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1.2 STATEMENT OF ORIGIN 

Barry-Lawrence Regional Cooperative Libraries was initially established on July 13, 1954 when 

the library boards of Barry and Lawrence Counties jointly agreed to join in providing library 

service to the counties.  The Monett Library merged with the cooperating county system in 

August 1961.  Monett, being centrally located between the two counties, became the chosen site 

for regional administration.  In 1973, the library district became the first two-county consolidated 

library district in the state of Missouri under RSA 182.610.  The consolidated public library 

district is supported by a tax levy from Barry and Lawrence counties, Missouri state aid and 

miscellaneous service income. 

1.3 STATEMENT OF AUTHORITY—TRUSTEE BYLAWS 

The trustee bylaws (see Section 2) outline the rules and regulations of the Barry-Lawrence 

Regional Library Board of Trustees as defined in part by the provision of Chapter 182.640 

paragraph 8 of the Laws of the State of Missouri which state:  “The board shall make and adopt 

bylaws, rules and regulations governing the proceedings of the board, including bylaws 

prescribing the duties of each officer of the board of trustees.” 

1.4 STATEMENT OF AUTHORITY—POLICIES OF GOVERNMENT 

These policies of government contain the rules, regulations, and procedures of the Barry-

Lawrence Regional Library System.  The rules are governed in part by the provision of Chapter 

182:640 paragraph 10 of the Laws of the State of Missouri which state:  “The board of trustees of 

a consolidated public library district shall adopt policies for the government of the consolidated 

public library district that will carry out the spirit and intent of section 182:610 to 182:670…” 
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1.5 GENERAL OBJECTIVES 

 To provide all individuals and groups with an organized collection of books and related

educational and recreational materials; to give guidance in their use; to help people in the

search for greater understanding, reliable information and pure intellectual enjoyment; and to

encourage continuous self-education in order to advance an enlightened citizenship and to

enrich personal lives.

 To provide a place where people may find original, unorthodox, or critical ideas necessary to

a society that depends for its survival on free competition among ideas.

 To present programs, book talks, exhibits, movies, story hours, summer reading programs,

activities, and cultural events for customers of all ages.

 To cooperate with schools and other public libraries whenever possible.

 To cooperate with groups and agencies in the community in providing stimulating

educational and cultural activities.

 To provide free library service to residents of Barry and Lawrence counties and serve the

communities as a center of reliable information.

 To support the Library Bill of Rights, Freedom to Read Statement, and Freedom to View

Statement.

See: 

1.5A Library Bill of Rights 

1.5B Freedom to Read Statement 

1.5C Freedom to View Statement 
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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 services.  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 19, 1939, by the ALA Council.   

Amended October 14, 1944; June 18, 1948; February 2, 1961; June 27, 1967; and 

January 23, 1980; inclusion of “age” reaffirmed January 23, 1996. 
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THE FREEDOM TO READ 

The freedom to read is essential to our democracy. It is continuously under attack. Private groups and 
public authorities in various parts of the country are working to remove or limit access to reading 
materials, to censor content in schools, to label “controversial” views, to distribute lists of “objectionable” 
books or authors, and to purge libraries. These actions apparently rise from a view that our national 
tradition of free expression is no longer valid; that censorship and suppression are needed to counter 
threats to safety or national security, as well as to avoid the subversion of politics and the corruption of 
morals. We, as individuals devoted to reading and as librarians and publishers responsible for 
disseminating ideas, wish to assert the public interest in the preservation of the freedom to read. 

Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the ordinary 
individual, by exercising critical judgment, will select the good and reject the bad.  We trust Americans to 
recognize propaganda and misinformation, and to make their own decisions about what they read and 
believe. We do not believe they are prepared to sacrifice their heritage of a free press in order to be 
“protected” against what others think may be bad for them. We believe they still favor free enterprise in 
ideas and expression. 

These efforts at suppression are related to a larger pattern of pressures being brought against education, 
the press, art and images, films, broadcast media, and the Internet. The problem is not only one of actual 
censorship. The shadow of fear cast by these pressures leads, we suspect, to an even larger voluntary 
curtailment of expression by those who seek to avoid controversy or unwelcome scrutiny by government 
officials. 

Such pressure toward conformity is perhaps natural to a time of accelerated change.  And yet suppression 
is never more dangerous than in such a time of social tension. Freedom has given the United States the 
elasticity to endure strain. Freedom keeps open the path of novel and creative solutions, and enables 
change to come by choice. Every silencing of a heresy, every enforcement of an orthodoxy, diminishes 
the toughness and resilience of our society and leaves it the less able to deal with controversy and 
difference. 

Now as always in our history, reading is among our greatest freedoms. The freedom to read and write is 
almost the only means for making generally available ideas or manners of expression that can initially 
command only a small audience. The written word is the natural medium for the new idea and the untried 
voice from which come the original contributions to social growth. It is essential to the extended 
discussion that serious thought requires, and to the accumulation of knowledge and ideas into organized 
collections. 

We believe that free communication is essential to the preservation of a free society and a creative culture. 
We believe that these pressures toward conformity present the danger of limiting the range and variety of 
inquiry and expression on which our democracy and our culture depend. We believe that every American 
community must jealously guard the freedom to publish and to circulate, in order to preserve its own 
freedom to read. We believe that publishers and librarians have a profound responsibility to give validity 
to that freedom to read by making it possible for the readers to choose freely from a variety of offerings. 
The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand firm on 
these constitutional guarantees of essential rights and will exercise the responsibilities that accompany 
these rights. 
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We therefore affirm these propositions: 

1. It is in the public interest for publishers and librarians to make available the widest diversity of views
and expressions, including those that are unorthodox, unpopular, or considered dangerous by the
majority.

Creative thought is by definition new, and what is new is different. The bearer of every new thought is
a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain themselves in
power by the ruthless suppression of any concept that challenges the established orthodoxy. The
power of a democratic system to adapt to change is vastly strengthened by the freedom of its citizens
to choose widely from among conflicting opinions offered freely to them. To stifle every
nonconformist idea at birth would mark the end of the democratic process. Furthermore, only through
the constant activity of weighing and selecting can the democratic mind attain the strength demanded
by times like these. We need to know not only what we believe but why we believe it.

2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they make
available. It would conflict with the public interest for them to establish their own political, moral, or
aesthetic views as a standard for determining what should be published or circulated.

Publishers and librarians serve the educational process by helping to make available knowledge and
ideas required for the growth of the mind and the increase of learning. They do not foster education by
imposing as mentors the patterns of their own thought. The people should have the freedom to read
and consider a broader range of ideas than those that may be held by any single librarian or publisher
or government or church. It is wrong that what one can read should be confined to what another thinks
proper.

3. It is contrary to the public interest for publishers or librarians to bar access to writings on the basis of
the personal history or political affiliations of the author.

No art or literature can flourish if it is to be measured by the political views or private lives of its
creators. No society of free people can flourish that draws up lists of writers to whom it will not listen,
whatever they may have to say.

4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the
reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve artistic
expression.

To some, much of modern expression is shocking. But is not much of life itself shocking? We cut off
literature at the source if we prevent writers from dealing with the stuff of life. Parents and teachers
have a responsibility to prepare the young to meet the diversity of experiences in life to which they
will be exposed, as they have a responsibility to help them learn to think critically for themselves.
These are affirmative responsibilities, not to be discharged simply by preventing them from reading
works for which they are not yet prepared. In these matters values differ, and values cannot be
legislated; nor can machinery be devised that will suit the demands of one group without limiting the
freedom of others.



3

5. It is not in the public interest to force a reader to accept the prejudgment of a label characterizing any
expression or its author as subversive or dangerous.

The ideal of labeling presupposes the existence of individuals or groups with wisdom to determine by
authority what is good or bad for others. It presupposes that individuals must be directed in making up
their minds about the ideas they examine. But Americans do not need others to do their thinking for
them.

6. It is the responsibility of publishers and librarians, as guardians of the people’s freedom to read, to
contest encroachments upon that freedom by individuals or groups seeking to impose their own
standards or tastes upon the community at large; and by the government whenever it seeks to reduce
or deny public access to public information.

It is inevitable in the give and take of the democratic process that the political, the moral, or the
aesthetic concepts of an individual or group will occasionally collide with those of another individual
or group. In a free society individuals are free to determine for themselves what they wish to read, and
each group is free to determine what it will recommend to its freely associated members. But no group
has the right to take the law into its own hands, and to impose its own concept of politics or morality
upon other members of a democratic society. Freedom is no freedom if it is accorded only to the
accepted and the inoffensive. Further, democratic societies are more safe, free, and creative when the
free flow of public information is not restricted by governmental prerogative or self-censorship.

7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by
providing books that enrich the quality and diversity of thought and expression. By the exercise of this
affirmative responsibility, they can demonstrate that the answer to a “bad” book is a good one, the
answer to a “bad” idea is a good one.

The freedom to read is of little consequence when the reader cannot obtain matter fit for that reader’s
purpose. What is needed is not only the absence of restraint, but the positive provision of opportunity
for the people to read the best that has been thought and said. Books are the major channel by which
the intellectual inheritance is handed down, and the principal means of its testing and growth. The
defense of the freedom to read requires of all publishers and librarians the utmost of their faculties,
and deserves of all Americans the fullest of their support.

We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for 
the value of the written word. We do so because we believe that it is possessed of enormous variety and 
usefulness, worthy of cherishing and keeping free. We realize that the application of these propositions 
may mean the dissemination of ideas and manners of expression that are repugnant to many persons. We 
do not state these propositions in the comfortable belief that what people read is unimportant. We believe 
rather that what people read is deeply important; that ideas can be dangerous; but that the suppression of 
ideas is fatal to a democratic society. Freedom itself is a dangerous way of life, but it is ours. 
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This statement was originally issued in May of 1953 by the Westchester Conference of the American 
Library Association and the American Book Publishers Council, which in 1970 consolidated with the 
American Educational Publishers Institute to become the Association of American Publishers. 

Adopted June 25, 1953; revised January 28, 1972, January 16, 1991, July 12, 2000, June 30, 2004, by the 
ALA Council and the AAP Freedom to Read Committee. 

A Joint Statement by: 

American Library Association 
Association of American Publishers 

Subsequently endorsed by: 

American Booksellers Foundation for Free Expression 
The Association of American University Presses, Inc. 
The Children’s Book Council 
Freedom to Read Foundation 
National Association of College Stores 
National Coalition Against Censorship 
National Council of Teachers of English 
The Thomas Jefferson Center for the Protection of Free Expression 
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BARRY-LAWRENCE REGIONAL LIBRARY 

FREEDOM TO VIEW STATEMENT 

The Freedom to View, along with the freedom to speak, to hear, and to read, is protected by the 

First Amendment to the Constitution of the United States.  In a free society, there is no place for 

censorship of any medium of expression.  Therefore these principles are affirmed: 

1. To provide the broadest access to film, video, and other audiovisual materials because they

are a means for the communication of ideas.  Liberty of circulation is essential to insure the

constitutional guarantees of freedom of expression.

2. To protect the confidentiality of all individuals and institutions using film, video, and other

audiovisual materials.

3. To provide film, video, and other audiovisual materials which represent a diversity of views

and expression.  Selection of a work does not constitute or imply agreement with or approval

of the content.

4. To provide a diversity of viewpoints without the constraint of labeling or prejudging film,

video, or other audiovisual materials on the basis of moral, religious, or political beliefs of

the producer or filmmaker or on the basis of controversial content.

5. To contest vigorously, by all lawful means, every encroachment upon the public’s free to

view.

This statement was originally drafted by the Freedom to View Committee of the American Film and Video 

Association (formerly the Educational Film Library Association) and was adopted by the AFVA Board of Directors 

in February 1979.  This statement was updated and approved by the AFVA Board of Directors in 1989. 

Policies and Procedures—Section 1.5 General Objectives—1.5C 
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1.6 SERVICES OF THE LIBRARY 

The Barry-Lawrence Regional Library system provides books and materials for information, 

entertainment, intellectual development, and enrichment of the people served.  

The library system endeavors to: 

 Select, organize, and make available necessary books and materials

 Provide guidance and assistance to users and borrowers

 Initiate programs, exhibits, activities, etc. for all ages

 Cooperate with other community agencies and organizations

 Secure information beyond its own resources when requested

 Lend to other libraries upon request

 Maintain a balance in its services to various age groups

 Cooperate with, but not perform the functions of, schools or other institutional libraries

 Provide service during hours which best meet the needs of the communities

 Provide service outlets located at points of maximum interest and use

 Periodically review library service being offered
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SECTION 3—ADMINISTRATIVE 

3.1 BUDGET AND FINANCES 

The library director is responsible for preparation of the annual budget for the fiscal year, which 

shall be July first (1st) through June thirtieth (30th).  The proposed budget shall be submitted to 

the board of trustees at the June meeting. 

The board of trustees shall approve the budget on or before June thirtieth (30th) preceding the 

fiscal year for which the budget was prepared.  (RSA 182.645) 

The annual budget is a line item budget and includes the proposed income and all proposed 

expenses necessary to operate the two county consolidated library district. 

The board of trustees, pursuant to GASB (Governmental Accounting Standards Board) #54, 

reserves the right to use restricted balances first, followed by committed and the assigned 

resources, as appropriate opportunities arise.  The Board also reserves the right to selectively 

spend unassigned resources first to defer the use of these other classified funds.  Hierarchy of 

fund presentation will be as follows: 

 Non-spendable—Items that are not readily convertible into cash such as prepaid amounts.

 Restricted—Amounts set aside by law or by contract for a specific activity, for example a

debt covenant where the Library Board is required to set aside enough money to make final

debt payments.

 Committed—Amounts intended for a specific purposes, based on formal action of the

Library Board.

 Assigned—Amounts intended for a specific purpose, but the Library Board has not taken

formal action on them.  The Library Board gives the responsibility for assigning amounts to

the Library Director, as the chief financial officer.

 Unassigned—Left over balances that can be used for any purpose.

A public hearing on the proposed current year property tax levy will be held in August for the 

purpose of setting the tax levy for the coming fiscal year.  The date, place, and starting time of 

the meeting is to be published by legal notice in at least one legal newspaper or posted in all 

library branches of the system. 

A copy of the approved budget and property tax levy shall be filed with each county commission 

or county executive office of the counties comprising the consolidated public library district, and 

with the Missouri State Auditor immediately after the tax levy hearing. (RSA 182.645) 

The Board of Trustees will adopt a Corporate Authorization Resolution at the annual budget 

meeting authorizing the Library Director and the elected executive officers of the board to open 

deposits, authorize payment of funds, sign checks, endorse checks, and invest monies on behalf 

of the library district. 
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3.2 INVESTMENTS 

Statement of Purpose 

It is the policy of the Barry-Lawrence Regional Library to invest its funds in a manner that will 

provide the highest investment return with the maximum security, while meeting the daily cash 

flow needs and complying with all state statutes governing the investment of public funds. 

Scope of Policy 

This investment policy applies to all financial assets of Barry-Lawrence Regional Library.  These 

assets are accounted for in the various funds of Barry-Lawrence Regional Library and include 

the general fund, capital project funds, endowment, and any new fund established by Barry-

Lawrence Regional Library. 

Investment Objectives, in Priority Order 

 Safety—Safety of principal is the foremost objective of the investment program.

 Liquidity—The investment portfolio shall remain sufficiently liquid to meet all operating

requirements that may be reasonable anticipated.

 Return of Investment—The investment portfolio shall be designed with the objective of

obtaining a rate of return throughout the budgetary and economic cycles, taking into account

the investment risk constraints and the cash flow from characteristics off the portfolio.

 Diversification—The investment will be diversified by security type to minimize any

potential investment loss.

Delegation of Authority to Make Investments 

Authority to manage the investment program is derived from Section 182.630 of Missouri 

revised Statutes.  Management responsibility for the investment program is hereby delegated to 

Barry-Lawrence Regional Library Director or Board of Trustee Officers listed on the current 

Corporate Authorization Resolution. 

Authorized Investment Instruments 

Barry-Lawrence Regional Library funds shall be invested only in the manger permitted with 

provisions of Missouri Statutes, and may include any of the following: 

 Bonds, securities  and other obligations of the United States or an agency or instrumentality

of the United States
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SECTION 3.2 INVESTMENTS—Continued, pg. 2 

 Certificates of deposit, savings accounts, deposit accounts, or depository receipts of a

financial institution provided that the financial institution is eligible to be a depository of

funds belonging to the State under a law or rule of the State of Missouri or the United States.

To the extent possible, Barry-Lawrence Regional Library will attempt to match its investments 

with anticipated cash flow requirements.  Unless matched to a specific cash flow, the Library 

will not directly invest in securities having a maturity date of more than one (1) year from the 

date of purchase. 

Barry-Lawrence Regional Library will require all deposits in excess of the federally insured 

amount to be collateralized to the extent of One Hundred (100%) and evidenced by an approved 

written agreement with collateralization by a third party acting as an agent of the Library. 

Safekeeping and Custody 

All security transactions, including collateral for repurchase agreements and financial institution 

deposits, entered into by Barry-Lawrence Regional Library shall be on a cash (or delivery vs. 

payment) basis.  Securities may be held by a third party custodian designated by the Library 

Director and evidenced by safekeeping receipts as determined by the Library Director ( or 

designee of the Library Director). 

Statement of Ethics 

The Library Trustees and library Director shall refrain from personal business activity that could 

conflict with the proper execution and management of library investments, or that could impair 

the ability to make impartial investment decisions. 

Investment Activity Report 

Barry-Lawrence Regional Library Director shall provide a written monthly report to the Library 

Board concerning the investment of the library funds. 
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SECTION 3.3 PURCHASING 

Only the Library Director and/or another agent designated by the Board of Trustees may commit 

the library to purchases.  With a few exceptions and for purchases requiring action to secure the 

immediate safety of the staff and public, all purchases require advance planning.  The Library 

Director and/or designated agent will work to ensure the most economical purchase of required 

items to obtain the greatest value for every tax dollar expended. 

3.31 Insurance Coverage 

Types of coverage purchased include: 

 Public Officials Liability Bond

 Employee Dishonesty

 Surety Bond

 Workmen’s Compensation

 Building Contents

 General Liability

 Automobile

 Health

 Dental

 Vision

 Life (paid by Employee)

Insurance policies renew annually and may be bid as needed.  The Library Director will review 

annual premiums to determine if bidding is necessary.  If determined that the insurance policy 

needs to be rebid the Library Director will compile the requirements and make public notice of 

such bid in a least one newspaper in both Barry and Lawrence Counties.  After the bids are 

received, they will be opened and reviewed at the next regularly scheduled board meeting.  The 

Board of Trustees will review and approve the bid based on the maximum amount of coverage 

for the lowest bid. 

Insurance policies are reviewed annually to determine that coverage includes any and all possible 

losses. 

3.32 Professional Services 

Professional services include but are not limited to: 

 Architect Fees

 Attorney Fees

 Auditor Fees

 Computer Maintenance

 Contracted Maintenance Services

Above mentioned services are ongoing and will require an informal bid process in the event of 

any change in current status. 

Informal bids will be obtained by the Library Director and presented to the Board of Trustees at 

the next regularly scheduled meeting for review and approval. 
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SECTION 3.3 PURCHASING—Continued, pg. 2 

3.33 Library Materials 

Books and other library materials will be purchased through established book jobbers and 

publishers offering the best discount and availability under guidelines outlined in the Materials 

Selection Policy (see Section 5—Collection Development, 5.2 Materials Selection). 

3.34 General Purchases and Maintenance Repairs 

Whenever possible, purchase of goods and services from local vendors in the two county region 

is strongly encouraged. 

Purchase of goods available through an exclusive state contract is encouraged where quantities 

are useable by the library. 

Sole-source purchases may occur when there is no substantial equivalent, or when the goods or 

services is available from only one source and is deemed necessary to the library district. 

The following schedule applies to maintenance repairs and purchases of supplies, equipment, 

furnishings, and goods. 

 Any repair or purchase up to $3,000 is at the discretion of the Library Director and requires

no formal bids or quotes, although comparison shopping is encouraged.  The Library

Director will notify the Board of Trustees of any such expenditure at their next regularly

scheduled meeting.

 Any repair or purchase from $3,000 to $10,000 generally requires quotes be solicited from at

least three sources.  At their next regularly scheduled board meeting, the Board of Trustees

will review all solicited quotes and approve the one that best meets the needs of the library

district.

 Any repair or purchase over $10,000 requires a formal solicitation of written bids.  The

library Director will compile the requirements and make public notice of such in at least one

newspaper in both Barry and Lawrence Counties.  After the bids are received, they will be

opened and reviewed at the next regularly scheduled board meeting.  The Board of Trustees

will review and approve the bid based on the published requirements that best meets the

needs of the library district.  A written, itemized, signed contract is required.
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SECTION 3.3 PURCHASING—Continued, pg. 3 

3.35 Public Works 

The following schedule applies to public works projects involving services, labor, or 

construction.  Prevailing wage regulations apply to all public works projects. 

 Any public works project up to $3,000 is at the discretion of the Library Director and

requires no formal bids or quotes, although comparison shopping is encouraged.  The Library

Director will notify the Board of Trustees of any such expenditure at their next regularly

scheduled meeting.

 Any public works project from $3,000 to $10,000 generally requires quotes be solicited from

at least three sources.  At their next regularly scheduled board meeting, the Board of Trustees

will review all solicited quotes and approve the one that best meets the needs of the library

district.

 Any public works project over $10,000 requires a formal solicitation of written bids.  The

Library Director will compile the requirements and make public notice of such in at least one

newspaper in both Barry and Lawrence counties.  After the bids are received, they will be

opened and reviewed at the next regularly scheduled board meeting.  The Board of Trustees

will review and approve the bid based on the published requirements that best meets the

needs of the library district.  A written, itemized, signed contract is required.

3.36 Emergency Situations 

Emergencies where immediate action is required such as an accident or other unforeseen 

occurrence; a situation in which public buildings, property, or customers are at risk; or a situation 

where repairs to equipment affects the ability of the library district to deliver services; is not 

subject to bid. 

The Library Director will assess the emergency situation and notify the Board of Trustees’ 

President of the immediate action that is needed.   If the Board President is unavailable, two 

other board members must be contacted.  If repairs or replacement exceed $3,000, Board of 

Trustees’ authorization must be obtained through either e-mail ballot or telephone poll of all 

board members. 

A record of such authorization must be kept on file in the Board of Trustees’ book of minutes. 

Revision approved by the Library Board of Trustees 06/27/2013 
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SECTION 2—BOARD OF TRUSTEES BYLAWS 

The following bylaws are adopted for the Trustees of the Barry-Lawrence Regional Library 

System, in accordance with Missouri Revised Statutes, Chapter 182:640. 

ARTICLE I:  NAME 

This organization shall be called the Board of Trustees of the Barry-Lawrence Regional Library 

System existing by virtue of the provisions of Chapter 182:640 of the Laws of the State of 

Missouri, and exercising the powers and authority and assuming the responsibilities delegated to 

it under the said statute. 

ARTICLE II:  MEMBERSHIP 

SECTION 1.  The Board of Trustees shall be composed of eight members.  Four members shall 

be residents of Barry County and four members shall be residents of Lawrence County.  

Members from each county shall be appointed by the Lawrence and Barry County Commissions 

respectively.  No appointed trustee may be an elected official. 

SECTION 2.  Members shall be appointed for a four-year term beginning the first day of July.  

Upon expiration of a trustee's term or if a vacancy occurs on the board, the respective county 

commission may reappoint the trustee for a four-year term or fill the vacancy with a 

representative of their respective county.  The Board of Trustees may suggest nominations, 

and/or the county commissions may seek other nominations to select members for appointment. 

SECTION 3.  Vacancies in the board occasioned by removal, resignations, or otherwise shall be 

reported to the county commission and shall be filled in like manner as original appointments; 

except that, if the vacancy occurs during an unexpired term, the appointment shall be for only the 

unexpired portion of that term. 

SECTION 4.  Trustees are expected to attend all board meetings.  Any member of the board of 

trustees who fails to attend, without good cause, six consecutive board meetings in a fiscal year 

may be removed by resolution of the board of trustees, duly acted upon, after specification of 

charge and hearing. 

ARTICLE III:  OFFICERS 

SECTION 1.  The officers shall be a president, a vice president, and a secretary/treasurer, elected 

from among the appointed trustees at the annual board meeting in June.  All officers of the board 

shall serve at the pleasure of the board, and shall not receive any salary, gratuity or other 

compensation. 
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SECTION 2—BOARD OF TRUSTEES BYLAWS—Continued, pg. 2 

SECTION 2.  Officers shall serve a term of one year from the annual meeting at which they are 

elected and until their successors are duly elected.  Officers shall serve no more than two 

consecutive terms (REMOVE THIS SENTENCE).  Any vacancy which occurs between annual 

meetings shall be filled at the next regular board meeting. 

SECTION 3.  A nominating committee shall be appointed by the president one month prior to 

the annual meeting who will present a slate of officers at the annual meeting.  Additional 

nominations may be made from the floor. 

SECTION 4.  The president shall preside at all meetings of the board, authorize calls for any 

special meetings, appoint all committees, execute all documents authorized by the board, serve 

as an ex-officio voting member of all committees, and generally perform all duties associated 

with that office. 

SECTION 5.  The vice president, in the event of the absence or disability of the president, or of a 

vacancy in that office, shall assume and perform the duties and functions of the president. 

SECTION 6.  The secretary/treasurer performs such duties as are generally associated with that 

office.   He/she may select a recording secretary who shall keep a true and accurate account of all 

proceedings. 

ARTICLE IV:  MEETINGS 

SECTION 1.  The regular meeting shall be held each month, the date and hour to be set by the 

board at its annual meeting, which will be held in June.  The board shall not be required to meet 

more than ten times in any calendar year. 

SECTION 2.  The order of business for regular meetings shall include, but not be limited to, the 

following items: 

a) Call to order

b) Roll Call

c) Public presentation to, or discussion with, the board

d) Disposition of minutes of previous regular meeting and any intervening special meeting

e) Financial report of the library

f) Progress and service report of director

g) Committee reports

h) Communications

i) Unfinished business

j) New business

k) Closed session, if requested by the board president or director

l) Adjournment
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SECTION 3.  Special meetings may be called by the president, or at the written request of two 

members, place to be designated, for the transaction of business stated in the call for the meeting. 

SECTION 4.  The time, date, place, and tentative agenda for each meeting of the board shall be 

posted a minimum of one working day prior to the meeting date.  In accordance with the 

provisions of Chapter 610.011 of the laws of the state of Missouri, all meetings of this public 

governmental body shall be open to the public. 

SECTION 5.  A quorum for the transaction of business at any meeting shall consist of five 

members of the board present in person. 

SECTION 6.  Conduct of meetings:  Proceedings of all meetings shall be governed by Canon’s 

Rules of Order. 

SECTION 7.  Closed session may be requested by the board president or director for the 

purposes outlined in Missouri Revised Statutes, Chapter 610.022.  Notice of a closed session and 

the purpose shall be posted at the meeting place at least 24 hours in advance. 

ARTICLE V:  LIBRARY DIRECTOR AND STAFF 

The board shall appoint a duly qualified Masters in Library Science graduate librarian as library 

director.  He/she shall be the executive and administrative officer of the consolidated public 

library district on behalf of the board and under its review and direction. The library director is 

charged with the following duties: 

a) Carrying out the policies adopted by the board

b) Reporting regularly on progress and plans

c) Specifying the duties of all employees

d) Responsible for the proper direction and supervision of the staff

e) Responsible for hiring and firing of all staff

f) Responsible for the care and maintenance of all library property

g) Responsible for the adequate and proper selection of books and library materials in

accordance with the collection development policy and within the limits of the library

budget

h) Responsible for maintenance of all library collections

i) Responsible for preparation of the financial budget for the library district in conjunction

with the board of trustees

j) Keeping financial records and accounts according to generally accepted accounting

standards and reports to the board monthly

k) Responsible for grant writing, when appropriate

l) Responsible for the management and investment of library district funds
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m) Responsible for the efficiency of library service to the public and for the financial

operation of the library district within the limitations of the annual budgeted

appropriation.

n) Responsible for planning, implementing, and upgrading all technology for the library

district.

Director Serves as Financial Officer:   

The library director shall attend all board meetings.  The library director shall serve as chief 

financial officer without additional compensation, shall prepare and present complete financial 

status reports for monthly approval of the board, showing the amounts budgeted and the amounts 

spent to date.  The library director shall prepare and present an annual budget for the 

forthcoming fiscal year.  A copy of the approved budged shall be filed with each county 

commission.  The library director shall be the disbursing officer, sign all checks and perform 

such duties as required by the office.   

Annual Reporting Procedures: 

The library director shall give a full financial report, stating the condition of the library and its 

services, as of the thirtieth day of June of the preceding fiscal year.  An independent audit shall 

be approved by the board of trustees and must be submitted by the thirty-first (31st) day of 

October to each county commission and by the thirty-first (31st) day of December to the state 

auditor and the Missouri State Library. 

Bonding:   
The library director shall be bonded with a corporate surety bond in such amount as may be fixed 

by resolution of the board.   A copy of such bond shall be filed with the clerk for each county 

included within the consolidated public library district.   In the absence of the library director 

(chief financial officer), his/her duties shall be performed by two officers of the board. 

Corporate Resolution:    

A corporate authorization resolution shall be passed when officers are elected at the annual 

meeting.  This resolution determines who has the authority to act on financial matters for the 

library district, in the absence of the library director (chief financial officer). 

ARTICLE VI:  COMMITTEES 

SECTION 1.  The president shall appoint committees of two or more members each for such 

specific purposes as the business of the board may require from time to time.  The committee 

shall be considered to be discharged upon the completion of the purpose for which it was 

appointed and after the final report is made to the board. 
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SECTION 2.  All committees shall make a progress report to the library board at each board 

meeting. 

ARTICLE VII:  TRUSTEE DUTIES AND RESPONSIBILITIES 

1. Employ a competent and duly qualified graduate library director as the chief executive and

administrative officer.

2. Determine and adopt written policies to govern the operation and program of the

consolidated public library district.

3. Show concern both collectively and individually with results rather than methods, and hold

the library director responsible for attaining the desired results.

4. Secure adequate funds to carry on the library district's program.

5. Review and approve the annual operating budget after making any changes that it deems

necessary.  The budget shall be approved on or before June 30th preceding the fiscal year for

which the budget was prepared.

6. Receive and accept gifts, endowments, or bequests to the library district.

7. Actively participate in the legislative process to promote change that will benefit the library

district and users.

8. Be familiar with what constitutes good library service.  Trustees are encouraged to attend

regional and state library meetings, workshops, and to visit other libraries.  Within the limits

of the budget, trustees may be reimbursed for registration fees, reasonable mileage, and

overnight accommodations for such sessions.

9. Attend all board meetings and see that accurate records are kept on file at the regional office.

10. Trustees should not seek or expect special privileges with regard to library services; nor

profit in any way personally by any policy or activity of the board.

11. No person shall be employed by the library board or the library director who is related within

the third degree by blood or by marriage to any trustee of the board.

12. No trustee shall receive any fee, salary, gratuity or other compensation for acting as such;

except that he/she may be reimbursed for actual and necessary expenses incurred in the

performance of their duties.  Mileage expenses at a set rate per mile will be reimbursed to

trustees for attendance at board meetings at the start of the fiscal year.
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13. Show support for library programs and the library staff in all contact with the public by

reporting immediately and directly to the library director any criticisms of library services or

library staff.

14. Board members shall refer all questions, comments, or complaints concerning personnel

matters to the director.

15. Board members shall not make individual decisions or take action on library matters that

would negatively influence the public towards the library system.

16. Board members should at all times promote a positive public image with regard to the library

system.

17. Action may be taken to remove a board member by a majority vote for violation of stated

trustee bylaws.

ARTICLE VIII:   CODE OF ETHICS RESOLUTION 

SECTION 1.  Library board members must pass and sign a Code of Ethics conflict of interest 

ordinance every two years. 

SECTION 2.  A certified copy of the ordinance must be submitted to the Missouri Ethics 

Commission no later than September 15th. 

ARTICLE IV:   LIABILITY INSURANCE COVERAGE 

SECTION 1.   Directors and Officers liability insurance coverage is carried by the library district 

to protect board members against personal liability.    

ARTICLE X:  GENERAL 

SECTION 1. An affirmative vote of the majority of all members of the board present at the 

time shall be necessary to approve any action before the board.  The president may vote upon 

and may move or second a proposal before the board. 

SECTION 2. Proposed amendments shall be included on the agenda for the next regularly 

scheduled board meeting.   Proposed amendments require two readings and a majority vote of 

the board to pass. 
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Adopted by the Barry-Lawrence Regional Library Board of Trustees, March 21, 1996 

Amended and Approved by Barry-Lawrence Regional Library Board of Trustees, January 14, 1999 

Amended and Approved by Barry-Lawrence Regional Library Board of Trustees, May 10, 2007 

Amended and Approved by Barry-Lawrence Regional Library Board of Trustees, November 4, 2010 

Amended and Approved by Barry-Lawrence Regional Library Board of Trustees, December 17, 2010 

Amended and Approved by Barry-Lawrence Regional Library Board of Trustees, October 19, 2017 

Section 1 – Section 4.7 

Amended and Approved by Barry-Lawrence Regional Library Board of Trustees, November 16, 2017 

Section 5.1 – Section 5.7 

Amended and Approved by Barry-Lawrence Regional Library Board of Trustees, March 15, 2018 

Section 5.8 – Section 10 
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SECTION 4—CIRCULATION 

4.1 LIBRARY CARDS 

Possession of a valid library card in good standing, i.e. not in “denial of service” status, is 

required to borrow materials from the Barry-Lawrence Regional Library District, access its 

electronic resources, or to use the library’s public computers/electronic devices unless other 

policies and/or agreements provide exceptions. 

