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I.
Introduction

I created this handbook as a one-stop-shop for answers to commonly asked questions about the MHS library.  In reading this handbook, you will familiarize yourself with the resources and services your library and library staff can provide for you and your students.  You will also learn the most efficient ways to use the library and to access its resources.  

By no means do I expect you to memorize all that is in the handbook—on the contrary, the handbook was created so you wouldn’t have to remember the minute details. 

Each member of the faculty has received a hardcopy of the handbook.  However, I realize some of us prefer an online format and some of us will misplace the hardcopy so I’ve made it available online under Librarian’s Links at:

http://www.mariemontschools.org/hslibrary/liblinks/handbook.html.

I hope you find it a useful tool and that it helps make your year a little easier.  Here’s to a great year!

Emily Zauss Colpi

Library Media Specialist

Mariemont High School

ecolpi@mariemontschools.org

II.
Policies

A. Circulation

Items may be checked out by teachers as follows:

· Equipment—day-by-day basis except for TVs and VCRs, which are shared departmentally, and overhead projectors, which are checked-out on a yearlong basis.

· Fiction and Nonfiction books—60 school days

· Periodicals—30 school days

· Reference—3 school days
· Videos—30 school days

No overdue fines are charged for teachers, but we ask that you return items in a timely manner.

B.
General

The MHS Library has a few basic rules that they ask students to follow.  Please help us enforce these rules by making yourself familiar with them:

· No food or drink.

· No games, instant messaging, music or DVDs on school computers

· Please do not disturb other students and/or classes while using the library.

· Individual students need a pass to come to the library.  Lunch students can get one from lunch monitors or from classroom teachers.

· Upstairs labs are for classes only—individual students report to the lower library.

· Students MUST check out laptops and return them to the circulation desk.
· Show respect—to the staff, to the facilities, to your peers.

Students who disregard these rules will receive one warning, followed by a disciplinary write up and/or dismissal from the library.
III. Procedures

A. Circulation

Whether borrowing print or non-print materials or equipment, it is very important that you check out the item with library staff.  Checking out the item in our computer system allows us to keep track of the item and to keep accurate circulation statistics for our records.  Please be sure to return the item as soon as you are done with it so that it is available for others.

B. Hours

The library is always open from 7:30 a.m. to 3:30 p.m.  Frequently, these hours are extended in both directions.  Should a student or faculty member need to use the library before or after these hours, the library staff will be happy to accommodate if their schedules permit.  Advance notice is the best way to ensure earlier or later hours.

The library is also open on most Wednesday evenings from 5:00 p.m. to 8:00 p.m. for LateNight@YourLibrary.  On these evenings, the library is staffed by the library media specialist, a library aide, or a trained teacher.  Most library services are available during the late hours.

C. Requests

Library staff is very happy to receive requests for purchase for print and non-print resources.  For your convenience, we have a simple form you can fill out and turn in via e-mail or one of our mailboxes.  This form is available under Librarian’s Links at: http://www.mariemontschools.org/hslibrary/forms/purchasesuggestions.doc.  It can also be found in Appendix A of this Handbook.

D. Scheduling

To schedule your class for any of the library facilities, please do the following:

1) Check the schedule online to see if that day is available (we can often accommodate more than one class per bell so you may want to ask regardless).

2) Contact library staff face-to-face, with a note in the mailbox, or via e-mail or phone with your request.  Have the following information ready:

· Date

· Bell

· Number of Students

· Technology, Instructional, and/or Resource Needs

· Planned activity or assignment

3) Present copy of assignment to library staff prior to coming to library.

Plans can change quickly and easily in a school environment.  We understand this.  Please let us know as quickly as possible when they do, and we will do our best to accommodate you.

E. Students

Students are welcome in the library as a class, from study hall, or on individual passes.  

When bringing your class to the library, please remember the following:

· Other students and classes are going on around you, so noise levels will need to be checked.

· In the interest of space and classroom management, please try to keep students somewhat together.  This will maximize the number of students who can use the library and decrease the likelihood that your students will be distracted by other classes and students.

When you are the study hall teacher and are sending students to the library, please remember the following:

· No more than 12 students should be sent on the long-term pass.

· Students may come on the short-term pass for 10 minutes.

· Please make sure small groups of students do not monopolize the long-term pass.

When sending individual students to the library, please remember the following:

· Please send the student with a pass stating the student’s name, time sent, when/if expected back, and your signature.

· Students must report to the lower library—the upper computer labs are for classes only and are not supervised by library staff.

· Students misbehaving may be sent back to class.

· Please do not send groups of more than 4 to the library unaccompanied—there may not be space for them or appropriate staff available to supervise them.

· Students in scheduled classes take priority.

