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www.findleyoaksmediacenter.com
A simple guide to help teachers get the most out of the media center.

A

Accelerated Reader (AR)

We will continue to offer the AR program in all grade levels. Teachers are welcome to use the program to whatever degree they desire. In addition, students may use the program on their own. We maintain a bank of hundreds of tests and will continue to add more this year. Tests may be taken on the computers in classrooms or in the media center. 
AR Reports

Teachers may monitor their students’ progress in AR with various reports. The password to access student and test information is: admin

Most of the reports are user-friendly to generate.
Please see Amy if you need any assistance with AR. 

After-Hours Checkout

You may sometimes need an item after Gwen and I have left for the day. Please use the After-Hours Checkout sheet on the clipboard at the circulation desk. Simply write your name, the title of the book, and the material number. The material number is found on the barcode label (marked either Findley Oaks or Fulton County) on the back of the book.
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Book Return

All books, videos, DVDs, audio books, and read-a-long kits should be placed in the slot at the circulation desk. Do not put items on top of the circulation desk unless the book drop is full. This helps insure that all materials are properly checked in. 
Biography

The biography section contains all individual biographies. The spine labels are marked with a B, followed by the 1st three letters of the last name of the person the biography is about.  The books are shelved in alphabetical order by the last name of the person profiled in the biography.
Book Crates

Each general classroom teacher will receive a crate filled with 20 to 25 books—a mix of Easy, Fiction, Non-Fiction, and Biography. The crates are designed to keep a fresh supply of “pleasure reading” books for your students. Crates will be changed approximately every 2 to 3 weeks. You will receive an e-mail when it is time for your crate to be updated.
C

Checkout Limits
Students

Kindergarten and First Grade: One Book

Second and Third Grade: Two Books

Fourth and Fifth Grade: Three Books

The media center has an open book checkout policy so that students can come anytime with their teacher’s permission to get books. 

Teachers

There are no limits on the number of items that teachers and staff may have checked out. We do ask, out of respect for other teachers and staff, that you promptly return materials when you are finished. 
Class Book Browse

This is a 15 minute, casual visit to the media center for students to browse for and checkout books. It is mainly geared toward 2nd-5th grade because K and 1st browse/checkout books during story times. The teacher is in charge of his or her class during book browse sessions because these sessions usually occur while other classes are in the media center for instruction, research, or story times. Students are expected to browse quietly so as not to disturb other students working in the media center.
Closed Circuit—Tune to Ch.6
Ch. 6 can be used to view videos and DVDs. We can also show streaming video (saved on CDs) on Ch. 4. Contact Amy or Gwen if you have something you would like shown on Closed Circuit.

Collection

There are about 18,000 items in the Media Center collection. These materials are housed in the following areas:

Fiction                        Video Room

Easy                            Professional Resources

Non-Fiction                 Parent Resources

Reference                   Magazine Racks
Paperback Spinners     Series Tubs

Biography

Please refer to entries for individual sections for more details on each.

Collection in the Classroom

We will use the Book Crates, Mobile Library Carts, and Reserve Cart to help you better use the Media Center collection in your classroom. You may also submit Individual Requests anytime you need additional items not included in the crates or on the carts. Please see separate entries for more details on the crates and carts and how they work.
Connect Computer to TV (Zenith Digital)

Follow these directions to connect your laptop to the Zenith Digital TV:

1) Make sure TV and computer are completely turned off.

2) Connect “TV” end of cable to the back of the TV. (End is marked with TV.)

3) Connect the other end of cable to the back of the computer.

4) Turn on TV. 

5) Use “source” button on the remote control to set up the TV to read the computer. Keep clicking the “source” button until the words “Rear Computer Suga” appear on the screen. When they do click “OK.”

6) Turn on your computer. 

7) If the image on your computer screen does not appear on the TV, you will need to change the settings on your computer.  Here is how you change the settings:

--Click on the “My Computer” icon on your screen.

--Click on the words “Change a Setting”

    They should be in the upper, left corner of the screen.

--Click on the “Display” icon.

--Click on the Settings tab.

--Move the bar for the screen resolution the whole way to the left to “less.” This will set your resolution at 800 by 600 pixels and allow the TV to read your computer. 

--Click on the “Apply” button.

