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Tipgecance Valley High Schodl

Instructional Media Cantoy

We ars putting this handbook togsther to give ths
teschers & better opportunity to utilize the many
msterlals and the sguipment in i, Ws ars always
open to suggestlons end hﬁpeAyau willlhelp us to

grow and continuwe to improve in this doparbusnb.
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ROLE OF THE MEDIA CENTER OF

TIPPECANOE VALIEY HIGH SCROOL

The sim is to wmake the Madia Center & "homs away from
home" for esch studsut, Stress is placed upon the fect that
it is & place belonging to @1l with everyons sharing the
reaspongibility of selscting, using, and caring for all ths
matsrialsa,

The devendence upon the classroom teacher to help carry
out this role immsasurable since we must have thair undapre
standing and support. It s the classroom teacher who
determines ths gquality and extautlbf media use by the studsnts.

Thereforse ths media program must try to provide the
following servicea to the feculty and students of tippecanos
Vallaye.

Consultant services to improve lsarning, instructiocn,
and the usas of media vrssources and facilitiss,

Instruction %o improve lsavrning through the usas of
printed and audiovisusl resources.

Information on new edusational developments.

Hew materials created and produced to sult special
- neads of students and toachsrs.

Materials for cless instruction end individual
investigeticn and exploratien.

BEquipmant to convey materials to the studsuts and
teashsrs, ‘




Geoals of the Meéia Céntar of

Tippecangs Valley Hish Schood

With the new fapility and squipment at the new

high sczhool, thers is much to bs dons to bring the medis

grogram up to 4ts full potential, To kelp accomplish this

we hava set the following goals ©o ©e sarried out during

the coming yaers.

1.

2

3.

e

To translste into reality the concept that the
media centers ars the hsart of the schools
instructionsl Trogreme.

To provids services whish make possible diffa- o
rentiated assignments and individualizad fnstructicna

¢ help studenit develep sslf disciplins and skills
in indepondsut study.

To procote teacher-studsntemedia staffl planning.

To promote incrsased stu&ent'usa'cf end appreciation
for, the sntirs rangs of {nstructional materials,

To dsvelap coopsration among teashers and nmedis ataf?l
for the teaching of library tkills through subjsct
matter. ‘

Te mest students vseds for jnstructional materials
whather thay bo agademic or personal,

Te provide & library science courss of study which
will help students to succeed In =2lementary, high
school, sclilage, and ths world of work by sngaging
them in diversifiled and meaniungful librery ectivities.

To promote faculty salf improvemgnt through the
sstablishment of & profsssional iibrary and the
gse of & VIR for 3sif evaluation,




10. To provide library ine-ssrvice expsriences for
taachors.

11, Ta-prcmnta faculty participation in library
planning through an active iibrary committea.

12, To promote teacher uges of instructional media
through the expanded services of the AV production
center,
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The Use of the Media Center in High School Teashing

Co-operative Planaing of Resourcss and Services

Students are now spendling more time in independsnt study
{n Mediam Centers, 1t is important that the teacher motivate
and halp the student organize and evaluate his lsarning.

As thess changes come Tippecance Vallay wanis its Med ia
Cenker to grow in importance as & resource and service center of
tha instruetional program, Medim Center staff and teschers will
provide instruction and guidance for studsnts to insure:

i, The effsctivs use of all materials in specifisd
subfect areas.

2, The devalopment of students? skill in using materiala
for rofersnca and research.

3, Tha motivation and sxtension of intsrasis.

lte The appreciation of reading for meny individual
PUrPOEES .

To achisve these goals there must be sehool-wids planning

among medis specialist, tegszhers, and administrators.




K oimna 0 TIONS 70 TBAGHERS BY THE MPDIA CENIER S7:FP

In order that the teachers woy gain greater use of the
Msdia Center materials the folliowing resommendations wiil bs
made to them by ths astaff of the IMC.

Berly in the sshocl year take tims to visit ths Madle
Centor and ask ths staff to 8tow you its roscurcss in
your fisld., &ny sivncero intersst you show will put
you at cnce on theiy tep priority list for servics.

Make sure the Media Dirsctor has a ¢opy of your couras
af ﬁtﬁﬁya ' :

Fesp them prated on ths wse you sxpsct your sbtudsnbs o
make of the DMC. If you can give them approximats dates,
as well as purposes, so wmuch thse bettef. {(See Form #1)

Give gour studants good end frequent rsascuns to uwss the INMG.
Ths use studsnts make of the IMC {8 ong Iindication of the
gquality of your teaching.

