
 
PCHS Library  

 
 Student Information (Virtual) 

 
 

▪ Please know that I will be working full-time even while we are            
learning virtually. You are still my priority and I will still be            
checking out books, teaching, and available virtually for help.  

 
▪ At this time, you can use https://destiny.portageps.org/ to look 

at our library catalog and place a hold on the book(s) you 
would like to checkout. Books will be available for curbside 
pickup once a week. More details on this can be found on our 
library website 
(https://sites.google.com/view/pchs-librarymc/home) 

 
▪ Virtual library hours are from 7:40 a.m. to 2:45 p.m. During that            

time frame I will be working with students, teachers and whole           
classes, preparing books for checkout, and assisting staff and         
students with technology, research, book recommendations,      
and available for virtual help. Check the website mentioned         
above for specific office hours for one on one help or to get             
any of your questions answered on any topic.  

 
▪ I will create and post helpful instructional videos, tips and tricks           

to the website. You will also find links to our research           
databases and other helpful tools. This website is a new one -            
the Cyberlibrary is no longer active.  

 
▪ You are responsible for returning materials on time and in          

good condition. There will be a collection bin marked “Library          
Returns” in the vestibule (the “vestibule” is the open space          
between the doors entering the building from the student lot). 

 
▪ Please don’t hesitate to ask me for help with any challenges           

you are facing. I am here for you.  

PCHS Library 
 

 Student Expectations (Face-to-Face) 
 
 

▪ Sign in and out at the Circulation Desk every time you enter or             
leave the library. This acts as an attendance record for the           
period you were here.  

 
▪ Water is the only beverage allowed in the library and food is            

prohibited.  
 

▪ You must have a signed pass from your teacher to access the            
library. We expect you to be in the library, not Vinnie’s.  

 
▪ The library hours are tentatively from 7:15 a.m. to 3:25 p.m.           

(We will base it on the school schedule). You are welcome to            
use the facility for research, studying, reading, or working on          
school assignments with another student or teacher. 

 
▪ The library is a classroom from 7:40 a.m. to 2:40 p.m.,           

therefore noise must be kept to the level of a productive work            
environment and we expect you to use the facility         
appropriately. 

 
▪ Anyone asked to leave the Media Center for disciplinary reasons          

may lose his/her library privileges until we come to a resolution. 
 
▪ Please keep hats and backpacks in your locker and put away           

all cell phones. 
 
▪ You are responsible for returning materials on time and in good           

condition. 
 

▪ Vinnie’s hours are 7:15-10:00 a.m. We serve coffee, tea, hot          
chocolate, hot apple cider and italian soda. Most drinks are          
around $2. The expectation is that you head back to class           
after receiving your drink. 

https://destiny.portageps.org/
https://sites.google.com/view/pchs-librarymc/home


 



 
Student Information (Virtual) 

 
 
At this time we will not be checking out magazines,          
headphones, recording devices, poster board or any other        
items besides books.  

 
Checkout Procedures & Fines 

 
1. Loan Period:  
Print -------------------------------------------------------  2 weeks 
Reference materials  ----------------------------------         1 week 
 
2. Fines:  
At this time of virtual learning we are not charging fines for late 
materials, but we do ask you to be conscious of others needs and 
return books on time as you can.  
 
3. Lost and damaged:  
Paperback books ---------------------    Cost of material ($5 min.) 
Hardcover books  ---------------------  Cost of material ($10 min.) 

  
 

● When you pay for lost material, you stop the fine. If the material is              
found at a later date, a refund will be issued after the overdue fine is               
subtracted from the amount you have paid. The amount of the           
refund will also depend on the condition of the returned material. 

 
● All fines and overdues should be cleared prior to exams, the 

sooner the better. 
 

 
Please check out our library website at 

https://sites.google.com/view/pchs-librarymc/home which  
provides access to many of our online  

resources at home.  
Email your Librarian (sbrown@portageps.org) 

for usernames and passwords for the subscription databases. 
 

Student Expectations (Face-to-Face) 
 
 
Audio-Visual Material: Books on CD or Playaway are available         
for student check out. Poster Board may be purchased (.50 per           
sheet)  in white and assorted colors.  

 
Checkout Procedures & Fines 

 
1. Loan Period:  
 Print -------------------------------------------------------        2 weeks 
 Magazines  ----------------------------------------------        3 days 
 Reference materials  ----------------------------------        2 days 
 
 2. Fines:  
 Books ------------------------------------------------------ .10 per day 
 Magazines  ----------------------------------------------- .10 per day 
 Reference materials  ----------------------------------- .25 per day 
 
 3. Lost and damaged:  
 Paperback books ---------------------    Cost of material ($5 min.) 
 Hardcover books  ---------------------  Cost of material ($10 min.)  

 
 

● When you pay for lost material, you stop the fine. If the material is              
found at a later date, a refund will be issued after the overdue fine is               
subtracted from the amount you have paid. The amount of the refund            
will also depend on the condition of the returned material. 

 
● All fines and overdues should be cleared prior to exams, the 

sooner the better. 
 

Please check out our library website at 
https://sites.google.com/view/pchs-librarymc/home which  

provides access to many of our online  
resources at home.  

Email your Librarian (sbrown@portageps.org) 
for usernames and passwords for the subscription databases. 

 
 
 

https://sites.google.com/view/pchs-librarymc/home
https://sites.google.com/view/pchs-librarymc/home


 


