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INTRODUCTION
The purpose of this manual is to provide a guide for the operation of the WMFES library media program.  This manual in no way attempts to address all the issues that may arise in the operation of the media center; therefore, it will be revised annually or as needs arise.  Suggestions for improved service are welcome and should be submitted to the media specialist in writing, either by email (valexander@atlantapublicschools.us) or by traditional paper/pencil method.

MISSION STATEMENTS

Mission Statement of Atlanta Public Schools

We are accountable for focusing our talents and resources on ensuring that Atlanta Public Schools students are successful in school and life.

Mission Statement of William M. Finch Elementary School

The mission of Finch Elementary School is to provide all students with learning opportunities that will assist them in reaching their maximum potential while fostering positive growth in social and emotional behaviors.  The knowledge, skills and values emphasized should result in students’ being able to become literate and productive citizens in an increasingly multicultural society.

Mission Statement of William M. Finch Elementary School Media Center

The mission of the Finch Elementary School Media Center is to increase student achievement by enhancing existing media center services and developing others through collaborative work with the entire learning community.  We will provide all students with opportunities in differentiated instruction through media that complements their individual desire to process information and to create new information.

Goals and Objectives of the Finch Elementary School Media Center

GOALS

· Provide opportunities for all students to benefit from differentiated instruction

· Help students demonstrate mastery of research skills 

· Develop a level of staffing consistent with state standards and that meets the  unique needs of the learning community

OBJECTIVES
· Provide in-service to teachers about media center services that will enhance teachers’ confidence in making individualized media center assignments

· Create more opportunities for students to visit the media center after school daily
· Compile lesson plans from GDOE website and other instructional resources that incorporate interaction with media that support individualized instruction, and are correlated with Georgia standards and APS standards.

· Collaborate with classroom teachers to develop curriculum units that require media center research.

· Collaborate with teachers to develop more student choices of media center activities to demonstrate mastery of research skills supportive of the curriculum

· Make staff recommendations to the media committee based upon data gathered from library records

· Make staff recommendations to the media committee based upon data gathered from library records

· Seek funding through adopt-a-school programs

· acquire at least one full-time paraprofessional for the media center

GENERAL INFORMATION
Media Center Staff

Media Specialist:  Verble Alexander

Email: valexander@atlantapublicschools.us
The 2011-2012 School Media/Technology Committee

This committee addresses media concerns at the school level and provides input to the system media committee:

Mrs. Terry Cooper-Owens, Administrator

Mrs. Verble Alexander, Media Specialist

Ms. Deborah Campbell, Kindergarten Teacher

Ms. Holli Patton, PEC/PNC Teacher

Ms. Mary Conroy (1st Grade Teacher)

Ms. Wanda Vance, 2nd Grade Teacher

Ms. Brandi Sims, 3rd Grade Teacher

Mr. Karl Fuller, 4th Grade Teacher

Ms. Shani Strickland, 5th Grade Teacher

Alia Holt, Student Representative

Mrs. Nakia LaGuerre, Community Representative

The official meeting time of the media/technology committee is the third Thursday of each month at 7:30 a.m.  Anyone with concerns about the media program should submit their concerns in writing to a committee member to be addressed in the monthly meeting.
Operational Guidelines

· The media center will be open for use by students and staff during regular school hours.

· Hours of Operation:

Monday, Tuesday, Thursday, Friday---  8:00 a.m. to 2:30 p.m.

Wednesday: 8:00 a.m. to 4:00 p.m.

The media center operates every school day on a fixed schedule, with specials times as scheduled below.

Specials Time

Monday
 5th Grade  12:30-2:30    

Tuesday
 4th Grade  12:30-2:30   

Wednesday 
 Kindergarten  8:00-10:00



 3rd Grade  12:30-2:30
Thursday 
 1st Grade  10:45-11:45

Friday 
 2nd Grade 10:00-10:30; 11:00-12:30



 1st Grade  12:30-2:30

· Due to the weekly specials schedule, teachers are responsible for making sure that their students are well-behaved so that the special time is not wasted, but rather used constructively 1) to engage in meaningful activities that enrich/support the students’ individual learning styles 2) to master information literacy skills  3) to check out books for entertainment, research, or any other educational purposes. 

· Class Rolls

Each teacher is responsible for revising and submitting a current class roll, as often as necessary, listing all students scheduled for specials time.

· Teachers are responsible for insuring that their students have access to the media center during normal school hours.  Grades 2nd-5th may check out books during their specials times, but Kindergarten and 1st grade must be accompanied by their teacher as a class to check out books.  Also, parents of our Kindergarten through first graders may bring these students to the media center after school between 2:45-3:00 to check out books.

