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Section 1 – General Policies and Rights
· Alexander County Library Policy Statement
· Access
· Privacy/Confidentiality of Patron Records
· Safe Child 

· Copyright Protection 

Alexander County Library Policy Statement

Organization

The Alexander County Library is a department of the Alexander County Government. The Library Board of Trustees, whose nine members are appointed by the Alexander County Board of Commissioners, serves in an advisory capacity and exercises those duties and responsibilities delegated to it by the Board of County Commissioners and outlined in the Bylaws of the Board of Trustees.  

General Library Objectives

The general library objectives of the Alexander County Library shall be to:

Assemble, preserve, and administer, in organized collections, books and related educational and recreational material in order to promote, through guidance and stimulation, the communication of ideas, an enlightened citizenship, and enriched personal lives.  

Serve the community as a center of reliable information.

Provide a place where inquiring minds may encounter the original, sometimes unorthodox and critical ideas so necessary as correctives and stimulants in a society that depends on free competition in ideas for its survival.

Support educational, civic, and cultural activities of groups and organizations. 

Provide opportunity and encouragement for all people to educate themselves continuously.    

Continually seek to identify community needs, to provide programs of service to meet such needs, and to cooperate with other organizations, agencies, and institutions which can provide programs or services to meet community needs. 

Provide opportunity for recreation through use of literature, music, films, and other media.

Library Policy
Library policies will be reviewed at least once every three years and updated as necessary to reflect current library best practice and to meet the needs of the community.

Reviewed by the Alexander Library Board of Trustees on _______________________.
__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative
Access

Intellectual Freedom

The Library Bill of Rights and the Freedom to Read Statement are part of the Alexander County Library policy.

Processing and shelving of materials shall in no way reflect a value judgement of the materials.  There will be no labeling of any item or of its catalog record to indicate its point of view or bias. All materials will be shelved in their proper order on open shelves, freely and easily accessible to the public.

The library assures free access to its holdings for all patrons, who are free to select or reject for themselves any item in the collection.  The submission of a Request for Reconsideration will not result in the immediate removal of an item from the shelves.  Reconsidered materials will only be removed per the Request for Reconsideration policy.

Children are not limited to the juvenile collection, although juvenile collections are kept together to facilitate use.  Responsibility for a child’s reading rests with the parent or guardian, not with the library.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Privacy/Confidentiality of Patron Records

All records, formal and informal, in the Alexander County Library System relating to patron registration and the subsequent circulation by patrons of library materials provided by the library, are considered to be confidential in nature.  The library may release this information if necessary for the collection of overdue materials/fines/fees, etc. to any agency with whom the library has contracted for collection purposes.

Parents/legal guardians of minor children under 18 years of age (unless emancipated) may request information as might apply to payment of fines/fees and lost or damaged materials as the parent/legal guardian is ultimately responsible for materials checked out by children under 18.  Otherwise, the Alexander County Library shall be in compliance with North Carolina General Statutes 125-18 and 125-19.

In order to prevent unreasonable invasion of personal privacy, the contents of registration and circulation records and Internet use records shall not be made available to anyone except under written order of the Library Director, such order having been issued pursuant to a legal process, order, or subpoena under law.

Upon receipt of any process, order, or subpoena, the person named and/or served shall immediately report to and consult with the Library Director to determine if such process, order, or subpoena is proper and in full compliance with proper legal authority.  In the event the legal process fails to sufficiently identify or name in specific terms or specifications the records on file in respect to an identified library patron, the request is considered to be defective and not binding upon the library and its personnel, except under further due process of law.

Any problems or conditions relating to the privacy of a patron through the records of the Alexander County Library which are not provided in the policy statement shall be referred to the Library Director, who, after study and consultation with the Library Board of Trustees and or County Manager or legal counsel, shall issue a written decision whether to heed the request for information.

Nothing in this policy shall prevent authorized personnel from using library records in the administration of their regular duties.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Safe Child 

The Alexander County Library is dedicated to providing a safe and welcoming environment that encourages all children to visit the library, attend programs, and use library resources. Library staff is available to assist and support children and their caretakers in using the Library. The library encourages frequent visits by children and their families.

However, busy public buildings are not secure places for children to be left alone. 

Responsibility for the welfare and the behavior of children using the library rests with the parent or caregiver. Parents or caregivers are also responsible for insuring that the child has a safe means of transportation home at closing or in case of emergency, or if the child is asked to leave the library for a violation of library rules. Library staff cannot assume responsibility for children’s safety and comfort when they are unattended. 

For the purposes of this policy, an unattended child refers to a child in the Library alone, or a child whose parent or caregiver is in the Library but is not adequately supervising that child. The latter situation may occur when the adult and child are in separate areas of the building, or when the adult is using library materials or equipment and is not supervising the child.

Parents, guardians, teachers, and caregivers, not the library staff, are responsible for the safety and behavior of children visiting the library. Staff cannot be placed in the position of supervising unattended children.

Children are expected to behave in a manner conducive to maintaining an appropriate atmosphere in the building for all patrons. For more information please see the Library’s Disruptive Behavior Policy and Library Technology Use Policy.

Children under the age of 12 must be accompanied and adequately supervised by a responsible caregiver, and children under the age of 8 must be in the immediate vicinity of that caregiver at all times.

Young people age 13 and older may visit the library independently, but they are still the legal responsibility of their parents. Young people who visit the library by themselves must know how to reach a responsible caregiver in case of emergencies, health and safety issues, inappropriate behavior, or early closure. The library’s business phone may only be used in urgent situations.

Staff does not monitor the arrival or departure of any child from a program or the building.

If a young person’s behavior is unduly disruptive, he or she may not be allowed to remain in the library or to visit again unaccompanied.

Both children and adults need to be aware of the library’s closing time. Young people must be picked up from the library by the time the library closes. A minor who does not have firm arrangements for transportation will be asked to begin calling for a ride at least fifteen minutes before closing.  If any minor remains at the library 15 minutes after closing, staff may call the proper authorities. Library staff may not provide rides to any youth library patrons.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Copyright Protection 

It is the intent of the Alexander County Library to comply with Title 17 of the United States Code, titled “Copyrights,” and other federal legislation related to duplication, retention, and use of copyrighted materials.  A notice of copyright will be placed near the public copier.  Library staff will refuse to duplicate any materials if doing so would violate copyright.

Audiovisual materials are subject to public performance rights.  The library maintains a public performance umbrella license only for use for library programs within the library.

Original or credited royalty-free and creative commons files will be used to produce library publicity items and for creating displays and decorations.

Photocopying

The library provides a photocopy machine for public use.  Fees for the copier are established by the library, to cover costs associated with copier contracts and supplies.

Staff will not knowingly violate copyright law when assisting with the copier.  Patrons using the copier must adhere to U.S. copyright law when making copies of copyrighted materials.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Section 2 – Staff Policies
· Personnel and Employment Practices
· Code of Ethics
· Dress Code
· Staff Relations and Celebrations
· Staff Use of Computers
· Staff Use of Library Materials and Equipment
Personnel and Employment Practices

The Alexander County Library is a department of the Alexander County government. The Alexander County Administrative Office coordinates personnel services. Alexander County's written personnel policy will govern personnel practices, and the said policy is understood to be a part of this document. 

The Alexander County Library acknowledges and will comply with those requirements of the State Library of North Carolina dealing with education, certification, and salaries of professional librarians employed by libraries receiving State Aid to Public Libraries. 

Additional policies pertaining specifically to library personnel practices have been implemented and are included in this document. 

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Code of Ethics


The Alexander County Library endorses the American Library Association Code of Ethics and expects that library staff will strive to maintain the highest levels of personal and professional integrity. Additionally, the trustees for the Alexander County Library will follow the code of ethics established by the American Library Association in carrying out the duties and responsibilities of their office. This code of ethics is considered to be a part of this policy. 

