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I. THE BOARD

Library members are appointed by the municipal governing body for a designated term of office and assume the duties and responsibilities as set forth in the Code of Alabama, Volume 12, Title 55, Sections 286 and 287. It is the board’s responsibility to act in a consultative capacity to the City Council on library matters and to set broad policies to guide the librarian in supervising the staff and conducting the affairs of the library.

Since the board recognizes that the library is supported by public funds of municipal government, it recommends that its membership refrain from active participation in controversial matters of a local political nature. This is to ensure that the library continues to offer service to its patrons on an equal basis and avoid the pitfalls of political involvement for the library and members of the staff.
However, Library Board members shall represent the citizens of the entire City, shall keep them informed of Library matters, and shall bring their needs to the attention of the Library Board.

The Library Board shall be responsible for recognizing individuals and organizations for service and support of the Library system, acting on the recommendation of any member of the Library Board or the Director.
The Library Board shall encourage its members, the Director, and professional staff members to be available to speak to the public on Library matters.

The Director and individual Library Board members may initiate new policies and/or modifications to existing policies. All such modifications and initiation requests shall be reviewed by the Policy Committee of the Library Board and forwarded to the full Library Board for consideration and action.

New policies and modifications to existing policies will be distributed to the Library System immediately upon adoption/amendment. Appropriate changes to the Board of Trustees Policy Manual will be distributed to the Library Board.

Dates of policy modifications or of establishment of new policy shall be shown on each revised page of the Policy Manual.

Library Board Meetings
Board meetings are held on the fourth Monday of January, April, June, and September at 4:00 pm Central Standard Time. Accommodation will be made for holidays or other unexpected scheduled meeting disturbances. All persons are encouraged to attend.
However, it is important to note that a board meeting is a meeting conducted in public and not a public meeting. In other words, the public may watch the board work, but cannot participate in the board meeting, with the exception of Public Comment.

Public Comment
Individual or groups wishing to address the Board should request to be added to the agenda by emailing the Library Director. The deadline for addition to the agenda is 72 hours prior to the Board meeting. You must be a resident of Albertville and a registered user of Albertville Public Library with an account in good standing in order to be added to the agenda for Public Comment.

After the regular agenda items are complete, you will be recognized by the Library Director and asked to state your name and full address (and group affiliation, if applicable). You may then speak for a maximum of five minutes. The Board will listen to your comments and may ask questions for clarification. It should be noted that this is a time for listening, not debate. If a response is needed from the board, it will come after a time when the Board has had time to deliberate the issue and/or seek more information.

American Library Association
The Board affirms the right of Library administrators and staff to retain and renew personal memberships in the American Library Association.
II. LIBRARY DIRECTOR
Duties and Responsibilities
The Director implements Board policies and establishes administrative policies in order to provide a balanced and effective library service with the most efficient use of resources. The Director devotes special attention to planning, community affairs, and external relationships.

Liaison Responsibilities
The Director serves as the primary liaison between the Library Board and Library staff, interpreting Board requirements to the staff and relaying to the Board staff suggestions and recommendations. The Director serves as the day-by-day liaison with the Deputy County Executive overseeing the County Library and other agency and department heads.

Authority and Accountability
The Director shall have full authority to select, appoint, and remove all other staff. The Director shall administer personnel by City of Albertville personnel procedures relating to job classifications, the merit system, salary schedules, hours of work, annual and sick leave, retirement plans, and insurance.

The Director shall promote personnel management practices that are in accordance with Federal, State, and County laws and regulations with respect to Equal Employment Opportunity.

The Director shall encourage in-service training activities.

The Director may employ two or more members of the same family in the Library System with the stipulation that none must be in a supervisory position over the other.

The Director, in consultation with City of Albertville shall have the authority to close temporarily Library facilities, in considering the safety and well-being of the public and staff. The Director shall inform the Board on such occasions.

Financial Management
The Director shall keep the Trustees informed of the availability of private, Federal and State funds, which could enhance the effectiveness of the Library's facilities, staff, materials, and programs. The Trustees shall decide on the merits of which categories to pursue.

The Director shall brief the Trustees annually on the Library's financial condition.

The Director shall have authority to exercise discretionary adjustments within operating and capital budgets up to a level determined by the Board at the annual meeting.
III. LIBRARY OBJECTIVES
Albertville Public Library is a unique, trusted and essential resource to inform, engage and inspire our community. APL actively builds community, furthers literacy, and promotes freedom of access and expression through programming, community spaces, technology, and collections of educational and recreational resources. Our guiding principles are:
· We reflect and celebrate our diverse communities.
· We provide excellent service in every interaction.
· We recognize the changing needs of our community and environment.
· We provide free, equitable and confidential access to information.
· We promote educational and personal growth.
· We value responsible and transparent cultivation and management of resources.
· We draw strength from differences that bring valuable perspectives, experiences and knowledge to a more inclusive community.
The general library objectives of the Albertville Public Library shall be:
· To assemble, preserve and administer, in organized collection, books and related educational and recreational material in order to promote, through guidance and stimulation, the communication of ideas, and enlightened citizenship and enriched personal lives.
· To serve as a center of reliable information.
· To 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 for its survival on free competition in ideas.
· To provide opportunity and encouragement for children, young people, men, and women to educate themselves continuously.

· To seek continually 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.
· To provide opportunity for recreation with literature, music, films and other art forms.

Protecting Your First Amendment Right and the Freedom to Read (Appendix A) The First Amendment allows individuals to speak, publish, read and view what they wish, worship (or not worship) as they wish, associate with whomever they choose, and gather together to ask the government to make changes in the law or to correct societal injustices.

