FRANLIN ACADEMY LIBRARY/MEDIA SERVICES
The mission of your library/media program is to ensure that students and staff are effective users of ideas and information.  This mission is accomplished by:

· providing intellectual and physical access to materials in all formats.

· providing instruction to foster competence and stimulate interest in reading, viewing, and using information and ideas.

· working with other educators to design learning strategies to meet the needs of individual students.

It is also our mission is to promote recreational reading and the enjoyment of literature of all types.

LOCATION:
The library is located on the first floor in the center of the building.


HOURS:  
The library is open from 7:45 AM until 3:30 PM. 

LIBRARY – The library is open to all students. Students who wish to use the library during a study hall should report directly to the library and sign in. Fifth period only students must report to study hall before proceeding to the library and may use the library only for research. Computers are available for word processing, printing, and other local uses. Student accounts will be issued to all new students.  To use Web sites, an internet use card must be shown each time the student requests computer use. Library materials are available to all patrons. Students with overdue materials may not borrow more materials until the overdue material is returned. All materials are the responsibility or the borrower until they are checked-in by the library. The borrower must reimburse or replace lost or damaged materials.

LIBRARY USE GUIDELINES:
Food, drink and gum may not be used in the Library.

When a student is scheduled for Study Hall and wishes to use the Library, they should report directly to the Library before the passing bell sounds. During 5th period only, students should report to study hall and get their pass signed for the Library.
Students may sign up ahead of time to reserve a spot during their study hall.

Students will leave non-essential materials by the Library entrance.

Students will sign in upon arrival. Preference is always given to students who have school work that requires use of the library to complete.
Overdue library materials must be returned before more materials may be borrowed.

Students may request a computer to do schoolwork. Each student will be assigned a specific computer. To use the Internet, each student must have their Internet card with them.

Failure to use the Library properly will result in a suspension of privileges. 

Students abusing Library use privileges will lose those privileges.

Students who socialize rather than read or work may be excused from the library.

INFORMATION REGARDING USE OF THE LIBRARY:

1.  
Faculty and staff are asked to please consult with the librarian before sending a student from your class to the library.   

2.  
CLASSES:  Classes are welcomed and encouraged.  Please reserve the library for your class at least one day in advance.  More advanced notice is appreciated. Faculty are encouraged to work with the Librarian on lesson plan development and utilize the teaching expertise of the Librarian, especially as relate to the NYS Learning Standards for information seeking, evaluation, and use.
3.  
OVERDUE MATERIALS - Borrowers will receive notices if materials are overdue -  



please return or renew promptly. Borrowers will be held responsible for the 
replacement of lost books.  Anyone with overdue books will not be allowed to 
sign-out additional library materials. 

INFORMATION REGARDING CIRCULATION

1.
Books are signed out to students for 2 weeks.  The staff loan period is 30 days.  Books may be renewed unless there is a reserve request.  (It is necessary to have the book to renew.)  Please let us know if you give an assignment that will necessitate your students using a book for more than the 2-week loan period.  We will give them an extended loan time. Please let us know if multiple students will be expected to use the same library materials so we can put those materials ‘On Reserve’ to insure that each student will have adequate access.
2.
Current magazines and newspapers are not allowed out of the library; back issues may be signed out for overnight.  Reasonable length requests for single copies of print materials for school research purposes are allowed at no charge on the library photocopier. Personal copying (including replacement copies of class materials that a student may have lost) is available at $.10/page.
3.
Most reference material is usually restricted for use the library.  Please consult with the Librarian if you wish to use reference materials in your classroom.

SERVICES AVAILABLE

1.
INTERLIBRARY LOAN: the library is a member of the Franklin Essex Hamilton School Library System and as such is eligible to borrow materials from any library.  We can borrow directly from school, public, university, hospital, and special libraries in Northern New York (Oswego to Plattsburgh).  The catalog of holdings for these libraries is available online via a link on the Library home page at: http://www2.malonecsd.org/franklin-lmc/ or directly from  http://icepac.library.net/    If the material you need is not available through these sources, please ask the Librarian to search elsewhere and borrow it for you.

2.
MAGAZINES: the library gets hard copies of approximately 75 magazines and 4 newspapers.  The current copy stays in the library.  Back issues of magazines are kept 5 years.  They may be signed out for overnight.  Old copies of newspapers are kept for several months and are available to students for cutting out articles for class.


Our subscriptions to several online periodical databases provide the full text of hundreds of magazines, newspapers, and reference books. These help students learn searching skills and provide reliable sources of online information. 

 
It is possible to access all of these databases from your classroom internet connection via the Library website’s Database page: http://www2.malonecsd.org/franklin-lmc/magazine_databases.htm 
3.
COMPUTERS: there are computers available to students and staff for word processing, Internet access, and software use.  The library is automated so the online catalog, or OPAC, has replaced the card catalog.  The OPAC is now web-based, so is available via the Web at: http://mah.fehb.org/bin/home   Please make sure students have acceptable use forms on file before assigning internet projects.

4. 
COLLECTION: we expend considerable time, effort, and funds to provide an up to date library/media collection of in a variety of formats that will support and enrich your curriculum.  Please involve the Librarian in the development of new lessons or courses so that library materials that support such initiatives may be obtained in a timely fashion.  We will be glad to order requested materials (money permitting).  

A major goal of the library collection is the promotion of reading.  We strive to provide materials that will interest students and encourage the independent exploration of all kinds of literature and media. New this year is a new format. Playaways are MP3 players with a book burned into each unit. These will circulate like books, are dedicated to the title they contain, and their contents can’t be changed. That is, kids can’t download music onto them. We have the first four Playaways ready for borrowing now and will shortly be making available another forty titles. Most of these ‘books’ are titles used in FA English classes. Playaways can also be easily ported into your computer or presentation speakers so a group/class can listen. Please stop by the Library/Media Center for a demonstration.
5.
RESEARCH UNITS: the librarian will be happy to work with you to plan research that will help you meet a particular standard.  Please consult with the librarian before you give the assignment.  We will fill out a library unit-planning guide together.  Please provide the library with a copy of the final assignment and rubrics.  This will allow library staff to better assist students understand what is expected of them, how to find appropriate materials, and complete their work in the assigned manner

We will, upon request, put books on reserve either overnight or for library use only.  We will also compile bibliographies for you.


When assigning a project with an end of the year due date, please be aware that all library materials are due back approximately one week before the last day of classes.

6.
INSTRUCTION: the Librarian is willing and able to help teach all levels of research skills.  The Librarian always seeks opportunities for book talks and suggest suitable books or materials in other formats.

7.
COPY MACHINE: there is a coin-op copier in the library for student and faculty use.  The cost is 10 cents per page for personal copies. Students may make single copies of research materials at no charge.
