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5.7
 GENERAL POLICIES

1.1 PURPOSE AND GOALS

The purpose of the Seagoville Public Library is to provide materials and services to fulfill the informational, recreational, and educational needs of the residents of Seagoville.  The term "residents" encompasses individuals and groups of every age, education, philosophy, occupation, economic level, ethnic origin, and human condition.


In keeping with the purpose of the Seagoville Public Library, its goals are:

· To assemble, preserve, and administer books and related educational             information, and recreational material, within the framework of its budget, in order to promote an enlightened citizenship and enrich personal lives.
· To serve as a center of reliable information.
· To accumulate the best in fiction and non-fiction for the use and benefit of the public.
· To initiate activities which will encourage the most effective use of these selected materials.
· To cooperate with educational, civic, and cultural groups and organizations whose aims are compatible with those of the library.
· To provide opportunity and encouragement for children, young people, men, and women to educate themselves continuously.
· To facilitate universal, life-long education for the general reader.
· To provide access to electronic sources of information and digital content.
1.2 RESPONSIBILITY AND AUTHORITY
The Seagoville Public Library Advisory Board shall review and amend the Seagoville Public Library operational and service policies on an annual basis, and as needed according to service trends within the library organization structure. 

The Seagoville Public Library Advisory Board shall assume the responsibility of maintaining the development and approval of policies that define the restrictions and scope of library services provided to citizens of the City of Seagoville.
1.3 CLIENTELE TO BE SERVED
The primary users of the library will be residents of the City of Seagoville.  The selection of materials will be made with due regard for the nature and needs of the Seagoville community, which is composed of persons who have different interests, educational backgrounds, and native abilities.  In order to meet the variety of needs, the library must build collections that contain books and materials suitable to such diverse groups, within the limitations of budget, space, and availability of materials.

1.4  HOURS OF OPERATION

SUNDAY -------------------------CLOSED

MONDAY -----------------------9:00 - 8:00

TUESDAY ----------------------9:00 - 6:00

WEDNESDAY -----------------9:00 - 6:00

THURSDAY --------------------9:00 - 6:00

FRIDAY ------------------------- 9:00 - 1:00

SATURDAY ---------------------CLOSED
The hours of operation for the library should be convenient to the members of the community and recommended by the Library Advisory Board.  

1.5 COOPERATION WITH OTHER LIBRARIES
Cooperation and reciprocal library services are encouraged among libraries.  Materials not available in the library can be borrowed from other libraries through participation in the Texas State Library Inter Library Loan Network.

Libraries in this System will cooperate with school libraries, keeping in mind that their purpose is to serve all residents and not just students.  Therefore, materials will be provided to supplement school curricula but are not and cannot be a substitute for school libraries whose purpose is to provide materials for curriculum support.

Visits to the library by school groups will be scheduled as staff and library schedules permit.

1.6 COOPERATION WITH OTHER AGENCIES

The Seagoville Public Library will cooperate with educational institutions and community agencies.

1.7 ACCEPTANCE OF MAJOR GIFTS
Major gifts to the Seagoville Public Library will be accepted by the city council upon recommendation by the library board.

1.8 NAMING OF FACILITIES
The library board may present the name or any name changes to the city council for consideration.

1.9 CLOSING OF FACILITIES
The library may be temporarily closed with the approval of the governing entity.

1.10 FORFEITURE OF LIBRARY USAGE
Anyone violating the regulations of the Seagoville Public Library may, at the discretion of the Library Administration, be asked to leave the premises.

1.11 CHILDREN IN THE LIBRARY

The library welcomes children of all ages to use its materials and services in a positive manner and encourages children and families to use the library together.  The library however is a public building with staff trained to provide library services, who are not licensed to provide for childcare needs that serve in lieu of parental responsibility.  Although staff will always respond with care and concern, responsibility for the care, safety, and behavior of children lies with his/her parents/guardian, both within the library building and on library grounds.  In order to promote a safe environment for children, the Library Advisory Board has established the following policy:

Parents/guardians are responsible for teaching their children the proper behavior in the library and respect for other patrons and books.  All children are expected to follow the library’s general patron behavior policy so as not to be disruptive to others.  

All children should have or know the telephone number of their parent/guardian.  Library staff will attempt to notify the guardian when:

· Closing due to inclement weather, power outage, etc.

· The child’s behavior disturbs other users of the library

· There is cause to believe that the child’s safety is in danger

· The library staff is unable to provide the necessary degree of supervision that is desirable for young children

A child under age seven should never be left alone in the library even for a short period of time and must be directly supervised by an adult.  Children ages seven - eleven and under must have an adult in the immediate vicinity of, be in visual contact with the child, and supervise the child, ensuring that the child’s behavior is not disturbing to other patrons.  An exception would be children attending a library program without the parent/guardian in the room.  However, the parent must remain in the library building and immediately join the child at the end of the program.  

Children twelve years of age or older may use the library unattended provided no disruptive behavior occurs. However, they are still the legal responsibility of their parents/guardians and should have emergency contact information available.  

Child protective services or law enforcement may be contacted if:
An unattended child is being disruptive

A child is habitually left unattended for long periods of time

A child is deemed to be at risk of coming to harm (as in the case of a child being left alone when the library closes). Two staff members will stay with a child left alone at closing for a period of 15 minutes. During this time attempts will be made to contact the parent or guardian to pick up the unattended child. 
1.12 CELL PHONES
Cell phones, laptops and tablets have greatly improved the ability to communicate with others.  However, in order to avoid interfering with other library patrons’ use of the library, it is prohibited to carry on a conversation via cell phone in public use areas of the library.  Before entering the library, all electronic devices must be silenced.  Phones may be left on only if the phone vibrates quietly or uses a blinking light.  Patrons must leave the library’s common rooms to use the cell phone.  

