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Library Operating Hours

   Monday -Thursday


    11am-7pm

   Friday




    Closed

   Saturday 

    


    10am-2pm

   Sunday
    

                              2pm-5pm

Library Closing

Holidays
The Bernville Area Community Library will be closed on the following holidays:

· New Year’s Day

· Easter

· Memorial Day

· July 4th
· Labor Day

· Thanksgiving

· Christmas Eve

· Christmas Day

When New Year’s Eve falls on Monday through Thursday, the Bernville Area Community Library will close early, at 5 p.m.  When New Year’s Eve falls on Saturday or Sunday, library hours will be as normal.
The Board of Trustees will determine any other closings connected to any holiday.

Inclement Weather Closing

The Bernville Area Community Library will follow the Tulpehocken School District closings and delays for inclement weather during the week.  On weekends, it will be at the discretion of the Library Director or, in his/her absence, the President of the Board of Trustees.  Announcements will be made on the local news stations, WFMZ, WIOV, and Y102.  

Emergency Policies

Incidents

All incidents must be reported on an Incident Report.  The incident must also be reported to the Library Director or the Assistant Director (if the Library Director is unavailable).  If both the Director and Assistant Director are unavailable, then the President of the Board of Trustees must be notified.  They will handle the follow up to the incident.  

Fire

At the indication of smoke or flame, call 911 and then investigate the situation to determine location and extent of the fire.  Fire extinguishers are located by the emergency exit door and in the back room next to the door by the bathroom.  If the fire can be contained and extinguished quickly and safely by the staff, proceed to do so.   Evacuate the building using the closest fire door as a building exit.  Before leaving, close the door to the burning area to confine the fire and minimize the spread of smoke.  The staff member in charge should make sure that everyone has gotten out of the building as quickly as possible.  The staff member in charge should also notify Redner’s Quick Shoppe downstairs of the situation.  Do not return to the building for any reason until approval has been given by the Bernville Fire Department.    

Health Emergencies
Staff members 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 injured individual.  Without special training, it is not advisable for the staff to undertake more than keeping the sick or injured patron comfortable and protected from needless disturbance until medical help can be obtained.  

The Ambulance/Police (911) should be called immediately in the event of any serious problem.  No medication, including aspirin, should ever be dispensed to the public.  

Drop Box

Call police if sharp objects, dead animals, garbage, or any type of liquid that was purposely poured into the box is found.  Please let the Director or Assistant Director know if you find anything in the drop box.  

Bomb Threats

Keep the caller on the line as long as possible.  Ask the caller to repeat the message and try to write down every word spoken by the person.  If the caller does not indicate the location of the bomb or time of possible detonation, ASK FOR THIS INFORMATION.

Pay particular attention to peculiar background noises such as running motors, background music and any other sounds which may indicate the location from which the call is originating.  

Listen closely to the voice (male, female, voice quality, calm, excited, accents, and/or speech impediments).  

Immediately after the caller hangs up, call the police.  Clear the building and notify the people at Redner’s Quick Shoppe.  The police will handle the actual bomb search.  

Code of Conduct

In order to provide a safe and secure environment for library use, the following guidelines for conduct have been approved by the Board of Trustees of the Bernville Area Community Library.

The following are not permitted in the library:

· Children under the age of twelve (12) without an adult (age eighteen [18]).  
· Eating and drinking at the computers. 
· Weapons
· Smoking
· Campaigning, petitioning, interviewing, survey-taking, begging, soliciting or sales.  This does not refer to library-sponsored activities.  
· Animals except for service animals
· Abusive, threatening, or obscene language
· Loud talking or use of cell phone in library
· Playing audio equipment loudly
· Disruptive behavior
· Running
· Walking behind the circulation desk
· Intrusion on another person’s use of the library 
· Interference with library personnel while performing their duties including body odor from poor hygiene
· Patrons under the influence of drugs or alcohol; police will be notified

· Patrons who pose a health or sanitation risk. They will be asked to leave. 

· Parking bicycles in places other than designated places. 

· Parking cars in places other than designated places. 

Damage, theft or destruction to library property is prohibited.  Parents and/or guardians are liable for all acts of minors.  Those who commit any of these crimes will be prosecuted to the fullest extent of the law according to the Pennsylvania Library Theft Act.  
Library Facility Use
· Library-related functions will take precedence over any other functions. 