The library staff will receive opportunities to discuss and learn about areas of librarianship that might present ethical dilemmas. The staff is encouraged to discuss any concerns about the handling of potential problems with the library director before or after a situation occurs.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Dress Code

Public image plays an important part in developing and maintaining support for the Alexander County Library. It is not the purpose of this policy to interfere with individual tastes and preferences in dress; however, in order to maintain a public image consistent with a professional organization, it is expected that each staff member's dress and grooming will be appropriate for a business environment and in keeping with his or her work assignment. Health and safety standards must also be considered in dressing for work. 

Clothing and accessories must be neat and clean, and should not draw inappropriate or disruptive attention to the individual. In view of the fact that the Alexander County Library's staff is limited and staff members perform a variety of duties, practicality is also a consideration. 

T-shirts or other attire promoting political causes, campaigns, or issues may not be worn. Clothing bearing obscenities, euphemisms, slang words for foul language, and foreign words that could be interpreted inappropriately is also not permitted.

Staff working in public areas may not wear headphones while on duty. 

The foregoing policies shall also apply to volunteer or temporary library workers.

Questions regarding appropriate attire or exceptions to the dress code must be referred to the library director.  

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Staff Relations and Celebrations

The Alexander County Library accepts a reasonable amount of socializing and staff celebration so long as these events do not interfere with the normal flow of work.

In the interest of preserving a businesslike atmosphere within the library’s service areas, socializing while in public areas is not acceptable, and, except in the case of refreshments served as part of library-sponsored programs, such as children’s story times, food and drink in public areas of the library must remain in the designated areas.  No food or drink is permitted in the computer area or the Opal Watts Harrington Local History Room.

Friends, family members, and other members of the public may not be behind the service desk, nor should staff feel free to engage in prolonged socialization with the above at the neglect of their work-related responsibilities.

It is recognized that staff must occasionally make or accept personal telephone calls.  These should be kept to a minimum (in number of calls and in length of calls) and should not be conducted in a way which interferes with their work-related responsibilities nor those of their co-workers. Personal calls should be made or answered in the work area.  Except in emergencies, such calls are inappropriate at the service desk.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Staff Use of Computers

The “Alexander County Local Government E-mail, Internet, and Computer Resources Policy” (Alexander County Personnel Ordinance: Article 15) applies
The Alexander County Library provides access to the Internet for staff as necessitated by job responsibilities. Staff is encouraged to use the Internet:

To manage library business communications.

To conduct research for patron assistance and library programs. 

To conduct professional development.

To relay important information to other staff and to employees of the county.

Staff may use Internet resources to answer reference questions and to supply information to library users. 

Personal use of the Internet by staff is not prohibited.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Staff Use of Library Materials and Equipment

Staff must exercise caution in the access and use of materials and equipment placed in their trust.

Library materials normally available for check out by the general public must be checked out before removal from the library.  Staff will be subject to the same regulations regarding late fees, lost or damaged materials as applies to the general public.  Staff must reimburse the library for any personal copies, or library supplies. Violations of this policy could be construed as theft, and thus subject to disciplinary or legal action. 

County supplies and equipment are to be used exclusively for the County’s business. During working hours, an employee shall only conduct County business. Use of County time, supplies, or equipment for personal or other purposes not related to the employee’s County duties and responsibilities is prohibited and subjects the employee to disciplinary action, up to and including dismissal. (Alexander County Personnel Ordinance: Article 5, Section 9: Use of County Time, Equipment, Supplies and Vehicles)

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Section 3 – Library Services
· Hours of Operation
· Fees for Services
· Circulation and Registration
· Requests and Holds
· Types of Library Cards
· Limits Per Card
· Institutional Library Cards
· Loan Periods
· Fines and Fees
· Fines and Recovery of Overdue Materials – General Statement
· Recovery of Materials Late, Lost or Damaged
· Theft of Materials
· Library Programs
· Meeting Rooms
· Exhibits and Display Spaces
· Art Exhibits
· Art Exhibit Release Form
· Reference and Information Services
· Local History Room
· Equipment Replacement
· Additional Services, Not Available
Hours of Operation

The Alexander County Library will be open a minimum of 50 hours each week. The library director, with the approval of the Alexander County Board of Commissioners and/or the county manager, will determine days and hours of operation.  

The library will close on holidays established by the Alexander County Board of Commissioners, on Saturdays following a Friday official holiday, and at other times deemed necessary by the library director with the approval of the County Commissioners and/or the county manager. 

Except in the case of emergencies, notices of closings will be posted four weeks in advance. 

Regularly scheduled hours of operation will be established to meet the needs of library users and will be evaluated as circumstances warrant.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Fees for Services

The Alexander County Library has as its mission the provision of free and open access to information in a variety of formats; however, there are limits to what can be provided with budgeted funds. For that reason, the Alexander County Library Board of Trustees has determined that some services will be provided on a cost recovery basis, passing the cost of these expanded services on to the library user. 

Fees may be established when a service clearly benefits a single individual user, prevents reuse of materials, or requires exceptional staff time. Fees may also be established for supplemental services which are not necessarily part of the library's basic mission or to enhance a service that is provided as an alternative to an existing free service. Some examples of these fees are: photocopies, computer printouts, and earphones for public computer use.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Circulation and Registration 

The Alexander County Library system welcomes all patrons.  The Alexander County Library is supported primarily by taxes paid by residents of Alexander County, North Carolina and by State Aid to Public Libraries distributed by the State Library of North Carolina.

Free library service is provided to all persons who live, work, or own property in Alexander County, and to residents of bordering counties.  

Library cards can be issued to patrons who live in North Carolina for a $10.00 annual fee due at registration and on the anniversary date of registration.  Library cards are not currently issued to out-of-state patrons.  However, temporary library cards may be used upon the discretion of the Library Director. SEE “Types of Library Cards.”

The library has a responsibility to protect the taxpayers’ investment in the library collection; therefore, photo identification and verification of residence is required from all applicants for library cards.  Current driver’s license or other documents that clearly establish identity, place of residence, and mailing address will be accepted.   A parent, guardian, or legal caregiver must assume responsibility for materials borrowed by a person under eighteen years of age.  In such cases, it is the adult's identification which is required for registration of the minor.   Young adults under eighteen may register without a parental signature as soon as they can present proof of emancipation.

Library cards can also be issued through registration programs in partnership with the county school system.

Demographic information may be gathered in order to plan library programs and services.  This information is used anonymously and is not disclosed in any way that would identify the person registering.  All information is protected by North Carolina General Statute 125-19, Confidentiality of library user records.
It is expected that all patrons adhere to current library policies.  Library privileges may be suspended for non-adherence to library policies.

A valid NC Cardinal Library card is required to check out materials at all library locations and must be presented with each visit.

The library will issue cards to children beginning at age 5 if the parent/legal guardians’ library records are in good standing and the children are present.

A parent/legal guardian must accompany children ages 5 - 18 in order for the child to be issued a library card.  Parental consent is required in the presence of library staff.  The State of North Carolina recognizes that children under the age of 18 are not adults and cannot be held accountable for signed contracts.  Therefore it is the parent/legal guardian’s responsibility for all materials/fines, fees, etc. associated with library cards which they have approved.

Emancipated persons under the age of 18 years will be considered legal adults.

Parents/legal guardians with overdue materials/outstanding fines or fees will not be allowed to register their children under 18 years of age for library cards until their own records are cleared.  

Patrons may not use other patrons’ cards, including family members, to avoid responsibility for overdue items, fines, and fees on their own card. The library reserves the right to stop use of any library card for which the delinquent parent/guardian has accepted responsibility.

Only two items may be checked out when a new library account is created.  After the first materials are returned, patrons may check out materials within prescribed limits.

