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This handbook has been provided to help you

better serve the needs of our students

through the library media center.

Diana Anderson, Media Specialist
Sharon Churchwell, Media Assistant
Philosophy and Belief Statements of the Instructional Media Program
(Liberty County School District)

It is the belief of the Liberty County Board of Education:
· that students should be offered the best educational opportunities possible and that the school media center shares in that responsibility.  In keeping with this belief, the Liberty County School System has adopted the following philosophy for its instructional media policy:
· that in a free society each individual is free to determine for himself what he wishes to read, view, hear, and that each group is free to determine what it will recommend to its members.  It is inevitable that in the give and take of the democratic process the political, moral, or aesthetic concepts of an individual or group will occasionally collide with those of another individual or group.
· that schools should contribute to the development of the social, intellectual, and moral values of students.
· that our schools are concerned with generating an understanding of American freedoms and the preservation of these freedoms through the development of informed and responsible citizens.
· that students should have access to materials that will enrich and support the curriculum, taking into consideration the varied interests, abilities, and maturity levels of the pupils served.
· that materials should be available that are representative of the many religious, ethnic, and cultural groups and their contributions to our American heritage.
· that the provision of a comprehensive collection requires that principle be placed above personal opinion in the selection of materials of the highest quality.
· that students should have access to materials which treat various sides of controversial issues so that young citizens may develop, under guidance, the practices of critical reading, viewing, listening, and thinking.
· that a teacher, as a teacher, has a special position in the training and guidance of the young and that he must assume a special responsibility in selecting the kinds of materials he chooses to promote.

Your media staff is available to help you when you need:
· to locate and gather teaching aids

· instruction on the care and use of instructional equipment

· materials for classroom display

· materials to help you with differentiation of instruction

· to create a reading library for your classroom

· to locate professional materials

· read-alouds to go along with a unit of instruction or theme

· to compile a bibliography

· immediate assistance with technology problems

· to borrow materials from another LCSS media center

· to integrate media skills into your lessons

· us to work with individuals or small groups of students

· us to help with group projects and/or activities

· to schedule a whole class or large group visit for instruction

· to collaborate with media personnel on a specific project or lesson

· to display student projects in the media center

· themed and/or seasonal resources placed on reserve

You can help us better meet your needs and those of your students by

· giving advance notification when needing materials gathered

· helping select your own materials when possible

· arranging in advance for use of the media center by whole classes/large groups

· letting us know when you have special projects you want to display

· giving media personnel ideas and suggestions about materials to be considered for purchase 

· visiting the media center regularly yourself (with and without students) and encouraging your students to visit on a regular basis

· keeping media staff informed about changes in curriculum and making suggestions about resources and materials that will aid in instruction

· keeping us informed about themed/seasonal resources to be placed on reserve

Accessibility of the School Media Center
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The media center is always open during the instructional day, and operates on a flexible schedule.

The center is officially open each day from 7:20 am–3:15 pm for staff members, and from 7:20 am-2:15 pm for students.  Students in the center after 2:15 will be asked to return to their classrooms in order to participate in remediation activities and to prepare for dismissal.

The media center may be used by individual students, small groups of students, and whole classes.  Teachers may send up to three students at a time to the center without an adult escort as long as each student has in his/her possession a red media pass.  Teachers bringing groups of more than 3 students at a time to the media center will be expected to remain in the media center with the students and will serve as the primary instructional leader and disciplinarian during the visit.  All visits to the media center should serve an instructional/educational purpose.   Staff members are asked to refrain from bringing students to the media center in order to accomplish other tasks (working in the back room, making copies, extended visits to the staff lounge, etc.).
Each student with parental permission to check out books will be issued a library card on a lanyard to use when checking out books.  If a card is lost, the student will be required to pay $1.00 for a replacement card and/or $1.00 for an additional lanyard.  Under no circumstances will a student be allowed to check out books from the center without a library card in his/her possession at the time of checkout.       