· Community Functions may be scheduled as appropriate and as space permits. 

· Requestors will submit “Request for Community Use” form at least two (2) weeks prior to date requested, noting space requested and equipment needed. 

· There will be no fee charged to non-profit organizations requesting Library use but a donation may be made to the library. 

· The use of tobacco and alcoholic beverages is not permitted.  

· Detrimental or destructive behavior will not be permitted. 

· All safety regulations must be obeyed.  

· Aisles and doorways must be kept clear of obstruction.  

· Cars must be parked in designated areas only.  

· There is a three hour limit for using the room without special approval. 

· The organization using the community room is responsible for the following…

· The conduct of all individuals present for their activity

· Any damage to the building, grounds or equipment

· Removal of trash made by organizations’ activity

· Making sure the Community Room is clean and orderly.  All tables and chairs must be returned to their proper place. 

· The Board of Trustees of the Bernville Area Community Library and the Library staff are not responsible for any items left in the community room.  

Programming Policy

The objective of the Bernville Area Community Library is to provide quality programming for community members of all ages.  We will strive to promote literacy and provide educational and social opportunities for all, as well as support community activities.  Most programs are free but any fees charged will be to reimburse the program presenter.  
Programming presents an opportunity for publicity.  This in turn increases community awareness and encourages association with other community organizations.  

The Library Director and the Assistant Director/Children’s Programmer are in charge of planning and executing all library programs.  

Public Relations 
Bernville Area Community Library takes an active role in promoting its materials and services throughout the community by means of print and non print materials.  We do so to inform all citizens about the many ways the library can enhance their activities and increase their awareness of library materials and services.  We also do this to encourage their continued support of the library and its mission.  The library maintains its role as a nonpartisan, nonsectarian, non-biased place for sharing and exchanging ideas.  

Community Bulletin Board Policies
The library will permit materials of community interest and of appropriate nature for all ages to be displayed on the bulletin board in the entry vestibule and display cube in children’s nook.  Appropriateness of materials will be at discretion of the Library Director or Assistant Director. 

Library-related materials will take precedence.  Other non-profit materials will be displayed as space permits.  For-profit or individual advertisements will only be displayed if space provides and appropriate for all ages. 

All displays will be for a period of one (1) month. 

Library Equipment Usage and Fee Policies
	Photocopier
	$0.15 per copy.  Self-service

	Computer Copies
	Black and white: $0.15 per page

Color: $0.75 per page

	Fax Machine
	Send: $2.00 first page; $1.00 each additional page

Receive: $1.00 per page

	Telephone
	Free for local, emergency use only


Confidentiality of Records
The Bernville Area Community Library will not reveal the names of patrons or the nature of materials used by them to anyone, except by court order in a criminal proceeding as according to Pennsylvania’s Act 90, the Library Records Confidential Act.  

Borrowing Privileges

Eligibility

All residents of Berks County, Pennsylvania are eligible to be issued library cards by Bernville Area Community Library (BACL).

Berks County Residents

· Initial borrower (library) cards will be issued at no charge.

· Replacement for lost card fee will be $2.00.
· Adult cards will be issued to those aged eighteen (18) and older.

· Juvenile cards will be issued to those aged seventeen (17) and under provided parent or adult legal guardian submits proof of permanent address.
· Items that can be used to show proof of address

· Pennsylvania Driver’s License

· Pennsylvania State Id

· United States Passport

· Auto Registration

· Recent Utility Bill

· Voter Registration Card

· Lease/Rental Agreement  

· Juveniles will not be permitted to borrow adult materials.  Parents must give permission for their child to check out these types of materials.  
· Parent or adult legal guardian will be liable for their child (ren)’s missing or lost materials or materials returned to non-designated return areas.  

· Completed registration will be submitted and signed, accompanied by proof of permanent address (see list above). 

· Library card registration term will be indefinite providing patron remains in good standing regarding overdue fees and lost materials.  
· Cardholders will not be permitted to borrow materials, put materials on hold or use Library equipment or computers if they have any fines or fees due.  Exceptions may be made at the discretion of the Library Director or Assistant Library Director.  Payment plans for larger fines (those over $10.00) may be available on a case by case basis. 
· Patrons will be required to submit a home phone number as well as a secondary phone number they can be reached at.  

· In the case of repeated offenses, the library reserves the right to not reinstate a person’s library privileges.  

