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This Handbook is for faculty and staff members at Christopher M. Macdonell
Elementary. It is written primarily to clarify district policies and advise faculty and staff
members of procedures specifically followed at our school. The Handbook does not
replace the underlying written policies of the Laredo Independent School District Library
Media Services Handbook, but rather provide faculty and staff with summary information
as well as a guide to where official policies and more detailed information can be found.
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. Library Hours

Monday - Friday
7:30 a.m. —4:00 p.m.

**Extended Day: Every Wednesday**
3:30 p.m. — 5:00 p.m.

Librarian Meetings — 1" Thursday of every month

Wednesdays — Closed for PLC Meetings
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Il. Patron Policies

a. Patrons (students, parents, and all LISD employees):

1. Enjoy your library visit by entering, working, and leaving quietly.
Show respect by keeping hands, feet, and objects to yourself.
Help keep the library and books clean.

Sit in designated areas.

Be safe by always walking in the library.

Take good care of library materials.

To ensure the availability of library books and materials, please return them on time.
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Every patron is responsible for library materials checked-out under his/her name.
c.Classes
All classes will be dropped off at the Library during their P.E. Time. Pre-Kinder and

Kinder Aides, as well as Special Education Aides, must remain with students at all fimes.
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lll. Library Materials

a. General

e All patrons (students, faculty, staff, and/or parents) who check out books
and/or materials and happen to lose or damage them are financially
responsible.

e Patrons who lose or damage a library book will be limited to 1 checkout until
the account is cleared. Partial payments are accepted until the account is
paid in full.

e Recommendations for library materials can be turned in to library staff.
. Audio-Visual Services

* The librarian will assist school patrons with the set-up and operation of equipment
whenever possible.

* A minimum of one day notice will be required for requests for equipment set-up.
* Emergency situations will be handled as necessary.

* The librarian will assist patrons with equipment selection, set-up suggestions, and media
production and selection, according to their expertise.
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b. Description of library materials

Library Material

Call Number

Description

Fiction Books

Fictional books are not true stories; can be based on
facts or real people, places, or events; usually longer in
length; reading comprehension and book content
appropriate for the independent reader

Reference Books

REF

has reliable and accurate information; Types of
reference books include almanacs, atlases,
dictionaries, encyclopedias, thesauri

Read Alongs

RAL

Read-Along Audio CD Included with story books;
available for Easy Books, Fiction, Non-Fiction and
Biographies

Nonfiction Books

000-999

informational books; facts on people, places, and
things: most Dewey Decimal Books are non-fictional
books

Easy

Easy books are fictional books geared for children;
usually pictures books have approximately 32 pages.

Big Books

BB

Big books can be fictional or non-fictional; large print;
great for read aloud

Board Books

BDBK

Board books are meant for children ages 0-4 years;
content is mostly fictional




e Dewey Decimal System: A System for Locating Non-Fiction Books

Classification

Sample Books Found

Number Subject Area Brief Description under Classification
Number
E-Mail, Quoftes for
Kids, Aliens, Ripley's
000-099 General Works Bibliographies and encyclopedias Believe or Not
Philosophy How people think Near Death
Experiences, Ghosts,
100-200 Psychology What people think Honesty Counts
Religion
Three Kings Day,
200-299 Mythology What people believe Chinese Myths
Children from
Australia fo
Zimbabwe, Drugs,
300-399 Social Sciences How people live fogether Holidays, Storytelling
The Graphic
Alphabet, If You
400-499 Language How people communicate Were An Adjective
Math, Seasons, Solar
What people know about the world and | Sysfems, Marine
500-599 Natural Sciences the universe Animals
Cars, Allergies, Cats,
600-699 Applied Sciences How people use scientific knowledge Dogs
How people create and use their
700-799 Arts/ Recreation leisure time Sports, Music
Record of a person’s deeds and
800-899 Literature thoughts in stories, plays, and poetry Poetry, classics
Lewis & Clark, U. S.
Presidents,
How people record past facts and Countries, and U.S.
900-999 History events states




c. Circulation

LIBRARY CALL CHECKOUT

MATERIAL TYPE NUMBER ALLOTTED TIME
EASY E 1 WEEK
FICTION F 1 WEEK
BIOGRAPHIES B 1 WEEK
SPANISH SP 1 WEEK
DEWEY DECIMAL 000-999 1 WEEK
REFERENCE REF DAILY
PROFESSIONAL PRO DAILY
MAGAZINES MAG DAILY
NEWSPAPERS NEW DAILY
AUDIO-VISUAL AV DEPENDENT UPON
EQUIPMENT INSTRUCTIONAL

NEED

* Library Materials may be renewed. See Librarian for details.

d. Newspapers/Magazines

Newspapers and magazines are available for faculty and student use. These materials
are not to be removed from the library without permission nor are they to be torn-up, cut-up,
or written on. Materials must be returned upon completion of use. Older magazines and
newspapers for student use may be available. Please see librarian for more information

e. Audio-Visual Equipment

Audio-visual equipment such as document cameras, projectors, laptops, Ipads, Mimios,
cassette/cd players, etc... are assigned to the classroom inventory at teacher’s request and
based on availability.

