SERVICE POLICY

I.  Library Lending

      A.  Who may borrow

            All libraries that are members of the Northeast Kansas Library System 

            have agreed to allow anyone within this area to use their libraries 

            without charge.  The Director and other adult staff members may also

            allow persons from outside the Northeast Kansas area to borrow 

            materials if the circumstances seem appropriate.  Example: someone

            who visits relatives frequently in this area, or someone who is employed

            in this area but does not live here.

            Any of the above persons are entitled to a free library card by completing

            a written application card.  

            A card holder should always have his/her library card when checking out  

            materials.  If it is not present, other ID may be requested.

      B.  Limits on Borrowing

           The first time a new patron uses his/her library card, they may check out a 

           limit of two (2) items from the library.  Upon their satisfactory return, the

           patron then has the privilege of checking out up to ten (10 ) items at any

           one time.

      C.  Length of Loan Periods

           Most Books -- 2 weeks

           Magazines -- 2 weeks.  Current issues may not be checked out, and all

           issues of selected titles may be designated for in-library use only.
           Audio Books, Playaways, or Music on CD—2 weeks
           DVDs --  2 weeks.  T.V. series and non fiction DVDs may be renewed.  Movies 

               may not be renewed.
           Reference Books -- Most are non circulating; a few may be checked out 

           for 3 days.  This information should appear inside the front

           cover of the book.

           Newspapers & Microfilm-- May not be checked out without special permission 

           from the Library Director.
           Interlibrary Loan Materials -- Depends on the lending library (usually 

           3 weeks)                

      D.  Special Cards

Teachers, para-professionals, homeschool parents and anyone needing to use materials in their place of employment may register for a “Professional Card” which will allow them to check out 20 items for a one month period.
      E.  Interlibrary Loan

           In the case that a patron is not able to find the information they need within 

           Paola Free Library’s own collection, through other NExpress libraries, or through 
           online services, a card holder in good standing may request up to two (2) items 
           through interlibrary loan.  An exception in # of items may be made if the person is 
           requesting materials for a research paper where time for research would be limited.  
           If fees are charged by out-of-state libraries, these fees will be passed on to the 
           user.  Otherwise, interlibrary loan is a free service.

           Every effort will be made to secure the material requested.  However, this

           library cannot make any guarantees as to when the material will arrive.

      F.  Renewals

           Most materials may be renewed for the same amount of time for which they

           were initially checked out.  For example, a 2 week book may be renewed for

           an additional 2 weeks.

           Books and other materials with a waiting list may not be renewed, but the

           patron may ask for their name to be put back on the waiting list.  This rule may be 

           overridden by staff if the material had no waiting list when the book was checked 

           out, or if the book is quite lengthy.
           Materials may be renewed twice.  After two renewals staff will decide when    

           circumstances warrant further renewals.            

           Some interlibrary loan material can be renewed.  Patrons should let the librarians

           know several days in advance of the due date if they will need a renewal.

      G.  Fees for Overdue Materials

            Interlibrary loan -- 25 cents per day

            Videos -- 10 cents per day

            Books -- 10 cents per day 

            Magazines -- 10 cents per day

            Audio CDs & Playaways -- 10 cents per day

      Fees are subject to change over time as deemed necessary by the staff

      and Library Board.

      H.  Reserves

           A patron may reserve any circulating material.  Staff will e-mail or call to

           notify him/her when that material is available.  Upon notification, they will

           be told whether the material should be picked up within 3 days or 1 week.  

           Any reserved material not picked up within the time frame given, will be

           offered to the next person on the reserve list or will be returned to the 

           shelf.  The patron’s name will be removed from the reserve list.

          If a staff member feels that the patron may not have received the original

          message, they may give a second call.  If there is a waiting list, the material must

          then be picked up the very next day.

 II.  Library Services

      A.  Reference Service

            Staff will make every effort to supply information for reference questions, using 

            this library’s own core reference section, the Internet, or by calling other library

            reference sections.  If answers are not found in the above sources, referrals should

            be made to appropriate organizations or agencies.

            Reference requests may be made by phone, mail, or in person.

            Reference service is defined as “help in finding answers to short questions, 

            such as definitions, addresses for agencies or political offices, dates of events,

            titles of books, etc.  It is not the seeking and gathering of materials needed for

            a report.  Although library staff will be happy to assist anyone in locating

            pertinent material for an assignment, the patron needs to visit the library and

            be actively involved in the research process.

   B.  Children’s Services

            Special services for children include, but are not limited to:

            Toddler story times

Preschool story times

            Head Start story times

            Summer reading programs

            Young Adult programs

            Family story times                                   

      C.  Services to Groups and Organizations

           The Library will actively assist civil, cultural, and educational organizations

            in locating and using materials for planning programs, for conducting projects, 

            and for furthering the education of students and other patrons.

      D.  System Membership

            The Paola Free Library is a member of the Northeast Kansas Library System

            and adheres to the policies and by-laws of that organization. The Paola Free 

            Library participates actively in the programs and services offered.  The Board

            of Trustees of the Paola Library appoints a System Representative according

            to the System’s by-laws to represent the Paola Free Library.

      E.  Outreach

            Library volunteers organized by the staff will deliver and pick up materials to 

            patrons who are homebound or are unable to come to the Library temporarily.  

            Regular outreach services will be available to extended care, senior citizen

            centers, and any other organization requesting the service.

      F.  Cooperation with Other Libraries

           In addition to the Paola Free Library’s membership with the Northeast Kansas

           Library System, the Board of Trustees and the Director will be continually on the 

           alert for opportunities of cooperation with other libraries to strengthen the 

           services and resources of the library.  There will be an ongoing effort to cooperate 

           with the community’s school libraries.

      G. Accessibility

Paola Free Library’s building adheres to all ADA codes.
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