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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

LIBRARY

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
The Allen County Community College Library is one of the finest community college libraries in Kansas.  The Board of Trustees is committed to maintaining the status obtained for quantity, quality, and service to the faculty, staff, students, and community.

1.02
The Allen County Community College Library serves as the general depository of all audio-visual materials purchased by the Southeast Kansas Community College Librarian’s Council, which includes seven community colleges in Southeast and Central Kansas.

2.00
SPECIFIC STATEMENTS

2.01
Library hours are posted each term.  Hours are set for convenience of library users and include day and evening hours during fall and spring terms and day hours during the summer.

2.02
The Board of Trustees authorizes the assessing of fines and penalties for those not returning books and materials.  The most severe penalty authorized is the refusal of service including checking out of books and materials.

2.03
Students must clear with the Library for all materials before being issued grade reports or transcripts.

2.04
Reports on usage and holdings shall be reported periodically by the Director of the Library.

2.05
The Director of the Library is authorized to set procedures for the library with approval from the Vice President for Academic and Student Affairs.

2.06 Faculty and staff may request book, periodical, and audio-visual titles for addition to the library collections to the Director of the Library.  Whenever possible, include pertinent bibliographic information, such as author, title, publisher, date,
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2.07 Requests for materials to be located outside of the Library collections will not be purchased with Library funds.  Only items processed and housed in the Library are purchased from the Library budget.

2.08 Any library items that an instructor wishes may be placed on reserve.  Normally, reserve items are checked-out for use only in the Library.  However, the instructor may designate the loan period desired.  Faculty member’s personal copies may also be placed on reserve.  Consult Library personnel to place items on reserve.

2.09 Faculty loan periods are:  (1) Books - one semester subject to recall, (2) Periodicals and Reference - overnight or over the weekend, and (3) Audio-Visual - due one day after show date.  The replacement cost for items not returned at the end of the semester is billed to the faculty member’s department.  Faculty may use the inter-library loan services and computer search services available.  Please check with the Director.

2.010 Scheduling of audio-visual materials.  Instructors should schedule audio-visual materials as far in advance of a show date as possible in order to ensure the materials availability.  Advanced scheduling is especially important for materials housed at Allen County Community College but owned by the SEK Community College Librarian’s Council.  Scheduling must be done through the Director of the Library.

2.011 Audio-visual equipment may be checked out from the Library for classroom use.  Equipment is due back the next day after show date.

2.012 Various audio-visual kits and project sheets geared to the Allen County Community College Library collections are available for class instruction in use of the library.

2.013 Giving the Library staff advance notice when the instructor plans to bring a class to the Library is appreciated.  Advance notice allows the Library staff time to reschedule work assignments or gather needed materials for the class.
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