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1. Students should ALWAYS report to study hall before coming to the media
center! Study Hall teachers are responsible for recording attendance. Please
hold all students in Study Hall for the first 5 minutes of the period.

2. Every Monday you will receive an email indicating the number of students that
can come to each Media Center throughout the week. The numbers on this
Google doc may change as classes are added to and deleted from our
schedule. Please check for updates each day.

3. The limits of 10, 5, 3 or C (closed) students are based on the number of study
halls each period and the number of classes that are signed up. Strict
adherence to these guidelines is greatly appreciated!

4. Always provide a green Study Hall pass listing the first and last names of
EVERY student you are sending. When students come to the library from
study hall, they are required to stay until the end of the period.

5. About 10 minutes after sending your students, please check that they
have actually signed in. To view the Sign-In list for each media center,
Go to: HS Staff Secured
Click on: Attendance-ALL OFFICES/LIBRARIES

You can see what students are signed in at any office or library in the
building!!

6. If a student has a pink Subject-Area pass from one of their teachers,
please make it a priority to allow that student to come the Media Center.
If we are closed during that period, we will usually be able to accommodate
students who really need access to our resources. Our goal is never to limit
access to the media centers if possible. Please call one of us if you have
students with Subject-Area passes and we will try to accommodate!

7. We have 10 chromebooks that can be signed out from the South Media
Center. Study Hall students may borrow these to bring to study hall. Students
must sign chromebooks out on our electronic system.

8. We love when study hall students visit one of our media centers!
Unfortunately, for a variety of reasons, we occasionally need to close to study
hall students. We will try to inform you and the students of these instances in a
timely manner.
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Student Expectations:
1. Arrive with pass.
2. Sign in on Library Trac system.
3. Remain in the Media Center until the end of the class period.
4. Use the Media Center Hall Pass when leaving the Media Center.
5. Be respectful of others using the Media Center.

A quick note about behavior in our Media Centers:

When students come to the media center from study hall, they often have
a little more freedom to move around, talk, and use our resources.
Students have access to computers for typing and getting work done.
We also provide puzzles and quiet games for students who don’t have
pressing homework or assignments to work on.

For these reasons, and since we can accommodate only a limited
number of students each period, we are hoping you will encourage
your study hall students to see that coming to the media center from
study hall is a privilege- not a right!

There may be times throughout the year when a certain student might
need to take a “break” from coming to the media centers during study
hall. We do not like when these things happen, but we do think it is
sometimes necessary to ensure that all students are using our media
centers in a respectful and productive way.

Thank you for helping us to create an environment that supports learning
and encourages students to see themselves as part of a vibrant and
supportive learning community!
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