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Teachers: This guide contains the answers you need to use the library and its services;                  please hole-punch and secure it in your roll book for reference.






Contact Us:

Website: www.foshaylc.org
Phone: 323.373.2745

Fax: 323.733.2120

Guide to Library Services 
Location

The library is located on the second floor in front of the stairwell. 

Extension

We can be reached by dialing extension 2745 and 205 (from the brown phone)

Hours of Operation
The library is open from 7:30 a.m. until 4:00 p.m. daily with the exception of Professional Development Tuesdays when we are open until 2:15 p.m.

Library Staff

Cynthia Benin Williams, Teacher-Librarian 

Dora Huerta, Asst. Librarian- Elementary

Justeen Bellinger, Library Services Assistant

Service Workers, Assigned each period

Library Leadership Team
The Library Leadership Team was created to assist the librarian in the building a strong, relevant collection for the Foshay student body. Meetings are held bi-monthly during Brunch on selected Professional Development Tuesdays. Please see the librarian if you are interested in participating. 
Coffee Club

Coffee Club operates from 8:00 a.m. until 2:30 p.m. We serve coffee, tea, hot cocoa and cider. On Fridays, we offer snacks. We also have ceramic mugs to borrow. The cost is $8.00 per month payable in cash or in-kind (we could always use coffee, snacks or supplies). Dues are payable on Classified and Certificated pay days. We do not prorate nor do we sell coffee by the cup or snacks by the serving. 
Checkout Policy

Teachers are allowed a maximum of ten books, five videos and two audio tapes (books on tape) at any one time. Check out time is one month. When materials are in need high demand units (Ancient Greece, Ancient Egypt, etc.) check out time and materials may be shortened to two weeks for equity purposes. Coordination with other teachers teaching the same unit would be beneficial in these cases. We have a RESERVE cart for any teacher working on a class unit. We will pull books for you and reserve them under your name, but students will check them out themselves. 

NO ONE IS ALLOWED TO TAKE MATERIALS FROM THE LIBRARY WITHOUT CHECKING THEM OUT.  THIS DISRUPTS THE INVENTORY PROCESS.

If there is an item you wish to check out and it is with another teacher, we will be glad to facilitate getting the item back and checking it out to you if possible. Please do not ask us to divulge who has materials checked out. 
Urgent!!! PLEASE LOOK FOR VIDEOS AND RETURN THEM TO THE LIBRARY!!!! (Especially SCIENCE VIDEOS) We have many teachers requesting videos and books that many teachers have had for more than a year. Help us promote equity and access in circulation by returning your VIDEOS and BOOKS.  We promise to accept your items with a smile! (
LAST MINUTE REQUESTS

We will try to accommodate last minute requests, but please understand if they cannot be filled.


As a reminder:

We are open from 7:30 a.m. daily including NUTRITION, BRUNCH and LUNCH and close at 4:00 p.m.


Do not send students to check out materials for you; they will be turned away. 

Video Tapes

Video tapes are located in the cabinets in the office and are organized numerically. You may also use our OPAC system (on-line card catalog) to view our inventory. As we are constantly updating our video list, please visit the stacks and use our on-line card catalog to definitively check for a video.  

DVDs

DVDs are located behind the circulation desk in numerical order. As with videotapes, please make sure you return your materials on time and that the correct DVD/VHS tape is in the correct box.
Please be aware that LAUSD has a VIEWING POLICY regarding movie ratings. You may access the link to read the policy at http://notebook.lausd.net   (Bulletin 1270.0)
It is the teacher’s responsibility to make sure the video he/she will show is 
· Directly related to current curriculum unit

· Appropriate to show to students

· Permission slips have been sent home and returned (or a Reverse Permission Slip has been sent home)
· Alternate assignment has been given to students who are opting out-of or not eligible to view movie
· LOST/DAMAGED VIDEOS


If you lose or damage a video, you are expected to pay for it. 

*General release videos run an average of $34.95 each. History videos are an average of $54.95 each. Science videos are on average $64.95. Kits are between $65.00 and $150.00. Not cheap!

For your protection, we do not allow substitute teachers to check out materials under your name. If you are planning to be absent, please leave a detailed lesson plan and check out any materials you might need before your absence and plans to secure them safely until your return. No exceptions.   


Please do not send students to check out videos for you. They will be turned away. 

· CLASS SETS of SSR- Sustained Silent Reading  Novels

In the cabinet in the Elementary library, we have more than 200 novels available for SSR time. Some of the novels have multiple copies available. If you need a class set (25-45 novels) please request a set with a staff member at the Circulation Desk. We can either deliver a box to you, or you may personally select a set based on the needs of your classes. 