--Click on the “OK” button.
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Due Dates
Students
Books: Two Weeks

Magazines: Two Weeks
Reference Materials: Library and Classroom Use

Audio/Video: Library and Classroom Use

Students will be sent overdue notices when they have outstanding materials.

Teachers and Staff

In an effort to support the curriculum of the school, there are no set due dates for materials checked out to teachers. In the spirit of collaboration, however, we do ask that you return materials when you have finished using them so that others are able to use them, too!
E
Easy

These are picture books and early readers. It is an ideal section for Kindergarten and 1st Grade students to browse for items. It also has good books for independent readers who would benefit from a shorter book with rich vocabulary. All Easy books are shelved in alphabetical order by the author’s last name.  The spine labels are marked with E, followed by the 1st three letters of the author’s last name.
Equipment
All AV equipment is handled through the Media Center. E-Mail Amy with your request for equipment.
The following is a list of equipment that is available from the Media Center:

-Alpha Smarts/Alpha Smart Printing Cables

-Audio Cassette Players

-CD Players

-Headphones

-Math Flash Masters

-Televisions 

-DVD and VCR Players

-Converter Boxes to Connect Computer to TV 
  Digital Zenith TV’s Do Not need a Converter Box
-Karaoke Machines and Microphones

-LCD Projectors
-Opaque Projector
-Overhead Projectors (Traditional Kind that Uses Transparencies)

-Slide Projector

-Screens

Please see entries for bolded items for additional information.
Equipment Repair

The county handles all repairs for AV equipment, except for Alphasmarts and LCD projectors. E-Mail Amy if you have any problems with your equipment and she can submit a request for the item to be fixed. If the county is unable to repair it or deems the cost of repair greater than the value of the equipment, we can submit a request for a replacement. Please do not take any county equipment to an outside vendor for repair.
F
Falcon Talk/WFAL—Tune to Ch. 4
Falcon Talk is Findley Oaks’ closed-circuit morning announcement program. The program begins at 7:45 a.m. with a class photo and song-of-the-day. The news begins at 7:50 a.m. Falcon Talk is produced each morning by 4th and 5th grade students, under the supervision of Amy, Judy Z., and Lori F.  Please take a moment to watch this brief show with your students each day as it provides you an opportunity to hear important announcements, participate in the Pledge of Allegiance and Silent Reflection, and also be informed of school-wide activities, such as Word of the week. Falcon Talk can be viewed on Ch. 4.
Fiction

These are predominantly chapter books, geared toward 2nd through 5th grade students. We continue to add new materials to this section, with a particular focus on titles for reluctant readers. These books are shelved in alphabetical order by the author’s last name. The spine labels are marked with either F or FIC, followed by the 1st three letters of the author’s last name. 
I
Individual Teacher Requests

You just found a great lesson plan and want to know if we have some of the books recommended for the plan. Send an e-mail and we’ll check for you.
Please note: E-Mail all requests for materials to Amy. 

Internet Filters

All computers are filtered per county computer policies. If you have a Web site that you would like to use, but find it blocked, please contact Amy, who oversees the blocking/unblocking of sites with support from Judy Z. We will look at the site and make a decision as to whether it should be unblocked, Likewise, if you encounter a Web site of concern, please e-mail Amy.
L
LCD Projectors

We are fortunate to have several LCD projectors available for use in the classrooms. A minimum of one projector will be checked out to each grade level and special area to be shared by teachers in that given grade or area. (Some grade levels used PTA mini grants to purchase projectors and therefore have more than one projector available to use.) Teachers should contact their grade-level or area media representative to use the LCD projector. If the LCD projector is already being used by another teacher, please contact Amy to see if an extra one is available. 

LCD Projector Connection 

Follow these directions to connect your laptop to the Zenith Digital TV:

1) Make sure LCD projector and computer are completely turned off.

2) Place one end of connection cable in LCD projector.
3) Place other end of cable in Laptop.
4) Plug the Power Source cord into the LCD projector and into the electrical outlet.
5) Turn on LCD projector.
6) Turn on your Laptop. 

7) If the LCD projector does not pick up your computer after several seconds, push the mode or source button on the LCD to make sure it is set “for computer.” 
8) Trouble shooting: reboot your computer if you continue to have a connection problem.