First cards are issued at no cost to the patron.  Subsequent cards are $5.00 each.

Children under 18 years of age may not check out videos unless emancipated.

Should the library have to order a replacement copy of an overdue item in order to meet requests of other patrons, the cost of the reordered item will be added to the record of the patron who failed to return the item on time.  Patrons may be notified verbally or in writing if the library’s intent.

It is the responsibility of the patron to notify the library should their card be lost or stolen.  The library will waive the replacement cost of stolen cards if the patron will provide a copy of the police report.

Materials can be returned at any NC Cardinal location.  However, individual library hours of operation vary, so items returned in book-drops may accrue overdue fees until the items are checked in.

Library cards are updated on the anniversary date of issue annually or every three years, depending on the type of borrower account.

Fines and Fees - SEE “Fines and Fees.”
Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Requests and Holds

All circulating materials, in compliance with the NC Cardinal Consortium policies, are available for request.  Requests are filled by the Evergreen catalog system in order of request, taking into account the location of the patron and the location of the items available to get each patron the most efficient copy of an item.  A requested item is referred to as a “Hold.”

Patrons may have a maximum of 20 simultaneous requests on items.  

Patrons will be notified when their holds are available for pickup.

Items on hold by request will be held for 7 days, in compliance with the NC Cardinal Consortium policies.

New items in will be available for hold only within their home library systems for the first 6 months after entry into the catalog if libraries have designated “6 Month Hold Protection” on the items.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Types of Library Cards


The Alexander County Library uses different types of accounts for different library card holders.  These types include, “Adult,” “Juvenile,” “Institutional,” “Temporary,” and “Staff.”  The only differences between card types is the limits on each type of card.

Cards from other NC Cardinal libraries are honored as Alexander Library cards for all materials, as long as the accounts are in good standing.  Online resources are reserved for Alexander Library cardholders.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Limits Per Card


Maximum number of items for first checkout with a new card: 2 items.

Maximum number of items out for an Adult, Juvenile, Staff, or Institutional card: 50 items.

Maximum number of items out for a Temporary card: 10 items. 

Maximum number of Movies out: 9 movies. (3 movies max. for a Temporary card.)

Juvenile cards require a parent/guardian permission and associated ID number.

DVDs cannot be checked out on Juvenile cards.

There are no late fees for Institutional cards.

Temporary cards expire after one year.  All other card types expire after three years.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Institutional Library Cards


Institutional library cards are a type of patron account that does not accrue late fees.  All other fees, such as those for damaged or lost items, are still applied according to the policy.  The cards have all the other privileges of standard, adult borrower cards.

Institutional cards can be obtained by:

Individuals, of at least age 18, who work for an institution such as a school, nursing home, or day care.   Teachers and other staff may use institutional cards for library access and circulation relating to the institution.

Individuals of at least age 18 who are dependent upon an institution for transportation.  For example, residents in nursing homes or individuals with adult care services may hold institutional cards.

The institution or designated employee of the institution will be responsible for the institutional card(s) associated with their institution.

Individuals who have personal and institutional cards must keep both accounts in good standing to retain the privileges of their cards.

Reviewed by the Alexander Library Board of Trustees on _______________________.
__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Loan Periods

Movies: 1 Week

New Books: 2 Weeks

All other Materials: 4 Weeks

All items may be renewed 1 time.

Reference Collection: Does not circulate (Exceptions may be made by the library director.)

Local History Collection:  Does not circulate

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Fines and Fees

No late fees will be collected on books, audiobooks, or magazines.

Late fees, on movies and music only:
10 cents per day per item, maximum 1 dollar per item

Lost/Damaged materials

Replacement cost of the item

If there is no price listed, follow the pricing policy below.

Overdue fees will not be collected in addition to replacement costs.

Lost items that are returned within one year will automatically revert from item cost to late fees.

Lost items that are returned after one year retain the item cost.  This may be reverted to late fees at the discretion of circulation staff if the items are still in a condition to be circulated.

Prices for Lost/Damaged Materials Not Listed on the Item Record

The actual cost of an item, not its resale price will be used for assessing the cost of replacements for lost/damaged items.  If a price cannot be located, the following prices will be used:

Adult fiction hardcover - $25.00

Adult fiction paperback - $15.00

Adult nonfiction hardcover - $27.00

Adult nonfiction paperback - $20.00

Juvenile fiction hardcover - $20.00

Juvenile fiction paperback - $10.00

Juvenile nonfiction hardcover - $20.00


Juvenile nonfiction paperback - $12.00


Board books - $10.00


DVD - $20.00


Music CD - $15.00


Magazine - cover price of the issue


Audiobooks - $30.00

The library will accept replacement materials if each replacement item is identical in title and format and is in identical or better condition than the lost or damaged item.

Lost or damaged items are re-ordered as deemed necessary, in keeping with the collection development policy.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Fines and Recovery of Overdue Materials – General Statement

Library materials are purchased for use by all citizens of Alexander County.  The Alexander County Library establishes regulations for the loan of materials, including circulation periods, renewal processes, and fines for late return.  The Alexander County Library believes that an individual who chooses to keep materials past the due date or who refuses to settle unpaid fines or fees compromises to some extent his or her right to privacy.  The library will attempt to recover overdue materials and will notify patrons of unpaid fines and fees according to procedures established by the Library Director and the Library Board of Trustees.  

Information may be disclosed by the Alexander County Library to a collection agency if that agency has entered into an agreement with the Alexander County Library to recover materials or to collect fines and fees.  In extreme cases, legal action, working with either city or county law enforcement, may be taken to recover valuable materials.  The library will also provide sufficient information to allow an individual other than the card holder to settle unpaid fines and fees for a given card; however, authors, titles, or subjects of lost or overdue materials will not be discussed without presentation of the borrower’s card by its holder.  It may be necessary to make exceptions for parents/legal guardians who hold responsibility for paying fines/fees for cards issued to their children under 18 years of age.

Patrons with long overdue items exceeding $50.00 in value may under North Carolina General Statute 14-398 (Theft or destruction of property of public libraries, museums, etc.) be taken to Small Claims Court.  All fines and fees associated with this legal procedure will become the responsibility of the patron.

In addition, under the NCGS 14-398 warrants for arrest may be issued charging responsible patrons as Class H felons.  Parents of children under 18 years of age will be legally accountable for all materials checked out to their children.  An exception to the above would be if the patron under 18 is an emancipated person, which would place the legal responsibility for all fines and fees on the emancipated patron.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Recovery of Materials Late, Lost, or Damaged
In an effort to make sure materials are available to all patrons of Alexander County according to their circulation periods, the Library will fine patrons for items held out past their due date.

Patrons are responsible for materials that are damaged in a way that makes them unable to circulate or that are lost.  The library will accept replacement materials if the item is the identical title and format and is in good condition, sufficient to circulate.  Additionally, any standard late fees accrued on the materials will apply.

The Library will provide sufficient information to allow an individual other than the cardholder to settle unpaid fines and fees for a given card.  Authors, titles, and subjects of lost or overdue materials will not be discussed without presentation of the borrower’s card by its holder.

Parents/legal guardians of children under 18 for whom the parent/legal guardian has signed and accepted responsibility have the right to know which materials the child has checked out, should the parent/legal guardian have to pay fines or fees associated with those items.

See Fines policy [link] for details of fine amounts.  See Fines and Fees for details concerning unspecified item costs.

Any lost or damaged items from other NC Cardinal libraries fall under the owning library’s fees and replacements policy.

Notices of overdue items are sent out to patrons at intervals.  Items long overdue become classified as “lost” and the replacement cost is billed to the patron.  Failure to receive notices does not exempt a patron from fines and fees.

Once a lost/damaged item is paid for, it becomes the property of the borrower.  There are no refunds.