Students as a class

· Teachers bringing their students to the media center as a class must remain with their classes and assist with discipline and the selection of appropriate materials for their students.  Visits to the media center cannot be used as an opportunity to eat, make phone calls, complete administrative tasks, make copies, rest, visit with friends, meet with parents, leave the school site, or conduct other business not directly related to the purpose of the class visit to the media center.

· Except during specials times of other classes, teachers of Grades Three through Five may elect to have students come to the media center in small groups with a pass and written assignments. However, 

· the teacher is responsible for insuring that these students are coming to the media center to either check in a book, check out a book, reading for entertainment, have a written assignment on which to conduct research, have a written assignment for working on a project or display, or have a written assignment for any other media center services.

·  the teacher is responsible for the students’ safety to and from the media center.
Sign in

· Faculty/staff and students must sign the media center log.  Upon arrival with classes, teachers will sign their classes into the media center, indicating the number present.

· Students sent to the media center must have a pass completed by the classroom teacher.

· When the media specialist is not present, only classes that are scheduled in the media center will enter the media center.   No students are allowed into the media center unless the media specialist or other authorized adult is present.

Meetings

· Meetings, or the use of the media center which restrict its use by students, must be requested in writing and approved by the principal.  The faculty/staff member serving as point of contact for the event must ascertain that the event is appropriately entered on the media center’s schedule.  If the event results in the cancellation of classes then the person responsible for the event must coordinate and notify those teachers affected.  All rearranging of the media center to support special events are the responsibility of the person requesting to use the media center.  Immediately upon completion of the activity, the media center must be restored to its original arrangement.

· All meetings, conferences, work groups, special committees, fairs, and individuals should plan their times to ensure that the media center can be closed on time.  If it is necessary to meet past these times and no alternative meeting site is available, coordination must be made, with the principal and the media specialist, no less than one hour before closing time, and a responsible individual identified to assume the duty of securing the media center.  Only individuals directly involved with the scheduled function should be permitted to enter the media center.

Collaborative Planning

· The state standards of the Georgia Department of Education mandates collaborative planning with joint determination by the media specialist and classroom teachers for the use of media center services that support ongoing classroom instruction and implementation of the state-adopted curriculum.
· Whether accomplished either by grade level or individually, collaborative planning forms must be completed one week in advance of a lesson to be taught for which the media specialist is expected to gather resources, assist with teaching, etc.
· This planning may include coordination of resources to support a specific unit of study, reserve media center space and/or equipment, or have the media specialist teach a class or conduct an activity in support of lesson objectives and goals.  In all cases collaborative planning forms and an evaluation of the unit must be completed.  Teachers who wish to bring their classes to the media center for instruction must schedule the visit by entering the date on media center schedule, located at the circulation desk.  Teachers must also collaboratively plan the instruction with the media specialist, complete, and turn in to the media specialist a collaborative planning form at least one (1) week prior to the class.  Upon completion of the instructional visit, an evaluation of the activity must be completed and turned in to the media center within 24 hours.  All classes must be reflected on the teachers’ lesson plan and the media center schedule.

Laminating

· Items that need to be laminated need to be submitted at least 48 hours in advance.  Please write your name on the items to be laminated and leave them on the circulation desk.

· Laminated items may be picked up by a student

· Large items should be laminated at the Dean Rusk Center

Copyright

· The designated school copyright contact person is the media specialist.  However, copyright compliance is the responsibility of each faculty/staff member.

· Faculty/staff members will periodically receive emailed reminders of copyright laws.

Lost and Damaged Materials

· Faculty/staff are financially responsible for books and other items they check out of the media center and will need to pay for lost or damaged items.  
· Students are required to pay for lost or damaged books before they can check out more.
· Homeroom teachers will be provided a list of students who have lost or damaged books.  A list will also be submitted to the principal who will make the final decision on what measures will be taken against the student.
Borrowing Items

All media center books, videos, equipment, and other items must be properly checked out.  Items with barcodes will be scanned.  Items without a barcode must be checked out by the borrower’s completing the necessary form and signing the form.  LCD projectors may be reserved no more than one day prior to the day on which they are needed, by signing the form on the circulation desk.

Card Catalogue

The card catalogue is automated and is accessed through KCWeb by going through the Atlanta Public Schools homepage and APSKIDS.ORG.

Media Center Conference Room
The conference room in the media center may be reserved by completing the reservation form.  The conference must be reserved at least one (1) day in advance of the meeting or event.

Telephone
The telephone in the media center is strictly for conducting media center and other business related to media specialist’s duties and responsibilities. The telephone will not be used for personal telephone calls.  Please use the telephone in the main office for conducting your business.

Circulation Policy for Students
· Students may check out books for a period of seven (7) days and renew books one time.  

