Lamar CHS Library Handbook

Hours
Monday-Friday:    7:40-3:40

Faculty Checkout
Equipment
Overheads are no longer available through the library; check with your department head. However, we have replacement bulbs and can send your overhead off for repair if needed.

We currently have the following available for checkout:
	
	DVD/VCR players
	Cassette players
	Portable stereos (boomboxes)
	TV (notice singular, not plural)
	Media cart (for large-group usage): has a laptop, an LCD projector,
a DVD/VCR player, and speakers.
	
These can be checked out by signing up for them in the library or sending us an email request.  They can be checked out for no longer than one week at a time, and we need to know how many days you need the equipment.  If your reservation time is up and you have not brought it back, we will have to collect the equipment so that others who have reserved it can also have access to it.

Materials
Teachers can check materials out for up to four weeks, both books and video. If another teacher requests the same item, we ask that you work with the other teacher. Although reference is generally not available for checkout, we will be happy to pull items for reserve.


Laminating is done on Wednesdays and Fridays. We ask that you have your name attached somewhere. You may drop off your laminating any day of the week.




Use of the Library

There are three sections available for reservation. On the main floor, we have two 40-seat sections, one in fiction and one in nonfiction. There is an instructional workstation in the nonfiction section. We also have a 30-computer research lab; it contains an LCD projector and instructional workstation as well.  To reserve a section, come by the library or send an email request.  Please check the online calendar first for availability. Reservations can be made for no more than three days in a week. Please note that the computers on the main floor cannot be reserved; these are for use by students who come in individually. We also have two laptop carts available for checkout; restrictions are the same as for the computer lab.

Individual Use
We encourage students to come in to finish up projects on an individual basis. We ask that you observe the following in sending students to the library:
	All students must have a pass to come to the library; we will send back any student who does not have one. We need the student’s name, the date, and the time.
	Please send no more than four students at a time. Remember, you are probably not the only person sending students to the library. If more come, we may ask any extra to come back when someone else has returned to class.
	If students are not supposed to work together, let us know.
	Students who are coming in on their lunch break will need to get a pass from the library before 3rd period. Please do not write passes for lunch.



Research

If you feel your students need a quick refresher on what’s available in the library for research, let us know. We’ll be happy to provide a brief session at the beginning of your project.

Don’t feel you have to rely on the Internet for your research. We have a strong collection of print materials, both in reference and in the general collection. Students can check out up to two titles from the general collection, as long as they owe no fines or have an overdue book.  Students can look for books by title, author, or subject on our online catalog. We now have a catalog that allows students to search all the books and all the campus databases simultaneously; we are happy to show you how it works.

We also have excellent databases available; all of our databases can be accessed remotely as long as you have the UID and password. We provide bookmarks with all of these. These often change from year to year, so be sure to check before you set up your lesson plans.

Be sure to take a look at the library web page. There are many, many links on it to sites that could help you plan a lesson. There is a section on research that you might consider when designing your research project. Also, there is an extensive video and image collection available on Discovery Streaming. If you do not know how to access this, we can show you how.

The Research Lab
We have a 30-computer research lab. To help us keep those 30 computers running smoothly, we ask that you observe the following:

	Please do not schedule the lab when you have a sub; trust us, it doesn’t work very well. If a sub shows up with a class, we will ask them to return to the room.

You will notice a Big Brother Is Watching sign; we have Smart Sync. However, we cannot monitor your class as well as you can. We kick the students off of proxies because of past experiences, so we ask that you help us.
	Please help us enforce the no food or drink rule; in the past we have found both wrappers and food in the drives, and we’ve had to replace keyboards damaged by spilled drinks.
	Finally, we ask that you monitor the class for the computers themselves. We are missing volume knobs on half of our brand-new computers where students have pulled them off and done who-knows-what with them. We have found keys pulled off and switched around.









Copyright

This is a complicated and messy issue that is becoming more and more important to public schools. Federal law gives us a lot of breaks in using other people’s work. Find out what the district policy is at www.lcisd.org. It’s in the school board policy section. Here are some simple guidelines about what you can and cannot do. Remember that the crux of things is that you use others’ work in a “face-to-face teaching activity.” Remember: This is Federal law and the district requires that we be in compliance. 

Written Materials

Single copies for teachers:
A teacher may copy for the purposes of research, teaching, or preparation for teaching any of the following: 

• A chapter from a book 
• An article from a periodical or newspaper 
• A short story, short essay, or short poem, even if they are contained in a collection 
• A chart, graph, diagram, drawing, cartoon, or picture from a book, periodical, or newspaper. 

The teacher may retain single copies of these materials in files for personal or research use or for use in teaching. 

Multiple copies for classroom use:
Copying in multiple units for student use in a classroom setting is permissible provided the following tests are met: 
• Brevity: Poems – 250 words or less Prose – 10 percent of whole Illustration – 1 chart, graph, drawing, cartoon, diagram, or picture may be copied per book or periodical issue. No enlarging or modifying. 
• Spontaneity: The inspiration and decision to use the work and the moment of its use for maximum teaching effectiveness are so close in time that it would be unreasonable to expect a timely reply to a request for permission to copy the work. 
• Cumulative effect: Copying must be done for only one course. Copying may not substitute for the purchase of books or periodicals or workbooks. 

Audiovisual Works
“Fair use” of videos, cassettes, etc., for schools provides that: 
• The performance must be presented by instructors or pupils 
• The performance must occur in the course of face-to-face teaching activities 
• The performance must take place in a classroom or similar place of instruction 
• The performance must be of a legally acquired copy of the work. 

Unacceptable practices include: • Making an anthology or collection from clips or excerpts • Transferring the work to another medium, i.e., film to video, video to computer disk • Using a program for recreation or reward without acquiring performance rights. For further information concerning copyright, see the librarian 

