ABLE Module #5

Collections and Library Services


Library Policies and Procedures Workshop Handout # 39

Sample Policies
Caveat: The following are examples of public library policies from across the U.S. When reviewing policies from other states and localities, please keep in mind that laws and regulations may differ.

Prendergast Library Policies:  http://www.prendergastlibrary.org/servicesandpolicies.htm
Olean Library Policies: http://www.oleanlibrary.org/  (look under about us)

Westfield’s Patterson Library Policies: http://www.pattersonlibrary.info/Policies.html
General
Webjunction: Policies and Practices

http://webjunction.org/do/Navigation?category=389
· Sample Library Policies for the Small Library
http://www.owlsweb.info/L4L/policies/sample.asp
Compiled by the Small Library Committee of the Wisconsin Association of Public Librarians.

· Sample Public Library Policies & Development Tips (Mid-Hudson Library System, NY): http://midhudson.org/department/member_information/library_policies.htm 
· Collection of Ohio Public Library Policies: http://winslo.state.oh.us/publib/policies.html 

Borrower Policies:

· Daly City Public Library (CA): http://www.dalycitylibrary.org/policies/librarycard.pdf 
[Requires Acrobat Reader]
Meeting Room Policies:

· Esopus Library (NY): http://esopuslibrary.org/about.htm#comm 

· Daly City Public Library (CA) http://www.dalycitylibrary.org/policies/meetingroom.pdf 

[Requires Acrobat Reader]

· Iowa City Public Library (IA): http://www.icpl.org/meetingrooms/ 
Exhibits, Displays, & Bulletin Boards

· Daly City Public Library (CA):

http://www.dalycitylibrary.org/policies/exhibits.pdf 

[Requires Acrobat Reader]

· Avalon Public Library (PA http://www.avalonlibrary.org/ein/avalon/policies.html
Privacy and Confidentiality

· Multnomah County Library (OR): http://www.multcolib.org/about/pol-privacy.html 

Acceptable Use Policies (Computer and Internet)
· New York Public Library (NY): http://www.nypl.org/pr/pubuse.cfm 
· New Woodstock Free Library (NY): http://www.midyork.org/newwoodstock/policies%5Ccomputer.html
· Multnomah County Library (OR): http://www.multcolib.org/about/pol-internet.html
· Daly City Public Library (CA): [Require Acrobat Reader]
· Computer Use: http://www.dalycitylibrary.org/policies/computers.pdf 

· Internet Use: http://www.dalycitylibrary.org/policies/internet.pdf 
Collection Development Policies

· City of Mesa Library (AZ): http://www.mesalibrary.org/about_us/pdfs/Materials_Selection_Policy.pdf 
[Requires Acrobat Reader]
· Daly City Public Library (CA): [Require Acrobat Reader]
· Materials Selection and Reconsideration of Materials: http://www.dalycitylibrary.org/policies/matselect.pdf 

· Video & DVD Policy - http://www.dalycitylibrary.org/policies/video.pdf 
· Queens Library (NY): http://www.queenslibrary.org/index.aspx?page_nm=Collection+Development
· Esopus Library (NY): http://esopuslibrary.org/about.htm#mats 
· Hoboken Public Library (NJ):  http://hoboken.bccls.org/html/collection_dev_policy.htm
	

	
	Circulation

	
	
	Need Help?  Contact the Circulation Department!
716.484.7135, ext. 221


	
Circulation 
Library Cards
     The Circulation Desk issues free library cards to adults who present one form of identification with current address such as a driver’s license, utility bill, or a non-driver ID.  For out-of-state residents, cards cost $10 a year.  Children 13 and under receive cards in the Children’s Room.  Patrons must use their own cards to borrow or reserve materials.  
Loan Periods and Fines
3 week = $.05 per day
2 week = $.05 per day
1 week = $.15 per day
     Maximum fines are $3 for each adult item and $1 for each children’s item.
Renewals
     If borrowed items have not been reserved by someone else, they may be renewed once by phone, online, or in person.
Returns
     When the Library is open, return items at the Circulation Desk.  After hours, use the book deposit slot near the main entrance.
 

