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I. Book procedures
a. Quantity- You may have up to 4 books checked out at one time.  You do not have to have 4.

b. Check out- 

i. Once you find your books and before you get in line to check out, put all your books with the spines facing away from you, the barcodes up and your swipe card on the top book- barcodes lined up.
ii. Get in line at the check out area of the desk

iii. The librarian will scan the books and your card

iv. Take a date-due slip <for each book if you wish> to remember when the books are due.

c. Due Date- Books are always due on a Wednesday.  The date-due slip will tell you the date.

d. Returning books- Whenever you’re done with your books put them in the book return just inside the door.  You do not have to wait until Library Day to return your books.
e. Book renewal- If you’re not done with your books by the due date, you may bring them in- with your swipe card- and renew them for another loan cycle.  You may renew them one additional time beyond the first check-out cycle.  Once you have your log-in and password, you may renew your materials online using the Follett Destiny program- http://pbl.follettdestiny.com
f. Overdue books/ fines

i. Definition- If you do not return/ renew your books by the end of school on the day they’re due (Wednesday) will be considered overdue.  
ii. Notices- Individual notices go out to the first hour classes on Friday.  School-wide lists are posted and distributed every Monday.
iii. Grace period- You have three school days after the due-date to return/ renew your books with no fine.  This is called a “grace period”.  After that the fines will be calculated from the due date.
iv. Renewal- Overdue books may be renewed at any time.  This will stop the fine build-up.
v. Penalties (in order)-

1. You may not check out materials if you have an overdue book and/or fine.

2. Fines are 25¢ per day per book starting the fourth school day after the due date (usually Tuesday) and calculated from the due date.
3. Your parents will be notified by mail after you have been on the school-wide list twice.

4. You may face after-school detention until cleared if you still haven’t returned your overdue books and paid your fine.
5. You are welcome to work off any fines/ penalties with your parents’ permission and with prior arrangement with Mrs. Dulaney.
g. Reserving books- 
i. You may reserve up to 2 books.
ii. You may reserve any book if you’re reserving it from home or at school only if it’s checked out at the time.
iii. If you change your mind, see the librarian to take the reserve off your record.

iv. When you’re notified, you have until the end of the school day to pick it up.  After that, the book goes to the next person if reserved or will be shelved if it’s not reserved.
h. Loan to friends/ book loss- Do NOT loan your library books to friends!  If your friend keeps it late, loses it or destroys it, you are responsible for paying for it!  If you lose or damage a book, you are responsible for paying for it.
i. Catalog program- All books can be found in “Follett Destiny”, the library catalog program found at http://pbl.follettdestiny.com .  Mrs. Dulaney will show you how to use it.  You don’t need to ask permission to use it.

II. Class procedures

a. Reading areas- The librarian will determine which students may sit in the reading areas.  The limit is 3 students on the window seat and other areas as determined by the librarian.
b. Chairs- Chairs at the table are to be pushed all the way in- to the left.
c. Listening area- You may listen to a tape/ CD during library time or study hall time.  Please use head phones.
d. Behavior

i. Three expectations-

1. Respect yourself

2. Respect others

3. Respect property
ii. 6th Grade- 

1. Mandatory book- You must have a book with you when you leave the library.  It doesn’t have to be a library book.  You may bring a book with you from the classroom or from home.

2. Behavior check list- The same as the other 6th grade teachers

3. Three strikes- Used when the class as a whole has talking problems during the course of a period.

a. Strike #1- General class warning.

b. Strike #2- All students receive a check for talking

c. Strike #3- Class is “in”- in the library for lunch and recess- in silence.
e. Emergency procedures-
i. Code Red- Listen to directions from the librarian.  Stay in the room out of sight & keep the lights off.
ii. Code Green- Listen to directions from the librarian.  Exit from the building according to the plan.

iii. Code Black- Listen to directions from the librarian.  Go to the assigned shelter in the Teachers’ Lounge.
iv. Code Yellow- Listen to directions from the librarian.  Security measures will be in place.
v. Fire- Listen to directions from the librarian.  Exit from the building according to the plan.
III. Passes in from class/ study hall
a. Entrance

i. You must have a pass and your swipe card.
ii. Sign in on the clip board- put your first and last name, the teacher who signed your pass, kind of pass and the time you entered the library.
iii. Leave your pass on the desk.
b. Types

i. “Book”- Good for 10 minutes from the time signed on the pass.

ii. “Study”- Good for the entire period, but students must enter within the first 10 minutes of the period.

iii. “AR” or “Computer”- Non-internet computer use.

iv. “Internet”- Must use the provided pass, signed by the assigning subject teacher and the study hall teacher.

c. Exit

i. Sign the time you are leaving the library on the clip board.

ii. Pick up your signed pass.
d. Behavior

i. You will follow proper behavior.
ii. If you choose not to follow proper behavior, there will be consequences ranging from warning up to exclusion from the library for a period of time.
IV. Programs
a. Rebecca Caudill Young Readers’ Book Award- The Illinois state-wide reading program.
b. Paw Power Book Award- Our own PBL Junior High reading program.

c. Accelerated Reader- 

i. Our school owns over 3400 AR quizzes

ii. The PBL Junior High Library website has an updated list.

iii. The Library has binders arranged by author, title, book level or point value.

iv. Accelerated Reader Store- During alternate months starting in October, the library sponsors a store where students may spend their points.

d. Book Fair- The library sponsors two Book Fairs a year- one in September and one in the spring.  Information will be distributed to students.

e. Library Workers- Any student who is earning at least a C+ in all classes may apply to work in the library at the beginning of each quarter.

V. Miscellaneous-  

a. Library arrangement- 

i. The Fiction books are on the north side of the library. 

ii. The Non-Fiction on the south.  

iii. The Reference books are on the west side of the little hallway. 

iv. New books are on display around the library and in the case across from the library.

v. Magazines are on the coffee table near the library entrance.

vi. The CD’s and audio books are in the cabinet near the computers.

b. CD’s/ Audio books- These may be checked out the same as a print book.

c. Magazines- To be read in-library only.

d. Upcoming events- The librarian will notify students of any upcoming events.
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