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Throughout history, libraries have been held in high esteem as a seat of knowledge. The mission of the Bay Minette Public Library is to continue this tradition, making knowledge readily available to everyone in the community.

The Bay Minette Public Library adheres to the Library Bill of Rights and the city of Bay Minette policy manual.
Hours of Operation:

Monday, Wednesday, Thursday and Friday: 9 a.m. to 6 p.m.

Tuesdays: 9 a.m. to 7 p.m.

Saturday: 10 a.m. to 2 p.m.

City of Bay Minette Personnel Policies of particular interest:

Page: 4 Section: 1.6 Sexual and Other Harassment

A. It is the policy of the City to promote a productive work environment that is free of conduct that harasses, disrupts, or interferes with work performance or that creates an intimidating, offensive or hostile environment. In addition to City employees, this policy includes volunteers.

B. All employees are expected to maintain and promote a productive working environment free of harassing or disruptive conduct and to report to management any harassment. No form of harassment will be tolerated, including harassment because of an individual’s race, national origin, religion, disability, pregnancy, age, military status, or gender. Although no form of harassment is to be tolerated, 
 
sexual harassment is specifically and expressly prohibited.

 Page: 5 Section: E. Enforcement Procedure

1. Any employee who believes that the conduct or words of a supervisor, manager, other employee or non-employee constitutes harassment has a duty to report or complain about the situation to management as soon as possible.

Page: 31 Section 7 Employee Responsibilities and Conduct

7.1 General Conduct and Courtesy to Public

A. The safety and welfare of the City’s citizens shall at all times be held as a central mission of the City government. All City employees are expected to represent the City to the public and to other employees in a professional manner that is courteous, efficient and helpful. The following guidelines should be adhered to at all times:

1. Employees must maintain a clean and neat appearance appropriate to their work assignment, as determined by their position and department head

2. Employees are expected to use basic tact and courtesy towards the public and fellow employees.

3. Employees should be particularly courteous and polite when assisting at public counters, reception desks and in telephone contacts.

4. Employees must adhere to City policies, procedures, safety rules and safe work practices.
5. Employees are expected to comply with directions from supervisors.

6. Employees must preserve and protect the City’s equipment, grounds, facilities and resources.

7. Employees are expected to provide orderly and cost efficient services to its citizens.

8. Employees are not expected to take excessive abuse from anyone. If an employee is abused in any way, physically or verbally, they should leave the area immediately and report, in detail, the situation to the Supervisor or Department Head, so that he/she is aware of the circumstances and may follow up with the appropriate action with the proper officials.

Library Bill of Rights

The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.
I. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation. 

II. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval. 

III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 

IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas. 

V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views. 

VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use. 

Adopted June 18, 1948.
Amended February 2, 1961, and January 23, 1980,
inclusion of “age” reaffirmed January 23, 1996,
by the ALA Council.
AMERICAN LIBRARY ASSOCIATION

CODE OF ETHICS

As members of the American Library Association, we recognize the importance of codifying and making known to the profession and to the general public the ethical principles that guide the work of librarians, other professionals providing information services, library trustees and library staffs. Ethical dilemmas occur when values are in conflict. The American Library Association Code of Ethics states the values to which we are committed, and embodies the ethical responsibilities of the profession in this changing information environment.

We significantly influence or control the selection, organization, preservation, and dissemination of information. In a political system grounded in an informed citizenry we are members of a profession explicitly committed to intellectual freedom and the freedom of access to information. We have a special obligation to ensure the free flow of information and ideas to present and future generations.

The principles of this Code are expressed in broad statements to guide ethical decision making. These statements provide a framework; they cannot and do not dictate conduct to cover particular situations.

I. We provide the highest level of service to all library users through appropriate and usefully

organized resources; equitable service policies; equitable access; and accurate, unbiased, and

courteous responses to all requests.

II. We uphold the principles of intellectual freedom and resist all efforts to censor library resources.

III. We protect each library user’s right to privacy and confidentiality with respect to information

sought or received and resources consulted, borrowed, acquired or transmitted.