Please note:  Although the media center operates on a flexible schedule and does not limit accessibility to students and/or staff members, effective planning, scheduling, and communicating with media staff will help minimize problems that could arise due to the number of students/classes in the center at one time.
CIRCULATION PROCEDURES
TEACHERS
There is no limit to the number of books and/or other materials that can be checked out by staff members for use in the classroom, but all materials may be kept only as long as they are being used and as long as the item or material is not a highly requested/needed item.  The goal is to regularly circulate materials among staff members to better serve our student body.  
Teachers may place materials on reserve to be held for a certain date/time as needed.
Teachers are required to check out materials through the automated circulation system.  No item is to be taken outside the media center without first being checked out properly.  
Teachers are asked to refrain from passing materials around to others without first checking with media personnel.  Each person is responsible for the materials checked out in his/her name, and passing materials around without going through the proper “check out/check in” procedures leads to the loss of materials.
Teachers may not check out books under the teacher’s account for students who can’t check out through their own accounts.  If a student doesn’t have parental permission, has lost his/her card, or has an overdue book or library fine, he/she may not check out books until such time as the parent grants permission, the card is found, the overdue book is returned, or the fine is paid.  
All staff members may access DESTINY – the media center’s automated circulation system – from any computer, as well as from home.  There are desktop icons on every computer in the school building, and a direct link from the school’s website for home access.  Individual staff members will be given user name & password info at the beginning of the year.  

STUDENTS

Student orientation to the media center will be scheduled at the beginning of each school year.  During this orientation, school rules and procedures as they apply to the media center will be discussed and reviewed.  Students will be required to adhere to expected behavior in the media center whether they are visiting individually, in small groups, or as a class.  The teacher or adult escorting a class or large group to the media center will determine appropriate disciplinary actions for students misbehaving while under their supervision.  However, students visiting the center individually or in small groups (without teacher supervision) who fail to abide by media center guidelines will be sent back to class immediately and will not be allowed to return to the center that day.  Please help us stress to the students that use of the media center is a privilege, and students will be expected to adhere to the guidelines in order to retain that privilege.
Each student must receive parent permission in order to check out books.  A copy of this form is in the appendix, and may also be printed from the LHE web site.  Upon returning a signed permission form, each student will be issued a library checkout card.  These cards belong to the school media center and should not be taken home.     Any student losing or damaging his/her card to the point that it’s no longer usable will be required to pay a $1.00 replacement fee in order to get another one.
Kindergarten students may check out 1 book at a time.  First-fifth grade students may check out 2 books at a time.  Books may be kept for a maximum of two weeks.  Fines will not be accessed for books returned late, but may be accessed for damage(s) to books while in the student’s possession.   If a student has an overdue book or library fine, his/her checkout privileges will be revoked until the overdue 
books is returned and/or the fine is satisfied.
Students are instructed during orientation and reminded throughout the year that they are never to return a book – under any circumstances - to the shelf unless a shelf marker is used to hold the place of the book.  If a student fails to use a shelf marker, any book removed from the shelf will be checked out by the student removing it.  All students will take responsibility for his/her actions in not following proper procedures.  Please help us encourage students to be sure to use shelf markers by supporting us in the “no shelf marker-no return to shelf” policy.
The LHE media center encourages students to be more proactive in the circulation process and to speed the process along by checking in their own books as they enter the media center.  This process is taught/reviewed each year during orientation, and assistance is given to individual students as needed throughout the year.  Any concerns about this process as it applies to individual students or classes should be brought to the attention of media personnel.
All students may access DESTINY – the media center’s automated circulation system – from any computer, as well as from home.  There are desktop icons on every computer in the school building, and a direct link from the school’s website for home access.  Individual students will be given user name & password info at the beginning of the year.  

The Media Center as a Center of Instruction
Each teacher will be issued a media center handbook at the beginning of the school year.  Periodically throughout the year, additions and/or revisions may be made to the handbook, as updates are made and materials are added to the collection.  Please refer to this handbook when questions or concerns about media policy arise.  Media personnel are also always available and willing to address any concerns you may have.
COLLABORATION BETWEEN MEDIA SPECIALIST & TEACHERS

