CENTRALIA COMMUNITY LIBRARY

SERVICE POLICY
1. 
Respect for Human Diversity

The Centralia Community Library maintains a policy for appreciation of and respect for the human diversity which may characterize the people we serve and the people with whom with work.

Library employees will respect differences in race, color, religion, gender, age, national origin, disability, veteran status and any other characteristic of human diversity.

2.
Library Lending
In order to make materials available to all persons on an equal basis, the Centralia Community Library Board of Trustees has adopted the following policy for the circulation of library materials:
A. Who may borrow:
All libraries that are members of the Northeast Kansas Library System have agreed to allow anyone in the northeast county regional system to use their library without charge.  Residents in the NEKLS area are entitled to a free library card by completing a written application form.  Charges made by other libraries for films, interlibrary loan, etc. will be passed on to the user.  Any cardholder may check out circulating materials on presentation of their library card.  Minor children must have their application signed by a parent or guardian giving permission to borrow materials and to use the Internet.
B. Limits on borrowing:

The number of library materials borrowed by an individual at any one time is specified as follows:

Books –10 per card holder, exceptions may be made by library staff
DVDs – 2 per card holder

Audio books on CD – 2 per card holder

Reference books, rare or historically valuable books will not circulate

C. Length of loan period:
Materials are loaned for the following lengths of time:
Books / Audios – 3 weeks

Magazines / videos – 1 week


*Interlibrary loan titles (ILL) – loan period is same as the borrowing library’s loan policy.


D. Renewals:

All materials may be renewed twice with the exception of new materials or interlibrary loan materials.  Materials must be turned in after a period of 45 days.  Renewals may be made in person, over the telephone, or on the NEKLS website.

E. Reserved materials:

The library patron may reserve materials currently in circulation but unavailable at the time of the request.  The patron will be notified when the material becomes available.  Books and other materials must be picked up within one week of notification.


F. Use of equipment:

The copier is available for public use.  Charge for copies will be as posted and approved by the Library Board.  Fax service is available for the public at 50₵ per page.  Assistance will be offered by library staff.

G. Internet and Computer Use:

In response to the changing needs of the community, the Centralia Community Library
  endeavors to develop collections, resources, and services that meet the cultural, 
  informational, recreational, and educational needs of Centralia’s diverse community. It is 
  within this context that the Centralia Community Library offers access to the Internet and 
  public access computers.

The Centralia Community Library does not monitor and has no control over the information accessed through the Internet and cannot be held responsible for its content, patrons access it at their own risk. Parents or guardians, not the Library or its staff, are responsible for the Internet information selected and/or accessed by their children. As per CIPA regulations, the Library makes a good faith effort to block visual pornography, on public access computers, using a filtering technology. The Library does not censor access to information, though it may be deemed offensive. Not all sources on the Internet provide accurate, complete, or current information; patrons are encouraged to practice information literacy skills, evaluating the validity of information and sources. The Library requires that patrons abide to local, state, and federal laws while using the Library’s Internet connection. Patrons, and not the Library, are responsible for their actions taken on the Internet, and also for fees or fines accrued. The Library is not responsible for damage to patron’s equipment or for any loss of data that may occur from patron use of public access computers. The Library offers assistance with technology as resources allow, but cannot provide in-depth training concerning the Internet or personal computer use. 



Rules of Conduct

Children under age 13, along with their parent or guardian, must sign a consent form    

   before being allowed to use the Library’s computers.


Only two patrons, both defined as user, are allowed at a single computer station at  

   a time.


Library public access computers may be used for as long as needed, but patrons will   

   make the computer available within 20 minutes of being informed, by library staff, that 
   another patron is queued.



Patrons will be responsible for printing fees, as approved by the library board, as posted. 



Users will respect copyright laws and licensing agreements.


Users will not make any attempt to gain unauthorized access to restricted files or 
   networks, or to damage or modify computer equipment or software.


By using the Library’s Internet connection or public access computers, patrons are 
agreeing to follow the guidelines as stated in this policy. Violation of this policy may result in loss of service.


  *This section adopted by the Centralia Community Library Board on 02/22/2021 

H. Return of Materials:
The patron has the responsibility of returning the materials on or before the due date.  If items are overdue after 45 days from the last check out or renewal, the patron may not check out further materials until the missing materials are returned or replacement costs are paid.

I. Fines:
Centralia Community Library has opted NOT to charge fines for overdue library materials at this time.

J. Lost or damaged materials:
Patrons are responsible for all materials checked out, and are liable for the damages which may occur to library materials.  The director will notify the patron of payment due for the replacement of the damaged or lost items.

3. 
Service Hours:  As posted


Holidays and Closings


The library will be closed for the following holidays:


New Years Day

January 1



Memorial Day

Last Monday in May



Independence Day

July 4



Labor Day


First Monday in September



Thanksgiving Day

Third Thursday in November



Christmas Day

December 25

The library will also be closed for inclement weather (ice storms, floods, etc.) including USD 380 School District snow days.
4.
Patron Registration


A. Library Card:
A local library card will be issued to patrons who present a current id such as a driver’s license, plus a verified address and phone number.  The patron’s name will not appear on the library check out card.