Non-Residents of Berks County with Out-of-County Library Card
If registrant has a valid out-of-county library card:

· Initial borrower (library) cards will be issued at no charge.

· Replacement card fee will be $2.00.

· Adult cards will be issued to those aged eighteen (18) and older.

· Juvenile cards will be issued to those aged seventeen (17) and under provided parent or adult legal guardian submits proof of permanent address. 
· Items that can be used to show proof of address

· Pennsylvania Driver’s License

· Pennsylvania State Id

· United States Passport

· Auto Registration

· Recent Utility Bill

· Voter Registration Card

· Lease/Rental Agreement  

· Juveniles will not be permitted to borrow adult materials.  Parents must give permission for their child to check out these types of materials.  

· Parent or adult legal guardian will be liable for their child(ren)’s missing or lost materials or materials returned to non-designated return areas.  

· Completed registration will be submitted and signed, accompanied by proof of permanent address (see list above). 

· Library card registration term will be indefinite providing patron remains in good standing regarding overdue fees and lost materials.  
· Cardholders will not be permitted to borrow materials, put materials on hold or use Library equipment or computers if they have any fines or fees due.  Exceptions may be made at the discretion of the Library Director or Assistant Library Director.  Payment plans for larger fines (those over $10.00) may be available on a case by case basis. 

· Patrons will be required to submit a home phone number as well as a secondary phone number they can be reached at.  

· In the case of repeated offenses, the library reserves the right to not reinstate a person’s library privileges.  

Non-Residents of Berks County without Out-of-County Library Card

If Berks County non-resident registrant does not have any current library card. 

· Initial borrower card will be issued for a $40.00 fee.

· Replacement card fee will be $2.00.

· Adult cards will be issued to those aged eighteen (18) and older.

· Juvenile cards will be issued to those aged seventeen (17) and under provided parent or adult legal guardian submits proof of permanent address. 

· Items that can be used to show proof of address

· Pennsylvania Driver’s License

· Pennsylvania State Id

· United States Passport

· Auto Registration

· Recent Utility Bill

· Voter Registration Card

· Lease/Rental Agreement  

· Juveniles will not be permitted to borrow adult materials.  Parents must give permission for their child to check out these types of materials.  

· Parent or adult legal guardian will be liable for their child(ren)’s missing or lost materials or materials returned to non-designated return areas.  

· Completed registration will be submitted and signed, accompanied by proof of permanent address (see list above). 

· Library card registration term will be indefinite providing patron remains in good standing regarding overdue fees and lost materials.  

· Cardholders will not be permitted to borrow materials, put materials on hold or use Library equipment or computers if they have any fines or fees due.  Exceptions may be made at the discretion of the Library Director or Assistant Library Director.  Payment plans for larger fines (those over $10.00) may be available on a case by case basis. 

· Patrons will be required to submit a home phone number as well as a secondary phone number they can be reached at.  

· In the case of repeated offenses, the library reserves the right to not reinstate a person’s library privileges.  

Access PA

Access PA is a Pennsylvania statewide library card program which compensates participating libraries for extending borrowing privileges to PA residents who live in service areas of other participating libraries.  Library cards of participating libraries carry the Access PA designation on the card.  Access PA designation may only be placed on a card by the home library.  The BACL is part of the Access PA network. 

Revocation of Borrowing Privileges and Denying Use of Library Property
Borrowing privileges will be revoked and use of Library property will be denied for the following:

· Unpaid fines or fees.  Exceptions may be made at the discretion of the Library Director or Assistant Library Director.  Payment plans for larger fines (those over $10.00) may be available on a case by case basis.
· Failure to return or replace materials after sixty (60) days.

· Misuse, intentional damage, or abuse of library property. 

· Committing acts that go against the library’s code of conduct. 

Collection Circulation Policies
All Library materials (collection) are eligible for circulation and may be removed from the Library with the exception of:

· Professional collection

· Current issues of magazines

· Autographed Books
· Materials in the Heritage Collection
Loan Periods

	Books
	21 days

	Magazines
	21 days

	Music CDs
	21 days

	Audio Books
	21 days

	Videos/DVDs
	7  days

	DVD Sets
	21 days

	Museum Pass
	7 days


Material Loan Limits

· Non-video materials loaned to any adult patron will be limited to fifty (50) items.

· Video materials will be limited to five (5) per cardholder.  
· New Videos will be limited to two per family. 