Each card application must include: 

 First, middle name and last name

 Permanent current address of residency (PO Box only is not proof of residency). Address

must be verified.

 Secondary address, if relevant

 Telephone number(s)

 Personal reference

 Birthdate of applicant (used to differentiate between people with same name and for

distinction of responsibility for minors)

 Place of employment

 Last 4 digits of Social Security Number

 Name of responsible party (parent/guardian) for youth ages 6-17.  The parent/guardian must

already have a library card.  The responsible party assumes responsibility for any fines, fees,

damages, or loss of materials which may result from the card’s use.

 E-mail address (optional)—E-mail address is requested if the library cardholder wishes to be

notified of items that are pending overdues or wishes to be notified when a hold is placed on

library materials.

A photograph will be taken and posted directly on the automated system with library card 

information.   The photograph is a safety measure that protects library users from identity theft, 

should the library card be lost or stolen.  Youth ages 6-17 must have parental permission to have 

a photograph taken. 

Information collected by the library district is solely for the use of the library district.  Personal 

information is not shared with outside companies, marketers, or mailing lists. 

See 

4.1A Application for Library Card 
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4.11 Individual (Personal) Card 

An individual (personal) card shall be issued without charge to: 

 Any resident of Barry or Lawrence County upon request with appropriate identification. A

place of residence, as defined in the Revised State of Missouri Statutes, means the place

where the family of any person permanently resides and the place where any person having

no family generally lodges.  Acceptable identification may include, but is not limited to, a

valid driver’s license, utility bill, postmarked mail, etc. along with picture identification.

o A parent or guardian’s name is required on an application for a library card for youth

ages 6-17.  Appropriate identification of the parent or guardian is required when

responsibility is assumed by such person.

 Parent or guardian is required to have a library card in order to be a

responsible party on a youth’s card age 6-17.

 Parent or guardian accepts financial responsibility for any fines, fees,

damages, or loss of materials which may result from the use of the card.

 Youth age 6-17 may not be designated as an authorized user.

o A person age 18 and over applying for a library card assumes such responsibility on

his or her own account.

 A non-resident, who owns property and pays property taxes in Barry or Lawrence County

upon request with appropriate identification and proof of tax payment.  Acceptable

identification may include, but is not limited to, a valid driver’s license, utility bill,

postmarked mail, etc., along with picture identification.

Caregivers with a written and signed note from a licensed doctor or care facility may be given 

the designation of authorized user on an adult card.   Information must be updated yearly.  

4.12 School Card 

A card shall be issued without charge to any public/private/parochial K-12 school or learning 

facility located in Barry or Lawrence County upon request with appropriate documentation and 

identification. 

A materials lending contract must be signed by a responsible person with the school or learning 

facility such as the Superintendent, Director, or building Principal.  The contract must be updated 

annually.  The school or learning facility shall assume responsibility for any fines, fees, damages, 

or loss of materials which may result from the use of the card.  

Each card shall be limited to a maximum of 99 items. 

See 

4.12A Materials Lending Guidelines 

4.12B Materials Lending Contract 

4.12C Materials Lending Letter (School/Business) 
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4.13 Organizational or Business Card 

A card shall be issued without charge to any organizational entity, profit or non-profit, located in 

Barry or Lawrence County upon request with appropriate documentation and identification. 

A materials lending contract must be signed by a responsible person within the organization, 

such as an owner, manager, or fiscal officer.  The corporate entity shall assume responsibility for 

any fines, fees, damages, or loss of materials which may result from the use of the card.  Each 

card shall be limited to a maximum of 50 items.   

See  

4.12A Materials Lending Guidelines 

4.12B Materials Lending Contract 

4.12C Materials Lending Letter (School/Business) 

4.14 Non-Resident Card 

A person, who does not reside in Barry or Lawrence County, does not pay taxes in Barry or 

Lawrence County and does not qualify for any of the library cards previously listed may obtain a 

non-resident card. 

 A non-refundable annual fee set by the Board of Trustees will be assessed. (See 4.72A Fees,

Fines, and Limits).

 Acceptable identification may include, but is not limited to, a valid driver’s license, utility

bill, postmarked mail, etc. along with picture identification.

 Applicant may designate family members living at the owner’s primary residence as

authorized users for which the cardholder will be responsible.

 Responsibilities are the same as stated on an individual (personal) card.

Barry-Lawrence Regional Library has an agreement with Stone County Library for the provision 

of non-resident services to residents of Stone County desiring to use the Shell Knob Branch 

Library.  The agreement is as follows: 

 Barry-Lawrence Regional Library will provide non-resident services to Stone County

families residing in the 65747 zip code area with a 911 issued street address that wish to use

the Shell Knob Branch Library.

 Stone County Library agrees to pay the annual non-resident fee charged by the Barry-

Lawrence Regional Library for each family group residing in the 65747 zip code area with a

911 issued street address that wishes to use the Shell Knob Branch Library.
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4.14 Non-Resident Card (continued) 

 Only one card per family group will be issued under this agreement.

 Other rules apply as outlined above for non-resident card holders.

 Stone County non-resident card holders must sign the Stone County Non-Resident Card

Holder Agreement form.

See 

4.14A Stone County Non-Resident Card Holder Agreement 

4.15 Rules for Use of Library Card 

 Card must be presented each time library materials are borrowed.

 Card may be used at all branches of Barry-Lawrence Regional Library.

 Cardholders accept financial responsibility for all materials borrowed on their card.

 A fee is charged for lost library card replacement. Parent’s authorization is required for

replacement of a library card lost by a juvenile borrower.

 Library cards are issued per person and may not be transferred.

 New borrowers are limited to the checkout of two (2) items at a time for the first month.

 Pin numbers are issued to each borrower when they register for a library card.

 Borrowers may access their personal account online to renew items, place holds on items,

change their address, or change their e-mail address.

 Each card in good standing shall be limited to a maximum of 50 items.  DVD checkouts are

limited to 10 per cardholder and are to be included in the maximum of 50 items.

See  

4.15A Congratulations!  You Have a Library Card 



Aplicación para la tarjeta de la Biblioteca 
Usted tiene que mostrar prueba de su dirección de domicilio y su carnet de identidad /ID.  Para ingresar a su cuenta  
en la pagina web, su contraseña de usuario es los 14 números de su tarjeta (su numero de pin son últimos 4 dígitos de 
su tarjeta) Usted puede usar su tarjeta de la biblioteca en cualquiera de las Bibliotecas  Regionales del condado de 
Barry-Lawrence. Usted es responsable por las multas, daños, o material perdido y usted tiene que seguir las pólizas de 
la biblioteca.  Cuentas que no se han resuelto van a ser mandadas a la Agencia de Colección y le darán un extra car-
go. Si usted tiene 6-17 anos de edad uno de tus padres o guardián tienen que aceptar la responsabilidad por tu tarjeta.  
Esta tarjeta es buena por un año. Se cobra una tarifa extra para reemplazar su tarjeta. 

Apellidos/Last name:  Nombre/First Name: Medio Nombre/Middle Name: 

Aplicantes de 6-17 años de edad, Nombre del padre o 
guardian/Applicants Ages 6-17, Parent/Guardian Name:
(Parent/Guardian must already have a library card) 

Dirección/Street Address: Ciudad/City: Código postal/Zip Code: 

Condado/County: Fecha de nacimiento/Date of Birth: Últimos 4 dígitos del Seguro 
Social/Last 4 digits of SSN: 

Correo Electrónico/E-Mail: Teléfono de domicilio/Home Phone: Teléfono celular/Cell Phone: 

Le gustaría registrarse para usar la internet?/Do 
you Wish to Register for Internet Usage? 

Si/Yes_________________ No________________ 

Empleador/Employer: Dirección del Empleador Employer 
Address: 

Teléfono del Empleador Em-
ployer Phone: 

Referencia Local/Local Reference: Dirección de la referencia/Reference 
Address: 

Teléfono de la referencia/
Reference Phone: 
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Aplicación para la tarjeta de la Biblioteca 
Usted tiene que mostrar prueba de su dirección de domicilio y su carnet de identidad /ID.  Para ingresar a su cuenta  
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Barry-Lawrence. Usted es responsable por las multas, daños, o material perdido y usted tiene que seguir las pólizas de 
la biblioteca.  Cuentas que no se han resuelto van a ser mandadas a la Agencia de Colección y le darán un extra car-
go. Si usted tiene 6-17 anos de edad uno de tus padres o guardián tienen que aceptar la responsabilidad por tu tarjeta.  
Esta tarjeta es buena por un año. Se cobra una tarifa extra para reemplazar su tarjeta. 

Apellidos/Last name:  Nombre/First Name: Medio Nombre/Middle Name: 

Aplicantes de 6-17 años de edad, Nombre del padre o 
guardian/Applicants Ages 6-17, Parent/Guardian Name:
(Parent/Guardian must already have a library card) 

Dirección/Street Address: Ciudad/City: Código postal/Zip Code: 

Condado/County: Fecha de nacimiento/Date of Birth: Últimos 4 dígitos del Seguro 
Social/Last 4 digits of SSN: 

Correo Electrónico/E-Mail: Teléfono de domicilio/Home Phone: Teléfono celular/Cell Phone: 

Le gustaría registrarse para usar la internet?/Do 
you Wish to Register for Internet Usage? 

Si/Yes_________________ No________________ 

Empleador/Employer: Dirección del Empleador Employer 
Address: 

Teléfono del Empleador Em-
ployer Phone: 

Referencia Local/Local Reference: Dirección de la referencia/Reference 
Address: 

Teléfono de la referencia/
Reference Phone: 

Policies and Procedures--Section 4.1 Library Cards--4.1A 



Library Card Application 
You must show proof of current address AND photo ID.  To access your account online, you will be assigned a library 
card number and a 4-digit PIN (the last 4 digits of your card number).  You may use your library card at any Barry-
Lawrence Regional Library location.   You will be responsible for fines, damages, or loss of materials on this card and 
must follow library use policies.  Unresolved accounts may be sent to a collection agency and a fee assessed.  If you 
are age 6-17 a parent or guardian must accept responsibility for your card.  Your card is good for one year.  A fee is 
charged for card replacement.     

Last name: First Name: Middle Name: 

Applicants Ages 6-17, Parent/Guardian Name: 
(Parent/Guardian must already have a library card) 

Street Address: City: Zip Code: 

County: Date of Birth: Last 4 digits of SSN: 

E-Mail: Home Phone: Cell Phone: 

Do you Wish to Register for Internet Usage? Yes_________________ No________________ 

Employer: Employer Address: Employer Phone: 

Local Reference: Reference Address: Reference Phone: 

Policies and Procedures--Section 4.1 Library Cards--4.1A 

Library Card Application 
You must show proof of current address AND photo ID.  To access your account online, you will be assigned a library 
card number and a 4-digit PIN (the last 4 digits of your card number).  You may use your library card at any Barry-
Lawrence Regional Library location.   You will be responsible for fines, damages, or loss of materials on this card and 
must follow library use policies.  Unresolved accounts may be sent to a collection agency and a fee assessed.  If you 
are age 6-17 a parent or guardian must accept responsibility for your card.  Your card is good for one year.  A fee is 
charged for card replacement.     

Last name: First Name: Middle Name: 

Applicants Ages 6-17, Parent/Guardian Name: 
(Parent/Guardian must already have a library card) 

Street Address: City: Zip Code: 

County: Date of Birth: Last 4 digits of SSN: 

E-Mail: Home Phone: Cell Phone: 

Do you Wish to Register for Internet Usage? Yes_________________ No________________ 

Employer: Employer Address: Employer Phone: 

Local Reference: Reference Address: Reference Phone: 

Policies and Procedures--Section 4.1 Library Cards--4.1A 
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4.2 DENIAL OR LIMIT OF SERVICE 

Library service shall be denied to any customer with overdue materials or any customer owing 

fines or fees to the library.   

Service may also be denied for other reasons, including, but not limited to bad address, abuse of 

services, failure to provide adequate identification, destruction of library property, or disruptive 

behavior within the library.  Specific services, i.e. interlibrary loan, internet access, etc. may be 

denied as outlined in other library policies. 

Library service shall be denied to family members on a case by case basis, under certain abusive 

circumstances.  Members of the family shall be defined as children and other minors, under 

eighteen (18), residing at the same address and the parent or legal guardian of the cardholder. 

Library customers have the right to appeal any decisions made under this policy to the Library 

Director.  If the person is unsatisfied with the results of that appeal the appeal may be taken to 

the Library Board for a final decision. 

Service will not be denied or abridged because of religious, social, racial, economic, or political 

status. 
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4.3 LENDING OF LIBRARY MATERIALS 

4.31 Statement of Purpose 

Barry-Lawrence Regional Library lends books, periodicals (except for the current issue), 

audio/visual material (CD’s, DVD’s, etc.), e-materials (e-books, e-audio, etc.).  Library 

customers have freedom of access to all materials in the library system. 

The library does not lend microfilm, microfiche, oversized atlases, specified reference items, or 

current issues of periodicals. 

4.32 Loan Periods 

The Barry-Lawrence Regional Library District shall have a standard loan period of two weeks 

for all circulating materials with the following exceptions: 

 Interlibrary loan periods are set by the loaning library and may vary.

 Reference items are not considered circulating materials and therefore may not be loaned out.

 Loan periods may be adjusted for high demand items

 Electronic and or downloadable materials may have varying loan periods based on

vendor/supplier requirements.

 Loan periods may be extended to accommodate vacations and other anticipated absences

from the area.  Loan periods will not be extended for items that are on request by other

borrowers.

4.33 Renewals 

All items except dvd’s may be renewed for two additional loan periods, provided the borrower 

has not been billed for any overdue item(s) and no other customer has placed a hold on the 

item(s). 

Renewals may be done in person, by telephone or the borrower can access his/her personal 

account online. 

Interlibrary loan items may be renewed if allowed by the lending library. 

4.34 Holds 

All materials throughout the system area available to all library customers regardless of where 

the materials are housed (individual branch locations).  All holds placed by customers or staff 

will be done in a consistent manner on a first come first serve basis. 
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4.34 Holds--Continued 

Library employees are not allowed to move a customer up or down the list or to remove a 

customer from the holds list for any reason unless expressly requested by the customer or upon 

approval from the Regional Office. 

Customers may place up to 10 holds per library card. 

See 

4.34A Accessing Online “My Account” and Placing Holds 

4.35 Staff Materials Borrowing 

All employees of the Barry-Lawrence Regional Library District, resident or non-resident, shall 

be allowed to borrow materials and make normal use of the library’s facilities and services. 

Employees shall not be charged fines for materials borrowed.  However, all materials taken shall 

be charged in a manner allowing identification of the borrower.  Employees must follow the 

same policies related to check out, renewals, due dates, and holds as library customers.  Any 

abuse by employees of library services shall be subject to disciplinary action. 

4.36 Test Booklet Deposit 

A deposit will be required of library borrowers who check out test booklets for a two week 

period.  Test booklets include but are not limited to GRE, HiSet, SAT, LSAT, MSAT, etc. 

A written receipt will be given to the customer.  Such deposit is to be held by the lending branch.  

When the test booklet is returned, the customers may request return of their deposit and must 

turn in the receipt. 

One renewal for a two-week period may be allowed, if no other borrower has reserved the item.  

After a period of four weeks, no refund of the deposit fee will be given.  (See 4.72A Fees, Fines, 

and Limits) 
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4.4 INTRALIBRARY LOAN (WITHIN THE SYSTEM) 

Intralibrary loan within the Barry-Lawrence Regional Library system is available to all 

borrowers in good standing.  Specific library materials may be intralibrary loaned to other 

branches within the system upon availability. 

Access to all materials throughout the library system is provided through the online catalog 

database.   

Any materials, including reference materials may be borrowed within the district. 

Limit of 10 items per borrower may be requested at one time. 

No charges are made for loaning of materials within the system. 
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4.5 INTERLIBRARY LOAN (OUTSIDE THE SYSTEM) 

Interlibrary loan service for books, photocopies of magazine articles, microfilm of census records 

and microfilm of Missouri newspapers is available to all adult borrowers in good standing.  This 

service is not available to non-resident borrowers.  

Audio visual materials (audio cassettes, DVD’s, CD’s, etc.) may not be borrowed.  Genealogy 

titles may not be borrowed other than from libraries specific for this service.  Other items that are 

not available for loan include reference material, microfilm, microfiche, oversized atlases, and 

periodicals. 

The library system provides database access through OCLC First Search and WorldCat.  All 

interlibrary loan requests are handled through the Monett Branch Library. 

Limit of 5 items per borrower may be requested at one time. 

Charges for Interlibrary Loans are as follows: 

 To help offset postage and handling costs there is a minimal fee to borrow an item.

 Census microfilm is charged per roll to cover return charges.

 Newspapers on microfilm borrowed from the Missouri State Historical Society is charged per

roll to cover a lending fee plus return charges.

 Any fees assess by lending libraries.

 Insurance coverage may be requested on more expensive titles.

Interlibrary loan privileges may be suspended if materials are not returned promptly, or if 

postage, fines or damages charged by the lending library are not paid. 

Barry-Lawrence Regional Library will lend materials to other established libraries worldwide.  

Materials may be requested through OCLC First Search and WorldCat online. 

The loan period is 28 days.  Renewal is possible for an additional 28 days at the discretion of the 

owning library. 

The library reserves the right to restrict or not restrict the lending of materials. 

See 

4.72A Fees, Fines, and Limits 
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4.5 INTERLIBRARY LOAN (OUTSIDE THE SYSTEM) 

Interlibrary loan service for books, photocopies of magazine articles, microfilm of census records 

and microfilm of Missouri newspapers is available to all adult borrowers in good standing.  This 

service is not available to non-resident borrowers.  
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not available for loan include reference material, microfilm, microfiche, oversized atlases, and 

periodicals. 

The library system provides database access through OCLC First Search and WorldCat.  All 

interlibrary loan requests are handled through the Monett Branch Library. 

Limit of 5 items per borrower may be requested at one time. 

Charges for Interlibrary Loans are as follows: 

 To help offset postage and handling costs there is a minimal fee to borrow an item.

 Census microfilm is charged per roll to cover return charges.

 Newspapers on microfilm borrowed from the Missouri State Historical Society is charged per

roll to cover a lending fee plus return charges.

 Any fees assessed by lending libraries.

 Insurance coverage may be requested on more expensive titles.

 Customers are responsible for any assessed fees, even if they choose to not pick up the

requested item.

Interlibrary loan privileges may be suspended if materials are not returned promptly, or if 

postage, fines or damages charged by the lending library are not paid. 

Barry-Lawrence Regional Library will lend materials to other established libraries worldwide.  

Materials may be requested through OCLC First Search and WorldCat online. 

The loan period is 28 days.  Renewal is possible for an additional 28 days at the discretion of the 

owning library. 

The library reserves the right to restrict or not restrict the lending of materials. 

See 

4.72A Fees, Fines, and Limits 
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4.6 CONFIDENTIALITY OF LIBRARY RECORDS 

In accordance with Missouri Revised Statutes, Chapter 182.817, the library’s records identifying 

the names of library customers with specific materials and records that identify the names of 

library customers are confidential.   

Customer records shall not be made available to anyone except pursuant to such process, court 

order, or subpoena as may be authorized by law, or in response to a written request of the person 

identified in that record, or as otherwise permitted by law. 

Upon receipt of such process, court order or subpoena, legal counsel shall be made with the 

Library District’s attorney to determine if such process, court order, or subpoena is in proper 

form and if there is a showing of good cause for its issuance. 

If the process, court order, or subpoena is not in proper form or if good cause has not been 

shown, insistence shall be made that such defects be cured before any records are released. 

Any threats or unauthorized demands, (i.e. those not supported by a process, court order, or 

subpoena) concerning library customer records shall be reported to the Library Director and to 

the Board of Trustees of the Library District. 

Any problems relating to the privacy of library customer records which are not provided for in 

the above five paragraphs are to be referred to the Library Director. 

For purposes of this policy, library customer records is defined as any document, record, or other 

method of storing information retained, received or generated by the library that identifies a 

person or persons as having requested, used, or borrowed library material, and all other records 

identifying the names of library customers.  Library customer records does not include non-

identifying material that may be retained for the purpose of studying or evaluating the circulation 

of library material in general. 
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4.7 OVERDUES, FINES, AND FEES, SUSPENSIONS 

4.71 Overdues 

Overdue fines, at a fee set by the board of trustees, will be charged for extended use beyond the 

stated loan period for each specified item.  Interlibrary loan items borrowed from outside the 

Barry-Lawrence Regional Library system are subject to an extended use fee if not returned by 

the due date requested. 

Borrowers shall be responsible for all library materials charged on their library cards and for all 

replacement charges for lost or damaged items. 

The parent or guardian of a dependent’s card shall be responsible for all replacement charges for 

lost or damaged books incurred on the dependent’s card. 

Schools, learning facilities, and organizational entities shall be responsible for all replacement 

charges for lost or damaged books incurred using the school or organizational/business card. 

Borrowers shall receive a first notice for any item that is overdue one week beyond the due date.  

This is a reminder and is sent as a courtesy to the library borrower. 

The automated system is set up to prevent borrowers from checking out items if any items are 

currently overdue. 

4.72 Fines and Fees 

A bill for replacement costs of library materials will be mailed after such material has been 

overdue for two weeks or if requested by the borrower for lost or damaged materials. 

Bills may include a statement of the Missouri Revised Statute 570.210 relative to library theft. 

A processing fee per item will be charged in addition to replacement value.  Library materials 

must be returned or the billing paid in full or arrangements to pay be made with the branch 

supervisor. 

If an item is paid for and then returned, no refund will be made.  The customer has the option of 

making a donation to the library or owning the book. 

Borrowers will not be held responsible for materials lost due to such misfortunes as fire and 

flood. 

See 

4.72A Fees, Fines, and Limits 
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4.7 OVERDUES, FINES, FEES, AND SUSPENSIONS—Continued, pg. 2 

4.73 Suspension of Borrower Privileges 

Borrower privileges will be suspended for any customer that has been billed for overdue items. 

The branch supervisor has the authority to revoke the borrowing privileges of any borrower who 

chronically abuses library rules. 

A customer who has had borrowing privileges revoked is not allowed to use any branch in the 

Barry-Lawrence Regional Library system until all fines or fees have been cleared. 

4.74 Electronic Payments 

The Barry-Lawrence Regional Library accepts credit and debit cards as a form of payment for 

fines, fees, or donations by adults aged 18 and older.  A third-party provider (PayPal) is used to 

process transactions. The library accepts most major payment vendors, such as Discover, 

Mastercard, Visa, and American Express.  NFC contactless payments such as Apple Pay, 

Samsung Pay, and Android Pay are also accepted.  The minimum to use a credit/debit card for 

payment is $1.00.   

Customers may only make payments in person at the library and only by the authorized payment 

account holder.  No credit/debit card transactions will be accepted via phone, fax, email, or any 

other forms of electronic communication. 

Payments may only be accepted for established library fines, fees or donations, including: 

 Lost or damaged materials fees

 Fines

 Copy and print charges

 Library product sales (headphones, memory sticks, etc.)

 Non-refundable meeting room fees

 Notary services (Cassville, Marionville, Monett, and Mt. Vernon)

 Used book sales

 Donations

The library will not process transactions resulting in cash advances or cash back. 

Every transaction requires an authorized signature by the account holder.  Debit card users 

require a PIN, entered by the cardholder. 

Printed receipts are not provided, but may be requested via e-mail or SMS during the signature 

portion of the transaction. 
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4.7 OVERDUES, FINES, FEES, AND SUSPENSIONS—Continued, pg. 3 

4.74 Electronic Payments (continued) 

The library reserves the right to refuse service or cancel transactions at any time if fraud or an 

unauthorized or illegal transaction is suspected.  Completion of a payment transaction is 

contingent upon both the authorization of payment by the applicable credit card company or 

financial institution and acceptance of payment by the Library.  In the event that a credit/debit 

card payment is unable to be processed, the customer will be responsible for providing payment 

via cash or check for the amount due. 

When a refund is necessary, the refund will be credited to the account that was originally 

charged.  Credit/debit card refunds cannot be made more than 180 days after the transaction.  

Refunds in excess of the original amount paid or cash refunds are prohibited.  Refunds are made 

at the discretion of the supervisor on duty and are subject to approval by the Director.  

Credit/debit card transaction details collected are encrypted at point of swipe, dip, or tap.  The 

Barry-Lawrence Regional Library does not keep any records of the payment information that is 

not necessary to process the transaction.  The library uses a third-party, PCI (payment card 

industry) compliant merchant services vendor.  Library staff shall ensure the credit/debit card 

remains within sight of the customer at all times.  The library will cooperate with the customer, 

merchant services vendor, and card issuer to resolve any disputes pertaining to charge/debit 

transactions conducted at the library, and will act as a responsible organization by immediately 

reporting any security incidents to appropriate authorities.  In the event that the Library is 

notified of a dispute, the Director and Administrative Assistant will investigate the transaction 

and respond as necessary. 

By processing, the customer agrees to accept and assume all risks and responsibilities for the 

losses and damages that may arise from their use of this payment service and release the Barry-

Lawrence Regional Library from all liability. 



SCHOOL/BUSINESS CONTRACTS GUIDELINES 

1. Each branch is responsible for mailing out letters and contracts as well as

sending overdue reminders and bills.  Changes to letters, contract, or bill

format must be approved by Regional Office.

2. School/business contracts will be mailed out by each individual branch in early

summer (May or June).

3. As contracts are received the branches will be responsible for updating the

cards on the circulation system.

4. Procedure for updating card (if they have one) in the computer and reminders:

a. Basic information: Borrower type and Alternate ID should both say

School.

b. Change expiration date to one year from date contract is signed.

c. Contact Information: Edit the address and phone number(s) given (if

needed).

d. Borrower Fields:  Responsible Party should be the school name

e. Authorized users:  Include all names authorized on the school contract.

f. Separate cards that have been issued to any teachers that have chosen to

have a card under the school contract should also be updated.

g. Important:  If any teachers from past years do not appear on the current

school contract their names will need to be deleted.

5. Make a copy of the contract and send it to the Regional Office where a master

file will be kept.  You keep and file the copy.  Make sure to keep a master list

so that you know who to send contracts to each year.  Regional Office will not

do this.

6. Use the same process for business contracts, which include day cares, nursing

homes, etc.

Policies and Procedures—Section 4.12 School Card—4.12A 



SCHOOL/BUSINESS CONTRACTS GUIDELINES 

1. Each branch is responsible for mailing out letters and contracts as well as

sending overdue reminders and bills.  Changes to letters, contract, or bill

format must be approved by Regional Office.

2. School/business contracts will be mailed out by each individual branch in early

summer (May or June).

3. As contracts are received the branches will be responsible for updating the

cards on the circulation system.

4. Procedure for updating card (if they have one) in the computer and reminders:

a. Basic information: Borrower type and Alternate ID should both say

School.

b. Change expiration date to one year from date contract is signed.

c. Contact Information: Edit the address and phone number(s) given (if

needed).

d. Borrower Fields:  Responsible Party should be the school name

e. Authorized users:  Include all names authorized on the school contract.

f. Separate cards that have been issued to any teachers that have chosen to

have a card under the school contract should also be updated.

g. Important:  If any teachers from past years do not appear on the current

school contract their names will need to be deleted.

5. Make a copy of the contract and send it to the Regional Office where a master

file will be kept.  You keep and file the copy.  Make sure to keep a master list

so that you know who to send contracts to each year.  Regional Office will not

do this.

6. Use the same process for business contracts, which include day cares, nursing

homes, etc.

7. Missouri Rehabilitation Center:  A separate letter will be sent to the Mo.

Rehab Center in Mt. Vernon along with two copies of a modified contract made

especially for them.

Policies and Procedures—Section 4.12 School Card—4.12A 



BARRY-LAWRENCE REGIONAL LIBRARY 

[Insert year range] MATERIALS LENDING CONTRACT 

________________________________________________  of   ________________________________________ 

Name of Institution      City 

Street Address:  ______________________________________________________________________________ 

City/State/Zip: _____________________________________   Phone:   _________________________________ 

The school, learning, care facility, or business agrees to assume responsibility for all library materials borrowed. It 

is further understood that we will remit to the library district the actual cost of any materials lost or damaged, other 

than normal wear and tear, plus a $2.00 replacement fee per item.  It is agreed that we will make every effort to 

return materials promptly and in good condition. It is understood that failure to pay bills for lost or damaged 

materials will result in immediate suspension of service until bills are paid. 

 Books and other materials are loaned for a 30-day period and may be renewed.

 Videos, DVDs, and recorded books are loaned for a fourteen-day period and may not be renewed.

 Videos, DVDs, and recorded books will be loaned only to authorized employees and are for institutional use

only.

 Contract is valid for one school year and must be renewed annually.

Authorized Signature: ________________________________________   Date: ___________________________ 

Print Name and Title: __________________________________________________________________________ 

Please list the names of all personnel authorized to check out materials under this contract: 

Name of Teacher or Other Personnel     Grade (if relevant) 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

For Library Use Only: 

_____ Organization Verified in Computer  ______   Organizational Information Updated in Computer 

_____ Authorized Names added to Computer Record ______   Original signed and dated copy sent to R.O.  

_____________ Initial and date completed   

Policies and Procedures—Section 4.12 School Card—4.12B 



[INSERT DATE] 

RE: BORROWING LIBRARY MATERIALS 

We encourage your teachers, staff, and/or employees to use the services offered by the Barry-

Lawrence Regional Library System.  The enclosed contract outlines our policy for the loaning 

of materials to school personnel or businesses.  Schools, learning, and care centers are asked to 

be responsible for the books and/or videos/DVDs that are borrowed by teachers or authorized 

personnel.  By signing this agreement, your institution or business acknowledges this 

responsibility. 

If you wish to authorize specific teachers, staff, and/or employees to use this service, please list 

those authorized persons in the space provided at the bottom of the agreement. 

Two copies of the contract are provided.  Please keep one copy, sign the second copy and 

return to my attention at [INSERT DATE].  Materials may not be checked out from any 

branch location until we have a properly executed contract on file. 

We request that you return the contract as soon as possible to enable us to update our records. 

Please call if you have any questions.  Thank you for your consideration. 

Sincerely, 

[INSERT SUPERVISOR AND LOCATION INFORMATION] 

Rosanna Danna, Aurora Branch Supervisor 

Barry-Lawrence Regional Library 

202 Jefferson 

Aurora, MO  65605 

(417) 678-2036

aurora@blrlibrary.org

Enclosures 

Policies and Procedures—Section 4.12 School Card—4.12C 
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Stone County Non-Resident Card Holder Agreement 

I, _________________________________________, understand that the Stone County Library 

is paying my yearly $20 (new or renewal) non-resident card fee charged by the Barry-Lawrence 

Regional Library to Stone County families residing in the 65747 zip code area with a 911 issued 

street address.  Payment shall only be made on the basis of one card per family group.  

Furthermore I, ___________________________________________, understand that I am 

responsible for any fines or damages that may occur as a Barry-Lawrence Regional Library card 

holder. 

________________________________________  
Non resident card holder signature 

________________________________________ 
Date 

Policies and Procedures—Section 4.14 Non-Resident Card—4.14A 

Stone County Non-Resident Card Holder Agreement 

I, _________________________________________, understand that the Stone County Library 

is paying my yearly $20 (new or renewal) non-resident card fee charged by the Barry-Lawrence 

Regional Library to Stone County families residing in the 65747 zip code area with a 911 issued 

street address.  Payment shall only be made on the basis of one card per family group.  

Furthermore I, ___________________________________________, understand that I am 

responsible for any fines or damages that may occur as a Barry-Lawrence Regional Library card 

holder. 

________________________________________  
Non resident card holder signature 

________________________________________ 
Date 

Policies and Procedures—Section 4.14 Non-Resident Card—4.14A 



CONGRATULATIONS, YOU HAVE A LIBRARY CARD! 

LIBRARY CARD USE GUIDELINES: 
 Present your card each time you want to check out or renew items from

the library or use a library computer.

 Your card may be used at any branch location in the Barry-Lawrence

Regional Library System.

 This is YOUR library card! Library staff reserves the right to ask for

identification.

 As a library customer, YOU are responsible for returning items in good

condition by the due date.

 Pin numbers are issued when you register for a library card. You may create a personal online account at

http://tlc.library.net/bll/ with the use of your pin number. Online account access gives you the ability to

review items that are checked out, renew items, place items on hold, and update your street address or e-

mail address.

 Items may be returned to any branch location in the Barry-Lawrence Regional Library System.

