Holmes Public Library 
Director’s Report  
November  2011
More than 60 children attended the Halloween Party last Saturday, and close to a dozen children were treated to a multi-media reading of “Scary Stories.”  Chess Club starts this Saturday, and both children and adults are welcome to participate.  Michael Brophy’s presentation of “Kilroy was here, a genealogical case study of a World War II phenomenon” was not only well attended but heartwarming as local family members brought personal insight into a demonstration on researching family history.
The Friends have made several annual gifts to the Library this year: a Keurig coffee maker for coffee for patrons (with assorted coffees and teas), an Accu-Cut machine with several dies for the Children’s Room, and a multi-extension cordless phone for library staff to use. 
Gerry Elliott is recommending two items to the Building Committee for next year’s Town Meeting: new carpet for the library and interior re-painting.  He has decided to postpone trying to paint the ceiling this year because there is still a small leak at the flat roof between the library and elementary school.  Thanks to the Communications Committee, Chief Michael Manoogian and the perseverance of Martha Smith, the Library’s telephone account has been switched to the Town’s Centrix system.  Not only did our previous telephone provider make us print our phone bill each month, we were seeing skyrocketing prices eat up our phone budget.  We expect to cut out monthly bill by more than half and look forward to applying those funds to our materials budget which is getting tighter every year.
SAILS new online public catalog went online last week.  It is visually more appealing and has several new features including patron-driven content such as tagging and book reviews, and content from LibraryThing for Libraries.  In January, SAILS is anticipating introducing a mobile ap called BookMyne, which is a mobile catalog with many of the same features as the online catalog (searching, placing requests, account status.)

Now that the Borders shelving and reorganization project is almost finished, it’s time to think about the next projects.  A high priority for me is to make the storage room more open and safer for staff to use: Rose is planning on repackaging the archival copies of our local newspapers and then storing them in the Tech area.  We also need to update our inventory and ask the Selectmen to declare some older equipment as well as the old lounge chairs surplus.  I am also considering having the telescope declared surplus (in the hopes that the schools can use it) and the old overhead projector.  All this would provide additional and much needed storage space in the storage room.  
Once we finalize the circulation policies (museum pass, privacy policies), we will move on to re-writing the Collection Development policy.  Also on top of the list is creating our New Residents packages.
Respectfully Submitted,
Debra DeJonker-Berry, Library Director
I.  HOLMES PUBLIC LIBRARY EXISTING POLICIES, NOVEMBER 2011  Our policies are online
PRIVACY POLICY
The trustees of the Holmes Public Library have adopted the policy of the American Library Association regarding privacy of library records 
American Library Association regarding privacy of library records
No telephone number or email address shall be given from the library’s files or from the telephone directory.

The Halifax Street List (referred to as the City Directory by some solicitors) is public information. The public may use the information contained in the Street List at the library. No information shall be given from the street list over the phone. 

No information identifying library materials utilized by a patron shall be released without a proper demand. (See Policy on the Confidentiality of Library Records. p.6)  
Accepted April 9, 2002 Trustees: Rosanne Walsh, Abbie Lyons, Leslie Anderson Hickey, Carol Julien and Douglas Roberson

POLICY ON CONFIDENTIALITY OF LIBRARY RECORDS
Library records shall not be made available to any agency of the state, federal, or local
Government except pursuant to such process, order, subpoena as may be authorized under the authority of, and pursuant to, federal, state, or local law relating to civil, criminal, or administrative discovery procedures or legislative power. 

Upon receipt of such process, order, or subpoena, the library trustees will consult with their legal counsel to determine is such process, order, or subpoena is in proper form and if there is showing of good cause for its issuance; if the process, order, or subpoena is not in proper form or if good cause has not been shown, the trustees will insist that such defects be cured before library records are made available.

The Holmes Public Library is in accordance with the  June 25, 1996; Modified: June 11, 2002 Trustees: Rosanne Walsh, Abbie Lyons, Leslie Anderson Hickey, Carol Julien, and Douglas Roberson

CONFIDENTIALITY 
All transactions between a library patron or group of patrons and the library will be considered confidential and will be discussed only in a professional context.