As soon as orientation is completed at the beginning of each school year, a schedule/calendar will be available on the circulation desk in the media center for individual teachers to sign up for instructional media time.  When a teacher signs up for this scheduled time, he/she will need to complete a Media Specialist /Teacher Planning Guide form and submit it to the media specialist.  A copy of this form is provided in the appendix, and may also be printed from the LHE web site. Because the purpose of this instructional time is for the integration of media skills into the curriculum, it will be necessary for the teacher and the media specialist to plan together for the scheduled classes.  To allow time for this planning and to insure the successful purpose of the visit, the visit must be scheduled at least a week ahead of the visit.
Teachers may bring classes to the media center at any time to check out books without scheduling the visit.  However, you can help us help you by:
· letting us know of your planned visit ahead of time (whenever possible)

· remaining in the center for the purpose of monitoring behavior and encouraging proper reading selections the entire time of your visit.
INSTRUCTIONAL SKILLS LESSONS

At announced times during the school year, the media specialist will offer instructional skills lessons on specific topics and/or specific story sessions.  When an instructional topic is announced, a sign-up calendar will be posted on which teachers may sign up to bring his/her class for the specific skills lesson or story session.  This is not a required activity for classes, but teachers are encouraged to take advantage of the opportunities as often as possible.  We also encourage you to request media personnel to teach and/or help teach specific skills or hold story sessions at times other than these “announced” times.  Our desire is to be an integral part of the instructional process – not just a supplementary center for checking out books.
Please remember that, whenever the media specialist or media assistant is responsible for direction and/or instruction, the regular classroom teacher or parapro should refrain from interceding in classroom management (unless requested to do so).  It’s important for the students to view us and respect us in the role of “teacher” when we’re serving in that capacity.
STORY SESSIONS

The media specialist and media assistant are both available to do story time sessions for all grade levels.  Teachers must sign up on the media schedule by Friday afternoon prior to the week of the scheduled visit.  
CLASSROOM VISITS

The media specialist is also available to visit classrooms for book talks, skills lessons, story telling sessions, etc.  This type of visit needs to be scheduled just as if the class was visiting the media center for skills lessons or story time.

COLLECTION OF MATERIALS

When given adequate advance notice, the media staff will gather available resources for thematic units to assist you in planning and delivering lessons centered around a particular subject/theme.  You may create the list yourself and print it or email it to us, or you may request that we do the research to compile the list.  This may be done using DESTINY or by completing a “Request for Collection of Materials” form, which is available in the appendix and also from the school’s web site.  If you compile the list yourself, we request at least 24 hours notice to gather the materials, and if we compile the list, we request at least 48 hours notice.

PROFESSIONAL MATERIALS
Our media center has many excellent resources in the professional section (located behind the “curtain”).  Resources include, but aren’t limited to, curriculum supplement materials, computer software, technology guides, bulletin board and art ideas, and subject-related workbooks.  Please frequent this section often when planning lessons, as materials are added to it on a regular basis.  We also have subscriptions to many professional magazines that can be great supplements to your existing curriculum, and are always open for suggestions to adding to our professional section.
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Remember:

AN EFFECTIVE MEDIA PROGRAM CAN EXIST ONLY WHEN STAFF AND STUDENTS TAKE ADVANTAGE OF THE OPPORTUNITIES OFFERED FROM WITHIN THE CENTER.
TECHNOLOGY RELATED INFORMATION
INTERNET

All staff members will be required to sign an AUP (Acceptable Use Policy) at the beginning of each school year, agreeing to abide by the terms and conditions for Internet usage while at school.  The signed form is a legally binding document, and will remain on file in the media center.  A document outlining the terms and conditions for use of the Internet in the school setting, as well as a copy of the Internet Procedures Agreement form, is included in the appendix of this handbook, and can also be viewed & printed from the school’s web site. 
---------------------------

Students accessing the computers in the media center must have an educational purpose for doing so.  The media center computers are to be used for research, specific project-based activities, or any of our web-based and/or site programs (Destiny, AR, Study Island, Fastt Math, Education City).  Please do not send students to the media center to “play games” on the computers as a reward or “time-filler” without a specific educational purpose.
LHE WEB SITE

Please bookmark our school web site and share the address with your students and their parents:
http://www.liberty.k12.ga.us/lhe
If you have an individual web page that you’d like linked to our school’s home page, please give the URL to Mrs. Anderson.  Comments and suggestions about the web page should be directed to Diana Anderson.
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EMAIL
Lyman Hall uses the county email system as a primary means of communication among staff members.  Every staff member is expected to maintain an active email account and to check his/her email on a regular basis.  Email may be checked through Microsoft Outlook at school or from home through web mail.  
You will find it easy to access your web mail by going through the school’s home page.  Double-click on “TEACHERS”, to locate the fast link.
TECHNOLOGY-RELATED PROBLEMS
Although the media specialist is available to help with emergency-type technology-related  problems, routine issues with technology equipment should be reported to the Liberty County Technology Office.  You may submit a work order to the Tech Office from your computer using your

network user name and  password.