 Children must be at least 6 years of age to obtain a library card. Youth ages 6-17 must have a parent or

guardian’s signature. Parent or guardian must already have a card and be physically present at the time of

application. The parent or guardian is responsible for lost or damaged items or items that have not been

returned.

 Report the loss of your library card or change of address immediately. A $2.00 fee is charged for library

card replacement.

LOAN PERIOD, RENEWALS, AND OVERDUE ITEMS: 
 Loan Period:  All items (books, audio books, periodicals, videos, and DVD’s) check out for 2 weeks.

 Renewals:  Books, audio books, and periodicals may be renewed for 2 additional loan periods, unless

an item has been placed on hold. DVD’s may not be renewed. To renew an item, you may access your

personal account online or call the library.

 Date Due Reminder:  The library provides an e-mail/text courtesy date due reminder for your

convenience. If you provide the library with an e-mail address, you will receive a courtesy reminder two

days before your items are due.

 Overdue Items:

o Overdue fines are ten cents per day per item with a maximum of $5 per item.  Any item(s) that is

more than 14 days past due will incur replacement and processing fees.  If all items are returned in

good condition, you will not be responsible for replacement costs, but overdue fees will still apply.

o 7 days past due:  The library will send you an overdue notice by mail, e-mail, text, or phone.  Use

of your library card at any branch library location in the Barry-Lawrence Regional Library System

will be blocked until your overdue items are returned. All fees must be paid at the time of return to

“unblock” your card.

o 14 days past due:  The library will send you a second overdue notice reminder by mail, e-mail, text,

or phone. Use of your library card at any branch library location in the Barry-Lawrence Regional

Library System will be blocked until your overdue items are returned. All fees must be paid at the

time of return to “unblock” your card.

o The library reserves the right to limit or revoke your library card use if items are consistently

overdue.

o YOUR cooperation in returning items in a timely manner saves taxpayer dollars and makes library

materials available to ALL residents of Barry and Lawrence Counties.

Policies and Procedures—Section 4.15 Rules for Use of Library Card—4.15A 
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Barry-Lawrence Regional Library 

ACCESSING ONLINE “MY ACCOUNT” & 

PLACING HOLDS 

TO ACCESS “MY ACCOUNT” 

1. Go to the Barry-Lawrence Regional Library website:  http://tlc.library.net/bll/.

2. Click “My Account” located on the right side of the screen.

3. In the “Log In To Your Account” box type the 14 digit number from your Barry-Lawrence Regional

Library card.   You must type in all 14 numbers to access your account. In the “PIN” box type in your

PIN number (last four digits of your library card number).  An EZ login user name may also be

created.

4. Click “Log In” and you will have access to your account.

5. Note:  If the library card number or PIN number are typed incorrectly you will receive a message that

the logon has failed.  If this happens you will need to re-enter the information.  If you still cannot

access your account after the second attempt please call your branch library for assistance.

WHAT CAN I DO WITH “MY ACCOUNT”? 

 Contact Information—If your mailing address, phone number, or e-mail address changes, you may

update your information by clicking “Edit Your Contact Information”.   Enter needed changes,

your PIN number, and click “Save”.  Your account information is now updated.

o Providing an e-mail address allows the library to automatically notify you by e-mail two days

before any library items become overdue and/or when they are a week overdue.  This gives

you an opportunity to renew your items online without incurring any fines.  If you have placed

a hold request for an item(s) we also use the e-mail address to automatically notify you when

the item has been received at your home branch.

 Library PIN—The last four digits of your library card are your assigned PIN number.  If you wish to

change this number click “Library PIN”.   Follow steps on screen and click “Save”.  Your PIN

number is now changed.  Don’t forget to note your new PIN number.

 Renewals—You may renew items that you currently have checked out.  Two renewals are allowed

per item, except for videos and DVDs.  Videos and DVDs are restricted to one two-week loan period

per item.  If you encounter problems with the renewal process, please call your branch library for

assistance.

o To renew your items click the “Account Activity” tab.

o Then click on the “Renew Loan” button at the bottom of each item.  You may renew each

individual item or all items.

o The computer will only renew items that are available for renewal otherwise you will receive a

message that says “item cannot be renewed at this time”.

 Overdue Fines—Click on “fines” (found in “Account Activity” section).  The next screen will show

you if there are any charges for items that have not been returned or overdue fines for items that were

returned but were past the due date.

 List of Items on Your Card—If you would like to know what you currently have checked out on

your card click the “Account Activity” tab.  A list of your checked out items will appear.

 Holds—Click on “Holds” (found in “Account Activity”) to see the status of items that you have

placed on hold.  Changes can only be made on holds that are “in queue”.

http://tlc.library.net/bll/


HOW DO I PLACE A HOLD AN ITEM I WANT TO BORROW? 
1. Go to the Barry-Lawrence Regional Library website:  http://tlc.library.net/bll/

2. Type in Title, Author, Keyword, or Subject in the “Search” box.  Then click “Search”.  This will

take you to the online catalog screen. Depending on what you are searching for this will bring up one

or more titles.

3. Click on desired title—you must select a specific title to place a hold and to see which branch(s) own

the title and its status.

a. Checked In—means the title is not checked out and should be on the shelf.

b. Checked Out—shows the due date for the item.

c. On Hold—indicates the item is on “hold” for another borrower.

d. Overdue—shows the date that the title is due back to the library.

e. In Transit—indicates any item that is in transit from one branch to another.

f. In Processing—indicates a new item that is not on the shelf yet.

g. Lost—indicates that an item is long overdue (more than 3 months).

4. To place a hold on your selection click “Place Hold”.  You should be able to place a hold on any item

regardless of the status.  Remember that items that are “Lost” (long overdue more than 3 months) are

not readily available.  If you have any questions call you branch library for assistance.

5. If you haven’t already logged onto “My Account” you will get a “Log In To You Account” pop up

box.  Enter your 14 digit library card number in the “Use Your Library Card/ID” box and your 4 digit

PIN number in the “PIN” box and click “Log In”.

6. In the “Place a Hold” pop up box select either:

a. “I want the first available copy”—select this if you wish to receive the first available copy.

This is very useful if all copies are currently checked out. OR

b. “I want a specific copy”—select this if you wish to place a hold on a specific item from a

specific branch.   NOTE:  If this copy cannot be found on the shelf or is currently checked out

the computer will not automatically search for another available copy to put on hold for you.

c. Click “Submit Hold”.  If the hold is successful you will see a green tab appear at the top of

the screen with the message “Hold Placed Successfully”.

d. You can check on the status of your hold by clicking on the “Account Activity” tab and then

on “Holds” in Your Account.  If there is a waiting list for the item it will tell you what number

you are in the “Queue”.

e. If your card is blocked for any reason you will not be able to place a hold on any item. Call

your branch library for further assistance.

7. You may place up to 10 holds per library card.

8. You do not have to place a hold/reserve on an item online through the catalog.  You may also call the

owning branch or your branch location for assistance in placing holds.

HOW DO I CANCEL A HOLD? 

1. Go to the Barry-Lawrence Regional Library website:  http://tlc.library.net/bll.

2. Click “My Account”.

3. Enter your 14 digit library card number and your 4 digit PIN number and click “Log In”.

4. Click the “Holds” tab to see the status of items that you have placed on hold.

5. Click the “Cancel Hold” button at the bottom of the item that you no longer wish to have on hold.

Your hold is now cancelled. Note:  You may cancel a hold if the status is “In Queue”.  If the status is

“In Transit” the hold cannot be cancelled online.  Please call your branch library to cancel hold.

Policies and Procedures—Section 4.34 Holds—4.34A 
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Revision Approved by the Library Board of Trustees 11/15/12, 03/20/14, 04/16/15, 10/19/17, & 2/15/18  GM

School Cardholders 99 items per cardholder

$    .25 per item--small paperbacks

$    .10 per item--magazines

CHECKOUT LIMITS

Adult/Teen/Children/Business Cardholders

DVD's

Multi-volume and specialty items priced as marked

10 per cardholder

50 items per cardholder

Policies and Procedures--Section 4.72 Fines and Fees--4.72A

Proctoring--card holders

$  1.00 per item--videos

Proctoring--non card holders $10.00 per exam plus all associated costs

$10.00 deposit per title (titles $25 and up)

$  2.00 per item--newer hard covers

$  2.00 per item--CD's and DVD's

$  1.00 per item--older hardbacks (copyright older than 3 years)

$  1.00 per item--quality paperbacks

  (refundable when item returned on time)

Test Booklet Checkout

Used Book Sales

Returned Check

    damaged or lost item     item (customer and institution)

Damaged Material $  2.00 replacement fee per item plus cost of new item

$    .10 per copy--black and white, 25 copy limit; $  .25 per copy--color

Barry-Lawrence Regional Library

Bindery--Damaged Books

CD-RW Rewritable Disc

Computer Printer Copies

$12.00 each book

$  1.00 each

$   .10 per copy--black and white,  25 copy limit; $  .25 per copy--color

FEES AND FINES

Fees, Fines, and Limits

Lost Material

Material Replacement $  2.00 processing fee per barcode, case, book

Non-Resident Card

    jacket, label, etc.

$  2.00 replacement fee per item plus cost of new item

$  1.00 per item ordered--payable when checked out

Ear Buds

Flash (USB) Drive $  5.00 each

$  2.00 per cardLibrary Card Replacement

Fax--to send

Fax--to receive

InterLibrary Loan (ILL)

$  1.00 each

$  2.00 first page/$  1.00 each additional page

$    .50 first page/$    .25 each additional page

    by customer/$  2.00 for Microfilm

InterLibrary Loan (ILL) $  5.00 replacement fee per item plus cost of new

$25.00 per check

$    .25 per page (with staff assistance)

$  5.00 deposit per title (titles $24.99 and under)

$    .10 per copy--black and white, $  .25 per copy--color

$20.00 per customer (except for residents in 65747

$    .10 per day per item/Maximum $5.00 per item

$  5.00 per exam plus all associated costs

Microfilm Copies

Overdue Materials

Photocopies

    zip code with a 911 issued street address)

Notary Services $  1.00 per signature (Cassville, Marionville, Monett, Mt. Vernon)

Scanner (staff assistance)



Revised 10/19/17 GM

    jacket, label, etc.
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Notary Services $  1.00 per signature (Cassville, Marionville, Monett, Mt. Vernon)

$  2.50 per page--color

    by customer/$  2.00 for Microfilm

InterLibrary Loan (ILL) $  5.00 replacement fee per item plus cost of new

$  1.00 per item ordered--payable when checked out

Ear Buds

Flash (USB) Drive $  5.00 each

$  2.00 per card

$  2.00 replacement fee per item plus cost of new item

Library Card Replacement

$25.00 per check

$    .25 per page (with staff assistance)

$  5.00 deposit per title (titles $24.99 and under)

$    .25 per page

$20.00 per customer (except for residents in 65747

$    .10 per day per item/Maximum $5.00 per item

$    .25 per page, 25 copy limit

$  5.00 per exam plus all associated costs

Microfilm Copies

Lost Material

Material Replacement $  2.00 processing fee per barcode, case, book

Non-Resident Card

Overdue Materials

Photocopies

Returned Check

Scanner (staff assistance)

Barry-Lawrence Regional Library

Bindery--Damaged Books

CD-RW Rewritable Disc

Computer Printer Copies

$12.00 each book

$  1.00 each

$    .25 per page--black and white,  25 copy limit

FEES AND FINES

Fees, Fines, and Limits

    damaged or lost item     item (customer and institution)

Damaged Material $  2.00 replacement fee per item plus cost of new item

Fax--to send

Fax--to receive

InterLibrary Loan (ILL)

$  1.00 each

$  2.00 first page/$  1.00 each additional page

$    .50 first page/$    .25 each additional page

    zip code with a 911 issued street address)

Proctoring--card holders

$  1.00 per item--videos

Proctoring--non card holders $10.00 per exam plus all associated costs

$10.00 deposit per title (titles $25 and up)

$  2.00 per item--newer hard covers

$  2.00 per item--CD's and DVD's

$  1.00 per item--older hardbacks (copyright older than 3 years)

$  1.00 per item--quality paperbacks

  (refundable when item returned on time)

Test Booklet Checkout

Used Book Sales

Revision Approved by the Library Board of Trustees 11/15/12, 03/20/14, 04/16/15, and 10/19/17

School Cardholders 99 items per cardholder

$    .25 per item--small paperbacks

$    .10 per item--magazines

CHECKOUT LIMITS

Adult/Teen/Children/Business Cardholders

DVD's

Multi-volume and specialty items priced as marked

10 per cardholder

50 items per cardholder
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SECTION 5—PUBLIC SERVICE 

5.1 PHOTOCOPIER, MICROFILM/FICHE, FAX, AND SCANNERS 

Photocopiers, microfilm/fiche readers, fax machines, and scanners are available for public use 

during normal business hours.  Cost of each copy is posted. 

Users are expected to provide their own change.  However, the branch library can supply up to a 

maximum of $2.00 in change, if available. 

Quantity photocopying may be done for customers by the library staff.  All copies that are not 

strictly a part of library business must be made at the specified fee. 

Staff will assist with the use of photocopiers, microfilm/fiche readers, and scanners when needed 

and as time allows. 

Staff handles the sending and receiving of fax messages for the public at a specified fee.  No 

foreign faxes may be sent.  Customers who receive private documents should request that the 

sender place the recipient’s name and phone number on the fax cover sheet.  Library staff will 

not be responsible if unable to identify and locate the recipient. 

The use of scanners and photocopiers are subject to U.S. Copyright law.  Customers are 

responsible for all scanned and photocopied materials in accordance with all copyright laws.  

Library staff will not assist in making copies and scans of materials from an electronic source 

deemed in violation of federal copyright laws and regulations. 

See 

4.72A Fees, Fines, and Limits 

5.1A Fax Procedures 
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SECTION 5—PUBLIC SERVICE 

5.1 PHOTOCOPIER, MICROFILM/FICHE, FAX, AND SCANNERS 

Photocopiers, microfilm/fiche readers, fax machines, and scanners are available for public use 

during normal business hours.  Cost of each copy is posted. 

Customers may make multiple copies within reason (no more than 25 copies at a time).  All 

copies that are not strictly a part of library business must be made at the specified fee. 

Staff will assist with the use of photocopiers, microfilm/fiche readers, and scanners when needed 

and as time allows. 

Staff handles the sending and receiving of fax messages for the public at a specified fee.  No 

foreign faxes may be sent.  Customers who receive private documents should request that the 

sender place the recipient’s name and phone number on the fax cover sheet.  Library staff will 

not be responsible if unable to identify and locate the recipient. 

The use of scanners and photocopiers are subject to U.S. Copyright law.  Customers are 

responsible for all scanned and photocopied materials in accordance with all copyright laws.  

Library staff will not assist in making copies and scans of materials from an electronic source 

deemed in violation of federal copyright laws and regulations. 

See 

4.72A Fees, Fines, and Limits 

5.1A Fax Procedures 



FAX PROCEDURES 

Fax machines are used for the distribution of library materials that need to be sent in a timely 

fashion.  Ex.  Request faxes from other branches when a customer needs a copy of a magazine 

article, a reference item, or other similar items.  If van delivery will suffice in a timely fashion 

then it is not necessary to send a fax. 

Customers who have requested library materials that must be faxed should be informed of the 

charges before providing the faxing service. 

Receiving a fax: 

 Generally a customer will let you know if they are expecting a fax to come in.  When an

incoming fax is received, contact the customer ASAP.

 Charge for this service is:

o $.50 (50 cents) for the first page

o $.25 (25 cents) for each additional page

Sending a fax: 

 Fax fees pay for the phone call and also go towards maintenance and supplies for the fax

machine.

 Customers are encouraged to provide a cover sheet for material being faxed if they wish to

protect the confidentiality of their information and provide instructions should the fax be

misdirected.  Staff should not provide a cover sheet for a customer.

 Charge for this service is:

o $2.00 for the first page

o $1.00 for each additional page

 Faxes may be sent anywhere in the continental U.S., Alaska, and Hawaii.

 NO International faxes are allowed.

 Faxing to a 1-800 number is allowed.  The charges are the same as listed above.

 The customer sending a fax should not leave the building until confirmation has been

received and all originals returned to him/her.

Policies and Procedures—Section 5.1 Photocopier, Microfilm/fiche, Fax and Scanners—5.1A 
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5.2 INTERNET, WIFI, AND COMPUTER USE 

5.21 Internet and Computer Use 

The Barry-Lawrence Regional Library offers access to the internet and public computers as a 

part of its commitment to the role of the public library in the technology age.  Public access 

computers are available during regular library hours.  They automatically shut down promptly at 

closing. 

Library users with a valid borrower’s card in good standing may register to use a library 

computer.  Any customer with overdue materials or an outstanding balance will not be allowed 

access to computers until their overdue material is returned and/or debt has been cleared. 

Non-library card holders may use a library computer for a preset non-refundable fee, per 

individual, per use, even if it is on the same day. 

All computer users must read the Internet and Computer Use Policy.  They need to sign in using 

the Computer Use Form, agreeing that they understand and will abide by the policies and rules 

for use. 

Children, ages 12 and under, must be accompanied by a parent or an adult, 18 years of age or 

older, to have access to a computer and use the Internet.  As with library materials, restriction of 

a child’s access to the Internet is the responsibility of the parent or adult.   

Only one person will be allowed at the computer at a time.  The only exception is a parent or 

adult working with a child under the age of 12 or in computer class instruction situations. 

Unauthorized disclosure, use, and dissemination of personal identification information regarding 

minors is not allowed.   

Time may be reserved up to one day in advance, in one hour increments.  Additional time may 

be available if no other customers are waiting to use the computers.    Customers that are late for 

their scheduled reservation will forfeit the unused portion of their reserved time.  Those who are 

more than ten minutes late may lose their entire reserved time.  

As time permits, library staff may assist with Internet searches and/or provide computer help.  

Computer users may be referred to library materials or local classes for additional assistance. 

Customers may print black and white pages at a preset cost per page.  Customers are accountable 

for all pages printed.  It is the customer’s responsibility to use print previews to monitor and 

manage the number of pages that need to be printed.  Library staff will provide assistance as 

needed or requested. 
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5.2 INTERNET, WIFI, AND COMPUTER USE —Continued, pg. 2 

5.21 Internet and Computer Use (continued) 

Problems with computer equipment, software, or web filtering must be reported to library staff 

immediately. 

Customers may not use library computers for conducting a personal for profit business or for 

conducting any unlawful activities. 

Computer users are prohibited from accessing images of a graphically explicit sexual nature that 

may be reasonably construed as obscene and in violation of current law (Mo. RSA 573.010, 

Section 573-060). 

Filtering software has been installed at the network level to block materials and applications that 

are deemed offensive.  Adults, 18 years and older, may request that filtering be turned off on 

sites that do not fall into the restricted categories. 

Computers users are not permitted to bypass our filtering systems, disable any library installed 

software, boot into another operating system, or run any software or command from a pre-boot 

environment.  Misuse of any library computer or intentional damage to library equipment or 

computer system will result in the loss of computer privileges and may result in suspension of 

library services.  Library staff reserves the right to terminate or restrict library privileges for 

abuse of these policies. 

The Internet is a global entity.  Providing this service to library users does not constitute any 

endorsement by the Barry-Lawrence Regional Library System.  The Library shall have no 

liability for direct, indirect or consequential damages related to the use of information accessed 

on the Internet from library equipment.  Internet users are reminded that: 

 Not all sources on the Internet provide accurate, complete, or current information.

 Filtering software does not block all materials that users might find offensive.

 Public library workstations are not private or secure.

See 

4.72A Fees, Fines, and Limits 

5.21A Internet and Computer Use Handout 

5.21B Computer Use Sign in Sheet 
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5.2 INTERNET, WIFI, AND COMPUTER USE —Continued, pg. 3 

5.22 WIFI Use 

All users of the wireless network must abide by the Internet and Computer Use Policy. Access 

to the wireless network is provided to customers during regular library business hours only.   

 Internet content is filtered in compliance with CIPA laws.

 The library cannot guarantee a wireless device will work with our wireless network.

 Use of the wireless network is entirely at the risk of the user.

 Library staff will not assist customers with their personal devices. If assistance with a

device is needed, the library suggests contacting the company that made the device.

WIFI users will need: 

 A wireless network card.

 Their own headphones to listen to any audio.

 An anti-virus program installed on their computer or personal device is recommended.

 The latest updates for their operating system is recommended.

Personal devices must conform to 802.11/g standard. 

In order to access the library’s wireless network, computer users: 

 Must read the Internet and Computer Use Policy and sign in using the Computer Use

Form agreeing that they understand and will abide by the policies and rules for use.

 Must sign-in at the circulation desk in order to receive the access code for the network.

Wireless printing is not available.  Files can be sent through personal e-mail service, saved on a 

jump drive, or stored in the cloud and then accessed on a wired computer to print.   

Be careful of the personal information you provide over the Internet as it may not be entirely 

secure. You are responsible for the safety of your equipment from device configurations, 

security, viruses, hoaxes, data files and the many other risks that can be downloaded from the 

Internet through the library’s wireless network. 

DO NOT leave your device unattended inside the library. The library system assumes no 

responsibility if your device is lost, damaged, or stolen. 

Use of the library’s wireless network for any unlawful act is prohibited. 

See 

5.22A WIFI Use Handout 
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5.2 INTERNET, WIFI, AND COMPUTER USE 

5.21 Internet and Computer Use 

The Barry-Lawrence Regional Library offers access to the internet and public computers as a 

part of its commitment to the role of the public library in the technology age.  Public access 

computers are available during regular library hours.  They automatically shut down promptly at 

closing. 

Library users with a valid borrower’s card in good standing may register to use a library 

computer.  Any customer with overdue materials or an outstanding balance will not be allowed 

access to computers until their overdue material is returned and/or debt has been cleared. 

Non-library card holders may use a library computer for a preset non-refundable fee, per 

individual, per use, even if it is on the same day. 

All computer users must read the Internet and Computer Use Policy.  They need to sign in using 

the Computer Use Form, agreeing that they understand and will abide by the policies and rules 

for use. 

Children, ages 12 and under, must be accompanied by a parent or an adult, 18 years of age or 

older, to have access to a computer and use the Internet.  As with library materials, restriction of 

a child’s access to the Internet is the responsibility of the parent or adult.   

Only one person will be allowed at the computer at a time.  The only exception is a parent or 

adult working with a child under the age of 12 or in computer class instruction situations. 

Unauthorized disclosure, use, and dissemination of personal identification information regarding 

minors is not allowed.   

Time may be reserved up to one day in advance, in one hour increments.  Additional time may 

be available if no other customers are waiting to use the computers.    Customers that are late for 

their scheduled reservation will forfeit the unused portion of their reserved time.  Those who are 

more than ten minutes late may lose their entire reserved time.  

As time permits, library staff may assist with Internet searches and/or provide computer help.  

Computer users may be referred to library materials or local classes for additional assistance. 

Customers may print black and white pages at a preset cost per page.  Customers are accountable 

for all pages printed.  It is the customer’s responsibility to use print previews to monitor and 

manage the number of pages that need to be printed.  Library staff will provide assistance as 

needed or requested. 
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5.2 INTERNET, WIFI, AND COMPUTER USE —Continued, pg. 2 

5.21 Internet and Computer Use (continued) 

Problems with computer equipment, software, or web filtering must be reported to library staff 

immediately. 

Customers may not use library computers for conducting a personal for profit business or for 

conducting any unlawful activities. 

Computer users are prohibited from accessing images of a graphically explicit sexual nature that 

may be reasonably construed as obscene and in violation of current law (Mo. RSA 573.010, 

Section 573-060). 

Filtering software has been installed at the network level to block materials and applications that 

are deemed offensive.  Adults, 18 years and older, may request that filtering be turned off on 

sites that do not fall into the restricted categories. 

Computers users are not permitted to bypass our filtering systems, disable any library installed 

software, boot into another operating system, or run any software or command from a pre-boot 

environment.  Misuse of any library computer or intentional damage to library equipment or 

computer system will result in the loss of computer privileges and may result in suspension of 

library services.  Library staff reserves the right to terminate or restrict library privileges for 

abuse of these policies. 

The Internet is a global entity.  Providing this service to library users does not constitute any 

endorsement by the Barry-Lawrence Regional Library System.  The Library shall have no 

liability for direct, indirect or consequential damages related to the use of information accessed 

on the Internet from library equipment.  Internet users are reminded that: 

 Not all sources on the Internet provide accurate, complete, or current information.

 Filtering software does not block all materials that users might find offensive.

 Public library workstations are not private or secure.

See 

4.72A Fees, Fines, and Limits 

5.21A Internet and Computer Use Handout 

5.21B Computer Use Sign in Sheet 
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5.2 INTERNET, WIFI, AND COMPUTER USE —Continued, pg. 3 

5.22 WIFI Use 

All users of the wireless network must abide by the Internet and Computer Use Policy. Access 

to the wireless network is provided to customers during regular library business hours only.   

 Internet content is filtered in compliance with CIPA laws.

 The library cannot guarantee a wireless device will work with our wireless network.

 Use of the wireless network is entirely at the risk of the user.

 Library staff will not assist customers with their personal devices. If assistance with a

device is needed, the library suggests contacting the company that made the device.

WIFI users will need: 

 A wireless network card.

 Their own headphones to listen to any audio.

 An anti-virus program installed on their computer or personal device is recommended.

 The latest updates for their operating system is recommended.

Personal devices must conform to 802.11/g standard. 

In order to access the library’s wireless network, computer users: 

 Must read the Internet and Computer Use Policy and sign in using the Computer Use

Form agreeing that they understand and will abide by the policies and rules for use.

 Must sign-in at the circulation desk in order to receive the access code for the network.

Wireless printing is available at the Aurora, Cassville, Monett, and Mt. Vernon locations. For 

locations that don’t have wireless printing, files can be sent through personal e-mail service, 

saved on a jump drive, or stored in the cloud and then accessed on a wired computer to print.  

Be careful of the personal information you provide over the Internet as it may not be entirely 

secure. You are responsible for the safety of your equipment from device configurations, 

security, viruses, hoaxes, data files and the many other risks that can be downloaded from the 

Internet through the library’s wireless network. 

DO NOT leave your device unattended inside the library. The library system assumes no 

responsibility if your device is lost, damaged, or stolen. 

Use of the library’s wireless network for any unlawful act is prohibited. 

See 

5.22A WIFI Use Handout 
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5.3 TELEPHONE AND CELL PHONE USE 

Library Telephones 

Library telephones are maintained for library business use only.  Public use may be permitted in 

case of an emergency or at a staff member’s discretion. 

The library telephone may not be used for personal business of the customers, which includes but 

is not limited to:  

 Using the telephone to place an order for personal items.

 Dialing 1-800/1-888 numbers or long distance phone calls to businesses, friends, or relatives.

 Any calling that is personal in nature.

Customers must ask a library employee to use the telephone and state the reason for the request. 

Customers will only be allowed to use the telephone at the front desk.  Phone calls must be brief; 

no more than two minutes. 

Staff reserves the right to monitor all use of the library phones by the public, and reserve the 

right to advise that the subject matter of the call is not within library policy. 

Cell Phones 

Cell phone use is allowed.  Customers may be asked to: 

 Turn the ringer to vibrate or off.

 Be respectful of those around them.

 Be asked to lower their voice.

 Exit the building for extended conversations.

 Refrain from using their phone at the front desk.

Library staff are encouraged to keep their personal use of library telephones and personal cell 

phones to a minimum. 
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5.4 CUSTOMER COMMENTS 

The Barry-Lawrence Regional Library strives to provide outstanding customer service.  We 

recognize that occasionally a customer may want to make a complaint, suggestion, or 

compliment to/about the library. 

A library customer may choose to start by making his or her comment on an informal, oral basis 

to the library staff or branch supervisor.  If the customer chooses not to do so, or if the comment 

does not lend itself to informal resolution then the customer should request and complete a 

customer comment form.  The Branch Supervisor and/or Library Director will promptly review 

the completed form and where appropriate, attempt to resolve the comment directly. 

If the customer is not satisfied with the response provided, and/or if the Branch Supervisor or 

Director decides that the situation warrants the input of the Board of Trustees, either or both 

parties may bring the written comment to the attention of the Board.  A customer desiring to do 

so may also request an opportunity to address the Board at one of its monthly meetings. 

The Board will promptly review the concern, suggestion, or compliment and provide an oral 

and/or written response if warranted. 

The decision of the Board of Trustees with respect to a complaint will be final. 

See 

5.4A Customer Comment Form 

6.2A Request for Reconsideration of Library Material 



BARRY-LAWRENCE REGIONAL LIBRARY 
CUSTOMER COMMENT FORM 

Thank you for taking the time to share your feedback with us.  
If you see areas for improvement let us know.   

If you like what we’re doing, we’d love to hear that, too! 

Date: ____________________________ 

My contact with the library was: 
In person On Facebook 
By phone On Library Website 

Comment_______________________________________________________ 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

Which location did you visit? 
Aurora  Monett 
Cassville Mt. Vernon 
Eagle Rock Pierce City 
Marionville Purdy 
Miller  Shell Knob 

If you would like a response, please provide your name and contact  
information. 
Name: __________________________________________________________ 

Contact: ________________________________________________________ 

_______________________________________________________________ 

Policies and Procedures—Section 5.4 Customer Comment—5.4A 

BARRY-LAWRENCE REGIONAL LIBRARY 
CUSTOMER COMMENT FORM 

Thank you for taking the time to share your feedback with us.  
If you see areas for improvement let us know.   
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Date: ____________________________ 
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Comment_______________________________________________________ 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

Which location did you visit? 
Aurora  Monett 
Cassville Mt. Vernon 
Eagle Rock Pierce City 
Marionville Purdy 
Miller  Shell Knob 

If you would like a response, please provide your name and contact  
information. 
Name: __________________________________________________________ 

Contact: ________________________________________________________ 

_______________________________________________________________ 

Policies and Procedures—Section 5.4 Customer Comment—5.4A 
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5.5 CONDUCT ON LIBRARY PREMISES 

5.51 Statement of Purpose 

The purpose of the library’s rules for behavior is to protect individuals who are in the library to 

use its materials and/or services. 

General Library Behavior Guidelines 

Barry-Lawrence Regional Library supports the rights of all individuals to: 

 Use the library without discrimination.

 Receive friendly, courteous and respectful service.

 Have free and equal access to information.

 Have a clean, comfortable and pleasant environment.

 Use the library undisturbed without threat of harm, invasion of property, or interference.

Problem behavior is any behavior which either consciously or unconsciously violates or restricts 

the rights of customers or staff to use the Library.  If the actions or behavior of a customer affect 

other customers’ use of the library, the customer causing the disruption may be asked to leave 

the building. 

Libraries are for everyone’s enjoyment.  The following guidelines for customer conduct shall be 

observed in all branches and facilities operated by the District and are essential to ensure respect 

for individuals who use the Library District’s facilities. 

5.52 Customer Rules of Conduct 

Customers may not: 

 Possess, sell, or use alcoholic beverages, illegal substances, or weapons on Library property

as defined by federal, state statue, or local ordinance.

 Remain in the building after being asked to leave by a staff member.

 Knowingly harass any other person or create a public nuisance.

 Fight on Library property.

 Loiter on the premises of the library under circumstances that warrant alarm or concern for

the safety or well-being of any person.

 Destroy, deface, soil, or steal Library property.  Illegal activities will be reported to the

police.

 Fail to wear shirt and/or shoes at all times while in the building.

 Bathe, sleep, or do laundry in the Library.

 Offend other customers or staff through poor personal hygiene.

 Use electronic cigarettes or use any tobacco products in any form on Library property.

 Buy, sell, solicit, and/or proselytize.
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5.5 CONDUCT ON LIBRARY PREMISES—Continued, pg. 2 

5.52 Customer Rules of Conduct (continued) 

 Bring animals or pets into a library building, with the exception of certified or registered

service animals.  A service or helper animal must stay with its owner while in the Library.

Service or helper animals that are disruptive may be removed from the building at the staff’s

discretion.

 Run in the Library.

 Eat or drink at the computer workstations.  Light snacks and beverages in containers with lids

are permitted in all other areas of the library.

 Use personal transportation items within the Library.  This includes, but is not limited to,

skateboards, scooters, roller blades, shoes with wheels, or roller skates. Strollers, baby

buggies, wheelchairs, or other similar devices may be used in the Library.

 Gather together where ingress and egress are blocked.

 Violate any federal law, state statutes, or local ordinances.

5.53 Smoke Free Environment 

Barry-Lawrence Regional Library is committed to providing a healthy, comfortable and 

productive environment for its customers and employees.  To meet this goal, smoking and the 

use of tobacco is prohibited in all library facilities and vehicles.  Smoking includes use of all 

forms of tobacco and electronic cigarettes. 

All Library District staff, customers and visitors are expected to comply with this policy. 

5.54 Petitioning and Solicitation 

Petitions or surveys may not be displayed, nor signatures or information collected, in the Library. 

Those refusing to comply with the policy will be asked to leave Library property. 

