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Policy Statements

This policy manual and all policy statements included therein supersede any previous policy statements pertaining to Monroe City Library.

I. Mission Statement:

Monroe City Library is dedicated to providing the community with educational and recreational resources; to encourage reading and the use of current technology for life-long learning in a welcoming atmosphere.

Adopted: 10-5-2011

Reviewed & revised:  1-19-2015
II.  Purpose:

Establishing policies for Monroe Library is to guide and assist library personnel in making decisions that would best serve the library, the patrons and the community.  It defines procedures for management of library items and the use of financial resources in the best interest of the patrons.

Adopted: 10-5-2011

Reviewed:  1-19-2015
III.  User Related Polices:


A.   Eligibility for Borrowing and Services.

The library will serve all residents of Monroe City and students within the South Sevier attendance area with access to library services.  There will be no charge to open an account.
Other individuals wishing to use Monroe City Library may do so by paying a fee of $10.00 every other year, receiving a library card when the account is opened.
There will be a $5 charge for a replacement card.

Services will not be denied because of religion, race, social, economical or physical condition, age or sexual orientation.


B.   Patron Responsibilities and Conduct.

It is a patron’s responsibility to maintain necessary and proper standards of behavior in order to protect his/her individual rights and the rights of other patrons.  If a patron creates a disturbance or otherwise becomes a nuisance, that patron may be restricted from the library and/or use of library services.  Those who are unwilling to leave or do not leave within a reasonable amount of time after being asked to leave will be subject to the law.


C.   Young Children:

Monroe City Library encourages visits by young children and it is our desire to make this important visit enjoyable for the child.  Library staff does not assume responsibility for the care of unsupervised children in the library.


D.   Disruptive Children:

Children of all ages are encouraged to use the library for homework, reading and program attendance.  The library staff realizes that the library will be nosier at busy times, that children by nature can cause more commotion.  However, children (whether with parents or not) who are being disruptive will be given a warning that he/she must settle down or will be asked to leave the library.


E.   Library Accounts and Responsibilities:

A library account may be issued individually or per family.  Minor children, ages 5 – 17, may have their own account with parental permission. A new patron will be asked for references, i.e., proof of address using a document such as a city utility bill or driver’s license.

1. Individual Accounts: 

Six (6) item limit.
2. Family Accounts:

Ten (10) item limit.
3. Student Accounts (South Sevier attendance area K-12):
Six (6) item limit.

All limits of library loans will be at the discretion of the library director or staff.


F.   Interlibrary Loan:

The policies stated in the previous section are also applicable to InterLibrary Loans. (ILLs).
Monroe City Library conforms to the standard statewide policies accommodating the ILL system set up by the Utah State Library.

Loans periods for ILLs will be determined by the lending libraries.

Patrons requesting ILLs will be required to pay $3.00 per book to cover postage and handling.  There will be no charge for ILL items for the blind or physically handicapped.

Adopted: 10-5-2011

Reviewed & revised:  1-19-2015
IV.   Collection Development


A.   Selection and Acquisition Principles:

In selecting items for the library, the library follows the guidelines established by the American Library Association’s Library Bill of Rights in addition to the principles outlined in the Freedom to Read and Freedom to View statements of the American Library Association (see attachment).
When acquiring items for the library, the director and staff attempt to meet the needs and interests of the total service community.  It becomes the responsibility of each individual patron to select those items that suit his/her taste.  Likewise it is the responsibility of the parent and/or guardian to supervise the selection and use of library items for children in their care, not that of the library staff.

B. Final Responsibility:

Final responsibility for items selected rests with the Library Director, who operates within the framework of policies as outlined.  

The director may delegate selection to the staff members based on their area of responsibility.

C.  Criteria for Material Selection:

The responsibility for selection of items may be shared with other members of the library staff; however, because the library director must be available to answer to the library board and the general public for actual selections made, the director has the authority to reject or select any item any item contrary to the recommendations of the staff.