PLEASE NOTE:  When a representative from the tech office is at our school, he/she is there responding to someone’s submitted work order.  Please don’t stop the representative and ask him/her to check into a problem you’re having.  Please be cognizant of the fact that someone else has followed proper procedures (submitted a work order and waited his/her turn), and that you are delaying him/her from responding to the reported problem.  In extreme emergencies, contact Mrs. Anderson who will go through the proper channels to get authorization for your tech problem to be assigned to the representative on campus.
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THE ACCELERATED READER PROGRAM

(AR)
Accelerated Reader is a computerized reading program used in all grade levels at Lyman Hall Elementary.  Students take computerized quizzes on books they’ve read that are included on a list of accepted AR titles.  
AR books are marked by reading level with colored tape on their spines.  Color coding is as follows:

K =  orange
1 =   blue

2 =   red
3 =   green
4 =   brown

5 =   yellow
The AR information label is located on the inside of each book, and gives the reading level and point value of the book.

Students are not limited to reading the AR books in our school media center.  The books on our school’s AR list may be found at home, at book fairs, in public libraries, etc.


The AR reading level for each student will be determined by the results of the STAR test given each quarter in the computer lab.  Students will be assigned individual reading goals based on the STAR results, which include 3 criteria:  performance goal (85%), points goal, and book level goal.
The Accelerated Reader program is a wonderful way to motivate students to become better readers

and to increase their love of reading.

Please encourage your students to participate!
Quarterly incentives will be given for those students meeting their individual goals during specific grading periods, and all students meeting their goals 3 of the 4 quarters will be invited to attend the end-of-year celebration.
INSTRUCTIONAL VIDEOS

All videos must be included in your lesson plans, and a form is required for all videos shown during the school day.  The form (included in the appendix) is to be completed by the teacher requesting the video at least 24 hours in advance, and submitted to Mrs. Blanchard, who will submit form to the media center if the video to be shown is approved.
Due to many activities going on at once within the media center, the media personnel may sometimes forget to begin a scheduled video at a specified time.  If this occurs, the teacher may need to send a student with a reminder when it is time for the video to begin.

Staff members requesting to show a video that’s not part of the media center collection must complete an additional form requesting to do so (Request for Use of Nonschool-Owned Materials).  The form (included in appendix) is to be completed by the teacher making the request at least 3 days in advance.  The media specialist will notify the teacher if and when administrative approval is given for showing the video.
PLEASE NOTE:  In accordance with policy set by the Liberty County Board of Education, videos shown at school are shown only with an educational objective in mind.  Videos should not be shown during the school day for any other reason than to help meet an educational/instructional objective.

It is expected that all staff members will abide by the rules set forth by the school administration regarding the use of videos in the classroom.  Please do not put media personnel in an uncomfortable situation by asking that the rules not apply in a given situation at a given time.  Violations will be reported to the administration.
STAFF WORKROOM
Staff members are invited and encouraged to use the equipment and materials in the staff workroom, but are asked to clean up after themselves.  Scrap paper should be picked up and all items should be put back in their places before you leave the workroom.
Items such as scissors, staplers, hole punchers, and yardsticks are not to be removed from the workroom.  They are there for the benefit of all staff members, and are to remain there.

Consumable items such as paper, glue, etc. are not provided through the media center.  Please bring needed materials with you when you come.  Please contribute to the “sharing cabinet” when you can, and feel free to use donated materials in the cabinet when you need to.
- A laminating machine is available for use by staff members, but lamination of materials should be limited to items used at school.  Each teacher is allotted 150 feet of lamination per year, to be recorded in the notebook provided for this purpose.    Laminating film is to be replaced only by media personnel, and only media personnel should attempt to correct problems with the machine.
- The poster markers are not to be removed from the work room unless prior arrangements are made with media personnel.  The markers are to be used only on a table covered with heavy paper/cardboard.  All clothing, furniture, walls, and the floor should be protected when using these markers.  The ink is permanent!  Please inform the media staff when the marker ink is getting low.

