MEDIA RULES AND REGULATIONS
 

 

I. DATES FOR OPENING AND CLOSING THE MEDIA CENTER


A. The Fairmont High School Media Center will open for teachers on the first

                 day of school (material and equipment will be available during the teacher work


            B. The Media Center will announce opening dates for students at the beginning


     of the school year.

C. The Media Center will stop circulation of materials two weeks before the end of school   

     and will be closed the last week of school for inventory.  Students needing materials during       

                 this time will be worked with on an individual basis.

II. SCHEDULE

A. Classes will be scheduled on an individual, flexible schedule. At least TWO


     days' notice will be given to the media coordinators prior to an entire class                                                                                           


     coming to the Media Center.

            B. Occasionally a conflict due to testing or a special program may occur.  If this


     happens, the Media Center will reschedule any classes at the next opportunity.

 

III. EQUIPMENT SCHEDULE

A. The stationary TV/VCR located in the library and hooked up to cable will be


     scheduled on a first-come, first scheduled basis. Teachers are asked to please

check with a media coordinator prior to scheduling a class for  TV/Video viewing in the Media Center.


B. At present there are several mobile TV/VCR and two laser disk player

units available through the Media Center. These units will be scheduled on a                                                                                                                                                                                   first-come basis. Teachers are asked to please give TWO days’ notice on                                                                                                                                                                                         scheduling a TV/VCR or laser disk player for the classroom.


C. All other library equipment will be checked out on a day-to-day basis except 


     for overhead projectors. Overhead projectors will be placed in classrooms 


     for the year. Teachers are requested to return any and all library equipment


     as soon as they are finished so it may be available for others.

D. All computers in the Media Center are available with Internet use for students,          

Faculty, and staff.  All faculty and staff must sign a User Agreement form and students and their parents must sign the User Agreement form.  Students may use Internet ONLY FOR ACADEMIC PURPOSES AND MUST HAVE A SIGNED NOTE FROM THEIR TEACHER DETAILING WHAT THEIR ASSIGNMENT ENTAILS.  

 

 

IV. ADMITTANCE TO THE MEDIA CENTER

 


A. All students and teachers are entitled and encouraged to use the Media 


     Center.


B. The School Media Center is a part of the instructional program. It is primarily


     for research and study, and partly for recreational reading. The School 


     Media Center is not a social center or a dumping place for students who are


     in the classroom. It is not a place to send students who misbehave in the class-

room, or who just want to get out of class. Students must have a legitimate reason to be admitted to the Media      Center and are expected to conform to all school/library rules, or be sent back to the classroom.


C. A student, with WRITTEN permission of the subject teacher, may use


     the Media Center during class time. A student will be expected to remain


     in the Media Center during the entire period unless it is noted on the


    permission slip that he is to return to class. A teacher may send up to five

students per class at any given time, only with a written pass, only for work  requiring library facilities, and only as       long as the students work quietly.


    Students violating these rules will be returned to class and the teacher


    notified in writing as to the problem.


D. If a teacher wishes to schedule an entire class in the Media Center, he/she


     should schedule with a media coordinator a suitable time at least TWO days in


     advance. It is REQUIRED THAT THE TEACHER REMAIN WITH


     HIS/HER CLASS DURING THE ENTIRE PERIOD in order to maintain


     class organization and discipline. Teachers SHOULD NOT bring their class


     to the library and leave them in order to run errands, etc.

 

V. AUDIO-VISUAL MATERIALS AND EQUIPMENT

 


A. Located in the Media Manual is a copy of the A/V Materials and Equipment

Request Form.  All A/V materials and equipment need to be requested on this form and submitted to a Media Coordinator on Friday or Monday when lesson              


     plans are due to the administration.  These forms will be placed in a file and
     

the A/V materials are reserved and scheduled on the calendar Please use the A/V request form in your manual to make copies.

B.  A/V materials and equipment MUST be checked out by TEACHERS and 


     STAFF MEMBERS ONLY. Students may pick up A/V material and 


     equipment for teachers ONLY if the teacher has previously checked out                                                                                                                    


     the material and sends a note with the students stating specifically what the 


     student is to take to the classroom.  Students will not be allowed to sign a


     check-out card or check out items from the automation system for the teacher
     


C. Teachers and students are not to remove any media materials, A/V 


     materials, or equipment from the Media Center without having it properly


     checked out by a media coordinator.


