Eagle’s Landing  Middle School

Media Center Policies and Procedures
2019-2020
Circulation Procedures:

1. Students may check out one book.  Each book may be kept for two weeks.  Students may renew the book as long as it is not on hold for someone else.

3.  Students must take full responsibility for books they have checked out. If a student loses or damages a book, the student will be responsible for paying for the book’s replacement.
Holds and Reserve:

1. If a teacher or student wishes to check out an item that is unavailable, a hold may be placed on the item.  Staff members will be notified via email and students will be notified via homeroom teacher when the item is ready for checkout.  We will hold an item for one week before returning it to the shelves.

2. If your students are doing media center research, we can create a reserve shelf for your research project.  Please give us 3 days notice if you would like us to pull resources for you.

Overdue Materials and Fines:

1. Overdue notices will be placed in teacher boxes every Monday.  Teacher assistance in getting our books back in a timely manner is greatly appreciated!

2. At the end of the school year, student and parent access to IF can be blocked until all fines have been paid and books have been returned or paid for. 
Reference Materials:

1. Reference materials may not be checked out by students; they are for library use only.

Internet Use
1. Once a student has returned his/her Handbook Acknowledgement form he/she can use the desktop computers in the media center..  Any student misusing the media center computer will not be allowed to use them again.

Reserving the Media Center
1. Please see or email Ms. Sierra or Ms. Ibe to reserve the Media Center for your classes.
2. In order to insure equitable access to the Media Center and its resources, research visits are limited to three consecutive days.

3. Teachers may send small groups of students to work in the Media Center.  They should have a pass.  These students should be well aware of their purpose and the time that they should return to class. Students should bring all necessary materials with them when they visit. They need to have all login information with them as well. Students will not be allowed to leave and return to the media center once they are here.  Any students who are off task and/or disruptive to the learning environment will be sent back to class.

Expectations for Students 

1. Enter the media center quietly.

2. Be respectful

3. Be responsible

4. Be cooperative

5. Be prepared

6. Be kind or be quiet.
Challenged Materials

Whenever objections arise regarding Media Center material, the media staff will follow the guidelines developed by the Henry County Board of Education.  The Media Committee will read the complaint that has been filed and will be given a copy of the challenged material.  The Media Committee will decide the merit of the complaint and the value of the material to the collection.  Once the committee has reached its decision, the person filing the complaint will be notified in writing.  The Eagle’s Landing Middle School Media Committee is:

Ms. Sierra- Media Specialist

Ms.Ferguson-Assistant Principal

Ms.Meera -ESE
Ms.Louis-Social Studies
Ms. Walker-ELA 
Dr. Strange-Science  
Mr. Glass-Math 
Ms. Lopez-Connections
Ms. Ibe-Media Para-professional
