Village Library, Morgantown

Library Service Policy
A. HOURS
1. 
Monday 
9:00 am – 8:00 pm


Tuesday 
9:00 am – 5:00 pm


Wednesday
9:00 am – 5:00 pm


Thursday
9:00 am – 5:00 pm


Friday
9:00 am – 1:00 pm


Saturday
9:00 am – 3:00 pm*

* For 10 weeks during the summer, Saturday hours are 10 am to 2 pm. Specific Saturdays are designated by the Library Director.

2. Closed for the following holidays:


New Year’s Day
Good Friday


Memorial Day
Thanksgiving Day


Independence Day
Christmas Eve 


Labor Day

Christmas Day

3. Early closings on the following days:


New Year’s Eve (at 12:00 noon)


Day before Thanksgiving 

If Christmas or New Year’s Day falls on a Sunday, then the library will be closed on the following Monday.  Any other closing connected with holidays will be determined by the Board of Trustees.

4. The Village Library may be closed for inclement weather at the discretion of the Library Director.

B.GENERAL INFORMATION

1. No smoking, food or beverages allowed in the library.

2. No children under the age of eight (8) years old are allowed in the library without an adult.  

3. No cell phone conversations are allowed in the Village Library.  

C. USE OF EQUIPMENT

1. Copier – Self-service (pay at the circulation desk)

2. Fax – fax service will be provided for a cost of $2 per side of page to send a fax and $1 per page to receive a fax.  Fax will only be sent within the 48 Continental United Sates.  Library staff only may send faxes.  Payment will be made at time of request for sending and at pickup for receiving.

3. TV/VCR – In building use only.

4. Computers – See Appendix C for Computer Use Policy.

5. Furniture – May be available for loan at the Board’s discretion only.

6. LCD Projector – In building use only.
7. Scanner- In building use only.

D. BULLETIN BOARD and DISPLAY AREA POLICIES

1. Bulletin Boards are intended to publicize activities, news and events relating to the library and community room only.  The Library Director or Assistant Director must approve all posted items. 

2. Any remaining portions of the bulletin boards are to be used only for news regarding local community and cultural events.

3. No advertising notices for personal services will be permitted.

4. All display areas are reserved for library use.  This may include displays from educational institutions or groups.

5. Notice size is generally limited to 9” X 12”.

E. COMMUNITY ROOM POLICIES – See Appendix A.

F. GIFT MATERIALS

Gift Materials are acceptable if there are no restrictions of limitations on them.  Criteria from the Collection Development Policy will be adhered to in determining whether or not gift materials will be added to the library collection.  Gift items not added to the collection will be put in library book sales or disposed of otherwise as per our Donated Item Policy.  See Appendix D.  
G. BORROWING PRIVILEGES

1. The library collection and library services are available on an equal basis to all residents served by the Berks County Library System.

2. A non-Berks County resident should present a library card from his/her home county with a valid ACCESS PA sticker.

3. The registration term is indefinite; there is no minimum age for obtaining a library card.

4. Applicants will:

a. Fill out a registration card.

b. Show photo identification.

c. Have a parent or guardian’s signature for a juvenile card if under the age of 18, exceptions only at the discretion of the librarian.

d. Replace lost cards at the cost of $2.00.

e. Not use another patron’s card or number from another household.

5. Responsibilities of card holders:

a. Responsible for all materials signed out on his/her card.

b. Pay replacement costs of lost materials and/or damage materials plus a $5.00 processing fee.  When a cost is unknown or the item is out-of-print, a charge will be made according to the ALIN cost table.

c. Present library card each time materials are checked out or renewed.

d. Responsible for any missing materials returned to any place other than the Village Library circulation desk or the outside book drop.

6. Borrowing privileges will be denied to any patron:

a. With unpaid fines of $10.00 or more.
b. Unpaid fines from previous calendar year.  

c. Who fails to return or pay for replacement of lost or damaged materials.

d. With three or more items out with a status of “claims returned.”
H. ACCESS POLICY

1. Only parents or guardians may monitor or limit material selection for their own children.

2. Other than parental or guardian restriction, children may borrow from the adult collection.

I.  CIRCULATION POLICIES
1. Loan periods:

a. Books – 3 weeks

b. Audiocassettes and CDs – 3 weeks

c. Magazines – 3 weeks (Current Issue does not circulate.)

d. Videos and single DVDs– 1 week

e. DVD sets – 3 weeks

f. Small Business Collection Titles – 1 week 

2. Number of items allowed:

a. Books - Fiction – No limit (however our computer system limits patrons to a total of 50 items)

b. Audiocassettes and CD’s – no limit (however our computer system limits patrons to a total of 50 items)

c. DVD sets are limited to five.

3. Restrictions:

a. No reference material circulates.

b. The number of materials borrowed may be limited at the discretion of the librarian.