1.13 CITIZEN’S REQUEST FOR POLICY RECONSIDERATION 

Some policies included in the Seagoville Public Library Policy and Procedures Manual may seem stringent or stricter than necessary to some patrons.    If, however, a patron objects to policies within the Policies and Procedure manual he may submit a Citizen’s Request for Reconsideration of Policy.  In no instance will policy be overridden on demand.  All considerations for requests to reconsider policy will be viewed using the principles of the Seagoville Public Library Mission Statement as a guide. 

In order to have his request considered, the patron must:

A.  Be a registered borrower of the Seagoville Public Library.
B.  File a completed Citizen’s Request for Reconsideration of Policy form with the Library Director.
C.  Supply his full name and address.  Anonymous complaints will not be considered.

After the completed form is received, the Library Director will review the reasons for the complaint and the policy in question.  She/he will attempt to answer the complaint to the patron’s satisfaction.  If the patron is not satisfied with the Library Director’s action, he may request that the policy be reconsidered by a Policy Review Committee.  This committee will be composed of the Library Director and the Seagoville Public Library Board. The decision of the Policy Review Committee shall be final.

1.14 PATRON CODE OF CONDUCT

Patrons of the Seagoville Public Library have the right to expect a safe, comfortable, and pleasant atmosphere in which all library patrons can use the library’s materials and services most effectively.  Further, patrons have the right to assume that their visit to the library will be free from harassment, physical discomfort, danger and psychological stress.

Behavior becomes unacceptable when it infringes on the rights of others or when it could result in loss or damage to customers or library property.  Engagement in such behavior and depending on the severity of the offense, the library staff will institute discipline ranging from verbal warning, through denial of specific privileges, and finally to denial of the right to use the library for a specified time period and in some instances, to legal prosecution.

General rules of behavior are designed to protect the rights of library patrons, to outline for staff members acceptable and appropriate behavior by patrons, and to preserve library materials and facilities from damage.  This policy is to be used in conjunction with local state and federal laws and Bylaws of the Library Board.  The Seagoville Public Library observes the American Library Association Guideline for the Development of Policies and Procedures Regarding Use Behavior and Library Usage.

Staff members observing unacceptable behavior shall take appropriate action. An incident report of the behavioral problem will be completed and forwarded to the Director.  In the case of a minor, a copy may be sent to his/her parent or guardian.  When deemed appropriate, a copy of the report will be sent to the Seagoville Police Department.

General Prohibitions 

For the comfort and safety of patrons, volunteers and staff, and the protection of library property, the following actions are not allowed on library property.  This list is not exhaustive or exclusive.

a. Smoking or the use of chewing tobacco inside library building.

b. Spitting

c. Loitering at entrances, in lobbies, walkways, restrooms, or other non-study areas.  For the purposes of this policy, loitering is defined as staying in such an area for more that fifteen (15) minutes

d. Use of library facilities for prolonged or chronic sleeping

e. Carrying into the library sleeping bags, bedrolls, bed blankets, large plastic bags, large boxes, sports equipment, shopping carts or camping backpacks

f. Soliciting, panhandling, or distributing handbills

g. Approaching library users for the purpose of obtaining signatures for petitions or conducting surveys or similar investigations.  Obtaining signatures cannot take place inside the library

h. Leaving personal property unattended.  The library is not responsible for lost, damaged or stolen property

i. Littering, or in any way defacing or vandalizing library property.  

j. Consumption of food or beverages (except for bottled water) in computer/equipment areas, reference area, and in stacks and aisles where materials are shelved

k. Bathing, shaving, washing clothes, or otherwise misusing restrooms

l. Appropriate apparel, including footwear and shirts, must be worn at all times

m. Exhibiting poor personal hygiene. Patrons whose body odor is offensive will be asked to leave
n. Engaging in voyeurism/peeping

o. Entering non-public areas of the library unless conducting official library business or as part of a library tour

p. Possessing or consuming drugs or alcohol

q. Excessive display of affection

r. Gambling

s. Bringing animals inside the library, except for special service animals for the blind, hearing impaired and disabled or for program activities. 

t. Sitting or standing on display or work surfaces such as tables, end tables, counters, desks and so on.

u. Occupation of more than one seat or study space, and overcrowding at study tables or carrels

v. Relocating furniture or equipment 

w. Placing feet on chairs, tables, or other furniture or equipment where it is inappropriate to do so

x. Vandalizing, intentional damage or destruction, or defacing library materials 

y. Removing or attempting to remove library materials, equipment, or property without proper checkout or authorization

z. Engaging in any activity in violation of Federal, State, local or other applicable law, or library policy.
Special prohibitions:

a. Bicycles, tricycles, wagons, and similar equipment are not to be brought into any enclosed area of the library. A bicycle rack is provided adjacent to the parking lot.  Skateboards, roller blades, folding scooters, and similar equipment may be brought inside the building but must be checked at the Circulation Desk. At the discretion of the library staff, patrons may be required to check other objects, equipment, etc. which may pose a potential hazard to the safety of other patrons or staff members or to library collections, equipment or facilities.

b. Unauthorized gatherings by social clubs, organizations or gangs are not permitted.  Members of any group who gather within the library or use the facility in any manner which may discourage or exclude use by any member of the public may be asked to disperse or leave the building.

Persons who violate this policy may be excluded from the library.  Refusal to leave the building when asked to do so by a member of the library’s staff may result in a criminal prosecution and arrest.

Display of gang signs, symbols, or paraphernalia is forbidden.