5.
Library Services


A. Reference Services:
Reference service will be provided by maintaining a core collection for reference materials, using the System Reference, and by using the Kansas Library Catalog.  Reference service will be offered via telephone, mail, or direct contact with the patron.  This service is available to individuals and groups.  If answers are not found from the above sources, referrals should be made to appropriate organizations or agencies.

B. Children’s Services:

Special services for children include, but are not limited to: summer reading programs and special events.


C. Services to Groups and Organizations:

The library will actively assist all groups and organizations in locating materials for planning programs, for completing projects, and for furthering the education of patrons.


D. System Membership:

The Centralia Community Library is a member of the Northeast Kansas Library System (NEKLS) and adheres to the policies and by-laws of that organization.  The Centralia Community Library participates actively in the programs and services offered.  The Library Board appoints a System Representative according to the system’s by-laws to represent Centralia Community Library.


E. Outreach

Arrangements can be made for delivery and pick up of library materials to patrons who are homebound or are temporarily unable to come to the Library within the city limits.


F. Cooperation with Other Libraries

In addition to the Centralia Community Library’s membership with the Northeast Kansas Library System, the Library Board and the Library Director will cooperate with other libraries to strengthen the services and resources of the library.

6.
General Services


A. Use of Meeting Area

The Centralia Community Library welcomes the use of its meeting area for activities, educational, and informational meetings of interest to the citizens of Centralia.  The meeting area is available to nonprofit organizations regardless of the beliefs or affiliations of their members.    The Library Director will review all requests for the meeting area use and determine eligibility prior to granting approval.  Duly constituted continuing political groups may use the area, but temporary committees for the advancement of an individual’s success in a political campaign shall be denied such use.  Library-oriented programs will be given preference for use of the room.  It is understood that all meetings held will be open to the public should anyone wish to attend.  An organization may not schedule the meeting room on a regular basis (weekly or monthly).  Profit making organizations are not eligible to schedule the meeting area.
Rules for use of the Library Meeting Area:

1.  No admission fee may be charged, nor a collection taken.  

2.  No products may be sold, except in payment for materials required for group use.

3. Any printed materials or displays used by the organization must be approved by the director.

4.  Light refreshments may be served, but organizations are required to provide their own utensils.  No food preparation will be allowed.

5.  Organizations requiring audiovisual equipment will make their own arrangements; the library does not provide them.

6.  The organization will be responsible for setting up the room according to its needs.  They must also restore the room to the order in which it was found.  
7.  Granting permission to use the library facilities does not constitute an endorsement by the Library Board or Staff of the beliefs of the borrowing organization or individual.

8.  Neither name nor address of the Library may be used as the official address or headquarters of the organization.

9.  Youth organizations using the meeting area must have one adult (over 21) present at all times.

10.  If a meeting is canceled, the Director should be notified as soon as possible.

11.  The Library is not responsible for lost or stolen articles.

12.  No smoking is permitted the meeting area or any place in the library.

13. Exceptions to these policies are possible only by permission of the Centralia Community Library Board.  


B. Public Relations Policy:

The public library must work for two-way communication with the community.  It is a responsibility of the library whose constituency is all the people, to notify them of services that are available.  The Library is also responsible for designing its services to meet the community’s needs.  The Library Board, the public, and the Library Staff should continually strive to improve communication between the library and the community and each has a role to play in developing and maintaining good public relations.  All three can exercise creativity in promoting the public library.  Each employee is a public relation officer.  The Library Board and the Library Director should be willing to support and promote library service and develop the public relations policy.
The Centralia Community Library adopts the following resolution as a matter of policy.

The objectives of the library’s public relations program are:

· To promote community awareness of library services.

· To stimulate public interest in and usage of the library.

· To develop public understanding and support of the library and its role in the community.

The following means shall be used to accomplish these objectives:

1. An annual plan of specific goals and activities shall be developed, sufficient funds shall be allocated to carry out the program, and the program shall be evaluated periodically.
2. The Library Director shall have the responsibility for coordinating the public relations and public information activities.

3. Surveys of the community shall be made as needed to assure the Centralia Community Library’s responsiveness to the interests and needs of all citizens.

4. Personal and informational contacts shall be maintained with government officials, opinion leaders, service clubs, civic associations, and other community organizations by library staff and board members.

5. The Centralia Community Library may sponsor programs, classes, exhibits, and other library-centered activities and shall cooperate with other groups in organizing these to fulfill the community’s need for educational, cultural, informational, technological, or recreational opportunities.

6.  Local media shall be used to keep the public aware of and informed about the Library’s resources and services.

C. Exhibits and Displays

Exhibits and displays in the library will determined by the Library Director and the Library Board.  Library personnel will make every effort and take every precaution for the safety of material in the library.  The library will not be held liable for damaged or stolen property. 
D. Americans with Disabilities Compliance

The provisions of the Americans with Disabilities Act of 1990 will be upheld.
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