4. Renewals:

a. Must be initiated by the borrower in person, by phone, email or online. 

b. All materials, except DVD’s and those items on the reserve list may be renewed once.  Additional borrowing time requires that the item be returned to the library.  Exceptions to be made only at the Library Director’s discretion.

c. DVDs and those items on reserve may not be renewed.

5. Reserve List:

a. Patrons may request a title to be reserved.

b. Patron will be notified by telephone or email when that item is available.

c. Items will be held one week after notification.

d. If patron cannot be reached in one week, the item is moved to the next person on the list.

e. To pick up a held/reserved item, patrons must present the card that correlates to the requested item(s) or by a special note affixed to that account and presentation of a photo ID of the individual.  Exceptions are to be made only at the Library Director’s discretion. 

J. OVERDUE MATERIALS

1. Fines:

a. Accrue by calendar day.

b. There are no fines for juvenile print materials. 

c. Adult and Young Adult overdue materials are $.10 per day (Following two day grace period) with the following exceptions:

i. Fines for Inter-Library Loan items are $.50 per day.

ii. Overdue DVD’s are $.50 per day. (Connected Multi-volume sets are per set)

d. The maximum fine per item is:

i. $10.00 for videos

ii. $2.50 for paperbacks

iii. $5.00 for all other adult material

2. Overdue Notices: 

See Appendix E – Overdue Notice Schedule (as published by the Berks County Library System).

K. INTER-LIBRARY LOANS – See Appendix B.

L. CONFIDENTIALITY OF RECORDS

Patron records are kept confidential as required by the Pennsylvania Library Code, Section 428.  This prohibits the release of any records relating to the circulation of library materials except by court order in a criminal proceeding. 
M. EMERGENCY PROCEDURES

Telephone numbers to be used in case of emergencies are listed near the telephone at the Circulation Desk.  Fire extinguishers are located next to the emergency exits.  There is a first aid kit in the kitchen. A notice to that effect is posted at the Circulation Desk. 
Signed: _____________________________________________  
Date ________

Appendix A
Regulations for use of the Community Room
1. A completed request for facilities must be submitted on the proper application form to the Library Director at least two weeks prior to the desired date.  Library functions will have priority when dates are assigned.  Use of the Community Room facilities during normal library hours, without an application will be at the discretion of the Library Director.

2. The use of tobacco and alcoholic beverages is not permitted.  
3. Detrimental or destructive behavior will not be permitted. 
4. A responsible person must sign out the door key 48 hours prior to the use of the Community Room.  This key must be returned by the following day.  The security deposit will be forfeited if the key is not returned.  
5. All safety regulations must be obeyed.  All aisles and doorways must be kept clear of obstructions.  Cars must park in designated parking areas only.  No parking in driveways or on the grass. 

6. Kitchen facilities are available for limited use (serving refreshments).  Rules for kitchen use are:

A. Serving of meals is not permitted.

B. Everything must be returned to its proper place before you finish using the room. 
C. Groups must supply their own towels for dish drying. 

D. Long-term storage of items is not permitted without prior permission from the library director.
E. The refrigerator is intended for short-term use only. Any food items left will be discarded.

F. The coffee maker on the counter may be used, but it must be cleaned and left unplugged after use. 

7. There is a four-hour limit for using the room without special approval. 

8. Each contracted organization is responsible for the conduct of all persons present in the building for that organization’s activities.  In the event of damage to the building, grounds, or equipment, that organization or individual will be charged for the correction of damages. 

9. All trash must be removed when leaving and organizations must put new trash bags in all cans. 

10. Each organization is responsible for leaving the room in a clean and orderly condition.  Tables and chairs must be returned to their proper place. 
11. Each organization is responsible to turn off all lights, including bathrooms, and lock all doors. 

12. The Village Library Board of Trustees and the Library Staff are not responsible for any items left in the Community Room. 

13. Emergency exit door to should be checked so that it is closed tight. 

Fee Schedule for Community Room Use
1. All groups, organizations, or individuals wishing to use the Community Room must pay a refundable security deposit of $50.00. 

2. A room use fee will be requested from the following groups and/or individuals:

A. Fund raising activities

B. Professional organizations

C. Profit-making organizations

D. Commercial groups

E. Personal use (private parties, etc.)

3. Donations for use of the room will be $50 for the first hour and $25 for each subsequent hour or fraction of an hour.  Rates for longer periods (over four hours) of use may be adjusted at the discretion of the Village Library Board of Trustees. 

4. Groups that fail to replace items and furniture to their proper places will forfeit their security deposit.  Continued failure to replace items will result in that group losing the privilege of using the Community Room. 

5. A donation for the use of the room is strongly suggested from these groups to help defray the cost of maintenance. 

A. Youth organizations

B. Civic organizations

C. Service organizations
D. Municipal government

Appendix B

Inter-Library Loan Policy

1. Materials will be borrowed from other ALIN (Berks County Library System Electronic Catalog) libraries if available. Materials not in the system will be requested through inter-library loan (ILL).

