
Library Orientation



Monday – Thursday 0630-1700
Friday   0730-1400
*Friday closed for lunch from 1200-1300

Closed Holidays and Weekends
Hours may be subject to change

(323) 409-6521 Circulation Desk
(323) 409-6522 Librarian

mtolosa2@dhs.lacounty.gov

Library and 
Computer 
Lab

mailto:mtolosa2@dhs.lacounty.gov


In the library and computer labs
• No food or open drinks 

in the computer lab
• Always sign-in on the 

clipboard

• Include name, semester and 
reason for use.  Please indicate 
which programs you use—such as 
“Word, CINAHL, Orchid, etc.” We 
use the statistics to evaluate 
usage

• Please have phone 
conversations 
outside



Loan Policies
• Journals:  Do not circulate, but 

you can scan for free.  E-
journals available through 
CINAHL.

• Books: May be 
checked out for 3 
weeks and renewed if 
not requested by 
another borrower.

• Please limit renewals to 
2



Loan Policies

• Modules:  May be 
checked out for 3 
weeks.

• Reserve Materials:  
Material placed on 
reserve by College 
faculty may be 
obtained at the 
circulation desk.  
Check out is limited 
and is based on faculty 
request.



Loan Policies

• Reference Books:  Library use 
only

• Yearbooks and Historical 
Collection:  

     Library use only



Laptop Loans

Laptop loan applications are available 

at the start of each semester. 

Loans are based on several factors:

• Rotations

• Availability

• Need

Loan periods are for 8 weeks.

You will sign County agreements and 

adhere to County policies with each 

loan.

You will be notified via 

email if your application 

has been accepted. 



Procedure for Checking Out 
Materials

• Each user will be 
assigned a barcode 
(placed on your ID 
badge)

• When ready to check 
out, bring materials to 
the circulation desk

• Your barcode will be 
scanned, and your 

materials will be 

checked out 

electronically

• Notices and library 

correspondence will be 

emailed to email 

address on record.



Materials

• Fines should be paid 
immediately.  

• Fines of $3.00 and over 
MUST be paid 
completely before the 
borrower will be 
allowed to check out 
any additional material

• Fine Rates

– Books $0.20 per book

– Per business day

– Laptops $5.00 per day

– Transcripts and 
registration will be held 
until returned.

NO Checks, cash only accepted for fines/lost materials and deposits



Lost Materials
• Should be 

reported 
immediately to 
halt continued 
accrual of fines

• Fines stop as of the 
day material is 
reported lost and 
the borrower is 
given time to look 
for the material  
before payment is 
expected.

• Borrower is 
responsible for 
the replacement 
cost of the items.

• A $5.00 
processing fee 
will be applied to 
the replacement 
cost.



The Copy Machine and Printer
• Printing costs .05 for a single-side and .10 for a double-sided print.

• If you are printing something for the Administration Office 
    (Health Clearance, BLS Card, etc.) there is no charge.

• Please pay at the circulation desk. 

• We will accept payment later if you inform library staff. Unpaid fees must be 
repaid by the end of each semester.

• Unpaid fees could result in a hold on registration and/or transcripts.

• Please try and limit printing dark images.

• When you can print double-sided, please do so. Please ask for assistance if you 
require help with this feature.

• Scanning from the copy machine is free.

• For 2-sided printing/scanning: remember to change the setting to 2-2



Fastest way to get to the 
library page is to Google 

CONAH. Select COLLEGE 

LIBRARY



Pathway to the Library is 
found under Student Support 

Services from the CONAH 

Homepage





Library 
Homepage



Catalog System

The old card catalog system

The new electronic platform

Library 
Catalog



Searching the Catalog

use a keyword in the search 
bar or use the drop-down 

menus for additional 

options.

Library 
Catalog



Books in print will have a 
call number and indicate 

whether it is available or out 

on loan

Library 
Catalog



Google 
Preview



Search Inside





Any 

questions or 

comments?
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