Henley High School – Draft Policy
Choosing and Using teaching and learning materials 

(third draft 20/11/06)
References:

1. DECS - Choosing and using teaching and learning materials – Guidelines for preschools and schools
http://www.decs.sa.gov.au/policy/files/links/Choose_use_booklet_FA.pdf
2. DECS - Administrative Instructions and Guidelines, Section 3: Student Matters
http://www.decs.sa.gov.au/docs/files/docman/AIG_Section3.doc
3. The Office of Film and Literature Classification - Film (& Computer Game) Classifications 

http://www.oflc.gov.au
Introduction

Children’s exposure to print, visual and multimedia materials is mediated by parents and other caregivers, by legislation and by social conventions. Educators also have a duty of care to ensure that the teaching and learning materials with which children and students are presented, or towards which they are directed, are appropriate to their developmental growth and relevant to the achievement of appropriate learning outcomes. Evaluation of resources necessarily involves questions about both selection and access. This process should cover all teaching and learning materials used within the school curriculum and will be supported by relevant learning and development programs for staff.
Responsibility of the Principal

The school principal is responsible for ensuring that the site has a process for selecting appropriate teaching and learning materials and for providing (or limiting) access to them. This includes all teaching materials accessible to children and students on-site (including online resources). This process, developed in collaboration with governing council and staff, should provide routine procedures for all staff for choosing and using education materials and also for the resolution of contentious issues.
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Section 1: Selecting teaching & learning materials

Selecting & Purchasing (duty of care)
Schools have an obligation (duty of care) to provide a regulated and protected environment, shielding children from practices which may foster racial, religious or any other form of discrimination.

· In a diverse multicultural society, parents and caregivers must expect that the school will present a range of views and values as it attempts to meet the needs of learners from diverse cultural and linguistic backgrounds. 

· This includes the assurance that children and students will not be exposed to offensive materials; that is, materials which describe, depict, express or otherwise deal with matters of nudity, sexual activity, sex, drug misuse or addiction, crime, cruelty, violence or revolting or abhorrent phenomena in a manner that a reasonable adult would generally regard as unsuitable for minors of the age of the relevant children. 
General Resource Selection Criteria

The following general selection criteria will apply to all materials, including electronic, print, and non-print resources: 

· The materials must support and be consistent with the general educational goals and policies of the school.

· They must meet high standards of quality in factual content, artistic and literary value, and presentation. 

· They must be current and up-to-date.

· They must be appropriate for the subject area and for the age, emotional development, ability level, learning styles, and social development of students for whom they are intended.

· The physical format and appearance must be suitable for school use.

· The selection of materials on controversial issues will be directed towards maintaining a diverse collection representing various views. 

In addition, teacher librarians will select resources for the library by:

· Providing adequate resources at appropriate levels for resource-based and student-centred learning and to meet personal and recreational reading needs of the students. 

· Establishing new curriculum and interest areas. 

· Ensuring resources encompass a variety of media and information formats to suit varied learning purposes and styles, including print resources (books), periodicals, newspapers, pamphlets, ephemera, graphic resources (charts, posters, pictures, maps), audio-visual resources, electronic and online resources.

· Providing for current trends in curriculum development and professional development. 
Aboriginal and Torres Strait Islander materials 

Particular care needs to be taken when selecting materials with Aboriginal and Torres Strait Islander content. A set of protocols has been developed by the Aboriginal and Torres Strait Islander Library and Information Resource Network and can be viewed at http://www.cdu.edu.au/library/protocol.html 
Resource Centre Check

On the lower section of the School Requisition forms there is a Resource Centre Authorisation signature place (for all book and general resource orders). This is a requirement to ensure that the school does not already have materials that are being considered for purchase. 

Criteria for gifts & unsolicited materials

Gifts and unsolicited materials must meet the following general selection criteria in order to be accepted:

1. The materials must support and be consistent with the general educational goals and policies of the school.

2. They must meet high standards of quality in factual content, artistic and literary value, and presentation. 

3. They must be current and up-to-date.

4. They must be appropriate for the subject area and for the age, emotional development, ability level, learning styles, and social development of students for whom they are intended.

