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The New Media Center  

Technology Management : Daily Realities and  Lingering Concerns  
Mary Alice Anderson 

Internet @ Schools, January/February 2012 

I assumed everything would be ready in the lab. The links we have always used were dead. We went 
back to the classroom and didn't use the lab today. 

I updated my class wiki at home last night. Why doesn’t it work here at school? 

We used our new laptop lab today; the online dictionary only worked on 10 of the 15 computers.  

Anecdotes like these remind us to double-check that all technology is in working order, even when the activity 
has previously worked well. When the Internet was new, a colleague and I created “Tips for a Successful 
Internet Experience" a planning checklist for media specialists and teachers. We all want to avoid bad 
experiences and help students (and their teachers) leave the media center happy and successful. The updated 
“Tips” handout (Figure 1) addresses common instructional situations. We’ll also look at continuing questions 
about lab scheduling, file storage, and printing. 
High demand, never enough computers 
We enjoy seeing our media center labs and research computers well used, but multiple labs and computers are 
not always enough; Increased online testing, often scheduled for several concurrent days or weeks, increases the 
problem. That is likely beyond the control of media center staff; daily scheduling is not. Reasonable solutions 
that work for everyone come with knowing the curriculum, resources, individual teacher needs and 
expectations, student skill levels, and the specifics of project needs. 
 
How long should a class be allowed to use the lab? How can I address it in positive manner? Scheduling 
issues of both fixed and mobile labs can cause conflicts and lasting problems. Often the request is the result of 
complaints over a single or handful of teachers monopolizing labs or using technology in ways others don’t see 
as educationally sound. The reaction is often to establish definitive guidelines that limit a class to no more than 
three-five days in a row in the same lab. If teachers want more days than that, they must wait to check the 
availability.  
 
Others allot every teacher a specific number of labs days per term. One principal came up with a number of 
days for certain subjects. For example, Language arts gets eight days a semester, Social Studies 5 and others 
four. Another school uses a formula to figure out hours per teacher per semester in the lab. One media specialist 
gives “teachers passes that are collected upon the visit. People who run out of out of hours cannot sign up.” 
Others specify that labs must be used for research and major projects. This becomes a judgment call; what is 
research and major for one curriculum area is daily work in another.  
 
Advance scheduling is both a convenience and hassle. I managed a media center with three labs; teachers could 
schedule as far in advance they wished. We planned with some teachers in June for fall instructional activities. 
Human nature meant there might be a conflict between the “planners” and the “last minute” folks. A more 
common approach is scheduling no more than one-two months in advance to prevent people from signing up for 
the entire year or for a certain day of the week all year or for every Friday throughout the term because too often 
around here, teachers don't consider the fact that others might want to use the computer lab.”  
 
Rationing lab time and scheduling sounds fair. It also assumes certain conditions will be in place and consistent. 
But it isn’t always what’s best for the curriculum or best for kids. There may be teachers who have no intention 
of ever using technology or those whose students are involved in wonderful projects that require extended 
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periods of time. A firm policy may be difficult to enforce because there are always exceptions. While not 
perfect, the method we used worked well for big projects that we knew legitimately required extensive chunks 
of time. Flexibility and collaboration meant we rarely turned people away. Another media specialist concurred: 
“By far, I felt there were much fewer headaches when the labs were kept completely open to everybody, first 
come-first serve. Of course, if there is truly somebody who uses it so much that others literally cannot get in, 
that situation needs to be dealt with, but I think it is far better to deal with those 2-3-4 users on an individual 
basis than creating a blanket rule that might prove restrictive for everybody.”  
Online group calendars, Google Docs forms and printed calendars are common scheduling tools. No 
matter what tool is used, the most effective scheduling approach that every media specialist should use is 
collaborating with teachers when they schedule. Be proactive; make sure that scheduling always includes an 
activity description and not be just “signing up” for space to be one step ahead of potential glitches. Working 
with teachers during the scheduling process is an opportunity to provide instruction, assist students and learn 
more about the project and your students. Collaborative scheduling and planning also add to your credibility as 
an instructional technology teacher and leader.  
 
File Storage 
A	  teacher	  wanted	  to	  know	  how	  her	  students	  could	  share	  poems	  they	  wrote	  with	  a	  partner	  using	  the	  new	  
laptops?	  A	  friend	  started	  a	  new	  teaching	  job;	  her	  curriculum	  requires	  daily	  use	  of	  daily	  classroom	  
technology	  use.	  Much	  to	  her	  surprise	  the	  students	  do	  not	  server	  space	  for	  file	  storage.	  It	  was	  an	  eye-‐
opener	  for	  me,	  too.	  Yet,	  server	  space	  doesn’t	  always	  mean	  off-‐campus	  access	  is	  available	  to	  students;	  
other	  ways	  to	  share	  files	  between	  school	  and	  home	  or	  with	  collaborative	  project	  partners	  are	  needed.	   
Popular options are emailing files back and forth, using Google Docs, or using based cloud storage space such 
as Drop Box, Evernote, or 4shared.com. But school or district policies that may prohibit students from 
accessing email during the school day or filters may block personal email accounts or access to cloud-based 
storage. These choices are difficult for younger students who may not have the skills and teachers who do not 
have the time to help everyone. 
 
