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Library

[image: image2.wmf]The Wolfson Campus Library is located on the second floor of building 1000. It houses a collection of over 45,000 items. The mission of the Library is: to provide access to an adequate collection of resources, in whichever medium is more appropriate, to support the learning and informational needs of the Campus’s students, faculty, administrators and staff.

Circulation and Library Cards 
Library users must present a valid MDC ID card to enter the library and to check out materials. This card serves as your library card. You may obtain a MDC Card at the Student Life Office. Students who register before the first day of classes will be in the library’s patron database; students who register later may have to have their record entered or updated at the Library Circulation Desk manually.

[image: image3.wmf]Most books and CDs circulate for three weeks and may be renewed once. Videotapes and DVDs circulate for three days and may not be renewed. Students should be sure to clear any library obligations as failure to do so can interfere with registration, graduation, and transcripts. Library users can also renew library materials online from the Library web page,
http://www.mdc.edu/wolfson/learningresources/library . Select Catalog, then select “My Account” from the bar near the top of the page.
Books from other libraries, also known as Interlibrary/Loan (ILL)

Materials that are not available in the Wolfson Campus Library may be obtained through Interlibrary Loan (ILL). ILL forms are available from the Reference Desk, but most materials may be requested by you via our college catalog. If there is a charge from the lending library, it is the library user’s responsibility to pay that cost. Patrons are notified when the item is received, and it can be picked up at the Circulation Desk. As it takes time for ILL materials to arrive, patrons do need to plan ahead if they need interlibrary loan materials.

Library Web Page

The Library Web Page is a portal to library and electronic resources. The URL is: http://www.mdc.edu/wolfson/learningresources/library  Through the Web page, library users can access this library’s catalog; the library catalogs of the state community college system; view e-books; search journal indexes; and learn about library services and policies. To use many on-line subscription databases in LINCCWEB and to view My Account you need to use a PIN along with Student ID number. Initially your Pin is the last four digits of your Student ID number.
On-Line Reference
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Wolfson Campus Library is part of Florida’s “Ask a Librarian” service. This web-based, virtual reference service is available at http://www.askalibrarian.org or by clicking the Ask a Librarian logo on the Library Web page. The hours are 10:00 a.m. to midnight Sunday through Thursday, and 10:00 am to 5:00 p.m. Friday and Saturday.  Students can chat online with a librarian for one-on-one assistance in locating and using electronic library services. Whenever chat is unavailable, questions can be submitted via e-mail and are usually answered within 24 hours.

Research Computers
C[image: image5.wmf]omputers to access e-mail or to do research are located on the first floor of the Library. Patrons must observe Library and MDC policies; and local, state, and federal laws regarding computer usage. Information found can be printed for $0.10 per page, saved to patron’s 3.5 diskette, or sent via e-mail.

Laptop Computers
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[image: image7.wmf]Wireless laptop computers are available to MDC students for a limited checkout period from the Service Window. Patrons must have a current library/MDC card and sign a usage agreement policy. Laptops can be used throughout the Library; however, they may not be taken out of the Library. All personal data must be saved to the patron’s diskette prior to returning the laptop. A borrowed laptop must be returned to the Service Window 15 minutes prior to library closing time.

Printing and Photocopiers
[image: image8.wmf]The Reference Area has a pay-for-print computer network. 
Each MDC currently registered student has a printing account already created for them. You may access that account to add funds to it by using the Print Release Station (PRS) located near the Reference Desk. The cost these self-service photocopy machines is $0.08 per page as long as you use pay electronically using your account. Color copies are $0.40 per page. Cash transactions are $0.10. per page.
Reserve
Items that instructors placed on Reserve are available at the Service Window. A valid MDC Card is required to check out Reserve materials for use in the Library.

Rest Rooms 

Rest rooms are located on both floor of [image: image9.wmf]the Library. The women’s is on the first floor near the Circulation Desk Area and Men’s on the second floor near the display cabinet.

COLLECTIONS

Finding Library Materials
The LINCCWeb system lists all the holdings in the Miami Dade College Libraries. These collections can be accessed through the college Web page:

http://www.mdc.edu/libraries/ 

This system also provides access to library catalogs and information from other libraries in Florida and throughout the United States.

How to Read a Call Number

The call number is the “address” of the item on the shelf. Materials in this Library are classified by the Library of Congress Classification System. Locate an item in LINCCWeb, the screen will provide the call number for that item. For example:


F



317



.E9

First look at the alphabetical designation F. Within the F section, look for the number 317. Then, look alphabetically for E within the F 317 section. Finally, look for 9. Reference books begin with a prefix “REF”
General Collection 
This collection includes circulating items and is located on the second floor of the Library.

Reference Collection (REF)

This is a non-circulating collection located on the first floor of the Library.

Other collections

[image: image10.wmf]The Leisure, Popular Fiction, and Popular Video Collections are located on the first floor of the Library near the Circulation and Reference Area. Oversize books are shelved on the second floor of the library.

BUILDING USE POLICY

A purpose of this facility is to provide the students, faculty and staff of the institution with a pleasant environment conducive to study, research and the continuation of the education process.  It is important that there be procedures and policies in place to protect library users, materials, equipment and the facility therefore the following polices will apply in all public areas.

Food and Drink

Food and drinks are not allowed in the   library.

Disruptions
Disruption to the study and research of patrons or the interruption of their education process is prohibited; Examples are listed below, (this is not an inclusive list):
* Creating excessive noise

* Harassment of  others

* Odor constituting a nuisance or health     and safety concern

* Behavior that disturbs users or staff and interferes with use of the facility

Equipment and materials

The use of all equipment and materials are intended for educational purposes only. Therefore, game playing is not allowed on our computers.

Destroying or Damaging Materials, Equipment, Software or the Facility


The following are examples of action that are prohibited. (This is not an inclusive list.)

*The destruction, mutilation or defacement of any material

*The damaging of hardware or equipment

  *Misuse of furniture of the facility

  *The intentional introduction of viruses   into any system

  *Tamping with software
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Smoking
Smoking or any other use of tobacco is prohibited within the facility.

Animals 
No animals are allowed within the facility other than this assisting persons with disabilities.

Radios, CD Players, Cell Phones or Other Equipment
The use of any equipment that disrupts patrons is prohibited.

Personal items
Personal items should not be left unattended for long periods of time. Unattended items will be removed from the premises by Campus Security.

Loitering and Soliciting
Loitering and Soliciting for donations or accosting patrons for any purpose that disrupts their use of the facility is prohibited.

Persons who are unable to abide by this policy will be asked to leave the facility. Those persons refusing to leave will be subject to removal by Campus Security. Students also could be liable for disciplinary action as established by College or Universities they are attending.
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Hours  

NOTE: Exceptions and holiday hours will be posted in the Library. All hours are subject to change.

Library Hours:

Monday-Thursday    7:30 a.m.-9:00 p.m.

Friday

        7:30 a.m.-4:30 p.m.

Saturday
        9:00 a.m.- 1:00 p.m. 

Telephone Directory

Main Library Number
 305-237-3144

Administrative Office   305-237-3452

Reference

 305-237-3451

Circulation

 305-237-3144

Reserve

 305-237-3447

Interlibrary loan
 305-237-3454
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