5. The physical format and appearance must be suitable for school use.
Section 2: Physical Access to teaching & learning materials

Physical access to materials

It is generally accepted that there may be materials supporting the curriculum needs of senior students that are not considered appropriate for the age and/or maturity of junior students. 
· Teachers may keep (senior) teaching resources in a place that ensures that it is ‘restricted’. 
· In the case of MA (was M+) videos, which are legally restricted to people aged 15 and over, teachers shall ensure that the students are 15 years (or older), inform parents and caregivers (in writing) of their intention to show the video and gain approval (in writing) from parents and caregivers before allowing students to view the program.
In the school library, we will adopt one or more of the following strategies depending on the resource:
· Place the item in a ‘limited access’ location separate from the main collection.

· Install visual identification and/or information on the spine or cover of the resource (e.g. Senior Fiction label or warning sticker on DVD/Videos).
· Develop processes to ensure that students do not access restricted materials, intentionally or otherwise.
· Place electronic tagging through the library system which restricts borrowing from parts of the collection by certain groups of clients.
· In cases where a client from a group which has restricted access still wishes to borrow or use the material, we will seek, in writing, approval from the parent or caregiver to permit the client to borrow from the restricted collection.  
Section 3: Responding to concerns
Responding to concerns

Despite the care taken to select materials for use in the school, concerns about a selection will be raised occasionally. The school is required to have a process for responding to concerns about the selection of particular materials.

This process should enable open communication, information giving and consultation to occur, with sensitivity to differing values, and support members of the education community in their understanding of:

· The school selection policy & the principles upon which it is based.

· The selection and access procedures adopted within the school

· The reasons for selecting and/or limiting the use of particular materials.

On occasions, when issues are unable to be resolved using this process, the principal may make a decision to continue using the materials (based on curriculum grounds). In such cases, parents and caregivers retain the right to exempt their children from access to particular materials. Parents and caregivers may request the provision of alternative materials that would enable the achievement of the same learning outcomes. 

Process for responding to concerns 

1. A concern is raised (verbally or in writing).

2. The Principal is informed of the concern.

3. A meeting is organised to speak to the teacher or teacher-librarian about the concern.

4. The principal will make a decision about the suitability of the material. 

5. If the issue is not resolved, it may be necessary to contact the district director at the district office (the governing council may also need to be informed).

See: Appendix 1 (Template for request for reconsideration of a resource)
Section 4: Video, DVD & Computer Games

‘G’ and ‘PG’ classifications may be shown to Years 8-12 students.
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	General Exhibition (suitable for general viewing)
Parents should feel confident that children may view material in this classification without supervision, knowing that no distress or harm is likely to be caused.
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	Parental Guidance (recommended for persons under 15 years).
Films in this classification may contain adult themes or concepts which, when viewed by those under 15 years, require the guidance of a parent or guardian.


‘M’ rated material must be justified to parents, who should be given the opportunity to withdraw their children from the experience. (This applies to all students Years 8-12)

This means that any teacher wishing to show a ‘M’ rated Video/DVD must communicate the intention to the parents before showing the Video/DVD.
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	Mature (not recommended for viewing by persons under the age of 15 years).

Material which is considered likely to disturb, harm or offend those under 15 years to the extent that it is recommended for viewing by those 15 years and over will be classified 'M'.  Most adult themes may be dealt with though the degree of explicitness and intensity of treatment will be an important factor.


‘MA’ rated material is legally restricted by age and should not be screened in schools without the explicit permission of parents in writing. (This applies to all students Years 8-12)

This means that any teacher wishing to show a ‘MA’ rated Video/DVD must 

1. ensure that the students are over the age of 15 years

2. receive permission in writing from the parents to show the particular Video/DVD before showing it.
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	Mature Accompanied (restrictions apply to persons under the age of 15 years 

Material which contains coarse language or depictions of sex or violence or any combination of elements likely to disturb, harm or offend those under 15 years to the extent that it should be restricted to those 15 years and over, will be classified 'MA'.


‘’R’ & ‘X’ rated material is legally restricted by age and should not be screened in schools without the explicit permission of parents in writing. (This applies to all students Years 8-12)

Normally, the school would not own or show ‘R’ or ‘X’ rated Video/DVDs.