· Number of books that can be checked out per visit:

· Kindergarten and First Graders---One (1)

· Second and Third Graders--- Two (2)

· Fourth and Fifth Graders---Three (3)

· No student will be allowed to check out more books until all overdue books previously checked out during the school year have been returned, paid for, or renewed.

· Students may check out one (1) magazine for a two-day loan period.

Circulation for Faculty/Staff

· Books, videos, and DVDs may be checked out for a period of ten (10) school days and may be renewed if there is no hold on the items.

· Teacher Helper and Mailbox may be checked out for a period of five (5) days.  All other periodicals may be checked out for a two (2) day period.

Computer Use

· The media center houses five computers reserved for student use during the school day.  During media special times, the computers are reserved for the students scheduled for specials at that time.  Computers become available for adult use from 2:45-3:00 p.m.

· Users of the computers will sign in at the computer they will be using.

· All users of the computers must not have signed Page 87 of the 2011-2012 APS Student Handbook, opting out of using APS technology.  

· Teachers who need students to use the computer for independent research must reserve the computers during times other than specials time.  However, teachers may make written research assignments for students to complete during their scheduled specials time.

Equipment

· Equipment borrowed from the media center will need to be signed out and returned by only Finch faculty or staff.  

· Equipment should not be transferred between faculty/staff members, unless prior arrangements have been made with the media specialist.  

· Equipment in need of repair must be returned to the media center with the form “Report of damaged Media Center Material” describing the problem.
· All media center equipment must be returned to the media center by 3:00 p.m. on the day of check out.

· All faculty/staff are financially responsible for all equipment they check out and will be required to pay for equipment lost or damaged beyond repair. 

· To extend the life of new equipment and to minimize the waste of classroom instructional time, all faculty/staff must participate in in-service on the care and use of the equipment.

· Equipment should not be transferred by students.

Equipment Available for Checkout by Faculty/Staff

LCD Projectors (one per grade level)

Digital Camera 

Camcorders

Cassette Recorders

Videocassette Player/Recorder

AverKey Media

Videocassettes

DVD Kits

Cassette Listening/Reading Kits

Record Players

CD/DVD Burner

DVDs

Equipment Available for Use in the Media Center

HP Scanner

Scantron Scanner

HP Laserjet Printer

Computers

Laminator

Document Binder

TV/VCR Combo

Other Instructional Resources

Thinkfinity.com

Teachingbooks.net

Discovery Education (Unitedstreaming)

GALILEO

Georgia Performance Standards/Frameworks/Resources

Georgia Online Assessment System (GOAS)

NetTrekker

Forms
William M. Finch Elementary School

Media Center

2011-12

Request for Supplies from Media Center
	Item Needed
	Item number
	Size, Color, etc.
	Date of Request

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Teacher’s Signature _____________________________________________

Request for Supplies from Media Center

	Item Needed
	Item number
	Size, Color, etc.
	Date of Request

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Teacher’s Signature _____________________________________________

Request for Supplies from Media Center

	Item Needed
	Item number
	Size, Color, etc.
	Date of Request

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Teacher’s Signature _____________________________________________
William M. Finch Elementary School

Media Center

2011-2012
Request to Reserve the Media Center Conference Room
Today’s Date ________________________

Date Conference Room is needed: ______________

Number of Participants ___________

Duration of Conference (Start Time _________ Finish Time _________)
List of Media Center equipment needed, if any:

__________________________

__________________________

__________________________

__________________________

PLEASE NOTE: In order for other faculty/staff/students to use this room, the conference room will be held ONLY fifteen minutes (15) beyond the time you entered for
 “start time,” at which time your reservation will be cancelled.
Please print your name: _______________________________

Signature of Faculty/Staff/Other

Media Center Use:  ____approved        ____denied                     DATE_____________

William M. Finch Elementary School
Media Center

2011-2012
Request to Reserve the Media Center 
Today’s Date ______________

Date Needed ______________

Number of Participants ___________

Duration:  Start Time ___________ Finish Time _________

List of Media Center Equipment Needed, if any:

__________________________

__________________________

__________________________

__________________________

__________________________

_________________________________________

Signature of Faculty/Staff/Other

________________________________________

Please print your name.

Media Center Use: ___Approved     ___Denied

Date __________
William M. Finch Elementary School

Media Center

2011-2012

Request for Reconsideration of Instructional Media

Please contact the media specialist for this form.

William M. Finch Elementary School
Media Center

2011-2012

Report of Damaged Media Center Materials

Today’s Date ____________________

Equipment type ___________________________ (book, video, LCD, etc.)

APS Barcode ________________

Please describe the problem you are reporting:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please print your name____________________________

_______________________________

Signature of person making this report
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