IV. We recognize and respect intellectual property rights.

V. We treat co-workers and other colleagues with respect, fairness and good faith, and advocate

conditions of employment that safeguard the rights and welfare of all employees of our

institutions.

VI. We do not advance private interests at the expense of library users, colleagues, or our employing institutions.

VII. We distinguish between our personal convictions and professional duties and do not allow our personal beliefs to interfere with fair representation of the aims of our institutions or the provision of access to their information resources.

VIII. We strive for excellence in the profession by maintaining and enhancing our own knowledge and skills, by encouraging the professional development of co-workers, and by fostering the aspirations of potential members of the profession.

Adopted at the 1939 Midwinter Meeting by the ALA Council; amended June 30, 1981; June 28, 1995; and January 22, 2008. 
Library Board
The library is governed by a five-member Board of Directors serving rotating terms. According to state law, Board members are limited to serving two consecutive terms. The Board is required by state law to meet at least once quarterly. Board positions are appointed by the Mayor and City Council.  
I. Management Policies

A. Confidentiality of Library Records: We do not require a social security number to administer a library card. All library records are kept in-house, and no information is given out to the general public including driver’s license number, mailing address, telephone number or items borrowed. This information is kept within the framework of the Baldwin County Library system. Such information as computer sign-ins and program participation is kept solely for statistical information. Quarterly reports are provided to the mayor and council and annual reports are an Alabama Public Library Service requirement. These reports are to be done by the director and are the director’s responsibility.
B. Petty Cash: Sixty dollars in cash is kept on hand at all times in order to make change. These funds are to be used for no other purpose. Monetary donations placed in the donations jar at the front desk are to be used at the director’s discretion for items such as snacks for library programs, etc. These funds are kept separate from the daily cash sheet monies.
C. Fundraising/Donations: The library accepts donations of equipment, furniture, books, videos/DVDs and audio books. Once donated, the items become the property of the library. The director is responsible for how the items are used – whether books and A/V materials are placed on the shelves, used in library book sales or donated to another organization. 
When donations are made: 
1. Ask if the donor wants a tax deduction receipt.

2. The director will sort through the donations to decide what will be cataloged and added to our shelves.

3. Whatever isn’t put on our shelves will be sold in our book sale.

4. At this point, the staff will be able to purchase the book sale items.

We accept monetary donations. The donor may request that monetary donations be used for a particular purpose. The donor is given a receipt, if requested. The donor will receive a thank you note on behalf of the staff and director. If the donor requests that an item be placed in honor or in memory of someone, a card acknowledging this will be sent to the family of the person the item is being placed to honor or memorialize. In the instances that it is necessary, the donations will be publicized through the local newspapers.
The library director’s and staff involvement in the Friends of the Library fundraising efforts, meetings, etc. is at the library director’s and group president’s discretion.
D. Reconsideration of Library Materials: Questions or concerns raised by patrons in regards to the suitability or classification of a particular item should be addressed to the director.  A form will be provided for the patron to voice concerns and to express why they feel the item is unsuitable or improperly classified. The form will be sent to the director for review by the director and library Board. The forms will be kept on file by the director.
E. Emergencies and Disasters: Staff members may call for assistance from the police, fire department, paramedics, etc. These telephone numbers are posted throughout the library for quick reference. Staff members may use their own judgment if the director is not available. The director will be told immediately about such instances when this type of professional help is needed/requested. The director will notify the city administrator when necessary. In the event of weather related emergencies, the director will report to the city administrator and then contact staff members. The director is responsible for submitting incident reports, etc.
F. Program Room Use: The program room is available free of charge for such events as Alcoholics Anonymous meetings, organizational meetings, North Baldwin Literacy Council tutoring sessions, etc. The room is to be reserved in advance to a responsible adult. Those reserving the room are prohibited from charging an attendance fee. The occupancy code limit for the room is 35 people. The room may only be reserved during normal library operating hours. Refreshments may be served, but those responsible for reserving the room are responsible for cleaning up afterwards. The room should be left in the condition in which it was found. No alcohol is allowed in the library except during the annual Friends of the Library Wine and Cheese Soiree. The library equipment, such as television, VCR and slide projector, is available for those reserving the room at no charge with the understanding that the equipment is to be used in the program room only. Groups may store literature, etc., in the program room for future use, but the library is not responsible for it. Any complaints about the program room are to be submitted to the director who will review the situation and may consult the Board about it.
G. Exhibits and Displays: These items are at the director’s discretion. Most exhibits and displays are welcome. They are to be set up and taken down by those wanting to display the information. The library is not responsible for the exhibits or displays. The library staff will place such items as art work on the walls but will not be responsible for the items. Items may be placed by an individual or group. The library director may object if the exhibit/display is unsuitable for a library setting. Exhibits and displays will be placed in the main lobby of the library. Any complaints or concern about an exhibit/display will be handled by the director. A general complaint form will be made available. The complaint will be dealt with by the director who may consult the Board about the situation.