Fines under $10 can be paid over time - the patron can continue to check out materials.

Patrons with overdue fees in excess of $10 must pay against their account each time they wish to check out until the fines are paid off.

Patrons with long overdue/lost/damaged items exceeding $50 in value may, under North Carolina General Statute 14-398 (Theft or destruction of property of public libraries, museums, etc.) be taken to Small Claims Court.  All fines and fees associated with this legal procedure will become the responsibility of the patron.

Under NCGS 14-398, warrants for arrest may be issued, charging responsible patrons as Class H felons.  

Parents of children under 18 years of age are legally accountable for all materials checked out on their children’s cards. Emancipated minors are legally responsible for their own fines and fees.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Theft of Materials
To protect the taxpayers’ investment in library materials, if staff believe that patrons have un-checked out items, they may remind patrons to bring all their items to the circulation desk to check out.  If staff believes, due to the large volume or high value of materials, that theft was intended, the police will be notified.  Vandalism of library materials also will be reported to law enforcement authorities.
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Library Programs
The Alexander County Library offers programs intended to further the library's mission. 

All programs must be open to the public and offered free of charge, although at the discretion of the Library Director the following will be permissible at Library-initiated programs or on property governed by Library policy: 1) The sale of books, CDs, or other items by authors or performers/presenters as part of a Library program. 2) Minimal fees for supplies, as in cases when art projects require supplies, when the library program budget cannot cover program supplies.

The Library will endeavor to include a broad spectrum of opinion and a variety of viewpoints in library-initiated programs and exhibits. A distinction must be made between programs which are initiated by the Library and programs initiated by groups outside the library.  The library recognizes that the group bringing the program to the library is responsible for its content and execution. Library sponsorship of a program and opinions expressed by individuals and groups presenting the program do not constitute or imply an endorsement or a reflection of its policies, beliefs, or program by any library personnel or by the Alexander County Library Board of Trustees or the Alexander Friends of the Library, or by the Alexander County government. Decisions on which programs to offer are made by the Library Director, Youth Services Librarian, or the Director’s designee. 

Every attempt will be made to accommodate all who wish to attend a program. However, when safety, cost, or the success of a program requires it, attendance may be limited. When limits must be established, attendance will be determined on a first come, first served basis, either with advanced registration or at the door. In some cases, the nature and success of a program may require a limited attendance based on age, especially programs intended for children and teens that are geared to their interests and developmental needs. In no case will attendance at a program be limited because the content of the program may be controversial. 

The library does not offer programs of a purely commercial nature. The library does not offer programs that support or oppose any political candidate or ballot measure. However, election information, such as candidates' forums that include invitations to all recognized candidates, may be offered.  The library does not offer programs that support or oppose a specific religious conviction. Holiday programs may be offered. 

The library does not discriminate on the basis of race, color, religion, national origin, sex, age, disability, marital or familial status, sexual orientation, gender identity or expression, or any basis prohibited by law.
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Meeting Rooms
At present, the library has no public meeting facilities. The Opal Watts Harrington Local History Room is available for small meetings, quiet study, etc. as needed by patrons and library programs, with certain limitations.

Per history room policy:

· The room is open to the public. 

· Sign-in at the circulation desk and keyed entry are required.

· The space may not be reserved, nor any person denied access due to a meeting or research activities.

· Food and drinks are not permitted in the Local History Room.
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Exhibits and Display Spaces

The Alexander County Library has limited display space for educational, artistic, and cultural materials that promote interest in the use of the library’s resources and further the mission and goals of the institution.  Exhibits will be approved and prepared by the library staff to reflect topics of interest or potential interest to library visitors and will present a variety of ideas on issues of contemporary interest.  Library staff may borrow items from local organizations, groups, businesses, and individuals to use in displays and may credit the lender.  All art exhibits are subject to the library’s Art Exhibit Policy, included in this manual.  No library space is available for unsolicited exhibits.
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Art Exhibits

ALEXANDER COUNTY LIBRARY 

Policy and Procedure – Art Exhibits

PURPOSE: 

The Art Exhibit policy is intended to provide guidelines for potential exhibitors and Library staff.

POLICY: 

Selection Process 

Artists and library staff must be mindful that the display area is used by all segments of the community and all age groups. Exhibits may not include defaming or obscene materials as defined by the U.S. Supreme Court, or material which would lead to breach of peace or which advocates the violation of State criminal laws. It is not the intent that the exhibit space be used for advertising for commercial enterprises or political candidates. The views in the works exhibited are those of the artists and are not necessarily those of the Library, Library Board, or Alexander County. The Library Director reserves final approval over any works to be displayed.  

Works will be displayed on a first come/first served basis, with scheduling priority given to local exhibitors and exhibitors who have not previously presented an exhibit. Applications shall be completed in detail on the Art Exhibit Application form provided and signed by the individual submitting the application or by an officer of the organization, if it is a group’s application. It is the responsibility of the signatory to be aware of exhibit policies and to communicate these policies to those individuals participating in the exhibit.  The library will determine the date and duration of an exhibit with the artist. The length of exhibition will be a minimum of one (1) month and up to a maximum of six (6) months. The library reserves the right to select individual works or may provide an opportunity for a one person show. The library seeks to present a variety of diverse exhibitions by local artists in the visual and literary arts and to promote awareness of local artists, the Alexander County Library and the Friends of the Alexander County Library.  Works of art may be offered for sale, but this is not a requirement.

Liability 

The exhibitor must complete and submit the Exhibitor release/consignment Agreement Form which unconditionally releases Alexander County, its elected and appointed officials and employees, the Alexander County Library and the Friends of the Alexander County Library, from any liability in connection with the exhibit. The County does not accept liability for damages, losses or theft to the materials exhibited. The exhibit space must be left in satisfactory condition. Exhibitors using the space assume liability for damages to County property resulting from said usage, as assessed by the County.  

Sales and Commissions 

Works of art may be offered for sale, with prices established by the artist. The library will not serve as sales agent, but will provide interested persons with a list of prices and contact information. The artist is responsible for conducting the sale of any work directly with the purchaser. Works that are not available for purchase must be designated “NFS” (Not for Sale). Works sold must remain on exhibit throughout the designated period. 

DISCUSSION: 

Exhibition Procedures 

All art must be suitably framed, with hanging apparatus (screw eyes and wire).  Framed art work must be installed on the by the artist. Exhibits must be installed during library hours of operation.

The exhibit area is open to the public only during the regular open hours of the Library. Interested artists may arrange for a reception to be held at the library, at their own expense, provided appropriate space is available and the event is open to the public. Participating artists are encouraged to promote their exhibit through invitations and announcements. The Library will arrange for a press release to inform the general community about the exhibit. Permission to photograph and reproduce any work accepted in the exhibition for publicity purposes is considered granted unless otherwise stated in writing. For each work, the artist is to provide the name of the work, artist’s name, and medium. Prices may be displayed on individual works.  All other promotional materials must be approved by the Exhibit Coordinator. At least two weeks prior to installation, artists are responsible for submitting a completed “Exhibitor Release/Consignment Agreement Form” listing all works that are to be shown, together with the selling price (or, “NFS”, if not for sale) dimensions, and medium. The listing must include the artist’s name, telephone number and instructions for contacting the artist are to arrange for the purchase of any artwork. Artists are also requested to include a brief biography and artist’s statement. 

