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Media Center 

Rules and Regulations

The students, faculty, and staff of West Carteret High School share the responsibility of maintaining an environment that allows the library to serve the needs of all. Students are expected to maintain a quiet and courteous atmosphere and to respect the rules of the school as well as those specifically to the library.
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Hours of Operation

· The Media Center is open M-F from 7:30-3:30.

· Testing in the Media Center: T-TH 6:45-7:45 am, T-TH 3-4 pm.

· After school meetings may affect the hours of operation.

· Please enter and exit the library only through the doors near the gym.  Do not use the doors adjacent to the front office at any time.  

Coming to the Media Center without a Teacher

Students must have a pass AT ALL TIMES to come to the Media Center during a class period or lunch.  Bring your pass to the Media Coordinator when you arrive and get it signed again when you leave.

When entering the Media Center, sign in at the circulation desk with the time entered, name, teacher, and student number.  When leaving the Media Center, sign out the time that you left.

No pass is needed to come to the Media Center before or after school.
Coming to the Media Center during Lunch

During lunches, students may come to the Media Center for study time or assignments, but may not use the Media Center as a place for socialization or internet surfing unless it is for studious research.

If you would like to come to the Media Center during lunch, see the media coordinator or one of your teachers before school for a lunch pass.  The Media Coordinator or your teacher may also arrange to allow you to come into the library on a regular basis at lunch.

The Media Center will give priority to those that are coming from a class.  There will be computers set up for use at lunch; all other computers are reserved for class use.
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1. No food, drink, candy or gum in the Media Center.

2. A quiet courteous atmosphere must be maintained.
3. All books are the property of West Carteret High School. Students must pay full price for any book lost or damaged. 

4. Students are to be in the library only for studious work or recreational reading.  Socializing and “hanging out” have no place in the library.

5. All rules of the school must also be observed.  No cell phone or walkman use is allowed.  

Students who fail to meet their responsibilities in the library will be given a verbal warning. If it is during regular class time and the misbehavior continues, the student will be sent back to their class.  Severe disturbance or repeated offenses are dealt with by the administration. If necessary, parents will be notified about student behavior.

Checking Out Materials
All materials are checked out at the circulation desk on the computer.  Any student in good standing may check out books. All patrons are responsible for any books checked out in their names. Beware of loaning books you have borrowed to others or leaving them lying around.  Please alert the librarian to any special circumstances.
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BOOKS: Students are allowed to borrow materials for a period of ten school days. Materials may be renewed unless requested by another person, or if the patron has overdue books.
· REFERENCE MATERIAL: Reference books may be used only in the Media Center.  A student may check out a reference book overnight only if gotten after school and returned before school the next morning.  
· PERIODICALS: Periodicals are for use in the library.  Outdated periodicals may be requested by students unless solicited for use by a teacher.  
Returning Materials
Materials may be returned by placing them in the book drop at the circulation counter.

Fines
Students who do not turn in books by the due date will be charged 10 cents a day.  If books are not returned by the end of each semester, students will be charged for the full price of the book as if it is lost.  Students owing money to the WCHS Media Center will lose borrowing privileges until debts are removed.  Any fines that present a hardship to the student should be brought to the attention of the librarian and a solution will be worked out.  
Computer and Internet Use
[image: image5.wmf]Use of computers, technology, and the Internet in school is only for educational purposes as stated in the district’s Technology Acceptable Use Policy. Internet use is for educational purposes only and a student must have a signed Acceptable Use Policy on file.  The WCHS Media Center’s student Internet connection is available for student research; all other uses are not permitted and may result in the suspension of computer privileges as well as other disciplinary measures.

Students may not bring their own program disks to use on these computers and must not change anything related to the programs, etc. of the library computers.

WCHS Library Media Center Web Site
You will find useful links on the West Carteret High School Media Center Website at http://www.carteretcountyschools.org/wchs/mediaweb/ .

Copies

Students may request copies at ten cents a copy.  Students must pre-pay for copies that are made.  Once requested, a student is financially responsible for any copies made to his/her specifications.

Individual and Group Study

The WCHS Media Center is primarily a workroom for students and respects each student’s right to a relatively quiet place in which to concentrate. Therefore, it is not to be used solely as a leisure-time discussion room. Cooperative learning is allowed at designated tables. Library Media Center rules will be strictly enforced and infractions will be addressed immediately.  The left patio section of the library (4 tables) is reserved for quiet student study.
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