Western Reserve Academy -- Ong Library Guide
At the LLIS meeting on January 10th, I showed you an example of our library guide.  This 3-ring binder is given to new faculty members during their library orientation session at the start of each school year.  Jacque Miller and I decided to use a binder because we could send updates to the teachers throughout the school year.  It then becomes a simple matter for the teachers to pull old information (i.e., research database instructions, new library policies, etc.) and replace it with the new.  Recently one of our new teachers contacted us for library instruction, and because of the terminology he was using I realized he had recently referred to the Ong Library Guide before calling us.  Pretty cool! 
Below I have included the table of contents.  Also I have attached some of the documents that I thought may be helpful to you.  Please remember that you are welcome to revise and tailor all documents to suit your library program.  
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Extra items included in the binder:

· Ong Library leather bookmark
· Faculty & Staff Loaning Policies & Hours bookmark
· Library Map
· Contract for Library Etiquette (attachment #12)