II.  MASSACHUSETTS GENERAL LAW (Chapter 78, Section 7)  That part of the records of a public library which reveals the identity and intellectual pursuits of a person using such library shall not be a public record as defined by clause Twenty-sixth of section seven of chapter four. Library authorities may disclose or exchange information relating to library users for the purposes of inter-library cooperation and coordination, including but not limited to, the purposes of facilitating the sharing of resources among library jurisdictions as authorized by clause (1) of section nineteen E or enforcing the provisions of sections ninety-nine and one hundred of chapter two hundred and sixty-six.
III. SAMPLE POLICIES 

BOSTON PUBLIC LIBRARY
The Boston Public Library is committed to user confidentiality. The confidentiality of library records is a core part of library ethics and the Boston Public Library follows the Code of Ethics of the American Library Association. 


Confidentiality and your library record Under the Massachusetts General Laws, Chapter 78, Section 7 “That part of the records of a public library which reveals the identity and intellectual pursuits of a person using such library shall not be a public record…”

Confidentiality extends to information sought or received, and materials consulted, borrowed, and includes database search records, reference interviews, circulation records, interlibrary loan transactions, registration records, and all other personally identifiable uses of library materials, facilities, or services.

Circulation, registration information, and information retrieval records may not be disclosed except to: 

1. The cardholder (with card or other proper id). NOTE: This is regardless of age or relationship. For example, parents cannot be told what materials a child has checked out without the child’s consent.

2. Staff of Metro-Boston Library Network members acting within the scope of their duties in the administration of the library system and in facilitating interlibrary loans.

3. Persons authorized by the cardholder to access the individual's records identified by a signed note of permission given by the cardholder. 

4. Representatives of any local, state, or federal government, pursuant to subpoena or search warrant authorized under the authority of federal, state, or local law relating to civil, criminal, or investigative power. Upon receipt of any such subpoena or search warrant, the Library President will consult with legal counsel to determine if the subpoena or search warrant is in proper form and if there is a valid basis for its issuance before providing confidential information.
The Library occasionally conducts promotional campaigns to inform the community of our services. The Library at those times use patron email or postal address for the library's internal mailing lists. The Library does not sell, lease, or otherwise distribute or disclose patron name, email address, postal address, telephone number, or other personal information to outside parties.  Date Approved: March 23, 2004



BOSTON PUBLIC LIBRARY’S FAQ’s
Q: Can my spouse/friend/neighbor/family member pick up my reserve materials for me?
A: Yes, if you have given them permission to use your card with a note signed by you.

Q: Can you tell me what items are out or overdue on the card of my child? 
A: No, but we will be happy to mail a list of those items to the card holder.

Q: If I forget my library card, can I still pick up my reserved book?
A: Yes, if you bring in some other form of identification. For more information about forms of identification contact your local library or visit www.bpl.org/general/circulation/bpl_faq.htm
Q: Last week I requested three books for my son. We used his card, I think, but I stopped by today and all I have is my card. Can I pick up his books?
A: No, the books must be picked up using the card under which they were reserved.

Q: The email address in my library card record is not right, but I can't remember what our email address is. Could you check my husband's card and tell me what it is?
A: We are sorry, but the information in his patron record is confidential.

Q: How does the Patriot Act affect my privacy?
A: Representatives of any local, state, or federal government, with a valid subpoena or search warrant may obtain your records. With the Patriot Act there are additional restrictions on the library which prohibit library workers from informing you, or any other entity, that federal agents have obtained records about you.

Q: If I email the library with a reference question will it be kept confidential?
A: Yes, it is part of an intellectual pursuit which is protected by Massachusetts General Laws Chapter 78, Section 7.

Q: If I email the library with a suggestion about your services will it be kept confidential?
A: No, as it is not part of an intellectual pursuit it is a matter of public record according to Massachusetts General Laws Chapter 66, Section 10.