Consult ths Medis Director bofors making wmojor assignmenta
requiring library refarenos. AL best bs may have many
helpful suggestions. A% the lesst, this practive will
prevent student frustration dus to insuffieient or unsuit-
able materials aed your ovwn disappoiniment in elass resulis,

Alert your wmadinz apssielist to new trends and changes in
your fiseld., If ho i3 bLahind yvou in knowladge of educatione-
2l thoeory and practice, heo will vot bs able to kesp abrsast
ef you in undersianding your nesds. Remember, he must have
no less than 2 minimunm working bnowledge of all faceta of
the curriculin,

Iet him know whave your ®"Blind spots™ are regarding wmaterials
or the use of tham. He will think ne less of you. After
2ll, vou erc not competitors. You are wrofsssionzl tesme
matos wit the sams goals. 0One peraon esnnot do, be, or

know everything. You must comploment oach cther.

Invite the medis staff o your glessroom occasionally to
witness ths culdrination of come media reletad seotivity,
to introduce now matsrials or reforsnce touls, or just to
get the "fesl” now snd than of the classroom,




Coopsrats in the salection of materials for the IMC. e
gou really try to ksep up with the meberials in your field,
you will know better than the staff of the DMC what will
gepve you and your students bast.

Consider the use of the IMC by groups in order to work

within casy access of materials during thair schaduled
class period.

Encourage wide reading i all subject aread.

Cooparats in providing fgstruction in bthe usse of books
and in workestudy skillse

Yss IMC facilities for dlsplays of the eraative work
of students, This will be greatly appraciated by the
whols school.




RESPONSIBILITIES OF THE IMC STAFF INW

PROVIDING MEDIA SERVICES

The staff of the Tippacenoce Valley IMC will try to
perform the following genersl services for the students and
faculty.

Servs as instrustional resource consultants end materials
specialist to teachsrs and students,

Select materials for the IMC and its program.

Make all materials easily accessibls to studsats and
teachsrs, _

Asaist teachers ard students to proéuce materisals
Iocally which supplement those materials availabdble
through other channels.

Work with teachers inm curriculum plamnning.
Work with teashers to fesign instructional expsriences.
Teach the affectivensas of media to wembesrs of ths faculty.

Essume responsibility for instruction in use of the IMC
and its resources that is corrslated with ths currisulum and
that i3 sducationally sound, ’

Aesist students to dsvelop campstensy in listening, viewe
fog, and listening patterus, ettitudss, and appreciations,

Provide tsachors with pertinent information regarding
students progress, problems and schisvements as ¢bserved
in the INMC,

Act as reasocurce perscns in the ¢lsssroom when reguested
by ths tsachers. B

Make available to the faculty, through the rescurces of
the professional library, information about current
devslormeuts in curricular subjse® =ress aznd in ths
general field of education,

Supgy teachers with informstion on saveillabls in-servies
workshops and courses, profsssional mesting, and ed-
uchtional resources of the community.

‘Frovide and promote inezsrvice teachey education programs.
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Promote amcng teachers, administrators, achool governlng
bodies, and school patrons the concept that the use of
rescurce materials is integral to instruction snd rot 8an
adjunct to be ussed when tlme permits.

Establish an aducational climate sauitabls for the
optimum use of instructional media and materials.

Be responsible for evaluating emerging tnpnovations for
possible introduction into the learning protess and for
inteppreting and promoting those ianovations which

can make a significant contributione.

Recoms invelved In +ha development of central classificet
gystems that will permit rapid 1acation of ralated
{natructional materials for spacific lasrning situatlons.

Arrange for the production of instructional materials
which are not readily svaileble but are necessary for
tne instructional Dregrat and provide the incantive,
trairing and materials for production by teachers and
others.

Provide consulmtion cpportunities Tor all tezchers,
including teachers-in-tralning, to zacure asaistance
in the uss of nev media and materia in their lesson

planning.

=
=
-
i8

previde a variaty of waell-selected instructional
materisls and equipment, easily accessible for use
by teachars and pupils and give encouragemen® and/or
administrative support for the effective use of thesse
materials.
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THE DEVELOPMENT OXF LIZRARY SHILLS
THE ROLE OF THE INC STAFF IN TEACHING LIBRARY SKILLS

The temchers at Tipoecanoe Valley may expect tho IMC
staff to assums the following responsibilities in the
instructiocn of library ekills:

Work with teachers io sll projsctas that require stuﬁants

te selsct and use informabion effectively. Provide for

individual end incidental instruction or for class groups
in the IMD, ‘

Take ma jor rosponsibiiity for orienting new students to
the IMC and teachlug the sitille,

Provids teschers with handbocks, films, filmstrips, and
other publishsd materislis on the Use of IMCis.

