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TERRELL TISDALE LIBRARY & MEDIA CENTER HANDBOOK

Library Hours & Phone Number
Monday Thursday
7:00 a.m9:00 p.m.
Friday
7:00 a.m4:00 p.m.

Phone: (601)44055

Media Center Hours & Phone Number
Monday hursday
7:00 a.m3:30 p.m.
Friday

7:00 a.m2:30 p.m.

Phone: (601)44056

The Library and Media Center are closed

on weekends, school holidays and during semester breaks.
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Faculty and Staff
Andrew Sharp..........ccccoeeeee Director of Student Success Center and Library Services
Juli e Atwoodé......... Assistant Direct
(CT= 1Y o (=T 1 o TSP RUPPTPSPRRT Librarian
Wesl ey Dixonééééeéeéeééeeéeeé. .eé.é..eé. é.
Connie HOOVETr.......cccccevviiiieiieeeeeeen, Media Center Clerk / ADA Testing Coordinator
Jeanni€ HOWAIG. ........ooiiiiiiiiiiiiii e Library Staff
Claudette Landrum.............coeeeeeiiiiiiieieein. Library Administrative Assistant

Alpha Scoggimith

..................................................................... Library Staff

Jones County Junior College students who wish to obtain educational accommaodations due to qualify
should contact Ms. Jacquelyne Barnett, ADA/504 Coordinator, located in the Student Success Center
6014774149. Documentation of disability may be required. Grievance procedures related to this a

available in this office.
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TERRELL TISDALE LIBRARY & MEDIA CENTER HANDBOOK PAGE 5

Terrell Tisdale Library and Media Center
MISSION AND GOALS

The mission of the Terrell Tisdale Library and Media Center is to support and enhance the cu
the college and meet the educational needs and interests of the college community. This mis
Jonesd institutional goal #4.

In striving to accomplish this, the library has the following goals:

1. Provide appropriate technology to enhance learning, instruction, and information retrieval.

2. Adequately staff learning resource facilities and serve users in a professional manner.

3. Maintain and develop learning resource services that meet the educational needs and intere
college community.

4. Organize learning resource facilities to ensure accessibility to all in an atmosphere that enca
learning.

5. Provide comprehensivéogiate collections of diverse media and formats selected in complian
sound selection guidelines.

h———————
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GENERAL LIBRARY POLICIES
AND INFORMATION

Book Return

A book drop can be found at the south end of the lobby of the library. It is for use when the library is ¢
Overdue materials should be returned to the circulation desk in the library and any fines paid during nc
of operation. (See Fine Policies and Procedures, p.7)

)y

Closing Time

S v T —

The library closes promptly at 9:00 p.m. Monday through Thursday nights and 3:30 p.m. on Fridays.
using library facilities or resources should complete their work so that they can leave by those times.
should not wait until closing time to begin collecting their information and belongings.

Conduct in the Library

Since the library is primarily a place for research and study, students are expected to conduct themsel
manner that will not disturb others. Students who disturb others will be asked to alter their behavior or
library.

Use of food and drink within the library is discouraged. Library personnel reserve the right to request t
drink be discarded if facilities are damaged or other patrons are inconvenienced.

) S

Use of cell phones is also discouraged within the library. Library personnel reserve the right to
restrict the use of cell phones if other library patrons are disturbed by disruptive ring tones or
excessively loud conversations.

Library personnel are the final judges in these instances.
Copy Machines
Coin operated copiers are located in the Periodicals Room. These machines can copy normal size an

reduced and enlarged copies. Students may do their own copying at a cost of ten cents per page. Ni
guarters, and dollar bills are accepted by the machines, and change is available at the circulation desk

NOTICE The copyright law of the United States (Title 17, U.S. Code) governs the making of photodogissrabfcibyayrighted m
copying machine is liable for any infringement.
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Printing

JCJC students can print from anywhere, anytime, withh€ Reintloud solution. From a library
computer, click Print and log into your WEPA account. Your print job is sent to the cloud. Or you can
document to a flash drive and take it with you to a kiosk. The first 25 black and white sheets are free e
Additional sheets are 10 cents for black & white or 50 cents for color.

WEPA User nam& your jcjc email accosntith4567 @jcjc.edu

WEPA Passwore your student ID: 01234567

Equipment for the Disabled
The library recognizes the rights and needs of people with disabilities to equal access to library mater

various study areas have been identified to accommodate wheelchairs, including general seating, inde

computer areas.

Visually or physically disabled students who have difficulty obtaining materials from shelves should fe
for assistance from library personnel or student assistants at the circulation desk.

Identification Cards

Student IDs or library cards must be used to check out library materials. Students are issued ID cards
college. The patron is fully responsible for items checked out in his or her name. (It is a violation of ¢
regulations to possess or use another persono

Interlibrary Loans

Books and periodical articles not available in the library may be obtained from other libraries and ager
library shares resources with other Mississippi libraries and with libraries that participate in OCLC, a re
database. There may be fees charged by the lending library. Please check with library personnel for
information regarding this service.