D. The copy machine has been placed in the Media Center for students and    


      teachers who wish to use it. The cost is ten (10) cents per copy. The money


     collected from the machine goes toward the cost of paper, toner, and service


     contract. ALL USERS are asked to please observe all copyright laws that


     apply to print materials and to A/V materials.  Copies of  the latest


     copyright laws have been placed in your media manual. If you need help in

operating the copy machine, please ask a media coordinator. Teachers are asked to make MULTIPLE COPIES in the front office work      

     room.

E. There are laminating machines located in the library. If you have legitimate 

school material you would like laminated, please see a  media coordinator. Students are not allowed to operate these machines. A media coordinator will laminate materials for teachers on FRIDAY of each week.  Please only request items be laminated that are absolutely necessary, due to the film being very expensive. Materials for lamination should be free of staples and/or paper clips. PLEASE MAKE SURE EACH ITEM YOU WANT LAMINATED HAS YOUR NAME ON IT so that we will know where the laminated material goes.  STUDENT REQUESTS CANNOT BE ACCOMMODATED.
 

VI. PRINT MATERIALS

 


A. Teachers are encouraged to use any and all print materials in the library. Please


     observe the following:

 


     1. Print materials must be authorized through a media coordinator or 


         library student.

     2. PRINT MATERIALS ARE TO BE RETURNED TO THE LIBRARY  IMMEDIATELY UPON COMPLETION OF USE. 

     3. Teachers will be held responsible for all materials they check out of the

Media Center.  THIS ACCOUNTABILITY IS IMPERATIVE.  Teacher must be accountable for reimbursement for lost or unreturned items.  

 

 

VII.  STUDENT RULES
 

     TEACHERS ARE ASKED TO PLEASE REVIEW THESES STUDENT RULES                                                          

     WITH THEIR STUDENTS PRIOR TO COMING TO THE LIBRARY.

     TEACHERS SHOULD FAMILIARIZE THEMSELVES WITH THESE RULES.

 

 VIII.  LOST/DAMAGED LIBRARY MATERIALS 

A.    ALL TEACHERS ARE RESPONSIBLE FOR ANY MATERIALS OR   
    

EQUIPMENT THAT IS DAMAGED OR LOST.  DAMAGED OR LOST MATERIALS MUST BE PAID FOR BY THE TEACHER RESPONSIBLE.

 

B. TEACHERS WHO CHECK OUT SETS OF BOOKS NEED TO MAINTAIN A
  
                             RECORD USING THE CIRCULATION CARD PROVIDED. STUDENTS 

      MUST SIGN THE CIRCULATION CARDS AND TEACHERS NEED TO STORE 

      THESE CARDS IN A SAFE PLACE.  CARDS SHOULD BE TURNED IN TO THE   

                  MEDIA CENTER FOR ANY UNRETURNED BOOKS AND THE STUDENTS ARE

                 CHARGED ON THE CIRCULATION COMPUTER FOR THE BOOKS.  IF THE 

                 CARDS FOR UNRETURNED BOOKS ARE NOT TURNED IN, THE TEACHER IS 

RESPONSIBLE FOR THE COST OF THE BOOKS.  Circulation cards for lost books are not to be turned in the last week of school, for this is too close to the end of school and exam time for the media coordinator to collect reimbursement from the student.  All student names with lost or unreturned books should be turned in no later than 2 weeks before the end of each semester.  It is a good idea for teachers to do a quick student accountability assessment before the end of each semester, so as to remind students again that they are responsible for paying for unreturned books.  This takes some of the burden off teachers who have checked out sets of books.  

 

C.     VIDEOS AND/OR AV EQUIPMENT WILL NOT BE CHECKED OUT TO SUBSTITUTE TEACHERS UNLESS APPROVED IN THE TEACHER’S LESSON PLAN.
 

D. TEACHERS SHOULD CONTACT THE MEDIA CENTER FOR A  LIST OF     STUDENTS WHO HAVE INTERNET AGREEMENT  FORMS ON FILE.  PLEASE 

      BE AWARE OF YOUR RESPONSIBILITY IN MONITORING STUDENT USE OF 

      THE INTERNET IN YOUR CLASSROOM.  TEACHERS ARE ACCOUNTABLE 

FOR INTERNET USE BY STUDENTS.
ALL FACULTY MEMBERS NEED TO SIGN A NEW INTERNET AGREEMENT                         

FORM AND THIS FORM SHOULD BE ON FILE IN THE MEDIA CENTER.
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