The Library is responsible for the installation of the exhibit, and the exhibitor is responsible for dismantling of the exhibit as scheduled with the Exhibit coordinator. The exhibitor assumes total responsibility for the transportation of all work to and from the Library. If the Library must dismantle an exhibit because it is not removed as scheduled, the Library is not responsible for any damages. The Library does not provide staff to serve as attendants during an exhibit. The provision of an attendant (if desired) is the responsibility of the exhibitor. The Exhibit Coordinator and the Committee must be notified of any changes in the information included on the submitted application form or the Exhibitor Release/Consignment Agreement form. Upon receipt of such changes, the application shall be reevaluated to determine compliance with the provisions of this policy. The Exhibit Coordinator must be notified of all cancellations as early as possible. While the Committee will do its utmost not to interfere with scheduled exhibits, the Committee reserves the right to cancel any exhibit for a Library, County, or City sponsored exhibit. Every effort will be made to give as much advance notice as possible, and the cancelled exhibit will be rescheduled. 
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ALEXANDER COUNTY LIBRARY
ART EXHIBIT/DISPLAY RELEASE FORM
I, ______________________, hereby lend the following works of art or other material to the Alexander County Library for exhibit purposes only. In consideration of the privilege of exhibiting them in the library, I hereby release said library from responsibility for loss, damage, or destruction while they are being displayed at the Library.

Further, I hereby agree to indemnify Alexander County, its agents, and employees, from all loss and/or expenses, including all costs and attorney’s fees, and to hold them harmless from any liability arising out of, or resulting from the exhibit, whether such injuries or damages are caused in whole or in part by the negligence of the exhibitor, its agents, servants, patrons, and/or employees.

Further, I agree to the following conditions:

1. The Library reserves the right to determine space for all exhibits.

2. I am responsible for installing and removing the exhibit at prearranged times.

3. All installations must be done in a non-destructive manner and subject to prior approval of installations methods and hardware. 

4. I agree to comply with the attached Policy Statement for Exhibits.

Exhibit/display to be held in the _______________________________________

Date(s)/Month of exhibit/display _______________________________________

Description of materials loaned _______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
Exhibitor/Contact name ________________________________________

Phone _______________ am ______________ pm

Email _________________________________________________________

Drop off Signature:_________________________________________Date:_________________
Pickup Signature:__________________________________________Date:_________________
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Reference and Information Services
There is no professional reference librarian on staff at this time.  All staff will endeavor to provide accurate information and materials in response to requests from library users in an efficient, courteous, and timely manner.

Reference and information services include such things as answers to specific questions, instruction on use of library materials and resources, reader’s advisory, referral to community services, and assistance locating materials and resources.

Telephone reference service usually is limited to supplying readily available information that does not require extensive research and that can be accurately imparted over the phone.  Moderate research by staff will not be completed in one phone call.  Information will be collected and provided through in-person pickup, mail, or e-mail.  Extensive research is best performed by the patron.

Privacy and concern for accuracy of information will be considered when responding to reference requests.

Although staff will help find information, at no time will staff offer legal, medical, or consumer advice or opinions, condense or abstract information, or suggest a course of action or diagnosis.

All requests for reference information are confidential.  Staff may consult with one another when necessary to serve the patron or consult with staff at other libraries, agencies, and organizations.  Questions are tallied for statistical purposes and may be compiled to assist in staff training.  In all cases, patron confidentiality and privacy will be maintained.

Genealogical Research Assistance

Due to limited staff availability and specialization, genealogical and historical research inquiries will be considered as reference questions.  Such inquiries that cannot be addressed within the reasonable amount of time that might be spent on standard reference questions may be referred to other agencies or persons.

Homework Assistance

Homework questions from students of any age or grade level will be considered as reference questions.  Resources are available in print, digitally, and through NC Cardinal resource sharing.  Homework inquiries that cannot be addressed within the reasonable amount of time that might be spent on standard reference questions may be referred to other agencies or persons.
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Alexander County Library: Local History Room Policy
Purpose and Scope of the Local History Collection
The purpose of the Alexander County Local History Collection is to preserve materials that document the history of Alexander County, and to make these materials available to researchers and the general public.

The major emphasis of the collection is historical information about Alexander County. In addition, the collection includes a small selection of materials about the neighboring counties.  A small collection of genealogical materials about Alexander County is also available.

Room Use
The Opal Watts Harrington Local History Room is primarily for the purpose of local history and genealogical research. Other acceptable uses may include small meetings, quiet study, etc. as needed by patrons and library programs.  The room is open to the public, but requires sign-in at the circulation desk and keyed entry, for the protection of the collection.  The room may not be reserved.

Food and drinks are not permitted in the Opal Watts Harrington Local History Room.

All materials in the Opal Watts Harrington Local History Room are considered reference materials and may not be taken out of the building.  These materials are not shared through NC Cardinal.

Collection Formats

The Collection includes materials in a variety of formats including, but not limited to: books, microfilm, pamphlets, manuscripts, posters, diaries, letters, maps, business records, minutes, reports, photographs, scrapbooks, personal papers, and artifacts.

Collection Maintenance

The collection and the room which houses the collection will be maintained by the library staff, as with all other library collections and spaces.   Room and collection maintenance will be performed in accordance with archiving best practice, while keeping within the library’s budget and mission.  Best practices will be advised by the State Department of Natural & Cultural Resources Western Region Archivist.
Gifts and Donations
Gifts and donations will be accepted based on the library’s collection development policy.  Donations that are determined to have a more selective use in another more suitable environment are not accepted, but referred to other locations that may or may not accept the donation.

Gifts of money, given outright or as memorials, are also accepted and can be designated for the Local History Collection.  If the donor has a special area of interest it will be taken into consideration when making the purchase, however, it may be difficult to find items in certain subject areas due to limited publication; in those instances, the library reserves the right to purchase what it deems appropriate.  All gift materials are acknowledged and gift-plated.

Withdrawing Materials
The Alexander County Library, in coordination with the State Department of Natural & Cultural Resources Western Region Archivist, reserves the right to withdraw materials. Library staff will attempt to offer withdrawn materials to other institutions prior to discarding them.
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Equipment Replacement Policy
General Statement of Need

In order to provide current, efficient, and accurate information to patrons, the necessary technology must be evaluated, upgraded when outdated, or replaced when unusable.  These guidelines include hardware, software, communications, and other technologies, whether provided for direct public access or for the administration of library business.

Replacement Cycle

Alexander County Library plans for replacement of computer equipment every three to five years.   If funding proves insufficient at any time, priorities will be established based on the relative importance of each computer in providing adequate public service.

Designation of Categories

All computers provided for the use of patrons and staff will fall into these categories:


Public Access:  Internet/print capable devices for use by the public


Administrative:  Staff computers


Limited:  For example, Online Public Access Catalogs or self-checkout stations

Plan for Redeployment

As computers are replaced, they will be repurposed within the County until there is no further use for them.  Devices no longer usable in any way will be declared surplus property and disposed of according to the usual policies of Alexander County.

Standard Specifications for Equipment Purchase
Purchases will be made through vendors approved by Alexander County, with the advice of the Information Technology department.  Effort will be made to shop locally whenever practical.
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Additional Services, Not Available
Interlibrary Loan

Due to the high cost to patrons and to the Library, low demand of OCLC Interlibrary Loan, and considering the availability of materials through NC Cardinal resource sharing at no cost to patrons or the Library, the Library will not provide Interlibrary Loan services at this time.

Faxing

The library does not provide fax service to the public.
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Technology Public Use Policy
Policy

The computers, Internet access, and other technology services provided by the Alexander County Library are intended to assist the library’s patrons in gaining access to information.  All who make use of the library’s resources have the responsibility to do so in an efficient, effective, and lawful manner.  By using the library’s technology resources, patrons are agreeing to accept and abide by this policy.

The following rules and conditions apply to all users of the computer, Internet, and other technology resources of the Alexander County Library.  Violators of this policy may be denied the privilege of using the library’s technology services.

The Internet is regulated only as far as the Children’s Internet Protection Act (CIPA) compliance requires.  Although the library can suggest resources, the library cannot in any way guarantee that information found through the Internet is accurate.  The library has no control over materials placed on the Internet and cannot be held responsible for content.