Disruptive behavior:

a. Patrons will not physically, verbally, or with gestures threaten, abuse or assault another person on library property.  Any person committing such an offense will be evicted from the premises and may be subject to prosecution where applicable

b. Harassing staff or patrons, either verbally or through actions.  This may include verbal abuse, use of profanity or other abusive language whether oral or written toward patrons or staff, intimidation, staring at another person with the effect of annoying a person of reasonable sensibilities.  Further, following with the intent to disturb, lurking, sexual harassment or harassment on account of race, religion, ethnic or national background, gender or sexual orientation.

c. Patrons may not interfere with the staff’s performance of its duties. This includes engaging in inappropriate conversation or behavior, sexual advances, or physical and/or verbal harassment.

d. Exhibitionism/flashing/indecent exposure

e. Fighting or challenging to fight, pushing, shoving or throwing things

f. Running or jumping in the library

g. Noisy behavior, including whistling and loud talking or shouting

h. Any act which is in violation of the laws of the State of Texas or City of Seagoville ordinance is expressly forbidden in the library

i. Library staff has the authority to exclude any disruptive patron and may summon security/police if necessary

j. Disciplining children in a manner which disturbs others

k. Abandonment of individuals, both adults and children, who are unable to take care of themselves. A responsible adult must attend children under the age of twelve (12). The responsible adult must be close enough to both see and hear the child and monitor all behavior and activities of their child in the library.  

1.15 BROCHURES AND PAMPHLETS
The library maintains a brochure rack for the purpose of passive distribution of library, community, or service information and materials of educational or cultural interest. Passive distribution means leaving the materials for patrons if they so choose, to review and/or take with them.  All materials for distribution must be submitted for approval by the Director.  The library distributes free materials such as community pamphlets, flyers, calendars, newsletters, and other information for public awareness and convenience. The library acts as a distribution point for information city, county, state, and federal government agencies wish to disseminate. Educational, cultural, and job search information will also be distributed. Materials produced strictly for the purpose of selling merchandise, political campaigning, advertising for-profit services, as well as personal items will not be accepted.
Because of space limitations, materials will be distributed in the following priority:

a. Seagoville Public Library and publications

b. City of Seagoville and Dallas County government publications

c. State of Texas, federal government publications

d. Civic, recreational, cultural, and educational publications

The library reserves the right to limit or prohibit distribution of materials which represent a threat to the health or safety of patrons. The library also reserves the right to dispose of materials which are dated, have been displayed for a reasonable period, and space is needed for other material. Materials left for distribution without authorization from the Director will be discarded.

Distribution of materials is provided on an equitable basis, regardless of the beliefs or affiliations of individuals or groups.  Although space is provided, no endorsement of the viewpoints expressed in these materials found in the library is implied. 

Brochures are to be distributed only though the approved racks.  No brochures should be kept at or distributed from the circulation desk or any area of the library other than designed locations.

1.16 DISPLAY SPACE

Exhibit and display space is primarily reserved for the purpose of highlighting the Seagoville Public Library collections, services, and events. However, as an educational and cultural institution and as part of its public service, the library welcomes exhibits and displays by non-profit, non-commercial organizations which are considered to be connected with the library’s goal of serving the cultural and civic needs of the community; and individuals who wish to mount non-commercial exhibits of art works, handicrafts, or collections.   The library provides diverse information and ideas through the use of these materials in designated areas. The library reserves the right to refuse or remove any display, notice or handout which does not comply with these policies and guidelines.  Bulletin boards and areas where handouts may be placed are also needed to publicize library and library related programs, activities, services, and materials, to post required legal notices.  Priority shall be given to those needs.

Prohibited uses and practices: Library display facilities may not be used to promote or advertise a commercial product or service; to urge support of or opposition to any political candidate; or to urge support of or opposition to any religion or religious belief.  Materials urging support of or opposition to candidates for office or to issues on the ballot are prohibited.  Materials that a reasonable person would believe to be an endorsement of religious beliefs by the library are also prohibited.  No material which is obscene, defamatory, invades a particular person’s privacy, or directly incites violence may be posted or displayed. Prices may not be affixed to any material on display, although an exhibitor’s name, address and telephone number may be posted.  Material and equipment which, in the opinion of the Director, are potentially dangerous to library users, staff, or property, may not be brought into any area of the library.

Sponsorship and endorsement: Use of library space by any organization or individual for display or related activities does not constitute library sponsorship of the organization or individual or the viewpoints or activities they are promoting.  Advertisements or announcements that either directly or indirectly imply otherwise shall not be permitted.

Any situation not specifically covered above will be resolved by the Director.

Appeal process:  Decisions by the Library Director to refuse or remove a display, notice or handout may be appealed.  Such an appeal must be made in writing to the Library Board no more that fourteen (14) days after formal notification of the Library Director’s decision is received.  After the written appeal is received, the Board President will appoint a committee of Library Trustees to review the material.  This committee will make its recommendation to the Board within thirty (30) days, and the Board will make a determination about the appeal.

1.17 PRIVACY/CONFIDENTIALITY OF RECORDS
The Seagoville Public Library supports every patron’s right to have his or her records remain confidential.  Library records include patron registration data, circulation records, overdue and reserve records, participation in library sponsored programs, library visits, and/or any data that contains information that links a specific materials or services used. It is the intent of the Seagoville Public Library to protect the privacy of those who use the library. 

Each patron has individual control over his/her borrower’s card and presentation of the card permits access to information about borrower’s current circulation record. Patron information will be retained only for the proper and efficient functions of the library, and only for as long as is necessary to perform those functions. Personal information, such as name, address, and telephone number, are kept indefinitely.  Except during the actual period of transaction (circulation, maintenance of record on unpaid fines, reservation of materials), the library will not maintain a record of transaction.  When no longer needed for administration purposes, physical records will be destroyed, and computer files will be deleted from their respective systems or media. Library program records, with names and telephone numbers, are kept until the program has taken place. 
In compliance with Chapter 552 (Texas Open Records Act) of the Local Government Code, confidentiality of the records of any library or library system which is supported in whole or part by public funds, that identify or serve to identify a person who requested, obtained, or used library materials or service, no information will be released to any person, agency, or organization except in response to a valid court order or subpoena of district court properly presented to the Library Director. 

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

1.18 EXAM PROCTORING
The purpose of this policy is to establish that exam proctoring is done free of charge to the student as well as the educational institution. Seagoville Public Library staff proctors paper and/or online exams

A. The student is responsible for contacting library staff about proctoring. Library staff will inform the student that, due to space and staff limitations, staff is not able to keep “eyes on” or stay in the room/area while the student is taking the test. It is the student’s responsibility to inform the educational institution (E.I.) about the library’s limitations about proctoring to make sure that the E.I.’s proctoring requirements are met.