SUGGESTIONS 70 TEACHERS IN TEACHING LIBRARY’SKILLS

Discuss socurcss where information can be found.

Point out the need for the studeut to become efficient in
using information and asquiring skill in investigation,

Pake the msmbars of the sntire class to the IMC and arrangs
for the librarian to give iustruction in the Dewsy Decimal
Classification System,

Send students nesding instruction in how to use the card
catalog Yo the IMC for instruction.

Discuss ways of doing skiliful rafersnce reading on ﬁﬁy
subject or problem bofors giving assignments. &

Give instrustion on using parts of the book effactiveiyo
Provide opportvaities for student® to use magesines,
phamphlets, clippiugs, picturses, bulletins, Pilmstrips,
records, tapes, and other noh~book wmaterials in the IMC,

Introduce and svaluate ovallable magazines. Discuss
- diffsrent types. :

Giva instruction 4n the uss of the READERS?® GUIDE TO
PERIODICAL LITERATURE.

Provids students with zeny opportunitiss to reed newspapers.




Iniviecs projscts dosigned to develop criﬁical judgoment.

Arrange schedulss for ths inabtruction of students in the
use of refersncs bosks which concern plgces, events and
LBOPLiG, _

Diseuss tho solection of dilegrephicel informatien.

Introduce general diographical dictionaries: such as
Webster's Biozraphical Pletionary, Whos' Who in America,
Current blography, end cother biegraphiesl encyelopedias
iy special flelds: such as Eritish Authors of the
Hinetegnth Cent WY

Hslp students develop undarstanding and skill in selecting
information, BSuch steps as the following might be discussed:
mawing a plan for selsctipg information before starting to
read; deciding what kind of infevmmtion is reguired and what
guestions need to be answered; ftrying to identify topie
sentsnces,

Give dsotailed imstruction in cutlining and provide
epportunity to practice.

Provide opportunity in ths IMC for students %o do refersnce
reading that involves organization of information.

Damonairate ways of taking sffective notss,

Give inatrustion on bibliographical form and the corrsct
form for footnotes.

Provide a varisty of materials that sxpressss diffsrent
views on a subject or problem,

Summerize with studentes all the steps negessary in aequiring

sxcslilent work-study habits nesdad in writing rossareh papsrs.

itlow time in the IMC for students to practice these shills
&3 they work on rsssarch problsms, '

//
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MEDIA CENTER POLICIES AVFRCTING TEACHERS

Teachers may havs an uniimited number af books.

Books checksd out by teachers will have no spseified
dus date. Howsver, if these books or materials ars in
demand by other teachers, they may be recalled after
one woak, _ . o

Tsachars may placs metsrials for supp lementsry study on
regerve, These materisls will be kspt on. .o spseial shell,
Students may use tham in the IMC and they will be checksd
out the last period of ths day for overnight uss only.

If' a teacher wishes %o chetk out a refersnce book for a
period or a day, he wmay send s student to the Csnter
with the request,

TEE CENTER IS NOT TO BE USED AS A STUDY HALL OR &
DETENTION ROOM,

A1l sguipment and waterials that lsaves the Centsr MUST
be checked out., The reason this rule must bo enforsed if
30 that if the equipment is neaded later iu the day, we
will know where to go to find it,

All equipment is scheduled on & FIRST COME, PIRST SERVED
basls, The soonsr the request ia received the betier .
¢hancs you have of gebting your equipment when you want
it, We ssk that everyone try to get «ll peguest in by
the SIXTH PERIOD OF THE DAY PRECEDING YOUR USE.

If a teachsr wishes to bring = cleas to ihe 1ibrery for
instruction cr rsaearch, plsass arrangs a time with the
Medla Staff at lsast two {2} days ehesd,

If a teacher brings & class to the library he/she is
expected to remain theres with 1%. :

& teacher may givs & student in his class s pass to go
to the librery to do a dofinite asaigonment during class
time or during study hell, In this cese the student
will be permitted to stay the eatirs pericd,

The students way got & pass from the study hal}d) =lsrk to

go to the library for reevsatiocdal reading {eg. magazines,
nawgpapers, look for books, eic.). These passes will allow
the studont to stay in the Library only 15 minutes,




MED IL-CENTRR POLICTES AFFECTING STUDRNTS

1. The Center opens atb 8:10 AM and remains opend throughout the
school day until %:00 4 and aiso by special raquest aftar
thags hours,

2, All studsnis are entitled So use the Centar and borrow materials
unless saspended Tor disciplinary reasons.

