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INTRODUCTION

The Houston Cole Librarv Policv Manual is considered an essential
element of the Jacksonville State University's library management

program. It is a working document, and as such, is under
continuous scrutiny and revision. The policy serves several
purposes. It is a statement of the library's mission, goals, and

objectives, an interpretive guide for library faculty, staff, and
students, and an informational document for .ibrary patrons
concerning the library's programs and policies.

As library technologies evolve and new university programs are
introduced the ability of the library to adapt and implement new

programs and policies is critical. Thus, the policy is printed
in loose-leaf format to accomodate readily the changes affecting
the library. The Library Pclicy Committee is always open to

suggestions and comments from anyone concerning policies and
procedures in the library; these may be addressed either to the
University Librarian or the Library Peclicy Committee Chaix.

Will Henderson, Chair

Library Policy Committee
Jacksonville State University
Jacksonville, Alabama

19 January 1995




LIBRARY MISSTON STATEMENT

The mission of the Houston Cole Library is to provide information
services and bibliographic resources to surnort the scholarly and
informational needs of the University community. In doing so, the
Library strives to reflect the curriculum first, with secondary
emphasis on faculty research and statewide resource sharing.

The Library serves students, faculty, administration, and staff of
the University. It also makes its resources available to the local
community, businesses, schools, and Alabama libraries, thereby
contributing to the educational, cultural, and economic well-being
of the area. It is an integral part of the Academic Affairs
Division and reports to the Vice-President.

Librarians work in partnership with the academic departments to
enhance the learning experience outside the classroom.
Bibliographic instruction, reference, online database searching,
circulation of books and reserve materials, interlibrary borrowing,
and audio-visual services contribute directly to the faculty’s
pedagogic success. Materials acquisitions and cataloging build the
Library’s collections and make them accessible to its clientele.

1/25/89




LIBRARY BILL OF RIGHTS

The American Library Association affiris that all libraries are
forums for information and ideas, and that the feollowing 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 shculd 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.

ITI. 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 space 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.

(Adopted June 18, 1948. Amended February 2, 1961, June 27, 1967,
and January 23, 1980, by the ALA Council)




CODE OF ETHICS

I. Librarians must provide the highest level of service through
appropriate and usefully organlzed collections, fair and equitable
circulation and service policies, and skillful, accurate, unbiased,
and courteocus responses to all requests for a551stance.

II. Librarians must resist all efforts by groups or individualis to
censor library materials.

ITI. Librarians must protect each user’s right to privacy with
respect to information sought or received, and materials consulted,
borrowed, or acquired.

IV. Librarians must adhere to the principles of due process and
equality of opportunity in peer relationships and personnel
actions.

V. Librarians must distinguish clearly in their actions and
statements between their personal philosophies and attitudes and
those of an institution or professional body.

VI. Librarians must avoid situatiocns in which personal interests

might be served or financial benefits gained at the expense of
library users, colleagues, or the employing institution.

(ALA 1581)
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IT.

IIT.

Iv.

VI.

VII.

VIII.

1X.

XI.

XII.

GUIDING PRINCIPLES

To recognize that patron service is the ultimate goal of
all Library activities

To recognize that the library is not an autonomous body but
operates within a larger organizational framework

To participate in interlibrary cooperation in both the
spirit of sharing and in making the most efficient use of
finances and other resources for cooperative collection
development

To view the Library as a dynamic system, in need of
constant evaluation and adjustment, in order to maintain
the necessary flexibility to accommodate changing
environmental and patron demand

To strive toward maximal organizational efficiency and

effectiveness, in order to best utilize material and human
resources

To aim for an internal working environment that will

produce personal satisfaction in the attainment of Library
goals

To resist attempts to censor information

To respect ‘ndividual patrons and to guard their rights to
privacy :

To acquire and preserve recorded knowledge for future
generations as well as provide tocls for ongoing teaching
and research

To maintain flex1b111ty in meeting patron needs, whether
planning services, appiying regulations, provxdlng
resources, or some other activity

To maximize access to information and use of collections so
that the greatest number of patrons can be satisfied, yet
recognizing unique demands of individuals

To support the University commitment to concerns beyond the
institution proper

(Used with permission of the Long Range Planning Committee, Duke
University Library.)




IT.

LIBRARY GGALS AND OBJECTIVES

UNIT PLAN
gtrategic Planning fitatement:

The Library will emphasize quality support of the
curriculum and, in a new initiative, will attempt to export
information services beyond the Jacksonville campus.

To strengthen its role as academic hub of the University,
the Library, will concentrate on becoming more user-
friendly in terms of intellectual and physical access to
its collections and services. The core curriculum, with
its attendant need for remediation, and developing programs
seeking accreditation will present challenges to the
ongoing maintenance of the Library’s outstanding book
collections.

Unit Goals and Obijectives:

A. To provide information resources to support the
curriculum

1. To update the collection as required and keep it
current in all subjects (ongoing). VPAA-9, p-7

2. To provide adequate collections for accreditation
of new programs and maintenance of current programs
by strengthening areas identified as inadequate by
the collection assessment (ongoing). VPAA-5

(0

To continue where practical and cost-effective to
transfer information resources from traditional
hard copy to digital formats, such as CD-ROM and
online (ongoing). VPAA-2, p-8

4. To restore bibliographic instruction to pre-
proration level and continue to provide quality
reference services (1994). VPAA-2,9, p-7,8

5. To establish online links to other Alabana
libraries’ catalogs in order to share statewide
information resources (1994). VPAA-2, p-8

6. To improve communication between acquisitions,
subject specialists, and academic departments in
order to better cocordinate collection development
(ongoing). VPAA-9, p-7

B. To create an easier-to-use, more inviting environment
for students and faculty

V-1
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1. To complete cataloging of materials for special
collections (1994). VPAA-9, p-~7,8

2. To complete reclassification of collection from
Dewey Decimal to Library of Congress system (1994).
VPAA-9, p-7,8

3. To review physical arrangement of the collection, \
revise locations, and label stacks, as needed \&
(ongoing). VPAA-9, p-7,8 ¥,

4. To enhance quality of service and instruction by
developing faculty and staff through attendance at
conferences, workshops, and training sessions
(ongoing) . VPAA-9, p-7,8

5. To complete interior renovation werk begun in 1988
(1995) . p-8

6. To create a multi-media general information and
directional program to reside on public access
computers in the lobby (1995). p-8

7. To maintain diversity among faculty, staff, and
student assistants while ensuring that the best
qualified candidates are hired (ongoing). VPAA-4

C. To export information services beyond the immediate
University community.

1. To expand campus access to the online catalog off-
campus (ongoing). p-5,8

2. To encourage use of library collections and
facilities by local business, industry, and
educators (ongoing). p-5,8

3. To make online catalog accessible via the Internet
(1994). p-5, 8

4. To serve as an Internet hub and training center for
libraries in Calhoun County (1995). p-5,8

5. To maintain current awareness and communicate
latest findings in information services through
faculty research and scholarly activity (ongoing).
p-5,8

D. To improve access, services, and efficiency through
automation

1. To train persunnel in accessing and using the

V-2
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Internet, which is expected to evolve into the
National Research and Education Network (NREN)
(1994) . VPAA-2, p-8

2. To provide access to tape loaded bibliographic
indexes through the online catalog (1994). VPAA-2,
p-8

3. To establish a Head of Technical Services position
to coordinate library automation, cataloging,
douments, serials, and acquisitions (1994). p-8

4. To work with DSMD to obtain software required to
provide statistical reports on NOTIS system (1995).
VPAA-2, p-8

5. To establish a computer lab in the 10th floor
classroom now serving as the Self Study Office
(1994) . VPAA-2, p-8

E. To enhance audio-visual services and capabilities
campus-wide

1. To integrate various departmental media collections
in the Library online catalog (ongoing). VPAA-2, p-
X

2. To establish the Library as a node in a campus-wide
telecommunications, video, and digital network
(1995) . VPAA-2, p-8

3. To increase listening stations in the Music
Listening Room to better accommodate group
assignments (1994). VPAA-5,9, p-7,8

4. To provide equipment and expertise to support
multi-media production (1995). VPAA-2,5, p-8

Adopted from the Houston Cole Library Unit Plan
December 15, 1993
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One of Houston Cole Library’s primary functions is to provide easy
access to information for the University community. The University
community includes:

1. Students

2. Faculty/Administrative Staff

3. Staff

4. Retired Faculty/Administrative Staff/staff

5. Spouses or Dependents of Faculty/Administrative Staff/
staff or Retired Faculty/Administrative Staff/staff

6. Patrons Not Affiliated with the University

All citizens will be accorded the privilege of use of any materials
in the library; however, not all citizens may check out materials.
Those who will be extended that privilege are defined in Section
IT.

FACH PERSON WITH BORROWING PRIVILEGES MUST CHECK OUT MATERIALS ON
THEIR OWN IDENTIFICATION, and, with the exception of a
faculty/administrative staff/staff member sending a designated
person with written instructions and with their identification card
to check out a specific item for the employee; NO ONE MAY CHECK OUT
MATERIALS USING ANOTHER'’S IDENTIFICATION. In addition, while it is
recognized that it is the right of Students, Faculty,
Administrative Staff, Staff, and persons with wvalid library
borrowing cards to enjoy borrowing and usage privileges, abuse of
those privileges, particularly those that hinder access or usage of
library materials to other library patron or University classes,
cannot be tolerated. The library, therefore reserves the right to
recall all materials checked-out, despite borrowing period or
renewal privileges of the patron, if it is judged to be limiting to
the informational needs of the library community. The decision to
recall materials or refuse renewal of materials will follow the
Library Recall guidelines established in the Houston Cole Library
Policy Manual.

I. Materia]l Formats, Circulation Periods, and Patron Privileges:

patron classification Forpat and Circulation Period

ok o -] aefe c
Faculty 1 Year 24 Hours 24 Hours
Administrative Staff 1 Year 24 Hours 24 Hours
Staff 28 Days N/A N/A
JSU Undergraduates#* 14 Days N/A N/A
JSU Graduate Students* 14 Days N/A N/A
Retired Employees** Sanme N/A N/A

Vi-1
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Spouses & Dependents*
Non-Affiliated Patrons*
Alumni#

ROTC Staff

Friends*

Gadsden State Employees
and Students*

Special Seminar
Students*

Police Academy Students*
Police Academy Staff
Library Card Holders¥*
ILL

Bindery

Patron Classification

Books  Bound Journals Referer

14 Days N/A N/A
14 Days N/A N/A
14 Days N/A N/A
28 Days N/A N/A
14 Days N/A N/A
14 Days N/A N/A
14 Days N/A N/A
14 Days N/A N/A
28 Days N/A N/A
14 Days N/A N/A
28 Days N/A N/A
70 Days 70 Days 70 Days

Format and Circuiation Period

Microforms Musical Scores ILL

Faculty 1 Year 1 Year LL Period
Administrative staff 1 Year 1 Year LL Period
staff 28 Days 28 Days LL Period
JSU Undergraduates#* i4 Days 14 Days N/A
JSU Graduate Students* 14 Days 14 Days LL Period
Retired Employees** Same Same LL Period
Spouses & Dependents¥* 14 Days 14 Days N/A
Non-Affiliated Patrons* 14 Days 14 Days N/A
Alumnix* 14 Days 14 Days N/A
Friends* .. 14 Days 14 Days N/A
ROTC Staff 28 Days 28 Days LL Period
Gadsden State Employees
Students* 14 Days 14 Days N/A
Special Seminar
Students* 14 Days 14 Days N/A
Police Academy Students* 14 Days 14 Days N/A
Police Academy Staff 28 Days 28 Days LL Period
Library Card Holders#* 14 Days 14 Days N/A
ILL 28 Days 28 Days N/A
Bindery N/A 70 Days N/A
Patron Classification Format and circulation Period

AV Material Equipment Jideo Tapes/Discs
Faculty 1 Year 1 Semester 7 Days
Administrative Staff 1 Year 1 Semester 7 Days
staff 28 Days 1 Semester 7 Days
JSU Undergraduates In-House In~House In-House
JSU Graduate
Students In-House In-House In-House
Retired Employees** Same Same Same
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Patron Classitication ' orma Circulation Pe da
AV Materizl Anguinmgn;__!igﬁggrancs/Di;cs

Spouses &

Dependents In-House In-House In-House

Non-Affiliated

Patrons In-House In-House In-House

Alumni In-House In=House In~-House

Friends In-House In-House In-House

ROTC Staff 28 Days 1 Semester 7 Days

Gadsden State Employees

& Students In-House In-House In-House

Special Seminar

Students In-House In-House In—-House

Police Academy

Stucdlents In-House In-House In-House

Police Academy

Stafft 28 Days 1 Semester 7 Days

Library Card

Holders In-House In-House In-House

ILL N/A N/A N/A

Bindery N/A N/A N/A

Patron Classification Format and Circulation Period
Recordings Audio Tapes CDh’s

Faculty 1 Year 1 Year 1 Year

Administrative Staff 1 Year 1 Year 1l Year

staff 28 Days 28 Days 28 Days

JSU Undergraduates In-House In-House In-House

JSU Graduate

Students In-House In-House In-House

Retired Employees** Same Same Same

Spouses &

Dependents In-House In-House In-House

Non-Affiliated

Patrons In-House In-House In-House

Alumni In-~House In-House In-House

Friends In-House In-House In-House

ROTC Staff 28 Days 28 Days 28 Days

Gadsden State Employees

& Students In-House In-House In-House

Special Seminar

Students In-House In-House In-House

Police Academy

Students In-House In-House In-House

Police Academy

Staff 28 Days 28 Days 28 Days

Library Card

Holders In-House In-House In-House

ILL N/A N/A N/A

Bindery N/A N/A N/A

VI-3
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Patron Classification Format and Circulation Period

Albums : Tapes ch’s
Faculty 7 Days 7 Days 7 Days
Administrative Staff 7 Days 7 Days 7 Days
Staff 7 Days 7 Days 7 Days
JSU Undergraduates N/A 7 Days N/A
JSU Graduate
Students N/A 7 Days N/A
Retired Employzes** 7 Days 7 Days 7 Days
Spouses & Dependents N/A 7 Days N/A
Non-Affiliated
Patrons N/A 7 Days N/A
Alumni N/A 7 Days N/A
ROTC Staff 7 Days 7 Days 7 Days
Friends N/A 7 Days N/A
Gadsden State Employees
& Students N/A 7 Days N/A
Special Seminar
Students N/A 7 Days N/A
Police Academy Staff 7 Days 7 Days 7 Days
Police Academy
Students N/2a 7 Days N/A
Library Card Holders N/A 7 Days N/A
ILL N/A N/A N/A
Bindery N/A N/A N/A

* During the May and Summer Semesters the check-out periocd is one
week for Books, Microforms, and Musical Scores.

