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CHAPTER I 
Overview  
 
Mission Statement  
Annie L. Awbrey Public Library  

 
The mission of the Annie L. Awbrey Public Library is to provide quality library services and resources to meet the 

informational, educational, cultural, and recreational needs of all citizens of Roanoke and Randolph County. Awbrey 
library exists to serve our community as a center for current, reliable, and appropriate information and as a resource for the 
continuing, life-long education of all members of the community. 

 The library seeks to stimulate the reading interests of both children and adults by placing special emphasis on 
enrichment programs for all ages. In compliance with our constitutional rights of freedom of speech and freedom of the 
press, the library will attempt to provide the widest range of viewpoints based on the quality, cost, and availability of the 
materials for purchase. Annie L. Awbrey shall strive to satisfy the diverse information needs and interests of our 
community through selection, acquisition, organization, and preservation of library materials and to provide skilled 
guidance in their use.  

 
Approved: October 19, 2009 

 
History 
 

Roanoke City Library began as a project of the Roanoke Literary Club in 1934. Club members raised money for 
new books and donated their own books. The Literary Club was able to amass 799 books. The books were kept on several 
shelves in Pearson’s Department store downtown, with Literary Club members taking turns checking out books. 
Throughout the years and up until the present time, the Board of Trustees strives to maintain a Literary Club Member as a 
Library Trustee.  

In November 1940, the mayor and city council appropriated $400 per year, to be matched by the State and WPA to 
buy books and to maintain the library. Eventually the library became housed in the basement of the high school 
gymnasium, where the collection grew to approximately 10,000 books.  

In 1979 a new building was erected adjacent to Handley High School. In 1994, an addition to the facility doubled 
the size of the library. In the early 70’s, the name was changed to Roanoke Public Library, indicating that library services 
were no longer restricted to Roanoke residents. On November 16, 1982, the library was renamed the Annie L. Awbrey 
Public Library in honor of the thirty-six years of service given to the library by Mrs. Awbrey, as its director.  

The library is governed by a Board of Trustees consisting of five members appointed by Roanoke City Council 
Members. Today, the Annie L. Awbrey Public Library continues to serve citizens throughout Randolph County, is a 
member of the Cheaha Regional Library System and cooperates with the Alabama Public Library Service.  

The library offers 6 computers for public use, a weekly pre-school story hour, annual summer reading program, 
and various on-site instructional and educational programs throughout the year. Off-site visits are made to local nursing 
homes, assisted living facilities, daycare centers and schools for reading programs. The 2020 statistical report shows that 
our library contains a collection of 28,598 items. Presently there are 2,364 patrons, of which 1,007 are children. The library 
circulated 9,289 items this past year and 4,281 individuals made use of our public computers.  

 
Approved: October 19, 2020 
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CHAPTER I 
Overview  
Library 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. 
I. Books and other library resources should be provided for the interest, information, and enlightenment of 

all people of the community the library serves. Materials should not be excluded because of the origin, 
background, or views of those contributing to their creation.  

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

III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and 
enlightenment.  

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

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

VI. Libraries which 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.  

VII. All people, regardless of origin, age, background, or views, possess a right to privacy and confidentiality 
in their library use. Libraries should advocate for, educate about, and protect people’s privacy, 
safeguarding all library use data, including personally identifiable information.  

 
Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2, 1961; June 

27, 1967; January 23, 1980; January 29, 2019.  
Inclusion of “age” reaffirmed January 23, 1996. 
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CHAPTER I 
Overview  
Staff Credo  
 
We will act with integrity, adhering to the basic values of honesty and fairness with our co-workers and patrons.  
 
We will treat our patrons and co-workers with dignity and respect. We believe people are important.  
 
We will listen to our patrons, tailoring and improving our services to meet their needs.  
 
We will encourage staff innovation and creativity. Teamwork and superior performance will be recognized.  
 
We will protect each patron’s right to privacy with respect to information sought and materials consulted or borrowed.  
 
We will resist censorship of information or ideas.  
 
We will consider it our duty to educate and inform our community of the roles and responsibilities of the library.  
 
We will strive to do our job right the first time, recognizing that individual effort is an integral part of overall effort.  
 
We pledge both timeliness and accuracy in serving our patrons and our co-workers.  
 
We will act in a professional manner, always mindful of the impression we make on our patrons and co-workers.  
 

Adopted August 8, 2009 
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CHAPTER I 
Overview  
Long Range Plan 2020-2026  
 
 
Mission Statement  
 
The purpose of the Annie L. Awbrey Public Library is to provide quality library service to all citizens of Roanoke and 
Randolph County through the development of the library's collection, public relations, effective staffing and cooperation 
with the Cheaha Regional Library and the Alabama Public Library Service.  
 
 
Goal: Development of Library Collection  
 
Purpose: The library administration will look to shape the current library collection to provide materials that appeal to all 
facets of our diverse population, by committing to the following selection procedures:  

a. Purchase materials from diverse philosophy of life. 
b. Diversification of the workforce. 
c. Protecting minors from inappropriate content by placing all questionable material in the Adult Section.  

 
 
Goal: The library will create a space designated for early learners  
 
Purpose: To give children a safe place within the community where they can learn and socialize with their peers, which will 
include:  

a) 2. Our children’s space will include engaging activities, such as a Montessori activities and educational play items.  
b) 3. Comfortable seating for parents and children.  
c) 4. Using displays which support educational foundations in math, science, or art.  
d) 5. Create a homeschool group with organized monthly activities.  
e) 6. Requiring all parents be present with their children while in the library. 

 
 
 
Goal: Expand the Library’s Collections (physical and digital)  
 
Purpose: The library needs a sustainable solution to add materials to its current collections. Library patrons have expressed 
a need for the library’s collections to grow to foster their recreational reading and informational needs. The library director 
will supplement our current collections, both locally and across digital platforms by doing the following:  

1. Maintaining existing contracts with our digital collections, which is with Overdrive, for online 
checkout of digital collections including electronic books and audiobooks.  

2. Developing the collection to meet patron’s specific needs and interests, by pursuing all patron’s 
request for specific titles or genres.  

3. Purchasing staple titles from best-selling authors that are a part of new and existing series.  
4. Evaluating what is being read and used the most; thereby allowing us to buy for those patrons who 

patronize the library the most.  
5. Expanding the collection outside of just books and computers, to include other forms of media (i.e. 

movies, music, hobby materials)  
6. Digitizing genealogical collection materials.  
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CHAPTER I 
Overview  
Long Range Plan 2020-2026 Continued 
 
 
Goal: Community Outreach  
 
Purpose: Provide library services that are all inclusive to the community by doing the following:  

a. Stretching the library to its limits by offering programs that can exist outside the library allowing librarians 
to perform outreach.  

b. Offering classes that teach basic computer skills.  
c. Offering lunch and learn activities, as well as speakers and entertainers. 
d. Offering story time, Summer Learning Programs and organized playtime in environments where needed 

(i.e.-Boys and Girls Club, Head Start, nursing homes, and daycares).  
e. Visiting with elderly and shut-ins for book delivery and reading times.  