IV.
Resources

A.
Equipment

The library houses numerous pieces of equipment for loan or in-house use.  Some of this equipment is catalogued and searchable in the online catalog: http://web2.hccanet.org/html/english_multilis/login/MMHS/welcome.html. If in doubt, just ask! Some of the most frequently used pieces of equipment are the:

· heavy-duty stapler

· electric stapler

· heavy-duty 3-hole punch

· paper cutter

· overhead projectors

· LCD projectors

· laptop computers

· microfiche

· DVD-player

· digital cameras

· video camera

· laminator

· portable projector screens

· slide projectors

· laptops

B. Facilities

Teachers can schedule a variety of facilities through the library.  These facilities are as follows:

· Lower Library (contains print collection, round and rectangular tables, circulation desk, small computer lab and printer)

· Computer Labs A and B (contain 15 computers each and 1 shared printer)—LABS AVAILABLE FOR CLASSES ONLY—not individual students

· Study Lounge (open area in front of windows in upper library—contains multiple tables and chairs)

· C-20 (lecture hall next to main office—contains projector screen and projector—don’t forget to request laptop computer if computer access needed!)

C. Online Resources

MHS Library provides access to 19 subscription-based online databases and many other online collections both from school and from home.  Some are purchased with district budget, but most are available free to all OHIO citizens through INFOhio and through an Institute of Museum and Library Services LSTA grant awarded by the State Library of Ohio. These online databases can be accessed from the library web page: http://www.mariemontschools.org/hslibrary/MHS/online_databases.htm.  For a full listing and description of these databases along with the necessary usernames and passwords, see the library media specialist.

D. Print Resources

MHS Library houses a large collection of print resources.  The collection is broken down and shelved as the following:

· Fiction (back wall of the lower library, arranged alphabetically by last name of author)

· Nonfiction (shelving units on the left of lower library, arranged by Dewey Decimal Number)

· Biography (center shelving unit in the lower library, arranged alphabetically by last name of subject)

· Reference (shelving units on the right of lower library, arranged by Dewey Decimal Number)

· Careers (shelving unit on far right of lower library, arranged by Dewey Decimal Number)

· Professional (wall behind Emily’s desk in lower library, arranged by Dewey Decimal Number)

· Periodicals (newest issues on rolling carts by windows in lower library, back issues in library office, arranged alphabetically by title and numerically by date) For current list of periodicals see Appendix C.

To locate specific items, search the online catalog at: http://web2.hccanet.org/html/english_multilis/login/MMHS/welcome.html
E. Videos

The MHS Library Video Collection is in the Library Office.  Videos are arranged by Dewey Decimal Number and can be searched in the OPAC online catalog: http://web2.hccanet.org/html/english_multilis/login/MMHS/welcome.html.

You can also borrow videos through MEDIANET—a service of the Hamilton County Educational Service Center of INFOhio.  You can get your client number, access their online catalog, and place orders at: http://union.infohio.org/hcesc/.  Videos are dropped off and picked up at the school once or twice per week.  For further information, contact them by e-mail at InfoHCESC@union.infohio.org or by phone at (513) 674-4262. 

F. Microfiche

MHS Library holds over 30 titles in microfiche form for older or harder to find periodicals.  Ask the library staff for an updated list of what titles are available.
G. Web Site

The MHS Library Web Site is the portal to accessing resources both print and online resources, as well as your source for important library information and updates.  The homepage URL is: 

http://www.mariemontschools.org/hslibrary.

From there, you can access:

· Librarian's Links (links to useful items for teachers like forms and program information)

· the Library Schedule (what facilities are available)

· Gateways to the WWW (links to some of the best search engines and subject directories available along with explanation of the difference between the two)

· Internet Resources (useful web sites arranged by subject area)

· MLA Guidelines (format and examples for many types of resources)

· Online Databases (huge number of searchable databases) 

· Online Reference (online dictionaries, almanacs, encyclopedias, etc.)

· OPAC Online Catalog
· Tutorials (growing number of online tutorials on various topics)

· Teacher Toolbox (helpful teacher stuff on Docushare)

· Scope and Sequences (Both the Information Literacy and the Technology)


H.
Turnitin.com


Turnitin.com is an online service that MHS subscribes to that allows teachers and students to check writing for plagiarism.  After uploading a paper to your Turnitin.com account, Turnitin.com compares the paper to websites, magazines, journals, books, and previously uploaded papers in its database.  It highlights any passages that are identical to the paper.  Teachers can upload their students’ papers or set up the account so that the students upload the papers and can check for plagiarism before turning in their final drafts.  Please see the library media specialist for assistance with setting up your account.
I.
MLA Guidelines

The library has multiple copies of the latest MLA Handbook as well as a helpful 20-page packet with MLA citation guidelines and examples for most of the library’s resources.  This packet is available online by going to the library homepage (http://www.mariemontschools.org/hslibrary) and clicking on MLA Guidelines. 
V.
Services

A. Book Talks

Library staff will be happy to present book talks to your class on a variety of books, both fiction and nonfiction, and a variety of topics.  Designed to hook student interest in the book being presented, book talks typically last about 5 minutes, but can be shorter or longer depending on the teacher’s needs.  Book talks are not limited to English classes by any means—book talks can be used successfully in all subject areas to expand and extend lessons.  See library staff for more details.