** Retired Employees retain the same c1rculatlon status as when
they were actively employed.

I. Patron Definition & Categories amd Rules Controlling Usage:
A. Students:

1. Those persons currently enrolled at Jacksonville State
University, both on and off campus, who hold a student
identification card.

2. Students have the right to first priority access to
information because of the nature of their time

constraints -- usually a few weeks or a semester at
most.

3. Students may check out books for two weeks during the
long semesters (Fall & Spring) and/or one week during
other semesters.

4. Students have access to a system of HOLDS. If a book
is checked out, students may request that the book be
held for them when it is returned.

Vi-4
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If faculty/staff or student has a book for more than
two weeks (one week in short semesters) a student may
request that the library RECALL the book. If the
borrower is other than faculty/staff or student the
RECALL may be made at any time the book is needed.

Enforcement of circulation regulations will be
through a system of fines for overdue materials and
charges for lost or damaged materials. Unpaid fines
and/or charges for replacement of books damaged or
not returned will generate a financial encumbrance
on the student’s account, and the student will not ke
permitted to graduate, register, or receive
transcripts until the financial records are cleared.

Students must present a valid JSU identification card
or a receipt for fee payment for the current semester
in order to check out materials.

A limit on the number of items that may be checked
out to each type patron is specified in the computer
profile table, but few patrons are likely to reach
that limit.

Patrons requesting an uncataloged item will be

asked to wait until it is cataloged. The library
faculty/staff will make every attempt to expedite the
cataloging of requested uncataloged materials.

Faculty/Administrative gtaff:

1.

Those persons who are employees of

Jacksonville State University and who have Employee
Identification Cards from the Personnel Office
indicating faculty or administrative staff status.

Books checked out by members of the faculty and
administrative staff (vice-presidents, deans, and
directors) must be returned at a designated time once
a year for library inventory control.

Faculty/Administrative sStaff have access to a system
of HOLDS. If a book is checked out, faculty/
administrative staff may request that the book be
held for them when returned. STUDENTS have priority
in the HOLD system.

Materials that have been checked out for two weeks

(one week during the short semesters) are subject to
library RECALL.
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5. Materials kept in faculty/administrative staff
members’ carrels must be checked out to the
faculty/administrative staff member. Those materials
are also subject toc RECALL.

6. The Policy of the Houston Cole Library is that
reference and periodical materials do not circulate.
In "exceptional circumstances®" Faculty and
Administrative Staff may be granted a twenty-four hour
loan of refarence books or bound periodicals to show
to a class or make copies in a University departmental
office. Permission to circulate these materials rests
with the Subject Specialist for that area, or in their
absence, with the Director of Print Media or the
University Librarian. On evening or weekends the
Librarian on buty may approve such lcans. These loans
will be entered on the online circulation system to
insure knowledge of the whereabouts of such items.

7. Materials shelved or placed by library faculty/staff
at some place other than that designated by the call
number will have the new location noted on the
record that appears on the Library’s OPAC.

8. Patrons requesting an uncataloged item will be
asked to wait until it is cataloged. The library
faculty/staff will make every attempt to expedite the
cataloging of requested uncataloged material that is
in the library.

9. Enforcement of circulation regulations on faculty/
administrative staff will be as follows:

a. At the end of the Faculty/Administrative Staff
circulation period (May 1) the computer will
generate and send a listing of items charged to
each faculty/administrative staff member. A
second such notice will be generated and sent two
weeks later.

b. A bill will be sent to the faculty/administrative
staff member for any materials not returned within
two weeks of the second notice. This billed
amount will go on the faculty/administrative staff
member’s patron record. When the amount of such
bill reaches $100.00 the faculty/staff member will
be blocked from borrowing privileges in the
library systemn.

c. Faculty/administrative staff members attempting to
clear employment when leaving the University will

VI-6
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C. Staff:

not be cleared and their final pay will not be
released until obligations to the Library are
cleared.

Those persons who are employees of Jacksonville State
University and who have Employee Identification cards
from the Personnel Office indicating Staff status.

Books checked out by members of the University Staff
have a 28-Day check-out period in which time they may
be returned or renewed.

Staff have access to a system of HOLDS. If a book is
checked out, Staff may request that.the book be held
for them when returned. Students have priority in
the HOLD System.

Materials that have been checked out for two weeks
(one week during the short semesters) are subject to
RECALL.

Staff members requesting an uncataloged item will be
asked to wait until it is cataloged. The Library
Faculty/Staff will make every attempt to expedite the
cataloging of requested uncataloged material that is
in the Library.

Enforcement of circulation regulations on Staff will
be as follows:

a. At the end of the 28-Day Staff circulation period
the computer will generate and send a listing of
items charged to each staff member. A second
such notice will be generated and sent two weeks
later.

b. A bill will be sent to the staff member for any
materials not returned within two weeks of the
second notice. This billed amount will go on the
staff member’s patron record. When the amount of
such bill reaches $100.00 the staff member wilil
be blocked from borrowing privileges in the
library system.

c. Staff members attempting to clear employment when
leaving the University will not be cleared and
their final pay will not be released until their
obligations to the Library are completed.
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D.

F.

Retired BEmployees:

1. Those persons who are retired employees of the
University and who hold a Jacksonville State
University identification card obtained from the
Personnel Office.

2. Retired employees have the same borrowing privileges
as current employees. However:

3. Both students and current employees have priority of
access to materials, so materials checked out to

retired may by RECALLED at any tjime they are needed
by either of those two categories of patrons.

4. Retired employees who fail to return RECALLED
materials or materials called in at the end of the
annual period may have their borrowing privileges
blocked until they fulfill these conditions.

Spouses or Dependents of Faculty/Administrative Staff or
Re {:] H

1. The University Personnel Office issues identification
cards to family members of employees or restired
employees from the University. Holders of
these cards shall have the same borrowing
privileges as the Patrons Not Affiijated With the
University listed below.

Patrons Not Affiliated with the University:

1. The library will create patron recorus for and
provide borrowing privileges to certain members of
the community who are not currently affiliated with
the University. Instructions on making patron
records for these persons are in Appendix IV. These
persons are generally in the following groups:

a. Jacksonville State Unjversity Alumni Association
Members

b. Faculty/Administrative staff/staff of Area Public
or Private Schools
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IXT.

e. Gadsden State Community College Faculty/Staff or
gtudents

f. Special Semjpar Students
g. Northeast Alabam olic aden taff

h. 8pecia)l Borrowers Card Holders

The loan period for materials checked out to patrons
in these categories will be the same as to students;
however, materials checked out to patrons in these
categories may be RECALLED at any time they may be
needed by students or faculty/administrative staff/
staff.

Materials checked out to patrons in these categories
may be renewed if they have not been requested by
other patrons.

Enforcement of circulation policies on persons not
affiliated with the University will be as follows:

a. Overdue notices will be dgenerated on the same
schedule as that for students.

b. Fines for overdues will be the same as those
charged to students.

c. Patrons who do not return RECALLED items within the
time specified on the recall notice, or patrons who
fail to return borrowed books or pay fines on
overdues Wwill have their borrowing privileges
blocked until they have done so. Those who
persistently violate borrowing privileges may be
permanently blocked from these privileges.

General Lules and Requiations:

A.

B.

Fipes:

Fines are accrued at $.05 per day for a period of
twenty-one days, and then the book is charged to
lost.

Service Fee:

Once a book is charged to lost, a service fee of $3.00
is assessed if the book is returned. 1If the book is
not returned the patron will be assessed the
replacement cost of the book, in addition to the $3.00
service fee.
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Replacement Fee:

The replacement fee is intended to cover the
replacement cost of the book. Replacement ccsts, when
possible, will be taken from the current Books In
Print. If the item to be replaced is only available in
paperback, or the lost item was a paperbound book, then
a $2.00 charge will be added to the replacement cost to
cover the cost of the bookcover. If no price can be
ascertained from Books In Print the cost of replacement
will be the average academic book price from the
current Bowker Annual.

Bindery Fee:

If a book is returned in such damaged condition (at the
time of check-out, the Circulation Staff member will
note any damage to the itewm and flag it for repair or
rebinding upon its return) that it needs to be rebound
then a $10.00 bindery charge will be levied.

Holds:

Patrons who have material checked-out to them that have
a hold placed on them will be sent a notice that the
item cannot be renewed as the material has had a hold
placed upon it. A $3.00 charge will be assessed to any
patron who fails to return (three days after due date)
an item that has bzen placed on hold.
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RESERVE POLICY

The Houston Cole Library maintains a collection of course related,
high-demand, high-risk, and librarian discretionary mat .rials that
are segregated, often temporarily, from the general collection and
usually assigned restrictive loan periods so as to assure greater

availability to library patrons, who may have need of the materials
within a limited time period.

I.

II.

Types of Reserves
A. 8trict Reserve:

Material on strict reserve is not to leave the library

at any time. It is to be checked out for one-hour
periods.

Tw:nty-four Hour Reserve:

Material on twenty-four hour reserve may be checked out
from the library at any time and returned any time
within twenty-four hours of the time of check-out.
Three—-day Reserve:

Material on three-day reserve may be checked ou. at any

time and returned to tne library at any time within
three days of check-out.

D. Qther:

Certain items are also placed on Reserve from the
general stacks that are not strictly class-releted in
nature. These are normally high-demand or high-risk
items by definition (Not Reference, Microcforms,

or other items that normally 4o not circulate). These
are placed on Reserve by the Subject Specialists and
are checked out under ncrmal circulation periods. They
must, however, be returned to the Reserve Desk.

Checking~out Reserve e 18:

A.

Reserve Materials are checked out at the Reserve Desk
and pust be returned to the Reserve Desk in order fcr

the patron to be cleared from the Reserve Check Out
Record.

Patrons may examine Reserve Materials at the Reserve
Desk.
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C. No more than two Reserve Items (24-Hour & 3-Day
Reserve) are permitted to be checkea out by an
individual patron at one time.

IXI. Renewing Reservs Materials:

Reserve materials not designated as being held for
another patron may be renewed.’

Iv' n :

A. Fines for overdue 8trict Reserve materials are 25 cents
per item for each hour overdue.

B. Fines for Twenty-four Hour Reserve materials are 25
cents per hour per item for each hour overdue. Hours
counted as overdue are hours the library is open.

C. Fines for Three-<ay Reserve materials are $1.00 for
each day overdue. :

D. In all cases, the Maximum Fine is $10.00 per item. If
the item is lost the charge will be the Replacement Cost
(see Circulation Policy, VI-10).

V. Paculty Reserve Periods:
Teaching Faculty Reserve monographs will be held for one
semester. At the end of the semester, unless otherwise

notified, the reserve item will be removed from Reserve
status and returned to its designated floor.
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INTERLIBRARY LOAN POLICY

Interlibrary Loans are transactions in which library materials are
made available by one 1library to another for the use of an
individual. The policies followed by Jacksonville State
University’s Houston Cole Library in providing this service adhere
to, and are based upon, the National Interlibrary Loan Code adopted
by the American Library Association in 1980 and the International

Interlibrary Loan Code of the International Federation of Library
Associations.

I. Eljgibility for gervices:

Interlibrary Loan Service is available to faculty members,
administrative staff, staff, and to graduate and honors
students engaged in thesis or senior paper research.
Privileges may be extended to retired emplcyees at the
discretion of the ILL Librarian. The Library encourages
Graduate Students to select thesis topics in respect to
the availability of materials and resources of the
University Library, and therefore they should not need to
borrow extensively from other libraries.

II. Considerations on Materialgs to be Borrowed:

Borrowers should not ordinarily expect to obtain the
following materials through Interlibrary Loan:

A. Items currently available should be requested for
purchase.

B. Bound periodical volumes, single issues, or periodical
microforms.

C. Reference works
D. Rare books or manuscripts

E. Newspapers in their original format and other bulky or
fragile materials

F. Doctoral dissertations or Masters’ Theses
G. Duplicates of titles which are in the Houston Cole

Library collection, regardless of format or circulation
restrictions.

III. CQopyright Restrictjons:
In any one year period the library will not request more
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Iv.

than five copies of articles published within the last
five years from the same journal title. (CONTU Rule of
Five)

Procedures for Requesting Materjals:

A(t

A separate request form must be filled out for each item
desired. Forms are available in the 4th Floor
Interlibrary Loan Office, and also in each of the
Subject Specialist’s Offices. Telephone requests will
be accepted at the discretion of the ILL Department
Head. All patrons who have telephoned their ILIL request
must be sign the ILL request form when they pick up
their material.

ILL request forms must be filled out completely,
including a full bibliographic citation to the reference
source from which the citation was found. (i.e.,
bibliography, pericdical index) -

When requesting a periodical article or book, the
borrower will ascsume all charges incurred, even if the
requested item arrives after their research is completed
or they no longer require the information. A space is
provided on the ILL request form for indicating the
maximum charge that is acceptable to the ILL patron.

The length of time involved in obtaining a loan varies
considerably. However, the average lecan will arrive
from one~to-three weeks from the date the ILL request is
received in the ILL Office.

Regulations:

A.

Borrowers will be notified by phone when the material
they requested arrives. They should pick~-up the
material in the 4th Floor ILL Office as soon as
possible.

The loan period and other regulations governing the use
of ILL materials (i.e., For In-library Use Only, No
Photocopying) are sef by the lending library and must be
strictly observed. In addition, all charges incurred by
the patron from the lending library must be paid,
regardless of when the item becomes available to the
borrower. Failure to comply with such rules and
restrictions may result in the loss of ILL borrowing
privileges.

Renewals are granted only in exceptional cases. If
special circumstances make requests for a renewal
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necessary, then the borrower should notify ILL personnel
at least four days before the item is due.