· Music Cds will be limited to 10 per cardholder. 

· Interlibrary Loan requests will be limited to a total of ten (10) at any one time. 

· Juveniles will be limited to five videos and 10 books. 
Renewal Periods
· Audiobooks, Books, DVDs and VHS tapes will only be allowed one renewal unless it is new, on reserve for another patron or the item belongs to another library. 
· There will be no renewals on DVD sets.  

· Magazines will be allowed one renewal unless they are owned by another library. 

· Museum passes will not be allowed to be renewed.  

· Acceptable methods of renewal will be in person, by phone, by email, or via computer access to ALIN system. 

Special Holds/Holds from other Libraries 


Bernville Area Community Library is part of the Berks County Public Library Consortium and is able to borrow materials from other participating libraries, including new materials.  We are able to fax requests to other libraries to ask for their new materials.  These requests will only be done when an item has been in the system for twelve (12) weeks.   


Non new materials will be available to request from BCPL participating libraries. 

Placing a Hold (Reserving an Item)

Patrons may place up to ten (10) holds (reserves) on their card at one time.  Patrons may place holds with their library card via the IPAC (either in the library or on the library’s website [www.berks.lib.pa.us/bernvilleacl]) or at the circulation desk. 

Materials on Reserve

· Notification of arrival of reserved materials will be via telephone or email.  Patrons have ten (10) days in which to retrieve reserved materials.  Materials not retrieved after the tenth day will be put back into circulation.  

Materials Return
· Materials borrowed from BACL or any Berks County Public Library System library will be able to be returned at any BCPL System member location except for museum passes, video games and materials borrowed from libraries outside of the BCPL system.   
· BACL will collect fines for overdue materials according to its stated policy.
Claimed Return

· When an item is overdue on a patron account and they have told us they can not find it and we can not find it on the shelf, that material is to be marked as claimed returned.  

· After a patron has three (3) claimed returns on their account, their borrowing privileges will be suspended until the materials are found.  

Overdue Fines
Fines will be calculated by calendar day, including Sundays and holidays, as follows:

	Adult materials and VHS (including Juvenile)
	$0.10 per day  ($5.00 max)

	Juvenile materials
	NO FEE 

	DVDs/ DVD Sets (including Juvenile)
	$0.50 per day ($10.00 max)

	Inter Library Loan materials, Museum Passes
	$0.50 per day 

	Magazines
	$0.10 per day ($2.00 max)


Overdue Notification

Patrons will be notified of overdue materials as follows:

· First Notice at one (1) week overdue, via telephone or email.

· Second Notice at three (3) weeks overdue, via telephone or email.

· Third Notice at thirty (30) days overdue, via postal service letter and including notification of impending legal action as to whether it is the Bernville Police or a collection agency.  Patrons have thirty (30) days to return materials and pay fines.  If no action is taken during those thirty (30) days, a summery citation may be filed with the Bernville Police. 
Collection of Unpaid Overdue Charges

If applicable, appropriate collection agency will be notified on a case-by-case basis after ninety (90) days overdue and/or for blatant misuse of system materials.  Each case file will be documented.  Charges reported to agency will include actual dollar amount due from patron plus forty (40) percent additional to cover collection agency service fee charged to BACL. 
Replacement Costs

Patrons may purchase replacement materials in lieu of payment.  If patron chooses to pay replacement cost, replacement cost is actual cost of material plus $5.00 processing fee plus $1.00 handling fee.  If no cost can be found for the material then patron needs to pay the default replacement costs.  
Lost materials fees are refunded if materials are returned within 120 days of payment.  Processing fees are not refunded.  Lost materials remain the property of the Bernville Area Community Library.  Payment of the lost materials fee does not transfer title of the lost material to the payee. 

See Appendix A for Replacement Costs
Damaged Items
A fee to repair or replace damaged items is charged (see appendix A for replacement charges).  If the item must be replaced, the processing fee is also charged.  

Interlibrary Loan Policies
No one library can satisfy the needs of all users.  The Bernville Area Community Library actively promotes cooperation with other libraries to meet the needs of the community.  If the Bernville Area Community Library does not have certain materials, they will try to obtain it through interlibrary loan.    In lieu of actual materials, photocopies may be substituted.  

Borrowing

· Berks County ILL users will hold a valid Berks County Public Library System card.

· ILL users may request up to ten (10) titles at one time. 