3., Referencs books must be ugad in the library. Ezge?tinns are
cvernicht sncyciopadias ov reacher requested mabterisls for
clagaroom use. ‘

., Roserved books may ba terrewed for one period, or pvernight.
They must bs retrurnad bators the first period ths following
day. A fina of 25¢ e day will be charged for all overdue
reserves bocks, Audiovisual materials will be treatsd as
vagervs books.

, All other matsrial ray b8 vorrowed Tor & pariod of two weeks,

[ LAV §
°

Demage to books or other IMC meterials beyond reasonable wear,
and 211 lost mataerials nmust be replaced or ths 1IMOC reimbursed
for them. :

7. A fina of 5¢ per school day will be charged for books and
matspisla wept cverdus, Days of $1iness not counted.

R, ®s5 matarials ave ot

& taan frem ths Csnisr by feeulity op
students unlissg they ar
SN TR b

checked oube.

&

g, Cuprent magazines cannot be checksd out.

i, A1l meterisls zopied on the ohote-copier will be at the rate
af 104 per pnzZe.

11. Baek issues of ragazines may ba chacked out for one (1} week.
12, Any damege to a mazazine will te subiasect to the saplacement of
the megazira or the naying for sams, '

13, Ho matsrials will bs jasuad bo studsnts owidg Tines, any
fine not psid by the erd of the grading perlod will be cause
to retain students report card.
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fbrary will be for quist sgudy.

it

Anyone found defacing or abusiag his library priviledge will
be suspended from the llbrary. Suspensions will be:

ist offenss - 2 days

2nd offenze - 1 @esk

ird offense - 6 weeks and ses the principal
hth offense - semoster

ALL STUDENTS MUST HAVE A4 PASS TO ENTER THE MEDIA CENTER.

4 pass from a clagssroom teagher with 2 definites purposs
steted vwill be good for all psriod. '

A pass from the study hall elerk will be good for ouly
15 minutses., : :

Any studsnt Tound not making & direct trip from the study
nall to the library and return the same way will have his
her priviladges suspendsd. -

A library pass is only good &o go to the l1ibrary and return.
1t is not & pass to go to lotkers, rest rooms, or anywusre
alas in the buildiog.
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ATDIO VISUAL FOLICY AND FROCEDURE

Ws will be sntirsly &epeﬁden% on Fres Films, We have soveral -
catalcgs, so please gontact one of the media staff to ses them.
The school will pay eeturn postage on thege.

A1l request For Pres films should bs made to Mrs. Shoemaker
on the £ilm request forms, {form #2)

Ws are alsc able to order films from Horthern Regional Service
Center of Indisna Deparitment of Public Imstruction. The only
problem with this servics is that orders ugually must be sent
in sbout one year ahsad of times,

We are askiog you to £ill out an Evaluation from on each filn
that you use and veturn it to the INC. (form #3)

A1l requests for Tippecanoce Valley School Corporation materials
and equipment should be made on the Requeat form at least
1 éay in mdvance, {form #i) : o : :

When we receive notificatinn of a confirmation, we will send
you & confirmation aliso (form #5)

When the film is received, we will put a Film Notification
in your box. The teacher will then fill out the bottom end
vaturn 1% Bo the AV office. {from #5) '

A1) squipment and materisls that leaves the Center MUST be
chacked out., Ths reason this ruls must be enforced 1s Lo
that if the eguipmant is needsd later in the day, we will
know whera to go to fiud 1%,

A11 squipmend is schedulsd on a FIRST COME, FIRST SERVED
basis, The sconsr the regusst iz receivsd the better chanee
you hevs of getting vour sguipmsnt when you want it. We ask
that svsryona sry fo get all reguest in by the Sixth Papricd
of thes Day Preceding Youp Use. .
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WON-BOOK MATERIAILS

The Medie Center hes wmany materisls besides books which
may help in your teaghing., We have & collection of filmstrips,
gudio iapes, records, transpapancy masters, charts and
posters. These are available for both students and teachers
to uss, It is prefarred %ha% if a teacher is planning on
a student uwsing & record that ha not1fy ths Center ahead of
£ims so thet copies can be made on tape so that more studsuts
can use it, .‘

We also have e video tgpe recorder for use in self-
syaluaticn or local production of métarials. There &reé
facilities for graphics and several gtudeﬁtsﬁrainad and

willing to help you t6 prepars your'visugls.




SUPPLEMENTS

From time to tims supplemsnts will be 9?1&&36 to
add to this mangal. 4% ths present time we ars working
on & list of filmstrips, records, tapas, and charts in
. the IMC, We also hope to iasue apeciai bibliographles
{n éiffersnt subject aress during the ysar. If you have
any special 1ist you would like compi&eé, ges soms of
the IMC staff. |

/7
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