D. Items borrowed through interlibrary loan must be
returned directly to the 4th Floor ILL Office. When the
office is closed, ILL materials will be accepted by
the Librarian on Duty. Items should not be returned
through the mail.

VI. consjiderations on Materials to be Loaned:

The following items are loaned to other libraries by the
Houston Cole Library:

A. Circulating books

B. Microforms (monographic)

C. Circulating dissertations and theses
D. Newspapers on microfilm

E. Photocopies of periodical érticles

The following items are not loaned by the Houston Cole
Library:

A. Reference works
B. Periodicals (bound, unbound issues, microforms)
C. Audiovisual materials
D. Software
E. Alabama Gallery Materials
F. Strict Reserves
G. Sound Recordings
VII. ILL Overduea:
The Interlibrary Loan Office will send an overdue notice
for delinquent items. A fine of $1.00 per day per item
will begin to accrue 5 days after the date of notice if the

items have not been returned. The charge will apply to all
ILL patrons.
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ONLINE DATABASE SEARCHING POLICY

I. Definition:

Online database searching is a remote, computerized
reference service providing access to indexing, full text,
statistical, and directory information.

II. Purpose:
The Purpose of providing online database searching is to
supply the University Community with increased access to

information. :

ITI. Geoals:

A. To conduct proper reference interviews to determine
exact needs :

B. To analyze needs and construct appropriate search
strateqy

C. To increase searching proficiency
D. To increase knowledge of databases and services
Iv. Objectives:

A . To provide Library Users with increased and improved
reference service

B. To allow maximum access to information at a minimum
cost

C. To improve relations between the Library and the rest
of the University community '

D. To provide informational resources to the community and
industry of Northeast Alabama

v. Scope of Service:

Oonline database searching will be offered to JSU Faculty,
Administrative Staff, Staff, Graduate Students, and
Library Users outside the University Community.

Service will also be provided to Undergraduate Students
that need information from sources not available in the
Library because of cancellations of subscriptions. Should
any scheduling conflicts arise, the JSU Students, Faculty,
Administrative Staff, and Staff will have first priority
for the searching service.
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VI.

VII.

Online Committee:

The Online Committee shall consist of a Committee Chair and
other trained Searchers. The Committee will elect annually
from its members a Chairperson. The Term of Office will
extend from September through August. The vrocess for
election will be determined by the Committee. Decisions
affecting online database searching will be a joint effort
among Committee members with approval by the Director of
Print Media and the University Librarian.

Searchers’ Qualifications:

A. The ability to touch type

B. A basic understanding of microcomputers and
communications software

C. Training or experience in online searching obtained
through any of the following methods:

1. Formal education in a Graduate Library course in
online searching

2. Hands on experience in database searching obtained
from training and utilizing free search time provided
through vendor workshops or training sessions

3. Use of training databases such as the ontap Dialog
files

4. In-house training provided by the Online Committee
Chairperson or an experienced Searcher delegated by
the Chairperson

5. Refresher training as needed to keep the Searcher
current with new databases and developments.

VIII. Committee Chairperson’s Responsibilities:

A. The scheduling and conducting of committee meetings

B. The dissemination of information on such issues as the
use of online access systems and professional training

C. Preparation of requests for equipment, support
materials, and training

D. Act as a liaison with Vendors and Producers

E. Prepare Quarterly and Annual Reports

IX-2

[Fh]
| S




IX.

XI.

F. Promote the development of skills through workshops and
training

G. Report activities to the University Librarian

H. Collect database search forms and log search
information

I. Verify billing statements
J. Compile statistics for Quarterly and Annual Reports

Searchers’ Responsibilities:

A. The ability to recognize the need for an online search
and to refer the patron to appropriate printed sources
when it is determined that an online search is not
necessary

B. To provide Library Users with the most relevant and cost
effective information

C. To maintain awareness of developments in database
searching relevant to his/her area of expertise, through
reading, attendance at workshops or other training
sessions, and continual practice of searching skills

D. To disseminate information about online services to
appropriate departments within their discipline

E. To attend and participate in Committee Meetings

F. To adhere to the American Library Association’s
guidelines on confidentiality

Librarian Referrals:

Librarians not involved with online searching shall
recognize the merits of the service and make every effort
to incorporate the service into their reference and BI
duties by referring Patrons to a qualified Searcher.

All Librarians shall have an awareness cf the scope of
information offered through databases and an understanding
of the capabilities of online searching.

User Fees & Online Searching Allocations:

As long as funds are available, the Library will provide
online database searching free of charge, within certain
limitations, to gualified Patrons. Monetary allocations
are limited to online searching fees only.




XIT.

XIIT.

The Library will assume the cost of the searches for the
following per fiscal year:

A. JSU FACUltY .ccccceeeccancccass $100.00

B. Administrative Staff ........... 100.00
C. Staff ceeeeeceecoscscanscsscacaas 100,00
D. Graduate Students .........cc.. 50.00
E. Undergraduate Students* ...... .. 20.00

* (For those enrolled in subjects such as physics,
chemistry, or biology for which printed sources have
been cancelled.)

Other Underqraduate Students will be charged 100% of the
estimated cost. Other individuals and organizations will
he charged 100% of the estimated cost plus a $10.00
consultation fee. Any search done for a fee will have the
charges collected before the search results are given to
the requestor. All cash and checks are to be recorded and
a receipt given to the search requestor. Checks must be
payable to the Houston Cole Library. Searches may be
charged on University accounts. The Departmental Budget
Code will be used for these charges.

Funding:

All online database fees will be charged to the Serials
Account (430). The Serials Librarian is responsible for
prompt payment of these accounts. :

Search Procedures:

Patrons requesting an online search shall be referred to
the most qualified Searcher (subject or database
expertise). If for any reason the Searcher cannot perform
the search, they may refer the Patron to someone else.

In order to avoid conflicts in scheduling and to provide
unified service the following procedures shall be followed

by all searchers:

A. Will determine the appropriateness of an online search

B. Will explain the benefits and limitations of an online
search

C. Will make clear to the requestor exactly what they will
receive from the service

D. Will explain any charges involved

E. Will give the Requestor a Search Request Form to fill
out, making any necessary explanation
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XIV.

XVII.

F. Will conduct appropriate reference interview to
determine complete scope and depth of information
needed

G. Will post app01ntment in the appropriate log, or if the
computer is not in use, may conduct the search
immediately, if so desired

H. Will detach charges from print-out, affix to Search
" Request Form, and route to Online Committee Chairperson,
when search is complete

I. Will conduct post-interview with Requestor, explaining
all aspects of the printout and provide a S8earch
Evaluation Form for the requestor to complete

J. If the searcher is given the completed Search Evaluation
Form, they will forward to the Onllne Comnittee
Chairperson

Location of Search Areas:

Searches will be performed in areas equipped with proper
facilities. All manuals, thesauri, and other pertinent
materials will be kept in one centralized area. Items may
be taken to other areas for use.

Complaints:

Any legitimate or serious complaint will be taken in writing
and signed by the complainant. It will then be forwarded to
the Online Committee Chairperson and placed on the agenda
for discussion in the next meeting.

Evaluation:

A Search Evaluation Form will accompany search results.
The patron will be requested to complete and return the
form to the Online Committee Chairperson or return to the
searcher. This information will be used to assess and
improve online services.

Marketing/Advertising:

The Online Committee Chairperson will make every effort to
advertise online services within the University community
on a yearly basis.

XVIII. End Users:

Patrons should not be given access to the Library’s
passwords. Therefore, all searches will be conducted
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XIX.

XX.

by a librarian for the end user.

Searchers are encoraged to maintain awareness of
developments in database searching relevant to their area
of expertise. This will be through reading, attendance at
workshops or other training sessions, and continual
practice of searching skills.

Copyright:

Houston Cole Library complies with all United States
Government Copyright Laws. See Appendix of the Policy
Handbook.




ACQOUISITIONS POLICY

It is the goal of the Houston Cole Library’s Acquisitions
Department to develop a collection which meets the present needs
and anticipates the future requirements of the Jacksonville State
University community. Toward this effort, departmental personnel
will keep abreast of available monographs to support the
curriculum; obtain materials as economically as possible; maintain
accounting and inventory records; and cooperate with subject
bibliographers and teaching faculty in the selection of materials.
For specifics related to each of the HCL’s collections please refer

to the Houston Cole Library Collection Management and Development
Policy.

I. Criteria for Selection:

A. Material meets criteria for the discipline as outlined
in the Collection Management and Development Policy.

B. Material will strengthen identified weak areas of the
collection.

C. Timeliness of material

D. Material does not duplicate library’s holdings or
coverage.

E. Monographs authored by JSU faculty members

F. Faculty requests

G. Alabamiana. When possible, two copies of materials
written by Alabama authors, materials about Alabama, or
about Alabamians, will be purchased.

H. Preference wil be given to English language materials.
Exceptions include, but are nct limited to, works intended
for the foreign langage program.

I. Student requests will be honored when they are within
the scope of the HCL Collection Management and
Development Poligy.

J. Items with favorable reviews in acceptable media

K. Items cited in ndexes or specialized bibliographies.

L. Publisher’s reputation
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Priority will be given to scholarly works, but a selective
number of monographs may be purchased to cover the leisure
and remedial reading needs of the University community.

Multiple copies may be purchased when high demand is
demonstrated or anticipated, and at the request of
teaching faculty members when proper Jjustification can
be shown. Twoc copies of Alabamiana, one for the
Alabama Gallery and a second for the circulating
collection, may be purchased when available.

II. Formats Collected by the Acquisitions Department:

A.

B.

MONOGRAPHS: Monographs are acquired for all disciplines.
They are usually acquired through Jjobbers.

SERIALS: With a few exceptions, the Acquisitions
Department does not puichase materials that are serial
in nature. The Serials Department has the
responsibility for purchasing serial materiails.

NEWSPAPERS: Backfiles »f newspapers are purchased when
funds are available.

ILOOSE-LEAF MATERIALS : As needed.

TEXTBCOKS: With the exception of the materials for the
Textbook Collection, the acquisition of textbooks is
strongly discouraged. Exceptions are allowed at the
specific request of an instructor, who requests the
material for Reserve, or when the work itself is of a
seminal, historical, or other significant nature.

REPRINTS: Reprints are evaluated in the same manner as
other monographic and serial requests.

usually at the request of a teaching faculty member.
One copy of all theses from Jacksonville State
University is acquired for the Alabama Gallery.

PAPERBACKS: Acquired when hardcover copy is unavailable
or is of such prohibitive cost that the paper copy
purchase is justified.

MICROFORMS: Monographic microforms are acquired on a
selective basis.

MAPS: Maps and charts are purchased on a selective
basis.
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K.

PAMPHLETS: With the exception of cne standing order
plan, pamphlets are acquired only or a highly
selective basis. Preference is given to free items.
M. MUSICAL SCORES: Purchased selectively
N. KITS: Purchased on a selective basis
0. ART WORKS: Not collected
P. POSTERS: Not collected

Q. SOUND RECORDINGS: Purchased by the Audio-Visual

Department

R. AUDIO-VISUAL: Purchased by the Audio-Visual
Department

S. MACHINE-READABLE DATA FILES: Computer software

packages are not purchased by the Acquisitions
Department. Library materials containing computer
software are classified as kits and are housed in the
Audio-Visual Department.

T. VERTICAL FILES MATERIALS: Acquired on a selective
basis. The majority are University related and the
preference is for free materials.

Replacements:

Materials that are missing, damaged, or lost will not be
replaced automatically. Replacement is dependent upon the
following criteria:

A. Recommendatiocn by the subject speciczlist.

B. Availability.

C. Budget.

Gifts and Exchanges:

HCL will accept donations of library materials and
monetary gifts designated for the purchase of
library materials in accordance with the following
criteria:

A. Publications received as gifts will be evaluated by the
same standards as apply to new materials being
selected for purchase.




B. The Library has the right to retain or dispocse of any
gift materials at the discretion of the librarians
Donors should be made aware of this provision.

C. Normally, the library will not accept added copies of
materials already in the collection, unless the added
copy is judged to be of significant value or an item
that is in high demand.

D. Appraisal of gift materials to the library is the
responsibility of the donor. The library does not
appraise gifts.

E. Gift materials requiring continuing obligations on the
part of the library should not be accepted without
serious consideration of the library’s ability to keep
the materials up-to date.

G. Gift books not retained in the collection will be
offered for exchange to other libraries in Alabama for
reimbursement of shipping charges. Those items not
offered, or accepted, for exchange will be stored at
the University’s warehouse and offered for sale during
the auction of surplus materials.

v. 'gergoga; Copies:

The Acquisitions Department will make every effort to
assist patrons in obtaining order information for personal
copies of in-print published materials. However, it is
the policy of the department not to order personal copies
for individual patrons.
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SERIALE POLICY

The ALA Glossary of Library and Information Science (1981) defines
a serial as a publication in any medium issued in successive parts
bearing numerical or chronological designations and intended to be
continued indefinitely. Serials include perlodlca15° newspapers;
annuals (reports, yearbooks, etc.); the Jjournals, memoirs,
proceedings transactions, etc. of societies; and numbered
monographic series.

The goal of the Library’s Serials Department is to develop a
serials collection that covers as wide a range of subject areas as
possible, with approprlate:materlals that support curriculum needs.
In addition to scholarly journals, the Library strives to maintain
a collection of general interest titles and a few titles
specifically for entertainment purposes. Depending upon the
availability of funds, the Library wilil con51der titles to support
individual faculty research

I. Criteria for Selection:

Because of the ongoing costs a~d high inflationary
characteristics associated with the purchase of serial
subscriptions and standing orders, selections will be made
with a high degree of discrimination. Reevaluation will be
made on a continuing basis with special attention given

to titles which exhibit extraordinary price increases (See
also: Houston Cele Library Collection Management and
Policy, (1991).

New serials titles will be considered for purchase upon
requests of faculty members. The expertlse of the Library’s
subject specialists will be a factor in con51der1ng the
addition of a new subscription. Selection will be made in
consideration of the following criteria:

A. The journal is indexed by services available in our
Library.

B. The title is in the English language (with some
exceptions).

C. Subject matter supports the University curriculum.
D. Appropriateness of need relative to cost.
E. Usage

F. Accuracy of content
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G. Specific need

Subscriptions normally are initially ordered or renewed in the
summer to begin with the following calendar year (January), and
continue for twelve months. If funds permit, several years
backfiles of newly selected titles may be purchased in microform,
if available.