2. Borrowing

a. Privileges:

i. Any person who has a Berks County Library Card and who is in good standing may request the services of ILL.

ii. Any person may request up to five titles at one time, or more at the discretion of the librarian.

b. Charges:

i. Usually there are no charges for ILL requests.

ii. Some libraries charge for medical, scientific or technical services.  The patron is responsible for this charge.

c. Restrictions:

i. New books and bestsellers may not be requested through ILL.

ii. Paperbacks under the value of $10.00 may not be available through ILL.

iii. Whole issues of periodicals may not be requested through ILL, but rather photocopy of specific articles may be requested. 

iv. Old, rare, genealogical, and reference works may not be requested through ILL

v. Items available through ALIN will not be requested through ILL.
3. Lending  - Village Library Lending Policy

a. Items will be loaned outside the ALIN system through the District Center in Reading or through the HORIZON online system.

b. Items from the Village Library will be loaned for a length set at the discretion of the ILL Librarian.

c. New books and bestsellers will not be loaned to other libraries.

d. Periodicals will not be loaned to other libraries.  

e. Old, rare, genealogical, or reference works will not be loaned through ILL.

4. Overdue Fines

a. ILL materials that are overdue will cost $.50 per day to a maximum of $10.00.
b. The borrowing library is responsible for lost or damaged materials.

c. The borrowing library will be invoiced the amount for lost or damaged materials. 

Signed _________________________________    Date _______________________________

                  Board President

Appendix C
Public Use Computers - Procedures and Policies

1. Patrons found to be in violation of the library’s Internet Use Policy or Computer Use Policy will be asked to leave the library.  Repeated offences can result in the revocation of computer use privileges indefinitely. 
2. Patrons must be registered at the front desk to use a computer. 
3. Email access is limited to web-enabled email accounts (i.e. hotmail, yahoo, etc.). 

4. Printing costs:  $.20 per side for black and white and $.50 per side for color. 
5. Use of the desktop computers is limited to 30 minutes at one time.  If no one is waiting for the computers, patrons may work an additional 30 minutes.  Use of the laptops is limited to one hour at one time with an additional one hour permited at the discretion of the library staff.  
6. Use of a computer is contingent on the acceptance of the Village Library’s Computer and Internet Use Agreement.  Copies of these policies are available at the Circulation Desk.
7. Patrons may not save data or download information from the Internet to the hard drive of any computer. 
8. Patron owned software or other programs may not be used or downloaded onto the library computers.
9. Patrons may not participate in chat rooms from the library computers. 

10. Patrons should be able to operate the computers with a minimum of staff assistance.  If further instruction is required, patrons will need to schedule time when adequate staffing is available. 

11. CD’s may be purchased at the Circulation Desk for $1.00.  Patrons may use their own disks, CD’s and flash drives.  The Library is not responsible for loss of information or infection by viruses due to use of the library computers.
12. No more than two people may be at a computer station at one time.  Children under 10 years of age must have an adult present as they use the computers.
13. Computers will be shut down 10 minutes prior to closing each evening. 

The Village Library computers are available to the public at no charge during regular library hours.  
By opening a program on a computer, the patron is agreeing to abide by the Computer Use Policy of the Village Library. 

This policy is subject to change by the Library Board of Trustees without notice.

Appendix D

Donated Items Policy
Donating Items

All materials for donation must be presented at the front desk during working hours for acceptance or rejection.  Any materials left outside will be disposed of.

Any materials accepted will not be returned. 

Accepted material will be either placed in the collection or put in the book sale.

Materials not accepted:

· Yellowed, musty, water-damaged, abused, worn books
· Books with an odor
· Textbooks
· Reader’s Digest condensed books
· Bibles
Appendix E
Overdue Notice Schedule
Item
Item Type
First Notice*
Second Notice
Final Notice & Billing

Compact Disc
VCD
1 week
2 weeks
3 weeks

New Compact Disc
VCD1
1 week
2 weeks
3 weeks

DVD
VDVD
2 days
1 wk/2days
2 wks/2 days

New DVD
VDVD1
2 days
1 wk/2days
2 wks/2 days

Games & Toys
VGT
1 week
2 weeks
3 weeks

Interlibrary Loan
VILL
2 days
1 wk/2days
2 wks/2 days

Juvenile CD
VJCD
1 week
2 weeks
3 weeks

Video
VVHS
2 days
1 wk/2days
2 wks/2 days

New Video
VVHS1
2 days
1 wk/2days
2 wks/2 days

All other Materials

1 week
2 weeks
3 weeks


* First notice sent to online accounts






As reviewed by Village Library Board of Trustees:  4/19/2010

