
Welcome to the BNI Library/Media Center! 
 

Hours of operation are Monday-Friday, from 7:30 a.m. to 3:00 p.m., unless otherwise noted.  

 

My name is Mrs. Cotey and I am here to help you with anything I can. All you have to do is 

ask. 

 

Students are welcome to use the Chromebooks and printer, provided they first sign them 

out at the Chrome cart. There is no charge for the use of the black & white printer, 

however, students will be charged for color prints (15 cents per page), and for making photo 

copies (10 cents per copy). 

 

During regular classroom hours, all students entering the Media Center without a class 

must have a pass from their teacher. To stay during SRT, see me for a pass **IN 

ADVANCE**. 

 

Need a Book? 

 

The Media Center is equipped with Follett Destiny, our electronic database and card 

catalog. Using any smartphone or computer, you can search for specific books by Keyword, 

Title, Author, or Series. (bni.follettdestiny.com) All you have to do is write down the call 

number and the author’s name, and let that be your guide. 

 

Non-Fiction books are arranged by the Dewey Decimal System. This system sorts books by 

their subjects. CALL NUMBERS, the numbers you’ll find on the books’ spines, tell you in 

which section of the library the book belongs.  

 

The Dewey Decimal System is broken down into the following categories: 

 

00-99 General Works  

100-199 Philosophy 

200-299 Religion 

300-399 Social Science 

400-499 Languages 

500-599 Pure Science 

600-699 Applied Science, Technology 

700-799 The Arts (including sports) 

800-899 Literature 

900-999 Geography and History 

 

*A fiction book will have the letters “FIC” on its spine, with the first three letters of the 

author’s last name beneath it. If you are looking for a book by Stephen King, it will look 

like this: FIC 

                KIN 

*A non-fiction book will have a number on its spine, with the first three letters of the 

authors last name beneath it. 

ex. 241.01 

        JOS 

-When several books have the same number, they will be arranged alphabetically, by the 

author’s last name.  

-Each type of book (Fiction, Non-Fiction, Biography, etc…) is grouped together in separate 

areas so you will know where to look for them. 
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For Non-Fiction books, each range of numbers, and their corresponding subjects, is posted 

on the outer end of each set of bookshelves, for your easy hunting. 

 

~Some other important letters to recognize on book spines: 

 

-B  -This letter is used for individual Biographies. These books are arranged by 

the last name of the person the book is about, rather than the author.  

 

-SF  -This can be found on the spines of Science Fiction and Fantasy books, above 

the first three letters of the author’s last name. 

 

-SS or SC -This is used for Short Story Collections. 

 

-CAR  -This is used for Career books. 

 

-FR French books  -GER German books  -SP Spanish books 

 

**For further assistance with locating books, please feel free to ask me and I will be happy 

to assist you.** 

 

Procedures for Checking Out Books 

 

Students wishing to check a book out of the Media Center must have their school I.D. 

present. This will serve as your library card. With a few exceptions, (upcoming school 

breaks, etc.) books are typically checked out for two weeks at a time and can be renewed 

ONE time only, unless they are being used for a longer class project. If you think you might 

need the book(s) later than the due date, see Mrs. Cotey for renewal, before it is late. 

 

Late fees are $0.05 per day late, per book. First late notice will be sent out approximately 

one week after the book is overdue. Second notice will be sent the following week, along 

with a warning. Third notice will result in a DETENTION. Detentions can be avoided by 

returning the book and paying fees BEFORE the Third Notice goes out. 

 

Any misplaced or damaged books will result in a charge for the full cost of the book. 

However, if a misplaced book is later found and returned to the Media Center, the cost of 

the book will be refunded to the student, minus $1.00. 

 

Magazines/Newspapers 

 

Current magazines and newspapers are on display, at the front counter. You may read 

them while in the library, but they are not to be taken out. Back issues of The Times, The 

Chicago Tribune, and the Post Tribune are kept for one month before they are recycled. 

Just ask if you would like to use them for classroom projects. If there is a school-

appropriate magazine you’d like to see in the Media Center, feel free to mention it, and 

we’ll see what we can do. 

 

 

 

 

A lot to take in? Don’t be afraid to ask questions.   