7
1. Newspapers:

The newspaper collection will consist of a wide range
of international, national, regional, and local
papers. it will present diverse political and social
viewpoints, and will be as complete as the budget will
allow.

Purchase of newspapers on microform is selective, with
major regional and national titles given priority.
Retention of newspaper issues which are not replaced
by microform will depend upon specific need and space
availability.

2. Serial Format:

The majority of serial subscriptions will be purchased
in paper copy. Titles may be purchased initially in
microform under the following conditions:

a. Titles are not available in paper copy.

b. Space considerations

c. Expected usage relative to expected need and cost.

II. Permanent Housings
Decisions relating to permanent housing of materials
(binding or microform replacement) will be made jointly by
the serials librarian and the subject specialist. Factors to
be considered in the decision are:
A. Difficulty in obtaining missing issues
B. Cost of microform relative to cost of binding

C. Available shelf space

D. Original format of the material
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Binding & Rebinding:

Every effort will be made to kind complete volumes in a
timely manner. If issues are missing at the time of binding,
and cannot be located in the ‘Library within a reasonable
period of time, the issues will be purchased if available.
Missing issues may also be referenced on an inserted page in
the bound volume, to a specific Business Colliection or
Magazine Collection cassette if available. If issues cannot
be located, or referenced, the volume may be bound ’‘as is’
with an inserted sheet stating that the item was missing at
the time of binding.

The rebinding of monographs is under the direction of the
Serials Department, which has budgetary authority for this
action. The Subject Specialists should deliver all
Reference, Circulating, and Reserve books that need repair
to the Circulation desk for checkout toc Mending. If a book
cannot be repaired in-house, and a question arises as to its
value, it will be returned to the Subject Specialist for
their determination as to whether the item is of sufficient
value to their collection to be rebound. The Serials
Department has responsibility for processing, billing, and
check-out of these materials. The check-in of rebound
monographs is the responsibility of the Cataloging
Department.

Gifts:

Gifts of journals and magazines are gladly accepted by the
Library. The previously cited ‘criteria for selection’ will
be used to determine whether or not to add the material to
the collection. Acceptance is based on the following
conditions:

A. No restriction will be placed on a gift’s disposal.

B. Appraisal of gift materials to the library is the
responsibility of the donor. The library does not
appraise gifts.

Acceptance will be at the discr tion of the Serials

Librarian. The Serials Librarian should bhe consulted before
the items are delivered to the library.

Discarding:

Paper issues that are replaced by microform copy will be
disposed of in the following manner:

A. Popular titles or titles which cannot be sold or
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exchanged will either be offered to JSU students or sent
to EBSCO’s missing copy bank.

B. Scholarly titles will be offered for sale to backfiie
dealers.

C. The remainder will be offered to other libraries.

D. Items not disposed of in the above manner will be
recycled when possible.

Deselection:

Criteria for deselection of materials is defined in the
Houston Cole Library Collection Management and Development

Policy pp.17-19.
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CONFERENCE CENTER POLICY

The Eleventh Floor Conference Rooms are available to groups
internal and external to the University Community. The following
. rules are established to insure availability and good service to
the users of the eleventh floor facilities.

I.

II.

III.

Iv.

Faes:

A. No fees will be charged for a University Acaderic
function.

B. The following fees will be charged to Faculty,
Administrative staff, and Staff for personal use cof the
Conference Center:

1. Up to 5C people $15.00
2. 50 to 100 people ' $30.00
3. 100 to 150 people : $45.00

C. Non-University Community events will be charged
according to the following schedule:

1. O to 4 hrs. 50 people or less $20.00
2. 5 to 8 hrs. 50 people or less $30.00
3. 0 to 4 hrs. 50 to 100 people $30.00
4. 5 to 8 hrs. 50 to 100 peocple $40.00
5. 0 to 4 hrs. 100 to 150 people $45.00
6. 5 to 8 hrs. 100 to 150 people ’ $70.00

D. Unless prior arrangements have been made payment will be
due before use of the Conference- Center.

Time:

Meetings should be scheduled within the library operating
hours. Exceptions may be made on an individual basis. Any
group wishing to use the Conference Center at times not
concurrent with library hours of operation must retain a
security guard approved by the University Librarian.

get Up:
Any rearrangement of furniture will be done by the group
planning to use the facility and must be approved by the

University Librarian. Users must return furniture to its
original arrangement following the function.

Catering:
Ccatering must be arranged by individual groups prior to the
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VI.

VII.

VIII.

function. Catering has to be by the Campus Food Service.

Cleaning:

The University Housekeeping Service is responsible for
cleaning the Conference Center. If a group is
irresponsible and the cleaning is out of proportion to the
size group, an extra cleaning charge will be made. Any
damage due to other than normal use will also result in
extra charges for repair or replacement.

Reservations:

Reservations should be made no later than 1 week prior to
the event. Scheduling is made on a first come first served
basis. A written copy of this policy will be given to
persons making reservations at the time reservations are
confirmed.

Student Groups:

Student groups may use the Conference Center for an
academic function if a responsible JSU employee is present
and sponsors the function.

Irresponsible Use of the Conference Center:

Any irresponsible use of the Conference Center will result
in charges additional to the Use Fee and denial of use to
the group in the future.
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GOVERNMENT DCCUMENTE POLICY

Houston Cole Library is a Selective Depository for United States
Government Publications and, therefore is legally designated to
receive without charge a selected portion of the publications
supplied by the Government Printing Office and other federal
agencies for distribution by the Superintendent of Documents. It
hecame a member o .he Federal Depository Library Program in 1929.
Chapter 19 of Titie 44 of the U.S. Code is the authority for the
establishment and operation of the depository program. Rules and
regulations of the depository programs are in Section I (Overview -
Authorization) and Section V (Laws in Force Relating to Government
Depository Libraries) of A Directory of U.8. Government Depository
Libraries. The directory is located in the Government Documents
Department and the pertinent sections are reprinted respectively in
Appendices II and III of the Houston Cecle Library Policy Manual.

The purpose of the Government Documents Department is to collecct,
organize, and provide free access to the publications of the
United States Government, thus supporting the current and
anticipated instructional, research, and service programs of the
University, and providing for the needs of the community at large
(The 3rd Congressional District of Alabama). Documents are
classed by the Library of Congress Classification System and
integrated into the Library’s collection.

I. Criteria for Selecticn:

A. The Federal Depository Library Program requires libraries
1.0 select certain titles which form a basic collection.
Selection procedures are in A_Directory of U.S. Government
Depository Libraries. Publications are selected from the
List of classes of United States Government Publications
Available for Selection by Depository Libraries.

B. For collection guidelines see the Houston Cole Library
Collection Management and Delevopment Policy.

II. Circulation:

A. United States Government publications circulate in the
same manner as other materials except for the machine
readable files, which may be downloaded if the patron
provides a diskette.

STATE OF ALABAMA PUBLICATIONS

State of Alabama publications are not in the province of the
Federal Depository Procram, but are briefly discussed here for
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convenience and the similarities of their programs.

I. Criteria for Selection:

Acquisition of State of Alabama Publications is under the
direction of the Acquisitions Department. Selection
criteria are found in Sections I. E and I. L of the
Acquisitions Policy and on page XIII-2 of the Alabama
Gallery Policy of the Houston Cole Library Policy Manual.

II. Circulation:

State of Alabama Publications will not be circulated when
only one copy is owned by the library.
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LIBRARY DIS ¥

The Houston Cole Library Display Cabinets are designated for
Jacksonville State University Faculty publications. The display
cabinets are maintained by the University’s Faculty Research
Committee and are updated annually.

The Exhibit Spaces at the east and west ends of the Library Lobby
are designated for library displays of an educational, cultural, or
intellectual nature. These displays are maintained by an
individual delegated by the University Librarian, who has the final
responsibility for all exhibits in the Library.

*




SECURITY POLICY

Library security is directly related to the well-being of pecple
and property within the library facilities at the University.
Since no one library staff member can be everywhere at once, all
library personnel must be individually aware of potential security
problems. It is desirable for them to know how to handle security
problems as they occur, and how to prevent or minimize potential
security problems. Review of security policies, issues, and
procedures should be a continuous process. Library staff should
refer to the 8Security Procedures section for information on
handling individual security matters and problems, and notify the
person in charge at the time of the incident.

Normal hours for the Houston Cole Library are posted each semester.
Access to the building at other hours requires permission from the
University Librarian and knowledge and assistance of the University
Police. :

Unauthorized removal or the mutilation of library materials are
illegal, selfish acts which render the information unavailable to
other patrons. There is no defense for these acts and they should
not ge¢ unpunished. The Library must be able to account for
materials which are collected for study, and which are paid for
with state funds. The following are provisions for the library toc
report offenses for prosecution, judgement, and punishment of
anyone found stealing or mutilating library materials or infringing
on the rights of library patrons and library personnel:

T. Unauthorized Removal, Theft, or Failure to Return Library
Materials:

The unauthorized removal of materials includes evasion of
check~out and inspection procedures and the willful or
repeated failure to respond to recall notices.

IT. Mutilation of Library Materials:

Mutilation of library materials is defined as the defacing
of library materials by marking or underlining or tearing
or cutting pages or parts of pages out of books or
periodicals. The attempted removal of security markers by
slitting open the spine of a book or ripping bar code or
call number labels from books are also considered forms of
mutilation. The mutilation of library materials is a
serious offense against the academic community and should
be regarded as such.




IIT.

Iv.

vandaligm:

Vandalism is the willful or malicious destruction or
defacement of public or private property. Anyone found to
have vandalized the library building, property, or
equipment will be reported to the University Police.

Personal Security of Patrons and Library Personnel:

A.

Theft:

Theft of personal property belonging to library patrons
or library personnel is a serious offense. It is the
policy of the Library to actively work to prevent theft
of personal property through awareness programs

and by reporting to “he University Police any attempts
to steal personal items.

violent or Disruptive Patrons::

It is the right of library patrons and library
personnel to expect a safe and quiet environment in
which to pursue their research, work, and other
library-related activities. It is the policy of the
Library to notify the University Police of any

person/persons acting in a violent or disruptive
manner.

Sexual Harrassment:

Stated simply, sexual harrassment will not be
tolerated. The Library adheres to Jacksonville State
University’s Policy (I:02:05) in dealing with reports
of sexual harrassment.

Fire:

The danger of fire in the Library is a serious matter
and any violation of safety codes or smoking _
requlations should be handled in a expeditious manner
by Library Personnel. Violations of smoking rules
should be reported to the Security Clerk at the
Circulation Desk. Maintenance of fire safety equipment
in the Library is the resonsibility of the University’s
Physical Plant Department.

Personal Injury or Sudden Illness:

A First Aid Kit is kept at the Circulation Desk.
Library Personnel should notify the Circulation Desk
of any injury or illness of any Library Patron.
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V.

Elevators:

There are three public elevators for the use of Library
Patrons; the service elevator is reserved for
University personnel and Marriott staff. The Library
staff is encouraged to utilize the service elevator for
all book truck traffic and other equipment usage.

Doors:

1. Emergency Dooxs:
No one is permitted to use the Emergency Door exit
in the basement except in the case of an-actual
emergency.

2. Receiving Door:

Use of the Receiving Door is restricted to Library
personnel, Center For Individulized Instruction
personnel, Graduate School personnel, University
personnel with library-related business, Marriott

staff, and other persons making business deliveries
to the library.

Other Security Considerations:

A,

Focod & Drink:

As food and drink can cause damage to library materials,
library furnishings, and library equipment through
spillage and can attract book and paper damaging
insects, the policy of the University Library is to
restrict their consumption to designated areas. For
Library patrons the designated area is the lobby. Non-
compliance should be reported to the Circulation Desk.

Tobaceoes

It is the policy cf the University to provide non-
smoking students, faculty, and staff with a tobacco
smoke-free environment in which to work and study.

While the University is sensitive to thea needs and
rights of smokers, our primary ccncerxrn must be for the
protection of the non-smoking population. Smoking in
campus buildings will be allowed only in areas
designated "Smoking Permitted." It is the policy of the
University Library to permit smoking in the southwest
quadrant of the lobby and outside the building. Non-
compliance should be reported toc the Circulation Desk.
CII and the Graduate Office set their own smoking policies
for their areas.
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The use of smokeless tobacco on campus has resulted in
significant damage to University property and has caused
additional cleaning expenses. There is also the growing
concern about the possiblity of the spread of disease
through contact with body fluids. It is the policy of
the University that the use of smokeless tobacco will
not be permitted in any facility on campus; therefore
smokeless tokacco is not permitted in the library. Non-
compliance should be reported to the Circulation Desk.
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LIBRARY STUDENT ASSISTANT POLICY

HOUSTON COLE LIBRARY
JACKSONVILLE STATE UNIVERSITY

I. General:

A,

Library Operating Hours:

Fall & 8pring Terms

Monday - Thursday 7:30 A.M, - 11:00 P.M.
Friday 7:30 A.M. - 4:30 P.M.
Saturday - 9:00 A.M. - 5:00 P.M.
Sunday 3:00 P.M. - 11:00 P.M.
May & Summer Terms

Monday - Thursday 7:30C A.M., - 5:00 P.M.
Friday 7:30 A.M. - 4:30 P.M.
Saturday N 9:00 A.M. - 1:00 P.M.
Sunday 5:00 P.M. - 9:00 P.M.

Before a Student Assistant can begin working they must
pick up a pink work permit from the Personnel Office.
The permit and a copy of the student’s class schedule
should be taken to the Secretary to the University
Librarian in the University Librarian’s

Office (8th Floor of the Houston Cole Library).

Student Assistants will be assigned to the following
departments in the Library:

1. Acgquisitions/Serials 5. Interlibrary Loan
2. Audio-Visuals 6. Computer Lab

3. Circulation/Reference

4. Processing

Job descriptions are on file in the Financial Aid Cffice
and the University Librarian’s Office.

Evaluations are completed near the end of the Fall Term
and during the mid-Spring Term and become part of the
Student Assistant’s file at the Library and the
Financial Aid office. When prospective employers call
for references, these evaluations are used.