Lost and Found

The Circulation Desk serves as the Lost and Found location within the library. Valuables that are not
turned into the Student Affairs office in the Administration building.

Orientation to the Library

Patron orientation to the library and its services is provided to all Comp Il classes and to other faculty
upon request. Patrons may request individual assistance at the circulation desk.

Study Areas

With the exception of the Periodicals Room, the library has been designated as an Individual Study A
of any sort is permitted in the Individual Study Areas. Groups sitting together and talking in these are
asked to move to the Periodicals Room. Groups may sit together and speak in low tones in the Perio
long as they do not disturb others in the area.

Library personnel will be the final judge in such cases.
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Computers
Personal computers with Internet access are available in the library. First priority for use of this equipr
welcome to use them as well. Computer equipment is accessible to the disabled. Individual software

cannot be loaded onto these computers. Computer users are expected to observe policies listed in th
College Electronic Use Policy posted in the Periodicals Room and at the following url:

JCJC students, faculty, staff, and current alumni. If there are open computers available, community m!mbers a

http://www.jcjc.edu/depts/stusvcs/electronic_use policy.pdf

Netbooks

Netbooks are available for checkout for use within the library. Checkout time is limited to two hours. A:lstudem

and driverdos |license are necessary for checko
wireless network and is loaded with Microsoft Office programs.

Wireless Internet access is available within the library.

Other Regulations

or exit the library, please go to the circulation desk.

The library reserves the right to inspect any packages leaving the building. If the security gate alarms |Ls YOu ¢

Since a misshelved book is a lost book, students are asked to place library materials on book trucks |
throughout the library. Trained personnel will then reshelve these items.

Night classes are asked to complete library work by 8:45 p.m.

CIRCULATION RULES AND PROCEDURES

Eligible Patrons

JCJC students, faculty, and paid alumni members are allowed to check out materials from the library.
patrons may use materials within the building
patrons, students and faculty, have access to needed materials.
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TERRELL TISDALE LIBRARY & MEDIA CENTER HANDBOOK PAGE 9 |
General Collection |
Books may be checked out for a period of two weeks and may be rechecked for another two weeks. Il order 1
recheck a book, the book must be brought back to the library. Students are requested to limit their chgckouts t
items per person. Night patrons should complete their checkouts before 8:45 p.m. Materials may not @e checl
out over semester breaks.
Patrons with a valid ID or library card should bring items to the Circulation Desk on the first floor of he flibrary fi
checkout. Patrons with overdue materials will not be allowed to checkout additional materials.
Reserve Collection |

Faculty members may reserve items for use by their students. The materials will be shelved behind thg circula
desk. Reserve materials are checked outtioua pedod and must be used only in the library. Some resefve
materials are available online. See instructions for using the online catalog for more information regarding thes
materials. |

Reference and Periodicals Collections |
Reference books, magazines, and bound periodicals may not be checked out of the library.

FINE POLICIES AND PROCEDURES |
All items not returned by the stamped due date are considered overdue. Fines accumulate as listed bdlow. N
will be charged for days the library is closed. Students are responsible for the replacement cost* and a proces
fee for any items not returned to the ligBagypage 25 for more information regarding fines and processing fees fc
various types of itenis.) f i nes are not paid in the I|library, [Jt hi
Business Office. |
Hardback book, Pamphlet, or Vertical file material: 10 cents per day |
Reserve material: 10 gemthour |
*If replacement cost cannot be determined, an average replacement cost for that type of material will b charge
The processing fee is not refundable.
Students must return all books and pay fines before transcripts will be mailed to other colleges or befo
refunds will be issued. Students with overdue books or fines will not be permitted to check out additiofgal
materials.
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LIBRARY COLLECTIONS

The majority of items owned by the library are in the general circulating collection. Botfidtation and nor
materials are available and are cataloged by the Dewey Decimal System. Oversized books that will n¢
shelving are housed in the last section of the general collection on the second floor.

Pamphlets
Pamphlets are housed in the Periodicals Room and Mississippi Room. Pamphlet call numbers begin with PA.

Archives

School catalogs, yearbooks, and newspapers, and other genealogical materials are shelved in the arg
Ask at the circulation desk for information regarding use of this collection.

Mississippi Collection

Materials related to Mississippi and Mississippians, including vertical file materials and pamphlets, are
Mississippi Room located on the second floor. These items may be checked out for two weeks.

Pamphlets, brochures, and newspaper clippings on a limited number of subjects related to Mississippi
the vertical file (VF) in the Mississippi Room. The Vertical file call numbers are MISS VERTICAL FILE.
are included in the online catalog.

Genealogical items related to Mississippi are now located in the Archives located on the first floor near
Circulation Desk.

Periodicals

Magazines The library subscribes to numerous magazines and journals which are located in the Perio
Room on the first floor. The online catalog can be used to determine which magazine titles and specifi
library owns. Bound and current issues are shelved alphabetically. Patrons are asked to place magaz
designated locations in the Periodicals Room for reshelving.