 
 
Goal: Increase Library Access  
 
Purpose: Provide greater access to the library’s facility and resources, by doing the following:  

a. The Library will exist not just as a building or infrastructure, but also as a place to exist and be a part of the 
community.  

b. Creating spaces with furnishings that encourage and allow for appreciation of arts, humanities, and 
sciences.  

c. Delivering spaces that are comfortable and secondary to being at home.  
d. Delivering spaces with a push-to-open, handicap-friendly doorway and flooring that is easy to navigate in 

a wheelchair.  
e. Improving library lighting with updated, economical fixtures.  
f. Create a secondary space, a place to go when one does not want to go home. 

 
 

Approved: July 26, 2024 
  



 

Page 8 of 39 
 

ANNIE L. AWBREY PUBLIC LIBRARY POLICY AND PROCEDURES MANUAL 

Chapter II  
Board of Trustees  
By-Laws  
 
Article I  
Membership  
 
Section 1. The five (5) members of the Annie L. Awbrey Public Library Board of Trustees shall be appointed by the 
Roanoke City Council. 
 
Section 2. The members shall be appointed for a term of four (4) years.  
 
Section 3. The members may be reappointed for additional terms.  
 
Section 4. When a member resigns from the Board, a letter of resignation must be presented at the board meeting, and a 
copy given to the person serving as the library liaison on the City Council, who will then present it to the Council to fill the 
vacancy.  
 
Section 5. At no time can any and/or all board members be removed from the library board prior to the end of their 4-year 
term, unless there is unanimous consent among the library board. 
 
Section 6. The library board cannot be vacated or dissolved by all members at one time, at least one existing board member 
must remain in place. 
 
Section 7. The library cannot be dissolved by any publicly elected representative to include the governor of Alabama, the 
mayor of Roanoke, AL, the mayor pro-temp of Roanoke, AL, nor by any vote by the Roanoke City Council. 
 
 
Article II  
Meetings  
 
Section 1. Quarterly meetings shall be held at the library on the fourth Thursday of January, April, July, and October at 4 
p.m.  
 
Section 2. The annual meeting will be held in October when officers shall be elected for a one-year term and the annual 
report given.  
 
Section 3. Special meetings may be called by the Chairman, librarian or upon the written request of the majority of Board 
members. A special meeting shall consider only the stated in the call for the meeting.  
 
Section 4. Notices of all meetings shall be mailed by the secretary to all members at least five days before the meeting.  
 
Section 5. A majority of members shall constitute a quorum at each meeting.  
 
 
Article III  
Officers and Their Duties  
 
Section 1. Officers of the Board shall be elected for a one-year term and shall be as follows: Chairman, Vice-Chairman, 
Secretary.  
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Section 2. The Chairman shall preside at Board meetings and perform the duties of presiding officer. In the absence of the 
Chairman, the Vice-Chairman shall preside and perform the duties of the Chairman. The Secretary is responsible for 
minutes of the meetings and, on the authorization of the Chairman, of all special meetings. A copy of the minutes of the 
preceding meeting will be sent to each Board member prior to the regular meeting. Minutes are to be typed and signed. 
Copies of the minutes will be maintained at the library.  
Article IV  
Committees  
 
Special committees may be appointed by the Chairman; such committees to serve until the completion of the work for 
which they were appointed. 
 

Article V  
Duties of the Board  
 
The Library Board shall: act as the governing body of the library; see that quality service is provided to the citizens of 
Roanoke and Randolph County. Determine the purpose of the library and secure adequate funds to carry on the programs 
of the library. Confer with the Roanoke City Council in hiring library personnel. 
 
Article VI  
Duties of the Library Director  
 
The Director shall have sole charge of the administration of the library under the direction and review of the Board. The 
Director shall be held responsible for the care of the building and equipment, shall approve, and recommend to the Mayor 
and Library Board all new employees before they are employed. The director is responsible for the direction of the staff, 
for the efficiency of the library’s service to the public, and the operation of the library under financial conditions as 
specified in the budget of the library. The Director shall attend all Board meetings.  
 
Article VII  
Order of Business  
 
The order of business at the regular meetings shall be as follows:  
A. Call to order  
B. Approval of minutes  
C. Old Business  
D. New Business  
E. Director’s Report  
F. Board Committee Reports  
G. Correspondence 
H. Other Business  
I. Adjournment  
 
Article VIII  
Amendments  
The by-laws may be amended at any regular Board meeting with a quorum present, by a majority vote, provided the 
amendment was stated in the call.  
 

These revised by-laws proposed to the board July 26, 2024 
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CHAPTER III  
PERSONNEL (A)  
JOB DESCRIPTION  
 

TITLE: LIBRARY DIRECTOR 
 

 
GENERAL STATEMENT OF RESPONSIBILITY:  
The library director shall have sole charge of the administration of the Annie L. Awbrey Public Library under the direction 
and review of the Library Board of Trustees. This work involves planning, implementing, and coordinating all facets of 
library direction. It includes working with the Library Board of Trustees on finances, facilities, and the formulation of 
policy. It also includes staff training, development, and performance evaluation.  
 
 
MAJOR DUTIES:  

• Plan and coordinate the operation and administration of the library.  
• Formulate library goals and objectives in conjunction with the library board and colleagues.  
• Develop library policies and programs to implement objectives.  
• Articulate library policy and procedures in written statements and manuals and present them to the board for 

approval.  
• Interpret state and regional recommendations and policy to library board and staff and implement these in the 

local library as directed by the board.  
• Evaluate policies, programs, and library services as to effectiveness and make recommendations to the board 

concerning necessary changes.  
• Determine program priorities according to goals and objectives of library. 
• Plan and implement special programs for specific groups of patrons such as preschool story hour, summer 

reading program for school children and adult interest groups.  
• Plan and implement new programs and services as indicated by clientele’s needs.  
• Organize the services and staffing of the library to meet its goals and objectives.  
• Maintain a record of time worked by staff and submit bi-weekly to the City Clerk’s office.  
• Interview and recommend all new applicants for library employment to the library board and to the Mayor of 

Roanoke.  
• Supervise the training of new personnel.  
• Maintain personnel records of each staff member.  
• Provide opportunities for staff development and in-service training.  
• Plan expansion or reduction of staff in the interest of more effective service and make recommendations to the 

library board.  
• Administer the City’s grievance procedure.  
• Represent the library to its clientele, the City and the surrounding communities utilizing effective public relations 

techniques.  
• Make recommendations to the board on purchase, lease or rental of materials, equipment, and related services.  
• Review, select and purchase all library materials to ensure the development of an adequate library collection as 

determined by the library’s objectives and the needs of library clientele.  
• Maintain an adequate inventory of library supplies.  
• Coordinate maintenance of collection through systematic weeding and elimination of inadequate materials.  
• Maintain the library building and grounds in a proper manner.  
• Report maintenance problems relating to building and library grounds to the City.  
• Assure that library equipment is maintained and in good working order.  
• Coordinate the Interlibrary Loan Program and submit reports and statistics as required.  
• Maintain a current file of city, county, and state “ready-reference” sources.  
• Attend all library board meetings.  
• Prepare agenda and statistical reports for each board meeting.  
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CHAPTER III  
PERSONNEL (A)  
JOB DESCRIPTION  
 

• Attend Administrators’ meetings at APLS, regional meetings and other continuing education opportunities as 
often as possible.  

• Analyze sources of revenue, expenditures, and anticipated increases.  
• Formulate library budget proposal and present it to the library board and then to the City Council.  
• Ensure that the library operates within the financial conditions as specified in the approved library budget.  
• Maintain simple financial records of materials, equipment, and program expenditures.  
• Submit all bills on a timely basis to the City Clerk’s office. 
 