The Student Assistant will receive a Student Employee
Improvement Form if it is evident a problem is
developing with their work. Suggestions for and
ussistance in improving a problem will be given by their
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II.

supervisor. Continued lack of improvement will result
in the loss of the student job.

G. Licvary Student Assistants are representatives of the

Lis.;ary. As such they should adhere to the following
guidelines and regulations:

1. Zating, drinking, smoking, or the placing or
receiving of phone calls during work is prohibited.

2. Courteous behavior towards Library Patrons and
Staff is imperative.

3. If asked a question that they cannot answer, the
student assistant should seek the assistance of a
Library Staff member.

4, Library work comes first.

5. The student assistant should not encourage friends
to visit while they are working.

6. They should remain in their assigned areas unless
they need the assistance of a Library Staff member,
or are fulfilling other assignsd duties.

H. Students are hired for one semester at a time and are
expected to work the entirs semester.

I. Every effort will be made to assign each Student
Assistant a work schedule that will accommodate both
Library and student needs. Schedules will be assigned
by Library Department Supervisoers.

Attendance:

If a student assistant is going to be absent, it is their
responsibility to find another student assistant to take
their place during their scheduled work assignment. A list
of all student assistants in the department and their phone
numbers will be provided to each student employee at the
beginning of the semester. Call the Secretary to the
University Librarian (782-5255) or the Circulation Desk
(782-5758) to report any substitutions.

Pavrolls and Paychecks:

A. The student payroll is signed on the last working day of
the month in the University Librarian’s Office on the

8th Floor. 8Students who fail to sign the payroll will
not be paid.




Iv.

B. Paychecks may be picked up after 2:00 P.M. on the 4th
working day of each month from the Secretary to the
University Librarian (University Librarian’s Office -
8th Floor).

C. Students who are unable to pick up their checks may
leave a stamped, self-addressed envelope with the
Secretary to the University Librarian.

D. Students who are unable to sign their payroll can sign a
form in the University Librarian’s Office at_any time
during that month to allow them to be paid.

Time Keeping Policy:

A. Students are required to sign the appropriate time sheet
upon arrival at work and again when they depart.

B. Student workers are to total their hours each day they
work and record them on the time sheet. At the end of
each week they are to total the number of hours worked
each day and enter the weeek’s total in the TOTAL
column.

C. The Payroll is based on the hours recorded on the
official library time report sheet.

D. Falsification of the time worked will result in the
immediate loss of the Student Assistant’s job.

8tudent Assistant Training:

A. Technical Services & Audio-Visual Student Asssistants

Training will be supervised by Library Personnel in
those areas.

B. Circulation & Reference

Library orientation and training will be conducted
during the day during the student’s first semester by
the Librarian on the floor or at the Circulation desk to
which the student is assigned. After successful
completion of this training the Student Assistant may be
assigned to work independently on floors when a

Librarian is off duty or at night or during weekend
hours.
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ALABAMA GALLERY POLICY

The Alabama Gallery is the Houston Cole Library’s special
collections area, which is defined as a collection of materials
separated from the general collection because they are of a certain
format, on a certain subject, of a certain perlod or gecgraphical
area, rare, fragile, or valuable. The primary purpose of the
Alabama Gallery’s collections is to serve researchers whose
interests pertain to Alabamiana. The Gallery houses two
collections: the Alabama Collection and the Rare Book Collection.
Alabamiana publications consists of those materials about Alabama
or of Rlabama authorship and State of Alabama Publications. 1In
addition, materials about the local region and Jacksonville State
University are also collected. The Rare Book Collection consists
of items that are considered valuable due to their age or
uniqueness. Because of the nature of the collections and staffing
considerations certain restrictions are placed on their access and

use. The following policies are guldellnes for the Alabama
Gallery:

I. The doors of the Alabama Gallery remain locked at all times.
Access is permitted to researchers by the librarian on duty
or by the Secretary to the University Librarian. Visitors
who request a tour of the collections should see the
Secretary to the University Librarian.

II. The Alabama Gallery is closed on the weekends.

TITI. A staff member must be present while a patron utilizes the
collections.

IV. Materials may only be removed from the Gallery for

photocopying and with permission of the Staff member
present.
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REFERENCE POLICY

Reference Service at the Houston Cole Library is the personal
assistance provided by the various Subject Specialists and other
members of the Library Staff to Library Patrons in pursuit c”
information. This service may include both the locating ana
supplying of needed information or the referral to other resources
internal to or external to the Library. As with the General
Collections, the Reference Collections in the Library are arranged,
to as great a degree as possible, by discipline. The Reference
Collections are housed in the following arrangement:

2nd Floor: General Works; Auxiliary Sciences of History;
Philosophy; Logic; Psychology; Ethics; Religion;
Archaeology; Numismatics; Epigraphy; Heraldry:;
Genealogy; Biography; Library Science;

Bibliography
3rd Floor: History: Geography; Anthropology
4th Floor: Economics; Transportation & Communications;

Commerce; Finance; Socioleogy; Criminal Justice;
Political Science; Public Administration

5th Floor: Education; Physical Education; Recreation

6th Floor Art; Architecture; Music; Philology:; Linguistics;
Languages & Related Literatures

7th Floor: Literature

9th Floor: General Science; Mathematics; Computer Science;

Astronomy; Physics; Meteorology; Chemistry:;
Geology; Natural History; Biology:; Botany;
Zoology; Anatomy; Physiology; Microbiology;
Medicine; Nursing

10th Floor: Agriculture; Technology; Engineering; Photography:
Handicrafts; Home Economics; Military Science;
Naval Science; Law

I. Criteria for Selection of Reference Materials:

The ALA Glossary of Library and Information 8cience (1981)
defines a Reference Book as a "book designed by the
arrangement and treatment of its subject matter to be
consulted for definite items of information rather than to be
read consecutively." New Reference titles will be
considered for purchase upon the request of Faculty, Staff,
Administrative Staff, Studerts, and other interested patrons.
In addition, the expertise of the Library’s Subject
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Specialists will be a major factor in considering the
acquisition of new Reference materials. Selection will be
made along guidelines established in the Houston Cole
Library Collection Management and Development Policy and in
consideration of the following criteria:

A.

B.

Cc.

D.

E.

Subject material supports University curriculum or
addresses specific needs.

Appropriateness of need relative to cost.
Usage
Accuracy of content

The title is in the English language (with exceptions).

List of Reference Services:

A.

Circulation of Reference Materials & Bound Periodicals:

The Policy of the Houston Cole Library is that reference
and periodical materials do not circulate. 1In
"exceptional circumstances" Faculty and Administrative
Staff may be granted a twenty-four hour loan of reference
books or bound periodicals to show a class or to make
copies in a University departmental office. Permission
to circulate these materials rests with the Subject
Specialist for that area, or in their absence, with the
Director of Print Media or the University Librarian. On
evening or weekends the Librarian on Duty may approve
such loans. These loans will be entered in the online
circulation system to insure knowledge of the whereabouts
of such items.

Added Volumes and Superceded Sets:

Accessibility to the library collections is of paramount
importance to the librarians and the library’s patrons.
However, in contrast to monographs in the circulating
collections, reference works limit this accessibility to
hours of library operations. The problem of shelving space
has created a situation in which certain refesrence works
cannot be housed in the designated Reference areas and
therefore must be housed in the circulating stacks. To
insure the integrity of the Reference Collections and at
the same time provide maximum accessibility for library
patrons, the Subject Specialists will designate added
volume titles or superceded set titles in one of the
following categories:




1. Refereiuce Only:

All volumes housed in Reference area and cataloged
Reference.

2. Latest Edition or Set in Reference (Non-Circulating):

The latest edition or set is housed in the Reference
area and cataloged Reference. The superceded volume or
set is housed in the circulating stacks; the
designation Reference is removed from the volume(s)’
call number, the bibliographic record is revised to
indicate the item is non-circulating, and a non-
circulating tag is placed on the volume(s).

3. Latest Edition or Set in Reference (Circulatingi:

The latest edition or set is housed in the Reference
area and cataloged Reference. The superceded volume or
set is housed in the circulating stacks, the
designation Reference is removed from the volume(s)’
call number, and the bibliographic record is revised to
indicate the item circulates.

4. Latest Bdition or Set in Reference (Discard):

The latest edition or set is housed in the Reference
area and cataloged Reference. The superceded volume or
set is weeded from the collection and removed from the
bibliographic record.

Reserve:

Certain items are placed on Reserve from the general
circulation stacks that are not strictly class-related in
nature. 7hese are normally high-demand or high-risk
items by definition. These are placed on Reserve by the
Subject Specialists and are checked out under normal
circulation periods (the same as the Circulation Desk

periods). They must, however, be returned to the Reserve
Desk.

The circulation status of Reference Works and Bound
Periodicals precludes their being placed on Reserve.

Bibliographic Instruction:

Bibliographic Instruction Services range from Orientation
Tours of the Library for school and other groups to
Instructional sessions with faculty and students in
subject related or research methodclogy courses.
Individuals may also receive similar assistance by making
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an individual appointment with the appropriate Subject
Specialist or the Coordinator of Bibliographic
Instruction. Subject Specialists should always notify
the Coordinator of any BI sessions taught.

Online Database Searching:

Subject Spec1a11sts are expected to develop and maintain
expertise in the databases within their subject areas.

Policies and procedures for Online Database Searching are
located in Section IX of the Houston Cole Library Policy.

Photocopy Policy:

The Houston Cole Library adheres to the Copyright Laws
as promulgated in the United States Code Title 17,
Sections 106-107 (Appendix I, Houston Cole Library
Policy) .

Subject Specialists are expected to assist patrons with
the mechanical usage and supply needs of the library’s
photocopy and reader/printer machines. Copyright
adherence is the responsiblity of the individual patron.

Referrals to Other Libraries and Services:

Tt is the policy of the Houston Cole Library to make
referrals to other libraries or resources when
information or material is unavailable from our library.
If possible the Subject Specialist should verify that
another institution has the requested information or
materials before informing the patron to seek help
outside the library. Consultation with other Subject
Specialists before making a referral is encouraged.

Inquiries for Pre-Order, On Order, and In-Process
Materials:

When patrons request materials that are not physically in
the Library, or have not been processed and cataloged,

the Subject Specialist should first ascertain if other
available items can fulfill the patron’s informational
needs. If the requested material proves to be unique or
of such a timely nature that it best serves the patrons
needs, the following procedures should be done:

1. Pre-Order Materials:

The patron should £ill out an Unprocessed Materials
Request Form. The librarian should verify that the
control number and the bibliographic information is
correct. Forward form to the Circulation Desk for
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dis;position (the Circulation Desk will forward form
to Technical Services; after the item is ordered and
has arrived and been catalogued, it will be routed to
Circulation Desk where the staff will notify the
patron that the requested material is ready to be
checked-out) . )

2. On-Order Materials:

The patron should fill out an Unprocessed Materials
Request Form. The librarian should verify that the
control number and the biblicgraphic information is
correct. Forward form to the Circulation Desk for
disposition (same as above).

3. In-Process Materials:

Again, remember to ascertain if the item is the

only available material on the subject. If it is
unique or timely direct the patron to Technical
Services (Cataloging) for assistance. At night or on
the weekend have the patron £ill out an Unproceesed
Materials Request Form. Verify that the control
number and bibliographic information is correct.
Forward form to the Circulation Desk for disposition.

Telephone Reference:

Telephone Reference Service is encouraged, however,
assistance to patrons physically in the building has
priority to telephone queries.” If confronted with a
reference telephone query while engaged in reference
assistance to a patron it is best to take a brief message
and phone number and respond when it is more convenient.

Library Users:

The instructional, informational, and pedagogical needs
of the Library’s patrons are the primary responsiblity
and priority of Reference Services. Courtesty, accuracy,
and timeliness are the responsibility of all Subject
Specialists.

Faculty Liaison:

An important component of the Subject Specialists’ duties
is Faculty Liaison. This component includes direct
contact with the specialisi’s respective academic
departments and individual faculty to promote awareness
of library programs, collections, and services. Among
the most important areas are cooperative planning and
development of collections, formal and informal
bibliographic instruction, and reference services.
XVIII-5
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ATALOGING LICY

The Cataloging Department of the Houston Cole Library is the
administrative unit of the library which catalogs and classifies
materials. In addition to these primary duties, it performs
accessioning, physical processing, monographic binding and
rebinding, in-house repair and mending, barcoding, retrospective
conversion, and recataloging duties.

I. Cataloging Standards:

In order to make the cataloging of individual items as
inexpensive and expeditiocus as possible, and recognizing
that conforming to national standards is essential for any
library in a shared cataloging environment, the Cataloging
Department follows Library of Congress practice whenever it
can be ascertained. AACR2 and the Library of Congress’
interpretations of AACR2 are followed. However, if ocLc
practice conflicts with LC interpretations, CCLC practice
is followed.

AACR2 third-level of description is used for all record
input into OCLC. The department attempts to edit NOTIS
records to reflect full-level AACR2 description. However,
the individual Cataloger may determine if such editing is of
sufficient value to justify the effort expended. Minimal-
level cataloging (Level 1) is acceptable for items input
into the Notis system only. The MARC holdings record is
edited to reflect third-level description.

The JSU Cataloging Department recognizes the contractual and
ethical obligations of the Library to OCLC, and through OCLC
to the national and international library community.
Inputting bibliographic data into OCLC at Level 1 is a part
of this obligation. The OCLC guideline "When to Input a
New Record" is followed. Conservatism is exercised in
deciding if a new record is to be input. In transcribing
pre-AACR2 copy from the National Union Catalog, AACR2 is
applied except for the choice of main entry.

The LC classification schedules and their updates are
followed for all current cataloging and recataloging.
Generally we do not reclassify en masse to reflect changes
in the schedules. If an item is classed correctly and there
is no alternate classification number (i.e. biblicgraphies
and PZ’s), it will not be reclassed at the request of the
Ssubject Specialist. If the actual location is at variance
with the classification, a note will be added to the copy
holdings screen.
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II.

