?
• Are they biased or portray stereotypes?
• Are they inappropriate in reading level?
• Do they duplicate information no longer in heavy demand?
• Are they not compatible with general selection criteria?
C. Removing Library Materials
Withdrawn materials may be distributed to classrooms (only if appropriate),
recycled, donated, or discarded.
D. Materials/equipment other than books and curriculum resources
Library inventory systems may be utilized to inventory materials/equipment other
than books and curriculum resources. (i.e., technology accessories; adaptive
equipment; etc.) Decisions about use of library inventory systems will be reviewed
by MSA’s Instructional Leadership Team.

V.

RECONSIDERATION OF MATERIALS
The MSA Libraries abide by the philosophy expressed in the American Library
Association’s Library Bill of Rights and the American Association of School Librarians’
School Library Bill of Rights for School Library Media Programs.
If a requested purchase is declined by the librarian’s supervisor for reasons other than
financial constraints, the Library Committee may review the reasons given, and if
appropriate/desired, appeal the decision to the superintendent’s office. This appeal
should be in written form and include reasons for the appeal. A copy of the reasons given
for the declined purchase should also accompany this request. The superintendent’s
office will respond within 5 working days.
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Declined purchases will be kept on record in the library for future reference and utilized in
response to future requests for the same item.
The Library Committee also recognizes that materials or media selected for the MSA
Libraries may be challenged or questioned, despite the care taken in selecting them.
Complaints about materials or media purchased by the MSA libraries should be made to
the librarian and brought to the MSA Library Committee for review and response.
Legal References:
Minn. Stat. § 121A.03, Subd. 2 (Sexual, Religious, and Racial Harassment and Violence Policy)
Minn. Stat. Ch. 363A (Minnesota Human Rights Act)
42 U.S.C. § 12101 et seq. (Americans with Disabilities Act)
Cross References:
TSD Model Policy (Library Collection Development Procedures)
American Library Association. (October 2008). Workbook for selection policy writing.
http://www.ala.org/Template.cfm?Section=dealing&Template/ContenManagement/ContentDisplay.cfm&ContentID=
11173 (Accessed May 12, 2020)
Berkeley Public Library. (May 2017). Donations Policy. http://www.berkeleypl.org/policies/donations (Accessed
May 12. 2020)
Terrebonne Parish Library. (August 19, 1999). Library policies. http://mytpl.org/library-policies/ (Accessed May 12,
2020).
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