MINOR DUTIES  
• Provide patrons advisory services and answer reference questions.  
• Assist at the circulation desk when needed.  
 

SKILLS AND ABILITIES NEEDED  
• Knowledge of specialized professional library principals, methods, techniques, and procedures.  
• Knowledge of administrative and personnel management methods and techniques.  
• Skill in organizing, managing, and motivating people.  
• Skill in preparing and presenting reports, budgets, and other presentations.  
• Ability to analyze community and professional trends and community needs.  
• Ability to establish and maintain effective relationships with the public.  
 

EXPERIENCE AND TRAINING  
• College degree - preferably in Library and Informational Services or School Library/Instructional Media.  
• Previous supervisory or managerial experience.  
 

Revised and approved by Board August 14, 2008 
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CHAPTER III  
PERSONNEL (A) 
JOB DESCRIPTION  
 

TITLE: ASSISTANT LIBRARIAN 
 
GENERAL STATEMENT OF RESPONSIBILITY: The assistant librarian reports directly to the library director. He/she is 
responsible for the day-to-day operation of the library in the absence of the library director and performs the duties as 
outlined below. 
 
DUTIES and RESPONSIBILITIES:  

 Maintains daily and monthly statistical records.  
 Maintains the periodical collection, records periodicals as received and oversees the storage of back issues.  
 Maintains the order and appearance of the library collection.  
 Assists with discarding inadequate and damaged materials once the weeding is done.  
 Assists the director in cataloging and preparing new materials for circulation.  
 Mends damaged library materials.  
 Registers patrons and processes new patron cards.  
 Processes patron’s request for materials through Interlibrary Loan system.  
 Performs circulation desk duties: checking books in and out; computing, receiving, and recording overdue fines 

and other charges.  
 Maintains records of over dues, sends out written notices, and follows up with phone reminders of over dues.  
 Assesses condition of books returned to the circulation desk.  
 Notifies patron when a reserved book has become available.  
 Monitors public computer registration, and patron time allowed on computer.  
 Monitors patron prints from public computers.  
 Provides readers advisory services and answers reference questions. This includes the genealogy and local history 

sections.  
 Assists in training new personnel as assigned by the director.  
 Assists library director with any programs offered by the library (Summer reading, story hour, & outreach 

programs)  
 Attends meetings and training seminars as required.  
 Other related duties as assigned by the director.  

 
SKILLS AND ABILITIES NEEDED:  

 Typing and computer skills  
 Alpha/ Numeric filing skills and demonstrated Dewey Decimal System Comprehension  
 Knowledge of library techniques and procedures to include genres, authors, age demographic of materials, 

collection maintenance and patron’s record maintenance  
 Good communication skills to include telephone and person-to-person for book delivery and collection of late 

material  
 
TRAINING AND EXPERIENCE:  

 High School education  
 Some library experience needed.  

 
Revised and Approved by the Board August 14, 2008 
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CHAPTER III 
PERSONNEL (A)  
JOB DESCRIPTION  
 

TITLE: LIBRARY AIDE/PAGE 
 
The library aide is a part-time position. This position includes weekday hours and every Saturday morning, to equal no 
greater than 30 hours per week. The purpose of this position is to assist the general public and the library staff.  
 
The duties of this position will evolve, seasonally, with library programming being offered.  
 
DUTIES:  

• Performs circulation desk duties including checking library materials in and out.  
• Assists patrons in the selection and location of materials needed.  
• Shelves books and other materials after check-in.  
• Processes new patron cards.  
• Answers patron’s directional and procedural inquiries.  
• Provides reader advisory services and answer reference questions. 
• Assists in preparing bulletin boards, signs and other displays.  
• Assists in the general upkeep of the library.  
• Assists with library programming as needed.  
• Performs other duties as assigned.  
• Reports to the library director. 

 
 ABILITIES AND SKILLS NEEDED:  

• Typing and computer skills with current software technology  
• Friendly communication skills (telephone, person-to-person)  
• Ability to learn library techniques appropriate to assigned duties  
• Punctuality  
• Positive attitude  
• Ability to handle difficult situations with the patron’s best interest in mind  
• An understanding of literacy and its importance in community 
 

 EXPERIENCE AND TRAINING  
High School Diploma  
Will receive specific training on the job. 
 
 Revised and Approved by the Board August 14, 2008 
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CHAPTER IV  
SERVICES  
 
SERVICES OFFERED  
 
Our collection consists of about 28,000 books, including encyclopedias and reference books. We subscribe to a variety of 
magazines and 1 local newspaper. We have books for all ages and interests, including a special area for genealogy, books 
on CD, DVDs, a paperback swap section, and an online portal for electronic book checkout. The Randolph County Law 
Library is no longer housed at this location and can be retrieved at the Randolph County Jail.  
 
Other services include public internet access and a public meeting room for business or civic groups. Programs at the 
library include a Friday story time for preschoolers at 10:00 a.m. Summer reading program for children runs through the 
month of June. Other programs featuring art class, book clubs, authors, historical talks, or instructional classes will be 
scheduled for adults as opportunities arise.  
 

A. MEMBERSHIP 
  
Membership in the Annie L. Awbrey Public Library is required to borrow or request purchase of an item.  
 
Proof of residence in Randolph County and a picture ID are necessary for the issuance of a library card. An application 
card must be filled out.  
 
Patrons should not allow others to use their card. 
 
A parent or legal guardian’s must sign for a minor under the age of 18 to get their own card. The minor patron’s 
parent is responsible for all materials checked out on their card. Books for minors under the age of 18 must 
require parental approval before a minor is permitted to check-out materials from the library's adult sections. 
Parents are responsible for the items borrowed on their children’s cards. 
 
People employed in Randolph County, but living elsewhere may sign up for a card with proof of current employment. 
This may also be extended to people living at the borders of our county, in which this library is the closest library. In 
either case, a photo identification will be required to establish membership.  
 
Replacement Cards are no longer offered. However, if after 3 years of inactivity your card is disabled, we can re-
establish your membership providing all the requirements above are met. Membership will automatically be renewed 
through active use of the card.  
 
Inactive cards will be purged at a 3-year-cycle. Failure to follow circulation rules, pay fines, or replace damaged library 
materials will be grounds for revocation of membership.  
 

B. CIRCULATION RULES  
 
Check Out Periods  

Generally, all circulating items are loaned for two weeks. Exceptions would include equipment such as overhead 
projectors, screens, etc. Limitations will be varied by patron’s needs. 

 
Renewals  

Circulating items may be renewed no more than twice by any one patron. A book on hold for another patron may not be 
renewed. Renewals may be made in person, by phone, or by e-mail. The new date will be given at the time of renewal.  
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CHAPTER IV 
SERVICES Continued 
 
Returning items 

Items should be returned on or before the due date. Items should be returned to the circulation desk when the library is 
open. After hours, items may be placed in the book drop near the front entrance to the library. The patron should make 
sure the items are entirely in the drop box container. 
 