Authority work is done at the time of cataloging. IC
authority practice is followed if available. Local
authority records are input into the NOTIS system. AACR2
and MARC authority format are followed. The following is a
list of the aids utilized by the Cataloging Department:

A. Anqglo-American Cataloging Rules, 2nd edition, 1988
revision

B. Library of Congress Rule Interpretations

C. Library of Congress Cataloging Service Bulletin

D. US_MARC Bibliographic Format (3 vols.)

E. U8 MARC Authorit ormat
F. U8 MARC Holdings Format

G. Library of Congress Subject Headings

I. Library of Congress Subject Cataloging Manual: Subject
Headings

J. Library of congress Subject Cataloging: Shelflisting

K. Library cf Conqgregss Classification S8chedules

L. OCLC Bibliographic Formats and Standards
M. OCLC Technical Bulletins

N. NOTIS VUser’s Guide: Cataloging and Authorities

0. Library of Congress National Union Catalog

Location Codes:

The assignment o>f location codes is largely predetermined by
the physical format of the item and by the Houston Cole

Library Collection Management and Development Policy. For
the following formats additional criteria when assigning
location codes include:

A. v t H

The intellectual level in the fixed field as determined
by the Library of Congress is given primary
consideration; however the Cataloger can decide, based
on the needs of the University community and/or with the
consultation of the Subject Specialist to change the
intellectual level. Items at the senior high school
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level, titles with extensive critical commentary, and
abrldgements of adult material can be placed in the
general collection.

B. ERit:

Items in more than ocne physical format are designated as
"Kit." The exception is an entity consisting of a book
and software. If a book is a handbook to the software
and is subordinate to it, the entity is designated
wsoftware.” If the book can be used separately, the
entity is designated "Kit.®"

C. Reference:

The ALA GLossary of Library and Information 8cience
(1981) defines a reference book as a "book designed by
the arrangement and treatment of its subject matter to
be consulted for definite items of information rather
than to be read consecutively." The Subject Specialist
will be consulted if there is a guestion regarding a
book’s de51gnatlon as "Reference." A "Locaticn
De51gnatlon Enquiry Form" will be attached to the book
in question and sent to the appropriate Subject
Specialist for review and disposition.

D. Latest Edition:

This designation applies to open entries only. The
Subject Specialist will be consulted to determine if a
title is to be so designated. Again the "Location
Designation Enquiry Form" will be filled out by the
5ubject Spec1allst to indicate disposition of open
entries in question.

E. Periodicals:

Materials which are received at least twice a year and
which consist mostly of reading matter generally are
designated "perlodlcals.“ Blbllographles, indices, and
abstracts which are issued periodically, are to be
de51gnated "Reference." No attempt will be made to
reassign a reference location to the many exceptions to
the policy. The manner of issuance takes precedence
over the physical format. Exceptlons to this are
perlodlcals which are part of major microform
collections when the entire collection does not consist
of periodicals. The department does not follow the
Library of Congress practice of creating separate
blbllographlc records for periodicals which are issued
in different physical formats. The format is indicated
on the holdings record. Reprints of periodicals are
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designated "Periodical." Previously cataloged materials
that are exceptions to this are recataloged.

F. Rare Books:

Since this designation removes a book from -the
circulating collection, this location should be used
sparingly and assigned to books that are truly rare. To
determine the rarity of an item, anyone who has relevant
knowledge may be consulted.

G. Textbooks:
This location is assigned items intended for the use of
students in elementary and secondary school education.
These books are not purchased, but are gifts from the
State of Alabama. Textbooks in more than one medium are
designated "Kits."
III. cCataloging Priorities:

Items are processed and cataloged according to the
following priorities:

A. Items for which there is an immediate and specific
need.

B. Items which consist of material which will soon be out
of date. (Strictly ephemeral material is placed in the
Current Events Collection)

C. Added volumes and copies

D. 1Items for which Library of Congress cataloging is
available.

E. Items for which member copy is available and LC copy is
available for another edition.

F. Items for which member copy is available.

G. Items requiring original input with LC or member copy
available for another edition.

H. TItems requiring original input for which no like
material is available through OCLC.

IV. Recjassification:
Materials that are sent to cataloging for mending,
barcoding, retrospective conversion, etc., and are to be

retained, are reclassed prior to returning to the
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collections. Other reclassing is done as time permits and
in consultation with the Subject Specialist.
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PRESERVATION POLICY

Preservation is the Term used to describe measures taken to
maintain the physical condition, currency, and completeness of the
Library’s collection. Preservation_ encompasses conservation,
repair, restoration, replacement, deselection, and retention of
materials in all formats.

Decisions regarding the preservation of materials are not the sole
responsibility of any one person or department, but rather a joint
effort among individual staff members and various departments.

I. Repair/Restoration:

Repair and restoration is generally the responsibility of
the Cataloging Department. Binding procedures for materials
not repairable in-house, but deemed worthy of retention, are
the responsibility of the Serials Department.

II. Deselection/Replacement:

Deselection involves the removal from the active collection
of materials to be discarded, stored, cr transferred to a
special collection. Replacement involves the acquisition
of materials previously held and deselected by the library.
Primary responsibility for deselection/replacement decisions
lies with the Subject Specialists. Teaching faculty will
be consulted when appropriate.

A. Criteria for deselection/replacement:

1. Missing Materials:

Materials missing in inventory after four shelf
inspections (four shelf inspections are conducted
during one academic calendar year) will be withdrawn
from the catalog. Replacement is dependent upon the
material’s meeting the current selection criteria,
availability, and budget.

2. Physical Condition:

Materials deselected for reasons of poor condition
will de replaced if they meet the selection
criteria, are available, and budget permits. If
replacement copy is unavailable for an item still
needed for the collection, every effort should be
made to preserve it.
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Obsolescence of Information:

Materials that contain obsolete or erroneous
information and dc¢ not retain some historical,
seminal, or research value should be deselected.
This factor is particularly applicable in rapidly
changing fields such as technology and the sciences.

Multiple Copies:

Excess multiple copies of seldom used titles should
be deselected.

Later Bditions:

Replacement by later editions depends on subject
matter, circulation, length of time between
editions, or extent of revision.

Government Documents:

Documents, except when superseded, must be retained
for five years. Discarding will be done in
accordance with the Government Printing Office
Policy as stated in Instructions to Depository
Libraries. Documents are replaced following
standard selecticn criteria.

Superseded Works:

Works superseded or cumulated in more comprehensive
publications should be deselected.
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AUDIO~VISUAL CENTER POLICY

The Audio-Visual Center of the Houston Cole Library serves the
media needs of Jacksonville State University. It is the goal of
the Center to provide appropriate audio and visual support for
University courses; Faculty, Administrative Staff, Support Staff,

Student, or other University-related meetings held in campus
facilities; and to provide such support for any other group
gathering on our campus who should request the center’s assistance.

The Audio-Visual Center also provides assistance with the creation
of audio or visual materials for Faculty, Staff, or Students. This
service includes, but is not limited to, original graphics for
reports, publlcatlons, presentations, slides, overhead
transparencies, audio productions, and tape duplication.

The Center maintains a collection of educational audiec and visual
material for use in conjunction with University courses.
Suggestions for software selection, which directly impacts on
course offerings, are actively sought from all JSU Faculty. Staff
and Students may also request course-related materials. These
materials are available for use within the Center facility by
anyone and may be borrowed by any JSU Faculty, Administrative
Staff, or Staff member for use elsewhere.

It is the policy of the Audio-Visual Center to abide by the United
States Copyright Law and its regulations. Services will be refused
toc those patrons who make requests which will engage Center
personnel in a copyright violation.

I. Audio-Visual" Equipment:

A. Audio-Visual equipment will be provided for support of
Unlver51ty courses, meetings, and other public functions
held in University facilities. Requests for loan of
equipment should be made as far ahead as possible to
allow for scheduling of the desired equipment. A
minimum of 24-hours advance notice is required to insure
effective service.

B. Equipment will be provided te Faculty, Administrative
Staff, and Staff upon their personal signature. This
51gnature is their agreement to accept responsibility for
the prover use and safe return of the items borrowed.
They also agree to provide appropriate safe storage when
it is not in use.

C. Audio-visual equipment will be provided for Student
projects upon the personal request of the appropriate
Faculty or Staff Group Sponsor. Equipment will be

XXI-1

Q 63




delivered to, and signed for by, the requesting
Faculty or Staff member only. Requests for pick-up by,
or delivery to, students alone will not be honored.

Audio-visual equipment will he provided to non-
university functions which meet in on-campus
facilities. The leader of the function or their
designated substitute will sign for each piece of
requested equipment and will provide for its safe and
proper use until it is returned to the Audio-Visual
Center.

Center personnel will endeavor to insure that patrons
understand and can effect proper operation of the lcaned
equipment.

Every effort will be made to provide patrons with
equipment in good condition. Equipment in poor
condition will not be loaned. ‘Patrons will be required
to provide for repair or replacement of equipment which
is lost, stolen, or returned to the center in poor or
non-operable condition (due to its misusage).

Equipment will be repaired by the Center in a timely
fashion as parts or funds for repair by outside
maintenance are made available.

Procurement of new, up-to-date equipment to enhance the
Center’s services to the University will occur as funds
allow. Selection of new equipment will be made by the
Director of Non-Print Media according to the following
criteria:

1. Equipment which meets the educational or
professional needs of the University.

2. Equipment of good construction to render long and
effective service.

3. Equipmenﬁ designed to be as multi-functional as
possible, and still carry-out its primary tasks in
an outstanding manner.

4. Equipment which is designed to be as easy to use as
possible.

01d equipment, which is deemed no longer useful or non-
repairable by the Director of Non-Print Media, will be
sent to the University Warehouse as surplus.




II.

IiI.

Audio-Visual Services:

A.

Personnel of the Audio-Visual Center will assist
University patrons with the set-up and operation of
equipment whenever possible. .

A minimum of one-day’s notice will be required for
requests for equipment set-ups to-allow for scheduling
of equipment and personnel.

Emergency situations will be handled as required.

Center perscnnel will assist patrons with equipment
selection, set-up suggestions, and media production and
selection, according tc their expertise. Difficult

problems should be referred to the Director of Non-Print
Media.

The Director of Non-Print Media has the right to refuse
services which will cause Center personnel to disobey
current copyright laws, rules, or regulations.

Teleconferances:

A.

B.

Teleconference reception may be scheduled on a first-
come, first-serve basis with the Audio-Visual Center.

Teleconference reception reservations scheduled through
the Audio-Visual Center may be made by JSU Faculty,
Adnministrative Staff, and Staff only. Reception
reservations will be accepted from organizations outside
the University after they have made room arrangements
with the University Librarian’s Office.

Room reservations for space op the eleventh floor
Conference Center must be scheduled with the University
Librarian’s Office prior to scheduling with the Audio-
Vigual Center.

Room reservations for space in the Audio-Visual Center
will be scheduled by the Director of Non-Print Media.

Room reservations for teleconference reception in the
Audio-Visual Center will be restricted to University
Students and Personnel.

Video recordlngs of teleconferences Wlll be made if the
request is accompanied by written permission to do so
from the originator of the program (copyright holder) or
their legal agent prior to the broadcast.

Duplicate recordings of a teleconference may be made if

t
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Iv.

H.

one of the following criteria is met:

1. The request is accompanied by written permission for

nultiple copies from the copyright holder or their
legal agent.

2. Permission for multiple copies of the program is
contained within the program portion of the
telecast.

A telephone for interactive conferences may be .
requested. Long distance charges to numbers other than
WATS (800) numbers should be billed to the sponsoring
department’s account.

Criteria for Selection of Media:

A.

Material must meet the criteria for the discipline as
outlined for non-print media in the Houston Cole Library
Collection Management and Development Policy.

An effort will be made to select materials identified
as areas of weakness in the non-print media collection.

Timeliness of the material

Material should not duplicate University holdings
unless demand demonstrates a need for such
duplication.

Faculty, Administrative Staff, Staff and Student
requests for materials will be considered, however,
priority will be given to materials which directly
relate to or enhance JSU curriculum and programs.

Preference will be given to media published or preduced
in the English language. Media in other languages will
be purchased when the choice of language is an integral
part of a performance (i.e., music, opera, foreign film,
or work works intended for use by the Department of
Foreign Languages).

Local, regional, and state related materials will be
purchased as funds permit.

Preference will be given, but not limited, to materials
which have public performance rights.

Materials with favorable reviews in acceptable media.

Ttems that are cited in specialized bibliographies,
discographies, or other lists and are produced in
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acceptable media formats.
K. Manufacturers’ reputation

I,. In-house review of media

M. While priority is given to media which relate directly
to University cuz.iiculum and programs, a selective
number of media offerings may be purchased which cover
remedial education, or the leisure entertainment needs
of the University Community, as funds permit.

N. Multiple copies of media will be purchased when a change
in media format is required.

Media Formats Collected:

Media formats are an ever growing and rapidly changing area.
The Houston Cole lerary Audio-Visual Center will attempt to
collect materials in formats which are current in technology
and may be reproduced on University equlpment. Media
formats which become obsolete may remain in the collection,
but will be considered for new acquisitions.

A. Audio Tapes:

Audio tapes are acquired for all disciplines.
Preference is given to cassette type media over reel-to-

reel media, except when original master materials are
available.

B. Video Tapes:

video tapes are acquired for all disciplines.

Preference is given for VHS format media over other tape
formats.

C. Optical Disks:
Optical Disks, also known as, and including compact
disks, CD’s, or CD-ROM’s, are collected for video,
audio, and computer formats.

D. Phonodisc Recordings:

The phonodisc recording is currently considered an
obsolete format. Preference is given to materials
offered on other audio formats, however, phonodisc

recordings will be purchased if no other option is
available.
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E. 16mm PFPilm:
16mm Film is considered an obsolete format. Preference
is given to materials offered on video tape, however,
film may be purchased if no cther option is available

and the value of the information on the film is
considered extremely important to the collection.

F. Filmstrips:
Filmstrips are acquired on a selective basis and
purchased at the request of teaching faculty for use in
specific courses.

G. 8lides:

Slides are acquired on a selective basis.

H. &mm Film Loops:

The 8mm film loop is considered an obsolete format.
This format is no longer acquired.

I. 16émm Film loops:

The 16mm film loop is considered an obsolete format.
This format is no longer acquired.