Equipment will be provided to Faculty, Administrative Staff, and Staff. By signing, faculty
and staff agree to accept responsibility for the proper use and safe return of the items
borrowed. They also agree to provide appropriate safe storage when it is not in use.

Every effort will be made to provide patrons with equipment in good condition.
Equipment in need of repair will need a work order. Please advise the librarian of any piece
of equipment in need of repair.

An annual Audio-Visual Inventory will be done by the librarian. Inventory of classroom
equipment will require a signature for end of year clearance.
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Library Calendar of Events
2025-2026

« A.R dates: August 11, 2025 - April 10, 2026
% A. R. STAR BOY (2™ - 5™ ) August 18" — 22
% A. R. STAR MOY (1% - 5™) January 12" - 23™
% A. R. STAR EOQY (1%*-5%) April 13" - 17"

% A. R. Kick-off Week: August 18 — 22, 2025

+ Reading Fair Project Due: January 16, 2026
% Read for the Record: October 13, 2025

« Scholastic Book Fair: September 8-12, 2025
< Read with a Loved One: November 5, 2025

< Movies with Santa: December 3, 2025

« Family Reading Night: March 5, 2026

« Read Across America Week: March 2 — 6, 2026

«» Last Day of Library Class: May 8, 2026
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TECHNOLOGY
& LEARNING

Copyright and Fair Use Guidelines for Teachers

This el woas desigzned 1o mulocun levcless of whal they
gy e vnder e lawe. Foel bree (o make copies lor
teachers in yoaw achonl or district, ar download a PTIF

VETSLON Al

Specifios

What you can da

wow lechlearong com More delsiled mlonoation aboul
Tair wse puidelines and copyrigll resources s available al
warw halldavidsonnet

The Fine Print

Medium
Frinled balsrial -
eleoor )
-
-
-
-
srinmrerl niarzrial *
{archives) -
-
Tlustralion: '
Thetaaraphs =
-
-
-
-
-
-
Widew -
Clor inlegration o -
wndtimecia or vidan -
aaecls)
Ea : -
-
-
lusic -
Rk il dling e -
mdfimecdia or video -
proecta)
1 . ‘ -
Compuler Selbwars -
-
Intcrmet -
-
Telavizion -
-
-

Tlee 2w ded nes " AT Al

wham e el Shilennomm

Poem less than 250 words: 250-word
cxccrpt of pocm greater than 250 words

Artivles slomes or essays e than 2500
WS

Excerpt Zrom a longer work (10 porcont of
wark or 1,000 words, whichever is lessh
e cheerd pecbredhagmsmn, ar carloon
per bools or per periodical izsme

“Lwo pages (maximum) from an illustrated
wenirke Teesss Baen 2500 warrds | o= m.n
children’s boak

An entire wark

Pawhiowes anl A ook

A vk mowinch e soshnp loomal Tues
become obsolete, 2.2, 3 document stored
on A WANE eotnputer

Photograph

THazstrsl v
Collections of photographs

Cullectioms ol Husiions

Fradsolagres (panchosed)
Fdeotapss (ranted)
LD

T.aserdiscs

Fidootapss

Dl

T.aserdiscs

Adnltmedia encvclopedias
ek Tane: Moewes

wWideo clips from the loternet

Hocords

Chammmelle Lmes

s

Andee clps on the Web

Sottware (purchascd)
Bullware [hoeusesdy

Trilesmiel commes s

woorld wide web

Braadeast (e p, ARC, NRC, RS IV
DPES. and local statrons)

Clalale (o, CMMULLY, LLLLOY
Thdentapss mwde o hreadeast and cabls
TW programs

cla 21, Soctoms 107,
R R

i
ekt S Fanr

and asznciabong who meiped fo drame ugp

Teachers may moks muluple copies for
clessroomuse, and incorparate oto
il 1o leschmygr clioses

Skenis ey mweeaperale lexomie
nmltimedis projects.