The Library will not sign a non-disclosure agreement with the student who is testing. We are not a testing center and agree to provide proctoring to users as a courtesy or convenience and therefore have incorporated the limitations indicated above in Section A.


B. The student is responsible for providing the E.I. with the staff name and contact information so that the E.I. can send proctoring documents and exam information to the designated staff member. 

C. Designated library staff will fill out the required institutional paperwork, usually by email, and send it back to the E.I.

D.  Once the proctoring information has been received from the E.I., that person will forward the proctoring information to all staff who works the Circulation Desk. That way, anyone working the Circulation Desk will be aware of the upcoming test. 

E. It is the student’s responsibility to schedule a day and time for taking the exam. When the student contacts the library to set a day and time, library staff will inform the student about library hours and available times to take the exam. 

F. When the student arrives to take the test, staff will follow the E.I.’s instructions to allow the student access to the exam. If the student is taking the exam on a library computer, staff will extend computer time to accommodate the time, if necessary, to take the exam.

G. If the student is taking a paper exam that has been emailed to the library staff, whoever administers the test will print out the test at a cost of $.20 per page. If the test is to be returned by regular mail, it is the student’s responsibility to provide library staff with the proper envelope and postage. It is not the library’s responsibility to provide the envelope or postage.

H. If the student is taking the exam on their own device, library staff provides the access to the exam. No other action is necessary unless the E.I. requires something after the exam is taken.

I. For paper tests which are to be electronically returned to the E.I., library staff will scan in the exam and send it as an email attachment to the email address provided by the E.I.

J. Student must have a valid Seagoville Public Library Card, in order to have a proctored exam at the Seagoville Public Library.

 CIRCULATION POLICIES AND PROCEDURES

2.1 PATRON REGISTRATION POLICY
Any resident of the City of Seagoville, with valid identification, is eligible for a library card.  Identification may be a Texas driver's license, State of Texas Department of Public Safety identification card, active-duty United States Military identification card or a United States Passport. A Consular identification card from the country of origin is accepted for limited use cards. Recent cancelled mail showing name and address of applicant will be accepted for proof of residency if the current address is not on the license or identification card. Parents must first obtain a card for themselves and sign for responsibility of persons under 16 years of age.  Children under school age who can write or print their own name may receive a library card.

Persons living outside the City of Seagoville may be provided direct access to the Seagoville Public Library by presenting a Tex-Share card from their home library or by purchasing an annual membership card for $20.00.
A borrower's card will be issued upon completion of application and verification of mailing address.  This card shall be presented each time materials are taken from the library.  A borrower may check out three items upon completion of application for a borrower's card.

The library card will be mailed to the address of record.  Once the borrower has received their card in the mail and can present it at the circulation desk, they may check out a total of eight items.

If a borrower fails to return library materials, then that person is considered ineligible to borrow materials until the library record is cleared of overdue materials and fines. 
Information to be obtained on the application card includes full name, home address, date of birth, driver’s license/ID#, e-mail address, phone number, phone carrier, and 2 personal references.  Application cards for children under 16 shall include parent’s signature.  

Special cards are available for businesses, institutions, and schools.  Any of these organizations may obtain an annual borrower’s card.  The chief executive officer must provide a list of people (employees, teachers, students, etc.) eligible to use this card.  The chief executive officer is liable for material borrowed.

2.2 TEXSHARE
A TexShare card will be issued to any established patron in good standing.  An established patron must have maintained 3 months with at least 3 checkouts and returns without unpaid fines and seriously overdue materials.

2.3 CIRCULATION RULES
All circulating materials contained in the Seagoville Public Library are                               available to registered borrowers, except those borrowers who have a past record of un-cleared, excessive over dues and/or lost books.  In these cases, the fines and/or books must be cleared before a borrower’s card can be used.
1. The patron’s borrower’s card should be presented to check out           

      material.

2. Books, DVDs and audio book materials will be circulated for a period of two weeks.
3. Wi-Fi Hot Spots will be circulated for a period of two weeks.
4. The number of books checked out by a patron on any subject may be                                          limited.
5. Circulating materials, excluding hot spots, may be renewed twice unless there is a reserve request for the material from another patron.     

6. Any circulating material may be placed on reserve.

7. Reference books and/or periodicals may be circulated overnight at the discretion of the librarian.

8. The book drop is provided for returning materials after hours.  

9. Staff members are required to check out their books and materials in the same manner as patrons.

10. When materials are not returned at the proper time, procedures will be initiated to contact the patron. Email notification will be used for all patrons with an email address on file.
11. Patrons may renew their library materials by telephone or Internet if the   materials are not overdue.  Once materials are overdue, they may be renewed but shall be presented at the library’s circulation desk for renewal.  

2.4 INTERLIBRARY LOANS
Interlibrary loan requests: Materials from the collections of other public, academic, and special libraries may be borrowed through Interlibrary Loan. 
Established patrons may request that the library attempt to locate books or copies of journal or periodical articles that are not available in the Seagoville Public Library collection. An established patron must have maintained 3 months with at least 3 checkouts and returns without unpaid fines and seriously overdue materials.

Libraries do not lend rare or fragile items, audio-visual materials or items in high demand. Most libraries do not lend genealogy, microfilm or items designated as reference in their catalog.  Libraries are under no obligation to lend materials.
Library staff will request Interlibrary Loan materials for any established patron in good standing. 
There is a limit of two open requests at one time per patron.  A fee of $1.00 per fulfilled request is collected to offset the costs of mailing the borrowed materials.

Interlibrary loan materials may only be renewed if they are not overdue.  Overdue fines for Interlibrary Loans are the same as materials owned by the Seagoville Public Library. Patrons who fail to return or damage materials borrowed on their behalf will be charged the cost of the item (as determined by the lending library), plus a $5.00 processing fee.  Patrons who request an item through interlibrary loan and fail to pick it up after notification by the library are subject to loss of Interlibrary Loan privileges.