The Supreme Court has held that there is a First Amendment right to receive information as an outcome to the right to speak.
· “The protection of the Bill of Rights goes beyond the specific guarantees to protect from Congressional abridgment those equally fundamental personal rights necessary to make the express guarantees fully meaningful. I think the right to receive publications is such a fundamental right. The dissemination of ideas can accomplish nothing if otherwise willing addressees are not free to receive and consider them. It would be a barren marketplace of ideas that had only sellers and no buyers.” –Justice William Brennan, Lamont v. Postmaster General, 381 U.S. 301 (1965).
· The Supreme Court held that “the right to receive ideas is a necessary predicate to the recipient’s meaningful exercise of his own rights of speech, press, and political freedom.” Board of Education v. Pico, 457 U.S. 853 (1982)
The First Amendment prevents public institutions from compromising individuals' First Amendment freedoms by establishing a framework that defines critical rights and responsibilities regarding free expression and the freedom of belief. The First Amendment protects the right to exercise those freedoms, and it advocates respect for the right of others to do the same. Supreme Court Justice Louis Brandeis counsels persons living in the United States to resolve their differences in values and belief by resorting to "more speech, not enforced silence."

Policy Regarding Service Area
The entire resources of the Albertville Public Library are available to all borrowers. Collections are developed for the reading abilities and special interests of children, teens and adults, and Library personnel are available to provide guidance if requested. Parents are responsible for supervising their children's reading.

Applicants are required to present a government issued photo ID, i.e. Driver’s License, Passport, or Student School Card. If the ID is from outside the local area, a lease, utility bill, motor vehicle registration, paystub, imprint on check or deposit slip will be submitted in conjunction with the photo ID to obtain a library card. Service of membership will not be denied or abridged because of religious, racial, social, economic or political status.

Each individual must have a home phone or cell phone and provide two references that do not currently reside with you. Limit three items per member upon first visit.

To borrow free from the Albertville Public Library, a person must either reside or own property in Marshall County or City of Albertville or nonresidents that reside within a 20- mile geographic radius of the Library. Persons from outside Marshall County or 20-mile geographic radius of the library may obtain a card through an annual fee of $10.00 USD.
As determined by the Director, the use of the Library or its service shall be limited when excessive demands of groups or individuals impede service to the public.
As determined by the Director, the use of the Library or its services may be denied for due cause. Such cause may be failure to return materials or to pay penalties, destruction of Library property, disturbance of other patrons, or other objectionable conduct on Library premises.

IV. SERVICES OF THE LIBRARY
· The library will select from the mass of available materials, and organize for easy access; those books and materials, which best meet the needs of the community.
· The library staff will provide guidance and assistance for people to obtain the information they seek as recorded in print and audio-visual resources.
· The library will provide information and materials to help people to:
· Equip themselves for efficient activities in useful occupations and practical affairs, including vocational information, parent and home education, childcare, nutrition, physical health, emotional stability and growth, budgeting and consumer information and specialized business, industrial and agricultural information.
· Increase their competence to form sound judgements on public problems and to encourage them to express their opinions and to act according to their judgement.
· Increase their understanding and appreciation of literature, the arts, sciences and the political and natural world.
· Promote personal and social well being and develop creative and spiritual capacities.
· The library will initiate programs, exhibits, booklists, etc., to stimulate the use of library materials for the enlightenment of people of all ages.
· The library will cooperate with other community agencies and organizations to determine and meet the educational needs of the community.
· The library accepts a responsibility for securing information beyond its own resources by:
· Collecting information about, listing the referral, resources of agencies, institutions, organizations, and individuals in the community.
· Borrowing for patrons with serious interests’ materials which are not owned by the library and which cannot be purchased or materials for which the demand does not justify purchase.

· The library will lend to other libraries materials that are requested for patrons with serious interests in which are not available in the borrowing library. Patrons of this library have a priority in the use of the materials.
· The library will endeavor to maintain a balance in its services to men, women, young people, and children. The public library will cooperate with school or other institutional libraries.
· Library services will be provided during operational hours, which best meet the needs of the community and through service outlets located at points of maximum convenience to the public (examples: Downtown Farmer’s Market and Sand Mountain Park and Amphitheatre, Reading Buddies, and local daycares/schools).
· Periodic review will be made of library services to determine whether the needs of the community indicate that present services should be discontinued or other services should be added.
Exam Proctoring Service
The Library may proctor exams to members of the community, subject to availability of authorized staff and requirements set by testing institutions. A minimum of one week advanced scheduling is required before any test can be proctored.

There is no charge for proctoring; however, the individual taking the exam will be financially responsible for any prints or postage needed to complete the requirements of the exam.

Potential Service Inhibitors
· The library board shall have the authority to limit library services or the use of the library facilities when it feels the requests of groups or individuals are such that library service to the public will be curtailed if these special demands are met. This includes reserving large blocks of books for schools, clubs or other organizations as well as use of the library as a meeting place for non-library functions.
· The use of the library or its services may be denied for due cause. Such cause may be failure to return books or to pay penalties, destruction of library property, disturbance of other patrons, or any other objectionable conduct on library premises.
· The cards of borrowers should be updated every year, in addition to maintaining continuous revision of the registration file by promptly removing the cards of persons who die, move away or change their names through marriage. Each borrower should be asked to give his telephone number, also the number and address of a close relative who could provide information that might be necessary should the borrower move.
· Members living at the same address must all have library cards in good standing in order for any household member to borrow materials.

