Top 10 Library Policies Every Small Community Library Should Have

Collection Development Policy

· Selection and de-selection criteria including different formats (media, e-Books, downloadable books, databases)

· Handling donations

· Challenged Materials Policy (including a form patron can fill out)

· ALA Library Bill of Rights

· Freedom to Read

· Freedom to View

· Free Access to Libraries for Minors

Library Card and Circulation Policy

· Requirements for library card (adult, family, youth, group, nonresident)

· TexShare cards

· Checkout periods (including media, downloadable books)

· Fees (replacement card, late fees, damaged items)

Confidentiality of Patron Records

· Library Bill of Rights

· State laws (regulations)

· USA PATRIOT Act Policy Compliance

· Record Detention 

· Law enforcement inquiry

· Providing borrower-related information concerning a minor to parent  / guardian

Patron Responsibilities and Conduct Policy

· Expected behaviors (including cell phone use, food and drink, animals on library property)

· Consequences of unacceptable behavior

· Patron appeal

Personnel / Volunteer Policy

· Harassment

· Whistleblower protection

· Dress code

Safety and Security Policy

· Disaster and emergency plan (evacuations routes, vital records)

· Documenting incidents and emergencies

· Child safety / unattended children in the library

Library Services

· Reference

· Chat, email a librarian, blog

· Proctoring

· Reserves

· Interlibrary Loan

· Tutorials

· Programming (youth, adult, family)

· Services to patrons with special needs

· Reviewing services on regular basis 

Internet / Technology Use

· Acceptable use of public stations (time limits, who can use them, how are the users made aware of the policy)

· Acceptable use of wireless (how are the users made aware of the policy)

· Web filtering (including Patron request for unblocking the content)

· Youth

· Printing, scanning (limit, charge?)

· Pornography viewing on public computers (including what to do if another patron reports someone else viewing pornography)

· Level of assistance staff provides to patrons

Meeting Room Policy

· Responsibilities (care, setup)

· Right to use

· Reservations (form)

Library Displays, Exhibits and Bulletin Board Policies
· Criteria (e.g. supporting library’s collection, non-profit organization)

· Who makes a decision
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