Patrons participating in the Interlibrary Loan program are responsible for:

· Any charges assessed by the lending library, whether or not the materials are used by the patron.

· Fulfillment fee of $1.00 per item.

· Replacement cost plus processing fees of $5.00 if the materials are lost or damaged.
· Compliance with the Copyright Law of the United States (Title 17, United States Code).

2.5 TEXSHARE CIRCULATION LIMITATIONS

TexShare cardholders are bound to the policies that apply to all registered borrowers.  In addition, the following circulation limitations apply:

Item Limit - 3
Renewal Limit – 2, if no reserves
2.6 POLICY FOR FINES, OVER-DUES, LOST MATERIALS, AND FEES
A fine of $.10 cents per day will be charged for each day books are overdue.  Fines for DVDs and Hot Spots will be charged at a rate of $1.00 per day.  This will include holidays and days the library is closed only if a material book drop is provided during hours the library is closed.  The fine will not exceed $5.00 per overdue item.

Lost or damaged materials will be replaced at replacement value plus a $5.00 processing fee. Materials must be damaged beyond repair to be considered for replacement.
2.7 PROCEDURE FOR OVER-DUES
If material borrowed from the library has not been returned by the time specified, the librarian shall email or mail a notice to the patron at the name and address appearing in library records.  The notice shall name the material involved and shall inform the patron to return the material.  If at the expiration of the fourteen days the patron has still failed to return the material, the librarian shall send a second notice to the patron.  The notice shall name the material involved and shall inform the patron that he or she has thirty days in which to return the material or the patron’s account will be sent to collections.  

If at the end of thirty days, the record has not been cleared, the patron’s account will be sent to collections.
Overdue notices shall contain the patron’s name plus title, author, and due date.  

No additional materials will be checked out to patrons or to households who have overdue materials or outstanding fines. Patrons with fines only may use Public Access Computers. 
2.8 SUSPENSION OF LIBRARY PRIVILEGES
Abuse of the aforementioned library policies can result in the suspension of the patron’s borrower’s card.  Upon clearance of patron’s record, card privileges may be reinstated. After having three XODs and being sent to collections, patrons will be permanently suspended.
2.9 ACCEPTABLE USE POLICY

It is the policy of the Seagoville Library to maintain public access to local, national, and international sources of information to provide for the cultural, informational, recreational and educational needs of the community.  These informational resources include books, periodicals, digital e-books, digital audiobooks and the Internet.

The Seagoville Public Library has no control over the information which can be accessed through the Internet and is not responsible for its content.  Library patrons are responsible for the information accessed by their children.  Only parents may restrict the Internet resources chosen by their children beyond the restrictions set for all library patrons.  Parents are advised to supervise children’s use of the Internet.

Users of the Public Access Computer network provided by the Seagoville Public Library are expected to use the network appropriately.  The following actions are cause for removal of networking privileges:

· Any action which violates copyright.

· Any action which interferes with use of the information resources.
· Any action which seeks to gain unauthorized access to informational resources.
· Any action which seeks to defraud or obtain money or other values by false representation.
· Any action which seeks to invade the privacy of individuals.
· Any action which destroys, alters, prevents, or interferes with computer-based information.
· The sending, receiving or displaying of text or graphics which may be reasonably construed as obscene.

· Using the library’s Public Access Computers for commercial purposes.

This policy has been approved by the Library Board of the Seagoville Public Library.  Several acceptable use policies on the Internet have been examined in producing this document, and some of the wording is similar to those examined.  

2.10 INTERNET ACCESS GUIDELINES

 Guidelines for Accessing the Internet at the Seagoville Public Library

1.  You must have a current Seagoville Public Library Card or valid ID.

2.  You must read and agree to the Internet Access Agreement.

3.  User must be able to use programs with minimal assistance from library staff.

4.  If you are under 16 years of age, your parent or guardian must complete and sign the Internet Access Agreement Form.

5.  In order to avoid the possibility of computer contamination from viruses, you may not use your own software programs, nor your own media on the Public Access Computer.  
6.  Software downloaded from the Internet may contain a virus and should be checked for viruses. The Seagoville Public Library is not responsible for damage to a patron’s media or computer, nor for any damage, liability or loss of data that may occur from patron use of the library’s computers.

7.  Internet access is available during the library’s normal open hours.  The computer lab will close 15 minutes before closing time.  Absolutely no exceptions will be made to this policy.

8.  Use of the Public Access Computer is limited to thirty (30) minutes at a time.  If no one else is waiting, that time may be extended.
9.  If others are waiting to use a Public Access Computer when a user session expires then the user goes to the end of the queue waiting.  

9.  Printing will be charged to the patron at the cost of $.20 per page.

10.  Fees charged for printing are subject to change without notice.

11.  Misuse of the computer or Internet access will result in the loss of your computer privileges.

12.  Misuse includes actions which:  

· lack respect for the privacy and sensibilities of others

· violate copyright laws or local ordinances

· interfere with the intended use of information resources

· seek to gain unauthorized access to the information resources

· invade the privacy of individuals or companies

· seek to defraud or obtain money or other valuables by false representation

· destroy, alter, prevent, or interfere with the integrity of computer-based information

· harass others by sending annoying, threatening, libelous, or offensive messages
2.11 WIRELESS INTERNET CONNECTION POLICY
The Seagoville Public Library provides filtered/unsecured wireless Internet connectivity for users with wireless enabled laptops/ notebooks or other wireless networking devices. Use of this wireless connection is entirely at the risk of the user, and the library is not responsible for any loss of information that may arise from the use of the wireless connection, nor is the Seagoville Public Library responsible for any loss, injury, or damages resulting from the use of the wireless connection.

Seagoville Public Library assumes no responsibility for the safety of equipment or for notebook/laptop computer or other wireless device configurations, security, or data files resulting from connection to the library's wireless access.

