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HANDY-DANDY  Easy to Use

Guide to the gchool Library

% Vm 4 . = Essential for

New School

®

Librarians

Ms. Loretta Librarian
bhone: extension 5223







Includes pages
to introduce
yourself, library
staff, and the
library.




RECORD DATABASE
LOGINS & URLS

WRES ONLINE RESOURCES

SO INCLUDE HOME ACCESS:

ALL RESOURCES BELOW AL

e Type in your databases, URLs

Site name

and logins once and...DONE!

No more phone calls to the

library to ask for database logins




SHARE FAIR
USE GUIDELINES

Many teachers do not

COMMON USES OF COPYRIGHTED
MATERIALS IN SCHOOLS

thoroughly understand

FAIR USE: NOT FAIR USE:
Wh at Con t_ A B . Copying one article from a « Copying an entire magazine or
S |tUteS fal r use - » m—— - magazine of book for students book for students to us€ (this
g (3 St to use includes textbooks) =
- — . . Copying any work that is . Posting work that is not currently in
currently in the public domain the public domain on @ website

Help them with some clear

. Showing a movie clip as part of . Showing a movie for entertainment

a curriculum-related lesson purposes, such as @ class reward

or PTA Movie Night (license is

and simple tips for

. Reading a picture book aloud to required)

your class

common uses.

. Reading a picture book aloud and

. Using public domain images of posting your reading to YouTube or

images you purchased and other online video sharing site |-

have grmission  to poston your
} blog or website. . Using most images found through F=

online searches on a webpage,



COMMUNICATE

LIBRARY
POLICIES

CHECKOUT LIMITS

one book per level of grade:

Students:
1 book ata time

. prek K, and Grade 1-
. Grade 2—2 books

« Grade 3—3 books

. de 4—4 :
Con books . Teachers: up 10 50 books ata time.

- Grade 5—5 boOKs . parents: up to 10 books at a time.

"BOOKRETURN |  RENEWING MATERIALS H
ow many bo
oks can be
checked

eir

I?
out? How many times can books

udents and teachers may renew th

St
books as many times as needed aslond
asnooneis on-hold for the book. ____ ——— =
= ber
_——— enewed? Can reference

S materials be checked out?




THREE EDITABLE  ['screo
ORMATS . D —

All text is editable in: E ~

@ Powerpoint

o . w
PDF — | | r | HAT'SAMA

° er" wi an
Google Sl |
lides g ' ‘(‘no: . and/or equi 000
with ogicaf in - 3 . 8T
_ in nat Pment. p EA
B we, bur'rheake's R g build
OUT do S are 1idin
& OUR thave Often
‘ to be
| WAKERSpP,
Things 1© remember: ‘&ﬁméo try. Acw,va nd conta ACE
S f e I
v The \aminating machine is fussY and preaks easily. please 40 not ;ﬂer or stud ngdull sy e'foltow,n
operate the jaminating machine unless you have explicit pem’ﬁssnon na 'ng ‘on is reg tem,
Hachine D printey "0
from the principal ©f jiprarian. \ Spheros

7/ Laminaling film is expensive and does not biodegrade, please

consider this every time you decide 1@ faminate something:

e Pleasebe sUT® you turn i 10 Students
| on Tu

es
?e the Mt days a



SIX COVERS TO
CHOOSE FROM

3 designs in color
or printer-friendly

blackline
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