The main points considered in the selection of items are:



1.  Individual merit of each item.



2.  Popular appeal/demand.


3.  Suitability of material for the patrons.



4.  Existing library holdings.


5.  Budget.

Items requested by patrons will be reviewed based on the above criteria before being added to the library selection.

D.   Acquisition

Purchases will be made from a variety of vendors based on availability, price and other factors relevant to the purchase.

E.   Evaluation, Weeding, and Maintenance. 

Evaluation, weeding, and maintenance will be under the direction of the library director.  Discarded items may be given to a non-profit organization, sold, or exchanged at the discretion of the library director.
F.   Censorship, Access and Challenged Items.

Monroe City Library recognizes that some items are controversial and that any given item may offend some patrons.  Selection of items will not be made on the basis of anticipated approval or disapproval, but solely on the basis of the principles stated in this policy.  Patrons are free to reject for themselves, items that do not meet their approval.  However, they cannot exercise this right of censorship to try to restrict the freedom of reading for other patrons.

G.   Challenged Items Procedures

Patrons requesting that material be withdrawn from or restricted within the collection may complete a Request for Reconsideration of Library Resources form which is available in the library (Appendix E) and return it to the Library Director.  The director and the Library Board of Trustees will review the request based on the library’s collection policy, as well as the principles of the ALA Library Bill of Rights.  The patron will be assured that the request will be given serious consideration,

H.   Intellectual Freedom Statement and 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.

1.  Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves.  Items should not be excluded because of the origin, background, or views of those contributing to their creation.

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

3.  Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlighten.

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

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

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

Adopted June 18, 1948, by the ALA Council; amended February 2, 1967; 

Amended January 23, 1980; inclusion of “age” reaffirmed January 24, 1996.

Adopted: 10-5-2011

Reviewed & revised: 1-19-2015
V.   Gifts and Donations.

Gifts of items or funds to purchase items are welcomed.  Gifts must meet the same selection criteria as purchased items.  Upon receipt of the gift, all items or funds become the property of the library.  Gift items may be added to the collection, sold, exchanged, given to other organizations or discarded.

Donated items that may still be useful, but are not needed by the library may be sold, with the monies added to the library’s acquisition fund.  If the items are not sold, they may be disposed of by other means.

The library staff does not have the expertise to provide appraisals of potential gifts for tax purposes. This is to be the responsibility of the donor.  However, if requested, a letter describing the gift will be provided to the donor.

Gifts of money or items donated as memorials to specific individuals will be handled according to the same criteria as noted for selection purposes.

Monroe City Library will not purchase items from patrons nor can gifts or other items be used to remove fines/fees.  Patrons are encouraged to make donations to the library.

Adopted: 10-5-2011

Reviewed: 1-19-2015
VI.  Circulation Policy


A.   Loan Period

Loan periods shall be for a time set by the library director.  There will be a three (3) week limit on most items.  New books may be loaned for a shorter period.  Only three (3) items with “NEW” stickers on them can be checked out per account at a time.


B.   Limitations on Loans

Reference books are non-circulating when noted on the spine and in the catalog.  All other books noted as reference may be checked out at the discretion of the librarian.  If a reference book is loaned, it shall be returned within two (2) days.


C.   Renewals

Items may be renewed for the original loan period if not on reserve for another library patron.  New items may not be renewed.  Renewal of overdue items will result in an automatic fine for the over-due time period.  (Subject to librarian’s discretion.)

D.   Confidentiality.

In accordance with the American Library Association’s “Policy on Confidentiality of Records,” library employees shall be advised that circulation records and other records identifying the names of library users are confidential.  These records shall not be made available to any agency of federal, state, or local government, or any individual except pursuant to such process, order, or subpoena as may be authorized under the authority of, pursuant to federal, state, or local law relating to civil, criminal, or administrative discovery procedures or legislative investigative power.  The library shall resist the issuance or enforcement of any such process, order, or subpoena until such time as a proper showing of good cause has been made in a court of competent jurisdiction.  Parents of minor children who are responsible for items checked on their children’s cards may have access to information on overdue items on those cards.