Limitations: wireless Internet is less secure than a wired network.  Anti-virus and security protection are the responsibility of the patron.  Unless you take additional precautions, any information you send to or from your laptop, tablet, smart phone or any other digital device could potentially be intercepted by a third party who might be within range and using the appropriate hardware/software. 

Any use of the library’s network (wired or wireless) must be in accordance with the Library’s Computer and Internet Use Policy. Any activities deemed illegal, apply to patrons whether using their own computer or a library owned computer. 

Laptop computer users are expected to be considerate of patrons nearby and are expected to use headphones when playing videos and music. 

Parental supervision of children using the Internet is advised.

The Library will not be responsible for laptops or other devices left unattended.

Library staff is not able to provide technical assistance, and no guarantee can be made that you will be able to make a wireless connection. 

2.12 PHOTOCOPYING AND PRINTING



Under the Copyright Act, the Seagoville Public Library provides copy and printing service to its patrons. The library is committed to complying with the copyright law of the United States (Title 17, United States Code) and other federal legislation related to the duplication, retention and use of copyrighted material.

Library patrons copying any material on library machines are solely and fully responsible for using the materials in compliance with copyright law. The material must become the property of the patron, and the library must have no notice that the material will be used for anything but “private study, scholarship, or research”.

 MATERIALS SELECTION POLICY

3.1 CLIENTELE TO BE SERVED 

The citizens of Seagoville are the primary users of the Seagoville Public Library.  The service is also offered to neighboring communities that participate in the Tex-Share Card Program or purchase a yearly membership. Therefore, the selection of materials will be made with due regard for the nature and needs of these local communities.  The communities are composed of persons who have different interests, educational backgrounds and native abilities.  In order to meet the variety of needs of these persons, the Seagoville Public Library must build collections which contain books and materials suitable to such diverse groups, within the limitations of budget, space, and availability of materials.

3.2 PURPOSES OF THE MATERIALS SELECTION POLICY


This Materials Selection Policy shall serve the following purposes:

· To further the stated goals, objectives and functions of the Seagoville Public Library.
· To guide librarians in the selection of materials.
· To inform the public about selection principles.

The Seagoville Public Library recognizes that many materials are controversial and that any given item may offend some patrons.  Responsibility for materials checked out by children rests with their parents and legal guardians.  Selection will not be inhibited by the possibility that materials may inadvertently come into the possession of children.  Selection will be made on the merits of the work in relation to the building of the collection and the interests of the community.

Library materials will not be labeled or identified to show approval or disapproval of the contents, and no cataloged book or other item will be sequestered, except for the express purpose of protecting it from damage or theft.

3.3 RESPONSIBILITY AND AUTHORITY

Responsibility for materials selection lies with the professional staff, which operates within a framework of policies annually reviewed by the Seagoville Public Library Board, the Library Director and the City Officials.
3.4 CRITERIA FOR SELECTION OF MATERIALS

In general, these basic principles will guide the selection of materials:

Works of information and opinion should possess qualities of:

A. Contemporary significance or permanent value:

B. Accuracy of information and objectivity of approach.
C. Authority of the author in the field.
D. Comprehensiveness and depth of treatment.
E. Clarity and logic of presentation.
Works of imagination should possess qualities of:

A.  Contemporary significance or permanent value

B.  Representation of important movements, genres, or trends of national culture.
C.  Vitality and originality.
D.  Artistic integrity.
E.  Effective characterization.
F.  Authenticity of historical or social setting.
G. Sustained interest.
Materials possessing the above qualities must meet one or more of the following standards in order to be included in the library’s collection:

A.  Importance of the subject matter to the collection.
B.  Scarcity of material on the subject.
C.  Reputation and significance of the author, illustrator, editor, artist, performer, etc.
D.  Popularity.
E.  Local interest.
F.  Reputation and professional standing of the publisher.
G.  Price.
H.  Format.
I.  Availability of the material.
J.  Relation of the work to the existing collection.
Any member of the staff, the Seagoville Public Library Board, or the City Officials must not construe the presence of materials in the Seagoville Public Library as a personal endorsement of their contents.  The Seagoville Public Library has a responsibility to collect materials expressing a variety of views and opinions, many of which the persons responsible for maintaining the collection may find personally unacceptable.

The Library System subscribes to the principles of the American Library Association’s Library Bill of Rights, Freedom to Read Statement, Statement on Labeling, and Free Access to Libraries for Minors, which can be found at ala.org.
3.5 USE OF SELECTION AIDS 

The staff makes skilled use of selection aids, such as basic general lists, current general lists, special bibliographies for reference books and particular subject materials, and book reviewing journals.  While book reviews are a major source of information about new books, they are not followed blindly.  No one publication is relied upon exclusively; the critical opinions of reviewers are checked against each other where feasible. 

Aids for the selection of materials may include:
A.  Booklist.
B.  Publisher’s Weekly.
C.  Library Journal.
D.  School Library Journal.
E.  Horn Book.
F.  Kirkus Reviews.
3.6 TYPES OF MATERIALS

The types of materials deemed suitable for acquisition include:

A.  Books.
B.  Government documents.
C.  Vertical file materials.
D.  DVD’s.
E.  Educational toys and games.
F.  E-Books.
G.  Databases.
H.  Downloadable Audiobooks.

3.7 PATRON REQUESTS

The library welcomes patron interests in the collection and will seriously consider all requests that specific materials be acquired.  The library is under no obligation to fill any particular request. 

3.8 GIFTS

Gifts to the Library, in the form of materials or money, are welcome.  However, gifts will be treated in the same way as all other materials.


This means:

A.  All gifts are subject to the previously stated Criteria for Selection.
B.  The library may refuse any material not deemed desirable.
C.  Gifts will be handled while in the collection in the same way as materials purchased with public funds.
D.  When gift materials are deemed no longer useful, the library will discard them on same basis that it discards other materials.