H. Bulletin Boards: A bulletin board is available for the general public to post events, services, etc. The goal is to disseminate information to the patrons. Those eligible to post items on the bulletin board include local, state and federal governments, public and private educational institutions, non-profit organizations, Friends of the Library, other libraries, community organizations and clubs, and individuals. They are also allowed to place literature and fliers at the front desk or on the display tables located near the bulletin board. Those who want items placed on the bulletin board, at the front desk or on a display table should contact either the director or staff. If the information is dated, it will be taken down once the event/date has taken place. Other items that are not dated will be kept for at least three months. Unauthorized items will be taken down if deemed objectionable by the director.  

I. Laptop Computer Policy

Effective (April 20, 2011), patrons with laptops will be required to use them either in the reference area, Children’s Room, Program Room, or at the wooden table upstairs located between the 700s and 800s. 

This change is being made to alleviate the liability issues relating to cords stretched across aisles that can create tripping hazards, and to facilitate the staff’s performance of their various duties that can be interfered with, however unintentionally, by the additional obstacles resulting from our prior practice. Additionally, this new policy will help keep the integrity of the library in place for other patrons who need to peruse the stacks without navigating a sea of laptop users. And it will be of benefit to the laptop users as well, providing them with clear areas of use that take them out of conflict with other patrons and staff in regards to uninterrupted space and enjoyment.

The Program Room is available for laptop users except when it is reserved by other groups. Currently it is reserved on Tuesdays and Thursdays from 3:30 p.m. until 5 p.m. and Fridays from noon until 1 p.m.

II. Customer Service: Staff will provide immediate assistance to       library patrons. They are to greet patrons pleasantly and politely. It is the goal of 
this library to provide the best possible service to our patrons. Regardless of rank, all staff members are required to treat the patrons with respect and try their best to facilitate the patron’s requests. Staff members are expected to dress professionally. Staff members are to limit food and beverages to the back staff office area of the library. No food or beverages are allowed at the front desk. Staff members are required to be cordial to one another, offer help when asked and ask for help when needed. The library’s general conduct rules apply to staff members as well as patrons.
Computer assistance is limited to 15 minutes. Get the patron to the site they need to access and let the patron take it from there. Questions the staff are unable to answer are directed to the director. Staff members should try all avenues to obtain the requested material for the patron, either from another branch, through ILL or by asking the director to order the item. 
A. Services Offered: 
B/W Copies:   $.20