Rules

1. All users of library technology must follow the basic rules of responsible use of library materials.

2. A user violates this policy if he or she permits another person to use his or her library card to access library technology.

3. All users must comply with all software licenses, copyrights, and all other state and federal laws, including, but not limited to, those governing intellectual property and confidentiality.

4. Fraudulent, harassing, obscene, or other unlawful materials may not be displayed or stored on, nor sent to or from Alexander County Library’s public access computers. Lack of respect for the privacy of others, inappropriate use when children are present, and and/or sending, receiving, or displaying inappropriate materials will result in immediate revocation of Internet access.

5. A parent, guardian, or caregiver is responsible for computer use by children 12 year of age and younger, and must provide direct supervision when children in this age group are using the public access computers.  Library staff do not stand in loco parentis to minors using the library and its services.

6. Computer users may not install their own software on library computers.  All personal information will be removed from these computers daily.

7. The library uses PC Reservation software to regulate computer use.

8. Computer use is limited to one, one-hour session daily.  Failure to promptly vacate a computer when instructed by staff can result in loss of public computer privileges.

9. Library card numbers are required for access to public computers. Guest passes are available to visitors without library cards at the discretion of the circulation staff.  Use of a guest pass to avoid fines on patron accounts will result in loss of guest pass privileges.

10. Public computer access in the Local History Room is limited to historical and genealogical research.

11. Printouts from the library printer cost $ .10 per page.

The user’s access to the Internet is a privilege, not a right.  A user violates this policy by his or her own actions.  Failure to comply with this policy and its rules will result in the forfeiture of the user’s privilege to access these computers.
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Patron Use of Library Supplies

The library supplies reusable scratch paper for taking notes and will temporarily lend pencils, scissors, staplers, etc. if needed.  Office supplies bought with library budget funds are for the use of the library staff in their work.  Because they are purchased with public tax funds, they cannot be given away.  Earbuds, flash drives, separation, and divorce packets may be purchased at the desk at library cost.
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Selling and Soliciting on Library Property 
Library employees may engage in the sale of goods or services outside of their employment with the library, but it is never appropriate to solicit business from staff or patrons during library work time. 
With regard to sale of goods or services to staff or others within the library by members of the public, the library will adhere to Alexander County’s policy pertaining to such matters.

If the county has no policy dealing with solicitation on county property, then in order to avoid harassment of staff and patrons while on library property, solicitation is not allowed unless specifically invited by the staff, or the sales are for a library related activity or sponsored by a library organization. 
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Distribution of Free Materials
Limited display space is available for community organizations to disseminate information.  Bulletin boards are not for personal or commercial use, with the exception of display space shared with the Alexander County Economic Development Corporation, which can be used for sharing information about local businesses.

Items may be removed by staff after they have expired, if space no longer permits, or if the content is not in keeping with this policy.  The library cannot return materials; such items will be discarded when removed.  Due to limited space, preference will be given to materials of a timely nature and to organizations or groups that have not distributed items recently.  General information on voting and elections is acceptable, materials soliciting support for a single political party or candidate are not.  

Free materials are to be distributed through approved display spaces, not by personal soliciting.  All items for posting or distribution must be approved by the library director.  

Distribution or posting of free items by the library does not indicate endorsement of the issues, events, or services promoted by those materials.  Items left or posted without approval will be removed and discarded.
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Public Participation in Library Decision Making
Members of the public are welcome at any meeting of the library board, either as observers or to present information and concerns to the board. Library board meetings will be held in compliance with state laws governing such meetings. 

Any member of the public who wishes to speak to the board is asked to: 

· Register with the Chair upon arrival to be added to the agenda.

· Indicate group affiliation (if speaking on behalf of anyone other than self). 

· Limit comments and general information to three minutes. 

Written documentation to support or restate information and concerns is welcome, but written documents, with the exception of a "Request for Reconsideration of Library Materials", are not required. 

Any group or individual wishing to place a library-related item on the board agenda should contact the library director one week in advance.  

Telephone calls, letters, and visits to the library director are encouraged, and the director maintains an open door policy. Appointments to meet with the library director are encouraged, but not required. The library director or appropriate staff will respond to questions and comments within five workdays.
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Board of Trustees and Library Employee Conflict of Interest Policy

Officers, Board Members, and Employees

No Board member or committee member of the Alexander County Library shall derive any personal profit or gain, directly or indirectly, by reason of his or her participation on the Board.  Other than compensation, no employee shall derive any personal profit or gain, directly or indirectly, by reason of his or her employment by the Alexander County Library except through activities that may facilitate professional advancement or contribute to the profession such as publications and professional service and have been fully disclosed to the Board.

Each individual shall disclose to the Board any personal interest which he or she may have in any matter pending before the Board and shall refrain from participation in any decision on such matter. 

Members of Alexander County Library Board, committees, and staff shall refrain from obtaining any list of library patrons that results in personal benefit.

Statement of Associations

This is to certify that I, except as described on the reverse of this sheet, am not now nor at any time during the past year have been: 

A participant, directly or indirectly, in any arrangement, agreement, investment, or other activity with any vendor, supplier, or other party doing business with Alexander County Library that has resulted or could result in personal benefit to me. 

Any exceptions to the above are stated on the reverse of this sheet with a full description of the transactions, whether direct or indirect, which I have (or have had during the past year) with persons or organizations having transactions with Alexander County Library.


Signature: _____________________________________________ Date: ______________
Printed name: _____________________________________________________________ 

Alexander County Library position: ____________________________________________
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Complaint/Suggestion Form


To: 

Re: 


This complaint/suggestion form is for individuals to fill out if they have concerns or comments to voice regarding the library.  Please submit a copy of this form to the Library Director, Laura Crooks, at the Alexander County Library so that the Director, the Library Board, and County Management, as appropriate, may be sure to give your concerns full consideration.

Date: 
Name: 

Phone:
E-mail:


What is your relationship to our library? (check one)

   
Patron
Visitor
Staff   
Volunteer   
Trustee 
Other

What is the complaint concerning? (check all that apply)


Service    
Facilities   
Programs
Services Offered
Other

Please give us a detailed account of your situation and list suggestions which, you think, may be useful in addressing your comments or concerns.  Please use the reverse side of this form if necessary.




Received by:





Date:


Action taken in response to comment/concern:


Name:






Date:

Further documentation attached:
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Disruptive Behavior Policy
It is the policy of the Alexander County Library to offer a full range of library services to all residents of the community, regardless of age, sex, racial or ethnic origin, religion, sexual orientation, economic status, etc.  It is the intent of the library to provide its services with a minimum of regulations and restrictions, adopting only those that are essential to the library’s operations.

Library users have a right to assume that visits to the library will be free from harassment, free from physical discomfort and danger, free from psychological and emotional stress.  The rights of both the public and the staff are sometimes violated by the attitudes and behavior of a small number of persons.

It shall be the policy of the Library and the Alexander County Government to maintain in the library system a reasonably quiet, pleasant environment conducive to serious study as well as casual use.  Noises associated with library sponsored children’s programs, by necessity, will be tolerated within limits.  To assure successful implementation of this policy, the Library considers the following to be unacceptable behavior.

-Excessively loud conversations or laughter that is disturbing to other patrons or staff.

-Obscene or abusive language, whether written or spoken.

-Use of sound producing equipment, including speakers at the public computers.  Earphones may be used as long as sound is not transmitted to others.

-Use of cell phones or other personal media devices in a disruptive manner, including persistent, loud rings, sounds, or signals and loud conversations.

-Blocking or in any way interfering with the free movement of any person.

-Harassing behavior, such as following staff or patrons around the building, committing a nuisance, or unreasonably disturbing and offending library users.