The library reserves the right to decide the conditions of display, housing and access to the materials.  No estimate of value or record of donated items will be furnished.

A Gift Receipt Form will be given upon request.

3.9 MAINTENANCE OF THE COLLECTION 

The collection will be examined periodically for the purpose of weeding, binding, or repair of materials to maintain a balanced, timely, and attractive book stock.  


Reasons for withdrawal of materials are:

A.  Poor physical condition.
B.  Datedness and inaccuracy of information.
C.  Lack of reader interest as evidenced by lack of use.
D.  Duplicates not justified by demand.
E.  Items that do not meet the current selection criteria.

The controversial nature of materials shall not be deemed a sufficient reason for removal unless and until the material has been subjected to a full formal review as outlined below.

3.10 REQUEST FOR RECONSIDERATION OF MATERIALS

Because in a pluralistic society, tastes and opinions differ, some materials the Seagoville Public Library acquires may be offensive to some patrons.  In a democracy which incorporates the rights of free press and speech into its basic system of law, the minority does not have the prerogative to curtail the free access to published materials by the majority.  Just as important, the majority does not have the right to curtail free access to published materials by the minority or the individual.  If, however, a patron objects to material held by the Seagoville Public Library, he or she may submit a Citizen’s Request for Reconsideration of Materials.  In no instance will material be removed on demand.  All considerations of requests to remove materials will be reviewed using the principles of this selection policy statement as a guide. 

In order to have the request considered, the patron must:

1. Be a registered borrower of the Seagoville Public Library.
2. File a completed Citizen’s Request for Reconsideration of Materials Form with the Library Director.
3. Supply their full name and address.  Anonymous complaints will not be considered.

After the completed form is received, the Library Director will review the reasons for the complaint and the material in question.  She/he will attempt to answer the complaint to the patron’s satisfaction.  If the patron is not satisfied with the Library Director’s action, the patron may request that the material be removed by a Materials Review Committee.  This committee will be composed of the Library Director and the Seagoville Public Library Board. 

The decision of the Materials Review Committee shall be final.

 PERSONNEL POLICIES AND PROCEDURES

4.1 GENERAL PERSONNEL POLICIES

As employees of the City of Seagoville, the Library Staff shall comply with all policies contained in the City of Seagoville Personnel Policy and Procedures Manual.

4.2 CONTINUING EDUCATION FOR PERSONNEL
Continuing education is necessary for library staff members.  Attendance of training seminars, college classes, and conferences is encouraged.

Participation in community affairs is recommended.

Membership and participation in professional organizations is encouraged.

4.3 VOLUNTEER POLICY

A. Volunteers must be fourteen years of age or older to apply for volunteer status and must be approved by the Library Director or Volunteer Coordinator.

B. Approved volunteers must read and sign the Seagoville Public Library

Volunteer Policy.      

C. Hours to be worked in the library by volunteers are subject to approval by the Library Director or Volunteer Coordinator.

D. Volunteers will not be allowed to bring children, friends or family members to their work assignment in the library.

E. Dress, grooming and personal cleanliness standards affect the image the library presents to visitors and patrons.  Volunteers are expected to present a clean, neat and tasteful appearance.

F. The Librarian or volunteer coordinator in charge will record volunteer service hours.

G. Volunteers are required to notify the library staff if they are going to be absent on the day(s) they are scheduled to work. Notice should be made as soon as possible. Failure to notify staff prior to absence may result in the loss of volunteer status.  

H. The library staff will not sign off on volunteer time sheets until the term of the service is completed

I. The Library Director reserves the right to refuse continued service from any volunteer that does not adhere to this policy, or whose presence interferes with library operations.

 FORMS USED BY THE SEAGOVILLE PUBLIC LIBRARY

5.1 PATRON REQUEST FORM

Seagoville Public Library

Patron Material Request



________________

                    _______________________________
Date                                                              Material Type (Book, DVD, etc.)

________________________________________________________________
Title 

______________________               __________________________________
Author                                                                                Subject

_________________________________________    _____________________
*Requested by                                                                   *Phone

*Required only if you wish to be notified of the disposition of this request.

Thank you!  The Seagoville Public Library encourages input and suggestions from our patrons; however, any addition to the library’s collection will be made at the discretion of the Library Director.  

SPL.PR.01/2014
5.2 GIFT RECEIPT FORM
GIFT RECEIPT FORM


Gifts of materials are accepted by the library with the understanding that they may or may not be added to the library’s collection.  The decision to include gift materials will be based on the following considerations:  whether the materials meet the library’s standards of material selection; whether the physical condition is satisfactory; whether the Library needs the title, or added copies of the title.


Please understand that the library cannot make a dollar evaluation of gifts.  If you need a list of titles given, it should be made before donation of the materials, and the list will be certified at the time of donation.

Number and Type of Items Donated

Name

Address

City, State, Zip Code

Telephone Number

Date

SPL.GR.9.21.04

5.3 CITIZEN’S REQUEST FOR RECONSIDERATION OF MATERIALS FORM
CITIZEN’S REQUEST FOR RECONSIDERATION OF MATERIALS

Author___________________________________________________________

Title____________________________________________________________

Publisher (if known) ________________________________________________

Request initiated by________________________________________________

Telephone No.____________________________________________________

Street Address____________________________________________________

City and State _________________________Zip Code__________________

Are you a registered borrower of this library? _________Card No.____________

What is your objection to the material?   (Please be specific; cite pages; if additional space required, use back) ___________________________________

What do you feel might be the result of reading or using this material? ________

Why? ___________________________________________________________

Did you read or examine the material thoroughly? ________________________

If not, what parts? _________________________________________________

In your judgment, is the material of any value? ___________________________

Are you aware of the judgment of this material by literary critics? __________

What do you believe is the theme or purpose of this material? ____________


In its place, what material of equal literary quality would you recommend that would convey as valuable a picture of, and/or perspective on the subject? ______________________________________________________

                  
                                                                     ____________________________

Signature of the Complainant

Received by__________________________________Date________________________

5.4 VOLUNTEER APPLICATION
SEAGOVILLE PUBLIC LIBRARY VOLUNTEER APPLICATION


[image: image1.jpg]Seagoville Public Library
702 N. Highway 175
Seagoville, Texas 75159
972.287.2270

Volunteer Application

Date
Name Date of Birth
Address City State Zip

Phone Number

Type of Hours (please check one):

E-Mail Address

O  scouts O school O church O court-Ordered [0 oOther
How many hours do you need?
What hours are you available to volunteer on:
Mondays Tuesdays Wednesdays Thursdays Fridays Saturdays

Do you have a Seagoville Public Library card?