Color Copies: $.75
Printer: $.25

Outgoing/Incoming Fax: $1.00 per page

Replacement Card: $3.00

Max Fines: $5.00
B. Patron Behavior: Patrons must adhere to library rules of conduct. Patrons must be respectful to others – staff members and other patrons. Patrons are to be courteous and polite. Cell phones are prohibited inside the library. No food or beverages are allowed. No concealed weapons of any kind are allowed inside the library. Patrons are not to abuse the library staff or library property. Staff members have the discretion to ask patrons to leave the library for inappropriate behavior. Inappropriate behavior is defined as behavior which interferes with other patrons use and enjoyment of library materials and facilities, and/or other significant or repeated violations of library rules. Staff members may call the police in the event a patron becomes threatening to staff or other patrons through verbal or physical action. Staff members may also ask patrons to leave the library if they emit bodily odor or perfume that interferes with other patrons’ enjoyment of the library. No roller blades, skateboards, sports equipment, bicycles, etc. are allowed inside the library. 
Patron complaints should be addressed by the director. Patrons can fill out a general complaint form. The director will deal with the complaint and may ask the library Board for assistance in the matter.   

Hostile Patrons: Patrons must adhere to library rules of conduct. Given the current social climate and per the advice of the Bay Minette Police Department, if you encounter a patron who is hostile, belligerent, etc., do not confront them, instead call the PD at 2559.
C. Unattended Children: An unattended child is any child age 12 and under who is unaccompanied by an adult (any child under 10 must be accompanied by an adult). Unattended children are to be monitored by the staff. If a group of children come into the library, only one is allowed upstairs at a time and may be accompanied by a staff member when a staff member is not on duty in the children’s room. At any time, staff members may ask an unattended child his/her parent’s/guardian’s name(s) and telephone number where they can be reached. If an unattended child is being disruptive or engaging in harmful behavior, staff members may contact the child’s parent or guardian or ask the child to leave.
If a child cannot find the parent or adult who brought him or her to the library, the staff should page the adult and help the child locate the parent. If the parent has obviously left the premises, the police may be contacted to help in the situation. An unattended child in the library during school hours will be questioned about being in the library while school is in session. A parent may also be contacted to verify if the child is supposed to be at the library. 

Staff members are not permitted to drive unattended children home due to liability issues. If an unattended child is in the library and the library has to be closed due to unexpected circumstances such as inclement weather or a power outage, a staff member must help the child contact a parent/guardian to take the child home. 

When necessary, an unattended child may be given a copy of the library policy regarding unattended children and parents may be asked to keep child at home.

Summer Reading Program: Small children must be accompanied by someone 14 years old or older. A parent, older sibling or babysitter must be responsible for small children at all times. 

No one is allowed to drop a child off for the program unsupervised. 

This does not apply to our library volunteers who are generally middle school age and up. 

Incidents will be evaluated on a case by case instance.
D. Rules of Conduct:

· Everyone is welcome at the library.

· Employees are not expected to take verbal abuse from anyone. Noisy or disruptive behavior is prohibited. Any verbal abuse or threatening gestures whether toward staff or library/computer users will not be tolerated.

· No smoking, tobacco, food and/or drinks are allowed in the library.

· Cell phone use is prohibited inside the library.

· Library users are prohibited from non-public areas.

· All library materials must be checked out before leaving the building.

· Reference materials may not be removed from the library.

· You must have a library card to access computers. Out of town visitors may present a valid driver’s license instead. To access a computer, you must sign in at the circulation desk using your complete name, library card number and sign-in and sign-out times.

· Children under the age of 18 must have a parental authorization sheet for internet access signed by a parent.

· If a child is not in school due to illness, they need to be told to go home in order to avoid infecting others. 

· If a child is suspended from school, they may come in briefly to check out a book. Computer privileges are suspended unless they are accompanied by an adult and doing school related work.

· All children 10 and under must be accompanied by a responsible adult at all times, for all activities including computer use.

· Ten computers are for patron use. The two computers at the front of the computer station are for book searches and computer reservations, respectively. 

· No computer games between the hours of 3 p.m. and 6 p.m. during the school year.
· No computer chat rooms for children under the age of 18. Violators will have their computer privileges suspended.

· Library materials or facilities are not to be used in any manner that could result in damage of those materials or facilities.

· Library materials may not be taken into the restroom.

· Restrooms are to be used for their obvious purposes only.

· All library materials must be checked out before leaving the building.