Possible selection criteria:

Grade level

Reading level (s)

Gender 

Class taught/Subject/Curriculum unit

Each set of books comes with a sign-out sheet for students. Since it is the teacher who is checking out the SSR sets, it is her/his responsibility to make sure each book is returned in good condition. To avoid loss, please record the student’s name and book title on the form provided and use a Stop Clearance form in the event a book is lost or damaged. Turn the Stop Loss form in to us and we will follow up with the student. 
SIGNING UP TO BRING YOUR CLASSES TO THE LIBRARY
The library is open during above-stated hours for you to bring your classes. 

Please observe the following before bringing your classes:

· The sign-up sheet is located on the top-shelf of the Circulation Desk. 

· Sign-up times are in 40 minute blocks; you may sign up for more than one block; 
· Please write your name in pencil with your room number, extension and purpose for your visit. 

· If there is a project you’re working on, we can assist you with pulling books for reference, fiction selection, or direct research instruction. Just let us know! We’re here to help you help your students. 

Remind students at least two days before your visit that they need to bring their library cards (Foshay ID cards) and their books- to return or renew- so that they may enjoy checkout privileges. Students without an ID card but with current account, may check out one book. Students can purchase replacement ID cards during their visit for $2.00. 
Cancellation

If you need to cancel your visit, please call us as soon as possible; this way, we can offer the time to another class. We can be reached at extensions 2745 and 205 (brown phone).   
LIBRARY ETIQUETTE
Students are expected to be lines up and quiet with their shirts tucked in (Elementary and Middle School students)
· Students are expected to be on task supervised by their teacher

· Students are expected to use their library voices and maintain proper behavior. 

· No Food, Drink, Gum or Candy. 

The librarian reserves the right to ask a visiting teacher’s class to adhere to the library rules and ask to the class to leave if they cannot maintain an environment so that all patrons can enjoy the library. 

SENDING STUDENTS TO THE LIBRARY ON A PASS

If a teacher wishes to send students unsupervised to the library, the following must be done:

· Students must have an official pink library pass with all of the necessary information filled out; 

· Students may come to the library four (4) on a pass; 

· Students are welcome 15 minutes after the tardy bell and must return 15 minutes before the dismissal bell- please observe the school’s 15 minute Rule; 
· Students should have a specific objective (book selection; specific research topic with supporting documents, etc.) Please do not send students with notes or general assignments such as “Research” or “Book Selection.” Often students do not know what they are supposed to do or cannot properly articulate the goal for their visit so they waste time and the librarian cannot properly assist them. 

· Students must have a library card, pens, paper and any other support materials to help them with their assignment. 

· Students must observe the library rules and agree to the consequences if they are not in compliance. 

ACCELERATED READER
Many teachers on campus utilize the ACCLERATED READER literacy program. As of this printing, we have 9 computers with the program installed. Students may also test in the PDC. If a teacher anticipates a large number of students needing to test, he/she may reserve the computers to ensure all can test. 

COMPUTERS

We have 9 computers available for student use. They have Accelerated Reader, Internet, printing capability and a variety of programs students use most often. Students must have an AUP (Acceptable Use Policy) on file through the PDC and a Foshay ID card. Printing is free for teachers, but 5¢ for black and white; 10¢ for color for students. Students must use a USB flash drive to save work. We will be glad to assist students with their technology needs. 
HIGH SCHOOL TEACHERS
Please let us know when you are assigning a large project and students will need resources including use of the computers. Often, high school students come to the library expecting to use the computers, the Internet and printing, without supervision or questions. This is not the case. All students must have a pass, with a specific project, Acceptable Use Policy signed, ID card and money for printing. 

Due to the limited number of computers we have, please have your students use the computers available in the PDC, within the academies and the High School office. 
SPECIAL REQUESTS

The library exists for and because of the faculty, staff and students. If you have a special request such as having a library in-service for your classes, Dewey Decimal System mini-lesson, or would like to check out Reference materials, etc., please let us know. We are here for you. 

RESERVING THE LIBRARY

Patrons who wish to use the library for a function must do the following:

· Make a reservation in writing (the purple reservation request sheet is in the Main Office)

· Provide a contact name, date and time of event; 

· Designate a clean-up crew (duties include vacuuming, cleaning tables and taking out trash and returning tables and chairs as close to the way you found them- if possible); 

· Let Mr. Watson, AP in charge of Buildings and Grounds, know so that he can place the event in the Facilities use book and announced in the Weekly Bulletin; 

In return we will:


Give you written confirmation and schedule your event in the Sign-up book; 

· Have the space available; 

· Supply the cleaning supplies:

· Supply trash bags; 

· Give group personnel support if possible. 
The custodial staff has asked that we limit, if not eliminate, the number of events that have food in the library. This is due to the wear and tear on the carpet- including food spills which lead to stains and ROACHES. As we are all aware, we are very short on space campus-wide. Please be diligent about cleaning up after yourself when hosting a function that serves food. 