Parent/Guardian Information

Name:

Phone Number:

Signature:

| understand acceptance as a Seagoville Public Library Volunteer is at the discretion of the Library Director and/or

Volunteer Coordinator.

Applicant's Signature

SPL.VA.08.24




5.5 INTERNET ACCESS AGREEMENT

Acceptable Use Policy
August 2024
It is the policy of the Seagoville Public Library to maintain public access to local, national and international sources of information to provide for the cultural, informational, recreational and educational needs of the community.  

The Seagoville Public Library has no control over the information which can be accessed through the Internet and is not responsible for its content. Patrons are responsible for the information accessed by their children. Only parents may restrict the Internet resources chosen by their children beyond the restrictions set for all library patrons. Parents are advised to supervise children’s use of the Internet. 

Internet Access Guidelines
Guidelines for Accessing the Internet at the Seagoville Public Library

1. You must read and accept the Internet Access Guidelines/Acceptable use Policy 
2. User must be able to use programs with minimal assistance from library staff.

3. If you are under 18 years of age, your parent/guardian must complete and sign the Internet Access Agreement Form

4. The library is not responsible for damage to a patron’s disk or computer, nor for any damage, liability or loss of data that may occur from patron use of the library’s computers.

5. Internet access is available during the library’s normal open hours.  The computers will be turned off 15 minutes before closing time.  

6. Only one person may sit at or use a computer at a time.  

7. Printing will be charged to the patron at the cost of $.20 per page. Credit/debit cards can be used for amounts over $3.00.

Users of the Internet connection provided by the library are expected to use the network appropriately. The following actions are cause for removal of networking privileges:

· Lack of respect for the privacy and sensibilities of others

· Sending, receiving or displaying of text or graphics which may be reasonably construed as obscene. 

· violating copyright laws or local ordinances

· interfering with the intended use of information resources

· seek to gain unauthorized access to information resources

· invading the privacy of individuals or companies

· seek to defraud or obtain money or other valuables by false representation

· destroy, alter, prevent, or interfere with the integrity of computer-based information

· harass others by sending annoying, threatening, libelous, or offensive messages

· Using cell phones in the computer lab

WHEN YOUR TIME RUNS OUT YOU WILL BE LOGGED OUT 
AND YOUR WORK WILL NOT BE SAVED TO OUR NETWORK.

Rev. 08-2024 

5.6 SEAGOVILLE PUBLIC LIBRARY

CITIZENS REQUEST FOR RECONSIDERATION OF POLICY

SERVICE REQUESTED____________________________________________

REQUESTED POLICY REVIEW______________________________________

Request initiated by________________________________________________

Telephone No.____________________________________________________

Street Address____________________________________________________

City and State _________________________Zip Code__________________

Are you a registered borrower of this library? _________Card No.____________

What is your objection to the policy?   (Please be specific; if additional space required, use back of form). ________________________________________________________________
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

What do you believe is the purpose of this policy? ________________________

________________________________________________________________

Did library staff offer an alternative means of fulfilling your request for service? _________________________________________________________

________________________________________________________________


                  
                                                                     ____________________________

Signature of the Complainant

Received By______________________________ Date__________________
FORM: SPL.CRPR 06.21.05
5.7 HOT SPOT POLICY
The Seagoville Public Library System offers free internet access via mobile hotspots to the public.

1. Access 

a. The borrower must be a Seagoville Public Library cardholder in good standing. 

b. The borrower must be at least 18 years old. 

c. The borrower must present a valid photo ID at the time of checkout. 

d. The borrower must read and sign the Mobile Hotspot User Agreement

e. Check out of hotspots is limited to one per household at any given time.

f. One hot spot can provide internet access for 10 devices.

2. Lending 

a. Mobile Hotspots check out for 2 weeks with no renewals. Must wait 30 days to check out another hot spot.

b. The borrower and library staff will verify that all accessories (case, device, charger, and cord) are present at the time of check out and check in and that the device is in working order.

c. The borrower is responsible for loss, damage, or theft of the device and/or accessories. If the device is damaged or not returned, the borrower will be charged the replacement cost of the device plus a $20 processing fee. 

d. Overdue hotspots will be deactivated 24 hours after the due date. Overdue fines will accrue at $1.00 per day up to the maximum replacement cost of the hot spot. The hot spot will not be considered returned until all components (case, device, charger, and cord) of the hot spot are returned.

e. Internet service relies on cell tower technology and coverage. Service outside the continental United States is prohibited; any fees associated with use outside of this area will be the responsibility of the borrower. User experience can vary based on location.

f. Library patrons will need to provide their own Wi-Fi enabled equipment. The library staff cannot troubleshoot problems related to the patron’s hardware, software, or configurations. Library staff is not permitted to handle patrons’ laptops, tablets, smart phones, or other personal devices. Please note that the library cannot guarantee a particular device will work with the library’s mobile hotspot. 

g. Hotspots must be kept in a temperature-controlled environment (not left in vehicles or in extreme temperatures).

h. Parents/guardians are responsible for the use of the Hotspot by minors.

i. The Library reserves the right to refuse service to patrons who abuse equipment or who are repeatedly late in returning the devices. 

I have read and agree with all terms in the Seagoville Public Library Mobile Hot Spot Policy. 
Printed Name:______________________________________________Date:______________     Signature______________________________________________Library Card #__________
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