Q: If I email the library with a request for an administrative operations document will it be kept confidential?
A: No, requests for public records under Massachusetts Public Records Law 950 CMR 3206 are not considered confidential

Q: If I email the library will you give my address to outside parties?
A: No, all personal information is for internal use only. We may use your email address for notices and library promotions. 
Q: How does the library contact me with information about my account?
A: The library will notify you of hold and overdue material in one of three ways; by phone, by email, or by mail. You may specify which method to use. 

PRIVACY STATEMENT JV Flechter Library (Westford) 

By state law, all patron card activity is confidential - this is even true for very young children. A child essentially experiences his or her first equal "adult" status in the act of acquiring a personal library card and is afforded the same privacy as adults. Thus, overdue notices and print-outs of books checked out are mailed directly to youngsters (even though parents may be legally responsible for the actions of the minors in their household). Parents are encouraged to weigh the child's delight in the first libary card with the knowledge that according to state law, parents may not have direct access to a child's borrowing record.
Policy on the Confidentiality of Library Records (Wayland)

The policy of the Wayland Public Library is not to reveal the borrowing records, reserve or fine records to any person other than the owner of the library card to which they are assigned. The library recognizes that all circulation records, records identifying names of users with specific materials and all library registration files identifying names, addresses, and telephones with a library-assigned registration number, are confidential. All staff members must support this policy of confidentiality. No records can be made available to any inquiries, governmental or otherwise, unless a subpoena has been served by a court of competent jurisdiction and the library administration has consulted with legal counsel to determine if it is proper to release the requested information.

This prohibition applies to the release of information to the parents or guardians of minors who have their own cards. However, the Wayland Library recognizes that instances may arise when it may be necessary for a parent or legal guardian to be provided with information about his or her child’s library records (for example, when a child’s library materials have incurred fines, or the materials have been misplaced). In this case, there are procedures that will enable parents or other parties, who are financially responsible for the child’s library materials, to obtain information about the records of a minor child age eight years or under. Upon statement of the above reasons, the parent or legal guardian will receive the information verbally or printed on paper. It is advised that parents encourage children, who have library cards, to obtain a PIN (Personal Identification Number) at the library, so that the child can access his/her borrowing record privately at a library or online home computer.
This policy is based on recommendations of the American Library Association and Massachusetts General Laws Chapter 78, Section 7 which states, That part of the records of a public library which reveals the identity and intellectual pursuits of a person using such library shall not be a public record as defined by clause Twenty-sixth of section seven of chapter four. Approved, 4/20/00

Circulation Policies (Pollard Memorial Library, Lowell)
Massachusetts State Law (G.L. c78: 7) prohibits disclosure by a public library of a patron's identity or patron's borrowing history. The law does not differentiate among categories of library patrons and applies equally to records of minor patrons and those of adults. 

By state law, public libraries may not disclose records which reveal a minor's borrowing information to the minor's parents, regardless of whether the parent is paying the fine on overdue items or the parent has signed the children's library cards.

The Pollard Memorial Library will be happy to mail a list of checked-out or lost items to the cardholder's home. Parents can also look up their child's records using the "My Account" feature on the IPAC online catalog. They will need the card number and the PIN number.
…………….

Library cards are not transferable. The user is responsible for all materials checked out on his or her card. If card is lost or stolen, please report it immediately. Report change of name, address or phone number immediately. There is a $1.00 charge to replace a lost card.

CONFIDENTIALITY OF BORROWING RECORDS (Berkshire Athenaeum, Pitttsfield)


I.1.       Borrower Confidentiality:  In accordance with Chapter 78, Section 7 of Massachusetts General Laws,the borrowing records of individual patrons concerning type of material and/or specific titles borrowed and other records identifying the name of library users is considered confidential by the Berkshire Athenaeum.  Only the Director may authorize the dissemination of this information to a third party, and this will be done only when required by law.
I.2.       Records of Minors:  Information about materials borrowed by minors may be granted to the legal guardians once those items have achieved a status of overdue.
 