Checkout limits  
Due to the small size of our library’s collection, the following checkout limits will be enforced:  

First checkout..........2 items  
Thereafter................6 items  
Homeschoolers…….21 items 
Teachers……………21 items 

 
Circulation Under Deposit  

Testing manuals and certain other consumable materials will be circulated as “Deposit Only” checkouts. To borrow 
these items, a monetary deposit, no higher than the cost of replacement of the item, shall be required. The deposit will 
be returned to the patron when items are returned in good condition. Items kept two weeks past the due date shall 
forfeit the deposit. 

 
Overdue Fines  

Fines of $.10 per day per item will be levied for persons who fail to return items on time. Borrowing privileges will be 
suspended when fines reach $1. The maximum amount of each fine will not exceed the cost of the item.  
 

Lost/Damaged Items  
Patrons are responsible for all items borrowed on their cards, regardless of who borrowed the item. The charge for 
lost, stolen, or damaged items shall be the cost of replacing that item. The patron’s privileges shall be suspended until 
lost/damage fees are paid.  

 
Approved: October 19, 2009  

 
DVD Circulation  

DVDs can only be checked out for a 3-day period, with a limit of 3 per family. Fines of $1.00 per day per item will be 
levied for people who fail to return DVDs on time. 

 
Addendum: June 26, 2024   
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CHAPTER IV  
SERVICES  
COMPUTER USAGE RULES  
Awbrey Library offers the use of computers to our adult patrons only. The following is a list of our usage controls:  
 

1. A library card is not required to use computers.  
2. You are limited to (1) thirty-minute session per day.  
3. The reception desk will sign you in and out on the clipboard at the circulation desk. 
4. Once you are signed on to a computer you may not switch to another computer unless there is a technical problem.  
5. Inform the librarian when a switch is made, and why.  
6. If you do encounter a problem, do not try to fix it yourself. Do not shut down the computer! Report all problems to 

the circulation desk. 
7. You must provide your own headphones or earbuds due to hygiene issues. 
8. If you do not have headphones or earbuds, then you may not play your volume. This is a distraction to the 

overall quiet of the library. 
9. No games: only homework or research when patrons are waiting.  
10. It is illegal to view sexually explicit material in public in this state. We will notify law enforcement. 
11. Do not alter the computer in any way.  
12. Do not save files to the computer hard drive. Save documents to a USB or cloud.  
13. Remove all personal data from the computer when you are finished. Remember to log off any accounts including 

personal email, check stub portals, or anything that may compromise your identity or finances.  
14. Cell phones are permitted on computers; however, you may not use speakerphones.  

 
Wireless Policy  
The Awbrey Library provides WIFI for properly equipped and configured laptops and handheld devices.  
Using Wi-Fi poses the same risks to personal information that a wired network poses, but with the added vulnerability of 
having the network more open and less secure. This is the nature of Wi-Fi – the network is easily accessible to many 
people. Cautious Wi-Fi users may choose not to transmit their credit card information and passwords while using any Wi-
Fi "hotspot", including the library’s. The library cannot assure the safety of the user’s data when the library’s wired or 
wireless Internet is being accessed.  
 
Staff Assistance  

• Patrons are responsible for setting up their own equipment.  
• Library staff cannot assist with laptops or cell phones.  
• The library cannot accept the liability of handling patron-owned equipment.  
• Wireless printing is not available.  

The library shall not be responsible for any loss of data or damage to personal equipment. As a reminder to patrons, you are 
using a public network. Everything you do is visible to the administrator. It is illegal to view sexually explicit material in 
public in this state. We will notify law enforcement. 

 
EXAM PROCTORING  

A 48-hour advance notice is required before any test will be proctored. In addition, all test-taking requirements must be 
received from the issuing educational institution before any tests are taken. If you would like to arrange for the library 
to proctor an exam, please call 334-863-2632.  
 

Approved by Board October 13, 2010 
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CHAPTER IV 
SERVICES 
 
PROGRAMMING  
 
Annie L. Awbrey Public library offers programs that support our patrons in their lives. In planning programs, the library 
considers: 

1. The library’s long-range plan.  
2. Regional Needs.  
3. Purpose of the program.  
4. Quality of the presentation.  
5. Appropriateness of content to the audience.  
6. Other programs are available in the community.  

 
Statistics as Evaluation  
 
Attendance statistics are kept determining the impact of the program to the community, to help in preparing budgets, and to 
aid in future planning. A consistent effort is made to represent diverse cultures in programming rather than replicating local 
holiday observances such as Christmas. Therefore, Awbrey Library will provide staff, materials, and training to maintain 
quality programming.  
 
In addition to program time for the presenter, there may be other staff requirements. Programs with anticipated large 
attendance may require additional staff or volunteer help to assist with the program. It is important that ample staff be 
available to host the library audience before, during, and after the program. Tours are given for any request of a group or 
individual. Tours may be considered a program if there is preparation of materials and information involved.  

 
Approved: August 11, 2010 
 

PATRONS WITH DISABILITIES  
 
Annie L. Awbrey Public Library seeks to provide all patrons with the best possible access to the facilities, collections, and 
services. The library will strive in every way possible to augment services for patrons who identify themselves in need of 
special accommodation. 
 
Access to Building  
Our parking lot provides parking spaces clearly marked for handicapped parking. Both the front and side entrances are 
accessible by wheelchair, as is a bathroom facility. All of the Library’s public computers are accessible to accommodate 
wheelchairs. A large selection of large print books, books on tape and CDs are available for check-out. Annie L. Awbrey 
Public Library works closely with the Alabama Public Library Service. They offer a wide selection of reading materials 
and equipment for the visional impaired. The library can set up communication between the patron and APLS.  
 

Approved: June 20, 2024   
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CHAPTER V 
MATERIALS SELECTION POLICY 
Materials are selected by the library director to maintain a well-balanced, up-to-date, attractive, and useful collection of 
materials that will meet the needs of the community as a whole. Factors affecting materials selection include suitability of a 
material's format for library purposes, availability of funds, availability of new materials in needed subject areas, 
replacement of outdated and worn materials (weeding), and space. The final responsibility for selection is granted by the 
Annie L. Awbrey Public Library Board of Trustees to the Library Director, who considers professional journal reviews as 
well as patron and staff requests. In providing access to a diversity of materials, some material may be offensive or 
controversial to some patrons. Libraries cannot reject or remove a resource because one individual has found the 
material objectionable. Libraries must provide access to material that may be controversial to some patrons, while 
also providing a process by which individuals may formally request reconsideration of material, they find offensive 
or inaccurate. Materials that cover controversial topics are included in this collection when they meet the long-
range goals set forward by the Annie L. Awbrey Public Library Board. Selecting materials is a key function that 
libraries use to fulfill their mission in the community. By representing multiple points of view within the collection, 
libraries will inevitably contain materials that are offensive to some members of the community. 
 
