
2022 - 2023
PARENT OPT-IN & OPT-OUT PROCESS FOR LIBRARY MATERIALS



Process Definitions

 Reviewed Books Opt-In:
o This option is for parents to give permission for students to check out a library books that 

have been part of a district-wide book review. 

Library Catalog Opt-Out:
o This option allows parents to view every title available in the library their student attends. 

Parents can select the titles they do not want their student to checkout. 



Opt-In Process
 Parents must have a Parent Portal Account 

◦ Due to the one-to-one initiative, schools will be reinforcing this.

 Parent Logs into Parent Portal
◦ Selects the student’s account
◦ Clicks on Library
◦ Agrees to Disclaimer to proceed
◦ Selects Opt-In Tab (Default)
◦ Of the 16 titles reviewed in 2022, currently only those titles at the student’s grade level will 

appear
◦ Checks the box beside title indicating their student has permission to check out (saves 

automatically)
◦ Title appears in Verification list



 After logging-in, select the student’s account then Library

Opt-In Parent Steps



Select “Book Opt-Out/Opt-In Page”

Opt-In Parent Steps



Agree to Disclaimer

Opt-In Parent Steps



Opt-In Tab is the Default

Opt-In Parent Steps



Of the 16 titles 
reviewed in 2022, 

only the grade level 
appropriate titles 

will appear

High School 
example

Opt-In Parent Steps



Of the 16 titles 
reviewed in 2022, 

only the grade level 
appropriate titles 

will appear

Elementary 
example

Opt-In Parent Steps



Check box beside 
title indicating the 

student has 
permission to 

check out 
(saves 

automatically)

Opt-In Parent Steps



Titles appear in a verification list

Opt-In Parent Steps



Opt-Out Process
 Parents must have a Parent Portal Account 

 Parent Logs into Parent Portal
◦ Select the student’s account
◦ Clicks on Library
◦ Agrees to Disclaimer
◦ Selects Opt-Out Tab
◦ Filters library collection by Title or Author
◦ Checks box beside title they want their student opted out (saves automatically)
◦ Verification list appears



Select Opt-Out Tab

Opt-Out Parent 
Steps



All titles 
available at 

the 
student’s 
school are 

listed

Opt-Out Parent 
Steps



Filter collection by Title or Author as needed

Opt-Out Parent 
Steps



Select books

(saves automatically)

Opt-Out Parent 
Steps



Opt-In & Opt-Out Window
o  2 windows will be available for parents to opt-in/opt-out during the year

o   August 1-15 

o  January 1-15

o  Library circulation will not be available during these windows.  New Library materials will 

not be available to students prior to the windows.

o If a student transfers or enrolls during the school year.

o   Parents will be directed to contact the school’s Library Media Specialist who can add the 

information to the system.  Parents can make additional selections during the next window.



 Library Staff will receive training on how to access Focus to view both reports. 
 Only trained staff will be allowed to circulate any materials to students.

 Opt-In
◦ Books from the 2022 Review will be placed behind the circulation desk (out of the general 

collection)
◦ Staff will verify parental permission before checking out the title to the student

 Opt-Out
◦ Library Staff will view the “Library Opt-Out Report” in Focus.  Additionally, staff will be 

instructed to add a patron note into the Destiny system to be alerted each time students with 
parental restrictions check-out.

Opt-In & Opt-Out  -  Library Staff



 Teachers will receive training on how to access Focus to view both reports 
for their assigned students. 

 Only trained staff will be allowed to circulate any library materials to 
students.

 Opt-In
◦ Books from the 2022 Review should not be available in the classroom libraries

 Opt-Out
◦ Teachers will view the “Library Opt-Out Report” in Focus and compare with classroom 

library.

Opt-In & Opt-Out  -  Teachers
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