V. MATERIALS

The library shall develop a collection that informs, engages, and inspires the diverse community it serves. Selectors choose materials for varying education levels, reading abilities, age level interests, social/religious customs, and languages. The collection offers users a variety of formats, viewpoints, and subjects that is available on open library shelves and/or through the library’s apps or website. Selection of materials is made based on interest, popularity, and informational content representing multiple viewpoints and formats.
Selection criteria shall include but not be limited to the following, in no particular order:
· Attention by critics and reviewers
· Cost of individual materials as well as total library budget
· Currency or timeliness of materials
· Importance as a document of the times
· Potential user appeal
· Present and potential relevance to community needs
· Representation of the diverse community
· Requests by library users or library staff
· Subject matter coverage in relation to the existing collection
· Suitability of format for library use
· Suitability of subject and style for intended audience
Consideration is given to the work as a whole. Materials need not meet all the above criteria and shall not be excluded solely on any one of the following:
· Race, religion, nationality, sex, sexual orientation, or political views of an author
· Frankness or coarseness of language
· Controversial nature of an item including visual aspects
· Endorsement or disapproval of an item by an individual or organization
Purchase shall provide the highest possible value to the community through careful management of available funds.
Placement shall ensure that circulating materials are available to borrowers via:
· A robust holds/reserve system.
· Broad collections of materials for browsing in the digital and physical library.
· Interlibrary loan materials do not fall under this policy. Definition of Terms:
· Materials: items that include, but are not limited to print (e.g. book, magazines, newspapers), non-print (e.g. DVD, Audiobook on CD), and digital (e.g. databases, digital literary material, streaming video)
· Interlibrary loan: a service whereby an institution borrows from another institution on behalf of a cardholder. The borrowing institution is ultimately responsible for making the lending institution whole should the lent material be lost or damaged.

Policy on Recommendations about Current and Potential Library Materials
The library’s varied collection is available to all and represents a diversity of subjects and viewpoints. The library upholds the right of the individual to secure these resources, even though the content may be controversial, unorthodox, or unacceptable to some.
The choice of library materials is an individual matter. Parents/guardians have the right to guide the reading, viewing, and listening of their children but must respect these rights in other parents/guardians.
Individuals who wish to request the inclusion of materials currently not owned by the library are encouraged to speak to a library supervisor. Suggestions from library staff members and library customers are considered in the selection process.
Individuals who wish to request the withdrawal or reclassification of materials currently owned by the library are encouraged to discuss their concerns with a library supervisor. This includes concerns regarding outdated or inaccurate materials in the collection. If the patron is not satisfied with the response to their request, the manager shall provide the patron with the library’s procedure on requesting formal reconsideration (Appendix C) of the library resource. The requests for reconsideration process can be found at the circulation desk.
Materials shall be reconsidered in their entirety and not on portions taken out of context. No materials shall be removed during the reconsideration process.
A panel to include one APL Board member, the library director, and community members from outside of the immediate library organization will review items for reconsideration. Community members may include other local librarians, educators, parents, local business owners, and/or other persons with interests in the City of Albertville.
The Library will only accept three reconsideration requests per household within a calendar year. An established library cardholder that resides within the city limits of Albertville must submit ALL reconsideration requests.
Items for reconsideration will have a “Double Jeopardy” rule applied for five years before the item can once again be reconsidered for exclusion.

Policy Regarding Safeguarding of Library Materials
Fines-No fines shall be assessed for overdue materials except for categories (see: LOAN POLICY) determined by the Library Director, such as interlibrary loans and other special collections.

Blocked Accounts-A patron may be blocked from borrowing library materials based on the amount of money owed due to overdue materials, damaged or unreturned materials, or other charges.

Recovery of Materials-The Director may, after consultation with the Chair of the Library Board of Trustees and the City Attorney, take appropriate legal action to recover overdue materials from patrons.

Policy on Surplus Library Materials, Furniture, and Equipment
It is the policy of Albertville Public Library to dispose of library materials, furniture, and equipment that is no longer functional or useful. When an item no longer has value to the Library, it will be removed from inventory and disposed of based on the following procedures:
· Books and other materials no longer deemed appropriate for the collection will be disposed of through regular book sales.
· Computer equipment no longer of use to the Library will be disposed of in accordance to City of Albertville Data Protection Policy.
· Furniture, shelving and other decorative items will be disposed of by the City of Albertville.
VI. COOPERATION WITH OTHER LIBRARIES

The library board recognizes that no single library can meet all demands in its community. Libraries in different political subdivisions work together, sharing their services and resources can meet more nearly the full needs of their users.

The library board and the librarian will be alert to the opportunities of cooperation with other libraries, to strengthen the services and resources of the library. Materials may be loaned to other libraries on a limited time basis when such loan will not be in conflict with basis objectives of the Albertville Public Library. Duplicate material, with the consent of the library board, may be loaned to other libraries on an indefinite return basis.
VII. POLICY ON GIFTS AND ALLIANCES

Board of Trustees adopts the following policies:
· Authorization-The Board shall have the right to accept donations and bequests of money, personal property, or real estate for the establishment and maintenance of such free public Library system or endowments for it.
· The Board agrees that should anyone desire to donate land for Library purposes and specifies that it should be titled in the name of the Library Board and not the County. That the Library Board should first come back to the Board of County Supervisors and get its permission on whether the land so offered as a gift should be accepted and that the same procedure should also be followed whether the land is donated or to be purchased.
· Gifts of money and/or stock will be accepted if conditions attached thereto are acceptable to the Board of Trustees and governing bodies involved.
· Books and other materials will be accepted on the condition that the librarian has the authority to make whatever disposition he or she deems advisable. See policy on library materials.
· Personal property, art objects, portraits, and plaques will not be accepted without an expressed understanding that the same may be disposed of, as the librarian deems advisable according to professional practices.