A librarizn sy maks up 1o thrae copies
“zolaly for the purpoze of replacement of a
wopy Lhal 1x danaeed, deleriorating, losl,

o silelen ™

single works may be nzed in thair entizery,
Ll s more ian Dve tmges by @ sanele
artist ar phatasrapher may be naed

Froam a eollechion, et mare than 15
Imee s vr 10 pereenl (wieclever 15 Legs]
1y e wsesl

Teachers ruy wee Miese malerals mothe
classroom

Coples may be made for archival purposes
o loa Tl Tosd | clrrngrel or skalen
et

Stodonts “may use portrons of lanwfully
acipared cogryriglil woorks e e
szl il banecha 7 ale [l ax 10
prereeail or three romles Cwhochever 1
lamz) af “meman media ©

Up to 10 perccot of 8 capyright mnsical
compasiticn may be reproduced,
performed, and displayed as part of a
roaltimed prosesm proedoced by an
cducatar or students.

Library may lend soitware to patrons.
Saulware may be mslalled oo aneliipls
rractames senl chsimlucied o wsers via o
netaork.

Softerare may be installed ar omie and at

sehaml

Tabwanes may meks copess [or archieal
use or to replace lost, damaged, or stolan
copeas if sofwrara is inavailable at a Sair
price or i a viable [oraoal.

prregeets snd e
sonnd files and video may be dowoloaded
foruzse in muoltimedia prosects (a2 portion
restrictions showe)

Rroadessts or tapes made from hroadeast
may be wsed tfor mstroection.

Clabale cliammae] prograns tnay be used wilk
preErmmEsion Sdany prosmeres miay be

retained by tecachers for years  soc Cablz

in the Classroom Paranay . iconlins org) for
datadls.

12

ma
perrrified inder fhe coteron et R s

Copes may be made only from lecally
goguired ariginals,

Cmlly mme copry allowel per sdent
Teachers may make CopLCs 10 0u0e
insmances per class per toomm.

Tlaage momasd e “al Pae imslamee amal
msprralian 00 s smiphe lescher ™1 e ol a
directive from the district.

Don 't creats anthologizs.

“Consumiahles " such as workhooks toay
nual T porpmed

Coples MIST COOrain ©opyisht
mooroation.

Arvhnvinpr mphils wrs desaemed o allova
bbrariss to shars wrth offier Tibrarics one-

gf-a-kund and out-cof-pnar rooks.

ANbhengh alder dllvsteations may be in the
pubilic dommsi aud don’l oeed pergssen
to hewsed, somieniones fhey're part ot a
copymizht collcenon. Copimsht ownerslup
informuation is available at wawoar oo gov or
oS T

The st lertid sl be lepiimtsly
acquired.

Iaterial must be used inoa classroonr or
rrpro L emreremmneeil ol G Gace-

Bl e wmes el *
Lo shwould be instructional. not for
eniterTaitENenT OF 1eW i .

Cnpryrmg e CYRD omly 1 D vepilieseonienls sre
unavailabkle at A frar price ar m o wable
foronat.

The matensal mwst be legmmatsly
werpuireil @ el copey (ol T llep) or
hame recanhngn

Capyright works weluded in mokimedia
proiects myust zive proper attribution 1o
sopyrizht holdar.

A macionnm of 30 seconds por musical
composition sy be nsad.

PeTulirmmieslia prresperann yrms) Torve n
rulnratienal paugiese

Coly one machune af a tame may use the
program.

The vl ol smnoliameoe: eers sl
not cxccad the mumber of licenses: and the
number of machine: baing veed most
naver exeaad the nomber heensad A
neiwerk brense mav be zeguired oz
multiple nsers.

Tak: ageressive action te monar that
rirgrg s ol lakane place (undess e
arcinval pruprses)

Teesouness Frorn Lhe e Ay e e
repesdel il e Tofermed walbool
permizeion. llowever, inks o legitimare
resources cam be posied

Any resonrees yoal domnlosd mnst e
Been lepmonatedy asqured by flhae Webarte

Setwends are allowed to retain hroadeass
tapes tor 8 muwnnnan of 10 school davs.
[Talighienasl mphis holders ch as PTRS S
FeadmpTaamilsow, allonw B mach migme )
iZable programs are wchoically nod
covnerad by the same anidelines as
braadeast talavision.
s a beli o Crns sy dalos
- 1 e
[atove | sy ﬂnne'r-l.:*l.ew e
-