- Opaque projectors may be used in the teacher workroom, or may be checked out for short-term use in the classroom.  When using the opaques, please be sure to let the fan run for a few minutes after use to allow time for the bulb to cool down.

- Please use care when using the AccuCut, Cricut Machines, or Ellison machines.  Some of the parts of the machines and the dyes are sharp.  The dies go RUBBER SIDE UP on the AccuCut and RUBBER SIDE DOWN on the Ellison.    The dies are in numerical order – Please help us keep them this way.
- A poster machine for enlarging documents into wall-sized colored posters is available.  If you need a poster made, Mrs. Anderson or Mrs. Churchwell will be happy to assist you.

- The media center has two flatbed scanners for staff and/or student use, but they may not be removed from the media center.


Miscellaneous (But Important) Info
(
MEDIA COMMITTEE
The school-level media committee is made up of at least one representative per grade level, at least one parent, at least one administrator, and the media specialist.  The media committee addresses media concerns at the school level and provides input to the system media committee.
The media committee will consider and make recommendations for the following:

· Program goals (short-range and long-range)

· Budget priorities and considerations

· Selection of materials

· Reconsideration of materials

· Copyright adherence processes

· Operational procedures

· Program evaluation

· Formation and implementation of technology plan

· Formation and implementation of media plan

RECONSIDERATION OF MEDIA AND/OR MATERIALS
From time to time, parents may question the appropriateness of materials and media in our media center collection.  The media specialist is responsible for making sure the proper procedures are followed if and when such a question/concern arises.  In the event this happens, please refer the parent to the media specialist who will have the parent complete a Citizen’s Request for Reconsideration of Instructional Materials or Media form and will send it through the proper channels. 
 
EQUIPMENT
Some equipment will remain in the classroom instead of being checked in and out during the school year.  Equipment is to remain in the original classroom unless authorization to move the equipment to another room is given by the media specialist or an administrator.
Do not “loan” equipment to other staff members unless authorized to do so by the media specialist or an administrator.  

Room inventories will be checked and updated at the beginning of each school year, before the Winter break, at the end of the year, and at any other time during the school year the media specialist or administrator deems necessary.

STUDENTS ARE NEVER ALLOWED TO PUSH CARTS WITH EQUIPMENT ON THEM.  TVs/VCRs, opaque projectors, and any other equipment on a rolling cart must be wheeled from place to place by an adult.

VENDORS
The Liberty County School System has approved two vendors to sell their products to school employees:  Books Are Fun and Turtle Books.  The vendors will return with a different display approximately every six weeks.  


BOX TOPS FOR EDUCATION
Box Tops can be found on most General Mills products.  For each bundle of 25 Box Tops a student brings in, he/she will receive a coupon for free ice cream.  The number of ice cream coupons a student may receive is unlimited.

COPYRIGHT
Teachers will be reminded each year about copyright guidelines and will have access to a copy of the guidelines (in appendix).

All staff members will be required to sign a Copyright Law Agreement at the beginning of the school year, or upon employment at LHE, which will be kept on file in the media center.  A copy of the agreement form is in the appendix.

In the event permission must be received to copy material, teachers will fill out the appropriate form (Internal Request for Authorization to Duplicate and/or Use Copyrighted Material”) which may be obtained from the school media specialist.  This form will be completed and returned to the media specialist who will contact the producer of the material.  The request and reply will be kept on file after the producer sends a response.

In the event infringement of copyright guidelines occurs, the media specialist will inform the school administrator who will determine the action to be taken according to the system media resources policy.

The person responsible for copyright process at Lyman Hall, including questions and clearance, is the school media specialist.  When in doubt about a copyright issue…ASK.

Included in the appendix of this handbook is a quick reference to copyright guidelines.  The complete book is accessible in the media center.  If there is any doubt about whether materials can be copied, please refer to the copyright guidelines or see your school media specialist.

If additional information about copyright is needed or desired, you may obtain it by visiting this website:

http://lcweb.loc.gov/copyright