· Items we accept: Hardbacks (published within the past 10 years), better paperbacks (not mass market, also published in the past 10 years), DVDs.
· Items we will not accept: encyclopedias, dictionaries, textbooks over 10 years, cookbooks older than five years, VHS or audio cassettes, any materials wet, moldy, dirty, or damaged.
· Any material donated to the Library that is in poor enough condition that is deemed best to be placed in the trash may not be included in the giver’s donation count. This includes materials that are wet, moldy, dirty, or have bugs/animal droppings.
· Libraries space being at premium and coordination of usefulness thereof being a professional function of librarian, materials in which the grantor retains a revisory interest except items which are loaned for a very short term for public display cannot be accepted.
· Gifts to the Albertville Public Library may be tax-deductible.
In 1996, Friends of the Albertville Public Library was established. The Friends is established for the sole benefit of the Library.
· Gifts to the Friends are tax-deductible.
· The Albertville Public Library and Friends of Albertville Public Library Fairfax should not pass funds through each other; they should maintain separate financial holdings.
Library Director's Authority
· The Library Director shall accept or reject gifts within the scope and limitations established by the Library Board; The Library Director complies with city/county/state policy and procedure.
· All gifts of books are to be handled at the discretion of the Library Director.
· The librarian based on criteria adopted by the board will approve books as memorial gifts.
· Appropriate notations may be placed on them at the discretion of the Director.
· The Library Board has sole authority to accept or reject any gift. When accepting gifts from any source, the Library Director acts as the agent of the Library Board.
Appraisals
· The Library will not assign any value.
· For most donations, the fair market value is the donor's estimate of the donated item's worth.
· To establish extraordinary value, the cost of the appraisal should be borne by the donor.
Expenditures
· Gift Funds are those funds collected by the Library on behalf of Friends Group. These funds are considered unrestricted.
· Unrestricted Library Gift Funds shall be spent for any purchases designed to enhance operations of the Albertville Public Library.

Compliance
· Albertville Public Library follows all procedures/policies outlined in city/county/state policy and procedure.
Alliances
· The Library will pursue agreements with federal/state/local agencies, industry, academia, and other organizations, to build cooperative alliances, which are beneficial to the Library.
· Alliances must relate to the Library's mission and be structured to enhance a library program, service or product.
· The Library Director shall report to the Board on a regular basis about system alliances.
VIII. PUBLIC RELATIONS

Some of the primary public relations goals of the library are:
· Understanding the library’s objectives and services by governing officials, by civic leaders, and the public.
· Active participation in the varied services offered by the library to people of all ages.
· Involvement of the Friends of the Library in improvement of Public Relations.
· The establishment and maintenance of various social media for programs and events notification and general interest topics as it relates to our community, archives, libraries, and the written or sung word.
· Maintaining a web presence in collaboration with the City of Albertville Public Relations Department and via our OPAC system.
The Board recognizes that public relations involves every person who has any connection with the library. The board urges its own members and every staff member to realize that he or she represents the library in every public contact. Good service supports good public relations.

Policy Regarding Displays and Handouts
· Display — a collection of books, objects, posters, etc. exhibited in a prominent location, such as in a library display case or on merchandising furnishings.
· Handouts — Pamphlets, flyers, calendars, newsletters, tabloids, and similar free materials offered to the public for community awareness and convenience.
· Displays — Public
Requests made by the public for Library display space shall be granted only for educational, artistic, and cultural materials that are designed primarily to promote interest in the use of books, other library materials, and information services.
Displays shall not include prices of objects; only the name, address, and telephone number of the displays may be made available to the public.
Requests shall be considered in the order in which they are received. The Library reserves the right to limit the size, number of items, the schedule of any display, and the

frequency with which the artist or organization may have a display.

A request for a display focusing on a public issue must indicate that all aspects of the issue will be presented in an equal manner. The Library Director shall determine whether the proposed display is balanced.

A "credit line," i.e., a sign stating the sponsorship of the display, shall be included in all displays.

· Displays — Staff
Subject to the approval of the Library Director, staff may create displays of library materials to encourage the use of the informational resources of the Library and promote a positive view of the Library in the community. Such displays should reflect all viewpoints on a given subject where appropriate.
· Handouts — Materials shall be posted and/or distributed in library foyers or at other locations as determined by branch managers.
The Library posts and/or distributes free materials at its discretion. The service does not indicate Library endorsement of a cause, opinion or activity.
Prior to distribution, Library staff shall review materials. Selection criteria contained in the system's Collection Development Policy constitute the review criteria.

Library staff shall consider patron interest, space limitations and utilize the following priorities in descending order when determining which materials to make available:
· Albertville Public Library announcements/publications
· Marshall County/Albertville City Government announcements/publications
· State of Alabama/United States Government announcements/publications
· Friends of the Library announcements/publications
· Neighborhood civic, recreational, cultural, religious and educational announcements/publications
· Political information that is current, i.e., materials must pertain to an election being held within the next 45 days; Once the election is held, the materials will be removed
· Commercial publications containing information of general interest to Library patrons
Patrons may appeal to the Library Director regarding concerns about the propriety of handouts within the Library.

Library Administration shall respond in writing to patrons regarding their concerns about the propriety of materials authorized for distribution. Patrons may appeal such a decision to the Library Board.

Such appeals shall follow the reconsideration of Library materials policy.

Approval of a display or distribution of handout materials does NOT indicate that the Library endorses any cause or activity.

