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I.  Library Policies and Procedures

A.  Services and Scheduling:

1.  Book Borrowing/mini lessons: 

Classes visit the library every other week for a mini lesson and to borrow books.  

Preschool-grade 1
1 book per week

Grades 2-5

2 books per week 

Books must be returned anytime before 8:30 am on or before your scheduled book-borrowing day.  If books are returned after 8:30, the class will not be able to borrow.  Grade 2-5 teachers, please encourage your students to return their books on their way to class each morning. 

Please be punctual and prepare your students to enter and exit the library quietly and efficiently. 

Students must wash hands before coming to the library.   Please check their hands prior to entering the library.  “Give me 10”  “Palms up”

*Teachers are expected to participate in the library lesson by making connections to library activity/lesson and classroom learning, posing questions to extend learning, helping students stay on task and helping librarian understand individual student needs.  (Examples:  student needs extra thinking time before responding; student might seem like he is not paying attention because he does not make eye contact, but he does process information being presented…)

**Please model your respect for the library and the library lesson by remaining with your students during library visits.

2.  Flexible scheduling:  “Open” times in the library schedule are available for research/inquiry connected to interdisciplinary units or for collaborative, standards-based projects.  During this time, library lessons integrate 21st Century Learner Skills (Information literacy skills) with grade level curriculum to support classroom instruction.  Collaboration between the librarian and grade levels are required.  Open time slots may only be filled after conferencing with the librarian at least 24 hours prior to the visit.

Focus may include:

-Literary appreciation: authors/ illustrator study, genres, literature circles, 

elements of fiction, 6 Traits of writing, or reader’s theater

-Visual, digital, textual & information literacy

-Technology skills instruction:  Video conferencing, voicethreads, blogs, websites, wikis to access, use & share information.


B.  Rescheduling:

1.  Rescheduling book borrowing times may be done in one of the following ways:

--Trade times with another class (librarian needs to be informed of changes being made.)

--Notifying librarian ahead of time to find an open book borrowing block on the schedule.

--Splitting the book borrowing time with another class on your grade level.  Example:  8:10-8:30 would become 8:10-8:20 & 8:20-8:30.

We are fortunate to have a library assistant at Hale Kula.  If I am out ill or at a meeting, Janet will honor the established schedule.

2.  Rescheduling library lessons can be accommodated if done ahead of time.  Please bare in mind that grade level research and other library instruction might make it difficult to find an open block.

C.  Library Passes

1.  Students in grades 2-5 may use their classroom’s library pass to come to the library during morning recess.  Students must remain in the library until recess is over.  

2.  All students issued these passes must follow the Tribes agreements and Library expectations.   Student’s time in the library must be spent purposefully.


D.  Lost/Damaged Materials

1.  Students are responsible for the library books that they borrow.  Any student who damages or loses library materials will be charged to replace or repair the book.  Librarian will give the student (or the teacher for grades k-1) a letter for his/her parents.  Teachers, please help students remember to put the letter in their communication log or parent envelope.

2.  Students are also responsible for their classroom resources.  Any student who loses or damages a classroom resource will be billed its replacement cost.  Teachers need to take care of their classroom book bills.

E.  Teacher Borrowed Materials

1.  Teachers may check out an unlimited number of library materials (professional books, big books, DVDs/VHS, literacy bags, LeapPad Learning Systems, or Student Treasures Books.  The library also has a Six Traits collection and an audio collection of books on CD or tape.  

Please be considerate of others however, and return the borrowed materials in a timely manner so that they are available for those who need them.

2.  Let the librarian know if you would like help pulling resources for your class use.

II. Student Involvement and the Library
A.  Library Club

Students in grades 4 & 5 may apply to be a part of the Hale Kula Library Club.  Students must be willing to work twice a week in the library during morning and lunch recesses—helping students and teachers locate materials, use Destiny, reading to classes, helping re-shelve materials or working on library promotional activities.  Students must also like to read.  Library Club students will read to younger grade levels, participate in the Nene Lunch Discussions and give books talks during class visits.  

Students must complete an application, receive positive recommendations from teachers and turn in their application on time.  

Qualities of a good library club member:  kind, able to work with & help others, responsible, attentive to details and eager to learn. 

B.  Nene Reading Group

The librarian will lead monthly discussions of books from this year’s Nene list.  

Students in grades 4 & 5 may attend the lunch discussions if they have read the book, are willing to share their ideas, and have posted a comment about the book for that month on the library website.  Information will be given in library lessons or can be found on the library website.

III. Family Involvement and the Library

The library offers multiple opportunities for families to support their children’s learning.

A.  Family Lending Library:  Families may borrow one item from the lending library for a two week period.  Most lending library materials are geared to students in pre-K thru grade 3.  Literacy bags match stories with manipulatives and contain a “how to” guide for parents to help their engage in multisensory learning activities.  The lending library has over 30 bags that have a science, math or social studies focus.

Families might also borrow a Leap Pad Learning System and accompanying booklets.  Subject areas include math, vocabulary, reading, spelling and science.  

If you are a preK-grade 3 teacher, please encourage your students and their families to borrow from this collection.  Note:  students may not borrow this during their weekly borrowing times.  These items may only be checked out and returned by parents/guardians.

B.  Destiny, the library’s online public access catalog, can be used from any internet connected computer.  Families may help their child search for a book, or find information through recommended websites or our subscription services.  The library subscribes to World Book Online, Encyclopedia Britannica and Enchanted Learning, TrueFlix and TumbleBooks.  http://destiny.k12.hi.us
C.  Monthly after school or evening events:  The library sponsors author and illustrator visits, Read Across America activities and Book Fair Family Events.  These events aim to offer families fun, educational, and community building opportunities.  If you have any ideas for events or guest speakers, please let the librarian know!

4.  Parent research assistance:  Please invite parents to assist with research activities.  Parents might accompany small groups of students to the library during pre-planned inquiry/research times or they might offer assistance as needed during the class visit.  

IV. Master Calendar for Library Facility


If you would like to use the library for a meeting or event, please inform the librarian and/or write the information on the Master Calendar posted on the wall in the hallway between the library and technology center. 