The Barry-Lawrence Regional Library District allows the circulation of petitions outside library 

facilities as long as the activity does not interfere with the conduct of business or impede the free 

public access to Library buildings.  Specifically, individuals gathering petition signatures may 

stand or sit on Library property in areas designated by library staff, as long as they do not block 

or interfere with customers seeking to use the Library, do not pursue or follow customers, or 

otherwise disrupt Library activities.  Petitioners are not guaranteed the use of an area protected 

from sun, heat, or inclement weather.  Signs promoting petitions may not be placed on library 

property and petitioners must in no way affiliate themselves with the Library, either through 

written publicity, signage, or verbal statements.  Petitioners are required to check in with the 

Library’s desk staff prior to gathering signatures.  
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5.5 CONDUCT ON LIBRARY PREMISES—Continued, pg. 3 

5.54 Petitioning and Solicitation (continued) 

Solicitation of and/or distribution of literature for purposes other than transacting library business 

is prohibited on Library property.  Persons are prohibited in engaging in the personal distribution 

of literature and/or solicitation of library employees and customers in the Library District 

buildings and grounds, including parking lots. 

Exceptions are outlined as follows: 

 Fundraising projects conducted by the Library, the Friends of the Library, or other library

related organizations.

 Contributions for established charities, such as United Way, food drives, etc. as approved by

the Library Director.

 Other activities as approved by the Library Director.

The Director will consider requests on a case by case basis. 
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5.5 CONDUCT ON LIBRARY PREMISES 

5.51 Statement of Purpose 

The purpose of the library’s rules for behavior is to protect individuals who are in the library to 

use its materials and/or services. 

General Library Behavior Guidelines 

Barry-Lawrence Regional Library supports the rights of all individuals to: 

 Use the library without discrimination.

 Receive friendly, courteous and respectful service.

 Have free and equal access to information.

 Have a clean, comfortable and pleasant environment.

 Use the library undisturbed without threat of harm, invasion of property, or interference.

Problem behavior is any behavior which either consciously or unconsciously violates or restricts 

the rights of customers or staff to use the Library.  If the actions or behavior of a customer affect 

other customers’ use of the library, the customer causing the disruption may be asked to leave 

the building. 

Libraries are for everyone’s enjoyment.  The following guidelines for customer conduct shall be 

observed in all branches and facilities operated by the District and are essential to ensure respect 

for individuals who use the Library District’s facilities. 

5.52 Customer Rules of Conduct 

Customers may not: 

 Possess, sell, or use alcoholic beverages, illegal substances, or weapons on Library property

as defined by federal, state statue, or local ordinance.

 Remain in the building after being asked to leave by a staff member.

 Knowingly harass any other person or create a public nuisance.

 Fight on Library property.

 Loiter on the premises of the library under circumstances that warrant alarm or concern for

the safety or well-being of any person.

 Destroy, deface, soil, or steal Library property.  Illegal activities will be reported to the

police.

 Fail to wear appropriate clothing, including shoes and shirts at all times while in the building.

 Bathe, sleep, or do laundry in the Library.

 Offend other customers or staff through poor personal hygiene.

 Use electronic cigarettes or use any tobacco products in any form on Library property.

 Buy, sell, solicit, and/or proselytize.
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5.52 Customer Rules of Conduct (continued) 

 Bring animals or pets into a library building, with the exception of certified or registered

service animals.  A service or helper animal must stay with its owner while in the Library.

Service or helper animals that are disruptive may be removed from the building at the staff’s

discretion.

 Run in the Library.

 Eat or drink at the computer workstations.  Light snacks and beverages in containers with lids

are permitted in all other areas of the library.

 Use personal transportation items within the Library.  This includes, but is not limited to,

skateboards, scooters, roller blades, shoes with wheels, or roller skates. Strollers, baby

buggies, wheelchairs, or other similar devices may be used in the Library.

 Gather together where ingress and egress are blocked.

 Violate any federal law, state statutes, or local ordinances.

5.53 Smoke Free Environment 

Barry-Lawrence Regional Library is committed to providing a healthy, comfortable and 

productive environment for its customers and employees.  To meet this goal, smoking and the 

use of tobacco is prohibited in all library facilities and vehicles.  Smoking includes use of all 

forms of tobacco and electronic cigarettes. 

All Library District staff, customers and visitors are expected to comply with this policy. 

5.54 Petitioning and Solicitation 

Petitions or surveys may not be displayed, nor signatures or information collected, in the Library. 

Those refusing to comply with the policy will be asked to leave Library property. 

The Barry-Lawrence Regional Library District allows the circulation of petitions outside library 

facilities as long as the activity does not interfere with the conduct of business or impede the free 

public access to Library buildings.  Specifically, individuals gathering petition signatures may 

stand or sit on Library property in areas designated by library staff, as long as they do not block 

or interfere with customers seeking to use the Library, do not pursue or follow customers, or 

otherwise disrupt Library activities.  Petitioners are not guaranteed the use of an area protected 

from sun, heat, or inclement weather.  Signs promoting petitions may not be placed on library 

property and petitioners must in no way affiliate themselves with the Library, either through 

written publicity, signage, or verbal statements.  Petitioners are required to check in with the 

Library’s desk staff prior to gathering signatures.  
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5.54 Petitioning and Solicitation (continued) 

Solicitation of and/or distribution of literature for purposes other than transacting library business 

is prohibited on Library property.  Persons are prohibited in engaging in the personal distribution 

of literature and/or solicitation of library employees and customers in the Library District 

buildings and grounds, including parking lots. 

Exceptions are outlined as follows: 

 Fundraising projects conducted by the Library, the Friends of the Library, or other library

related organizations.

 Contributions for established charities, such as United Way, food drives, etc. as approved by

the Library Director.

 Other activities as approved by the Library Director.

The Director will consider requests on a case by case basis. 
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5.6 UNATTENDED MINORS 

The Barry-Lawrence Regional Library encourages customers of all ages to use its facilities, 

programs, resources, and services.   

The safety and responsibility for the well-being of minor children lies solely with the parent, 

guardian or assigned chaperone of each child, not with library personnel.  Parents/guardians 

should realize that, even in their absence, they are legally responsible for their children’s 

behavior in the library. 

A parent/guardian must supervise and be within sight of children under the age of eight in all 

areas of the library.  If a child under the age of eight is left unattended and appears to be lost or 

frightened, library staff will make every attempt to locate the parent or guardian.  If the parent or 

guardian is not located within an hour or by closing time, the local police department will be 

notified.  Under no circumstances shall a library staff member take a child out of the library or 

transport a child. 

Any child under the age of eight, who is accompanied by a parent, guardian, or chaperone, and is 

being disruptive, may be asked by the staff to behave.  If such behavior continues, the parent(s), 

guardian, or chaperon will be told that their child is disturbing others and will be asked to control 

the child.  If they refuse or are unable to control the child, the family may be asked to leave. 

Disruptive children over age eight will be given only one warning and informed that they will be 

asked to leave if the disruptive behavior continues.  Staff will follow through to insure that the 

child does leave the building/premises.  If he/she refuses to leave, the branch supervisor is 

authorized to call the local police department.  The Library assumes no responsibility for an 

unattended child who has been asked to leave the library property. 

The branch supervisor has the authority to deny use of the library to any child who is continually 

disruptive.  The Library reserves the right to ban disruptive children either temporarily or 

permanently from using the Library and its resources.  Parents/guardians will be held responsible 

for damage to items or equipment caused by their minor child. 

The Library is not responsible for children outside the building who await transportation or who 

are socializing.  If a child is unattended in the Library at closing time, staff will make an effort to 

call the parent/guardian and wait for up to fifteen minutes after closing.  After that time staff will 

call the local police and ask them to assume responsibility for the unattended child.  Staff will 

not take a child off of Library property or transport a child. 
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5.7 ACCIDENT/INCIDENT REPORT 

Whenever a customer or staff member is injured on Library property or when any staff witnesses 

or participates in an unusual incident on Library property, an accident/incident report should be 

completed and submitted to the library’s Regional Office. 

The report is to be completed as soon as possible following the accident/incident and sent to the 

Branch Supervisor.  After review it needs to be submitted to the Library’s Regional Office for 

the Director to review. 

It is important to include, whenever possible, the names and telephone numbers of all persons 

involved or witnesses for possible follow up action. 

Examples of accident/incidents which require reports may include injuries to customers or staff, 

property damage, disappearance of equipment, disgruntled customers, and other unusual 

behavior by persons on Library property. 

See 

5.7A Accident/Incident Report Form 



ACCIDENT/INCIDENT REPORT 

BARRY-LAWRENCE REGIONAL LIBRARY 

Complete for any accident/incident involving staff or customers on Library property whether it results in injury or not.  This 

report should be completed within 24 hours of the accident/incident and filed with the Regional Office. 

Branch: __________________________   Date of Report __________________________ 

Report filed by:  _____________________________________________________________________________ 

Date of Accident/Incident: ________________  Time of Accident/Incident: _______________________ 

Where did accident/incident happen (inside building, outside, parking lot, etc.)?___________________________ 

___________________________________________________________________________________________ 

Name(s), address and phone number of injured party or those involved: _________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________ 

Were there any witnesses? __________ If so who? __________________________________________________ 

What was the injured party or those involved doing at the time of the accident/incident?_____________________ 

___________________________________________________________________________________________ 

What were the conditions at the time of the accident (slippery floor, weather, etc.)? ________________________ 

___________________________________________________________________________________________ 

If accident/incident involved a fall, what type of shoes was the injured party(s) wearing? __________________ 

___________________________________________________________________________________________ 

How did the accident/incident happen? ___________________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

Describe injuries, if any: _______________________________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

Was medical assistance needed? _________________________________________________________________ 

Called:  __________Police __________ Fire __________Ambulance  __________Other 

What actions were taken? ______________________________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________ 

Who did you report this to? _____________________________________________________________________ 

__________________________________________ _______________________________________ 

Employee Signature Supervisor’s/Director’s Signature 

Policies and Procedures—Section 5.7 Accident/Incident Reports—5.7A 
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5.8 EXAM PROCTORING 

Designated library staff at any Barry-Lawrence Regional Library branch location may proctor 

both written and online exams for students.  The Library reserves the right to offer proctoring 

services based on the availability of personnel, facilities, and technology to do so.  Proctoring is 

a value added fee based service which is required to be paid prior to taking the exam.  Fees are as 

follows: 

 $5.00 per exam (written and online) for library card holders in good standing.

 $10.00 per exam (written) for those without library cards—residents and non-residents.  A

library card is required for online tests.

 In addition to the proctoring fee, the student must pay all costs associated with the proctored

exam.  These include, but are not limited to, charges for printouts, photocopies, faxes, and

postage.  The library is not responsible for any costs in obtaining or returning the

examination.

Guidelines: 

 All exams are to be taken on site.  No test will be proctored unless the student is physically

present.

 All exams are proctored by appointment only and must be scheduled a minimum of 48 hours

in advance of test time in order to ensure both proctor and space availability. It is the

student’s responsibility to notify the Library if they are unable to make the appointment.

 Exams will be scheduled during the library’s open hours and during the designated proctor’s

regular work hours.  Tests must be completed 15 minutes before the library closes.

 Student must call prior to their appointment to make sure the test or login information has

arrived.  It is not the proctor’s responsibility to contact the student.

 Students are responsible for obtaining all information necessary to take a test online.  All

online tests are subject to the rules, time limits, and restrictions of the Computer Use Policy.

 Proctors are not able to monitor a student continuously during an exam, but will check on the

student periodically. The library cannot guarantee quiet work spaces, but will try to place test

taker away from high traffic areas.

 The student is required to come prepared with the items required for taking the exam, such as

pencils, paper, calculator, picture I.D. etc.  The library will not provide any supplies.

 Exams not completed by the test taker within 30 days of receipt by the Library will be

discarded or returned unless prior arrangements are made.

The Barry-Lawrence Regional Library reserves the right to refuse to proctor any test which fails 

to comply with the above policies, or interferes with the daily operation of the library. 

See 

5.8A Proctoring Request Form 



BARRY-LAWRENCE REGIONAL LIBRARY 
PROCTORING REQUEST FORM 

Date: _________________________________ 

Name: ______________________________________________ 

Date of Test: _________________________________________ 

Written Test: ____________ Online Test: ___________ 

Branch: _____________________________________________ 

I understand the library reserves the right to offer proctoring services based on 
the availability of personnel, facilities, and technology to do so.  I understand that 
proctoring is a value added fee based service which is required to be paid prior to 
taking the exam.  I agree to pay  all costs associated with the proctored exam.  
These include, but are not limited to, charges for printouts,  photocopies, faxes, 
and postage.  Additionally, I have read and agree to all guidelines contained within 
the Barry-Lawrence Regional Library Proctoring  Policy. 

Signature: ___________________________________________ 

***************************************************** 
For library use: 

Proctor test on date given:  Yes ______ No_______ 

Fee:    per exam @  $  5.00 library card holder _________ 

per exam @ $10.00 non card holder       _________ 

Proctor Name: ______________________________________ 

Fee paid: ___________ Date: ________________ 

Policies and Procedures—Section 5.8 Exam Proctoring—5.8A 

BARRY-LAWRENCE REGIONAL LIBRARY 
PROCTORING REQUEST FORM 

Date: _________________________________ 

Name: ______________________________________________ 

Date of Test: _________________________________________ 

Written Test: ____________ Online Test: ___________ 

Branch: _____________________________________________ 

I understand the library reserves the right to offer proctoring services based on 
the availability of personnel, facilities, and technology to do so.  I understand that 
proctoring is a value added fee based service which is required to be paid prior to 
taking the exam.  I agree to pay  all costs associated with the proctored exam.  
These include, but are not limited to, charges for printouts,  photocopies, faxes, 
and postage.  Additionally, I have read and agree to all guidelines contained within 
the Barry-Lawrence Regional Library Proctoring  Policy. 

Signature: ___________________________________________ 

***************************************************** 
For library use: 

Proctor test on date given:  Yes ______ No_______ 

Fee:    per exam @  $  5.00 library card holder _________ 

per exam @ $10.00 non card holder       _________ 

Proctor Name: ______________________________________ 

Fee paid: ___________ Date: ________________ 

Policies and Procedures—Section 5.8 Exam Proctoring—5.8A 



BARRY-LAWRENCE REGIONAL LIBRARY 
PROCTORING REQUEST FORM 

Date: _________________________________ 

Name: ______________________________________________ 

Date of Test: _________________________________________ 

Written Test: ____________ Online Test: ___________ 

Branch: _____________________________________________ 

I understand the library reserves the right to offer proctoring services based on 
the availability of personnel, facilities, and technology to do so.  I understand that 
proctoring is a value added fee based service which is required to be paid prior to 
taking the exam.  I agree to pay  all costs associated with the proctored exam.  
These include, but are not limited to, charges for printouts,  photocopies, faxes, 
and postage.  Additionally, I have read and agree to all guidelines contained within 
the Barry-Lawrence Regional Library Proctoring  Policy. 

Signature: ___________________________________________ 

***************************************************** 
For library use: 

Proctor test on date given:  Yes ______ No_______ 

Fee:    per exam @  $  5.00 library card holder _________ 

per exam @ $10.00 non card holder       _________ 

Proctor Name: ______________________________________ 

Fee paid: ___________ Date: ________________ 
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BARRY-LAWRENCE REGIONAL LIBRARY 
PROCTORING REQUEST FORM 

Date: _________________________________ 

Name: ______________________________________________ 

Date of Test: _________________________________________ 

Written Test: ____________ Online Test: ___________ 

Branch: _____________________________________________ 

I understand the library reserves the right to offer proctoring services based on 
the availability of personnel, facilities, and technology to do so.  I understand that 
proctoring is a value added fee based service which is required to be paid prior to 
taking the exam.  I agree to pay  all costs associated with the proctored exam.  
These include, but are not limited to, charges for printouts,  photocopies, faxes, 
and postage.  Additionally, I have read and agree to all guidelines contained within 
the Barry-Lawrence Regional Library Proctoring  Policy. 

Signature: ___________________________________________ 

***************************************************** 
For library use: 

Proctor test on date given:  Yes ______ No_______ 

Fee:    per exam @  $  5.00 library card holder _________ 

per exam @ $10.00 non card holder       _________ 

Proctor Name: ______________________________________ 

Fee paid: ___________ Date: ________________ 

Policies and Procedures—Section 5.8 Accident/Incident Reports—5.8A 
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5.9 REFERENCE AND INFORMATION SERVICES 

Barry-Lawrence Regional Library is committed to providing accurate information and materials 

in an efficient, courteous, and timely manner.  The Library strives to make available to customers 

of all ages responsible and accessible resources to fulfill their informational, educational, 

cultural, technical and recreational needs.   

All customers seeking information assistance will be treated equally regardless of gender, age, 

sexual orientation, ability, language proficiency, ethnicity, or social or economic status. 

Staff will respect and protect the confidential and private nature of requests for information at all 

times.  Names and identification of customers and the transactions which occur between 

customers and staff are confidential and not discussed outside of a professional context. 

Requests will generally be handled in the order in which they are received.  Requests submitted 

by customers in the Library are given priority over telephone requests that are received at the 

same time.  Staff members will attempt to answer questions at the time the request is made and 

to work within the customer’s time requirements.   

Staff will not give opinions, advice, or interpretation of information beyond the scope of their 

expertise and training in library reference work.  When answering a customer’s reference 

question, staff will cite the resource(s) from which the information is obtained.  The producers of 

that resource, not the Library itself, are responsible for that resource’s accuracy.  The staff will 

decide when all reasonable resource options have been exhausted at the Library and when it is 

time to cease working on a question and refer the customer elsewhere. 

The staff will assist the customer in finding information and will provide instruction on how to 

use Library resources based upon the customer’s needs.   

Guidelines: 

 Quick Reference—Immediate answers to questions using resources readily available in the

Library.  Staff will assist users in locating additional information, and may provide informal

instruction on the use of Library resources and search tools.

 In Depth—Answers to question that require a longer search process and involve the use of

multiple resources to arrive at an appropriate outcome.  Staff will assist customers in defining

their information needs and identify numerous resources.  A variety of methods may be used

to arrive at an appropriate outcome.  The amount of time required will be determined by the

user’s specific needs, availability of staff and time constraints.

 Reader’s Advisory—Answers to questions that attempt to connect readers with the books

they will enjoy and are interested in reading.

 In Person or by Telephone—Staff provide information service in person or by telephone.  In

person or telephone requests for information are completed in the order they are received.  In

order to ensure efficiency staff may take the name and telephone number of the user
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5.9 REFERENCE AND INFORMATION SERVICES (continued, page 2) 

submitting the request by telephone and will respond to the customer’s question in a timely 

manner. 

 Referral—If an information request cannot be fulfilled using resources available at the

Library, staff should refer customer(s) to another source, and if necessary assist them in

contacting that source.  Staff will make every effort to fulfill information requests using

resources available in the Library before referring users to other external sources.

 Library Instruction and Orientation—Staff will familiarize customers with all Library

services and provide them with instruction in the use of Library materials and equipment, the

public access catalog, databases, and other e-resources provided by the Library.  The level of

assistance provided by staff will depend on the needs of the customer as well as staff

availability and resources.

 Technical—Staff will assist as they are able in helping customers with computer applications

or electronic reading/listening devices and may refer customers to appropriate books, online

tutorials, or classes for further assistance.  When assisting customers with computer

resources, staff will not enter personal information for customers.

 Local History and Genealogy—Staff will provide assistance in locating items in the

collection and help in obtaining resources through microfilm and electronic resources to

answer genealogy and local history questions.  If more extensive research is required the

customer will be referred to the local historical society.  Please note that not all branch

locations have local history or genealogy materials.

 Medical or Legal Questions—The Library does not provide advice in the areas of medicine

or law.  Staff will provide information but should not interpret or evaluate that information.

They will provide instruction in the use of resources, enabling customers to pursue

information independently and effectively if so desired.  If the customer has trouble

understanding the source provided, an alternative source may be sought.  If no appropriate

sources can be located, the customer will be referred to local legal or medical services for

interpretation of the information.

 Mathematical and Technical Calculations—Staff will provide formulas or equations needed

to do a computation if found in an authoritative source.  Staff will not do the computation

since there may be a risk of error or misunderstanding.

 Tax Forms and Questions—Staff will not give tax advice.  They will provide resources but

will not interpret or evaluate the information found in these resources.  Customers will be

referred to volunteer tax assistance programs or the Internal Revenue Service (IRS).  The

Library does not stock state or federal forms.

 Personal Care Assistance—Staff are not permitted to act as personal attendants for customers

unable or unwilling to perform routine tasks, including personal tasks for themselves.  Staff

will show customers how to use equipment, but customers are expected to physically use the

equipment themselves, or have someone with them who can perform such tasks.  Staff will

not proofread or compose reports, letters, resumes, etc. for customers.
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5.10 LIBRARY PROGRAMS 

A “program” is a planned interaction between the library staff and the program participants for the 

purpose of promoting library materials, facilities, or services, as well as offering the community an 

informational, learning, entertaining, or cultural experience. 

The Library District presents programs for various age groups, cultures, backgrounds and interest 

groups.  Programs may target a general audience or be tailored to an age-specific audience.  

Programming includes, but is not limited to, such activities as book discussions, story 

time/storytelling, family literacy programs, author visits/readings, artistic and music performances, 

film showings, demonstrations and workshops, instructional classes/training session, lectures and 

presentations, exhibits and associated programs, community forums, and library tours and 

orientations. 

The Library District uses library staff expertise, collections, services and facilities in developing and 

delivering programming.  The Library District’s staff use the following criteria in making decisions 

about program topics, speakers, and accompanying resources. 

 Community needs

 Availability of program space

 Treatment of content for intended audience

 Presentation quality

 Presenter background/qualifications in content area

 Budget

 Relevance to community interests and issues

 Historical or educational significance

 Connection to other community programs, exhibitions, or events

 Relation to Library District collections, resources, exhibits and programs

Program presenters may include library staff with relevant skills or expertise, volunteers or staff 

from co-sponsoring organizations, local or visiting authors and performing artists, local or visiting 

speakers or experienced and qualified instructors/trainers.  In addition, the Library District will 

draw upon other community resources in developing programs and actively partner with other 

community agencies, organizations, educational, and cultural institutions, or individuals to develop 

and present co-sponsored public programs.  Professional performers and presenters that reflect 

specialized or unique expertise may be hired for Library District programs; performers and 

presenters will not be excluded from consideration because of their origin, views, or because of 

possible controversy.  Library District staff who present programs do so as part of their regular job 

and are not hired as outside contractors for programming. 

All Library District programs are open to the public and normally offered free of charge.  A fee may 

be charged to recover the cost of a presenter, educational program, materials and/or supplies.  

Tickets may be sold for special library events. The Library Districts philosophy of open access to 

information and ideas extends to programming and the Library District does not knowingly 
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discriminate through its programming.  Library District sponsorship of a program does not 

constitute an endorsement of the content of the program or the views expressed by participants, and 

program topics, speakers and resources are not excluded from programs because of possible 

controversy. 

Registration may be required for planning purposes or when space is limited.  Programs may be 

held on site at any Library District location, or off site.  Programs may be limited to attendees of 

targeted age groups.   

Programs are not used for commercial, religious, partisan purposes or the solicitation of business. 

Time cannot be taken during the program to promote products or services.  All those presenting 

programs on behalf of the Library need to be cognizant of this.   

The Library recognizes, however, that in some cases those attending the program may wish to 

purchase items related to the program after the completion of the program.  Examples of such items 

include: 

 Books or CDs or other media created by the presenter.

 Craft or other supplies, related to the demonstration provided in the program.

In order to offer products for sale the presenter must first receive permission of the Library Director.  

Presenters are responsible for collecting the related sales tax.  Under no circumstance will Library 

staff be directly involved in the sale of materials while working on Library time. 

Program participants should expect that photographs/video will be taken at events and used on the 

Library District’s social media sites, website, and/or printed marketing materials.  Participants may 

request in writing that their image not be used by the library. 

Program participants are required to sign, for themselves or for their minor children, an Informed 

Consent and Liability Release Waiver in order to participate in any program that requires physical 

activity.   

The Library District welcomes expressions of opinion from customers concerning programming.  If 

a customer questions a library program, he/she should address the concern with a staff member or 

may contact the Regional Office. 

Additional accommodations may be made for persons with disabilities upon request.  Individuals 

with disabilities who contact the Library District up to one week in advance will be accommodated 

to the best of the library’s ability. 

See 

5.10A Informed Consent and Liability Release Waiver for Participation in Physical Activity 

Amended and Approved by Vote of Library Board of Trustees, October 18, 2018. 





INFORMED CONSENT AND LIABILITY WAIVER 

RELEASE FORM FOR PARTICIPATION  

IN PHYSICAL ACTIVITY PROGRAM 

I agree and consent to the following for myself or my child: 

I/my child am/is voluntarily participating in the ___________________________ program 

conducted by the________________ Branch Library.  I recognize that the program requires 

physical exertion that may be strenuous at times and may cause physical injury, and I am fully 

aware of the risks and hazards involved. 

I understand that it is my responsibility to consult with a physician prior to and regarding my or 

my child’s participation in the above mentioned program.  I represent and warrant that I/my child 

have/has no medical condition that would prevent my/my child’s participation in the program. 

I agree to assume full responsibility for any risks, injuries, or damage known or unknown which 

I/my child might incur as a result of participating in the program.  Such injuries may include, but 

are not limited to heart attacks, muscle strains, muscle pulls, muscle tears, broken bones, shin 

splints, heat prostration, injuries to knees, injuries to back, injuries to foot, or any other illness or 

soreness, including death. 

I hereby agree to release and hold harmless the Barry-Lawrence Regional Library District, its 

officers, employees, volunteers, and board members from and against any and all liability, loss, 

damages, claims, or actions (including costs and attorney’s fees) for bodily injury and/or 

property damage, to the extent permissible by law. 

This indemnification and hold harmless agreement shall include indemnity against all costs 

(including without limitation, reasonable attorney’s fees and court costs), expenses and liabilities 

incurred in or in connection with any such claim or proceeding brought thereon and in defense 

thereof. 

I have read the above waiver and release liability and full understand its contents. I give 

permission for emergency transportation and/or treatment for me/my child in the event of illness 

or injury.  I hereby accept responsibility for the payment of any emergency transportation and/or 

treatment. I voluntarily sign this informed consent and liability waiver and agree to the terms and 

conditions stated above. 

_______________________________________________ _________________________ 

Signature       Date 

________________________________________________ 

Print Name 

________________________________________________(Child = Age 17 and under) 

Child’s Name (If Applicable) 

Policies and Procedures—Section 5.10 Library Programming—5.10A 
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5.11 OUTREACH 

The Barry-Lawrence Regional Library District provides outreach services to customers who 

would not otherwise have access to library services and resources with an emphasis on those 

who are un-served or underserved due to physical, economic, social, geographic, or other 

barriers.  The Library District staff makes visits and provides programs throughout Barry and 

Lawrence counties, as well as provide delivery of selected items. 

Outreach services include homebound deliveries, nursing home/institutional visits, 

daycare/headstart visits, off-site programming, fairs/festivals, pop up library visits, and other 

services.  

Homebound deliveries (Books to Go) provides library materials to those who are physically 

unable to leave their homes and cannot utilize traditional service.  Deliveries and pick up of 

library items are made to the customer’s home or living facility. 

The Pop Up Library is a mobile service that provides material to customers in un-served or 

underserved areas.  Anyone can borrow material.  A library card is not needed.  There are no 

overdue fines.  The material can be returned at the customer’s local library or at the next pop up 

library visit.  Customers also have the option of swapping a like new item for the item that they 

borrowed. 

5.111 Public Relations and the Communities 

The staff, the Board of Trustees, and the Friends of the Library members want to encourage the 

widest possible use of the branch libraries by citizens of their communities.  An ongoing public 

relations program is part of that effort. 

The library director and branch supervisors shall issue announcements of forthcoming programs, 

publicity, and news items to local newspapers, radio and television stations where available. 

In the broadest sense of public relations, the library staff sets the tone for the Barry-Lawrence 

Regional Library District every day.  Staff members are encouraged to be courteous and friendly 

while providing the most efficient service possible, to know their community and to participate 

in community activities and organizations.  Staff members should be available to speak to groups 

outside the library whenever they are asked to do so. 

Members of the Board of Trustees should support the library system and its activities in their 

communities, promoting good will, awareness of library programs and services, and helping 

build community support. 

Members of the Friends of the Library groups are encouraged to support their branch library and 

to promote public understanding of the library and the vital role that it plays in today’s society. 
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5.112 Relationship with Schools and Businesses 

The Barry-Lawrence Regional Library and the public and private schools of our communities are 

companion education agencies, but their responsibilities differ in scope and function.  The public 

libraries exist to serve the information and recreational needs of all residents of the community 

and to maintain a balance in services and programs for all age groups. 

The public library will cooperate with but cannot duplicate the functions of school libraries.  

Cooperative efforts will include:  borrowing and lending of materials, assisting with special 

projects and reading promotions, reserving collections of books for student use when requested, 

lending collections of books for classroom use, and teaching library skills. 

Tours of the branch libraries and special story hour programs will be provided for school classes 

and groups by appointment. 

Book delivery services are available to schools in Barry and Lawrence counties.  School 

administrators must sign a contract for services agreeing to the following: 

 To return materials promptly and in good condition.

 To pay for any lost or damaged materials at the end of the school term.

See 4.12B Materials Lending Contract 
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5.12 LIBRARY HOURS 

 

The Board of Trustees, in consultation with the Library Director, will make every attempt to 

provide library service during the hours which best meet the needs of the communities and 

within the restraints of the budget.  Library hours are posted at each branch.  Library hours may 

be reevaluated if it is shown that there is a need for fewer or additional hours. 

 

Branches are open at their advertised hours, except in emergency situations such as bad weather 

or mechanical difficulties.  When a branch must close, signs will be posted on the door(s) and the 

local news media notified. 

 

Branches may close temporarily in situations where only one staff member is on duty.  Such 

closing may include but are not limited to:  lunch periods or a trip to the post office.  Staff will 

post a sign indicating why they are gone and when they will return. 

 

See  

5.12A Branch List 

 

 

5.121 Holidays 

 

The Library District shall be CLOSED on the following holidays: 

 

 New Year’s Day 

 Martin Luther King Day 

 President’s Day 

 Memorial Day 

 Independence Day 

 Labor Day 

 Veteran’s Day 

 Thanksgiving Day 

 Christmas Eve 

 Christmas Day 

 

With approval of the Board of Trustees, the Library District’s observance of some holidays will 

vary according to the day of the week on which they fall.  These variations will be posted on the 

library’s webpage. 

 

Additionally, the Library District shall close on Columbus Day for staff training. 

 



ZIP BRANCH SUPERVISOR TELEPHONE HOURS

65605 AURORA Martha Pettegrew 678-2036 M - Sa  8:30 - 5:30

202 Jefferson aurora@blrlibrary.org 678-2041 (Fax)

martha@blrlibrary.org

65625 CASSVILLE Cheryl Williams 847-2121 M, W, F, and Sa

P.O. Box D cassville@blrlibrary.org 847-4679 (Fax)      8:30 - 5:30

301 W. 17th Street cheryl@blrlibrary.org Tu, Th 8:30 - 6:30

65641 EAGLE ROCK Jennifer Cochran (ER/K) 271-3186 M, W, F 8:30 - 5:30

P.O. Box 147 eaglerock@blrlibrary.org 271-3186 (Fax) Tu, Th, Sa - Closed

27824 State Hwy 86 jennifer@blrlibrary.org

65705 MARIONVILLE Janea Coker 463-2675 M - F  8:30 - 5:30

303 W. Washington marionville@blrlibrary.org 463-2116 (Fax) Sa - Closed

janea@blrlibrary.org

65707 MILLER Kathy Wells (Cindy Rinker, Sup.) 452-3466 M, W, F 9:00 - 6:00

P.O. Box 84 miller@blrlibrary.org 452-3466 (Fax) Tu, Th, Sa - Closed

112 E. Main cindyr@blrlibrary.org

65708 MONETT/R.O. Cindy Frazier (M/PC) 235-6646 M 8:30 - 7:00

213 Sixth Street monett@blrlibrary.org 235-7350 Tu - F 8:30 - 5:30

cindyf@blrlibrary.org 235-6799 (Fax) Sa 9:00 - 1:00

Gina Milburn, Director ginamilburn@blrlibrary.org

Joyce Frazier, Admin Asst. joycefrazier@blrlibrary.org

Rhonda Duff, Coll. Dev. rhonda@blrlibrary.org

Lee Ann Rosewicz, Tech. leeann@blrlibrary.org

65712 MT. VERNON Cindy Rinker (X/T) 466-2921 M 8:30 - 7:00

206 W. Water mtvernon@blrlibrary.org 466-2936 (Fax) Tu - Sa 8:30 - 5:30

cindyr@blrlibrary.org

65723 PIERCE CITY Rebecca Mayberry (Cindy Frazier, Sup.)476-5110 M, W, F 8:30 - 5:30

101 N. Walnut piercecity@blrlibrary.org 476-5110 (Fax) Tu, Th, Sa - Closed

cindyf@blrlibrary.org

65734 PURDY Gina Milburn 442-7314 M, W, F 8:30 - 5:30

P.O. Box 246 purdy@blrlibrary.org 442-7314 (Fax) Tu, Th, Sa - Closed

403 Hwy C ginamilburn@blrlibrary.org

65747 SHELL KNOB Jennifer Cochran (ER/K) 858-3618 M, W, F 8:30 - 5:30

P.O. Box 349 shellknob@blrlibrary.org 858-3618 (Fax) Tu, Th, Sa - Closed

24931 State Hwy 39 jennifer@blrlibrary.org

BARRY-LAWRENCE REGIONAL LIBRARY

2018 BRANCH LIST

1/8/18 GM
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5.13 EMERGENCY PROCEDURES 

In the event of an emergency, it is the responsibility of the library staff to do whatever is 

necessary to ensure the safety of the library customers and the remainder of the staff.  The 

secondary responsibility of the library staff is to minimize the damaging effect of the emergency 

to property only if it poses no threat to anyone’s personal safety.  People first, property second. 

