Station #2 – Library Tour & Policies

1st Floor

· MAP (brochure) – Starting in the area by the fireplace.
· Give out a copy of the Library Building Map to each student.

· Point out items of interest on 1st floor:  periodicals, reference, music CDs & fiction.

· CIRCULATION DESK (head towards location of SPAR computer). Explain the following:

· During evening study hours ALL students must Sign-IN & OUT. (We will set up example sheets).

· Next explain that this is the circulation desk where you will check-out & return materials.  (Point out return slot).  Tell students that a student helper (SPAR) may be setting at this terminal and you should bring materials to this student.  Then walk them to where a librarian will be sitting & explain that this person can assist if no student is available. 

· This is the place to ask for items that have been placed on RESERVE.  Do not go behind desk always ask librarian for assistance.

· CIRCULATION POLICIES

· Start by giving out the bookmarks.  Go over policies and hours.  Remind them that the circulation desk is on the 1st floor.  Tracy mentions that we will accept Academic Schedules for laptop checkouts until they receive their WRA photo IDs…just reiterate the info.   You should mention … that we do loan (library use only) headphones and tape recorders …these are not listed on the bookmark.  

· Students only have to give their last name to checkout an item.  We do not have library cards. 

· PRINTERS 
· Point out the GORE & BUSH printer.  Tell students directions for installing one of these printers are located at the circulation desk or at each computer station.  Print your document once, if nothing comes out of printer, seek assistance from a librarian. Don’t waste paper by hitting the print command over and over again.  (Point out trays that will hold documents found in the printer.  Tell students to check for their documents here.)

· We do have a Color Printer, which is located in the computer area behind the Globe Sculpture.  This printer is only to be used for academic/class work use. 

· COPY ROOM

· Tell students they are charged $10.00 at the start of school to cover their photocopying during the school year.  They may make personal copies but not to excess.  If you want to give a handout to all of your classmates, either e-mail them OR have a faculty member give you permission to use the Faculty Room copier.  These copiers are not design to handle large jobs and will break down if used inappropriately.  Also obey the copyright laws!

· Demonstrate how to make a copy.  Show where copy comes out.

· Point out the supplies available for student use in copy room (ie. stapler, scissors, etc.).  Make sure items stay in the copy room.  Also demonstrate how to use the electric hole punch.


2nd Floor

As you walk up the stairs, tell students that the 500’s-900’s are located on this level. 

· DVDs & VIDEOS

· Start by showcasing the movie collection.  

· STUDY CARRELS

· Point out individual study carrels and show how to turn on light

· STUDY ROOMS

· Walk students by the 4 study rooms on the north end.  Pointing out maximum capacity signs.  

· ETIQUETTE CONTRACT

· Have them group in the Anne Chapman area and go over the Etiquette bookmarks.    
Walk them pass the remaining study rooms and then towards the South Stairs to Tom Vince.   

WALK ENTIRE GROUP TO NEXT SESSION:  

Group B – Goes up center stairs to Jacque & Kim

Group A – Goes to Doug in Public lab

· Point out the following

· 000’s-400’s are located here

· Location of bathrooms