IX. LOAN POLICY

Books shall be on loan for a period of two weeks. Only one recheck allowed on circulation items, unless otherwise approved by a Library staff member. Albertville Public Library is fine free. However, we reserve the right to impose a three-strike rule for persons that repeatedly violate the overdue policy. After three strikes, a person can decide to have their library card canceled or begin paying fines on overdues. Patrons will only ever be charged for lost materials or items damaged beyond repair. New patrons may check out only three books their first visit.

Bestsellers shall be on a first-come, first-serve basis effective June 1, 1994. Loan period will be for two weeks with no rechecks. Patrons are limited to two bestsellers at a time. If a patron calls and the requested book is on the shelf, it may be held for them for a period of 24 hours.

DVDs will have a loan period of two weeks.
Audiobooks shall have a loan period of 2 weeks. A patron is limited to five audios at a time.
Telephone or online renewals will be accepted if the patron has difficulty coming in to recheck for medical or some other plausible reason.

Patrons may use the online (OPAC) system to create reserves.

Interlibrary Loan Policy
The Interlibrary Loan (ILL) system provides access to other library catalogs, and borrowing is made available through the system. If the Albertville Public Library does not have a book a patron needs, then an ILL request can be made through another system.
ILL service is available to any library user in good standing with a current Albertville Public Library card.
ILL requests cannot always be fulfilled, though every reasonable attempt will be made.
The library lending the material set the due date. Patrons typically have a standard two- week lending period for loaned books.
Occasionally, an ILL can be renewed through the lending institution. Renewals are only permitted if the lending library approved a renewal request.

The borrower will be responsible for lost or damaged ILL materials.

Patrons requesting interlibrary loans will be expected to pay ALL associated postage.

X. CODE OF CONDUCT FOR ALL PATRONS

Albertville Public Library Code of Conduct is for use in library buildings to help guide and define acceptable behaviors in library spaces. The Code of Conduct shall be posted in a public area.

Albertville Public Library welcomes customers; we expect all visitors to be respectful of our neighbors, staff and facilities and engage in activities associated with the use of the Library. In particular, we prohibit:

· Damaging library materials/property or removing them without permission; rearranging the furniture
· Obstructing or monopolizing any library space
· Use of library computers/Internet access in violation of Alabama Code.
· Inappropriate use of the restrooms
· Eating (except in designated areas)
· Alcoholic beverages and illegal drugs
· Smoking and use of tobacco products
· Harassing, threatening or intimidating language or behavior
· Animals (except service animals)
· Soliciting or distributing literature without prior approval
· Disruptive behavior
A person who fails to observe these rules may be asked to leave and could have future access to Albertville Public Library limited or suspended. The Library works in partnership with the Marshall County and City of Albertville Police Departments to keep its customers, staff and facilities safe. Thank you for your cooperation.
CHILDREN
The library encourages children of all ages to visit the library with their parents to take advantage of the resources available for them to meet their informational, recreational, and educational needs. It is the responsibility of parents to insure the appropriate behavior of their children in the library.

Children under 18 years old must be accompanied by an adult or have permission from a librarian to go upstairs unattended.
Patrons between the ages of 13 and 19 are welcome to use the resources found in the children’s section. However, they may not linger after they select their materials even if a staff member is on duty unless youth programming is being conducted.
· Be aware of volume levels and considerate of other patrons. (Parents please tend to crying
· For the health of staff and patrons, we request no sick children (fever, vomiting, etc.)
· No running, jumping, climbing or horseplay
· No playing in elevator or stairwell
· No rough treatment of library materials or random pulling of books off shelves

· No misuse of computer search stations (i.e. hitting keys, turning on and off, typing nonsense words, trying to exit library program in order to play games or search Internet)
Library staff is not responsible for the supervision of children left unattended by their parents. Parents will be notified if their children are disruptive. After multiple disruptions, the child will lose library privileges for a period to be determined by the Library Director and/or appropriate authorities. Library staff may notify the appropriate authorities if they have reason to suspect that there is significant evidence of abuse or neglect.

Under no circumstances will Library staff transport a child from the library building. If a child is left unattended after closing, Library staff members on duty will notify the police.

Appropriate Use of Library Parking Lot, Grounds, Exterior Porches & Gathering Places Permissible and Impermissible uses of Grounds, Parking Lots, Exterior Plazas, Porches and Gathering Places:
· Library grounds, parking lots, exterior porches and gathering places are provided only for library activities associated with the use of the Library. Any other use of such property is prohibited.
· Commuter and overnight parking is prohibited in library parking lots.
· Overnight sleeping on any library property, including sleeping in a vehicle, is prohibited.
· The Library Director may permit exceptions to the prohibitions listed above. The Library Director may enter into agreements with other public or private entities regarding use of Library property.
· All such exceptions or agreements regarding use of Library property that are applicable for six months or more require approval by the Library Board of Trustees.
Use of Exterior Plazas/Porches and Gathering Places:
· Prohibited uses of library property may be addressed by use of appropriate signage; police ticketing and towing; the installation of gates or other barriers; and other means.
· If library staff observes any person acting in violation of this policy, including notice by posted signs, staff shall notify the person in charge, who may contact Library Administration.
· If Library Administration is not available, the person in charge may contact local law enforcement and follow up with Administration.
Policy Regarding Soliciting and Selling
Soliciting or selling in the Library and on adjacent grounds, owned or leased, or the Library events room shall not be permitted except when sponsored by Albertville Public Library, Friends of the Library organizations; or approved by the Library Board.

XI. POLICY REGARDING VOLUNTEERS

The Library Board supports the utilization of qualified volunteers for the benefit of the Library to supplement the work of paid staff. However, the time it takes to train volunteers can drain employee worktime. We do make exceptions for former employees who have been previously trained OR for organizations with which we have a previous working relationship, such as National Honor Society, Future Teacher Association, etc. Unless mandated by a local authority to complete community service, we will not host persons seeking volunteer hours.