J. Computer S8oftware:
Computer software is purchased on a selective basis in
the following formats (disks may be supplied on single
density, double density, or high density media):
1. MS-DOS (IBM Compatibles) - 5-1/4" disk
2. MS-DOS (IBM Compatibles) - 3-1/2" disk
3. Apple 1I, Apple IIe, and compatibles - 5 1/4" disk
4. Apple McIntosh and compatibles - 3 1/2" disk

5. 5 1/4" optical Disk (CD-ROM), MS-DOS, or McIntosh
readable

K. Kits:

Publications which cecntain mixed media are classified as
kits and housed in the Audio-Visual Center. Kits are
purchased usually by the Acquisitions Department on a
selective basis, but may be purchased occasionally by
the Audio-Visual Center.




VI.

VII.

Works of Art:

Art works are not collected except as photographs.
Posters:

Posters are not collected.

Transparencies:

Transparencies are collected on a selective basis.
Duplicate Masters:

Duplicate Masters are collected on a selective basis in
various formats.

Replacement/Deselection of Media Materials:

Media materials which are damaged beyond repair or lost may
be replaced on a selective basis. Media materials that are
held with multiple copies or contain obsolete or erromneous
information and do not retain some historical, seminal, or

research value may be deselected. Replacement/Deselection
is dependent upon: ~

E.

Expressed need of the teaching faculty or curriculum
Uniqueness of the material

Availability

Budget

Currency or accuracy of information

Gifts and Exchanges:

The Audio-Visual Center will accept gifts of media, media
equipment, or monetary gifts designated for the purchase of
media or media equipment based on the following criteria:

A.

Gifts of media or media equipment will be evaluated by
the same standards that apply to new materials and
equipment.

The Audio-Visual Center has the right to retain or
dispose of gift materials at the discretion of the
Director of Non-Print Media. All donors will be made

aware of this provision prior to the acceptance of the
gift.
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C. Library personnel will not appraise gifts. Donors
are responsible for locating independent parties
to assist them in determining the value of their gifts.

D. Gift materials requiring continmming cbligation beyond
normal care and maintenance will not be accepted.

VIII. Media Production:

The Audio-Visual Center has limited production facilities.
Media production projects will be accepted according to
staff time and availability and equipment limitations.
Patrons are expected to reimburse the Audio-Visual Center
for the materials used.

IX. Audio-vVisual Center Circulation:

Patron Classification Format and Circulation Period

AV Material Equipment Video Tapes/Discs

Faculty 1 Year 1 Semester 7 Days
Adninistrative Staff 1 Year 1 Semester 7 Days
Staff 28 Days 1 Semester 7 Days
JSU Undergraduates In-House In-House In-House
JSU Graduate Students In-House In-House In-House

Retired Employees¥* Same Same Same

Spouses & Dependents In-House In-House In-House
Non-Affiliated Patrons In-House In-House In-House
ROTC Staff 28 Days 1 Semester 7 Days
Alumni In-House In-House In-House
Friends In-House In-House In-House
Gadsden State Employees

& Students In-House In-House In-House
Special Seminar Students In-House In-House In-House
Police Academy Staff 28 Days 1 Semester 7 Days
Police Academy Students In-House In-House In-House
Library Card Holders In-House In-House In-House
ILL N/A N/A N/A
Bindery N/&a N/A N/A

Patron Classification

Format and Circulation Periocd

Recordings Audio Tapes CD’s
Faculty 1 Year 1 Year 1 Year
Administrative Staff 1 Year 1 Year 1 Year
Staff 28 Days 28 Days 28 Days
JSU Undergraduates In-House In-House In-House
JSU Graduate Students In-House In-House In-House
Retired Employees*#* Same Same Same
Spouses & Dependents In-House In-House In-House
Non-Affiliated Patrons In-House In-House In-House
ROTC Staff 28 Days 28 Days 28 Days
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Patron Classification

Format and Circulation Period

Recordings Audio Tapes CD’s
Alumni In~-House In-House In-House
Friends In-House In-House In-House
Gadsden State Employees _
& Students In~House In-House In-House
Special Seminar Students In-House In-House In-House
Police Academy Staff 28 Days 28 Days 28 Days
Police Academy Students In~House In~House In-House
Library Card Holders In-House In-House In-House
ILL N/A N/A N/a
Bindery N/A N/A N/A

*%* Retired Emplovees retain same circulation status, as when they

were actively employed.
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LIBRARY HANDICAPPED POLICY

The Houston Cole Library makes every reasonable effcrt to live up
to the spirit of the Americans with Disabilities Act by its
programs with regard to Library Accessibilty, Employment, Public

Accomodations, and Auxiliary Aids and Services. Specific programs
included:

I.

II.

III.

Iv.

Accessibility:

The Houston Cole Library makes every reasonable effort to
provide its disabled patrons with aucess1b11ty to its
collections and services. When this is impossible, library
staff members will be made available to assist the patron.
If a disabled patron needs this service they should go to
the Circulation Desk and request assistance.

Employment:

As an Equal Employment Opportunity partlclpant Jacksonville
State Univerity Personnel Department oversees Library
employment practice. -

Public Accomodations:

The Houston Cole Library’s Public Accomodations meet the
requirements for disabled persons.

Auxiliary Aids and Services:

Handicapped and Disabled Auxiliary Aids and Services is
coordinated at Jacksonville State University by the Disablied
Student Services Department.

ADA Coordinator:

The University Librarian appoints an ADA Coordinator to
oversee handicapped patron’s library needs and concerns.
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MUSIC LISTENING ROOM POLICY

The Houston Cole Library Music Listening Room houses the majority

of the University’s musical albums, tapes, and audio CD’s. In
addition to prov1d1ng the University Community with a laboratory
environment in which to listen to these media, it circulates
musical tapes, albums, and CD’s tc its patrons.

I. staffing and Hours of Operation:

The Music Listening Room is open during regular library
hours.

II. Equipment:

The Music Listening Room houses turntables, cassette
players, and CD players for 1n—house use by library patrons.

A. Every effort will be made to prov1de patrons with
equipment in good condition. Patrons will be required
to provide for repair or replacement of any equipment or
parts damaged or destroyed during usage.

III. Listening Assignments:

A. Faculty may place records, cassettes, CD’'s, tests, and
worksheets on reserve in the Music Listening Room for
in-house use by their students.

B. Students listening to assignments have priority for
usage of equipment.

C. When equipment is not in use for class assignments, any
patron can use the stereo equipment to listen to library
material or their own personal material.

IVv. Copying:

The Houston Cole Library Music Listening Room adheres to the
copyright laws of the United States. The following polices
governing copying are strictly observed by the Music
Listening Room staff:

A. Faculty Copy Requests:
Faculty may request copies of albums, tapes, or CD’s or
portions of an albums, tapes, or CD’s for educational
purposes once a semester. The Music Listening Room

Staff requires at least one day’s notice to duplicate the
material and process the request.
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B. Patron Requests for portions of Copyrighted Works:

Patrons may request a copy of portions of an album,
tape, or CD if:

1. The copy becomes the property of the user, and the
library has no knowledge that it will be used for
any purpose other than private study, scholarship,
or research.

5. The library displays prominently the "“Warning
Cconcerning Copyright Restrictions" statement at the
Music Listening Room desk. Requests for copies
of portions of albums, tapes, or CD’s are accepted
at the desk and include on the request form the same

"Warning Concerning Copyright Restrictions"
statement, which will be signed by the patron.

3. A recording may be duplicated once a semester.
Cc. Patron Requests for Entire copyrighted Works:

Patrons may request a copy of an entire werk if the

library has first determined that a copy cannot be

obtained at a fair price; and if:

1. The copy becomes the property cf the user.

5. The library displays prominently the "Warning
Cconcerning Copyright Restrictions" statement at the
place where orders are accepted, and includes on the
order form the same "Warning Concerning Copyright
Restrictions" statement.

3. A recording may be duplicated once a semester.

o)

Replacement of Damaged, Deteriorated, lLost, or gtolen
Materials:

Damaged, Deteriorated, lost, or stolen albums, tapes, or

CcD’s will be replaced, if obtainable. The following

procedures will be followed to ascertain the

availability of replacements and the handling of
original copy:

1. Replacement orders will always require searching
commonly known trade sources in the United States,
and in unusual situations, to the publisher, to the
copyright owner, or to other authorized reproduction

sources.

2. If a replacement can be secured the damaged or
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deteriorated album, tape, or CD will be withdrawn.

V. Procedures for Regquesting Copies:

A.

cC.

A separate order form must be filled out for each item
desired. Order forms are available in the sixth floor
Music Listening Room. Telephone requests will be
accepted at the discretion of the Music Listening Room
staff. All order forms must be signed by the patron,
or, in the case of a telephone request, acknowledged
after the "Warning Concerning Copyright Restrictions®
statement is read in full to them by the staff member.

Each order form must be filled out completely, including
full bibliographic information to the entire recording
or portion of the recording requested (i.e., record
number, performer, movement, etc.).

When requesting a copy of a recording, the patron will
assume all costs for tapes or other materials required.

VI. Circulation:

A. Faculty, Administrative Staff, and Staff are allowed to
check-out albums, tapes, and CDs for 7 days. Items may
be renewved.

B. Students and others may check-out non-reserve taped
duplicates for 7 days. Items may be renewed.

Cc. Any items checked-out more than two weeks are subject to
recall if another patron requests the recording.

Patron Clagssification Format and Circulation Period
' Albums Tapes CD’s
Faculty 7 Days 7 Days 7 Days
Administrative staff 7 Days 7 Days 7 Days
Staff ’ 7 Days 7 Days 7 Days
JSU Undergraduates N/A 7 Days N/A
JSU Graduate Students N/A 7 Days N/A
Retired Employees*#* 7 Days 7 Days 7 Days
Spouses & Dependents N/A 7 Days N/A
Non-Affiliated Patrons N/A 7 Days N/A
Alumni N/A 7 Days N/A
ROTC Staff 7 Days 7 Days 7 Days
Friends N/A 7 Days N/A
GCadsden State Employees &
Students N/A 7 Days N/A
Special Seminar Students N/A 7 Days N/A
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Police Academy Staff 7 Days 7 Days 7 Days

Police Academy Students N/A 7 Days N/A
Library Card Holders N/A 7 Days N/A
ILL N/A N/A N/A
Bindery N/A N/A N/A

** Retired Employees retain the same circulation status as that of
when they were employed.
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LIBRARY ORIENTATION AND BIBLIOGRAPHIC INSTRUCTION POLICY

The Houston Cole Library provides both Library Orientation and
Bibliographic Instruction to its patrons. Library Orientation is
defined as an informational service to a group or an individual
designed to introduce new or potential library patrons to the
facilities, organization, and services of a particular library.
Bibliographic Instruction is defined as an informational service to
a group or an individual designed to teach the library patron how
to locate appropriate information in an effective, efficient, and
timely manner. The essential goal of this service is for the
patron to gain an understanding of the organization of the library
and its collections. To teach the patron to use selected reference
and other library resources and to locate specifically needed
information. In addition, bibliographic instruction may cover the
organization and structure of the literature and the research
methodology appropriate for a specific discipline.

It is the policy of the Houston Cole Library to offer Library
orientation and Bibliographic Instruction to all patrons, classes,
or groups that request the service, if the request is done in a
timely manner and a librarian is available at that time.

I. Bibliographic Instruction Office:

The Houston Cole Library has a Bibliographic Instruction
Office which coordinates all Library Orientation and
Bibliographic Instruction. All requests for these services
should be routed through this office. The Bibliographic
Instruction Librarian will obtain all gexrmane information
(date, time, number of participants, subject, special
jnstructions or interests, teacher) and forward the
requested service to the appropriate Librarian to conduct .
the class or tour.

II. Library Freshmen Engiish Program:

In addition to general and specialized Library Orientation
and Bibliographic Instruction the office coordinates the
Library Freshmen English Program with the individual
English Instructors. Again, the Bibliooraphic Instruction
Librarian will obtain all germane information and forward
t+he class date, time, number of students, and instructor’s
name to the appropriate Librarian.

III. 8Bubject Specialists:
often, because of their unique relationship with the

various University Teaching Departments and their
Instructors the initial contact for a Bibiiographic
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Instruction class will be made with one of the Subject
Specialists. When this occurs the Subject Specialist
should forward the germane information about the class to
the Bibliographic Instruction Librarian. This will ensure
proper statistical data on all Library Bibliographic
Instruction endeavors are reported.

Bibliographic Instruction Committee:

This committee meets with the Bibliographic Instruction
Librarian to help promote the Library’s Orientation

and Bibliographic Instruction Service. 1In addition, it
reviews the programs’ pedagogical methodology and
instructional aids to make recommendations and incorporate
revisions to enhance the program.
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WARNINGS OF COPYRIGHT RESTRICTIONS FOR
LIBRARIES AND ARCHIVES#*

I. Definition: _
A. A Display Warning of Copyright is a notice under
paragraphs (d) (2) and (e)(2) of Section 108 of Title 17
of the United States Code as amended by Public Law 94-
553. As required by those sections the "Display Warning
of Copyright" is to be displayed at the place where

orders for copies or phonorecords are accepted by certain
libraries and archives.

B. An Order Warning of Copyright is a notice under
paragraphs (d) (2) and (e)(2) of Section 108 of Title 17
of the United State Code as amended by Public Law 94-553.
As required by those sections the "Order Warning of
Copyright" is to be included on printed forms supplied by
certain libraries and archives and used by their patrons
for ordering copies or phonorecords.

IT. Contents:

A "Display Warning of Copyright" and an "Order Warning of
Copyright" shall consist of a verbatim reproduction of the
following notice, printed in such size and form of and
displayed in such manner as to comply with paragraph (c) of
this section:

The copyright law of the United States (Title 17,
United States Code) governs the making of photocopies
or other reproductions of copyrighted material.

Under certain conditions specified in law, libraries
and archives are authorized to furnish a phctocopy

or other reproduction. One of these specific
conditions is that the photocopy or reproduction is

not to be "used for any purpose other than private
study, scholarship, or research." If a user makes a
request for, or later uses, a photocopy or reproductien
for purposes in excess of "fair use," that user may be
liable for copyright infringement.