LCD Projector Tips

Please remember that LCD Projectors, as well as the bulbs, are very expensive. By following a few simple tips, we can all help to make sure we enjoy these tools for a long time!
--Only teachers and staff should handle the LCD Projectors. Do not have students carry LCD projectors to return to the Media Center.

--Turn your projector off when it is not in use. This significantly helps conserve the bulb life!

M
Magazines

We subscribe to several magazines for students. They are a great way to get kids reading. Students may check the magazines for two weeks.
Media Representative

A teacher from each grade and TAG will be a media representative to serve as the main point of contact between the Media Center and the given grade/TAG. This person will collaborate with Amy on book/video needs, as well as instructional/research plans for students. This role is similar to those in the areas of math, social studies, and science.

Mobile Library carts (Blue Carts)

Each grade is assigned a cart that will be stocked with books, videos, and related materials to support your topics of study in the classroom. The carts provide central and equitable access to materials to support classroom materials. The grade-level media contact will be in charge on notifying the media center of materials needed.

N
Non-Fiction

This large section includes books on a wide-range of factual topics, as well as all poetry and “tale” books (folk tales, tall tales, nursery rhymes). They are shelved in numerical order by topic, following the Dewey Decimal system. 

O
Overhead Projectors (Uses Transparencies)

E-Mail Gwen if your bulb goes out on your overhead projector. (Only the old-fashioned kind—not LCD projectors.) She will come down to your room and change it.
P
Paperback Spinners

The two spinners hold paperback fiction books that are not part of a series. The books are kept in alphabetical order by the author’s last name. The spine label is marked with PBK FIC, followed by the 1st three letters of the author’s last name. 

Parent Resource Center

This is a small, but growing collection of books for Findley Oaks parents to check out. Topics cover everything from general parenting to specific situations such as divorce or special needs students. Please feel free to refer parents to this resource, which is housed behind the circulation desk.

Professional Resource Center

This is a growing collection of books and videos on a variety of topics related to the education profession. The collection is housed in the main copy room. Magazines and journals for teachers (including Mailbox, etc.) are kept behind the circulation desk. All professional materials, including magazines, are bar coded and we kindly ask that you take a moment to check them out so that we can keep track of items and everyone can enjoy them!

Purchasing

New books and other materials are added throughout the school year. The selection policy of the Media Center is to provide a broad range of educational materials to enrich and support the curriculum and to meet the needs of the individual students and teachers. Please fill out a request form if you would like Amy to consider a particular item for purchase.

R

Reference

This section house all of the print resources used in research—general encyclopedias, specialized encyclopedias, dictionaries, thesauruses, atlases, and almanacs. The materials are shelved in numerical order by topic, following the Dewey Decimal system. The spine labels are marked by REF, followed by the Dewey number. Reference materials are generally to be used in the Media Center, but arrangements can be made for short-term classroom use of some items. 
Reserve Cart

There are often general topics of interest to several grades at one time, such as Black History Month or Back-to-School books. Because of the large demand for these, we place them on the Reserve Cart outside of the Media Center Office. You may check out items on the cart for a day or two and then we ask that you return them so that others may use them, too.

Rules for Students

Take Care of Yourself

--Walk in the Media Center.

--Sit up in your chair and keep all four legs on the floor.

--Listen carefully and follow directions.
Take Care of Others
--Work and browse for books quietly so you do not disturb others in the Media Center. 
--Respect others by being kind with your words and actions. 

 --Return your books and magazines on time so that everyone can enjoy them!
Take Care of the Media Center

--Use a shelf marker to help keep books in order.

--Push in your chair and put away all materials you used.

--Treat the books, magazines, and computers as if they were your own.
S

Schedule

The media center operates on a flexible schedule that is designed to meet the needs of all students, teachers, and staff in the school. Media Center sessions focus on teaching students a range of information-literacy skills and are directly connected to the classroom curriculum. (Information literacy is about students learning how to find information and use it effectively.) Sessions in the Media Center are based on information-literacy standards developed by the American Library Association and also tied to Georgia Performance Standards.

There are several different scheduling options for classes to meet varying grade-level needs.  

Story Time (K-1)                                          Whole Class Instruction (2-5)

Small Group Instruction/Research (2-5)                       Class Book Browse

See separate entries for additional information on each option.