Microforms. Selected periodical titles are also available in microform format, which consists of rolls of
or microfiche sheets. The cabinets for storing microforms are located in the Periodicals Room. A micre
reader is available in the Archives which allows patrons to view and print items from various types of m
Library personnel are available to assist in the use of this equipment. Microforms cannot be checked o

Newspapers The library subscribes to national, state, and local newspapers of interest to our area. The
found on the newspaper rack in the Periodicals Room but may not be checked out. The library generall
back issues for three months. Some titles are also available Gminieracibess to the New York Times
and to articles from hundreds of smaller newspapers is available through the Newsbank service.

General Book Collection
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Indexes. Periodical indexes covering a wide variety of subjects are available both online and in print.
indexes, including MAGNOLIA (EBSCOhost) and Newsbank, can be accessed from personal computé
library. See USING EBSCOHOST and USING NEWSBANK. The most commonly ugtd @rigt sndes i§
Guide to Periodical Literatwtdch is shelved in the Periodicals Room. This index is also available online
page 19 for more information). Print indexes cannot be checked out.

Reference Collection

Reference books, encyclopedias, and atlases are provided for use in the library. Reference books ar
the 2nd floor to the left of the main stairs. Unabridged dictionaries are located throughout the library o
in the Ready Reference section. Reference items cannot be checked out.

Ready Reference Collection

Ready reference books, including encyclopedias, medical reference books, dictionaries, and thesauri
for use in the library. Ready Reference books are located at the back of the Periodicals Room on the
library. Ready Reference items cannot be checked out.

See below for further information regarding the classification system and location of items in the libra

CLASSIFICATIGBYSTEM
The Dewey Decimal Classification System is used for cataloging books. This widely used system divi
into ten categories as listed below. All of-fictiorobooks that are available for checkout (excluding Archi
are located on the 2nd floor.

Numerical Subject
0006099 General Works
100199 Philosophy
200299 Religion
300399 Social Scienges
400499 Languages
500599 Pure Sciences
600699 Technology
700799 The Arts
800899 Literature
900999 History
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Other codes in Terrell Tisdale Library

Code Section Location Checkout Period

B Biography 2ndfloor 2 weeks

F Fiction 2ndfloor 2 weeks

R Reference 2dfloor Cannot be checked d
RR Ready Reference 1stfloor Cannot be checked ¢

Peridocials Room

PA Pamphlets 1stfloor 2 weeks

Career Career Pamphlets 1stfloor 2 weeks

VEMiss Mississippi Vertical Files 2ndfloor 2 weeks

Oversized Oversized Volumes 2dfloor 2 weeks

MEDIA CENTER

Audievisual materials are housed in the Media Center, located on the first floor. The Center owns ove
films, videotapes, and cassette tapes which are available for student and faculty use. The collection o
includes items useful for studying, as well as classical movies, musicals, and nature videos. Students

ut

ut

h____________

3,900
materie
ay che

audievisuals not currently needed for classroom use or that are not on reserve. A valid student id mus b
presented for checkout. Checkout periods are listed on the following page.

The Center includes a viewing/listening area with study carrels. Videocassette players, DVD players,
televisions are provided in the viewing/listening area. Students may use this equipment during the ope

of the Center.

tlng h

#

The projection room, located on the second floor of the library, is designed for multimedia presentatlonl for cla

The projection room seats sixty and may be scheduled by instructors through Media Center personne

While in the Media Center, students are expected to abide by the same rules and regulations applying

Important codes used in the Media Center are noted on the following page.

o the it
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Media Center Codes and Checkout Periods:

Code Material Type Checkout Period
AV BK Booklet accompanying AV matefialsieek
CAS Cassette 1 week
CD Compact Disc 1 week
VID Videocassette (VHS tape) 2 days
DVD Digital Video Disc 2 days

If an item is lost or is not returned, the user is responsible for the replacement cost of the item plus a n
refundable processing fee.

Fines for Media Center items overdue or lost are listed in the chart below.

The materials in the media collection are | isjged

Dewey Decimal classification just as books are. Other items are arranged by their format.

FINES AND LOST ITEMS

Any items owned by the library and not returned by the stamped due date are subject to fines. Users

responsible for charges for any items LOST or not returned to the library in a timely manner. If an iten
user is subject to charges for the replacement cost and corresponding processing fee based on the ty
was not returned to the library. If an actual replacement cost cannot be determined, an average repla

(0]

is lost,
of iten
ment ¢

for that type of item will be charged. The following is a breakdown of fines and processing fees for losffitems:

Item Type Fine Maximum Fine | Charges for Lost Item

Hardback Book 10 cents per day $5.00 Replacement Cost + $5.00*
Reserve Material 10 cents per hour $5.00 Replacement Cost + $5.00*
Pamphlet 10 cents per day $0.50 Replacement Cost + $3.00*
Vertical File Material 10 cents per day $0.50 Replacement Cost + $3.00*
Videos or DVDs $1.00 per day per title $10.00 Replacement Cost + $5.00*
Other Audiwisuals $0.10 per day per title $5.00 Replacement Cost + $5.00*

*denotes processing fee

———————W