General Criteria for Selection of Library Materials:  
• Appropriateness to library's mission and long-range plan  
• Relationship to existing collection and other titles available  
• Availability to purchase or access  
• Requests by patrons, advisory groups, and staff  
• Community interests and needs  
• Relevance to the experiences and contributions of diverse populations  
• Levels of funding and cost of item  
• Anticipated use  
• Physical quality of material  
• Value of resource in relation to its cost  
• Currency of information  
• Reputation of author, publisher or issuing body  
• Attention and response of critics, reviewers, and public  
• Subject matter and scope  
• Historical significance 
 
 
ADULT COLLECTION AND YOUNG ADULT COLLECTION  
Fiction  
The collection focuses on twentieth century literature including classics and standard titles, diverse genres and special 
interests. It is the responsibility of all libraries to serve every member of their designated communities. It is not the 
responsibility of a library to promote one point of view over another. This requires that libraries collect material that 
represents majority beliefs as well as minority beliefs. Selections are made with emphasis on major authors and the most 
popular examples of a genre. Patron requests for fiction are purchased as well. The fiction collection includes the following 
genres: mystery, romance, espionage, thrillers, science fiction, fantasy, westerns, and erotica, which are purchased in 
proportion to demand and use statistics. Efforts are made to complete series, purchase award winning titles and to represent 
local authors, publishers, and subject matter.  
Non-fiction  
The non-fiction collection emphasizes timely, accurate and useful informational materials to support individual and 
community interests. It emphasizes materials that are current and in high demand. Titles with sustaining value and those of 
current, accepted authority are part of the library collection. As a new field of interest emerges, the library responds with 
timely additions. Annie L. Awbrey Public Library emphasizes non-scholarly materials. For more in-depth research, patrons 
are directed to use the Alabama Virtual Library and other available search engines. Reference materials are for in-house use 
only. They provide quick, concise, and up-to-date information. Electronic Resources are available through internet access. 
The library provides filtered, free access to the Internet to the public.  
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CHAPTER V  
MATERIALS SELECTION POLICY 
COLLECTIONS FOR CHILDREN  
The range of users served by children's collections include preschool children, significantly those in day care and 
preschools, home schooling families, private and public-school students. Our selection criteria for minors safeguards 
children from sexually explicit material. It is our policy to read the books before we place them on the shelves. It is 
our goal to avoid mishaps. However, should you find a book, illustration, or depiction of a character to be explicit or 
inappropriate, then please speak to the library director. 

The primary collection includes:  

• Picture Books -board books, wordless books, simple concept and informational books, classic and contemporary 
preschool stories, and folklore.  

• Readers -books specifically designed for the emerging reader with controlled and/or progressively constructed 
vocabularies.  

• Easy Fiction -very simple chapter books and sophisticated picture books.  

• Juvenile fiction -quality contemporary and historical fiction for readers from ages 7/8 to 11/12 years as well as genre 
(fantasy, science fiction, mystery), fiction series and paperbacks.  

• Juvenile Non-fiction -informational books for youth up to age 12 (grades 5/6) with an emphasis on mythology and 
folklore; physical and natural science; arts and crafts; sports; poetry; biography; and culture, customs, and history of people 
from regions of the U.S. and countries of the world.  

• Juvenile Reference -a selective collection of bibliographic resources for readers' assistance and encyclopedias for key 
areas of research by youth.  

• Bi-Lingual-primarily children's materials to be used in English as a second Language/Emergent English Language 
education and for those learning basic Spanish.  

Adult material will not be read aloud in the children’s department. Adult material will not be presented in 
programs to children. All efforts are being made for suitable situations for children. 

Additional Selection Criteria for Materials for youth  

• Age and interest appropriate content and presentation  

• Emphasis on quality, critically acclaimed materials as demonstrated in awards and/or reviews.  

• Awareness of curriculum-based needs of public, private, and home school students with emphasis on Accelerated Reader 
Book List.  

• Materials which represent the richness and diversity of young people's local and world community. 

• Materials which meet the developmental need of youth at different stages.  

• We will strive to ensure library sections designated for minors under the age of 18 remain free of material containing 
obscenity, sexually explicit, or other material deemed inappropriate for children or youth. Age-appropriate materials 
regarding religion, history, biology, or human anatomy should not be construed to be against this rule. 

• We will not purchase or acquire any material advertised for consumers under the age of 18 which contain obscenity, 
sexually explicit, or other material deemed inappropriate for children or youth. Age-appropriate materials regarding 
religion, history, biology, or human anatomy should not be construed to be against this rule. 
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• The Young Adult Section is not to be construed for use by minors. This section is for 18 years and older. This 
section is for adults. As such, this section will be relocated once planning can be completed.  
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CHAPTER V 
MATERIALS SELECTION POLICY 
 
SPECIAL COLLECTIONS  
Annie L. Awbrey Public Library maintains a few special collections, for which the development and management differ 
somewhat from the general collections.  

• Genealogy and local history: Annie L. Awbrey Public Library maintains a growing collection of local history and 
genealogical materials. This collection is considered Reference Materials and as such does not circulate. Gifts to 
the collection are encouraged. 

• Professional collection: A small collection of specialized materials pertaining to the management and development 
of public libraries is kept for use by The Annie L. Awbrey Public Library staff.  

• Reimagining school readiness bookbags: A small collection of materials is also maintained for use in preschool 
story hour. These include selected picture books, pop-up books, and hands-on manipulative. These materials are 
circulating and are available to adult patrons.  

• Swap books: A collection of good used paperback books are made available on an honor system for adults. The 
exchange is one for one. When books become too worn, they are placed on a table in the foyer and offered as 
"freebies.”  

 
COLLECTION MAINTENANCE  
Annie L. Awbrey Public Library recognizes the need for ongoing evaluation of its collections to assure currency and 
visually inviting and accessible collections. This ongoing maintenance includes weeding, replacement, and repair. The 
most cost-effective option is selected when making replacement versus repair decisions.  

1) Weeding Guidelines Discard:  
a) Materials with obsolete content  
b) Materials which have not circulated in the past three years.  
c) Materials that have had no use within the past three years. 
d) Materials in poor or irreparable physical condition  
e) Encyclopedias, almanacs, directories, and standard texts 
f) Incomplete sets that are too costly to replace, are out of print, or repeatedly not returned. 
g) Works containing information that has been superseded or presented in newer, more comprehensive, or 

more accessible formats. 
2) Retention Guidelines Retain:  

a) Materials with regular and on-going use  
b) Works containing useful local information.  
c) Primary works in particular in particular disciplines or topics 
d) Works representative of an era, trend or movement which provide unique coverage.  
e) Works listed in standard or authoritative up to date bibliographies. 
f) Placement of desired item is not possible. 

 
GIFTS  
Gifts, other than books, will be accepted with the understanding that the Annie L. Awbrey Public Library will have the right 
to use and to dispose of, when the gift no longer serves the purposes of the library, in any way necessary to benefit the 
library and its goals.  

 
LOANS 
 
This policy is to establish the safety and security of the objects in Annie L. Awbrey Public Library’s possession. Loans can 
be submitted to the library for a specific time period. Upon receipt of a loaned item, the librarian will assess the condition 
of the item. The item will be catalogued as a loaned item to the Special Collection. The item will be notated as follows: the 
due date of the loan, who dropped-off the loan, who will retrieve the loan, and include specific information about the 
subject matter of the item being loaned. All documentation of items on loan will be kept on file at the library. Should the 
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owner no longer desire to have the items returned, the owner must sign a release giving the library ownership and authority 
to store or dispose of the items as is deemed appropriate.  
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Display Policy 

The presence of a book on library shelves or tables is not to be construed as a display. A display is defined as a bulletin 
board created or decorated by library staff. Unless a display contains political views of one party or falls under the Federal 
Communications Commission’s definitions of obscene material, then a display may not be changed or removed, nor shall 
any employee be terminated for their actions in creating the display. All displays are to be considered artistic representation 
of the author or their material. You may choose to completely avoid any display that offends your sensitivities. While the 
library staff will practice due diligence to ensure displays are not obscene, it is the responsibility of the library director to 
approve all displays. It is the Library Board of Trustees’ responsibility to determine if further action need be taken 
regarding a display. 