K.        BORROWING RESTRICTIONS:  
 
K.3.     Use of Another Borrower’s Card 
K.3.1.  The Athenaeum discourages the sharing of library cards between family members and friends.
K.3.2.  The Athenaeum may request positive identification from any person checking materials out.  
K.3.3.  A loan may be denied if the patron attempting to check items out is not the same person as indicated on the borrower card presented and has outstanding debt or blocks that would have prevented the loan on the patron’s own card.  As an example, if a mother’s card is blocked she may be denied borrowing privileges on her children’s cards until her outstanding debt is settled.  Every effort should be made not to penalize a child for the parent’s delinquency. 

IV.   TO-DO LIST
Storm Closings 
Existing Policy: On the first day of severe weather, the library will close when school is cancelled.  On succeeding days, the library may be open if conditions warrant as determined by the library director.  On days when school is not in session or in situations unrelated to school cancellation, we authorize the director to close the library. The director shall then take all prompt and reasonable efforts to contact members of the Board of Trustees of the closing.  In all circumstances, the Town Administrator’s office must be immediately informed of the decision to close the library.  Library closings will be announced on radio stations WPLM and WATD. The library staff shall be paid for those hours that the building is closed that they would normally work.

Proposed change: On the first day of severe weather, the library will close when school is cancelled*.  Add this footnote: *For circumstances, when it is apparent the library should be open or have a delayed opening, the Library will open.  (For example, school closed the Monday following Hurricane Irene, many Halifax residents had no power, but the library was fully functional, the Library opened that day and provided an important service).

Museum Pass Late Fees (Fines)—New Proposed Policy
A ten dollar late fee will be manually assessed to any patron’s library card when a museum pass is not in the Library’s  book drop by the time the library opens the following day. 
------------------------------------------------------------------------------------------------------------------------------------------

Cell Phone Use in the Library (From Existing Patron Behavior  Policy and Guidelines-Prohibited behavior): Using audible devices without headphones or with headphones set at a volume that disturbs others. Using cell phones, pagers, and other communication devices in a manner that disturbs others. Cell phone and pager audible ringers must be turned off.

Guidelines
CELL PHONES: While the use of cell phones, per se, is not prohibited, loud voices and ring tones that may be disruptive to others may prompt library employees to request cell phone users take the phones away from other users and/or to a foyer, or shut them off
------------------------------------------------------------------------------------------------------------------------------------------

Collection Development Policy (Existing policy from 2006)
Would like to broaden it and include specific guidelines for purchasing which will include reserves (additional copy will be purchased for every five Halifax library patrons (pick-up library); patron requests; e-books, databases, gifts, weeding, goals/intent, consistency)
Meeting Room Policy 
We need to add a procedure stating that if multiple requests are received for the same time slot(s) for the community room, groups who have not used the room the previous year at that time will be approved, and, if there are still several requests, approval will be based on a coin toss or other random process.
IV RECENTLY APPROVED POLICIES HOLMES PUBLIC LIBRARY

√ LIBRARY SERVICE TO RESIDENTS OF NON-CERTIFIED COMMUNITIES-Existing Policy:
Residents from communities not certified to receive state aid to public libraries are welcome to use the resources of the Holmes Public Library in –house, including library materials.  However, there will be no check-out or admittance to programs requiring registration to residents from communities not certified for state aid to public libraries.  The Holmes Public Library Board of Trustees believes that each community is responsible for adequately funding its public library, and the failure to do so creates an unfair burden on the residents of a community that is meeting the state aid funding requirements.
Re-affirmed October 18, 2011

√ In order to borrow material, non-Halifax residents patrons must present a library card that is in their own name. Adopted October 18, 2011

------------------------------------------------------------------------------------------------------------------------------------------

√ Homebound Delivery
Proposal:  Material which library staff select for delivery to our homebound patrons is generally chosen from available items from the library collection.  On the occasion when the librarian delivering materials receives a request from a homebound patron, the Library will, in the vast majority of the cases, attempt to purchase the item rather than request it from another library so long as library staff believe that the material purchased is of a general enough nature that other patrons will also enjoy the material.  Adopted October 18, 2011

------------------------------------------------------------------------------------------------------------------------------------------

√ Copyright
(The required compliance signs have been posted by the copier/printer and the reference desk)

------------------------------------------------------------------------------------------------------------------------------------------
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