General Guidelines for action in any emergency situation are: 

 Keep Calm.

 Quickly gather as much information as possible in a reasonable short period of time, such as

the nature and location of the emergency.

 Evacuate the area if the threat of danger is imminent and secure the area from entry by all but

trained emergency personnel.

 Summon the appropriate emergency agency (police, fire or ambulance) by calling 911 (9911

at the Regional Office/Monett Branch) and stand available to direct them to the source of the

problem.

 Contact the Director.

 Staff should interview all customers involved or witnesses to the incident and report to the

emergency personnel.

5.131 General Evacuation Procedures 

If the threat of personal danger is imminent, immediately evacuate the building, i.e. fire, bomb 

threat, etc. 

 Pull the alarm for all fires, but not for bomb threats.  Ask everyone in the building to remain

calm and walk, don’t run to the nearest exit.

 Call 911 (9911 at the Regional Office/Monett Branch).

 Staff should assist public in leaving the building by the nearest exit as quickly as possible.

 Assist handicapped individuals.

 Staff should check public restrooms and other public areas.

 Report refusals to leave to police/fire officials immediately.

 Notify the Director.

 Stay at least 100 feet from building, meeting at a designated place outside the building.

Person in charge of the building should do an employee head count to ensure everyone has

left the building.

 Prevent anyone from reentering the building.

 Wait to reenter the building until authorized to do so.

See 

5.131A Evacuation/Emergency Information 
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5.132 Threats to Building and Personal Security 

For serious, immediate threats: 

 Stay calm and think before acting.

 Call 911 (9911 at the Regional Office/Monett Branch) and provide details of the threat.

 Do not resist or confront the violator.

 Notify person in charge of building and/or call the Regional Office.

For bomb threats: 

 Remain calm.  Keep caller on the phone and write down as much of the following as

possible:

o Time of call

o Time bomb is set to go off

o Location of bomb

o Kind of bomb

o Reason bomb was set

o Other useful information (name, address of caller, etc.)

 Try to remember the voice (male, female, husky, squeaky, etc.) and any background noise.

 Follow evacuation procedures.

 Call 911 (9911 at the Regional Office/Monett Branch). DO NOT use a cell phone or activate

the fire alarm.

 Notify the Director.

5.133 Fire 

If the fire alarm goes off, check the building for a fire.  At the first indication of smoke or flame, 

determine location and extent of the fire.  There are fire extinguishers in each branch location.   

 Report the fire by calling 911 (9911 at the Regional Office/Monett Branch).

 Keep your back to escape route.

 Use the fire extinguisher if the fire can be contained safely and quickly.  Remember

P.A.S.S.—Pull, Aim, Squeeze, Sweep.

 Do not attempt to extinguish a large fire.

 Follow evacuation procedure.

 Close doors behind you.  Stay low.

 Never allow a fire to come between you and an exit.

 Notify the Director.



Barry-Lawrence Regional Library       Policies and Procedures Manual 

5.134 Tornados and Thunderstorms 

A tornado or thunderstorm watch means you should be prepared to take cover if threatening 

conditions are sighted.  A tornado or thunderstorm warning is issued by the local National 

Weather Service facility and means a tornado or severe thunderstorm is imminent.  If the 

warning sirens are sounded: 

 Instruct everyone to take shelter in your designated shelter space.

 All circulation procedures and other services must cease during a tornado warning.  After

helping customers, staff must be able to take shelter.

 You cannot force a customer over the age of 18 to take shelter.  Customers are not allowed to

be in the building unattended while under a tornado warning. If customers refuse to take

shelter ask them to exit the building.  Customers under the age of 18 that are not

accompanied by a parent or guardian must take shelter in the designated space.

 Staff should attempt to do a final check of the library.

 If time allows, staff should close the interior doors.  Staff may not lock the exterior doors.

 Monitor the weather on the computer, if possible.

 Stay in the shelter area until the all clear signal.

 Call 911 (9911 at the Regional Office/Monett Branch) if people are seriously hurt or property

is damaged.

 Notify the Director as soon as it is feasible.

5.135 Earthquake 

 Keep calm.  Do not run or panic.

 Remain where you are.  If you are outdoors, stay outside; if you are indoors, stay inside.

 If you are indoors sit or stand against an inside wall or in a doorway; or else take cover under

a desk or table.  Stay away from windows and outside doors.

 If you are outdoors, stay away from buildings, overhead electrical wires, poles, or anything

else that may shake loose and fall.

 Do not use candles, matches, or other open flame due to possible gas leaks.

 Have more than one evacuation route planned.

 Be aware of aftershocks.

 Call 911 (9911 at the Regional Office/Monett Branch) if people are seriously hurt or property

is damaged.

 Notify the Director.
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5.136 Health Emergencies 

 

Staff member should exercise caution when administering first aid of even a minor nature 

because of the safety of the injured individual and the potential liability of the staff member and 

library.  Without specialized training it is not advisable for staff to undertake more than keeping 

the sick or injured customer comfortable and protected from needless disturbance until medical 

help can be obtained.  Staff should observe standard precautions and avoid contact with body 

fluids, including blood to the extent possible.  Since each case is unique, staff members should 

use their judgement to do what is prudent and reasonable.  If needed, first aid kits are available at 

each branch location.  Call 911 (9911 at the Regional Office/Monett Branch) in the event of a 

serious problem.  No medication, including aspirin, should ever be dispensed to the public.  

Notify the Director once the emergency has passed. 

 

See 5.7A Accident/Incident Report 

 

 

5.137 Inclement Weather/Emergency Closing 

 

The Director shall have the authority to close individual branches of the Barry-Lawrence 

Regional Library District when necessary, including, but not limited to construction, power 

outages, and weather. 

 

Closing of the facilities of the District shall be approved by the Board of Trustees, unless a 

weather or other emergency exists which would bring substantial potential risk to customer or 

staff.  Educational activities, or staff training days, involving system-wide closing of facilities 

shall be approved by the Board of Trustees. 

 

When the decision to close is made, the Director will notify the local TV/radio stations, staff 

members, and board president.   All closings will be posted on the library’s website and 

Facebook page and when possible signs will be displayed on the branch library’s doors. 
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5.14 PROCEDURES FOR LAW ENFORCEMENT INQUIRIES 

 

If any staff members is approached by a law enforcement officer, the officer’s identification 

should be requested and presented.  The staff member should immediately contact the 

Director/Regional Office.  No staff member is allowed to provide any information in regards to 

customer’s records in accordance with the library’s confidentiality policy and the state’s 

confidentiality policy (MO Revised Statutes 182.817).  A law enforcement officer cannot be 

given any information without a subpoena. 

 

  

 5.141 Procedures for Law Enforcement Inquiries with a Subpoena 

 

 If any staff member is approached by a law enforcement officer with a subpoena, the 

officer’s identification should be requested and presented.   

 The staff member should immediately contact the Director/Regional Office. 

 Legal counsel should be called once the subpoena has been served.  (There is generally a one 

week period of time to respond to a subpoena.) 

 No staff member is allowed to provide any information in regards to customer’s records, in 

accordance with the library’s confidentiality policy and the state’s confidentiality policy. 

 

 

5.142 Procedures for Law Enforcement Inquiries with a Search Warrant 

 

 The same procedures can be used as under an inquiry with a “subpoena”. 

 Once the warrant has been served the law enforcement officer may begin to search the library 

records. 

 Inquire if library counsel can be present before the search begins in order to allow counsel to 

examine the search warrant and to assure the search conforms to the terms of the search 

warrant. 

 Cooperate with the search to ensure that only the records identified in the warrant are 

produced and that no other customer’s records are viewed or scanned. 

 

 

5.143 Procedures for Law Enforcement Inquiries with a Warrant Issued Under the 

Foreign Intelligence Surveillance Act (FISA) (USA Patriot Act Amendment) 

 

 The same procedures can be used as under an inquiry with a “subpoena”. 

 A search warrant issued by a FISA court also contains a “gag order”.  This means that no 

person or institution served with the warrant can disclose that the warrant has been served or 

that records have been produced pursuant to the warrant. 

 The library and staff must comply with this order.  No information can be disclosed to any 

other party, including the customer whose records are the subject of the search warrant. 

 The gag order does not change the library’s right to legal counsel.  A request can be made to 

have legal counsel present during the search and execution of the warrant. 
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5.15 NOTARY SERVICES 

Barry-Lawrence Regional Library offers notary services to customers for a small fee at the 

following branch locations:  Cassville, Marionville, Monett, and Mt. Vernon. 

Before bringing documents to be notarized, please call first to be sure that the notary is available: 

Cassville  417-847-2121 Cheryl Williams 

Marionville  417-463-2675 Janea Coker 

Monett  417-235-6646 Cindy Frazier 

Mt. Vernon  417-466-2921 Cindy Rinker 

Guidelines for Notary Service: 

1. If you have more than one (1) item to be notarized, please call and make an appointment.

2. Bring a current photo ID, such as a valid driver’s license, state ID, or passport, with you.

3. Forms MUST be filled out ahead of time.  The notary is not a legal expert and therefore

cannot help you fill out any needed forms.

4. The notary will not notarize a blank sheet of paper.

5. All document(s) MUST be signed in front of the notary.  Do NOT sign your document(s)

ahead of time!

6. If more than one person must sign the document(s), they must ALL be present at the time of

notarization.

7. The notary follows all regulations of the State of Missouri as outlined in the Missouri Notary

Public Handbook.

8. If needed, please bring your own witnesses.

9. We can only notarize materials in English.

Fee:  There is a $1.00 fee per (notary) signature. 

Additional Information: 

 A notary only verifies the signer’s identity and that the signature was made willingly and

freely.

 Notarization does NOT

o Prove a document to be true or accurate.

o Legalize or validate a document.

o Prove that a statement under oath is true.

Public notaries are NOT legal professionals.  Please do not ask legal questions or for legal 

advice. 



Barry-Lawrence Regional 
Library Internet and 
Computer Use Policy 
Use of any library computer constitutes 
agreement with this policy: 

Who is Allowed to Use 
1. Library cardholders: must be in good standing

2. Non-cardholders: There will be a $1 non-refundable
fee, per individual, per use, even if it’s on the same day

Availability 
Computers are only available during business hours. 
They automatically shut down promptly at closing. 

Use by Minors (under age 12) 
1. Must be accompanied by an adult (age 18 or older)

2. Unauthorized disclosure, use, and dissemination of
personal identification information regarding minors is
not allowed

Printing 
Customers may print at a set fee per page, check with 
librarian for amount.  Customers are responsible for ALL 
pages printed. If assistance is needed, please ask the 
librarian. It is your responsibility to use print reviews to 
monitor and manage the number of pages you print. 

Problems 
Problems with computer equipment, software, or web 
filtering must be reported to library staff immediately. 

Reserving Time 
TIME may be reserved, up to one day in advance, in 
one-hour block increments. Additional time may be 
available if no other customers are waiting to use the 
computers. 

● Customers that are late for their scheduled
reservation will forfeit the unused portion of their
reserved time. Those who are more than ten minutes
late may lose their entire reserved time.

● Unreserved time may be used on a walk-in basis.

Filtering and Privacy 
1. Filtering systems are installed at the network level to
block offensive materials and applications

2. Computer users are prohibited from accessing images
of a graphically explicit sexual nature that may be
reasonably construed as obscene and in violation of
current law (Mo. RSA 573.010. Section 573-060).

3. Adults may request filtering exceptions if a site does
not fall into a restricted category

4. These systems are monitored for system function and
abuse. While we make efforts to ensure your privacy, it
cannot absolutely be guaranteed.

5. Customers may not use the library computers for
conducting a personal for profit business or for
conducting any unlawful activities.

6. It is your responsibility to double-click the END
SESSION button at the end of your computer use!

Abuse 
You may not: 
1. Attempt to bypass our filtering systems

2. Disable any library installed software

3. Boot into another operating system

4. Run any software or command from a pre-boot
Environment

Internet Disclaimer 
The Internet is a global entity. Providing this service to 
library users does not constitute any endorsement by 
the Barry-Lawrence Regional Library System. The Library 
shall have no liability for direct, indirect or 
consequential damages related to the use of 
information accessed on the Internet from Library 
equipment. Internet users are reminded that: 

● Not all sources on the Internet provide accurate,
complete, or current information.

● Filtering software does not block all materials that
users might find offensive.

Misuse of any library computer or intentional damage 
to library equipment or computer system will result in 
the loss of computer privileges and may result in 
suspension of library services. Library personnel reserve 
the right to terminate or restrict library privileges for 
abuse of these policies. 



Abuse
You may not:

1. Attempt to bypass our filtering systems
2. Disable any library installed software
3. Boot into another operating system
4. Run any software or command from a pre-boot

environment

Who is Allowed to Use
1. Library cardholders: must be in

good standing
2. Non-cardholders: There will be a $1

non-refundable fee, per individual,
per use, even if it’s on the same day

Use by Minors (under age 12)
1. Must be accompanied by an adult (age 18 or

older)
2. Unauthorized disclosure, use, and

dissemination of personal identification
information regarding minors is not allowed

Printing
Customers may print black and white pages at a cost of 
twenty-five cents per page. Customers are responsible 
for ALL pages printed.  If assistance is needed please 
ask the librarian. 

It is your responsibility to use print previews to monitor 
and manage the number of pages you print.

Problems
Problems with computer equipment, software, or 
web filtering must be reported to library staff 
immediately.

Misuse of any library computer or intentional damage to library equipment or computer system will result in the loss of computer 
privileges and may result in suspension of library services.  Library personnel reserve the right to terminate or restrict library 
privileges for abuse of these policies.

Barry-Lawrence Regional Library
Internet and Computer Use Policy

Use of any library computer constitutes agreement with this policy:

Reserving Time
TIME may be reserved, up to one day in advance, in 
one hour block increments .  Additional time may be 
available if no other customers are waiting to use 
the computers.

● Customers that are late for their scheduled
reservation will forfeit the unused portion of their
reserved time. Those who are more than ten
minutes late may lose their entire reserved time.

● Unreserved time may be used on a walk-in basis.

Filtering and Privacy
1. Filtering systems are installed at the network level

to block offensive materials and applications
2. Computer users are prohibited from accessing

images of a graphically explicit sexual nature that
may be reasonably construed as obscene and in
violation of current law (Mo. RSA 573.010.
Section 573-060).

3. Adults may request filtering exceptions if a site
does not fall into a restricted category

4. These systems are monitored for system function
and abuse. While we make efforts to ensure your
privacy, it cannot absolutely be guaranteed.

5. Customers may not use the library computers for
conducting a personal for profit business or for
conducting any unlawful activities.

6. It is your responsibility to double-click the
END SESSION button at the end of your
computer use!

Availability
Computers are only available during business hours. 
They automatically shutdown promptly at 5:30PM.

Internet Disclaimer
The Internet is a global entity. Providing this service to library users does not constitute any endorsement by the Barry-Lawrence 
Regional Library System.  The Library shall have no liability for direct, indirect or consequential damages related to the use of 
information accessed on the Internet from Library equipment.  Internet users are reminded that:

● Not all sources on the Internet provide accurate, complete, or current information.
● Filtering software does not block all materials that users might find offensive.



Barry-Lawrence Regional 
Library Internet and 
Computer Use Policy 
Use of any library computer constitutes 
agreement with this policy: 

Who is Allowed to Use 
1. Library cardholders: must be in good standing

2. Non-cardholders: There will be a $1 non-refundable
fee, per individual, per use, even if it’s on the same day

Availability 
Computers are only available during business hours. 
They automatically shutdown promptly at 5:30PM. 

Use by Minors (under age 12) 
1. Must be accompanied by an adult (age 18 or older)

2. Unauthorized disclosure, use, and dissemination of
personal identification information regarding minors is
not allowed

Printing 
Customers may print at a set fee per page, check with 
librarian for amount.  Customers are responsible for ALL 
pages printed. If assistance is needed, please ask the 
librarian. It is your responsibility to use print reviews to 
monitor and manage the number of pages you print. 

Problems 
Problems with computer equipment, software, or web 
filtering must be reported to library staff immediately. 

Reserving Time 
TIME may be reserved, up to one day in advance, in 
one-hour block increments. Additional time may be 
available if no other customers are waiting to use the 
computers. 

● Customers that are late for their scheduled
reservation will forfeit the unused portion of their
reserved time. Those who are more than ten minutes
late may lose their entire reserved time.

● Unreserved time may be used on a walk-in basis.

Filtering and Privacy 
1. Filtering systems are installed at the network level to
block offensive materials and applications

2. Computer users are prohibited from accessing images
of a graphically explicit sexual nature that may be
reasonably construed as obscene and in violation of
current law (Mo. RSA 573.010. Section 573-060).

3. Adults may request filtering exceptions if a site does
not fall into a restricted category

4. These systems are monitored for system function and
abuse. While we make efforts to ensure your privacy, it
cannot absolutely be guaranteed.

5. Customers may not use the library computers for
conducting a personal for profit business or for
conducting any unlawful activities.

6. It is your responsibility to double-click the END
SESSION button at the end of your computer use!

Abuse 
You may not: 
1. Attempt to bypass our filtering systems

2. Disable any library installed software

3. Boot into another operating system

4. Run any software or command from a pre-boot
Environment

Internet Disclaimer 
The Internet is a global entity. Providing this service to 
library users does not constitute any endorsement by 
the Barry-Lawrence Regional Library System. The Library 
shall have no liability for direct, indirect or 
consequential damages related to the use of 
information accessed on the Internet from Library 
equipment. Internet users are reminded that: 

● Not all sources on the Internet provide accurate,
complete, or current information.

● Filtering software does not block all materials that
users might find offensive.

Misuse of any library computer or intentional damage 
to library equipment or computer system will result in 
the loss of computer privileges and may result in 
suspension of library services. Library personnel reserve 
the right to terminate or restrict library privileges for 
abuse of these policies. 



BARRY-LAWRENCE REGIONAL LIBRARY 

COMPUTER USE SIGN IN 

**By signing in for computer use I agree to abide by the conditions of the Barry-Lawrence 

Regional Library “Computer Use Policy” and have read and fully understand the guidelines.**  

All copies are $.25 each.  Please do a Print Preview. 

Date Time 

In 

Time 

Out 

Name Computer # or Wireless 

Policies and Procedures—Section 5.2 Internet, WIFI, and Computer Use—5.21B 



BARRY-LAWRENCE REGIONAL LIBRARY 

COMPUTER USE SIGN IN 

**By signing in for computer use I agree to abide by the conditions of the Barry-Lawrence 

Regional Library “Computer Use Policy” and have read and fully understand the guidelines.**  

Black and white copies are $.10 each and color copies are $.25 each.  Please do a Print Preview. 

Date Time 

In 

Time 

Out 

Name Computer # or Wireless 

Policies and Procedures—Section 5.2 Internet, WIFI, and Computer Use—5.21B 



 

 

BARRY-LAWRENCE REGIONAL LIBRARY 

WIFI USE  

 

 

All users of the wireless network provided by the Barry-Lawrence Regional Library System must abide 

the Internet and Computer Use Policy. Access to the wireless network is provided to customers during 

regular library business hours ONLY. 

 Internet content is filtered in compliance with CIPA laws. 

 The library cannot guarantee your wireless device will work with our wireless network.  

 Use of the wireless network is entirely at the risk of the user. 

 

YOU WILL NEED: 

 A wireless network interface. 

 Your own headphones to listen to any audio. 

 It is recommended that you an anti-virus program installed on your computer.  

 

REGISTRATION:  

 ALL wireless computer users must read the Computer Use Policy and sign in using the 

Computer Use Form agreeing that you understand and will abide by the policies and rules for 

use. 

 All wireless users must sign-in at the circulation desk in order to receive the access code for the 

network. 

 Wireless printing is not available.  Files can be sent through your e-mail service, saved on a jump 

drive, or stored in the cloud and then accessed on a wired computer to print.   

 

TECHNICAL ASSISTANCE: 

 Library staff WILL NOT assist you with your personal wireless device. If you need assistance 

with your device, we suggest contacting the company that made your device. 

 

SECURITY: 

 Be careful of the personal information you provide over the Internet as it may not be entirely 

secure. 

 You are responsible for the safety of your equipment from device configurations, security, 

viruses, hoaxes, data files and the many other risks that can be downloaded from the Internet 

through the library’s wireless network. 

 DO NOT leave your device unattended inside the library. The library system assumes no 

responsibility if your device is lost, damaged, or stolen. 

 Use of the library’s wireless network for any unlawful act is prohibited.   

 

INTERNET DISCLAIMER:  The Internet is a global entity.  Providing this service to library users does 

not constitute any endorsement by the Barry-Lawrence Regional Library System. The Library shall have 

no liability for direct, indirect or consequential damages related to the use of information accessed on the 

Internet.  Internet users are reminded that: 

o Not all sources on the Internet provide accurate, complete, or current information. 

o Filtering software does not block all materials that users might find offensive. 

o Public library spaces are not private or secure. 

 

 

 
Policies and Procedures—Section 5.2 Internet, WIFI, and Computer Use—5.22A 



BARRY-LAWRENCE REGIONAL LIBRARY 

WIFI USE  

All users of the wireless network provided by the Barry-Lawrence Regional Library System must abide 

the Internet and Computer Use Policy. Access to the wireless network is provided to customers during 

regular library business hours ONLY. 

 Internet content is filtered in compliance with CIPA laws.

 The library cannot guarantee your wireless device will work with our wireless network.

 Use of the wireless network is entirely at the risk of the user.

YOU WILL NEED: 

 A wireless network interface.

 Your own headphones to listen to any audio.

 It is recommended that you an anti-virus program installed on your computer.

REGISTRATION: 

 ALL wireless computer users must read the Computer Use Policy and sign in using the

Computer Use Form agreeing that you understand and will abide by the policies and rules for

use.

 All wireless users must sign-in at the circulation desk in order to receive the access code for the

network.

 Wireless printing is available at the Aurora, Cassville, Monett, and Mt. Vernon locations.  For

locations that don’t have wireless print, files can be sent through your e-mail service, saved on a

jump drive, or stored in the cloud and then accessed on a wired computer to print.

TECHNICAL ASSISTANCE: 

 Library staff WILL NOT assist you with your personal wireless device. If you need assistance

with your device, we suggest contacting the company that made your device.

SECURITY: 

 Be careful of the personal information you provide over the Internet as it may not be entirely

secure.

 You are responsible for the safety of your equipment from device configurations, security,

viruses, hoaxes, data files and the many other risks that can be downloaded from the Internet

through the library’s wireless network.

 DO NOT leave your device unattended inside the library. The library system assumes no

responsibility if your device is lost, damaged, or stolen.

 Use of the library’s wireless network for any unlawful act is prohibited.

INTERNET DISCLAIMER:  The Internet is a global entity.  Providing this service to library users does 

not constitute any endorsement by the Barry-Lawrence Regional Library System. The Library shall have 

no liability for direct, indirect or consequential damages related to the use of information accessed on the 

Internet.  Internet users are reminded that: 

o Not all sources on the Internet provide accurate, complete, or current information.

o Filtering software does not block all materials that users might find offensive.

o Public library spaces are not private or secure.

Policies and Procedures—Section 5.2 Internet, WIFI, and Computer Use—5.22A 



EVACUATION/EMERGENCY INFORMATION 

Branch: ________________________________ 

Evacuation of the Building in Case of Tornado or Tornado Warnings. 

Go to:  ____________________________________________________ 

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

Evacuation of the Building in Case of a Fire.  Meet outside at:________ 

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

Other EMERGENCY INFORMATION: 

Main Water Shut-off Valve is Located: __________________________ 

__________________________________________________________

__________________________________________________________ 

Electrical Breaker Box or Boxes are Located: _____________________ 

__________________________________________________________

__________________________________________________________ 

For Emergencies Call 911 (Monett/Regional Office 9911) 

Non-Emergency Numbers: 

Police ____________________________________________________ 

Fire ______________________________________________________ 

Ambulance ________________________________________________ 

Policies and Procedures—Section 5.13 Emergency Procedures—5.131A 
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SECTION 6—COLLECTION DEVELOPMENT 

 

 

6.1 STATEMENT OF PURPOSE 

 

The Barry-Lawrence Regional Library District strives to build and maintain a collection of user-

focused materials to meet the wide variety of needs and interests of all residents in Barry and 

Lawrence counties.  The Library District and its Board of Trustees uphold the democratic right 

of all Americans to freely express their opinions and support the right of each individual to 

privately read, listen, and view the full range of published thoughts and ideas.   

 

In support of these ideals the Barry-Lawrence Regional Library District offers a diverse and 

inclusive collection of materials protected by the First Amendment of the United States 

Constitution.  The Library Board endorses the American Library Association’s “Library Bill of 

Rights”, “Freedom to Read Statement”, “Freedom to View Statement” and all interpretations 

applicable to the selection and use of library materials. 

 

See 

1.5A Library Bill of Rights 

1.5B Freedom to Read Statement 

1.5C Freedom to View Statement 
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6.2 MATERIALS SELECTION 

 

The Library District is committed to providing materials to residents and taxpayers of all ages, 

backgrounds, and opinions.  The District’s collection, taken as a whole, will be unbiased and 

diverse representing as many viewpoints as possible.  Subjects will be covered in sufficient depth 

and breadth and in various formats to meet anticipated and expressed community needs. 

 

No material will be excluded because of the race, nationality, religion, gender, sexual orientation, 

political or social views of the creator.  Purchase of material by the library does not mean 

endorsement of the contents or the views expressed in said materials. 

 

The Library District recognizes that budgets and space are not unlimited.  Recreational and 

informational materials will be selected within the constraints of the budget and physical 

limitations of branch facilities.  Resource sharing, electronic resources, and other methods of 

access are valid and necessary ways of meeting customer needs. 

 

The ultimate responsibility of the collection rests with the Library Director under the authority of 

the Library Board of Trustees.  Direct selection of materials is delegated to staff members 

qualified for the duty by education, training, interest and/or job classification.  Selectors judge 

impartially and evaluate critically.  Selection is made by use of authoritative reviews, knowledge 

of the reputation and the viability of the creator, and selection aids such as but not limited to:  

bibliographical publication, publisher’s advertising, and requests of library customers. 

 

The lack of a review or an unfavorable review will not be the sole reason for rejecting a title 

which is in demand.  Consideration is therefore, given to requests from library customers and 

books discussed on public media.  Materials are judged on the basis of the work as a whole, not 

on a part taken out of context. 

 

Materials are selected according to the needs and demands of the community.  Factors 

considered include, but are not limited to: 

 Collection philosophy 

 Collection composition 

 Popular demand, both existing and anticipated 

 Public interest 

 Enduring value 

 Community relevance 

 Diversity of viewpoint 

 

Historical and genealogical information resources and services have been established in the 

Cassville and Mt. Vernon Branch libraries by the local historical societies.  As the county seats 

of Barry and Lawrence County, the bulk of historical and genealogical material will be housed 

and maintained by the library district in these two branches. 
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6.2 MATERIALS SELECTION—continued, pg. 2 

 

Microfilm of local newspapers will be purchased and maintained in the following branches:  

Aurora, Cassville, Monett, Mt. Vernon, and Pierce City, as funds allow. 

 

A basic reference collection will be maintained in each branch.  Budget limitations prevent 

duplication of more expensive reference items in all branches of the system, therefore, the bulk 

of the reference collection for the library district will be located at the Monett Branch Library.   

 

Due to budget and space constraints, the library district will only purchase new or add donated 

dvd’s that are rated G, PG, or PG13.  Unrated dvd’s will be considered on a case by case basis. 

 

Purchase suggestions are accepted from any and all customers.  Each suggestion will be weighed 

against the selection criteria set forth in this policy. 

 

Donations are accepted at each branch dependent upon space available.  Items donated may be 

added to the District’s collection with consideration given to the selection criteria set forth in this 

policy.  Items in good condition that are not added will be sold.  All items donated become the 

property of the Library District at the time of donation.  Receipts for tax purposes are available 

upon request.  Determined value of donated material for tax purposes is the responsibility of the 

donor. 

 

Self-published/self-produced materials are subject to the same selection standards as other 

materials.  The Library District does not accept unsolicited donations of self-published/self-

produced material to be added to the collection.  Nor does it accept unsolicited preview/review 

materials from any source.  When the District receives these unsolicited materials, the District 

considers these donations. 

 

 

 6.21 Censorship 

 

The Library District and its Board of Trustees considers reading, listening, and viewing to be 

individual, private matters.  Full, confidential, and unrestricted access to information is essential 

for customers to exercise their constitutional rights.  Libraries have a public and professional 

obligation to provide equal access to all library resources for all library customers. 

 

The Library recognizes the pluralistic nature of the community and the varied backgrounds and 

needs of all citizens, regardless of race, gender, nationality, sexual orientation, creed, religion, or 

political persuasion.  A public library does not promote particular beliefs or views.  It provides a 

resource where the individual can examine issues freely and make his or her own decisions. 
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6.2 MATERIALS SELECTION—continued, pg. 3 

 

 6.21 Censorship (continued) 

 

The Library recognizes that many materials are controversial and that any given item may offend 

some library customers.  Selection will not be made on the basis of any anticipated approval or  

controversial subjects, including unpopular or unorthodox positions.  The choice of Library 

materials for personal use is an individual matter; while anyone is free to reject materials of 

which he or she does not approve, no one has the right to exercise censorship to restrict the 

freedom of use and/or access by others. 

 

The Library does not stand in place of the parents/guardians (in loco parentis) when it comes to 

access to library materials.  The responsibility for monitoring a child’s reading, listening and 

viewing rests solely with the parent or legal guardian.  Selection of materials for the Library is 

not restricted by the possibility that children may obtain materials that their parents or guardians 

consider inappropriate.  The Library staff is willing to work with the parent or guardian to 

determine what materials are best suited for a child’s needs, within the framework or guidelines 

established by the parent or guardian. 

 

Each item considered for selection will be evaluated on its own merits.  Works that depict an 

aspect of life honestly will not be excluded because of frankness of expression; vivid 

descriptions of sex or violence; the philosophy, politics, or religion of the author; or any other 

factor which might be objectionable to some Library customers. 

 

The Library collection is organized and maintained to help people find the materials they are 

looking for.  Any labelling, seclusion, or alteration of materials because of controversy 

surrounding the creator or subject matter will not be sanctioned, in standing with the American 

Library Association’s Library Bill of Rights. 

  

 

 6.22 Customer Request for Reconsideration of Material 
 

The Barry-Lawrence Regional Library welcomes comments and suggestions regarding the 

continued appropriateness of materials in the collection, especially with regard to outdated 

materials.  Suggestions and recommendations will be considered and utilized by the library in the 

ongoing process of collection development. 

 

Individuals may take issue with library materials that do not support their own views or values 

on a subject or that is not compatible with their beliefs.  Staff is available to discuss concerns and 

to identify alternate materials that may be available.  If a customer’s concern is not satisfied 

through discussion with staff, a formal, written request for reconsideration of materials may be 

submitted to the Library Director. Copies of this form are available at each branch location. 
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6.2 MATERIALS SELECTION—continued, pg. 4 

 

 6.22 Customer Request for Reconsideration of Material (continued) 

 

The Barry-Lawrence Regional Library is not a judicial body.  Laws governing obscenity, 

subversive materials, and other questionable matters are subject to interpretation by the courts.  

Therefore, no challenged material will be removed solely based on a complaint of obscenity or 

any other category covered by law until a local court of competent jurisdiction has ruled against 

the material.  No material will be knowingly added to the library collection that has been 

previously determined to be in noncompliance with local laws. 

 

For a request for reconsideration to be considered: 

 The customer making the request must have read/viewed/heard the entire item.  All materials 

are judged as a whole rather than by isolated passages. 

 The customer submitting the request must be a resident of Barry or Lawrence County and 

hold a valid borrower’s card. 

 The customer must complete the form in full.  

 The customer making the request must submit their name.   

 

The title under consideration will remain in the collection throughout the process to support the 

freedom of other customers to read, view, or listen. 

 

An item will be evaluated for reconsideration only once in a 12-month period. 

 

The Library Staff and Library Director will consider each request in terms of the criteria outlined 

in the library’s materials selection policy and the principles of the ALA Library Bill of Rights 

and related statements, printed reviews, and other appropriate sources. 

 

The Library Director will respond, in writing within 30 days of receipt, to the customer’s request 

for reconsideration.  The response will indicate the action to be taken and reasons for or against 

the request. 

 

Upon receipt of an unsatisfactory decision, the customer may appeal to the Board of Trustees at 

their next regularly scheduled meeting.  The Board of Trustees will have 30 days to make a 

decision, such decision being final. 