To complete a form for the Library Board of Trustees to review a display, complete the attached form and return it to the 
library director. 

Censorship and Relocation of Library Materials  
 
The Annie L. Awbrey Public Library Board of Trustees believes that the only acceptable censorship is self-censorship or 
through parental control; therefore, it is the intent of the Board that no challenged library material shall be removed from 
the collection except upon court order, and after adversary proceedings in which the Library Board defends inclusion of the 
material. 

The Annie L. Awbrey Public Library subscribes to the Library Bill of Rights as adopted by the American Library 
Association June 27,1967 and its subsequent amendments. This document reads, in part: “As a responsibility of library 
service, books and other library materials selected should be chosen for values of interest, information and enlightenment 
of all the people of the community.” 

We realize that everyone is different, and that it is the library’s responsibility to provide materials on a multitude of subjects 
and viewpoints, in many styles. If you feel that a book or other item in our collection does not belong in the library of a 
free society, we invite you to fill out this form and give it to the library director. The library director will be in touch with 
you regarding your complaint.  

The Annie L. Awbrey Public Library believes in the rights of a free press guaranteed by the Constitution of the United 
States of America. We further believe that the parents of a child are the only people who should be allowed to monitor the 
reading, watching, or listening activities of that child. Conversely, we believe that it is every parent’s duty to monitor his or 
her child’s reading and internet activity, and this is not the prerogative of the library. 

The library has a form for patrons to register complaints concerning materials, which will be presented to the Annie L. 
Awbrey Public Library Board of Trustees for consideration. Our selection criteria for minors safeguards children from 
sexually explicit material. It is our policy to read the children’s books before we place them on the shelves. It is our 
goal to avoid mishaps. However, should you find a book, illustration, or depiction of a character to be explicit in the 
children’s area, then please speak to the library director. 
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Process for Reconsideration of Library Materials 
Formal written process by which individuals may formally request reconsideration of materials that they find offensive. 
 
Rules to file a Request for Reconsideration 

1) A person must live in Randolph County, AL, and they must have an active Annie L. Awbrey Public Library card, 
with current contact information. 

2) A patron may file one Request for Reconsideration per year.  
3) No one under the age of 18 may file a Request for Reconsideration. 
4) A book can only be challenged once every three years. 

 
A patron may request that such resources be relocated. The process to file your formal written “Request for 
Reconsideration.” 

1) A formal reconsideration request is the written document that identifies the specific resource that is of concern and 
the reasons for reconsideration. To provide a standard method for receiving patron input, each library patron should 
submit a written “Request for Reconsideration.”  

2) The Request for Reconsideration must be completed in full. 
3) When the library director receives a completed reconsideration form, the library board and library director will 

review the book to evaluate the grounds of the challenge. This process can take as long as 4 weeks to complete. 
The Annie L. Awbrey Public Library Board of Trustees reserves the right to hold review for 180 days on chapter 
books. 

4) A patron may challenge one book per year.  
5) A specific book can only be challenged once every three years. 
6) The review committee will be comprised of the 5 members of the library board, the library director and the 

person(s) issuing the request. 
7) We hope to have open discussions on how to handle the requests made. Along with your Request for 

Reconsideration, we invite you to recommend 5 books you would like us to add to our collection. 
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Annie L. Awbrey Public Library 

Formal Written Request for Reconsideration of Materials 
 

 

Date ___________________________________________________________ 
 
Name __________________________________________________________ 
 
Address ________________________________________________________ 
 
City ____________________________ State/Zip _______________________ 
 
Phone __________________________ Email __________________________ 
 
Do you represent self? ____ Or an organization? ____ Name of Organization ___________________________ 
 
1. Resource on which you are commenting: 
 
___ Book (e-book) ___ Movie ___ Magazine ___ Audio Recording 
 
___ Digital Resource ___ Game ___ Newspaper ___ Other 
 
Title ________________________________________________________________________ 
 
Author/Producer _______________________________________________________________ 
 
2. What brought this resource to your attention? 
 
___________________________________________________________ 
 
3. Have you examined the entire resource? If not, what sections did you review? 
 
___________________________________________________________ 
 
4. What concerns you about the resource? 
 
___________________________________________________________ 
 
5. Are there resource(s) you suggest providing additional information and/or other viewpoints on this topic? 
 
___________________________________________________________ 
 
6. What action are you requesting the committee consider? 
 
___________________________________________________________ 
  



 

Page 28 of 39 
 

ANNIE L. AWBREY PUBLIC LIBRARY POLICY AND PROCEDURES MANUAL 

Annie L. Awbrey Public Library 

Formal Written Request for Reconsideration of Display Materials 
 

 

Date ___________________________________________________________ 
 
Name __________________________________________________________ 
 
Address ________________________________________________________ 
 
City ____________________________ State/Zip _______________________ 
 
Phone __________________________ Email __________________________ 
 
Do you represent self? ____ Or an organization? ____ Name of Organization ___________________________ 
 
1. Resource on which you are commenting: 
 
___ Display 
 
Location of Display ________________________________________________________________________ 
 
 
2. What do you believe is the impact of this display? 
 
___________________________________________________________ 
 
3. Have you examined the entire resource? If not, what sections did you review? 
 
___________________________________________________________ 
 
4. What concerns you about the resource? 
 
___________________________________________________________ 
 
5. What is your proposal to resolve your objection to this display? 
 
___________________________________________________________ 
 
6. What action are you requesting the board consider? 
 
___________________________________________________________ 
 

Display Policy 

Unless a display contains political views of one party or falls under the Federal Communications Commission’s definitions 
of obscene material, then a display may not be changed or removed, nor shall any employee be terminated for their actions 
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in creating the display. All displays are to be considered artistic representation of the author or their material. You may 
choose to completely avoid any display that offends your sensitivities. While the library staff will practice due diligence to 
ensure displays are not obscene, it is the responsibility of the library director to approve all displays. It is the Library Board 
of Trustees’ responsibility to determine if further action need be taken. 

CHAPTER VI  
POLICIES  
 
Safe Child Policy  
Children under the age of 18 must be accompanied by a responsible adult (age 18 or older), while visiting the library. The 
library cannot assume responsibility for the safety of young children. All patrons will be expected to display appropriate 
behavior, conducive to maintaining a peaceful atmosphere while in the building. Parents and caregivers are responsible for 
the actions and safety of children visiting the library. If a parent fills out the appropriate form on page 33, a child can be 
given unlimited access to the library. 
 
Privacy of Patron Records Policy  
The information that Annie L. Awbrey Public Library requires a person to provide to become eligible to borrow, as well as 
information identifying the individual borrowing habits of that patron, are confidential in nature. Except pursuant to a court 
order, no person shall publish or make any information contained in such records available to the public.  
 
This restriction shall include the press and any agency of State, Federal or local government. The release of statistical 
information is permitted provided no personally identifiable information is released.  
 
Procedure for Access to Patron’s Records  
Library staff shall observe the following procedures: Upon receipt of any legal process, order or subpoena, the library 
director will defer to the city attorney for appropriate disposition and action, if any. Until the legality of such process, order 
or subpoena has been affirmatively shown to the satisfaction of the city attorney. The library will resist its issuance or 
enforcement until any such defect has been corrected.  
 

