CANAJOHARIE LIBRARY AND ART GALLERY

LIBRARY USE POLICY

OVERVIEW


The Canajoharie Library & Art Gallery, by its Mission Statement and the Library Plan of Service, is expressly designed to be used by the public.  The official library service area is the Canajoharie Central School District.  The library provides service to all, and these policies speak to all use regardless of residency. Rules and policies concerning the use of the library are designed to provide for the most effective use by the greatest number of users.  For the purposes of this policy library use is divided into three sections: Use of the library and its resources on site; Use of library resources through borrowing or library circulation; and Use of library resources off site. 

​USE OF THE LIBRARY AND LIBRARY RESOURCES ON SITE 

​Use of the Facility

The library will provide a welcoming atmosphere for all who seek to use the library facility on site for the purposes defined in the Mission Statement regardless of residency or library card registration status. 

The board of trustees will set general rules that will govern the behavior of all users.  These rules will be attached to this policy. Use of the library facility is a privilege that will be withdrawn from those who fail to abide by the rules, or who, in the opinion of the staff member in charge, interfere with effective use by the overall body of users. 


Hours and days of operation will be determined by the board of trustees. 


Distinction is made and recognized between equipment and areas intended for public use and those intended for use solely by organization staff.  Such distinctions will be made by the director.  


The library may limit the use of specific spaces and equipment by imposing time, frequency, or purpose limits and priorities if necessary to provide better service to more users. In addition, charges may be imposed for copying, printing or provision of office supplies.  Such decisions will be governed by fixed rules set by the director.  These rules will be enforced consistently so that there is no perception of personal preference. 



The director will set rules for the posting or distribution of flyers and brochures. 

Use of the facility by organized groups is covered under a separate policy. 

Use of Outside Materials On Site

Library users are welcome to use the facility for study, reading or perusal of materials that are not provided by the library.  This includes materials supplied by the user and internet sites that are not direct links from the library web site. 


The library will not ordinarily monitor the use of such resources.  However, since the library is a public space, the display of material that the staff member in charge deems inappropriate for public view will be prohibited.  The director will set norms to guide staff members in making this determination. 


Use of the facilities and equipment is a privilege that will be withdrawn from those who fail to abide by the rules, or who, in the opinion of the staff member in charge, interfere with effective use by the overall body of users.

Use of Library Materials On Site


Everyone is welcome to use the library and library resources onsite regardless of residency or library card registration status.  The library, however, may place time and frequency limits on the use of resources if necessary to provide better service to more users.  Such limits will be governed by fixed rules set by the director. Special rules may also govern the use that may be made of specific restricted materials. 


Use of library materials is a confidential matter under New York State Law.  The library will not release any information that links users with the resources that they have used. 


Reference assistance will be provided to those who request help in using library resources and to those who request help in locating specific information. The library does not research general subject inquiries for users.  

USE OF LIBRARY RESOURCES THROUGH BORROWING


Borrowing privileges can be granted to all regardless of residency.  The library, however, maintains a cooperative database with the other public libraries in our consortia, and honors the restrictions placed on individuals by other member libraries.  An individual may have only one borrower record or borrower’s card in the combined consortia database.

Library Cards


Users who wish to borrow library materials must apply for a library card by filling out an application form.  The signed library card entitles the bearer to borrow materials in the circulating collection of the library, to request materials on interlibrary loan, and to access specific restricted databases. Children under 14 will be issued cards with different privileges than adult cards.  

​Circulation Collection


Not all items in the library collection will be in the circulation collections, and not all items in the circulating collection are available for interlibrary loan.  The circulation and interloan status of specific items will be determined by the director or the director’s designee. 


The library collection is cataloged in a combined database with other consortia members.  Users may request any item listed as available in the combined catalog, but the decision to loan rests with the loaning library. 


The library reserves the right to limit the number of items that may be loaned to a borrower.  The director will set these limits.

Loan Periods


The director will set loan periods and renewal privileges for library circulation.

Fines


The library maintains the right to fine users who do not return materials in a timely manner.  Fine rates will be set by the director.  The director will keep the trustees informed of any changes in the fines.

Withdrawal of Privileges


Borrowing items from the library is a privilege.  Users who abuse the privilege with have their borrowing privileges withdrawn.  The fine, materials overdue and other thresholds that trigger a withdrawal of privileges will be set by the director. 

Confidentiality


Use of library materials is a confidential matter under New York State Law.  The library will not release any information that links users with the resources that they have used.

Service to Homebound Users


Additional service will be provided to borrowers who, due to physical disabilities, can not physically come to the library to select and borrow materials.  Library staff will pre-select materials and will hold them for pick-up by an individual authorized by the home bound patron.  All ordinary library policies will apply to materials circulated in this fashion.

REMOTE USE OF LIBRARY RESOURCES


Users may make use of library resources from remote locations via telephone, fax or the internet.  The library uses the same criteria for answering remote reference queries, whether by telephone, fax, mail or email, as used on site.  The library will respond the inquiries in the format in which they were received, or via the format of the user’s choice; so long as the information requested can be copied under copyright regulations. The library reserves the right to set charges for photocopying and delivery costs, and to set quantity limits.  Such stipulations will be developed by the director.


Users may access selected library resources via the internet.  This includes the library catalog, materials on the library and art gallery web site, and reference databases that provide for remote access.  Users are free to use these resources from remote locations, but that use may be influenced by database licensing agreements and library card status. 
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