 

Any board member receiving a complaint from a customer will refer it to the Library Director for 

proper handling. 

 

See 

6.22A Request for Reconsideration of Material 
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6.2 MATERIALS SELECTION—continued, pg. 5 

 

6.23 Bindery 

 

Barry-Lawrence Regional Library will bind selections of its print holdings for the purpose of 

making the materials available in the original format for as long as needed at the lowest possible 

cost.  The Regional Office staff will be the final authority on whether or not an item is sent to the 

bindery, replaced, or discarded. 

 

Items sent to the bindery must be in good condition (not brittle or dirty) with all pages present.  

The margin at the gutter should be wide enough to allow for necessary trimming. 

 

Procedures: 

 When a book is sent for rebinding—please place ownership stamp on the title page, if it’s not 

already stamped then send it to the Regional Office. 

 If other branches have a HOLD on the book, then it is the branches responsibility to notify 

them that the title is going to the bindery.  This gives them the option of canceling the hold.   

 If a decision is made to discard the book, the owning branch will be notified. 

 Each book sent to the bindery will be charged out on a BINDERY BOOK card and will show 

as checkout out on the database.  The due date is 120 days on bindery books. 

 The barcode will not be removed, unless it’s on the inside cover. 

 Most books sent to the bindery return within 60 days. 

 When the book is returned from the bindery, it will be sent to the owning branch. 

 The book will show “In Transit” until checked in at the owning branch. 
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6.2 MATERIALS SELECTION 

 

The Library District is committed to providing materials to residents and taxpayers of all ages, 

backgrounds, and opinions.  The District’s collection, taken as a whole, will be unbiased and 

diverse representing as many viewpoints as possible.  Subjects will be covered in sufficient depth 

and breadth and in various formats to meet anticipated and expressed community needs. 

 

No material will be excluded because of the race, nationality, religion, gender, sexual orientation, 

political or social views of the creator.  Purchase of material by the library does not mean 

endorsement of the contents or the views expressed in said materials. 

 

The Library District recognizes that budgets and space are not unlimited.  Recreational and 

informational materials will be selected within the constraints of the budget and physical 

limitations of branch facilities.  Resource sharing, electronic resources, and other methods of 

access are valid and necessary ways of meeting customer needs. 

 

The ultimate responsibility of the collection rests with the Library Director under the authority of 

the Library Board of Trustees.  Direct selection of materials is delegated to staff members 

qualified for the duty by education, training, interest and/or job classification.  Selectors judge 

impartially and evaluate critically.  Selection is made by use of authoritative reviews, knowledge 

of the reputation and the viability of the creator, and selection aids such as but not limited to:  

bibliographical publication, publisher’s advertising, and requests of library customers. 

 

The lack of a review or an unfavorable review will not be the sole reason for rejecting a title 

which is in demand.  Consideration is therefore, given to requests from library customers and 

books discussed on public media.  Materials are judged on the basis of the work as a whole, not 

on a part taken out of context. 

 

Materials are selected according to the needs and demands of the community.  Factors 

considered include, but are not limited to: 

 Collection philosophy 

 Collection composition 

 Popular demand, both existing and anticipated 

 Public interest 

 Enduring value 

 Community relevance 

 Diversity of viewpoint 

 

Historical and genealogical information resources and services have been established in the 

Cassville and Mt. Vernon Branch libraries by the local historical societies.  As the county seats 

of Barry and Lawrence County, the bulk of historical and genealogical material will be housed 

and maintained by the library district in these two branches. 
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6.2 MATERIALS SELECTION—continued, pg. 2 

 

Microfilm of local newspapers will be purchased and maintained in the following branches:  

Aurora, Cassville, Monett, Mt. Vernon, and Pierce City, as funds allow. 

 

A basic reference collection will be maintained in each branch.  Budget limitations prevent 

duplication of more expensive reference items in all branches of the system, therefore, the bulk 

of the reference collection for the library district will be located at the Monett Branch Library.   

 

Due to budget and space constraints, the library district will only purchase new or add donated 

dvd’s that are rated G, PG, or PG13.  Unrated dvd’s will be considered on a case by case basis. 

 

Purchase suggestions are accepted from any and all customers.  Each suggestion will be weighed 

against the selection criteria set forth in this policy. 

 

Donations are accepted at each branch dependent upon space available.  Items donated may be 

added to the District’s collection with consideration given to the selection criteria set forth in this 

policy.  Items in good condition that are not added will be sold.  All items donated become the 

property of the Library District at the time of donation.  Receipts for tax purposes are available 

upon request.  Determined value of donated material for tax purposes is the responsibility of the 

donor. 

 

Self-published/self-produced materials are subject to the same selection standards as other 

materials.  The Library District does not accept unsolicited donations of self-published/self-

produced material to be added to the collection.  Nor does it accept unsolicited preview/review 

materials from any source.  When the District receives these unsolicited materials, the District 

considers these donations. 

 

 

 6.21 Censorship 

 

The Library District and its Board of Trustees considers reading, listening, and viewing to be 

individual, private matters.  Full, confidential, and unrestricted access to information is essential 

for customers to exercise their constitutional rights.  Libraries have a public and professional 

obligation to provide equal access to all library resources for all library customers. 

 

The Library recognizes the pluralistic nature of the community and the varied backgrounds and 

needs of all citizens, regardless of race, gender, nationality, sexual orientation, creed, religion, or 

political persuasion.  A public library does not promote particular beliefs or views.  It provides a 

resource where the individual can examine issues freely and make his or her own decisions. 
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6.2 MATERIALS SELECTION—continued, pg. 3 

 

 6.21 Censorship (continued) 

 

The Library recognizes that many materials are controversial and that any given item may offend 

some library customers.  Selection will not be made on the basis of any anticipated approval or  

controversial subjects, including unpopular or unorthodox positions.  The choice of Library 

materials for personal use is an individual matter; while anyone is free to reject materials of 

which he or she does not approve, no one has the right to exercise censorship to restrict the 

freedom of use and/or access by others. 

 

The Library does not stand in place of the parents/guardians (in loco parentis) when it comes to 

access to library materials.  The responsibility for monitoring a child’s reading, listening and 

viewing rests solely with the parent or legal guardian.  Selection of materials for the Library is 

not restricted by the possibility that children may obtain materials that their parents or guardians 

consider inappropriate.  The Library staff is willing to work with the parent or guardian to 

determine what materials are best suited for a child’s needs, within the framework or guidelines 

established by the parent or guardian. 

 

Each item considered for selection will be evaluated on its own merits.  Works that depict an 

aspect of life honestly will not be excluded because of frankness of expression; vivid 

descriptions of sex or violence; the philosophy, politics, or religion of the author; or any other 

factor which might be objectionable to some Library customers. 

 

The Library collection is organized and maintained to help people find the materials they are 

looking for.  Any labelling, seclusion, or alteration of materials because of controversy 

surrounding the creator or subject matter will not be sanctioned, in standing with the American 

Library Association’s Library Bill of Rights. 

  

 

 6.22 Customer Request for Reconsideration of Material 
 

The Barry-Lawrence Regional Library welcomes comments and suggestions regarding the 

continued appropriateness of materials in the collection, especially with regard to outdated 

materials.  Suggestions and recommendations will be considered and utilized by the library in the 

ongoing process of collection development. 

 

Individuals may take issue with library materials that do not support their own views or values 

on a subject or that is not compatible with their beliefs.  Staff is available to discuss concerns and 

to identify alternate materials that may be available.  If a customer’s concern is not satisfied 

through discussion with staff, a formal, written request for reconsideration of materials may be 

submitted to the Library Director. Copies of this form are available at each branch location. 

 

 



Barry-Lawrence Regional Library        Policies and Procedures Manual 
 

 

6.2 MATERIALS SELECTION—continued, pg. 4 

 

 6.22 Customer Request for Reconsideration of Material (continued) 

 

The Barry-Lawrence Regional Library is not a judicial body.  Laws governing obscenity, 

subversive materials, and other questionable matters are subject to interpretation by the courts.  

Therefore, no challenged material will be removed solely based on a complaint of obscenity or 

any other category covered by law until a local court of competent jurisdiction has ruled against 

the material.  No material will be knowingly added to the library collection that has been 

previously determined to be in noncompliance with local laws. 

 

For a request for reconsideration to be considered: 

 The customer making the request must have read/viewed/heard the entire item.  All materials 

are judged as a whole rather than by isolated passages. 

 The customer submitting the request must be a resident of Barry or Lawrence County and 

hold a valid borrower’s card. 

 The customer must complete the form in full.  

 The customer making the request must submit their name.   

 

The title under consideration will remain in the collection throughout the process to support the 

freedom of other customers to read, view, or listen. 

 

An item will be evaluated for reconsideration only once in a 12-month period. 

 

The Library Staff and Library Director will consider each request in terms of the criteria outlined 

in the library’s materials selection policy and the principles of the ALA Library Bill of Rights 

and related statements, printed reviews, and other appropriate sources. 

 

The Library Director will respond, in writing within 30 days of receipt, to the customer’s request 

for reconsideration.  The response will indicate the action to be taken and reasons for or against 

the request. 

 

Upon receipt of an unsatisfactory decision, the customer may appeal to the Board of Trustees at 

their next regularly scheduled meeting.  The Board of Trustees will have 30 days to make a 

decision, such decision being final. 

 

Any board member receiving a complaint from a customer will refer it to the Library Director for 

proper handling. 

 

See 

6.22A Request for Reconsideration of Material 
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6.2 MATERIALS SELECTION—continued, pg. 5 

 

6.23 Bindery 

 

Barry-Lawrence Regional Library will bind selections of its print holdings for the purpose of 

making the materials available in the original format for as long as needed at the lowest possible 

cost.  The Regional Office staff will be the final authority on whether or not an item is sent to the 

bindery, replaced, or discarded. 

 

Items sent to the bindery must be in good condition (not brittle or dirty) with all pages present.  

The margin at the gutter should be wide enough to allow for necessary trimming. 

 

Procedures: 

 When a book is sent for rebinding—please place ownership stamp on the title page, if it’s not 

already stamped then send it to the Regional Office. 

 If other branches have a HOLD on the book, then it is the branches responsibility to notify 

them that the title is going to the bindery.  This gives them the option of canceling the hold.   

 If a decision is made to discard the book, the owning branch will be notified. 

 Each book sent to the bindery will be charged out on a BINDERY BOOK card and will show 

as checkout out on the database.  The due date is 120 days on bindery books. 

 The barcode will not be removed, unless it’s on the inside cover. 

 Most books sent to the bindery return within 60 days. 

 When the book is returned from the bindery, it will be sent to the owning branch. 

 The book will show “In Transit” until checked in at the owning branch. 

 



Barry-Lawrence Regional Library        Policies and Procedures Manual 
 

 

6.3 WITHDRAWAL AND DISPOSAL OF DISCARDED MATERIAL 

 

Materials that are no longer useful within the stated objectives of the library will be 

systematically withdrawn from the collection.  This may include materials that are damaged, that 

include obsolete information, or that have not been used within a reasonable period of time.  

Decisions will be based on accepted professional practice, such as those described in the CREW 

Method, and the professional judgment of the Library Director or designated staff. 

 

Materials that are weeded from the collection will be disposed of in the most appropriate manner, 

which may include sale to the public, donation to another library or organization, exchange with 

another library, recycling, or discarding as waste.   Income from any book sales will be utilized 

in the general budget for the benefit of all branch libraries. 

 

See 

6.3A Withdrawal and Reassignment Procedures 



WITHDRAWAL AND REASSIGNMENT PROCEDURES 

 

 

Once the decision has been made to discard or withdraw any library material it is necessary to do 

one of the following for removal from the computer. 

 Send the item to the Regional Office with a note to discard or reassign. 

 Stamp the item with the DISCARD stamp and remove or copy the barcode/author/title 

information.  Then send the item to the Regional Office with a request to remove the item 

from the computer database.  The Regional Office may give pre-approval to sell or throw 

away a discarded item. 

 

The discard stamp is for items that are damaged, destroyed, or sellable.  These are items that will 

never come back or will never be used again and need to be deleted from the computer system. 

 

Item Lost in Overdues (paid)—any item lost in “overdues” will reflect as checked out on the 

computer.  If the item is paid for send a copy of the bill and the cash or check to the Regional 

Office.  If a copy of the bill is not enclosed, you must send the barcode number, author and title 

information to have the item removed from the computer database. 

 

Item Lost in Overdues (not returned)—The item remains on the computer as checked out to 

the borrower.  If removed, it will remove it from the customer record.  The customer should be in 

“blocked” status with an amount due. 

 

Refund on Lost Book (paid)—If a customer finds a book that has been paid for they are entitled 

to a refund if it’s within the thirty (30) day period after payment.  Submit their copy of the 

receipt with a note to the Regional Office. 

 

Customer Replaces with Same Title—It is possible for a customer to replace an item with the 

same title.  Replacement must be a NEW item and must be sent to the Regional Office for 

processing.  The customer will still have to pay a $2.00 processing fee.  The original item 

charged to the customer will be cleared from the customer record.  The Regional Office must be 

notified to delete the barcode and record from the database. 

 

Reassignments—Items that are no longer circulating in a branch library may be reassigned to 

another branch location.  Items should be checked to see how often item has circulated.  Items 

that are to be reassigned should not be stamped “discard”.  They should be sent to the Regional 

Office with a note indicating “possible reassignment”.  Check with the Regional Office BEFORE 

sending boxes or multiple items. 

 
 

 

 

 

 

 

 

 

Policies and Procedures—Section 6.3 Withdrawal and Disposal of Discarded Material—6.3A 
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6.4 GIFTS AND MEMORIALS 
 

The Barry-Lawrence Regional Library welcomes gifts of new and used books, audio recordings, 

DVD’s, and similar materials. Items will be added to the collection in accordance with the 

selection policy of the library.  Once donated, items become the property of the Barry-Lawrence 

Regional Library, and may be transferred to other libraries, sold, traded, or discarded if they are 

not added to the collection.  The donor may place no conditions on the donation.  Donated items 

will not be returned to the donor, and the library will not accept any item or monetary donation 

that is not an outright gift. 

 

The Library will acknowledge receipt of donated items, but is unable to set fair-market or 

appraisal values.  It is recommended that the donor make a list of items donated.  If items are 

being donated to obtain a tax benefit, it is the donor’s responsibility to establish fair-market value 

or obtain expert assistance in establishing any value.  Once a donated item has been added to the 

library collection, it is subject to all other library policies and may be discarded according to the 

policy on withdrawal and disposition of library materials. 

 

Monetary gifts, bequests, and memorial or honorary contributions are particularly welcome.  

Funds donated will be used to purchase items in accordance with the selection policy of the 

library.  Books and other materials purchased with bequests and memorial or honorary 

contributions will be identified with special donor plates whenever possible or as requested.  If 

requested at the time the donation is made, notification of memorial or honorary contributions 

will be sent to the family of the person being recognized.  Suggestions for subject areas or other 

areas of interest are welcome and will be followed to the extent that such items meet the library’s 

selection policy and collection needs. 

 

Acceptance of donations of equipment, real estate, stock, artifacts, works of art, collections, etc. 

will be determined by the Library Board of Trustees.  Acceptance will be based on their 

suitability to the purposes and needs of the library, laws and regulations that govern the 

ownership of the gift, and the library’s ability to cover insurance and maintenance costs 

associated with the donation.   

 

Separate shelving of special gifts or collections will not be allowed due to space considerations.  

Any and all materials donated to a specific branch will be available to all branches in the system 

through intralibrary loan.   

 

The Library will not accept, shelve, or store materials that are not designated as an outright gift. 

 

See 

6.4A Receipt of Charitable Donation 



   Barry-Lawrence Regional Library 
    213 Sixth Street 

    Monett, MO  65708 
    417-235-6646 

    http://tlc.library.net/bll/ 
 

RECEIPT OF CHARITABLE DONATION 
 

The Barry-Lawrence Regional Library acknowledges and expresses   
appreciation for the following contribution: 
 
Cash donation in the amount of ________________________________ 
     To be used for the following purpose: 
__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 

This is a memorial gift in the name of: ___________________________ 

__________________________________________________________ 

 

This is a gift in honor of: ______________________________________ 

__________________________________________________________ 

 

Donation received from (name and address): ______________________ 

__________________________________________________________

__________________________________________________________ 

 

Date of Donation: ___________________________________ 

 

The Barry-Lawrence Regional Library is a recognized 501(c)3 not-for-
profit organization. 
 

Donation Received by 

 

__________________________________    Date __________________ 

 

Policies and Procedures—Section 6.4 Gifts and Memorials—6.4A 

   Barry-Lawrence Regional Library 
    213 Sixth Street 

    Monett, MO  65708 
    417-235-6646 

    http://tlc.library.net/bll/ 
 

RECEIPT OF CHARITABLE DONATION 
 

The Barry-Lawrence Regional Library acknowledges and expresses   
appreciation for the following contribution: 
 
Cash donation in the amount of ________________________________ 
     To be used for the following purpose: 
__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 

This is a memorial gift in the name of: ___________________________ 

__________________________________________________________ 

 

This is a gift in honor of: ______________________________________ 

__________________________________________________________ 

 

Donation received from (name and address): ______________________ 

__________________________________________________________

__________________________________________________________ 

 

Date of Donation: ___________________________________ 

 

The Barry-Lawrence Regional Library is a recognized 501(c)3 not-for-
profit organization. 
 

Donation Received by 

 

__________________________________    Date __________________ 
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6.5 COPYRIGHT 
 

It is the intent of the Barry-Lawrence Regional Library to comply with Title 17 of the United 

States code, titled “Copyrights”, and other federal legislation related to the duplication, retention, 

and use of copyrighted materials.  A notice of copyright will be prominently placed on or near 

the photocopier(s) and other library equipment that are capable of duplicating or reproducing 

copyrighted materials.  Library staff will refuse to duplicate any materials if doing so would 

violate copyright and will, when asked, inform customers if materials being borrowed are subject 

to copyright restrictions, and staff will refuse any request that would violate copyright 

regulations.   

 

The library does not purchase audiovisual materials with public performance rights and are 

loaned for personal and home use only.  The library has purchased a public performance license 

(in select branch locations) that covers material from specific producers in order to show films in 

the library meeting rooms.  Library staff will follow copyright law in selecting and using 

materials for public performance at programs.  Organizations using the library’s meeting rooms 

are also covered by the license and must follow copyright laws. 

 

Original or copyright-free art will be used to produce library publicity items or for creating 

displays and decorations. 



BARRY-LAWRENCE REGIONAL LIBRARY 

REQUEST FOR RECONSIDERATION OF LIBRARY MATERIAL 

 

Author:  ____________________________________________  Date: ____________________ 

 

Title: _________________________________________________________________________ 

 

1. Did you read, view, or listen to the entire item? ________________ 

 

2. What objections do you have to the material?  Please cite specific pages and/or passages.  

Are your objections moral, political, religious, or aesthetic? 

 

 

 

3. How was the item brought to your attention? 

 

 

4. What have you heard or read about the material?  What was the source of the information 

about this item? 

 

 

5. What do you think is the theme or intent of the material? 

 

 

6. Is there anything good or of value to this material? 

 

 

7. Is there another title that you would recommend on this subject? 

 

 

8.  For what age group would you recommend this item? 

 

 

9. What would you like the library to do with this item? 

 

 

Name: __________________________________________ Phone: _______________________ 

 

Address: ________________________________________  City: ________________________ 

 

Are you speaking on behalf of an organization or group? _________________ 

 

If yes, what group or organization? _________________________________________________ 

 
(You must fully complete form, give your name, be a resident of Barry or Lawrence County, and be a valid 

cardholder before we will consider your request for reconsideration) 
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BARRY-LAWRENCE REGIONAL LIBRARY 

REQUEST FOR RECONSIDERATION OF LIBRARY MATERIAL 

 

Author:  ____________________________________________  Date: ____________________ 

 

Title: _________________________________________________________________________ 

 

1. Did you read, view, or listen to the entire item? ________________ 

 

2. What objections do you have to the material?  Please cite specific pages and/or passages.  

Are your objections moral, political, religious, or aesthetic? 

 

 

 

3. How was the item brought to your attention? 

 

 

4. What have you heard or read about the material?  What was the source of the information 

about this item? 

 

 

5. What do you think is the theme or intent of the material? 

 

 

6. Is there anything good or of value to this material? 

 

 

7. Is there another title that you would recommend on this subject? 

 

 

8.  For what age group would you recommend this book? 

 

 

9. What would you like the library to do with this item? 

 

 

Name: __________________________________________ Phone: _______________________ 

 

Address: ________________________________________  City: ________________________ 

 

Are you speaking on behalf of an organization or group? _________________ 

 

If yes, what group or organization? _________________________________________________ 

 
(You must fully complete form, give your name, be a resident of Barry or Lawrence County, and be a valid 

cardholder before we will consider your request for reconsideration) 
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SECTION 7—FACILITIES 

 

7.1 BRANCH FACILITIES 

 

 Aurora Branch—owned  

o Carnegie Building—approximately 100 years old (as of 2017).  Renovation 

completed in 1992. 

o Joined Barry-Lawrence Regional Library in June 1979. 

o Approximate square footage:  6,900 

 Cassville Branch—owned 

o Was the first to join with the Barry County Library in 1954 in a cooperative system. 

o New building completed in 2002 

o Approximate square footage:  9,674 

 Eagle Rock Branch—library space provided by the Eagle Rock Community Association.  

ERCA has a long term lease on the old school building from the Cassville School District. 

o Renovated in 1988. 

o Approximate square footage:  550 

 Marionville Branch—owned 

o New building completed in 2006. 

o Approximate square footage:  5,950 

 Miller Branch—owned 

o Renovated in 1993. 

o Approximate square footage:  1,280 

 Monett Branch—owned 

o Built in 1975. 

o Also houses the Regional Office for the Library District. 

o Approximate square footage:  6,260 

 Monett Branch—5,113 

 Regional Office—1,147 

 Mt. Vernon Branch—owned 

o Was the first to join with the Lawrence County Library in 1954 in a cooperative 

system. 

o Building completed in 1988.  Exterior renovations completed in 2012. 

o Approximate square footage:  6,260 

 Pierce City Branch—owned 

o New building completed in 2005. 

o Approximate square footage:  4,210 

 Purdy Branch—library space is made available by the City of Purdy in the community 

building. 

o Was renovated in 1976 for library use. 

o Approximate square footage:  840 

 Shell Knob Branch—owned 

o Renovated in 1989. 

o Approximate square footage:  3,000 
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7.2 JOINING THE CONSOLIDATED LIBRARY DISTRICT AND ESTABLISHING 

NEW BRANCHES 

 

 7.21 Petitioning By a County, City, Municipal, School or Public Library District 

 

According to RSMo 182.660— 

 

“The board of trustees of a county, city, municipal, school, or public library district may, by 

resolution duly acted upon, the board of trustees in writing to become a part of a consolidated 

library district to become a part of and be included in such consolidated public library district.  

The petitioning district may be admitted into the consolidated public library district upon 

majority vote of the board of trustees of the consolidated public library district at the prevailing 

tax rate of the consolidated district.  Notice of inclusion of the petitioned district into the 

consolidated public library district shall be given to the governing authority of the district so 

included in accordance with the notice provisions set out in section 182.620”. 

 

“Whenever five percent of the voters of a county, city, municipal, school, or public library 

district shall petition in writing the governing authority of the district to be included in the 

consolidated public library district and upon written approval by majority vote of the board of 

trustees of the consolidated public library district, it shall be the duty of the governing authority 

to submit the question to the voters of the petitioning district at an election.” 

 

“Upon admission of any petitioning district by majority vote of the board of trustees of the 

consolidated public library district or upon majority approval of the voters of any such district 

for inclusion in the consolidated public library district, the taxing authority and governing 

authority of the district shall take appropriate action to transfer, within sixty days following the 

approval or election, all title and interest in all property both real and personal in the name of the 

district, to the board of trustees of the consolidated public library district.  Upon the transfer of 

the title and interest in the property, it shall become a part of the consolidated public library 

district.” 

 

“If the tax levy for the district admitted is not at the same rate as that of the consolidated public 

library district or if there is no tax levied in the district for the support of public libraries, then at 

the beginning of the next taxing period a tax or taxes shall be levied in the district admitted to 

conform to and be the same as that levied in the consolidated public library district.” 

 

 

 7.22 Requirements for Physical Facility 

 

A community desiring a branch library must provide the library district with a facility (building) 

from which to operate.  Under Missouri Standards for Public Libraries, the building must be  

 

 

 



Barry-Lawrence Regional Library        Policies and Procedures Manual 
 

 

7.2 JOINING THE CONSOLIDATED LIBRARY DISTRICT AND ESTABLISHING 

NEW BRANCHES—Continued, pg. 2 

 

 7.22 Requirements for Physical Facility (continued) 

 

compliant with federal, state, and local laws including fire, safety, sanitation, handicapped 

accessibility, energy conservation, and any other state and local codes or regulations. 

 

Wiring must meet local codes and provide sufficient access for electronic equipment and 

telecommunications access. 

 

Adequate shelving to accommodate a basic collection and allow for future growth of the 

collection must be provided. 

 

Convenient, sufficient, well-lit parking must be located near or adjacent to the facility. 

 

 

 7.23 New Branch Guidelines 

 

A population of at least 1,000 persons is considered the minimum size for establishment of a 

branch library.  In addition, the community must show evidence of commercial and trade 

activities which are indicators of the ability to attract persons from the surrounding area. 

 

A new branch will not be established within a 10 mile radius of any existing branch. 

 

A new branch comes under the administration of the consolidated library district and its board of 

trustees. 

 

The Library District accepts ownership of the building through transfer of the deed to the Barry-

Lawrence Regional Library System.  The library system takes over the maintenance and repairs 

to the facility and grounds.  Any branch facility that is not owned by the library district must 

meet the requirements for physical facility and a signed contract with the owner(s) will be 

required to outline responsibility for each party. 

 

Staff will be hired and the library district will provide the necessary training for providing 

service to the public. 

 

Purchase of books and library materials will become the responsibility of the library district 

under the district’s materials selection policy. 

 

Supplies and equipment needed to operate a new branch facility will become the responsibility of 

and be owned by Barry-Lawrence Regional Library. 
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7.2 JOINING THE CONSOLIDATED LIBRARY DISTRICT AND ESTABLISHING 

NEW BRANCHES—Continued, pg. 3 

 

 7.24 Re-evaluation of Branches 

 

The Board of Trustees reserves the right to re-evaluate existing library branches and facilities to 

determine that the need is still there and that they are viable branches. 

 

Actual usage of the branch will be determined by circulation statistics, active programming, 

community interest, and usage of the facility. 
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7.3 CONSTRUCTION AND/OR RENOVATION OF BRANCHES 

 

 7.31 Planning 

 

Planning documents for library construction projects are based on a building program which 

includes information collected from tools such as the Public Library Data Service and other 

appropriate guidelines for library buildings and the library district’s own strategic plan, service 

needs, site analysis, and internal space analysis.  The Library Director will consult with other 

librarians and visit other sites where a similar project is in process or has just been completed.  

Library consultants and other experts will be used when appropriate. 

 

Plans for new library construction, an addition, or renovation to an existing facility must be 

designed by an architect certified to practice in Missouri.  Engineers involved in construction 

projects must also be certified by the State of Missouri (RSMo 327.011 – 327.645).  

Architectural and engineering services are based on RSMo 8.285 – 8.291. 

 

The physical facility planned shall be adequate to carry out the library district’s service plans 

with consideration to future growth. 

 

Building plans for new facilities, additions or renovations shall be in compliance with federal, 

state, and local laws including fire, safety, sanitation, handicapped accessibility, energy 

conservation, and any other state and local codes or regulations. 

 

 7.32 Funding 

 

The Board of Trustees requires local communities to raise funds towards the construction or 

renovation of new or existing branches.  The Board of Trustees may assist with local fundraising 

and efforts will be made to apply for available and appropriate grant funds. 

 

The Board of Trustees has the authority to purchase property using either collected or donated 

funds for the purpose of new branch construction, if funds are available. 

 

The Board of Trustees may provide for the purchase of ground and for the erection of public 

library buildings, and the improvement of existing buildings, and for the furnishing of the 

buildings and may provide for the payment of the same by the issue of bonds or otherwise, 

subject to the conditions and limitations set forth in RSMo 182.655. 

 

The Board of Trustees may notify the county commissions and request in writing that an annual 

tax be levied as an increased rate of taxation for the purpose of paying expenses necessary for the 

erection and furnishing of library buildings.  The question must be submitted to the voters of the 

consolidated district in both Barry and Lawrence counties.  A simple majority vote is required 

for approval under the provisions of RSMo 182.650. 

 

The Board of Trustees may borrow money on behalf of the library district. 
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7.3 CONSTRUCTION AND/OR RENOVATION OF BRANCHES—Continued, pg. 2 

 

 7.33 Naming of Library Facilities and Interior Rooms 

 

The naming of all new library buildings, including new buildings and buildings undergoing 

renovation, expansion, or remodeling, is the responsibility of the Board of Trustees. 

 

While the Board is grateful for and encourages donations from all individuals, businesses and 

organizations, the Board has the right to decline any gift to the library and/or reject naming 

proposals. 

 

Preference is given to naming facilities with geographic or functional designations.  The Board 

of Trustees may decide to honor an individual for his or her significant and outstanding 

contribution to the community in keeping with the nature and mission of the library.  When this 

option is pursued, input from the community will be solicited.  Persons currently holding 

political office or serving in any official capacity on the Board of Trustees or staff will not be 

considered for naming opportunities. 

 

The Board may also choose to name the building in honor of a donor or donors who request 

naming rights and who contribute a minimum of 25 percent of the total project costs or a number 

agreed upon by the Board, including construction, equipment, furnishings, and collections for the 

building as part of the acceptance of such gift.  Buildings will not be named for corporations or 

religious organizations, regardless of the size of the gift. 

 

When a new building is planned or an existing building is undergoing extensive renovations, the 

Board of Trustees may designate specific interior naming opportunities.  Interior naming 

opportunities may be made available to individuals, families, foundations, and corporations 

making a significant contribution to the project, as determined by the square-footage costs of the 

specific area of interest, plus the cost of new equipment or collections for that area.  The Library 

Director, in consultation with the Board of Trustees will determine the manner by which interior 

naming opportunities will be recognized, i.e. signage and plaques. 
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7.4 DISPLAYS AND EXHIBITS 

 

Display and exhibit space is available within the Barry-Lawrence Regional Library District for 

sharing educational, artistic, and cultural materials that promote interest in the use of books, 

library resources, and information, or that share information about local art and cultural 

organizations.  The library staff has the primary responsibility for developing displays and 

exhibits using library resources.  However, exhibits that are related to public events and timely 

topics may be scheduled.  Displays of handiwork, historical material, nature study, or any other 

material deemed of general interest may be exhibited.  The library staff and/or Library Director 

shall accept or reject material offered for display based on its suitability and availability.   

 

Exhibits that are solely for commercial purposes, including the sale of goods and services, will 

not be considered.  Works by commercial or professional artists may be exhibited but not sold in 

the library. 

 

Although the library supports free speech and the First Amendment, exhibits may not include 

speech that is not constitutionally protected or material that would violate election laws if the 

library is being used as a polling site.  No materials, leaflets, or posters which advocate the 

election of a candidate, political or otherwise, shall be displayed at the library.  The Library 

Director may also exclude other items if they are determined to be illegal or would pose a health 

or safety hazard to library customers.   

 

Announcements of cultural and civic programs and similar items, in the form of posters and 

flyers, may be displayed in the library, if space is available, by permission of the branch 

supervisor. 

 

The library will take reasonable care to ensure the safety and security of items displayed, 

however the library has no insurance to cover loss, damage, or theft.  Exhibitors are encouraged 

to obtain insurance for items of value and will be required to sign a form releasing the library 

from liability. Items not removed as scheduled will be removed by staff and secured for 30 days.  

After 30 days, unclaimed items will be disposed of. 

 

Items for display must be tastefully done and subject matter should be suitable for viewing by the 

general public.  The Library Director reserves the right to reject any materials which are 

unsuitable. 

 

No organization or individual not associated with the work of the library shall be permitted to 

place on library property any receptacle which solicits donations, nor shall any poster or display 

be permitted which advocates or solicits consideration of any product or item sold by any 

commercial or charitable enterprise.  No petitions will be allowed.  Tickets may not be sold on 

library property, except for library related events. 

 

The library will not display or exhibit advertisements for any “for profit” business or enterprise. 
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7.4 DISPLAYS AND EXHIBITS—Continued, pg. 2 

 

Display or exhibit of items in the library does not indicate endorsement of the issues, events, 

items, or services promoted by the displayed materials.  Organizations that are denied the use of 

exhibit areas or display cases or that disagree with the Library Director’s decision regarding 

items to be displayed may appeal the decision to the Board of Trustees. 
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7.5 DISTRIBUTION OF FREE MATERIAL 

 

Items that publicize or promote community organizations and local events further the role of the 

library as the central source for civic, cultural, educational, and recreational information. 