E.   Reserved Items
Patrons may request that items not immediately available be reserved for them.  Reserved items may be held up to 48 hours after the patron has been notified of their availability.
F.   Fines

Patrons with over-due items will be given a grace period of two (2) working days to return the books without accruing a fine.  If items are not returned by the end of the grace period, they will be automatically charged a fee of $.05 per day per item until it is returned.  Patrons with a fine of one dollar ($1.00) or more will not be allowed to check out additional items until the fine is paid.  Adjustments to this policy may be made at the discretion of the library director.


G.   Lost or Damaged Items
Patrons will be charged replacement cost for any lost or damaged items.

Adopted: 10-5-2011

Reviewed & revised: 1-19-2015
VII.   Facilities Policies.


A.   Hours of Operation.

Monroe City Library is open to the public Tuesday thru Saturday, 1 p.m. to 6 p.m.
The library may be closed on Monroe City holidays. Other closures are at the library director’s discretion.

B.   Americans with Disabilities Act Compliance.

The Library seeks to make its services, facilities, and programs as accessible as possible to the public, including those who have disabilities.  Accordingly, the staff, wherever possible will:

1. Take appropriate steps to ensure that communications with applicants, participants, and members of the public with disabilities are as effective as communications with others.

2. Make reasonable accommodations in policies, practices, or procedures when necessary to avoid discrimination on the basis of disability, where possible.

3. Operate its programs so that they are readily accessible to and usable by individuals with disabilities.


C.   Photocopier

Library Staff will copy for $.10 single-sided page, $.15 per double-sided page.  Patrons are advised that there are restrictions of copyrighted items.  Any violation of copyright is the responsibility of the copy machine user.


D.   Fax Machine.

All Fax transmissions for the public will be handled by the library staff.
Price schedule for sending/receiving Fax documents are as follows:

Minimum charge: $1.00.

$1 per page for the 1st three pages, $.50 for each additional page.
No faxes outside the USA.
Patrons are expected to pay for all sheets received and taken from the office, including cover sheets.  Patrons should not be charged for duplicate pages or illegible pages, unless they wish to take them.  If a person states that he/she no longer wishes to receive Fax transmissions from a particular sender, the library cannot charge for the receipt of those transmissions.

Patrons should always receive a transmission report.  If the fax is not received properly, they can return with the report and have the fax re-sent free of charge.



E.   Laminating Machine



The library provides laminating services for the public.  Work requests for use of the laminators will be scheduled by the staff. The laminator will only be operated by the library staff.  The library is not responsible for damage caused by the equipment such as bubbles or creases in the paper.


F.    Computer/Internet Access and Use.

1. Computers

Computers are available to patrons on a first-come, first-serve basis. Computers may be reserved for organizations.  In order to make computers available to all, a one (1) hour time limit may be imposed.  Librarians may provide computer assistance according to time availability.  Patrons needing one-on-one assistance should call ahead and make an appointment to ensure a librarian is available.

2. Internet

Access to the internet is available to all patrons; however, this service may be restricted at any time for use not consistent with library policies and procedures.  All users must complete the sign-in sheet prior to beginning their computer session and sign out when finished.  Parents of minor children are responsible for their children’s use of the library’s internet service.  Anyone under 18 years of age, along with a parent or guardian, must sign the Internet Use Agreement (Appendix F) before using the internet.  Minors who need assistance may be required to have an adult stay with them. 

The library staff does not monitor and has no specific control over information accessed through the internet and cannot be held responsible for its content.  (See Appendix G:  Computer/Internet Use Policy).  Anyone caught on pornographic web sites may be asked to leave the library and may lose library privileges as determined by the director.
Adopted: 10-5-2011

Reviewed & revised: 1-19-2015
VIII. Public & Open Meetings

The Monroe City Library’s Board of Trustees meets four times a year in accordance to the Utah Public and Open Meeting Act, UCA 52-4-201.

The Library Board may hold an electronic meeting in accordance to UCA 52-4-207.

Adopted: 9-17-2013
Reviewed: 1-19-2015
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