-Leaving any child under the age of eight unattended by a person of responsible age.  Library staff are not responsible for the care and welfare of children left unattended in the library.

-Not wearing garments equivalent to shirt and pants and shoes.

-Sleeping or loitering on Library property.

-Bodily health or hygiene that constitutes a nuisance or public health risk.

-Solicitation or selling of any kind by a non-library sponsored group.

-Distribution of any notices not authorized by the Library.  Authorized locations must be used.

-Willful destruction of or damage to library property or the property of library users or staff.

-Consumption of food or beverages in the library outside of approved areas.

-Bringing any animal into the Library other than registered service animals.  Emotional support animals are not registered service animals.

-Misuse of restrooms.

-Removal of any Library property from the building without authorization through the use of established lending procedures.

-Behavior in violation of the Technology Public Use policy.

-Use of library phones without permission.

-Rearranging library furnishings from one location to another.

-Consumption of drugs or alcoholic beverages or bringing such onto the property.

-Smoking in the Library on County property.

-Carrying unauthorized/concealed weapons of any sort.

-Skateboarding, roller blading, roller-skating, etc. on Library property.

-Any other illegal acts or conduct in violation of Federal, State, or local law, ordinance, or regulation.

Any of these actions may result in expulsion from the library and library grounds.  Should it be necessary to request police assistance, the offender, if under the age of eighteen, will be barred from the library until a conference with a parent or legal guardian can be held to define acceptable behavior.

Expulsion from the library and library grounds may result in a library user being banned from library use for a specified amount of time.  The policy regarding banned patrons can be found [here/link].

North Carolina statutes relating to the Disruptive Behavior Policy.


G.S. 14-33 Misdemeanor assaults, batteries, and affrays


G.S. 14-76 Larceny, mutilation, or destruction of public records and papers

G.S 14-127 Willful and wanton injury to real property


G.S. 14-132 Disorderly conduct in and injuries to public buildings and facilities


G.S. 14-190.9 Indecent exposure


G.S. 14-204 Loitering for the purpose of engaging in prostitution offense


G.S. 14-269 Carrying concealed weapons


G.S. 14-277.1 Communicating threats


G.S. 14-398 Theft or destruction of properties of public libraries, museums, etc.
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Suspension of Library Services Policy
The Library Director will keep a confidential file of information on incidents in which a form has been filed. The purpose of the file is to track any serious problems that are reported by the staff. It will be used to document incidents of inappropriate behavior and to track problems of a reoccurring nature.

The Library Director may suspend library services for individuals in response to inappropriate behavior. Library services may be suspended anywhere from three days for minor infractions, to permanent suspension for criminal offenses, depending upon severity and frequency of behavior.

If the decision is made to suspend a patron for more than the remainder of the day, the Library Director will complete a “Notice of Library Suspension” letter. A copy will be made available to the patron. In the case of a minor, the library will attempt to notify the parent or guardian and provide them with a copy of the letter.

Behavior infractions and staff response:

Behavior infractions will be divided into three categories: Inappropriate or Disruptive, Violent or Threatening, and Criminal. Staff response will vary according to infraction ranging from a verbal warning to a ban of one year or longer, detailed below.

1 - Inappropriate or disruptive behavior may include:

· Loud talking or yelling

· Loud audio equipment or phones

· Suggestive actions or behavior

· Food in the library

· Inappropriate dress (no shoes, shirts or swimming suits)

· Blocking entrances or pathways

· Running or chasing

· Climbing on furniture

· Littering

· Swearing, cursing, or disrespectful language

· Excessive displays of affection

· Smoking in the library or anywhere on library grounds

Staff response: Up to two verbal warnings will be given by the staff. If a third warning is needed, you may be asked to leave the library for the day. If you do not comply, or return after being asked to leave, you may receive a three day ban.

2 – Violent or threatening behavior may include:

· Verbal abuse of staff or other patrons

· Excessive emotional, hostile, or uncontrolled behavior

· Intentional entry into restricted areas of the building

· Possession of alcohol

· Panhandling or soliciting

· Intrusive behavior including staring at or following staff or patrons with the intent to annoy, harass, violate privacy, or otherwise interfere with staff or patron activities

· Possession of firearms or other weapons

Staff response: Staff response will vary according to the severity of the disruption or threat, ranging from a warning, being asked to leave for the day, or calling the police. A ban for up to a month may follow from the Library Director depending upon the severity of the behavior. Continuance of the behavior may result in a ban of one year or longer.

3 – Criminal behavior may include:

· Physical assault

· Alcohol or drug intoxication

· Exhibitionism

· Inappropriate touching or other sexual harassment

· Possession of illegal drugs

· Child pornography

· Theft

· Vandalism

Staff response: Staff will respond by calling the police for any of the above infractions. A ban of one year or longer may follow from the Library Director.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Alexander County Library Notice of Library Suspension
Name:



 Date of Library Suspension:  


 Your visitor privileges to the Library are suspended for a period of: 
day(s)/week(s). This means you may not enter the Alexander County Library from 

to

 
. Your access to the Library will be restored on

 
. Reason for suspension:



You are receiving this notice of suspension due to the behavior listed above, and/or other history of inappropriate behavioral conduct at the library. If you enter the library before the return date listed above, the police will be called and charges may be filed for trespassing.

Any patron suspended for more than one day can appeal the suspension by contact the Library Director in writing, within five days of the suspension. The Library Director will consult with staff, review the incident report and related documentation, and any written information provided by the patron. The patron may also schedule an appointment with the Library Director to discuss the suspension. After reviewing the information, the suspension period may be terminated, shortened, or remain in place. The Library Director will inform the patron of the decision in writing.

If still in disagreement, the patron may then appeal to the Library Board of Trustees via a written notice of appeal within 10 days after receipt of the Library Director’s determination. The notice of appeal must be sent to both the Library Director and the

Library Board Chair, care of Alexander County Library, 77 1st Ave. SW, Taylorsville, NC 28681. The Library Board of Trustees will review the suspension at the next regularly scheduled meeting of the Library Board. The patron will be provided with notice of the meeting date. A parent or guardian must accompany a minor (under the age of 18)to the meeting. The Library Board of Trustees will recommend to the Alexander County Board of Commissioners to uphold or dismiss the suspension. The patron will be notified by letter of the decision of the Library Board of Trustees.

THE ABOVE SUSPENSION REMAINS IN EFFECT DURING THIS REVIEW PROCESS AND PATRON MAY ONLY RETURN TO THE LIBRARY IF/WHEN THE 

ABOVE SUSPENSION IS TERMINATED EITHER THROUGH THE APPEALS

Suspension Appeal Determination – Library Director
Name:

 Reason for suspension: _ 



After reviewing the above suspension, it has been determined that your suspension

IS
/
IS NOT  warranted.

If it was determined that it was warranted, your suspension will remain in effect until


If it was determined that it was not warranted, your suspension is withdrawn effective immediately and your library privileges are restored.

Library Director’s

Signature 

Comments:

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Suspension Appeal Determination – Library Board of Trustees

Name:

 Reason for suspension: _ 



After reviewing the above suspension at the 
Board meeting, it has been determined that your suspension

IS
/
IS NOT warranted.

If it was determined that it was warranted, your suspension will remain in effect until


If it was determined that it was not warranted, your suspension is withdrawn effective immediately and you library privileges are restored.

Library Board Chair's Signature  

Comments:

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative
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· Full Policy Approval Signature Page
Materials Selection Policy


Purpose

Guidelines for selecting and acquiring a useful, well-rounded collection of materials to meet the needs of the community.

Objectives

The Alexander County Library will obtain, organize, and make available to all people of the community recreational, educational, and informational materials in print and non-print forms.  The Library will strive to maintain an up-to-date collection of standard works in all fields of knowledge that are of permanent value, plus timely materials on current issues and items in current demand.