XII. CONFIDENTIALITY OF LIBRARY RECORDS

Library service records are maintained for the sole purpose of conserving public property and are not to be used to identify the titles or kinds of material viewed by individual Library patrons.

Pursuant to the Code of Alabama, 1975, Sections 41-8-9 & 41-8-10, the circulation and registration records of the library are not available to the public. However, individuals may inspect their own circulation and registration records, and for patrons aged zero to twelve, it is assumed that parents may need access to the child’s records.
Those agencies identified in the Code of Alabama, 1975, Section 41-8-10 may have access upon demonstrated need and approval by the Library Director.

Persons, firms, corporations, or agencies other than those mentioned in paragraph one and two hereinabove shall have access only by obtaining an appropriate order or subpoena from a court of competent jurisdiction, as may be authorized by law.

Upon receipt of a court order or subpoena, the Library Director shall consult with the Library’s attorney or designated legal counsel to determine if the court order subpoena complies with applicable law. If the order or subpoena is not appropriate or does not comply, then relief through a protective order may be sought. Further, such counsel for the Library and the Library Director shall have discretion to seek judicial relief if they deem it appropriate to do so.

Any matters relating to release or publication of the circulation and registration records not provided for hereinabove are to be referred to the Library Director. The Director shall be empowered to decide any issues arising from such matters.

Should any portion of this policy conflict with existing State Law (Code of Alabama, 1975, Sections 41-8-9 & 41-8-10) then State Law will have precedence.

XIII. EVENTS ROOM POLICY

The Albertville Public Library is pleased to make an Events Room available to our community for meetings and events.

Description of Room
27’ x 37’ room with two doors and a capacity for 50 people per the fire code. The room is equipped with 10’ projection screen, 40 folding chairs, and a number of rectangular tables for use.

Non-Profit Fee Schedule
Organizations such as: non-profit groups or organizations; 501(c)(3) organizations and small, community based organizations; city or other governmental agencies using the room that provide a non-profit benefit to the community may use the room for free for up to 5 hours.

All non-profits must leave the room and bathrooms in satisfactory condition after each meeting or the agreement will be canceled for all future meetings.
For-Profit Fee Schedule
Facility Fee (up to 5 hours) = $100
Facility fee for additional hours (after 5 hours) = $40 per hour Cleaning deposit = $50 refundable*

· *The cleaning deposit will be refunded if the room and bathrooms are left in satisfactory condition.
· There will be a $35 fee on all returned checks.
· Deposit MUST be paid at the time of the reservation.
· Cancellations must be made 48 hours in advance or all fees will be forfeited.
· Key Code is available for pick up on the day before the event.

Library sponsored events will be given first priority for use of the room, as will city sponsored events. All other groups will be given consideration on a first come/first serve basis.

All meeting room reservations should be made through the Library. All persons requesting reservations must furnish the following:
· Meeting room reservation form (Appendix B), complete with signature of adult assuming financial responsibility for any damages to the room and/or its contents
· All required fees (checks payable to The Albertville Public Library)

The Library reserves the right to refuse a reservation to any group or individual who fails to meet the following guidelines or who have in the past has been deemed unreliable, or whose event is deemed unsuitable for a library setting.
· Any use of the room, which disturbs the library or library users, is prohibited. All events must end by 10:00 p.m.
· The use of drugs, alcohol and firearms is prohibited as well as use of candles except for birthday candles in proper containers.

· Groups or individuals under the age of 21 must have an adult sponsor 21 years old or older in attendance at their meetings. We do not rent the room for lock-ins.
· Children must be supervised at all times. The Library is not responsible for children left unattended in the Library while their parent or guardian is in a meeting.
· An authorized representative of the group reserving the meeting room must remain on the premises throughout the period for which it is reserved.
· If you are scheduled to use the room after Library hours, an authorized representative is responsible for picking up the room key the day before the meeting. The key must be returned to the Library the next business day.
· Any damages to the room will be the financial responsibility of the person in charge of renting the room.
· The Events room and bathrooms must be restored to their original clean condition or the cleaning deposit will not be refunded. Any spills should be addressed promptly and properly. Tables should be wiped free of any food particles and crumbs and the floor swept and mopped if needed. Cleaning supplies will be located in the restrooms.
· All trash should be gathered and taken outside to the garbage can when the meeting concludes. Any food or drink left behind will be discarded.
· All the furniture in the room should be returned to its original position after the meeting. This includes folding tables and chairs and returning them to their place of storage.
· Any damage to equipment or furnishings beyond normal usage (breakage, stains, burns, etc.) will be noted and the group responsible will be expected to pay for repair or replacement as determined by the Library. The person in charge assumes financial responsibility for any such damages.

Library Limitations and Accountability
· The Library Staff are not authorized to stay after hours to accommodate prolonged meetings/events that were scheduled to be held during our business hours.
· The Library is not responsible for lost or stolen items or for items left in the meeting room, for damages to vehicles in the parking lot, or for personal injuries incurred.
· The Library cannot provide supplies for any group using the meeting room.
· The group making the reservation will do the set up and break down of the room. Set up and cleanup must occur within the reserved time for the meeting. The Library cannot provide personnel to assist in this task.
· Supplies such as paper goods may not be left in the room or in its cabinets for future use. The Library cannot provide storage space for any group’s supplies.

· Each group is responsible for its own publicity and all publicity must state, “This program is not sponsored by the Albertville Public Library”. No signs, posters, displays or decorations may be put up without prior permission.