	
James Prendergast Library Association, 509 Cherry St. Jamestown, NY 14701 - 716.484.7135 (Extensions)
Catherine A. Way - Director
 


	

	Prendergast Library’s Patron Behavior Guidelines


 Prendergast Library has established rules of conduct to protect the rights and safety of all Library visitors and staff and to preserve the Library’s materials, equipment, facilities, and grounds.  Staff will enforce these rules in a fair and reasonable manner in order to make the Library a clean, safe, comfortable place for everyone.  

 Cell phones, Pagers, Walkmans
Turn cell phones, pagers, and other communication devices off or set them to vibrate.  Use headphones with Walkmans, and set the volume so others cannot hear the sound.

 Check Out/Inspection
Check out all library materials before leaving the building.  The Library reserves the right to inspect any bags or backpacks.

 Closing Time
Exit the building promptly when closing procedures begin.

 Courtesy
Treat staff and other patrons with courtesy and dignity.  Refrain from behavior that could be construed as offensive, abusive, harassing, stalking, obscene or sexually explicit.  Converse in designated talking areas and speak quietly.  Treat library materials and equipment with respect.  

 Dress
Wear shoes and shirts or blouses at all times.  

 Drinks
Non-alcoholic beverages in spill-proof containers are permitted in all areas of the library except at computer workstations and around electronic equipment or microfilm machines.  

 Hygiene
Practice personal hygiene and use perfumes or colognes so they do not interfere with other people’s ability to use and enjoy library facilities.

 Laws
Obey all laws including those regarding firearms, weapons, alcohol, and drugs.

 Littering
Dispose of trash in receptacles conveniently located around the library.

 Monopolizing Staff Time and Library Materials or Equipment
Accept that library staff are unable to spend a considerable length of time assisting any one patron.  Be prepared to surrender materials or equipment for someone waiting to use them.

 Outside Only, Please
Running, Jumping and Horse Play

Smoking

Two-and three-wheeled vehicles such as bicycles and scooters

 Personal Belongings
Be responsible for personal belongings, including materials that have been checked out of the Library.  Check for lost items at the Circulation Desk.

 Recording Equipment
Obtain approval from the Library Director to use any audio, video, photographic, or television recording equipment in the library.  For gallery inquiries, see the gallery coordinator.

 Refrain from
Bringing any animals into the library unless they are service animals or part of an approved library program.

Eating except at events sponsored or approved by the library.

Loitering and blocking areas such as the entrance, stairs, elevator, and restrooms.

Sleeping

Soliciting or petitioning

Staff Areas
Remain in public areas, not behind service desks or in the other staff work zones.

 Telephones
Use the public pay phone in the foyer, and keep library phones free for staff use.  If a special situation arises, ask to use the telephone in the Children’s Room.  Advise people who might call you that the library does not offer a paging/messenger service, except in emergencies.

 Theft/Damage to Property
Intentional damage and/or defacement of materials, furnishings, equipment or premises, or attempts at theft may be prosecuted.  Patrons will be charged the cost of damaged items.

 Trespassing
            A person who knowingly enters or remains unlawfylly on the premises is trespassing.  Staff will call police if patrons refuse to leave after being banned from the library or the public computer room.

 Unattended Children
Parents or care-givers must supervise their children in the library and take responsibility for their behavior.

Wheeled Vehicles
Wheelchairs, walkers, and strollers may be used inside the library.

 Failure to comply with these policies could result in removal from the library, expulsion, arrest or prosecution.  Violators may also have library privileges, including use of library computers and other equipment, restricted or terminated.  The library director will consider written appeals from users who have been expelled more than a week.
JAMES PRENDERGAST LIBRARY ASSOCIATION
509 Cherry Street 
Jamestown, New York 14701

POLICY ON THE USE OF CELL PHONES IN THE LIBRARY

Out of consideration for all users, many of whom use the Library as a quiet study place, patrons are asked either to turn-off or set the ringer of their cell phones to silence upon entering the building. Cell phones are not to be used in the Library.

If you need to make or take a call, please go outside to use your cell phone. There is also a public telephone available for use in the lobby.

Library staff may ask you to move outside when using your cell phone. 