 

Display space is available in most branches of the Barry-Lawrence Regional Library System for 

community organizations engaged in educational, cultural, intellectual, or charitable activities to 

disseminate information.  Bulletin boards may not be used for personal, religious, political, sales, 

or commercial advertisements.  Items may be displayed for a maximum period of one month.  

The person posting the item must write the posting date on the lower right-hand corner of the 

item.  Library staff will remove items that are no longer current or than have been posted for one 

month.  Items removed will be discarded; library staff will not return posters and flyers that have 

been displayed. 

 

Community organizations engaged in educational, cultural, intellectual, or charitable activities 

may distribute informational brochures through information racks or on public information 

distribution tables provided in branches that have space for them.  Items that may be distributed 

in the information racks and distribution areas include flyers, brochures, leaflets, newspapers, 

and pamphlets that provide information about nonprofit civic, educational, cultural, or 

recreational organizations and events.  Materials that promote programs or projects of a personal 

or commercial nature may not be distributed in the library.  Items may be distributed for as long 

as they are valid.  If space becomes limited, preference will be given to items of a timely nature 

and to organizations or groups that have not recently distributed items.  

 

Distribution or posting of items by the library does not indicate endorsement of the issues, 

events, or services promoted by those materials.  Items left or posted that do not meet the criteria 

outlined in this policy will be removed and discarded.  Questions about the policy and its 

application can be addressed to the library director. 
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7.6 USE OF MEETING ROOMS 

 

The Barry-Lawrence Regional Library meeting rooms are intended primarily for library or 

library related (Friends of the Library) meetings, programs, and events.  When not needed for 

these purposes, the rooms may be available for free or for a fee, as set by the Library Board of 

Trustees.  Priority for use will be as follows: 

 Nonprofit organizations or community groups with 501(c)(3) status (must supply proof). 

 Not for profit organizations or community groups without 501(c)(3) status. 

 For profit businesses or organizations. 

 Private social gatherings such as baby showers, wedding showers, reunions, etc. 

 

There are no meeting room fees for nonprofit organizations or community groups with 501(c)(3) 

status (must supply proof).  For all other groups and private social gatherings the meeting room 

fee for library cardholders in good standing is $40 for 4 hours ($10 for each additional hour over 

the 4 hour minimum) and for non-library cardholders is $50 for 4 hours ($10 for each additional 

hour over the 4 hour minimum).  All meeting room fees are nonrefundable if any group cancels a 

scheduled use of the meeting room less than two (2) working days prior to the scheduled use.  In 

addition to the meeting room fees all groups (including those with 501(c)(3) status) are required 

to provide a refundable $25 cleaning deposit. 

 

A completed application form and payment of all fees and deposits is required before a meeting 

is scheduled.  The library reserves the right to revoke or modify permission to use a meeting 

room and to modify conditions imposed on the use of the meeting room when necessary to adapt 

to the operational needs of the Library or the needs of Library users. 

 

Meetings must be open to the general public (except when legitimately closed per state statutes) 

and all responsible parties must follow the guidelines developed by the Library Board of 

Trustees for the use of the room. 

 

The library reserves the right to attend any meeting held in its facilities (except lawful executive 

sessions of governmental bodies). 

 

No charges, fees, or solicitations shall be made at any meeting or gathering. No donations of 

money or other property may be solicited or collected from the audience/attendees.  No 

promotions or sales of services, products, merchandise, materials or other items are allowed. 

 Sales of services, products, merchandise, materials or items or solicitations for donations 

authorized pursuant to a library-sponsored program or event, or on behalf of the Friends 

of the Library are permitted.  

 Appearances by an author or performer are allowed and encouraged.  Any author or 

performer that charges for an appearance must contract with the Barry-Lawrence 

Regional Library and have their fee approved by the Director. 

 The sale of an individual author’s books is not allowed except when done by an 

established library group for fund raising purposes.  An established library group, such as 

the Friends of the Library, may sell copies of the author’s books for autographing with 
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7.6 USE OF MEETING ROOMS—Continued, pg. 2 

 

the net proceeds going to the sponsoring group for the benefit of Barry-Lawrence 

Regional Library and/or its individual branch locations. 

 Educational courses offered by either the library or outside groups or instructors may 

require a tuition charge or fee with prior approval of the Library Board of Trustees. 

 

Scheduling by a group that consistently meets at the same time each week or month prohibits 

general availability of the meeting room to the public.  Such groups or organizations may be 

asked by the branch supervisor to reschedule their meeting at a different time to accommodate 

other community requests.  The exception to this would be classes or a program series that has 

been specifically approved in advance by the branch supervisor, Director, or the Board of 

Trustees. 

 

Groups may use the meeting rooms under the following rules: 

 Requests may be made no more than two weeks prior to the meeting date. 

 Audiovisual equipment must be requested in advance, and an equipment release form 

must be signed by the responsible party. 

 Each group is responsible for setting up, cleaning up and returning furniture to its original 

location.  

 Furniture, equipment or supplies may not be stored on Library property.  The Library 

assumes no responsibility for items left on the premises. 

 Groups using Library owned equipment and facilities shall assume financial 

responsibility to reimburse the Library for the repair of damaged equipment, repair of 

damage to the building interior, or the replacement of missing equipment. 

 Groups using a meeting room will hold harmless the Library district and its branch 

locations, for injuries and accidents as a result of carelessness. 

 Light refreshments are allowed, but groups may not prepare food on Library property.  

Red and purple colored beverages may not be served.  Groups are responsible for 

providing their own supplies (coffee cups, napkins, etc.) and for all clean up.  

No signs, displays, decorations or exhibits may be attached to the doors, walls, or 

windows of the room.  The use of tacks and permanent tape is not allowed. 

 Smoking, illegal drugs, or alcoholic beverages are not allowed. 

 Excessive noise is not allowed. 

 Seating capacity may not be exceeded.   

 

Groups may use meeting rooms at the Aurora, Cassville, Marionville, Mt. Vernon, Pierce City, 

and Shell Knob branch locations after hours.   

 The responsible party that schedules the meeting after hours must sign the “statement of 

responsibility” form. (See 7.5A Meeting Room Responsibility Form) 

 The responsible party must secure a key for the room from the branch staff. 
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 Light and environmental systems must be turned off before exiting the building and the 

key must be returned to the library by the next business day.  If the key is not returned by 

the next business day a $5 per day fee will be imposed until the key is returned. 

 The outside entry door must be secured before leaving the premises.  If left unlocked, 

meeting room privileges will be subject to discontinuation.  Further responsibility may be 

designated for any branch that has an unsecured exit through the library. 

 

Permission to use a meeting room is revocable and does not constitute a lease.  Permission to use 

a meeting room does not imply that the Library, Board of Trustees, or staff endorses the aims, 

policies, activities or views of the group, organization or person(s) using the Library’s meeting 

rooms.  No group may imply in its publicity that the library has sponsored or supported its 

meeting or group, unless prior written permission is obtained from the Director or Library Board 

of Trustees.   Publicly distributed marketing materials for any program held in a Library meeting 

room must include the language, “This program is not affiliated with or sponsored by the Barry-

Lawrence Regional Library”. 

 

Anyone using the Library’s meeting rooms must abide by the terms of this policy and the 

Library’s Rules of Conduct.  All juvenile groups must have adequate adult supervision. 

 

See  

5.52 Customer Rules of Conduct 

7.6A Meeting Room Responsibility Form 

 



BARRY-LAWRENCE REGIONAL LIBRARY 

MEETING ROOM RESPONSIBILITY FORM 
 

 

MEETING ROOM USE POLICY 

 

The Library meeting rooms are intended primarily for library or library related meetings, programs, and 

events.  When not needed for these purposes, the rooms may be available for free or for a fee, as set by 

the Library Board of Trustees.  The library allows use of its meeting rooms by nonprofit organizations, 

community groups, for profit businesses, and social groups.  For full policy please refer to 7.5 USE OF 

LIBRARY MEETING ROOMS in the Policies and Procedures Manual. 

 

RULES FOR USE OF THE MEETING ROOM (this is not a full comprehensive list): 

 

1.  Requests may be made no more than two weeks prior to the meeting date. 

2.  Audiovisual equipment must be requested in advance and an equipment release form signed by the 

responsible party. 

3.  Each group is responsible for setting up, cleaning up, and returning furniture to its original location. 

4.  Light refreshments are allowed, but groups may not prepare food on Library property.  Red or purple 

colored beverages may not be served.  Groups are responsible for providing their own supplies and for all 

clean up. 

5.  No signs, displays, decorations or exhibits may be attached to the doors, walls, or windows of the 

room.  The use of tacks and permanent tape is not allowed. 

6.  Smoking, illegal drugs, or alcoholic beverages are not allowed. 

7.  Excessive noise is not allowed. 

8.  Seating capacity may not be exceeded. 

9.  No charges, fees, or solicitations may be made at any time. 

10.  The person in charge of the meeting must sign the “statement of responsibility” form. 

11.  The responsible person must secure the key for the room in advance of the scheduled event.  The key 

must be returned to the library the next business day following the scheduled meeting. 

12.  All lights must be turned off before leaving the premises, except for security lighting. 

13.  Library staff are the only ones that can set the thermostat. 

14.  The outside entry door must be secured before exiting the premises.  If door is left unlocked, meeting 

room privileges will be suspended. 

15.  The library reserves the right to revoke permission for reasonable cause at any time. 

 

FEES: 

 

1.  Nonprofit organizations or community groups with 501(c)(3) status (must supply proof) may use 

meeting room free of charge.  A refundable $25 cleaning deposit is required. 

2.  For all other groups and private social gatherings the meeting room fee for library cardholders in good 

standing is $40 for 4 hours ($10 for each additional hour over the 4 hour minimum) and for non-

library cardholders is $50 for 4 hours ($10 for each additional hour over the 4 hour minimum).  All 

meeting room fees are nonrefundable if any group cancels a scheduled use of the meeting room less than 

two (2) working days prior to the scheduled use.  In addition to the meeting room fees all groups are 

required to provide a refundable $25 cleaning deposit. 

3.  A $5 per day fee will be imposed if a meeting room key is not returned by the next business day 

following the scheduled meeting. 

 

 

 



STATEMENT OF RESPONSIBILITY 

 

I/We the undersigned have read and understand the rules and regulations established by the Barry-

Lawrence Regional Library for use of its meeting room.  I/We agree to follow these rules (acceptance of 

these conditions includes a financial obligation in the event of damage beyond normal wear and tear). 

 

Date of Scheduled Use: ______________________________ 

 

Contact Phone Number: ______________________________ 

 

Organization: _________________________________________________________________________ 

 

501(c)(3) form provided (if applicable):  Yes ________  or No __________ 

 

Refundable Cleaning Deposit paid:  _______________ 

 

Meeting Room Fee paid (if applicable) in the amount of ___________________________ 

 

Responsible Party Name (printed): ________________________________________________________ 

 

Responsible Party Signature: _____________________________________________________________ 

 

Date Key Returned: ___________________   Fee paid if key not returned on time: __________________ 

 

Meeting Room was inspected by: _________________________________________________________ 

     Staff signature/Date/Time 

 

Comments: 
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SECTION 8—FRIENDS OF THE LIBRARY 

 

 

The Barry-Lawrence Regional Library Board of Trustees encourages the organization of 

community groups whose primary objectives are to support the branch libraries and to encourage 

greater use of the library and its services in the community.  Such groups shall be known as 

Friends of the Library. 

 

The role of the Friends is a support group, rather than a policy-making body.  Friends may raise 

money through book sales, sponsorship of special events or other means endorsed by the Board 

of Trustees and/or the Library Director. 

 

Each branch library location may be associated with a Friends of the Library group.   

 

The objectives of such groups should reflect the following aims: 

 To create public interest in the library. 

 To assist in public relations and community awareness of and use of the library. 

 To foster public support for the necessary development of the library. 

 To encourage gifts and memorials for the library. 

 To purchase special items which cannot be taken care of in the library’s budget. 

 To sponsor programs that support the library’s mission. 

 

The Board of Trustees supports the organization of Friends of the Library groups under the 

following guidelines: 

 

 Must have an organizational structure, a set of bylaws, and a non-profit corporation status 

with the Missouri Secretary of State. 

 Bylaws must be approved by the Board of Trustees.  The approved bylaws and the 

Secretary of State incorporation certificate must be on file at the Regional Office. 

 Fundraising activities in the respective communities must have prior approval of the 

Library Director and Branch Supervisor. 

 Must have an annual dues structure for membership, have a set time to solicit annual 

membership, and a meeting schedule. 

 Branch supervisor or a representative of the library branch shall attend all meetings of the 

Friends group. 

 The annual treasurer’s report for the Friends group shall be filed with the Library 

Director at the end of the calendar year. 

 Any funds designated for the purchase of books, library materials, programs, or special 

items shall be turned over to the Branch Supervisor, with all purchases and contracts to 

be made through the Regional Office. 

 Friends meetings shall be open to the general public and be held at the library. 

 

 



Barry-Lawrence Regional Library        Policies and Procedures Manual 
 

 

SECTION 8—FRIENDS OF THE LIBRARY, Continued, pg. 2 

 

The Board of Trustees will approve official recognition when it is satisfied that the group is 

organized within the framework of the above objectives and is in compliance with all library 

policies. 

 

The Library has the final say in accepting or declining any and all gifts made to the library. 

 

The Board of Trustees reserves the right to review its recognition of the Friends group(s) at any 

time.   

 

If the Friends group(s) ceases to actively fundraise and promote the Library, they will be 

disbanded, allowing for a new Friends group to be established in the future. 
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SECTION 9—PERSONNEL 

 

  

9.1 LIBRARY EMPLOYMENT 

 

The Barry-Lawrence Regional Library supports and adheres to all laws and policies dealing with 

equal employment opportunity the Civil Rights Acts, the Americans with Disabilities Act, fair 

employment practices, fair labor standards, the Family Medical Leave Act, and other federal, 

state, and local legislation concerned with employment and hiring practices. 

 

In accordance with appropriate federal laws, the library will confirm citizenship or the right for 

noncitizens to work in the United States.  Additional policies pertaining to library personnel 

practices have been implemented and are included in the Personnel Policy Manual. 

 

Employees of the Barry-Lawrence Regional Library System are hired “at will”, and within the 

guidelines of library policies and procedures conditions of employment may be changed without 

cause or notice.  Likewise employees are not contracted to work for a specific tenure of service 

and may terminate their employment relationship at any time with or without cause and with or 

without notice. 

 

Job descriptions are available for each library position.  Library personnel are hired as employees 

of the Barry-Lawrence Regional Library System and governed by the rules and regulations of the 

Barry-Lawrence Regional Library System. An employee job classification system outlines 

positions available with beginning base salary rates. (See Personnel Policy Manual—Section 3—

Job Classifications) 

 

The Code of Ethics outlines responsibilities and priorities for library personnel (see Personnel 

Policy Manual—Section 1—Hiring). 

 

The Library Director shall have sole charge of the administration of the library system under the 

direction and review of the board of trustees, reporting regularly on progress and plans. 
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9.2 APPLICATION FOR EMPLOYMENT 

 

Applications—Vacancy:  Upon posting of a vacancy, an applicant for the position may file an 

application with the Library Director.  Such application shall include the applicant’s education, 

experience and ability.  Applications will be placed on file for a duration of six months. 

 

Recruitment:  When a vacancy occurs, the Library Director may advertise the position.  New 

applications and applications held on file will be considered.  When a position becomes available 

eligible library employees may internally post for a vacant or new position at any branch in the 

system. 

 

Interview:  The Library Director shall review all applications, select qualified candidates, and 

may interview such applicants as he/she deems necessary to fill the supervisor positions.  All 

candidates for a non-supervisory position may also be interviewed by the supervisor of the 

branch in which he/she will be working.  The Library Director is the final appointing authority 

and all permanent appointments shall be made by him/her. 

 

Employment of Relatives:  It is the goal of the Barry-Lawrence Regional Library to avoid 

creating or perpetuating circumstances in which the possibility of favoritism, conflicts of interest, 

or impairment of efficient operations may occur.  Therefore, while relatives of employees may 

be hired, relatives may not work in a direct reporting relationship.   

 

Rejected Applicants:  Rejected applicants that have been interviewed will receive a letter of 

notification that the position has been filled.   

 

See: 

Personnel Policy Manual 1.3A Application for Employment 

Personnel Policy Manual 1.3B Internal Application Form 
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9.3 VOLUNTEERS 

 

A “volunteer” is anyone who chooses to perform services for the Library without compensation 

or expectation of compensation and who performs volunteer services at the direction of Library 

staff.  A volunteer is not an employee of the Barry-Lawrence Regional Library. 

 

The Library welcomes and encourages members of the community to volunteer their time and 

talents to enrich and expand library services. Volunteers may be used for special events, projects, 

and activities, or on a regular basis to assist staff.  Duties may include, but are not limited to: 

 Straightening and organizing magazine shelves. 

 Preparing uncataloged paperbacks for circulation (ownership stamp and date due slips). 

 Assisting with children’s programs, particularly craft programs. 

 Cutting bookmarks apart or folding tri-fold flyers. 

 Preparing welcome bags for new customers. 

 Cleaning books, DVD cases, or other materials. 

 Checking spine labels that need to be retyped and replaced. 

 Dusting shelves. 

 Shredding. 

 Straightening shelves. 

 

Services provided by volunteers will supplement, but not replace, regular services, and 

volunteers will not be used in place of hiring full or part time staff.  Volunteers will not receive 

training in the Library’s circulation system nor will they be allowed access to the customer 

database.  Volunteers will not be allowed access to non-public areas when not volunteering. 

 

A volunteer must be at least 13 years of age to donate service to the Library.  Those under the 

age of 18 must have permission from a parent or guardian to perform volunteer services, and 

such volunteer services shall comply with applicable law.  All volunteers must adhere to 

established Library policies and procedures. 

 

Paid staff may not volunteer their services to the library except with written permission from the 

Library Director. 

 

The Library staff is responsible for the basic orientation of volunteers before they begin to work, 

for informing them of library policies, and for giving them such training as may be necessary for 

the specific tasks to which they will be assigned.  The staff is also responsible for keeping 

volunteers informed of any changes in policies and procedures. 

 

Nothing in this policy or in the volunteer’s service to the Library shall create a contract or 

employment relationship between the volunteer and the Library.  Both the volunteer and the 

Library have the right to end the volunteer’s association with the Library at any time.  Barry-

Lawrence Regional Library does not provide any medical, health, or worker’s compensation 

benefits for any volunteer, and volunteers do not accrue, earn, or become entitled by reason of 

performing volunteer service for the Library to any benefits afforded by the Library to its staff. 
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9.3 VOLUNTEERS, Continued, pg. 2 

 

All volunteers will need to fill out a Library Volunteer Application form and sign the Volunteer 

Agreement. 

 

See 

9.3A Library Volunteer Application 

9.3B Volunteer Agreement 



Barry-Lawrence Regional Library 

Library Volunteer Application 

 

 

Name ___________________________________________ Age (If under 18)  ________ 

Address ______________________________________________________________________ 

Cell Phone ____________________________ Home Phone _________________________ 

E-mail Address _________________________________________________________________ 

Why do you want to volunteer at the Library? ________________________________________ 

______________________________________________________________________________ 

____________________________________________________________________________ 

Type of work in which you are interested. ___________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What times are you available? _____________________________________________________ 

______________________________________________________________________________ 

What date are you available to start volunteer service? __________________________________ 

How many hours per week can you volunteer? ________________________________________ 

Branch preference? _____________________________________________________________ 

What skills or experience do you have to offer? _______________________________________ 

______________________________________________________________________________ 

Have you ever been convicted of a felony (If yes, please explain)? ________________________ 

______________________________________________________________________________ 

Is this volunteer service court ordered (If yes, please explain)? ___________________________ 

______________________________________________________________________________ 

Are you limited in any activities due to health issues (If yes, please explain)? _______________ 

______________________________________________________________________________ 

 

I certify that the statements made in this volunteer application are true and correct. 

Applicant Signature: ______________________________________________ Date: _________ 

Parent/Guardian Signature _________________________________________  Date: _________ 
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BARRY-LAWRENCE REGIONAL LIBRARY 

VOLUNTEER AGREEMENT 
 

I, __________________________________________________________ agree to indemnify and hold 

harmless the Barry-Lawrence Regional Library from any and all claims or causes of action that may arise out of 

my assigned volunteer duties.  I waive any right of action I have against the Barry-Lawrence Regional Library 

in consideration of my participation as a volunteer for the Library.  I further understand and agree that I will 

receive no compensation for any services performed by me as a volunteer for the Barry-Lawrence Regional 

Library. 

 

I also understand that in my capacity as a volunteer, I may come into contact with confidential information.  I 

agree to adhere to the Library’s policy regarding privacy of Library customers and to protect personal and 

confidential information to the best of my abilities and not to divulge it during or after my service as a 

volunteer.  I understand that a breach of confidentiality is grounds for dismissal. 

 

I agree to: 

 Arrive on time and prepared to perform to the best of my ability. 

 Notify my supervisor in advance if I am unable to work as scheduled. 

 Enter my hours worked in the Library log after each volunteer session. 

 Be properly dressed, courteous, and respectful. 

 Become familiar with the Library’s mission statement, policies and procedures. 

 

I understand that the Library Director or Branch Supervisor has the right to end my service due to: 

 Failure to adhere to policies and procedures. 

 Absences without prior notification. 

 Poor attitude, service or appearance. 

 Reason(s) that would make my continued service harmful to the organization in the opinion of my 

immediate Supervisor and the Library Director. 

 

Have you ever been convicted of a crime (If yes, please give date, place, charge and disposition of conviction)? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

Are there any felony charges outstanding (If yes, please give date, place, charge, and current 

status)?___________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

Are you volunteering to satisfy a court required community service? ______________________ 

 

____________________________________________ __________________________________________ 

Volunteer Printed Name     Volunteer Signature 

 

____________________________________________ __________________________________________ 

Parent/Guardian Printed Name (if under 18)   Parent/Guardian Signature (if under 18) 

 

____________________________________________ __________________________________________ 

Branch Supervisor Signature     Date 
 

 

Policy and Procedures Manual—Section 9.3 Volunteers—9.3B 
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SECTION 10—MISC. PROCEDURES 

 

 

10.1 MAINTENANCE AND SERVICE PROCEDURES 

 

It is necessary for the library district to maintain the equipment and buildings in the district in 

order to make the best use of our resources. The Branch Supervisor of each facility has the 

ultimate responsibility for reporting any needed maintenance or repairs.  All work done in a 

branch location must first be authorized through the Regional Office.  No one in the branches is 

authorized to call service people. 

 

Before requesting maintenance or repairs staff should attempt to troubleshoot the problem (if 

appropriate.  Check the basics first. 

 

Equipment 

 Is it plugged in? 

 Does it have toner, paper, etc?  Is there a paper jam? 

 Have you checked the manual? All branches have manuals for the equipment in your branch.  

Make sure that all staff know where the manuals are located. 

 

Building 

 If staff or customers notify you of a situation verify the problem. 

 Try to get familiar with your building to be aware of when it’s a problem or not. 

 Contact the Regional Office about leaky roofs, leaky faucets, running toilets, A/C or furnace 

problems, etc. by phone, by e-mail, or by filling out the “Maintenance Request Form”. 

 

When you call the Regional Office to report a problem be prepared to answer questions.   

 What is the problem? 

 Where is the problem? 

 What have you done, if anything, to solve the problem? 

 

The more information that you provide the better we are able to help resolve the situation.  We 

will call a service person if needed and let you know what to expect. 

 Please notify ALL staff when you have called to report a problem and what the problem is. 

 Please notify ALL staff if a service person is scheduled and what they will be doing. 

 We ask service companies to let you know when they arrive and what they will be doing.  

Please make sure that they do the work that they are supposed to do on the right equipment or 

area of the building.  If there is a problem CALL the Regional Office right away. 

 

Most important of all—Notify the Regional Office when service or maintenance personnel have 

been to your branch.  You must submit a Maintenance/Repair/Service Report as soon as possible. 

 

See 

10.1A Maintenance/Repair/Service Report Form 

10.1B Maintenance Request Form 



MAINTENANCE/REPAIR/SERVICE REPORT 
 

Date: _____________________________  Branch: _________________________________ 
 
How was problem resolved/service rendered? ____________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

Employee Signature: 

______________________________________________________________ 

 

FAX REPORT TO THE REGIONAL OFFICE ASAP! 
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MAINTENANCE/REPAIR/SERVICE REPORT 
 

Date: _____________________________  Branch: _________________________________ 
 
How was problem resolved/service rendered? ____________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

Employee Signature: 

______________________________________________________________ 

 

FAX REPORT TO THE REGIONAL OFFICE ASAP! 
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MAINTENANCE REQUEST FORM 
 
 

Request Priority Type: Within the week    Date: ________________________ 
    When you get a chance 
 
Branch Location: __________________ Person Making Request: _________________________ 
 
Description of Needed Work/Repair: ___________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

For Office Use: 

Work Assigned To: ______________________________________________________________________________ 

Authorized By: __________________________________________ Date Completed: ____________________ 

 
Policies and Procedures—Section 10.1 Maintenance and Service Procedures—10.1B 

MAINTENANCE REQUEST FORM 
 
 

Request Priority Type: Within the week    Date: ________________________ 
    When you get a chance 
 
Branch Location: __________________ Person Making Request: _________________________ 
 
Description of Needed Work/Repair: ___________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

For Office Use: 

Work Assigned To: ______________________________________________________________________________ 

Authorized By: __________________________________________ Date Completed: ____________________ 
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10.2 TEST BOOKLET DEPOSIT PROCEDURE 

 

A deposit will be required of customers who check out test booklets for a two-week period.  

(Test booklets include, but are not limited to GRE, SAT, LSAT, MSAT, etc.) 

 

A written receipt will be given to the customer.  Such deposit is to be held by the lending branch.  

When the test booklet is returned, the customer may request return of their deposit and must turn 

in the receipt. 

 

One renewal for a two-week period is allowed, IF no other customer has reserved the item.  After 

a period of four (4) weeks, no refund of the deposit fee will be given. 

 

Check Out Procedures: 

 Collect $5.00 in cash per test booklet. 

 Fill out a receipt using the “test deposit” receipt pad.  Do not use this receipt book for any 

other purpose. 

 Make a duplicate copy using carbon paper. 

 Record the following on the receipt: 

o Date 

o Name of customer 

o Amount of deposit 

o Type of test booklet checked out (ex. Deposit on GRE book) 

o Sign the receipt with your name 

o Write in branch name (ex. Pierce City Branch) 

 Put the top copy of the receipt in the book pocket.  Inform the customer at the time of check-

out that the receipt must accompany the book when returned to obtain refund of deposit. 

 

Deposit 

 Money must be held at the branch for refunds. 

 Each branch should have a bag to keep the money and the receipt book together. (All staff 

must know where these are located.) 

 If the test booklet(s) is not returned remove the $5.00 from the bag and place with the money 

turned into the Regional Office at the middle of the month.  Make sure to identify the amount 

on your breakdown of monies collected. 

 If the customer returns the test booklet after the one month period NO refund will be given. 

 No money may be used from this bag for any reason other than refunding of the deposit. 

 If he book comes up in overdues, charge the customer the list price of the test booklet plus 

the $2.00 processing fee, minus the $5.00 credit.   
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10.2 TEST BOOKLET DEPOSIT PROCEDURE—Continued, pg. 2 

 

Return of Test Booklets 

 Customer must return the original receipt.  This can be stapled in the receipt book or 

destroyed at the time that the book is recarded. 

 Under no circumstances should you place a book back on the shelf with a receipt in the book 

pocket. 

 Write “Returned Refund and Date” on the copy in the receipt book.   

 If the customer lost their receipt identification is required before refund may be given.  Have 

customer initial the copy in the receipt book. 
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10.3 REPORTS TO BE FILED WITH THE REGIONAL OFFICE 

 

By the 5th of each month: 

 Postage and petty cash expenditure report. 

 Full time employees’ time sheets (signed). 

 Monthly stats. 

 Branch activity reports. 

 

Before the 15th of each month: 

 Utility bills to be paid. 

 Maintenance items to be paid. 

 Travel slips to be paid. 

 Invoices that need to be paid. 

 

After the 20th of each month: 

 Part time employees’ time sheets (signed by both Supervisor and employee.  Beginning date 

of time sheet is the 20th of the previous month.  Ending date of time sheet is the 19th of the 

current month. 

 Staff proposed schedule for the next month. 

 Request for postage money (on pink supply order form). 

 

Quarterly 

 In library material use count form. 

 Information statistics week—weekly totals form 

 

Annual 

 Annual vacation request and approval form due by March 1st each year. 

 Uncataloged materials use count due by May 15th each year. 

 

Filed at any time: 

 Record of monies received 

 Supply requests. 

 Travel form for mileage payment. 

 Leave Request Form 

 Outstanding bills or maintenance items. 

 

See 

10.3A Postage/Petty Cash Report 10.3G Record of Monies 

10.3B Monthly Stats 10.4A Supply Postage Requests 

10.3C Branch Activity Report 5.1 C Employee Time Sheet ((personnel) 

10.3D In Library Material Use Count 6.6A Mileage Travel Request Form (personnel) 

10.3E Information Statistics—Weekly Totals 7.1A Vacation Request and Approval Form (personnel) 

10.3F Uncataloged Materials Use Count 7.1B Leave Request Form (personnel) 

 



POSTAGE/PETTY CASH REPORT 

 

 

BRANCH ___________________ MONTH ____________________ CHECK AMT. _________ 

 

 

DATE ITEMS RECEIVED SPENT BALANCE 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

 

_________________________________________________________ 

SIGNATURE 
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  BARRY-LAWRENCE REGIONAL LIBRARY 

 MONTHLY STATS 

 

Branch______________________ Month/Year_________________ 

 

PROGRAMS 

Number of Children’s Programs (Ages 11 and under): 

 In house:  __________  Attendance:  __________ 

 Outreach:  _________   Attendance:  __________ 

 Passive: ___________  Participation: _________ 

 

Number of Teen Programs (Ages 12-18): 

 In house:  __________  Attendance:  __________ 

 Outreach:  _________   Attendance:  __________ 

 Passive: ___________  Participation: _________ 

 

Number of Adult Programs (Ages 19 and up): 

 In house:  __________  Attendance:  __________ 

 Outreach:  _________   Attendance:  __________ 

 Passive: ___________  Participation: _________ 

 

How many of the total number of programs were specifically for: 

 Seniors:  __________  ESL:  __________  *Literacy:  __________ 
*For Literacy count storytimes and SRC programs 

 

COMPUTER USE: 

Total number of computer users: _________  Total number of wireless users: ________ 

 

COMPUTER INSTRUCTION OFFERED:  No. of Students: _______ Total Class Hours: _______ 

 

 

INTERLIBRARY LOAN: Items Requested by Patrons: _________  No. of Items Received:_______ 

 

No. of Books that YOU loaned from your Branch through World Cat:    __________ 

 

 

VOLUNTEERS: No. who Volunteered: ____________   No. of Volunteer Hours: __________ 

 

 

MEETING ROOM USE:   No. of groups who used meeting room:  __________ 

 

 

HOMEBOUND DELIVERY:   Total number of patrons who received delivery: _________________ 

  

How many total deliveries were made?______  Delivered by Staff _____Volunteer_____ 

 

 

GENEALOGY USE (Cassville/Mt. Vernon only):   ____________ 
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  BARRY-LAWRENCE REGIONAL LIBRARY 

 MONTHLY STATS 

 

Branch______________________ Month/Year_________________ 

 

 

PROGRAMS 

Number of Children’s Programs (Ages 11 and under): 

 In house:  __________  Attendance:  __________ 

 Outreach:  _________   Attendance:  __________ 

 

Number of Teen Programs (Ages 12-18): 

 In house:  __________  Attendance:  __________ 

 Outreach:  _________   Attendance:  __________ 

 

Number of Adult Programs (Ages 19 and up): 

 In house:  __________  Attendance:  __________ 

 Outreach:  _________   Attendance:  __________ 

 

How many of the total number of programs were specifically for: 

 Seniors:  __________  ESL:  __________  *Literacy:  __________ 
*For Literacy count storytimes and SRC programs 

 

 

COMPUTER USE: 

Total number of computer users: _________  Total number of wireless users: ________ 

 

COMPUTER INSTRUCTION OFFERED:  No. of Students: _______ Total Class Hours: _______ 

 

 

INTERLIBRARY LOAN: Items Requested by Patrons: _________  No. of Items Received:_______ 

 

No. of Books that YOU loaned from your Branch through World Cat:    __________ 

 

 

VOLUNTEERS: No. who Volunteered: ____________   No. of Volunteer Hours: __________ 

 

 

MEETING ROOM USE:   No. of groups who used meeting room:  __________ 

 

 

HOMEBOUND DELIVERY:   Total number of patrons who received delivery: _________________ 

  

How many total deliveries were made?______  Delivered by Staff _____Volunteer_____ 

 

 

GENEALOGY USE (Cassville/Mt. Vernon only):   ____________ 
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BARRY-LAWRENCE REGIONAL LIBRARY 

Monthly Branch Activity Report 

 

Branch_______________________      Month/Year___________________ 

 

Displays: 

 Display Case—Feature items/Who loaned them:________________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 Material display theme or featured author:_____________________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 Bulletin Board theme(s):___________________________________________________________________ 

_______________________________________________________________________________________ 

 

Programs—Numbers should match “Monthly Stats Form”. 