XIII. COMPUTER/INTERNET USE POLICY

Valuable information otherwise not in our collections is made available to all users by access to the Internet. Internet sources change and grow rapidly, and accuracy and authoritativeness are not consistent. The Library selects specific sites to link to from the Library websites, which are consistent with the Library's materials selection policy. The Library makes every effort to direct users to such sites through promotional materials, staff instruction, or the catalog. Parents or guardians are responsible for the Internet information accessed by their own children. Appropriate use of the Internet is described below. The Library is not responsible for any damages that may occur to a user’s equipment or data in connection with use of the library’s computers.

There is a two-hour time limit on computer workstations per day. If no one is waiting, time may be increased in 30-minute increments. Use of the computer workstations and the Internet is a privilege, not a right, and inappropriate use will result in a cancellation of this privilege. All users of electronic information resources are expected to use these items in a responsible manner, consistent with the educational and informational purposes for which they are provided.

Patrons must not attempt to alter any software or hard drive settings, attempt to breach computer security, or damage the equipment in any way.

The Library cannot control or monitor the vast amount of material accessible via the Internet. Although content filters are in place, it is possible that individuals will access information they personally find offensive or disturbing. Individual users must accept responsibility for determining the suitability of content for themselves and their children.
Unacceptable use of library resources include, but are not limited to the following:
· Commercial use (profit making activities)
· Violating copyright laws
· Saving or downloading files from the Internet to any source except to USB flash drives or
· Displaying graphics that might reasonably be considered objectionable or offensive as these workstations are visible to all library users. Staff reserves the right to ask anyone to EXIT IMMEDIATELY from such above-mentioned sites.
Sources on the Internet may not always provide accurate, complete, or current information. As with any material provided by the Library, the user must take responsibility in questioning the validity of the information.

All prints are 30 cents, and must be paid at the Circulation Desk.

CIPA-Compliant Internet Safety Policy
The Albertville Public Library provides Internet access through our affiliation with Alabama Supercomputer Authority.
The Internet is an unregulated medium. Thus, while offering access to a wealth of excellent material, it also offers access to materials that may be offensive, disturbing, or illegal.
Albertville Public Library upholds and affirms the right of every individual to access constitutionally protected material.
Albertville Public Library cannot monitor the information and images that are obtained or viewed over the Internet. It is the right and responsibility of parents and legal guardians to monitor their minor children’s use of the library materials and resources, including Internet access. Parents are advised to take an active interest in their children’s online use. The library assumes no responsibility for any damage, direct or indirect, that arises from use of electronic services.
Albertville Public Library staff members have the right to request that any patron immediately leave a site that contains images that are obscene, illegal or harmful to minors, as defined by federal law due to the fact that the computer monitors are in full public view.
To continue to receive funding for Internet access through the Federal E-rate program as administered by Alabama Supercomputer Authority, the library is required to: (a) prevent user access over its computer network to, or transmission of, inappropriate material via Internet, electronic mail, or other forms of direct electronic communications;
(b) prevent unauthorized access and other unlawful online activity; (c) prevent unauthorized online disclosure, use, or dissemination of personal identification information of minors; and (d) comply with the Children’s Internet Protection Act [Pub. L. No. 106-554 and 47 USC 254(h)].
Key terms as defined in the Children’s Internet Protection Act:
Access to Inappropriate Material-To the extent practical, technology protection measures (or “Internet filters”) shall be used to block or filter Internet, or other forms of electronic communications, access to inappropriate information.
· Specifically, as required by the Children’s Internet Protection Act, blocking shall be applied to visual depictions of material deemed obscene, child pornography, or harmful to minors.
· Subject to staff supervision, technology protection measures may be disabled for adults or, in the case of minors, minimized only for bona fide research or other lawful purposes.
Inappropriate Network Usage-To the extent practical, steps shall be taken to promote the safety and security of users of the Guntersville Public Library online computer network when using electronic mail, chat rooms, instant messaging, and other forms of direct electronic communications.

· Specifically, as required by the Children’s Internet Protection Act, prevention of inappropriate network usage includes: (a) unauthorized access, including so- called ‘hacking,’ and other unlawful activities; and (b) unauthorized disclosure, use, and dissemination of personal identification information regarding minors.
XV. CELL PHONE POLICY
We ask that patrons use common curtesy when using cell phones inside the library.
· Cell phones SHOULD BE set on silent or low volume when entering the library as to not disturb others.
· If possible, excuse yourself to an area outside the library to accept a call.
· Mind your volume.
· Mind your statements and the sharing of personal information in a public setting.
· End your calls before asking for assistance from a staff member.

Appendices
(A) Freedom to Read
(B) Event Room Reservation Form
(C) Reconsideration Form

FREEDOM TO READ (APPENDIX A)
The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand firm on these constitutional guarantees of essential rights and will exercise the responsibilities that accompany these rights.
We therefore affirm these propositions:
1. It is in the public interest for publishers and librarians to make available the widest diversity of views and expressions, including those that are unorthodox, unpopular, or considered dangerous by the majority.
Creative thought is by definition new, and what is new is different. The bearer of every new thought is a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain themselves in power by the ruthless suppression of any concept that challenges the established orthodoxy. The power of a democratic system to adapt to change is vastly strengthened by the freedom of its citizens to choose widely from among conflicting opinions offered freely to them. To stifle every nonconformist idea at birth would mark the end of the democratic process. Furthermore, only through the constant activity of weighing and selecting can the democratic mind attain the strength demanded by times like these. We need to know not only what we believe but why we believe it.
2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they make available. It would conflict with the public interest for them to establish their own political, moral, or aesthetic views as a standard for determining what should be published or circulated.
Publishers and librarians serve the educational process by helping to make available knowledge and ideas required for the growth of the mind and the increase of learning. They do not foster education by imposing as mentors the patterns of their own thought. The people should have the freedom to read and consider a broader range of ideas than those that may be held by any single librarian or publisher or government or church. It is wrong that what one can read should be confined to what another thinks proper.
3. It is contrary to the public interest for publishers or librarians to bar access to writings on the basis of the personal history or political affiliations of the author.
No art or literature can flourish if it is to be measured by the political views or private lives of its creators. No society of free people can flourish that draws up lists of writers to whom it will not listen, whatever they may have to say.
4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve artistic expression.
To some, much of modern expression is shocking. But is not much of life itself shocking? We cut off literature at the source if we prevent writers from dealing with the stuff of life. Parents and teachers have a responsibility to prepare the young to meet the diversity of experiences in life to which they will be exposed, as they have a responsibility to help them learn to think critically for themselves.