· Library users must be fully clothed, including shirt and shoes.

· No weapons of any kind are permitted in or around the library.

· Anyone who steals or vandalizes library property may be prosecuted.

· Children under the age of 10 are not permitted upstairs unless accompanied by a responsible adult.

· An unattended child is any child age 16 and under who is unaccompanied by an adult (any child under 10 must be accompanied by an adult). Unattended children are to be monitored by the staff. If a group of children come into the library, only one is allowed upstairs at a time and may be accompanied by a staff member when a staff member is not on duty in the children’s room. At any time, staff members may ask an unattended child his/her parent’s/guardian’s name(s) and telephone number where they can be reached. If an unattended child is being disruptive or engaging in harmful behavior, staff members may contact the child’s parent or guardian or ask the child to leave.
· Safety regulations regarding the use of elevators must be observed.

· No running in the library.

· Any illegal act or conduct in violation of state, federal or local law, ordinance or regulation is not permitted.

· Children 10 years old and younger must be accompanied to the restroom by an adult. 

Failure to abide by these rules may result in suspension of library privileges. Repeated or severe violations may result in revocation of library privileges.
E. Computer Rules:

1. You must have a library card to access computers. Out of town visitors may present a valid driver’s license instead.

2. To access a computer, you must be signed up on our CASSIE reservation system at the front desk. Your first name, middle initial and last name is your user name and your date of birth (mmddyyyy format) is your password. Once you are registered in the system, then you can use the computer of your choice or register on the reservation computer if there is a wait.

3. You must read and check that you agree to abide by the library rules prior to computer use. The CASSIE window will pop up as soon as you log on and you must agree to the rules before you can use the computer.

4. “Blocked due to fines on library card”: the patron will be blocked from checking out materials as well as having computer access if they have a blocked status at our library or at any other library in the system.

5. Children under the age of 18 must have a library card in order to use the patron computers.

6. All children 9 years old and younger must be accompanied by a responsible adult at all times.

7. Only one person per computer. No loitering behind occupied computers. Failure to comply with oral warning against loitering behind occupied computers will result in loss of computer privileges for the day.

8. No pornographic materials should be accessed. Misuse of the computer will result in loss of computer privileges. “It is against library policy to view pornographic sites.” A first offense warrants a six month suspension of computer privileges. A second offense results in a permanent loss of computer privileges.

9. Ten computers are for patron use. The two computers at the front of the computer station are for book searches and computer reservations, respectively.

10. No computer games between the hours of 3 p.m. and 6 p.m. during the school year.

11. No computer chat rooms for children under the age of 18. If caught, computer privileges will be suspended.

12. No smoking, tobacco, food and/or drinks are allowed in the library and especially around the computers.

13. Persons using a computer should engage in minimal conversation using a low voice.

14. Library staff is available for limited assistance with basic start-up procedures. It is not their responsibility to instruct computer or internet usage.

15. Computer usage is restricted to one hour per session.

16. Patrons may not use personal software or alter or attach equipment to the library’s hardware.

17. Patrons are not to insert disks into the library computers.

18. A charge of $.25 per page printed will be charged. Patron will be required to pay prior to printing since we have implemented CASSIE.

19. Computers will be shut off 10 minutes prior to closing time.

Failure to abide by these rules may result in suspension of library privileges. Repeated or severe violations may result in revocation of library privileges.

Amended October 30, 2013
III. Circulation

A. Library Cards for Residents: The library requires individuals to present a valid driver’s license as identification. Children under the age of 16 must have parents sign a permission form to allow us to issue a card to their child. The permission form must include a valid driver’s license number, address and telephone number. If someone does not have a driver’s license, some other document such as a utility bill may be presented to provide proof of address.  A teacher or other responsible adult may present verification of address, etc. for a group of students he/she is bringing to the library to obtain library cards. When a library card is issued, an application card is kept on file. The information on the card is kept private and confidential. Library staff members are not permitted to give out library card information to anyone other than the applicant. Library cards are issued for three years and are renewed at the patron’s request or when staff members see that the card will soon expire. Library card holders from throughout the county can check out materials from any other county branch. Patrons who come to the library on a regular basis do not have to present their library cards. Lost library cards will be replaced for a $3 fee. 

