Village Library, Morgantown

Reference Policy

A. ROLE STATEMENT

The level of reference service will include items designated for a BASIC PLUS collection according to guidelines formulated by Berks County Public Libraries.  The reference collection shall be reviewed annually, at which time out-dated or inappropriate materials shall be removed and needed resources considered for purchase.

B. CONFIDENTIALITY


In compliance with Pennsylvania’s Act 90, the Library Confidentiality Act, the names of patrons or the nature of materials used by them will not be revealed to anyone, except by court order in a criminal proceeding.

C. ACCESS


Reference service is available to everyone.  All questions, easy or difficult, will be given equal importance.  Each library user must be treated with courtesy and respect, and be made to feel that his or her question is deserving of the librarian’s time and effort.  Children must be treated with the same patience, courtesy, and tolerance as adults.

D. SERVICES OFFERED

1. There will be a staff member or a trained volunteer available for reference work.  Staff and volunteers will receive introductory and continuing training sufficient to ensure the effective use of the reference collection, and to make referrals to other libraries when necessary.  When the information is not available at this library, the Reading Public Library Reference Desk will be called:  (610) 655-6355.

2. Assistance to patrons, including reference services, will receive priority over any other duties.  

3. In general, reference services are limited to no more than ten minutes.  Telephone inquiries are appropriate only for short, factual answers.  Desk questions will take precedence over telephone questions.  Telephone inquiries will take precedence over electronic inquiries.  
4. When it is not possible to respond quickly to queries, the patron should be informed that she or he will be contacted as soon as possible. 

5. For patrons visiting the library in person, questions will be answered in the library, but whenever possible, the patron will be instructed in the use of library materials enabling them to become self-sufficient with reference materials. 

6. In answering reference questions, the source of the answer shall always be clearly cited with its date when relevant, especially for legal or medical inquiries. 

E. LIMITATIONS

1. Lengthy research for homework assignments will not be conducted in response to any requests.

2. No referral will be made to individual practitioners, but rather to the appropriate county organizations, such as the Berks County Medical Society:  (610) 375-6555or the Berks County Bar Association:  (610) 375-4591.   
3. Consumer information may only be given by telling the patron whether or not one of the consumer service magazines held by the library contains the specific information needed.

4. Genealogical research questions will be referred to the Tri-County Heritage Society:  (610) 286-7477 or other appropriate source.

5. Puzzle, contest or quiz questions will only be dealt with by showing the patron what sources are available for them to do their own searching. 

6. Statistical information can be provided, but the patron must do her or his own interpretation of this information.   
7. Tax information is not provided; only the forms will be made available.
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