Thank you for considering the needs of all library users.
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Mission Statement
The mission of the Patterson Library is to advance the quality of life in the community of Westfield by providing unrestricted access to information and by offering materials geared to user wants and needs. The library provides collections, services and programs that support the development of an individual's full potential and assists users of all ages in the pursuit of knowledge.
History
Annual Report
Board of Trustees 2008-2009
Patterson Library Staff
Policies
Borrowing | Lending | Facilities Use | Computer and Internet Use | InterLibrary Loan | Public Participation at Board Meetings 
Patterson Society
Gifts and Memorials
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Olean Public Library Services & Fees 



Facsimile (FAX)

Fax (716) 372-8651. 

	to send
	domestic: $ 2.00 for first page, $ 1.00 each additional page
international: $ 5.00 for first page, $ 1.00 each additional page

	to receive
	50¢ each page


Computer printout

Black & white laser or color laser. 

	paper size
	black & white
	color

	8½ × 11
	15¢ each
	75¢ each

	8½ × 14
	15¢ each
	75¢ each


Photocopy

Black & white or color. We have 2 digital copiers. Duplex (2-sided) counts as 2 copies. 

	paper size
	black & white
	color

	8½ × 11
	15¢ each
	75¢ each

	8½ × 14
	15¢ each
	75¢ each

	11 × 17
	25¢ each
	$1.50 each


Micro-film, -fiche copies

Black & white laser printouts from either format. 

	8½ × 11
	15¢ each

	8½ × 14
	15¢ each

	11 × 17
	50¢ each


Genealogy and local history research Including photocopy service, stationary and postage. 
	initial search cost
	$15.00
	


Fees

	Look up account (please bring your library card with you)
	25¢

	For each Overdue Notice or bill sent
	75¢

	Replace lost or stolen card
	$ 1.00

	Out-of-system interloan item
	$ 1.00

	For notary service
	$ 2.00

	Processing fee for lost or damaged material (plus cost of item)
	$ 3.00

	Non-resident annual fee
	$10.00

	Collection agency fee
	$10.00

	Returned check fee
	$30.00


Book Donations 



The Olean Public Library gratefully accepts used books if they can be added to the collection or they can be sold at Friends of the Library's book sales. 

Popular materials such as mysteries, romances, westerns, science fiction, and novels and non-fiction—for adults or children—sell well.

The following books do not sell:

· Books that are old, musty, dirty, moldy or smelly or that have yellow, brittle, torn, scribbled, or missing pages. 

· Textbooks older than 5 years 

· Information books older than 10 years 

· Encyclopedia sets older than 20 years 

· Incomplete sets 

· Magazines 

· Reader's Digest Condensed Books 

STORY TIME BIRTHDAY PARTIES

The Children's Room of the Prendergast Library will offer Story Time Birthday Parties for children up to eight years of age. Parties are limited to one per month on a Saturday afternoon. Party attendance is limited to 25-30 people (children & adults).
Please request a Story Time Birthday Party at least four weeks in advance. This service is provided on a first-come - first-served basis and is subject to the Library's needs for the space and of its staff. The total time allowed for a party is 1/4 to 2 hours + set-up and clean-up time; i.e. 12 noon - 3 p.m. with guests arriving at 1:00 p.m. and leaving at 2:30 p.m.
The Library will provide:
1. One staff person to conduct a 20 - 30 minutes story time;
2. The Story Room, with two-three tables and chairs; You  pro vide:
1. Adequate adult supervision for the number of children present;
2. All food and drink, and all items necessary to serving and consuming them. Eating and drinking is restricted to the Story Room; food or drink is not allowed in the public areas of the Library.  Please restrict the children from using library materials while eating;
3. All materials needed for any crafts or projects; i.e., paper, photocopies, scissors, glue, tape, markers, crayons, etc. Such crafts or projects will not be conducted by Library Staff;
4. Decorations. Nothing may be taped to the Library's walls. Please come in several days prior to the event to discuss with Library staff proposed decorations and how they may be attached to the walls;
5. Clean-up. You are responsible for returning the Story Room, tables, and chairs to their prior condition when the party is finished. The Library will vacuum and/or mop the floor. However, you are asked to clean-up any spills as thoroughly as possible and to notify the staff of their location(s).
6. A minimum donation of $25 to the Library's Annual Fund.
Please call or stop in the Children's Room (484-7135, ext 234) to discuss and book a Story Time Birthday Party. The organizer of a party is required to visit the Library prior to the day of the party.
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Provided by “ABLE: Administering Better Libraries—Educate,” a Federally funded project supported by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal Institute of Museum and Library Services via the Nioga Library System, 2005-2007.