· Berks County ILL materials will be renewable for one (1) month if not on reserve for local patron.  Out-of-County ILL materials will not be renewable.  

· Routine ILLs will have no fees.  Certain specialized materials may incur a fee from the lending library.  ILL users will be notified of and are responsible for said fees.  

· The BACL will charge its customary overdue fine for materials on ILLs.  BACL will charge its customary replacement fees for materials lost or damaged while on ILL.  All fines charged by lending libraries to BACL ILL users will be the sole financial responsibility of requestor. 

· Notification of arrival of ILL materials will be via telephone.  Patrons have three (3) business days to retrieve ILL materials.  ILL materials not retrieved after the fourth day will be returned to lending library.  Materials not retrieved by patron/requestor will not be re-requested.  

Lending

· Out-of-County requests will be processed through the Reading District Library Center OR VDX online system.

· Items from the Bernville Area Community Library will be lent for a period of six weeks.  

· The following will not be lent to other libraries 

· New Materials

· Periodicals

· Old and rare materials

· Genealogical

· Reference

· Renewal requests must be made to the ILL librarian.  
Limitations of Interlibrary Loans

Certain materials are not available from BACL through Interlibrary Loans as follows: 

· Current Bestsellers

· Mass marketed paperbacks under $10 in value. 

· Periodicals.  However, specific articles may be photocopied and requested through ILL.  Photocopies of up to ten (10) pages will not be charged a fee.  Photocopies of ten (10) or more pages will be charged a fee of $0.10 per page.  

· Reference books

· Professional collection
Computer Policies
BACL public computers will be able to be used, free of charge, by any Berks County Public Library System cardholder. 

Conditions and Terms of Use (Adult Computers)
To be eligible for continued computer use in the Library, users will abide by certain regulations.  These regulations will be on display at Circulation Desk. 

· Users will submit valid borrower card (Berks County Public Library System card or other library card with Access PA sticker affixed) to Circulation Desk when registering for computer use. 

· Each registration will permit a one (1) hour block of time. Blocks may be renewed one (1) block at a time unless other users are waiting
· Blocks may be reserved up to seven (7) days in advance. 

· Reservation will be forfeited when a user arrives more than fifteen (15) minutes late. 

· Computers will be shut down ten (10) minutes before the library closes. 
· Users may be given brief orientation before initial use at discretion of Library Staff. 

· Parent or adult guardian must be in the library during use period for juveniles under the age of ten (10).  Parent or adult guardian will be solely responsible for juvenile computer use and any resulting abuse, misuse, or intentional damage. 

· Users over the age of ten (10) will be solely responsible for any abuse, misuse, or intentional damage occurring during their use period. 

· Hardware will not be modified or destroyed. 

· Computer stations use will be limited to one (1) user per station.  Exceptions will be by the discretion of Library Staff on a case-by-case basis. 

· Users will close out of Internet sites after use period ends. 

· Library Staff may revoke computer use privileges at any time, without notice.

Conditions and Terms of Use (Juvenile Computer)
All adult computer use regulations will apply to juvenile computer use also with these exceptions:

· User or attending parent or adult guardian will submit a valid borrower card (Berks County Public Library System card or other library card with Access PA sticker affixed) to Circulation Desk when registering for computer use. 

· Supervising parent or adult guardian will remain in Library with child during usage period. 

· Each registration makes available one (1) hour block of time. 

· Blocks may be extended for up to thirty (30) minutes unless other users are waiting. 
Software Issues

· BACL software will not be copied modified, abused, or destroyed by users. 

· Individual user files may be copied onto user-supplied disk/CD/flash drive.  
· User software may be loaded onto BACL computers after first scanning disk, CD, flash drive for virus. 
Document Retention Policy

The Bernville Area Community Library will retain documents for a period of seven (7) years with the exception of the following, which will be kept permanently.

Documents to be kept permanently:

· Audit Reports

· Checks (for important payments and purchases)

· Contracts (still in effect)

· Correspondence (legal and important matters)

· Deeds, mortgages, and bills of sale

· Depreciation Schedules

· Year End Financial Statements

· Insurance Records, current accident reports, claims, policies, etc. 

· Minute books, bylaws and charter

· Patents and related papers

· Retirement and Pension Records

· Tax returns and worksheets

· Trademark Registrations and copyrights

Destruction of Documents

The Bernville Area Community Library will take documents for destruction and promptly shred them.  
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