Flash drives remain a popular choice. Some schools require each student to have their own, placing it on the 
back-to-school supplies list. Some sell them in the school store. But this doesn’t work in districts with a high 
poverty rate. Many circulate jump drives for those the same as other media using the automation system. One 
school keeps keep up to 60 on hand. Some limit usage to in-house while others recommend checking out jump 
drives to students especially if you work in a school with many economically disadvantaged students who 
would find purchasing a flash drive beyond their means. Scan for viruses upon return and delete the contents. If 
students return a jump drive even a few days late limit their usage to in-school. The hassle of getting the drives 
back is worth it when it provides assistance to students.  
 
Ugh,	  printing	  and	  copying	  are	  the	  bane	  of	  my	  existence!	  
	  
Century Gothic,	  Times New Roman,	  Calibri,	  Verdana, Arial are ink-friendly fonts that can save on printing 
costs according to Printer.com. < Printing Costs: Does Font Choice Make a Difference? 
http://tinyurl.com/c2znc2 > That’s good information for most media specialists who see far too much money 
spent on cartridges each school year. Save money simply by asking students to use specific fonts and reserve 
the ink-dense fonts for special projects.  
 
Use technology to manage printing. A New Jersey media specialist compiled and shared several suggestions 
LM_NET. LibraryMetricks < http://www.librarymetricks.com/LMdefault.aspx > is one printing management 
tool. It is designed for public libraries, but works in schools. Print parameters define student allotments One 
school allows 5 free pages per day; after that students are required to use their pre-paid print code “ With 
teacher discretion of the staff, we will waive the fee for special projects. It’s been a great investment. The only 
'bad' part of the software is that when new students start, you need to get them up	  and running with a 
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username/password, so the beginning of the school year can be a little crazy.” 
 
Others mentioned PCounter < http://www.andtechnologies.com/ > that requires no cards or dedicated print 
stations. A small program is added to the start-up applications on student computers. Other programs reside on 
administrative machines and the server where printers are installed. When students print a pop-up window 
reports their account balance before and after printing. A network password is required. 
 
One media specialist said she can pause printers, move print jobs to other printers, and set additional rules such 
as no printing multiple copies. “The Administrator program automatically creates user accounts from the server. 
When they us up their credit they have to come see me. I can pull up their print history and even see the web 
address of any sites they print.” 
 
Simply charging students without a management system to help out works in smaller media centers or those 
with limited technology to manage. It works if the printer is kept at the circulation desk and fees are collected 
when students pick up their work. Ten cents per page is the typical fee; some collect coins; others create punch 
cards in $1 and $2 denominations, which is faster and more convenient. “We'll often do a 2-for-1 promotion 
when we sell them, or we give them away as rewards for good behavior. We cut down on the amount of paper 
being consumed and make enough to buy the ink for the printer. And students learn (some the hard way, of 
course) to think and do a print preview before they print.”  Others do not charge. Printing is the cost of doing 
business and access to equitable experience. Costs are reduced by using a service to recycling and refill used 
cartridges.  
 
Signage, teaching, and working with teachers printing all contribute to more manageable and less costly 
printing. Whether it’s an investment in a print management system or making a few small changes you will see 
dramatic decrease in printing costs.   No matter what solution you choose, turn printing problems into a 
teachable moment. See figure 2.  
 
Daily realities and lingering technology management issues like those discussed here often cause continuing 
frustration and concern. Whatever the challenge, considering alternative media center management changes 
may result in a better situation for everyone. 

 

 

	  	  

Teachable Moments for Managing Printing 

o Teach students to use fonts that use the least amount of ink.  
o Post signs about what printer to chose and to always preview before printing. 
o Teach note taking and teach students to use note taking forms or online forms. 
o Keep note-taking forms by all the computers. (Try color-coded forms designating the resource type 

and provide a space for bibliographic information.) 
o Ask students to always request permission to print. (Works best with younger students and teacher 

cooperation.) 
o Disable the printer with the pause or off switch. 
o Inform students exactly how much a replacement cartridge costs. They are especially shocked by the 

cost of color cartridges.  
o Remind students they can ask about anything! That costs you nothing!  

 
Figure 2 
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Credits: 
Library Media Specialist Listserv, September 2011 < lmnet-archive.iis.syr.edu/ > 
Printing tip hits compiled by Leah Moskovitz September 3, 2011.  
	  
	  
 
 
 

 
	  
	  

Teacher / Media Specialist Planning Checklist 

Tips for Planning a Successful Student Internet/Technology Experience 

Have you. . . .? 

o Determined that the Internet is the most appropriate resource? 
o Checked to see what resources are already available and successfully used on your school’s web site? 
o Selected and evaluated more than one relevant web site or online resource? 
o Planned with your media/technology specialist for suggestions about additional ideas and resources? 
o Selected resources that are age and ability appropriate? 
o Checked the web sites to be certain the sites and needed plug-ins work with the browsers and 

computers the students will be using? 
o Scheduled the use of the labs and all other needed technology? 
o Double-checked or downloaded files and resources you plan to use for demonstration and 

presentations? 
o Created bookmarks, wikis, web pages or other tools for quick access? 
o Made certain the sites are not blocked by filtering software? 
o Designed critical thinking questions and meaningful student activities that meet the needs of digital 

age learners? 
o Instructed or reviewed mechanics and skills the students need? Don’t assume they know how! 
o Provided necessary instruction about note taking and citation skills? 
o Reviewed acceptable use policies, social media guidelines and other digital citizenship 

responsibilities? 
o Developed “Plan B” if problems occur? 

 

Figure 1. 