These are affirmative responsibilities, not to be discharged simply by preventing them from reading works for which they are not yet prepared. In these matters values differ, and values cannot be legislated; nor can machinery be devised that will suit the demands of one group without limiting the freedom of others.
5. It is not in the public interest to force a reader to accept the prejudgment of a label characterizing any expression or its author as subversive or dangerous.
The ideal of labeling presupposes the existence of individuals or groups with wisdom to determine by authority what is good or bad for others. It presupposes that individuals must be directed in making up their minds about the ideas they examine. But Americans do not need others to do their thinking for them.
6. It is the responsibility of publishers and librarians, as guardians of the people's freedom to read, to contest encroachments upon that freedom by individuals or groups seeking to impose their own standards or tastes upon the community at large; and by the government whenever it seeks to reduce or deny public access to public information.
It is inevitable in the give and take of the democratic process that the political, the moral, or the aesthetic concepts of an individual or group will occasionally collide with those of another individual or group. In a free society individuals are free to determine for themselves what they wish to read, and each group is free to determine what it will recommend to its freely associated members. But no group has the right to take the law into its own hands, and to impose its own concept of politics or morality upon other members of a democratic society. Freedom is no freedom if it is accorded only to the accepted and the inoffensive. Further, democratic societies are more safe, free, and creative when the free flow of public information is not restricted by governmental prerogative or self- censorship.
7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing books that enrich the quality and diversity of thought and expression. By the exercise of this affirmative responsibility, they can demonstrate that the answer to a "bad" book is a good one, the answer to a "bad" idea is a good one.
The freedom to read is of little consequence when the reader cannot obtain matter fit for that reader's purpose. What is needed is not only the absence of restraint, but the positive provision of opportunity for the people to read the best that has been thought and said. Books are the major channel by which the intellectual inheritance is handed down, and the principal means of its testing and growth. The defense of the freedom to read requires of all publishers and librarians the utmost of their faculties, and deserves of all Americans the fullest of their support.
We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for the value of the written word. We do so because we believe that it is possessed of enormous variety and usefulness, worthy of cherishing and keeping free. We realize that the application of these propositions may mean the dissemination of ideas and manners of expression that are repugnant to many persons. We do not state

these propositions in the comfortable belief that what people read is unimportant. We believe rather that what people read is deeply important; that ideas can be dangerous; but that the suppression of ideas is fatal to a democratic society. Freedom itself is a dangerous way of life, but it is ours.

(APPENDIX B)
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EVENTS ROOM RESERVATION FORM
To reserve our events room this form must be filled out in its entirety and submitted to the Library prior to the day of the reservation. Incomplete forms will not be honored.
Please print the following information.
Group using the room: 			  Group representative: 			  Contact telephone number: 		 Contact email address: 			  Expected attendance (number): 			 Day of meeting 	 Date 	 
Meeting time: from 		 am/pm to 	am/pm (This should include set up and clean up time)
Fees: All groups and individuals are required to pay a $50 cleaning deposit. This deposit will be refunded only if the room and restrooms are left in satisfactory condition and AFTER the door key has been returned. Meeting Room Fee is $100 plus cleaning deposit for up to 5 hours Additional hours are $40 per hour.

Nonprofit groups have the Meeting Room Fee waived.

Your signature below indicates that you received a copy of the Meeting Room Policy, have read, and understand it.

Signature of Applicant: 	 Name (please print): 	 Date: 	 

Office Use Only:
Date received 	 Additional Hours Fee			 Cleaning Deposit (refundable) 		  Total Amount Received 				 Cash / Check #		
Staff Signature: 	Date 	




Post Meeting:
Staff Signature	 Date 	

Materials Reconsideration Form (APPENDIX C)	Date: 	

The trustees of Albertville Public Library have established a materials selection policy and a procedure for gathering input about particular items. Completion of this form is the first step in that procedure. If you wish to request reconsideration of a resource, please return the completed form to the library director.
Albertville Public Library 200 Jackson Street
Albertville, AL 35950

Patron Name: 	
Address: 		 City: 	 State/Zip: 	 
Phone: 	 Email: 	 Albertville Public Library Card Number: 	 
Number of years as an ACTIVE Patron of Albertville Public Library: 	 Do you represent yourself OR an organization? 	 
Name of Organization (if applicable): 	
1. Resource on which you are commenting: 	 Book (e-book) 	 Movie 	 Audio Recording
	 Digital Resource 	Other (specify) 	 Title: 			
Author/Producer: 	

2. What brought this resource to your attention? 	


3. Have you examined the entire resource? If not, what sections did you review? 	



4. What concerns you about the resource? 	



5. Are there resource(s) you suggest to provide additional information and/or other viewpoints on this topic? 	


6. What action are you requesting the committee consider? 	
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