Any teacher wishing to show a ‘R’ or ‘X’ rated Video/DVD must 

1. negotiate with the principal first as to why this legally restricted item needs to be shown
2. receive explicit  permission in writing from the parents to show the particular Video/DVD
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	Restricted (restricted to adults 18 years and over).

Material considered likely to be harmful to those under 18 years and/or possibly offensive to some sections of the adult community warrants an 'R' classification. 
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	Contains sexually explicit material (restricted to adults 18 years and over).


Video/DVD Viewing Guide
1. Teachers must not use video tapes in schools which have been hired from franchise owners through their personal membership, without first checking the terms of contract with the franchisee. Schools may apply for corporate membership of a video club, i.e. in the school's name. It is not a breach of the Copyright Act to use hire video tapes in schools for the educational use of students. However, it could be a breach of the hire agreement if the franchise owner is not made aware of the intended use.

2. Personally owned video tapes can be used in schools provided they are for the educational use of students.

3. It is unlawful to use video tapes in schools where members of the public (including parents) are present, without obtaining a performing licence from the copyright owner. 

4. All material should be previewed by a member of the school's professional staff or guidance sought, e.g. by means of authoritative review, to ensure that the video experience is enjoyable, stimulating and appropriate to the students' present and future stage of development. Titles are often an unsatisfactory guide to the suitability of videotape material.
Computer Game Guide
1. DECS requirements - Computer Games are rated using the same classification system as Videos and DVDs. This means that the only games that can be used at school are the ones rated ‘G’ or ‘PG’, unless parent permission is received. 
2. HHS requirements – No student is permitted to:

· Play computer games during lesson times

· Install your own programs (including games) to the hard disk or network
· Bring to school, or use, games (or any other materials) which may be offensive to others.
Teachers may give permission for students to play computer games in special circumstances e.g. students studying ‘Game Maker’ as a subject, or at lunchtime, but care needs to be taken to ensure the game has an appropriate classification and does not contain offensive content.
Appendix 1: Resource Selection (checklist for teachers)
When teachers are considering resources, it is often useful to use a checklist as follows:

Authority

· Qualified and/ or experienced author. 

· Reputable sources of information. 

· Recognised publisher/producer. 

· Information presented must be accurate. 

Physical Format & Technical Quality

· Quality materials & sturdy construction 

· Attractive presentation and clear reproduction 

· Software must be compatible with our current network and must be tested before purchase. 

· Arrangement of Material.

· Content is easily accessible. 

· Instructions and support materials are adequate, clear, comprehensive and effective 

Appropriateness

· Content, language, symbols and concepts are at a suitable level for the intended user. 

· Some resources with more sophisticated themes will be purchased but will be kept in separate locations. Such materials will be clearly labelled. 
· Students should not be exposed to offensive materials (see: Selecting teaching & learning resources)
Cost

· Value for money. 

· Potential to be used across a number of curriculum areas and levels. 

Availability

· Currently and readily available to schools at a reasonable cost 

Format 

· The most suitable medium to present the subject matter. 

· Duplication of some resources to present the subject matter in a different format to meet the learning styles of the students 

Currency

· Information presented must be up-to-date. 

· Generally no resource should have a publication date of more than ten years previously if a suitable replacement is available.

Appendix 2 - Template for request (from a concerned person) for reconsideration of a resource
0

	Request for reconsideration of a resource

	Name of person initiating request:

Address:

Telephone:

Is the person a member of the School Community?      Yes / No

Name of child:                                                    Care Group:             Teacher:

	Resource to be reconsidered:

Title:

Author:

Barcode (if library resource):

Type of resource (eg book, video, computer software):                                       

	Reason (please be specific and add page number if appropriate):



	What was your child’s response to this resource?



	What would you like done about this resource?

Do not assign it to my child              

Restrict access of this resource        

Withdraw it from the school             

Other (please comment):



	Any other comments:



	Thank you for completing this form.

Signature:                                                                    Date:              

	Action taken and recommendation made for this resource: (To be filled in by school)
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