B. Cable in the Classroom Taping

Library staff can tape educational programming for your curricular use.  Programming is available from many networks.  Each month, the programming schedule will be placed in Teacher Lounge in a plastic binder for your perusal. Programming information is also available on the Cable in the Classroom web site: http://www.ciconline.com/.  Let the library staff know the date, time, program title, and network station of the program you would like taped.  

C. Collaboration

Collaboration is one of the key functions of the library and library media specialist.  This collaboration can take many forms: 

· teaching information literacy skills to your class to improve student performance on an assignment,

· working with teachers to design and teach new units

· helping teachers revamp current or past units, and/or,

· team-teaching units.

A reminder to teachers: the earlier you approach the library media specialist, the more assistance she will be able to give!  

D. Display

The library has numerous display areas for student work.  If you wish to display your students’ projects or works in the library, please see one of the library staff.

E. Interlibrary Loan

MHS Library can request articles and books from over 40 local libraries, including Xavier University Libraries and the University of Cincinnati Libraries.  Ask a library staff member for the interlibrary loan form, and we can send it for you.

F. Lamination

The library does own a laminator, and the staff will be happy to laminate items for you.  Please give us at least two days to complete orders if possible.

G. Resource Gathering

Library staff is happy to gather a collection of print and/or online resources for your assignments and projects.  Print resources will be placed on a cart for your convenience and can be housed in the library or your classroom.  The Cincinnati Public Library will also put together print collections on specific topics for you and check them out to you on a collection card.  See library staff more details.  Library staff will also put together a list of online resources (web sites, online periodicals, etc.) upon request.  This list can be posted to your web site or the library web site.

H. Training

Library staff is happy to provide training on various information literacy skills, technology, and equipment at your convenience.  Please schedule an appointment in advance with library staff.

I. Web Site Help

Larry Goetz is the web master for MHS, and this role keeps him understandably busy.  Basic web site assistance is also available from the library media specialist if he is unavailable.  The library media specialist is particularly useful in suggesting resource links for your web site.

Appendix A
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Please use the form below to recommend items that you would like the library to purchase.  To submit this form, you can:

1. Type in your requests, save the revised document under a new name (do a “save as”), and e-mail the new document as an attachment to ecolpi@mariemontschools.org or cmonterosso@mariemontschools.org OR…
2. Print the blank form, hand write your requests on the form, and stick it in the library mailbox.

Please provide the following information for each item you are requesting. 

	Author:
	

	Title:
	

	Publisher:
	

	ISBN:
	

	Format (i.e. book, CD-Rom)
	


[image: image2.wmf]
	Curricular Areas:




http://www.mariemontschools.org/hslibrary/forms/purchasesuggestions.doc

Appendix B
Print Periodicals Available at MHS Library

	MAGAZINES & JOURNALS

	Air & Space
	People en Espanol

	Arts & Activities
	Popular Mechanics

	Astronomy
	Popular Science

	Audubon
	Premiere

	Better Investing * Gift Donation
	The Progressive

	Booklist
	Psychology Today

	Car & Driver
	Reader’s Digest

	Cincinnati Magazine
	Real Simple

	Consumer Reports
	Runner’s World

	Creative Knitting
	School Library Journal

	Current Biography
	Science

	Cycle World
	Scientific American

	Discover
	Seventeen

	Ebony
	Shape

	ESPN
	Skiing

	Field & Stream
	Smithsonian Magazine * Gift Donation

	Flying
	Sports Illustrated

	Good Housekeeping
	Taste of Home

	Guitar Player
	Teen People

	Hot Rod
	Time

	InStyle
	Transworld BMX

	Library Media Connection
	Transworld Skateboarding

	National Geographic
	Vegetarian Times

	National Review
	VideoMaker

	Natural History
	Wildlife Conservation

	Newsweek
	Wired

	PC Magazine
	Writers Digest


	NEWSPAPERS

	The Cincinnati Enquirer
	The New York Times

	Christian Science Monitor
	USA Today

	Eastern Hills Journal
	The Wall Street Journal



































Have ideas for curricular areas that you need more resources for?  We'd like to hear about these too!





Suggestions for Purchase Form
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