New patrons are limited to three items the first time they use their card. This is to help establish a routine of checking items in and out in a timely manner as well as ensuring that they are responsible card holders.
B. Library Cards for Non-residents: There is no fee for a non-resident library card. The same identification requirements apply to non-residents. Non-resident card holders must abide by the same rules as regular card holders.
C. Loan Periods, Loan Limits and Renewals: Patrons have a two-week loan period for books and audio/visual materials. There is a 10 item limit. Only three videos/DVDs/cassettes or CDs may be checked out at one time with a total of six checked out per family. Library staff may override the loan period at their discretion. Library staff may also place blocks on patron accounts if the borrower is not responsible for returning books and A/V materials during the specified loan period or if they have unpaid fines. Items may be renewed online via the library website. Items may be renewed even if there is a late fee. If a patron wants to renew a particular item and there is a hold on it, patrons are encouraged to return the item as soon as possible to ensure that everyone has an opportunity to check it out.
D. Reserves: Staff members may override the system to check out items that are on the reserve shelves at their discretion. When these items are loaned, the staff member needs to verify with the patron that all the information in their record is correct, especially telephone number and mailing address. Certain items such as ACT and SAT study guides may be checked out if the patron leaves a deposit equal to the value of the item.
E. Claims Returned or Claims Never Checked Out: If a patron claims that an item has been returned or they never had it, staff members must tell the patron that the situation will be corrected. The staff member must check the shelves for the item. If the item is not found, it is to be marked as missing or lost and taken off the patron’s account. In cases when the item is found and returned it will be placed back into the cataloging system. If the item is found, no late fees are due from the patron. With the Library.Solution circulation upgrade to LS2 Circ, a record of “claims returned” or “claims never checked out” will be kept on the patron’s account in case there is a pattern of behavior for the patron to make such claims. This record will give us proof to charge them on a second occurance.
F. Lost or Damaged Materials: If an item is lost or damaged by a patron, a replacement fee may be charged. The patron is asked to pay the list price for the book which can be found in the library’s cataloging database or online via Baker and Taylor. A receipt may be given to the patron if one is requested. A full refund will be given if the patron finds the lost item and returns it to the library.
G. Fines and Fees: If the library is closed, no fines will accrue for that  

       day. Overdue fines are the same for all items, 10 cents per day (after two                         

       days past overdue date) with a maximum fine of $5. Staff may waive fines at   

       their discretion. 
J. Blocked Status: Patrons or immediate family members of patrons with blocked status are not allowed to check out library materials until either overdue materials are returned or the fine paid.
J. Borrowing Materials by Staff: All library staff members     
        should be issued a library card. Staff members may issue themselves a card.    

        Staff members are subject to the same guidelines as regular library patrons.
K.  Interlibrary Loan: The library can also get books from other libraries in the state and throughout the nation. Library patrons will not be charged a fee for this service. ILL is available only to our adult patrons and is limited to 10 items. The items are on loan for a two-week period. The front desk supervisor is responsible for ILL. Patrons are charged an overdue fine if an item is late in being returned. If ILL materials are lost, the patron is responsible for replacing the item. If an item is damaged, the patron may be subject to paying a fee.
L.   Previews and Ordering: The library does not accept   previews from book companies or any other company offering library materials. We do not order books for individuals to purchase except for those participating in library sponsored book clubs.
M. Library Tours: A tour is a guided presentation of a library facility or department by a staff member or the director given to two or more people. A tour can be a general introduction to a building or department, an architectural walk-through, or an introduction to special collections or information services. Tour groups may include adults, young adults or children.
Depending on the type of tour, the director or staff member presenting the tour is responsible for scheduling it. Tours are offered only during hours of operation.
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