Approved: June 26, 2024 
 
Policy and Procedure for Book-Signings  
Scheduling a book signing and promotion at Annie L. Awbrey Public Library should be done two months in advance of the 
desired date. A copy of the book should be given to the library director and/or board for perusal before any commitment is 
made for a book signing. It is the author’s responsibility to inform the director of any controversial or prohibitive content. 
It is the author’s responsibility to inform press outlets and advertise their event. It will be at the discretion of the director 
and staff to deem the book worthy of being promoted by the library. 
 

Approved January 20, 2010 
 
Meeting room policy  
The library’s meeting room is available to community groups and organizations whose objectives are cultural, educational, 
or civic. Use of the meeting room is subject to the rules and regulations established by the Annie L. Awbrey Public Library 
Board of Trustees. Priority for the use of the meeting room will be given in the following order: 1. Library sponsored 
meetings or programs 2. Municipal meetings and functions 3. Other meetings. 
 The library meeting room is not available for social gatherings, political rallies, religious meetings, or commercial sales. 
Groups may not charge admission, nor request donations for attendance or participation. It is not the intent of the library to 
provide space on a regular basis to support the primary activities of a group, organization or individual.  
Rent cannot be paid for use of the room on a reoccurring basis. All activities scheduled must be approved by the Library 
Director. The right to revoke permission to use the meeting room is reserved for library purposes. This policy statement 
will be reviewed as the Library Board of Trustees feels necessary.  
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Approved: 7/13/89  
Reviewed: 4/03/08 
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CHAPTER VI  
POLICIES  
Rules for Use of the Meeting Room  

1. Advance reservation of the meeting room is required.  
 

2. Meetings will not be scheduled more than three (3) months in advance.  
 

3. The library reserves the right to revoke permission to use the meeting room if the room is needed for library 
purposes.  

 
4. Total attendance at any 1 meeting may not exceed 40 people.  

 
5. Notice of cancellation of a reservation should be at least 24 hours prior to the scheduled.  

 
6. The person in charge of the meeting will complete an attendance report and turn it in to the library staff.  

 
7. Publicity announcing meetings in the room should in no way imply library sponsorship.  

 
8. Only activities sponsored by the library will be advertised by the library. Neither the name nor the address of the 

library may be used as the official address of any other organization.  
 

9. Responsibility for reimbursing the library for damage to the room or its contents rests with the organization 
reserving the room.  

 
10. Neither the library nor its employees will assume responsibility for any property of the organization.  

 
11. At the end of a meeting all organization property shall be removed, and the meeting room left neat for succeeding 

users.  
 

12. No tacks, nails, or glue may be used on walls or doors.  
 

13. No smoking is allowed in the library.  
 

14. Alcoholic beverages are not allowed.  
 

15. Light refreshments are permitted, but they may not be prepared on the premises, except for coffee or tea.  
 

16. Trash should be bagged and placed in the outside trash receptacle. Inquiries concerning meetings are to be referred 
to the person making the reservation and not to the library. 

 
17. The meeting room will be for the use of civic or community-oriented events and not for private parties (birthdays, 

baby showers, etc.), parties for profit, or religious functions. 
 

18. The leader of the group will be responsible for locking all doors and making sure the lights are out.  
 

19. Failure to turn in the attendance report will limit future availability of the meeting room to that group or 
organization.  

 
20. The library assumes no responsibility for the storage of any organization’s property.  

 
  



 

Page 32 of 39 
 

ANNIE L. AWBREY PUBLIC LIBRARY POLICY AND PROCEDURES MANUAL 

CHAPTER VI  
POLICIES  
Rules for Instructional Class Groups  
We are happy to offer our facility and any assistance to all who wish to further their education. There are a few rules and 
regulations which are necessary for us to enforce to provide a clean, quiet environment in which to study. If you have 
questions or encounter any problems, please contact a library staff member at the circulation desk. 

1) NO SMOKING inside the building (this includes bathrooms). Please do not smoke anywhere near the front 
of the building. Smoking is allowed on the east side of the building. (next to the meeting room)  

2) NO FOOD OR DRINKS in the main part of the library. You may have them in the foyer or meeting room.  
3) On days when the high school is not in session, we request that you use parking spaces in front of the 

school gymnasium. 
 

Approved by Board May 26, 2010 
 
Interlibrary Loan Policy  
Definition: Interlibrary Loan (ILL) is a process through which library material, or a copy of the material, is made available 
by one library to another upon request. If the Annie L. Awbrey Public Library does not have the material that a user needs 
within its collection, library staff will attempt to borrow it from another library via the ILL system.  
 
I. Eligible borrowers Interlibrary loan service is available to any library user in good standing (i.e., card is not blocked for 
fines, overdue materials, or incorrect address) that has been issued a current library patron card. 
 
II. Requesting interlibrary loan service-  
An interlibrary borrowing request is initiated by submitting a completed ILL request form to the Circulation desk. When 
requesting an item for interlibrary loan, the following information will assist library staff in locating and requesting the 
item: exact title of the item, author or editor’s full name, publisher, and date of publication. A $2.00 fee per book will be 
charged at the time of the request. If unable to fill the request for any reason, the money will be refunded.  
 
III. Request restrictions 
A. Material Types  

Some types of materials are not available for lending by other libraries, and, consequently, the following will not be 
requested on interlibrary loan: audio-visual materials (videos and sound recordings); reference material (i.e. 
Directories, encyclopedia sets, indexes, standard library reference tools); bound volumes or individual issues of 
magazines and newspapers; genealogy, and books published within the last year.  

B. Number of Requests Accepted 
A library user may have up to three (3) outstanding interlibrary loan transactions at any one time. This includes 
requests that are pending, as well as materials that the user currently has borrowed through interlibrary loan.  

 
IV. Circulation of interlibrary loan material  
A. Loan Period  

The library lending the material sets the due date. Typically, interlibrary loan materials will be loaned to patrons for a 
two-week period.  

B. Renewals  
Library users are encouraged to return materials at the end of the loan period so that materials are not absent from the 
lending library for an unreasonable length of time. Renewals are only permitted if the lending library allows such an 
extension. Requests to renew an item must be submitted two (2) days in advance of the due date for the item. 
Materials received through interlibrary loan may not be renewed or requested again for at least six months.  
 

V. Borrowing fees and overdue fines  
Overdue Fines and Charges for Damaged or Lost Materials  
The library’s overdue fine of $.10 per day per item will be assessed for interlibrary loan materials that are returned past 
their due date. The library user is also responsible for any charges assessed by the lending library for damage to an 
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interlibrary loan item. If an interlibrary loan item is lost, the library user will be responsible for the cost of the item, plus 
whatever the lending library charges for a processing fee.  
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CHAPTER VI  
POLICIES  
 
VI. FAILURE TO PICK UP INTERLIBRARY LOAN MATERIALS 
  
Library users who request an item via interlibrary loan and fail to pick it up after three (3) working days upon notification 
by a library staff member, will be assessed a fee of $5.00 for each unclaimed item, in addition to any fees or charges 
assessed by the lending library. This becomes a part of the patron’s record and must be paid to resume library privileges. 
 
