
Brought to you by your friendly

neighborhood Media Specialists!



Mondays through Thursdays of every week:

ï The media center will be open to students at 7:15 a.m. and remain open until 

4:00 p.m.

Every Friday:

ï The media center will be open at 7:15 a.m., but will close at 
3:10 p.m.

In need of assistance:

ï If we do not answer the media center phone (ext. 112) and you need 
assistance, please leave a message and weôll get to you as soon as possible or 
e-mail us at dmkole@smcps.orgor jmgraham@smcps.org

The media specialists, Debbie and Josie, are willing to help 
you in any way they can, so stop by and see them!
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We are always happy to have you and your classes come to the Media 
Center to do research or look for literary books to read.

ïWe can accommodate two classes per period and the sign up book is 
on the counter to the right of the copy machine.  We also have sheets 
for you to fill out to let us know the purpose of your visit and if you 
want books pulled for your project or unit.  You are also welcome to 
talk to us directly for ideas on what we have available to help your 
students.

ïThe Media Specialists are also available for presentations on the 
proper use of the media center and procedures, reference material, the 
Internet, available databases, and for book talks.  

Please remember that this is a library.  Help us, and other teachersô 
classes in the media center, by keeping your students respectful and 
their voices within reasonable limits.



You should always send students with a signed pass.

ïPlease be careful who you send on a pass.  When students are sent here, 
they lose precious learning time in the classroom.  Many times they lose 
sight of what they are suppose to be doing when you are not here with 
them.

ïPlease put in your sub plans that substitutes are not to sign passes for 
students to be out of class for any reason, despite what the students say.

Please make sure that you send no more than three students at any given 
time unless you have already spoken to the Media Specialists.

ïMany times students say that they have no work and just distract those 
that do.

ïSometimes we have a full house in the media center and cannot 
accommodate any more students.  In that case, we will sign their passes 
and send them back to class.



We have over 21,000 books on many different topics!

ïYou and your students have your own accounts and may check out as many 

items as you would like.  If students have overdues, students will NOT be able 

to check anymore items out until they have either returned or paid for the 

overdue materials.  Student materials are checked out for 3 weeks and they will 

be charged a fine of $.01/day starting a week after the due date.

ï Students may also check out reference materials and videos overnight, but a 

fine of $.15/day starts immediately, if not returned the next day.

ï Teacher materials can be checked out for 6 weeks and audiovisual can be 

checked out for 1 week.

ï Curriculum Guides and Emergency Charts are checked out to you for the entire 

year.  Equipment is checked out to the room forever!

ï Titles or subjects not found in our Media Center may be available from another 

schoolôs collection and we would be happy to contact them to borrow the item.



Our collection of VHSôs is now well over 1600 and we have over 150 
DVDs available for check out.

ïCheck the Destiny Catalog or Room C12 in the media center for the list 
of the available titles.  They are arranged by Dewey number.

ïLike books, if we donôt have a title you are looking for, we would be 
happy to request one from another school, if available.

NOTE:

All video tapes and DVDs ïwhether it is in the media collection or not ï
MUST be approved by Mrs. Quick-McQueen.  The approval form may be 
picked up in the media center. All student worksheets to be used while 
viewing the film must accompany the completed request form.  It all must 
be given to Mrs. Quick-McQueen at least 2 weeks prior to using the 
material.  Once approved, the requesting teacher may use it for the 
remainder of the year without going through this process again.



6 DVD Players and 4 LCD projectors are available.

ï LCDs and DVD Players are checked out on a daily basis.

ï The sign up for these items is located in the Media Center, in the binder on the counter 

next to the laminating bin by the copy machine.

ï Please ask one of us if you need help.

Digital Cameras and Digital Video Cameras are available for short-term 

check-out use.

ï Due to the limited number, come in and ask us about their availability.

Each classroom is able to receive cable programs, if they have a TV.

ï Some channels are filtered out due to their non-school related content.

ï Remember, everything you show in the classroom MUST be curriculum related.

ï Hornet TV will always be running on Channel 6.



If you have a problem with your computer, we ask you to help us by doing 

the following:

ï Send us an e-mail at the following address and include the information below:

Å dmkole@smcps.orgor jmgraham@smcps.org

ï The MCO Number, if the problem is with a computer (small tag usually located on the 

side of the unit), your name, your room number, make/model of the unit, and a brief 

description of the problem.

ï If the MCO tag has come off, please check when you log in and open the little window 

for the Domain (Log On To).  The MCO number should be listed in the drop down 

menu.

ï If we are unable to repair or fix your problem, we will send in a repair request.

ÅWe will send a repair request form in to Bethune.  Unless we have all the above information, we 

wonôt be able to submit the request form and the unit will not be on the techsô repair list.

Å These forms MUST be sent in by the Media Specialists.  Bethune will not process the request if 

submitted by anyone else.

Å We ask that if you pass by any techs, please do not stop them and try to get them to help you.  It 

prevents them from completing the tasks that they were working on.  If you have a problem, 

please see one of the Media Specialists.
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Every teacher and staff member has their own school e-mail account.

ï If you have not received one, have forgotten your password, or do not know 

how to use it, please see the Media Specialists, so we can help you.

ï You pick your own password, but it must be at least 6  characters in length and 

include Capitals, Symbols, Numbers and Letters.  You should write your 

password down and place in a secure place, so if you should forget it, you will 

have to wait for Bethune to make changes.

ï If you should forget yours, we will forward this information to Bethune IMC 

and notify you when the account is ready to be activated and what your new 

password has been changed to.  Once you log on with that new password, you 

may change the password to anything you want.

ï We will periodically send out updates, tips, and information on using your e-

mail account.

ïPlease read them, they are very informative and will eliminate some of the 

problems you might encounter.