Thank you. 

LOST MATERIALS POLICY
Every year we lose an average of 100 books. This number does not include items that are damaged and must be taken out of circulation. The library does not include replacement of lost, stolen, or damaged books. When we collect payments for lost, damaged, or damaged books, we are required to turn collected funds into Library Media Services downtown where we receive a budget code number at year’s end for 5% of what we turned in. 

We hope that we can reduce the number of lost, damaged or stolen books can be minimized as the cost to the student body, faculty is higher than the cost of the book. Items out of circulation are rarely, if ever, replaced. 

To stop the high loss rate, we ask you to do the following:

· Keep all books, videos, DVDs and kits in your possession. This means in a locked cabinet or drawer out of the reach of students, or unauthorized substitutes; 

· If you loan a book to a student (not recommended) write the name of the student, book title and period they borrowed the book so that you can issue a Stop Clearance if the book is lost or stolen. 
· If you allow a substitute teacher to show a video that you’ve checked out in your absence, be sure you leave explicit instructions once your period/day has ended. 
· If you have books on display in your classroom, explain to students that there is a way to check out from you (see above.)

As a general rule, DO NOT CHECK OUT MORE MATERIALS THAN YOU ARE ABLE TO MANGE. 

Beginning July 1st, 2005, all teachers have been issued $15.00 “Materials Loss” credit. This means that in the unfortunate circumstance materials are lost, damaged, or stolen, $15.00 will be applied towards the replacement of the material. 

How the credit works:

If materials are less than $15.00, the library will absorb the cost and apply any leftover credit, if applicable, until the end of the year. 

If materials are more than $15.00, the credit will be applied and the remaining cost will be the teacher’s responsibility. 
All credits are “zeroed out” at the end of the school year and all accounts begin again with a $15.00 credit. 

NOTE: WE recognize that mistakes happen. We understand that sometimes books that get turned indo not always get properly checked-in. We are working very hard to eliminate this inconvenience for you. Every effort will be made to recover the materials in the event it was not accurately reported. We also recognize extenuating circumstances may happen with book or AV losses. Please speak to Ms. Williams to resolve your individual issue. 

END –OF-THE YEAR/SEMESTER CHECKOUT

Your account must be cleared in order to obtain an end-of-semester signature from the librarian ONLY. This includes any materials that you’ve checked out and loaned to your students. 

DONATIONS

We are happy to accept donated books AV materials; however, please be aware that as we inspect materials for copyright date, condition, and relevance, we may not catalog materials, but rather offer them to our patrons by placing them on our Discard Cart or to parents during Parent Conference Night, or Back to School Night. 
THANK YOU FOR YOUR CONTINUED SUPPORT
Wednesday, December 10, 2008

Rationale for Manual

The original Policy & Procedures manual was written in the spring of 2005 after I was formally offered the Library Media Teacher position. Initially, my position began as a long-term sub during the main librarian’s off-track time. Whatever policies and procedures she had in place I followed. 

I observed the following:


Late materials by students and staff


Lost and damaged materials by students and staff


Too many teachers with keys to the library


SSR books/Literature Circle sets disorganized- missing/unaccounted for

Lack of teacher accountability 


Demoralized classified library staff

I became increasingly frustrated with my own perception of how the library should be managed. I complained to administrators, but at the time, the entire team was new and I felt that though they supported my ideas, they weren’t necessarily “on board” with how to implement changes. When I officially became the Library Media Teacher, I decided to catalog the issues we were having and then create policies/procedures manual to address some of the issues- but also to increase the effectiveness of the media center. 

 I have sent two attachments: the first one is the original document (scanned) from 2005-2006 school year; the second is the yet to be published guide for the 2009-20010 school year, although I will probably send it via email in January to all faculty and post it on the school website as a PDF file. 
Since the original publication of the manual, we have had a much more positive and well-run library media center. From inventory to staff to the coffee club, we have made some positive changes and I am happy that the staff has had almost 100% buy-in. 
Sources
I used empirical evidence to create my manual, as stated above. I consulted my Library Media Teacher’s Handbook to make sure that my policies on lost/damaged books were in compliance- and legal. 
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Our Vision: 


The Foshay Library Media Center is a literary, technology and creative arts space open to all stakeholders to promote student achievement above and beyond expectations. 











Library Mission:


	The Foshay Library Media Center exists because of its students, faculty and staff members. Its purpose is to allow all stakeholders who wish to read, write, study, or use the computers, an opportunity to do so in an environment that promotes learning and freedom of expression.  
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