Children’s—ages 11 and under:  Include # of programs/date, attendance, type/name of program, outreach: 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program/Passive Outreach-

yes or no 

    

    

    

    

    

    

    

 

 Teen—ages 12-18:  Include # of programs/date, attendance, type/name of program, outreach: 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program/Passive Outreach-

yes or no 

    

    

    

    

 

 Adult—ages 19 and up:  Include # of programs/date, attendance, type/name of program, outreach: 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program/Passive Outreach-

yes or no 

    

    

    

    

    

    

    

 

 Movies—titles and dates:  Include # of programs/date, attendance, type/name of program, outreach: 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program/Passive Outreach-

yes or no 

    

    

    

 



Community Outreach (Kiwanis, Rotary, Radio/TV appearance, etc., include date and topic): 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program/Passive 

   

   

   

   

   

 

Outside Group Visits (Name of group, topic of visit, and total number in group): 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 

Additional Branch Information/Stories:_______________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

News Releases (Where published?—attach copies to report): ___________________________________________ 

 

Friends of the Library Group: 

 Does your branch have an active group?__________ 

 If yes, did your group meet this month (date and time)?_________________________________________ 

 

Teen Advisory Group: 

 Does your branch have an active group?__________ 

 If yes, did your group meet this month (date and time)?_________________________________________ 

 

Volunteers (Who volunteered, what did they do, and how many hours): 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 

Staff Continuing Education (Date, staff name, name of class/conference/event, and location): 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 
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BARRY-LAWRENCE REGIONAL LIBRARY 

Monthly Branch Activity Report 

 

Branch_______________________      Month/Year___________________ 

 

Displays: 

 Display Case—Feature items/Who loaned them:________________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 Material display theme or featured author:_____________________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 Bulletin Board theme(s):___________________________________________________________________ 

_______________________________________________________________________________________ 

 

Programs—Numbers should match “Monthly Stats Form”. 

Children’s—ages 11 and under:  Include # of programs/date, attendance, type/name of program, outreach: 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program Outreach-

yes or no 

    

    

    

    

    

    

    

 

 Teen—ages 12-18:  Include # of programs/date, attendance, type/name of program, outreach: 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program Outreach-

yes or no 

    

    

    

    

 

 Adult—ages 19 and up:  Include # of programs/date, attendance, type/name of program, outreach: 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program Outreach-

yes or no 

    

    

    

    

    

    

    

 

 Movies—titles and dates:  Include # of programs/date, attendance, type/name of program, outreach: 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program Outreach-

yes or no 

    

    

    

 



Community Outreach (Kiwanis, Rotary, Radio/TV appearance, etc., include date and topic): 
# of Programs or Date of 

Program (SRC only) 

Attendance Type of Program/Name of Program 

   

   

   

   

   

 

Outside Group Visits (Name of group, topic of visit, and total number in group): 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 

Additional Branch Information/Stories:_______________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

News Releases (Where published?—attach copies to report): ___________________________________________ 

 

Friends of the Library Group: 

 Does your branch have an active group?__________ 

 If yes, did your group meet this month (date and time)?_________________________________________ 

 

Teen Advisory Group: 

 Does your branch have an active group?__________ 

 If yes, did your group meet this month (date and time)?_________________________________________ 

 

Volunteers (Who volunteered, what did they do, and how many hours): 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 

Staff Continuing Education (Date, staff name, name of class/conference/event, and location): 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 ______________________________________________________________________________________ 
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Sample Week: Branch:

MON TUE WED THUR FRI SAT TOTAL

DATE

Adult Materials 0

Children's 

Materials
0

Magazines and 

Newspapers
0

Other
0

TOTAL
0 0 0 0 0 0 0

Quarterly In-Library Material Use Count Form

Policies and Procedures--Section 10.3 Reports to be Filed with the Regional Office--10.3D



BRANCH: WEEK OF:

MONDAY 0

TUESDAY 0

WEDNESDAY 0

THURSDAY 0

FRIDAY 0

SATURDAY 0

Weekly     

Totals
0 0 0 0

Policies and Procedures--Section 10.3 Reports to be Filed with the Regional Office--10.3E

*This form must be filled out and returned to the Regional Office within one week of the completion of

Statistic Count Week (following Friday).

LIBRARY 

VISITORS

INFORMATION STATISTICS WEEK

WEEKLY TOTALS SHEET

REFERENCE 

QUESTIONS

TECHNICAL 

ASSISTS
TOTALS



 UNCATALOGED MATERIAL COUNTS 
 

 

DATE: _____________________________________ 

 

BRANCH: __________________________________ 
 

 

SERIAL SUBSCRIPTIONS:  Record the number of newspapers and magazines to which your 

branch library subscribes—both paid and gift. 

 

 Number of Magazine Titles (paid)_______________________ 

 

 Number of Magazine Titles (gift)_______________________ 

 

 Number of Newspaper Titles ______________________ 

 

 

MICROFORMS:  Record the number of documents in microfiche or microfilm format owned. 

 

 Number of Newspaper Microfilm Reels _________________ 

 

 Number of Census Titles on Microfilm Reels _____________ 

 

 Number of Magazine Titles on Microfilm Reels ___________ 

 

 

UNCATALOGED PAPERBACK BOOKS:  Record the number of uncataloged paperback 

books being circulated.  Count only those items placed in circulation, not those in storage. 

 

 Uncataloged Adult Paperbacks _______________________ 

 

 Uncataloged Youth Paperbacks _______________________ 
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RECORD OF MONIES RECEIVED—Barry Lawrence Regional Library 

 

Date: __________________  Branch: ________________________ 

 

 

4016 Summer Reading Club Donations  

   

4030 Overdue fines, Lost/Pd. Mats., Photocopier/Fax Fees, 

etc.  Includes sale of computer flash drives, test booklet 

deposits, ear buds, notary services, etc. 

 

   

4031 Interlibrary Loan and Microfilm Postage  

   

4032 Non Resident Fee  

   

4033 Donations, including Memorial Donations  

   

4034 Meeting Room Fees  

   

4041 Misc. Funds  

   

4042 Used Book Sales  

   

4052 Lost Library Card Fees  

   

4080 Sale of Assets  

   

  

TOTAL REVENUE RECORDED 

 

 

Other Revenue (Itemize Please) __________________________________________________ 

 

 

Supervisor Signature: __________________________________________________________ 

 

INSTRUCTIONS: 

1. Send money to the Regional Office on the first van delivery of the week or as often as 

needed.  You should never have more than $200 in the branch at any time. 

2. Send cash to the Regional Office.  Change should be rolled into coin rolls.  Roll change 

accurately!  Please avoid sending loose change.  $1.00 bills should be banded together in $25 

increments. 

3. It at all possible, try to not accept checks.  If you do accept them they should be from a local 

bank and you must: 

a. Ask for ID such as library card number, driver’s license, etc.  Write the information at 

the top of the check. 

b. Note on the memo line what the check is for, i.e. fees, fines, donations, etc. 

c. Send in the checks asap—do not hold checks. 
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10.4 SUPPLY/POSTAGE REQUESTS 

 

Supplies: 

 All supplies must be requested on the Supply/Postage Request Form.  This includes 

everything from toilet tissue to paper clips. 

 Do not wait until you are completely out of something to order more.  There is a time factor 

involved for requests to go to the Regional Office and supplies to come back to you.  You 

must plan ahead.  For ex., when a staff member changes the toner for the photocopier they 

should immediately place a supply request form for another one.   

 Please be specific on items ordered. 

o If order a lightbulb, ink cartridge, etc., list the item number or attach the old 

packaging to your request form. 

o Indicated the total number needed. 

o If you don’t have packaging or a number, be very specific on the item requested. 

o Branch supervisor must initial request form. 

 

Postage (and Petty Cash): 

 Submit monthly requests by the 20th of the month for the coming month’s postage and petty 

cash needs using the Supply/Postage Request Form. 

 Indicate amount requested and that it is for Postage or Petty Cash. 

 When the supervisor receives the check it should be cased as soon as possible. 

 

DO NOT pay for items personally and request reimbursement.  This is not allowed.  Plan ahead 

to have sufficient petty cash to handle branch needs.  If there are any issues contact the Regional 

Office for assistance. 

 

See 

10.4A Supply/Postage Request Form 



SUPPLY/POSTAGE REQUESTS 
 

LIBRARY REQUESTING: __________________________________________ 

DATE: __________ ITEM NUMBER: ________ QUANTITY __________ 

DESCRIPTION: _________________________________________________ 

_____________________________________________________________ 

POSTAGE/PETTY CASH REQUESTED: ________________________________ 

REQUESTED BY: _______________________________________ 

FILLED DATE: _________________ NOT FILLED BECAUSE: _____________ 
 

 Policies and Procedures—Section 10.4 Reports to be Filed with the Regional Office—10.4A  

SUPPLY/POSTAGE REQUESTS 
 

LIBRARY REQUESTING: __________________________________________ 

DATE: __________ ITEM NUMBER: ________ QUANTITY __________ 

DESCRIPTION: _________________________________________________ 

_____________________________________________________________ 

POSTAGE/PETTY CASH REQUESTED: ________________________________ 

REQUESTED BY: _______________________________________ 

FILLED DATE: _________________ NOT FILLED BECAUSE: _____________ 
 

 Policies and Procedures—Section 10.4 Reports to be Filed with the Regional Office—10.4A  

SUPPLY/POSTAGE REQUESTS 
 

LIBRARY REQUESTING: __________________________________________ 

DATE: __________ ITEM NUMBER: ________ QUANTITY __________ 

DESCRIPTION: _________________________________________________ 

_____________________________________________________________ 

POSTAGE/PETTY CASH REQUESTED: ________________________________ 

REQUESTED BY: _______________________________________ 

FILLED DATE: _________________ NOT FILLED BECAUSE: _____________ 
 

 Policies and Procedures—Section 10.4 Reports to be Filed with the Regional Office—10.4A  

SUPPLY/POSTAGE REQUESTS 
 

LIBRARY REQUESTING: __________________________________________ 

DATE: __________ ITEM NUMBER: ________ QUANTITY __________ 

DESCRIPTION: _________________________________________________ 

_____________________________________________________________ 

POSTAGE/PETTY CASH REQUESTED: ________________________________ 

REQUESTED BY: _______________________________________ 

FILLED DATE: _________________ NOT FILLED BECAUSE: _____________ 
 

 Policies and Procedures—Section 10.4 Reports to be Filed with the Regional Office—10.4A  

SUPPLY/POSTAGE REQUESTS 
 

LIBRARY REQUESTING: __________________________________________ 

DATE: __________ ITEM NUMBER: ________ QUANTITY __________ 

DESCRIPTION: _________________________________________________ 

_____________________________________________________________ 

POSTAGE/PETTY CASH REQUESTED: ________________________________ 

REQUESTED BY: _______________________________________ 

FILLED DATE: _________________ NOT FILLED BECAUSE: _____________ 
 

 Policies and Procedures—Section 10.4 Reports to be Filed with the Regional Office—10.4A  

SUPPLY/POSTAGE REQUESTS 
 

LIBRARY REQUESTING: __________________________________________ 

DATE: __________ ITEM NUMBER: ________ QUANTITY __________ 

DESCRIPTION: _________________________________________________ 

_____________________________________________________________ 

POSTAGE/PETTY CASH REQUESTED: ________________________________ 

REQUESTED BY: _______________________________________ 

FILLED DATE: _________________ NOT FILLED BECAUSE: _____________ 
 

 Policies and Procedures—Section 10.4 Reports to be Filed with the Regional Office—10.4A  
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10.5 SHELVING RULES FOR FICTION 

 

 

 Basic rule of thumb: “Nothing comes before something.” If you have a name like “Bird”, it 

will come before “Birdwell”. “Newsweek” follows “New Republic”.  

 

 Fiction is shelved in strict alphabetical order by author’s last name, then first name. Ignore A, 

The, & An when these begin a title.  

 

 Titles beginning with a number are shelved as if the number were spelled out. “The 10 

Commandments” would be shelved as “The Ten Commandments”.  

 

 The shelving of materials authored by Mac and Mc names is also in strict alphabetically 

order. Shelving example: Maas, MacDonald, Malley, McDonald, Mellon.  

 

 Authors’ names with prefixes are shelved by the first letter of the prefix and then the rest of 

the name, omitting the spaces between them. Thus, Mazo De La Roche is shelved as 

“Delaroche”; Lynda La Plante is shelved as “Laplante”. Shelving example: Landvik, Lao, La 

Plante, Lardo.  

 

 Ignore any punctuation in an author’s name. Thus, Darcy O’Brien is shelved as “Obrien”. 

Shelving example: Oates, O’brien, Ocampo, O’connor.  

 

 Authors’ names with abbreviations should be shelved by the full word that has been 

abbreviated. Thus, James St. James is shelved as “Saintjames”. Shelving example: Sagan, St. 

James, Salinger. One exception to the abbreviation rule: Mrs., which is shelved just as it 

appears.  

 

o Also, authors’ names that are abbreviated are shelved as if the first name were the 

letter. For example: H.D. comes before Haake, Katherine; and Madison, A.W. comes 

before Madison, Aaron.  

 

 Authors with multiple last names are shelved by the first one. Again, omit the space between 

them. Thus, Gabriel Garcia Marquez is shelved as “Garciamarquez” and Dick King-Smith is 

shelved as “Kingsmith”.  

o Books with multiple Authors are shelved only by the first one listed. Ignore any other 

Author names.  
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10.6 LABEL/STAMP PROCEDURES 

 

The Regional Office does ALL labeling/stamping.  Genre label designations will be determined by 

the Regional Office.  

 

Hardback and Paperback Books 

 System and branch stamp on bottom of book. 

 Property (system/branch) stamp on title page (without covering up essential information). 

 Book pocket adhered on inside page. 

o System and branch stamp at bottom of pocket. 

o Author, title, and spine information typed at top. 

 Barcode affixed at center top of inside page (right). 

o Price, vendor, and date written in pencil to the left of the barcode. 

o Branch designation written in pencil to the right of the barcode. 

 No more than two (2) labels/stickers per spine. 

 White spine label will be placed at bottom of spine and will be labeled as follows: 

o Easy:  Top line “E”, bottom line “first three letters of author’s last name” 

o Fiction:  Author’s full name—last name first 

o Large Print:  Top line “LP”, middle and bottom lines see appropriate category 

o Mystery:  Top line “M”, bottom line “first three letters of author’s last name” 

o Non-fiction:  Top line “Dewey number”, bottom line “first three letters of author’s last 

name” 

o Reference:  Top line “R”, middle line “Dewey number”, bottom line “first three letters 

of author’s last name” 

o Science Fiction: Top line “SF”, bottom line “first three letters of author’s last name” 

o Western:  Top line “W”, bottom line “first three letters of author’s last name” 

o Youth Fiction:  Top line “Y”, bottom line(s) “author’s full name—last name first” 

o Youth Non-Fiction:  Top line “Y”, middle line “Dewey number”, bottom line “first 

three letters of author’s last name” 

o Youth Reference:  Top line “YR”, middle line “Dewey number”, bottom line “first 

three letters of author’s last name” 

 Genre spine labels will be used to label Teen, Graphic Novel (including Manga), and 

Inspirational hardback and paperback books.  These will be placed above the appropriate white 

spine label (Y Fiction for Teen, Y Fiction for Graphic Novel, and Fiction for Inspirational). 

o There is no computer holdingscode for Teen, Graphic Novel, and Inspirational books.  

Therefore, a note will be made in the 655 field of the MARC record for the genre so that 

each of these is searchable in the online catalog. 

 

DVD’s 

 Front Cover 

o System and branch stamp on white label 

o “Do not return in book drop” label 

o “Adult checkout only” label (for PG13 only) 

 Barcode affixed at center top of inside case (left). 
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10.6 LABEL/STAMP PROCEDURES—Continued, pg. 2 

 

 Branch designation label around center of each DVD. 

 No more than two (2) labels/stickers per spine. 

 White spine label will be placed at bottom of spine and will be labeled as follows:  “branch 

name”. 

 Genre labels placed above the white branch name label will be used for the following categories 

(all dvd’s are to be interfiled alphabetically by title of movie): 

o Adventure 

o Family 

o Mystery 

o Non-Fiction 

o Romance 

o Science Fiction (Fantasy) 

o Western 

 

 

CD’s 

 Front Cover 

o System and branch stamp on white label.  If there is more than one CD it will be noted 

below Branch name. 

 Barcode affixed at center top of inside case (left). 

 Branch designation label around center of each CD. 

 Only one (1) label per spine.  No genre labels will be used. 

 Book on CD 

o White spine label will be placed at the bottom of the spine and will be labeled as 

follows:  “Author’s full name—last name first). 

 Music CD 

o White spine label will be placed landscape on spine and will be labeled as follows:  Top 

line “Title of CD”, bottom line “Music CD”. 
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10.7 CHECKING IN AND PROOFING NEW MATERIAL 

 

Checking in and proofing newly cataloged items should be a priority.  Circulation of materials in 

you branch is dependent on making sure that new items are available to the public in a timely 

fashion.  Newly cataloged books, DVD’s, etc. are delivered to the branches routinely as they are 

processed.  Staff is responsible for checking these in and proofing the records. 

 

 Go to Circulation—run each item under the scanner to remove the “In Processing” 

information on the library database. 

 Proofread the record at this point. 

 Check the following in the library database—MARC Display. 

o Author—Is it accurate? 

o Title—Is it accurate? 

o Call number—Does the call number on the spine of the book and the call number 

typed on the pocket match the call number on the computer? 

o Check the ownership stamps on the book—Is it your book? 

o If an error in the record is found—contact the Regional Office and explain what you 

have found.  If there is an error then a correction to the record will be made 

o The book or item is now ready for the new book shelf or to be set aside for customer 

requests if you have holds on the item. 

 



Barry-Lawrence Regional Library        Policies and Procedures Manual 
 

 

10.8 MATERIAL PURCHASE REQUESTS 

 

Material purchase requests may be completed by any staff member.  The branch supervisor must 

check and initial every request that staff completes.  Material purchase requests may be made for 

books, cds, and dvds.   

 

All purchase request forms must include as much detail as possible. 

 Branch Name 

 Item Type, ex. Book, CD, DVD 

 Date 

 Author—Last name first 

 Title 

 Subject 

 Publisher 

 Copyright Date 

 ISBN 

 Cost 

 Information Source(s)—Amazon, book review, publisher catalog, etc. 

 

Only submit requests for items that you need in the collection.  Customers are allowed to make 

requests, but only submit them if it is an item that you would like to add.  An information source 

must be listed for any and all requests—even customer requests. 

 

On customer requested items list the name of the customer on the back of the order slip.  If only 

one customer has requested a title it may be better to order the item through ILL.  If it’s in the 

system already then it may be better to borrow it. 

 

The Regional Office has final approval for any item that is ordered for the system.  If a purchase 

request is denied the branch will be contacted with the details as to why it was not ordered. 

 

See 

10.8 Material Purchase Request Form 

 

 

 

 



   Material Purchase Request (staff use only) 
Branch: ___________  Book: _____  DVD: _____  CD: _____  Date: ______ 

Author: (Last name first) _____________________________________________ 

Title: ________________________________________________________ 

_____________________________________________________________ 

Subject: ______________________________________________________ 

Publisher: _______________________________ C/Date: ____________ 

ISBN: ___________________________________ Cost: ______________ 

Information Source: ____________________________________________ 

Supervisor Initials ________        Policies and Procedures—Section 10.8 Material Purchase Requests—10.8A  

   Material Purchase Request (staff use only) 
Branch: ___________  Book: _____  DVD: _____  CD: _____  Date: ______ 

Author: (Last name first) _____________________________________________ 

Title: ________________________________________________________ 

_____________________________________________________________ 

Subject: ______________________________________________________ 

Publisher: _______________________________ C/Date: ____________ 

ISBN: ___________________________________ Cost: ______________ 

Information Source: ____________________________________________ 

Supervisor Initials ________        Policies and Procedures—Section 10.8 Material Purchase Requests—10.8A  

   Material Purchase Request (staff use only) 
Branch: ___________  Book: _____  DVD: _____  CD: _____  Date: ______ 

Author: (Last name first) _____________________________________________ 

Title: ________________________________________________________ 

_____________________________________________________________ 

Subject: ______________________________________________________ 

Publisher: _______________________________ C/Date: ____________ 

ISBN: ___________________________________ Cost: ______________ 

Information Source: ____________________________________________ 

Supervisor Initials ________        Policies and Procedures—Section 10.8 Material Purchase Requests—10.8A  

   Material Purchase Request (staff use only) 
Branch: ___________  Book: _____  DVD: _____  CD: _____  Date: ______ 

Author: (Last name first) _____________________________________________ 

Title: ________________________________________________________ 

_____________________________________________________________ 

Subject: ______________________________________________________ 

Publisher: _______________________________ C/Date: ____________ 

ISBN: ___________________________________ Cost: ______________ 

Information Source: ____________________________________________ 

Supervisor Initials ________        Policies and Procedures—Section 10.8 Material Purchase Requests—10.8A  

   Material Purchase Request (staff use only) 
Branch: ___________  Book: _____  DVD: _____  CD: _____  Date: ______ 

Author: (Last name first) _____________________________________________ 

Title: ________________________________________________________ 

_____________________________________________________________ 

Subject: ______________________________________________________ 

Publisher: _______________________________ C/Date: ____________ 

ISBN: ___________________________________ Cost: ______________ 

Information Source: ____________________________________________ 

Supervisor Initials ________        Policies and Procedures—Section 10.8 Material Purchase Requests—10.8A  

   Material Purchase Request (staff use only) 
Branch: ___________  Book: _____  DVD: _____  CD: _____  Date: ______ 

Author: (Last name first) _____________________________________________ 

Title: ________________________________________________________ 

_____________________________________________________________ 

Subject: ______________________________________________________ 

Publisher: _______________________________ C/Date: ____________ 

ISBN: ___________________________________ Cost: ______________ 

Information Source: ____________________________________________ 

Supervisor Initials ________        Policies and Procedures—Section 10.8 Material Purchase Requests—10.8A  
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10.9 BRANCH EVALUATIONS 

 

Branch evaluations will be done twice a year, without notice.  Once during the first 6 months and 

one during the last 6 months of the year. Branch supervisors are responsible for ensuring that 

their branch library ready to be evaluated at any given time.  Each branch will be evaluated on 

overall appearance, collection maintenance, appearance of donated materials/book sale items, 

condition of the shelves, signage, bulletin boards, magazine display/storage, staff work area 

appearance, custodial area/public restrooms, and lights/building maintenance.  During the 

evaluation process the following items should be readily available: 

 Policies and procedures manual 

 Personnel manual 

 Branch library bookmarks 

 Computer usage policy 

 Labor posters 

 “What you need to know” manual 

 Staff name badges (should be worn) 

 Public access computer sign in sheets 

 

At the first evaluation of the year each supervisor will be asked to provide a list of major 

maintenance and/or equipment needs.  This list will be used during the annual budget preparation 

process. 

 

The Library Director and Administrative Assistant are responsible for evaluating each branch 

library.  Evaluations will be discussed with the supervisor and the supervisor will be asked to 

sign the form.  A photocopy will be provided to each supervisor.  Original evaluations are kept 

on file at the Regional Office. 

 

See 

10.9A Branch Evaluation Checklist 

10.9B Branch Evaluation Form 
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10.9 BRANCH EVALUATIONS 

 

Branch evaluations will be done twice a year, without notice.  Once during the first 6 months and 

one during the last 6 months of the year. Branch supervisors are responsible for ensuring that 

their branch library ready to be evaluated at any given time.  Each branch will be evaluated on 

overall appearance, collection maintenance, appearance of donated materials/book sale items, 

condition of the shelves, signage, bulletin boards, magazine display/storage, staff work area 

appearance, custodial area/public restrooms, and lights/building maintenance.  During the 

evaluation process the following items should be readily available: 

 Evacuation/Emergency information sheet (PPM 5.131A) 

 Branch library bookmarks 

 Computer usage policy 

 Labor posters 

 “What you need to know” manual 

 Staff name badges (should be worn) 

 Public access computer sign in sheets 

 

At the first evaluation of the year each supervisor will be asked to provide a list of major 

maintenance and/or equipment needs.  This list will be used during the annual budget preparation 

process. 

 

The Library Director and Administrative Assistant are responsible for evaluating each branch 

library.  Evaluations will be discussed with the supervisor and the supervisor will be asked to 

sign the form.  A photocopy will be provided to each supervisor.  Original evaluations are kept 

on file at the Regional Office. 

 

See 

10.9A Branch Evaluation Checklist 

10.9B Branch Evaluation Form 



ITEMS TO BE CHECKED DURING ANNUAL BRANCH EVALUATION 

 

 

BRANCH ___________________    DATE  ______________________ 

 

 

1. Test Booklet Bag  ______________________________________________________________ 

 

2. How much cash is on hand?  Security for Cash?  _____________________________________ 

 

 ______________________________________________________________________________ 

 

3. Condition of flag, if there is one? __________________________________________________ 

 

4. Do any plants or artificial flowers need attention?   ___________________________________ 

 

______________________________________________________________________________ 

 

5. Are new borrower packets available? _______________________________________________ 

 

6. Current Movie License posted?  __________________________________________________ 

 

7. Security of TV, DVD & VCR Player?  _____________________________________________ 

 

8. Damaged books that you have billed patrons for? ______________________________________ 

 

______________________________________________________________________________ 

 

9. Water shut off valve – where is it? _________________________________________________ 

 

10. Posting of community events   ____________________________________________________ 

 

 

Condition of Branch—What items need attention, i.e. carpet cleaning/replacement, paint peeling, etc.? 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 
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BARRY-LAWRENCE REGIONAL LIBRARY 

BRANCH EVALUATION FORM 

 

BRANCH:  __________________________________  DATE:  _________________________ 

 
INSTRUCTIONS:  Mark each category with the number from the scale that most accurately describes the situation found.  

One copy of the Evaluation will be sent to and discussed with the Branch Supervisor and another copy filed at Regional Office.  
RATING SCALE:   3 = Satisfactory    2 = Needs Improvement     1 = Unacceptable 

 

________ 1.  OVERALL APPEARANCE:  Branch is neat and clean; shelving, furniture, and computer 

equipment has been dusted.   

 

Comments:________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

           2.  COLLECTION MAINTENANCE:  Materials (books, videos, DVD’s, etc.) are clean and 

in good repair, few materials on the shelves need mending, outdated editions and duplicates have been weeded. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

           3.  DONATED MATERIALS & BOOK SALE ITEMS:  Established procedures for donated 

materials are being followed and donations policy is posted. Book sale tables are well maintained and are not 

filled with items that will not sell. A reasonable amount of boxes or shelves of unsold items are waiting to stock 

tables and do not contain items that should be sent to Regional Office. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

           4.  CONDITION OF THE SHELVES:  Books/materials are shelved in correct locations and 

in correct order.  Shelves and end panels are appropriately marked with Dewey numbers, etc. New Books 

(adult collection--both fiction and non-fiction and children’s books) are attractively displayed with appropriate 

signage. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

           5.  SIGNAGE:  Hours sign is posted on the front door. All signs are legible, neat and clean 

with NO hand lettered signs and have been approved by the Regional Office. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

           6.  BULLETIN BOARDS:  All public bulletin boards are neat and attractive.  Exhibit cases 

are filled with eye-catching displays (books if no collectibles are available) at all times. Library policy is being 

followed relative to displays, exhibits, and bulletin board postings. 

 

Comments: ________________________________________________________________________________ 



           7.  MAGAZINE DISPLAY AND STORAGE:  Current issues of magazines are in 

alphabetical order and display shelving is marked with title of magazine. Magazine storage area is neat and 

orderly with at least one year of back issues kept on file (space permitting). 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

            8.  STAFF WORK AREAS:  Staff work areas are clutter-free and well organized. Circulation  

desk is clutter-free (no food, soda cans, coffee cups, family pictures, cartoons, etc.). 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

            9.  CUSTODIAL AREA AND PUBLIC RESTROOMS:  Custodial closets and storage areas 

are neat and well organized.   Public restrooms are clean and odor-free. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

            10.  LIGHTS AND BUILDING MAINTENANCE:  General inside and outside condition of 

the branch is neat, clean, and organized—no burned out light bulbs, exit lights are in working order, trash is 

picked up, entry windows/doors are clean, outside book drop is clean, sidewalks are clean, etc. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

12. THE FOLLOWING ITEMS WILL BE CHECKED:  A = Available, NF = Not Found 

 

_________  Library Policies of Government/Personnel Manual –Amendments filed 

_________  Bookmarks with branch hours/locations are available at the Circulation Desk 

_________  Computer Usage Policy is posted at the public computers 

_________ Required labor posters are posted in staff area and are up-to-date 

_________ “What You Need to Know”-- is easily found at the Circulation Desk 

_________ All staff are wearing name badges 

_________ Public access computer sign in sheets are in use for PC’s and WiFi 
 

COMMENTS: ______________________________________________________________________________ 
___________________________________________________________________________________________ 

 

Rated By:  ___________initial  ___________initial 

 

I have reviewed this branch evaluation form and have discussed the contents with the director.  My signature 

indicates that I have been advised the overall condition of the branch and does not necessarily imply my 

agreement.  I completely understand its contents. 

 

BRANCH SUPERVISOR:  ___________________________________  (Signature) 
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BARRY-LAWRENCE REGIONAL LIBRARY 

BRANCH EVALUATION FORM 

 

BRANCH:  __________________________________  DATE:  _________________________ 

 
INSTRUCTIONS:  Mark each category with the number from the scale that most accurately describes the situation found.  

One copy of the Evaluation will be sent to and discussed with the Branch Supervisor and another copy filed at Regional Office.  
RATING SCALE:   3 = Satisfactory    2 = Needs Improvement     1 = Unacceptable 

 

________ 1.  OVERALL APPEARANCE:  Branch is neat and clean; shelving, furniture, and computer 

equipment has been dusted.   

 

Comments:________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

           2.  COLLECTION MAINTENANCE:  Materials (books, videos, DVD’s, etc.) are clean and 

in good repair, few materials on the shelves need mending, outdated editions and duplicates have been weeded. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

           3.  DONATED MATERIALS & BOOK SALE ITEMS:  Established procedures for donated 

materials are being followed and donations policy is posted. Book sale tables are well maintained and are not 

filled with items that will not sell. A reasonable amount of boxes or shelves of unsold items are waiting to stock 

tables and do not contain items that should be sent to Regional Office. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

           4.  CONDITION OF THE SHELVES:  Books/materials are shelved in correct locations and 

in correct order.  Shelves and end panels are appropriately marked with Dewey numbers, etc. New Books 

(adult collection--both fiction and non-fiction and children’s books) are attractively displayed with appropriate 

signage. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

           5.  SIGNAGE:  Hours sign is posted on the front door. All signs are legible, neat and clean 

with NO hand lettered signs and have been approved by the Regional Office. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

           6.  BULLETIN BOARDS:  All public bulletin boards are neat and attractive.  Exhibit cases 

are filled with eye-catching displays (books if no collectibles are available) at all times. Library policy is being 

followed relative to displays, exhibits, and bulletin board postings. 

 

Comments: ________________________________________________________________________________ 



           7.  MAGAZINE DISPLAY AND STORAGE:  Current issues of magazines are in 

alphabetical order and display shelving is marked with title of magazine. Magazine storage area is neat and 

orderly with at least one year of back issues kept on file (space permitting). 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

            8.  STAFF WORK AREAS:  Staff work areas are clutter-free and well organized. Circulation  

desk is clutter-free (no food, soda cans, coffee cups, family pictures, cartoons, etc.). 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

            9.  CUSTODIAL AREA AND PUBLIC RESTROOMS:  Custodial closets and storage areas 

are neat and well organized.   Public restrooms are clean and odor-free. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

            10.  LIGHTS AND BUILDING MAINTENANCE:  General inside and outside condition of 

the branch is neat, clean, and organized—no burned out light bulbs, exit lights are in working order, trash is 

picked up, entry windows/doors are clean, outside book drop is clean, sidewalks are clean, etc. 

 

Comments: ________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

12. THE FOLLOWING ITEMS WILL BE CHECKED:  A = Available, NF = Not Found 

 

_________  Evacuation/Emergency Information sheet is posted in staff area 

_________  Bookmarks with branch hours/locations are available at the Circulation Desk 

_________  Computer Usage Policy is posted at the public computers 

_________ Required labor posters are posted in staff area and are up-to-date 

_________ “What You Need to Know”-- is easily found at the Circulation Desk 

_________ All staff are wearing name badges 

_________ Public access computer sign in sheets are in use for PC’s and WiFi 
 

COMMENTS: ______________________________________________________________________________ 
___________________________________________________________________________________________ 

 

Rated By:  ___________initial  ___________initial 

 

I have reviewed this branch evaluation form and have discussed the contents with the director.  My signature 

indicates that I have been advised the overall condition of the branch and does not necessarily imply my 

agreement.  I completely understand its contents. 

 

BRANCH SUPERVISOR:  ___________________________________  (Signature) 
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