VII. LENDING MATERIALS TO OTHER LIBRARIES 
 

A. Lending Charges There will be no charge to lend materials from Awbrey Public Library’s collection to other 
libraries nor will charges be assessed for overdue items. If an item is not returned by the borrowing patron to the 
Awbrey Public Library, then the borrowing patron is responsible for the replacement of the item. 

B. Loan Period Awbrey Public Library materials will be loaned to other libraries for three weeks with no renewals. 
C. Format of Requests That Will Be Accepted To facilitate processing of interlibrary loan requests, the library will 

only accept requests submitted through the OCLC computer-based system. An exception will be made for 
interlibrary loan requests sent to Awbrey Public Library from libraries located within Alabama. In those instances, 
requests will be accepted by fax, as well as through OCLC. 

D. Materials That Will Not Be Loaned to Requesting Libraries The following items will not be loaned via interlibrary 
loan popular books; published within the last year books with long waiting lists: items designated as “high 
demand”; audio-visual materials (videos and sound recordings), software, reference material, genealogy materials, 
magazines or newspapers. 
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Annie L. Awbrey Public Library 

Formal Written Permission to Use Library Facilities or   

Checkout Adult Materials 
 

 

Date ___________________________________________________________ 
 
Name of Patron __________________________________________________________ 
 
Address ________________________________________________________ 
 
City ____________________________ State/Zip _______________________ 
 
Phone __________________________ Email __________________________ 
 

Signature of Parent:____________________________________________________________________________  
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Forms 
Employee Evaluation Form 
 
Annie L. Awbrey Public Library Employee Performance Evaluation 
Name: _______________________________________ Position: ________________________  
Date of Hire: __________________________________ Appraisal Date: ________________  
Ratings:  
Very good - Results clearly exceed most position requirements. Performance is of high quality and is achieved on a 
consistent basis.  
Good - Competent and dependable level of performance. Meets performance standards of the job. 
Improvement Needed - Performance is deficient in certain areas.  
Unsatisfactory - Results are generally unacceptable and require immediate improvement.  
N/A - Not applicable or too soon to rate.  
 

1. Patron Services - Manages patron interactions in a polite and professional manner. Is proactive, goes “above and 
beyond” to provide excellent service. Often anticipates what the patron might need, then asks permission to take 
care of the additional need where appropriate. Exhibits effective and positive communication skills. 
 ____Very Good ____Good ____Improvement Needed ____Unsatisfactory ____N/A 
Comments:_________________________________________________________________________________  
 

2. Job Knowledge - Proficient in skills, methods, and knowledge required for position. Keeps abreast of current 
developments in the field. Utilizes available technology effectively and efficiently. 
 ____Very Good ____Good ____Improvement Needed ____Unsatisfactory ____N/A 
Comments:_________________________________________________________________________________  
 

3. Quality of Work Produced - Employee’s work is accurate, neat, and thorough. Tasks are performed to completion 
and errors are minimal. Employee’s work and behavior exhibits commitment to the library’s mission and goals.  
____Very Good ____Good ____Improvement Needed ____Unsatisfactory ____N/A 
Comments:_________________________________________________________________________________ 
 

4. Working Relationships - Employee interacts effectively with director, co-workers, and patrons. The employee 
acts as a team player in terms of cooperative spirit. Exhibits effective and positive communication skills. 
 ____Very Good ____Good ____Improvement Needed ____Unsatisfactory ____N/A 
Comments:_________________________________________________________________________________  
 

1. Reliability - Dependable. Can be counted on to follow directions and complete a task within an established time 
frame. ____Very Good ____Good ____Improvement Needed ____Unsatisfactory ____N/A 
Comments:_________________________________________________________________________________  
 

2. Problem Solving and Decision Making - Anticipates and identifies problems. Uses logic and sound judgment to 
solve problems and make decisions. Seeks advice from director when situation warrants. ____Very Good 
____Good ____Improvement Needed ____Unsatisfactory ____N/A 
Comments:_________________________________________________________________________________   
 

3. Adaptability - Employee can adjust to a variety of situations, maintains flexibility. Remains calm in stressful 
situations. 
____Very Good ____Good ____Improvement Needed ____Unsatisfactory ____N/A 
Comments:_________________________________________________________________________________   
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4. Attendance or Tardiness - employee complies with the City of Roanoke’s personnel policy regarding absence and 
lateness. 
 ____Very Good ____Good ____Improvement Needed ____N/A Comments: 
__________________________________________________________________________________ 
 

5. Record Keeping - The employee’s organization, neatness, and timeliness of the required paperwork including 
timesheets, daily statistical reports, ILL requests, etc. 
 ____Very Good ____Good ____Improvement Needed ____N/A Comments: 
_________________________________________________________________________________  
 
Overall Performance Rating  
 
Very Good_____  
Good _____  
Improvement Needed_____  
 
Summary of Strengths and Areas for Improvement  
 
1. Strengths (Comment on the strongest performance assets; areas where potential or future growth is indicated): 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________  
 
2. Accomplishments (Comment on the progress made toward reaching past improvement goals): 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________  
 
3. Areas for improvement (List specific goals agreed upon for accomplishment before the next evaluation): 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________  
 
Acknowledgment and Signatures Rated by:  
 
_____________________________________________Title: ___________________________________  
 
 
I have reviewed this evaluation and have discussed the contents with my director. My signature indicates that I 
have been advised of my performance and does not necessarily imply my agreement. I completely understand its 
contents. _______________________________________________ _______________________ Employee 
Signature Date  
 
 

Board Approved 5/13/09 
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Annie L. Awbrey Public Library Meeting Room Checklist  
 
The following information is provided to assist you with your responsibilities during usage of the meeting room. Please 
check off each item as it is being taken care of, sign this form, and indicate the number in attendance for your meeting. If 
your meeting is held after regular library hours, please place the completed form along with the key on top of the 
microwave.  
 
Responsibility: The person signing this application will be held responsible for all damage that occur using the meeting 
room by the group he/she represents.  
 
Insurance: Insurance coverage of the library does not cover the negligence of the user(s) nor will it protect the user(s) if a 
suit is brought against the user(s).  
 
Liability: The City of Roanoke nor the Annie L. Awbrey Public Library will be liable for any loss, injury, damage, or 
incident occurring using this meeting room which is caused by the negligence of the person signing this application or any 
member of the group represented.  
 
Meeting Room Kitchen 

o Wash off tabletops.  
o Clean all counter tops. 
o Wipe chairs if needed.  
o Bag all garbage.  
o Sweep the floor if needed. 
o Remove all food & drinks. 
o Tables and chairs should be cleaned. 
o If used, turn off coffee pot placed as found and clean. 
o Clean out sink.  
o Turn off faucet kitchen & meeting room lights. 

Bathroom 
o Flush toilets. 
o Be sure the toilet is not left running. 
o Turn off lights in bathroom. 

Other 
o Make sure all doors are locked (side & front). 

  
 
  
 
Organization Name: ________________________________________________________________________ 
 
# In Attendance________ 
 
 Person of Responsibility _______________________________________________________________________ 
 
Phone #_______________________________________________  
 
 
 
ADULT SPONSORSHIP: Meetings of groups of individuals under 18 years of age must have an adult sponsor who will 
meet with them. 
Signature of adult sponsor: __________________________________________________________________________  
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Approved:02/2009 