Schedule Sign Up

All scheduling will be done online. 
Follow these simple directions:

1) Go to Outlook on your laptop computer.

2) Click on Calendar

3) Click on Open a Shared Calendar

4) Type in Rubin

5) Click on my name to open my calendar

6) Click on the “7 Week” button at the top to view my weekly calendar next to yours. 

Your calendar will be on the left, mine will be on the right. 

7) Select a time and write your last name only.
8) You can use the drop down box to adjust the time.

You will receive e-mails from Amy when you are to sign up for sessions. Please do not sign up for sessions unless you have been notified to do so. If you ever need additional time in the Media Center, please feel free to contact Amy to schedule a time.
Series Tubs

These tubs hold the books for individual series, such as Junie B. Jones. They give students—and teachers—and easy way to look for books in a favorite series. 

Shelf Markers

We will continue to have students use shelf markers when browsing for books. It’s a frustrating scenario when you or a student can’t find a book that is supposed to be on the shelf. The shelf markers help prevent this from happening. They also help students take ownership of the Media Center by playing a part in helping to take care of it. 
6 + 1 Books

We maintain a sizeable collection of children’s books identified to teach specific 6 + 1 writing traits. Each book is marked with the trait, or traits, featured in the book and kept in labeled tubs in the video room. 
Small Group Instruction/Research

Small Group Instruction/Research (2-5)

This is a 60 minute session carried out in two groups. Half of the class comes and works on a research project with Amy while the other half stays in the classroom with the teacher. The groups switch after 30 minutes. The small-group format provides an excellent way for all students to be able to successfully learn to do research. 
Story Time

Story Time (K-1)

This is a 45 minute sessions geared toward younger students. The story times are usually connected to current classroom units in order to extend learning on specific topics into the media center. Students hear 2 to 3 stories and complete a related activity. The last 10 to 15 minutes of the session is for book browsing. 
W

Whole Class Instruction

Whole Class Instruction (K-5)

This is a 30 to 45 minute session that is designed to review specific information literacy skills or to introduce a research project. 
V

Video Room

--Wide variety of VHS Tapes and DVDs

--Read-a-Longs and Books on Tape/CD
--Music Cassettes and CDs

Please note:  in keeping with Copyright Laws, the above items should never be copied.

--Hands-On Science Materials, models, microscopes, and telescopes.

--Thematic Unit Kits on a wide variety of topics covered in Science and Social Studies.

--Educational CD-ROMs

--Games

--6 + 1 Picture Books (See separate entry for more details.)

Video Streaming

We will continue to use United Streaming to supplement the classroom curriculum. We will be developing a collection this year of saved videos to be used in the future. (United Streaming allows us to make one digital (CD or DVD) copy of a video and use it as long as our subscription is current. Please do not stream live, but instead save a copy of the video to a CD or DVD. (We can show either of these forms via Closed Circuit.) Streaming live is very taxing to our school’s computer server.

Go to: www.unitedstreaming.com to use video streaming. Use the following code if you are setting up an account for the first time:

B50C-12B3   (that is a zero, not an O)
W

Web Page

The Media Center Web page can be accessed at: www.findleyoaksmediacenter.com
Think of it as Findley Oaks’ “Virtual Media Center” because it contains a wealth of information designed to help you daily in the classroom. Among the Web Site’s features are:

--Classroom Resources. 

   Each grade has a section that will have updated Web site links related to

   current topics of study.

--Teacher Resources

   Links to recommend Web sites. (See attached sheet for usernames/passwords.)

--Databases

   GALILEO and GALE Group.  (See attached sheet for usernames/passwords)
--Search Engines and Subject Directories.

   Links to several sites that are ideal for elementary students.

--Ready Reference

   Recommended online reference resources, including dictionary, thesaurus, almanac, atlas.

--Math, Reading, and LA Resources

--Educational Computer Games

--Media Center Calendar

--Media Center Blog

   The Blog will be used across the grade levels for a variety of ongoing activities 

    and projects.
Whole Class Instruction

Whole Class Instruction (2-5)

This is a 30 to 45 minute session that is designed to review specific information literacy skills or to introduce a research project. 

The teacher is expected to stay in the media center during this session. It is particularly helpful for teachers to observe the lesson or introduction to the research project so that they have an understanding of the skills and can reinforce them in the classroom.

