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Hempstead High School

Library Media Center

Operation Procedures for Faculty

· Please use the appropriate forms when requesting AV equipment and materials.  (The form is available in the AV Office – See Ms. Varner)  Please fill in all pertinent information.  Requests cannot be honored if any relevant information is omitted or inaccurate information is given.  Requests MUST be received 48 HOURS in ADVANCE.

· Teachers are to charge out all software, videos, CD’s etc., personally.  There will be a one-week lending period on such materials.  Please return materials on or before due date.

· AV equipment on permanent loan must remain in rooms to which they are assigned.  Teachers will be held responsible for machines/software issued to them. Do not leave equipment unattended in the classroom.  Lock up equipment whenever possible, or return it to the Library Media Center if necessary.  ALL EQUIPMENT MUST BE RETURNED BY 3:15PM.  
· Please report any missing/stolen or damaged materials and equipment immediately.

· Passes must be issued to students sent to the Library Media Center using the official school pass.  We cannot accept handwritten passes.  Media passes are available only to teachers.  All passes should be signed by the teacher, complete with date, time, and assignment. PLEASE DO NOT SEND STUDENTS TO THE LIBRARY TO COMPLETE TESTS.  
· Teachers are encouraged to bring classes to the Media Center to work quietly and cooperatively.

· Teachers wishing to bring classes to the Media Center for research or computer use must meet with the Library Media Specialist at least 48 hours in advance to discuss scheduling and resources needed.

· Mrs. Jean Reilly-Library Media Specialist, Ms. Patricia Varner-Senior Library Clerk, and  Mr. Todd Jackson-Library Aide II,  are here to assist you as well.
THE LIBRARY MEDIA CENTER
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