Materials may also be selected to meet the needs of business, educational, government, and community organizations.  Materials selection may include materials accessible to people of all abilities and special collections and services will be made available. Adult literacy, books in languages other than English, and supplemental sources for students will considered for this collection.  Textbooks will not ordinarily be purchased.

Responsibility for Selection

The selection of materials is the responsibility of the branch manager or staff member designated by the Library director or branch manager.

Method of Materials Selection

Criteria:  Each type of material must be considered in terms of its own merit and intended audience.  All selections, both purchases and gifts, must meet some of the following criteria:

-Appeals to the interests and needs of individuals in the community.

-Permanent value as source material or interpretation.

-Vitality and originality of thought.

-Contemporary significance.

-Artistic excellence.

-Entertaining presentation.

-Accuracy and objectivity.

-Suitability of physical form to library use.

-Skill, competence, and purpose of the author.

-Relations to other materials and existing areas of coverage in order to maintain a well-balanced collection.

-Technical quality in selection of non-book material.

Reviews

Reviews in professionally recognized sources are a primary resource for materials selection.  Standard bibliographies, booklists by recognized authorities, and the advice of competent people in specific subject areas will be used.

Requests

All requests from patrons for specific titles, authors, subject, or formats will be considered. Whenever there is overwhelming demand or interest in a title or subject, an item with unfavorable reviews may be purchased.  

Specialized Materials

Specialized materials of limited community interest will not ordinarily be purchased.  Supplementary materials for students and information for specialist are provided in a limited number of fields, the library taking cognizance of and avoiding unnecessary duplication in subject areas which are the special prerogative of other community resources.

Accessibility

Materials will be purchased as needed in various formats to provide accessibility to patrons in the community.

Replacement and Maintenance

The library keeps its collection vital and useful by retaining or replacing essential material and removing, on a systematic and continuous basis, materials which are worn, out-date, of little historical significance, or no longer in demand.

Specific Policies in Selected Areas

Adult Materials

Fiction

The fiction collection provides books and e-books primarily in the English language for the wide range of interests of the general reading public, including classics in the field, titles representing periods of writing, and those meeting popular demand for light reading.  

Non-fiction

The library attempts to maintain a well-balanced collection including authoritative works representing various viewpoints, standard texts on topics, and current and accurate informational texts.

Juvenile and Young Adult Materials

The children’s department selects age-appropriate materials for ages birth through 18.  Format of the materials is considered based on the anticipated use of the materials.  Fiction and non-fiction are selected by the same standards in the juvenile and young adult collections as in the adult collection.

Non-Book Materials

The library considers that non-book materials represent an alternative, or additional format and are selected when the non-book form best meets the needs of the community.  The same selection policies apply to non-book formats.

This may include digital, CD, DVD, and other formats.

Preference is given to unabridged audiobooks.

Music covers a range of genres.

Movies are primarily popular titles covering a wide range of genres, but informational and instructional movies are also collected.

Periodicals and Newspapers

The library continues to maintain a representative range of periodicals and newspapers.  

Microforms and Digital Archives

The local newspaper and archives of local history are maintained on microfilm and in digital archives.  Additional microforms are no longer collected, but digital archives are added when available.

Language

The Alexander County Library endeavors to provide a collection that reflects the diversity of the community.  Non-English materials and bilingual materials are selected using the same policies as materials in English.

Gifts

See “Gifts and Donation Policy”.
Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Gifts and Donations Policy


The Alexander County Library welcomes the gifts of new and used books, audio recordings, movies, and similar materials.  Items will be added to the collection in accordance with the selection policy of the library.  Once donated, items become the property of the Alexander County Library, and may be given to other libraries, non-profit agencies, sold, traded, or discarded if they are not added to the collection.

Donated items will not be returned to the donor, and the library will not accept any item that is not an outright gift.  The library will acknowledge receipt of donated items but is unable to set fair market or appraisal values.  If the items are being donated to obtain a tax benefit, it is the donor’s responsibility to establish fair market value or obtain expert assistance in establishing any value.

The library will treat items added to the collection by donation according to all related materials policies for collection development and item withdrawal.  

Monetary gifts, bequests, and memorial or honorary contributions are welcome.  Funds donated will be used to purchase items in accordance with the collection development policy [link].  Items purchased with bequests or memorial or honorary contributions will be identified as such on the items, whenever possible.  Notification of memorial or honorary contributions will be sent to the family of the person recognized upon request.  General suggestions regarding subject area or other areas of interest will be followed to the extent possible.

Acceptance of donations of equipment, real estate, stock, artifacts, works of art, collections, etc. will be determined by the Library Director, Alexander County Manager, or Alexander County Board of Commissioners as appropriate, based on their suitability to the purpose and needs of the library, laws and regulations governing ownership of the gift, and the library’s ability to cover insurance and maintenance costs associated with the donation.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

North Carolina and Local Authors


The Alexander County Library cannot serve as a repository institution for collecting materials published by native North Carolinians nor those who reside in North Carolina.

Donations of published materials created by local and North Carolina authors will be accepted based on the criteria set forth for all collections in the Materials Selection Policy.  All donated materials are subject to the same policies as other materials when it comes to withdrawal of items that no longer circulate, become damaged, or lose their relevance.

The library will purchase materials published by local and North Carolina authors using the same criteria set forth for all collections in the Materials Selection Policy.  The library is under no obligation to purchase materials solely on the basis of “being local.”

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Request for Reconsideration of Materials

The Alexander County Library welcomes comments and suggestions regarding the appropriateness of materials in the collections, especially concerning outdated materials.  Suggestions will be considered by the library in the ongoing process of collection development.

Staff are available to discuss concerns and identify alternate materials that may be available.  If a patron’s concern is not satisfied through discussion with staff, a formal, written request for reconsideration of materials may be submitted to the library director.  Copies of this form may be obtained at the circulation desk.  The request for consideration for must be completed in full.

No challenged material will be removed solely based on the complaint until it has been evaluated by the library director and, if warranted, by the Library Board of Trustees or a committee thereof.  The director will respond to the patron’s request for reconsideration, indicating the action to be taken and reasons for or against the request.  An item will be evaluated for reconsideration only once in a twelve month period.

Laws governing obscenity, subversive materials, and other questionable matters are subject to interpretation by the courts. No materials will be knowingly added to the library collection that have been previously determined to be in non-compliance with local laws, and no challenged material will be removed solely for a complaint regarding a category covered by law until a local court of competent jurisdiction has  ruled against the material.

Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman

Approved by Alexander County Board of Commissioners on _____________________.
__________________________________________________Authorized Representative

Alexander County Library
Request for Reconsideration of Library Materials Form
 

Author:

 

Title:

 

Publisher:

 

Reconsideration requested by:

 


Address:



   Street address




City

State
Zip

 


Telephone:



   Email:

 

I have comprehensively read the entire book, watched, or listed to the entire movie, music, or audiobook: 
    Y/N

 

I represent myself

or

Organization

What do you object to?  Be specific.  Cite pages, tracks, discs, etc. (Use reverse side for additional space.)

 

 

What do you feel might be the result of reading this book (or viewing/listening to this item)?

 

 

For what age group would you recommend this item?

 

What values do you see in this item?


 

Are you aware of literary/film/music critics’ opinions of this item?     Y/N

 

What do you believe is the theme of this item?

 

 

What would you like the library to do about this item?

 

 

In its place, which item, of equal literary/film/sound quality that would convey as valuable a picture and 

perspective of the issue, would you recommend?

 

 

Date




Signature
 
Full Policy Approval Signature Page

This policy was:
Reviewed by the Alexander Library Board of Trustees on _______________________.

__________________________________________________________Board Chairman
Approved by Alexander County Board of Commissioners on _____________________. 

__________________________________________________Authorized Representative
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