This institution reserves the right to refuse to accept
a copying order if, in its judgment, fulfillment of the
order would involve violation of copyright law.*

*Reprinted from Code of Federal Requlations, July 1, 1992
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ITI. Form and Manner of Use:

A. "Display Warning of Copyright" shall be printed on
heavy paper or other durable material at least 18
peints in size, and shall be displayed prominently, in
such manner and location as to be clearly visible,
legible, and comprehensible to a casual observer within
the immediate vicinity of the place where orders are
accepted.

B. An "Order Warning of Copyright"* shall be printed within
a box located prominently on the order form itself,
either on the front side of the form or immediately
adjacent to the space calling for the name or signature
of the person using the form. The notice shall be
printed in type size no smallar than that used
predominantly throughout the and in no case shall the
type size be smaller than 8 points. The notice shall
be printed in such manner as to be clearly legible,
comprehensible, and readily apparent to a casual reader
of the form.

(Public Law 94-553; United States Code 108, 702)
[42 FR 59265, November 16, 1977]




SAMPLE ILL FORM

tnteilibrary Loan Request
Jacksonviile State Universily Library

Name _Daie, Dept.
Pleass type or print

Addiess for notification __Fac. Grad Stud

Phones: -Campus _Home Name of Major prot

Do Né! Wilte
in This Space

Library.

BOOK FREQUEST:
AUTHOR

TITLE

EDITION, DATE, OR PLACE

1SBN OCLC &

PERIODICAL ARTICLE REQUEST:
TITLE OF PERIODICAL

AUTHOR OF ARTICLE

TITLE OF ARTICLE

VoL . PAGES__ YEAR

HOTE: Most librarles will send a photocopy of & perlodical articie rather than the
orlginal. What Is the maximum amoun! you are willing to pay?

PLEASE READ THE BACK OF THIS FORM!1!

Rec'd. Due E Ret'd. Renewed




SEMPLE ILL FORM
VERSO

WARWING CONCERNING COPYRIGHT RESTRICTIONS

The copyright law of the United States (Title
17, United States Code) governs the making of photo-
coples or other reproductions of copyrighted materigl.

. Under certain conditions specified in the law,
libraries and archives are authorized. to furuish a
photocopy or eother reproduction. One of these spec-
1fied conditions is that the photocopy or reproductions
is not to be “used for any purpose -other than private
study, scholarship, or research.” If a user makes a
request for, cr later uses, a photocopy or reproduction
for purposes in excess of “fatyr use,” that user may
be liable for copyright infringement.

This institution reserves the right to refuse to
accept a copying order, if in fts judgement, fulfull-
ment of the order would iavolve violation of copyright
law.

N.B.

i, the undersigned, agree tce assume all charges incurred, even if
the requested ILL item arrives after the time I need it or my
research is completed. in addition, 1 have read the warning
concerning Copyright Restrictlions.

Signature
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MUSIC LISTENING ROOM
COPY REQUESBT FORM

Call Number M

Composer

Work

Cpus # or Other Identifier

Record Label ' serial #

Copyrighted recordings cannot be recorded in their entirety.

Which parts do ycu need?
Blank Tape Quality Desired:

Voice $1.00 High Bias $2.50 Requestor sSupplied

COPYRIGHT WARNING

The copyright Llam of the United States (Title 17, United States Code.)governs the making of photocopies or other
reproductions of copyrighted meterial. Under certain conditions specified by the law, libraries and srchives
are authorized to furnish a photocopy or other reproduction. One of these specific conditions is that the
photocopy or reproduction is not to be "used for any purpose other than private study, scholarship, or
research.® If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess
of "fair use,® that user may Le liable for copyright infringement. This institution reserves the right to
refuge to accept a copying order if, in its judgement, fulfillment of the order would involve violation of
copyright law. .

Name: ID #:
Address: Phone #:
signature Date

DO NOT WRITE BELOW -- LIBRARY USE ONLY

Is recording in-print? Amount Collected Date

A-5
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GOVERNMENT D.EPOSITORY- LIBRARIES

Section. 1.—Overview

AUTHORIZATION

To help fulfill its res nsibility to inform the pository libraries in the same congressional dis-
Eublic on the policies and programs of the Federal trict, all designated by Representatives, due to re-

overnment, Congress established the Depository  districting after each decennial census. As of Octo-
Library Program. This program 1is based upon ber 1988, 1,394 libraries have accepted designation’
three principles: 1) with certain specified exce as depositories.

tions, all government publications shall be made it 3 ignat-
available to depository libraries; 2) depository li- Before an additional depository may be designa

. : ed in a congressional district or Puerto Rico by a
braries shall be located in each State and congres- Representatgize or the Resident Commissioner),, a
sional district in order to make government publi- certified statement justifying the need for an addi-
cations widely available; and 3) these government

icati i tional depository must be provided by the head of
!t)}t:: gﬁiﬂfﬁ’ sulﬁ}}:be available for the free use of the library to be designated. This justification
CEaptet 10 of title 44 of the US. Code is theau-  Must be signed by the head of every existing de-
thority for the establishment and operation of the pository within the congressional district or Puerto
deposxtor{'J gro am. Pertinent sections of title 44 Rice, or by the head of the library authority of the

and the tatutes at Large affecting this pro- State or Puerto Rico. A similar justification is re-
gram are reprinted in Section V of this pubﬁca— quired in the case of a senatorial designation when
tion. _ the Senator or his predecessor has already desig-
In several instances, there are three or more de- nated an existing depository.
TYPES OF LIBRARIES DESIGNATED
The provisions of title 44 provide authorization for the following libraries to be designated
o8 depositories:
2 libraries for each congressional district to be designated by the Representstive from that district (or at
large in the case of undistricted States) : 870
9 libraries to be designated in any part of the State by each Senator 200
2 libraries to be designated by the Resident Commissioner from Puerto Rico 2
9 libraries to be designated by the Mayor of the District of Columbia 2
1 library to be designated by the Governor of American Samos ....... 3
1 library to be designated by the Governor of Guam........... 1
2 libraries to be designated by the Governor of tha Virgin Islands (1 on the island of St. Thomas and 1 on
O e T 1) JR————————EEELUE L A S 2
Highest State Appellate Court Libraries 556
State Libraries 50
Libraries of the land-grunt colleges ; 72
Libraries of the executive departments in Washington 13
Libraries of the independent agencies and of major bureaus and divisions of departments and agencies.......... 125
Libraries of the U.S. Air Force, Cosst Guard, Merchant Marine, Military, and Naval Academies....c.ciisccsine 5
Law School Libraries. 176
In addition, the following libraries were designated by special legislation:
American Antiquarian Society Library, Worcester, Mass. 1
The Public Library of the District of COIUTT DI R ruersrasssossenseresssrssssoesonssssorossmserssatrasssrsssrsassnss ssoes 1




REGIONAL DEPOSITORIES

The 1962 amendments to the law provided for
the designation of not more than two libraries in
each State and the Commonwealth of Puerto Rico
to be regional degositories: Such designations may
be made by the Senators from the States and the
Resident Commissiener of Puerte Rico.

Libraries designated to be regional depositories
must 2!ready be designated depasitories.

Designation 25 a regional depository requires
prior approval of the head of the library authority
of the State or the Commonwealth of Puerto Rico.

Regionals assume the respongibility of retaining
depository material permanently and of providing
inter-library lcan and reference service in the

region served. Regionals also provide assistance to

selective depositories in the disposal of unwanted
material. Regionals are encouraged to add the un-
wanted material to their own collections so citi-
zens will be able to access a copy of all Federal
publications in the libraries in their own region.

DISCONTINUANCE OF DEPOSITORY DESIGNATION

Once a library has been designated a depository,
it cannot be dropped from the program and an-
other library designated in its place upon the elec-
tion of a new Member of Congress. It remains a
depository until it ceases to exist or vacates the
privilege at its own request (sec. 5, Sundry Civil
Act, approved June 23, 1913, 38 Stat. 75, as amend-
ed). It can, however be removed from depository
status by the Superintendent of Documents for
failure tc abide by the laws governing the deposi-

tory program (44 US.C. 1910, Oct. 22, 1968, 82
Stat. 1286).

GOVERNMENT PUBLICATION SELECTION PROCEDURES

Depository libraries are authorized to receive
“Government publications except those deter-
mined by their issuing coraponents to be required
for official use only, or for strictly administrative
or operational purposes which have no public in-
terest or educational value, and publications classi-
fied for reasons of nationai security.” Section 1903
of title 44 provides exemptions for “3o called coop-
erative publications which must necessarily be
sold in order to be self-sustaining.” These are pri-
marily certain publicatiens of the Library of Con-
g;esq and the National Technical Intormation

rvice. “

A list of the series and groups of (Government
publications available for distribution is furnished
to all depositories for their use in making selec-
tions. This list of classes is revised as new series
are published by existin agencies, or new agen-
cies are established in order to permit depositeries
to select from the new material. A library number
is assigned to each library by the Supermtendent
of Documents at the Government Printing Office
so that the selecting library will receive the publi-
cations chosen.

Publications are supplied to libraries in both
paper and microforin ormatr. The possibility of
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supplying information in electronic format ig being
explored by the Joint Committee on Printing.

The annual appropriations act for the Govern-
ment Printing Office beginning with July 1, 1922,
provides that no part of the sum .apprgprlat_ed
shall b used to supply depository libraries with
any publications not requested by sgch libraries,
and that such request must be made in advance of
printing.

DISPOSAL OF GOVERNMENT PUBLICATIONS BY
DEPOSITORIES

The law requires that the publications received
by the depositor{ libraries be retained permanent-
ly. “Depository libraries not served by a regional
3 pository library, or that are regional deposttory
libraries themselves shall retain Government pub-
lications permanently in either printed form or in
microfacsimile form, except superseded pubh_ca-
tions or those issued later in bound form which
may be discarded as authorized by the Superin-
tendent of Documents.” .

Libraries served by a_ regional depository may
withdraw from circulation publications retain
for a period of at least five years after secur‘x‘n%

rmission from the regional library and after “of-
ering them to other depository libraries within
their area and then to other libraries”.

Depository libraries within executive de art-
ments and independent agencies of the Federal
Government are authorized to dispose of unwant
Government publications after first offering them
to the Library of Congress and the National Ar-
chives. :

Depository libraries at State Appellate Courts
may dispose of unwanted Government publications
after offering them to the designated Eeglo'nal de-
pository. If the State is not sprved by 4 designat
regional depository, publications should be offered
to the State Librarian.

HISTORY OF EARLY LEGISLATION

Before the establishment of designated deposi-
tories, or any systematic methods for the distribu-
tior of public documents, special acts were pass
at various times providing for the printing of »
sufficient number of copies of the public journals
of the Senate and House of Regresentatwes fqr dis-
tribution to the executives o the sex_rera} States
and each branch of the State and ter.ntonal legis-
latures.  rovision was also made at times_ for sup-
plying these journals, the acts, anq sometimes the
documents and reports, to each university and col-
lege incorporated in each State, as well as to the
incorporated historical societies throughout the
country. .

During the 13th Congress, second session, De-
cember 27, 1813, a resolution was adopted embody-
ing these provisions which had previously been
covered by special legislation. The resolution pro-
vided for the distribution of the 13th Concgress dog-
uments, as well as for “every future Congress .
The printing of documents for public distri ution
was limited to 200 copies over the “usual”’ numbet,
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and of course this was more than sufficient for the
needs of that early day.

By joint resolutions approved July 20, 1840, and
April 30, 1844, the number of copies of journals
and documents printed was increased.

A resolution of Januarg 28, 1857, as amended b{
resolution of March 20, 1858, et up the framewor
of the present depository library system. By these
provisions, the journals and documents which up
to that time were deposited in the Library of Con-
gress for distribution by the Librarian, and 250
copies of those delivered to the Department of
State for distribution by that Department to col-
leges and other literary institutions, were trans-
ferred to the jurisdiction of the Secretary of the
Interior “for distribution to such colleges, public li-
braries, atheneums, literary and scientific institu-
tions, and boards of trade or public associations as
may be designated to him by the Representative in
Congress from each congressional district and by
the Delegate from each Territory in the United
States.”

The following February, at the second session,
35th Congress (Feb. 5, 1859), an act was passed
providing for “‘keeping, and distributini all public
documents” (11 Stat. 379). This act charged the
Secretary of the Interior with ‘“receiving, arrang-
ing, safekeeping, and distribution” of public docu-
ments “of every nature,” aiready or hereafter di-
rected by law to be printed or purchased for the
use of the Government, “exceg‘t- such as are for the
special use of Congress or the executive depart-
ments.” It also empowered him to remove irom
the Congressional Library and other places all ac-
cumulations of books, journals, etc., and appropri-
ated $22,000 for the purpose. He was directed by
the act to keep accurate statistics of the receipt
and distribution of all books.

Section 5 of this act further amended the resolu-
tion of January 28, 1857, by providing for the des-
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ignation of a library by each of the Senators, and
irecting that the distribution should be made first
to such States as had not yet been covered by dis-
tribution, and that in the future the distribution
should be kept equal in each congressional district
and territory. ;

All books, maps, charts, etc., heretofore deposit-
ed in the Department of State were also turned
over to the Secretary of the Interior.

On March 2, 1861, “An Act providing for keep-
ing and distributing all Public Documents, and for
other purposes” was passed. The first section of
the 1861 law gave the gecretary of the Interior the
right to decide which libraries would receive docu-
ments when there were insufficient copies for all
libraries designated by Members of Congress. _ .

This law also provided that libraries receiving
documents from the 2nd session of the 35th Con-
gress would be the same ones which received docu-
ments from the lst session. The law continued
“and in all cases hereafter the selection of an in-
stitution to receive the documents ordered to be
published -or procured a* the first session of any
Congress s‘nachontrol the documents of the entire
Congress, unless another designation be made
before an¥ distribution has taken place under the
selection first made.” .

Upon the basis of these acts, the Revised Stat-
utes were compiled, and chapter 7, sections 497 to
511, pages 82 to 85, contain all operative provi
sions reenacted at that time and superseding all
former enactments.

No legislation can be found Krior to that con-
tained in the General Printing Act of January 12,
1895, affecting the State and territorial libraries,
and it is thought that it became customary to send
documents regularly to these libraries, ander the
discretionary powers vested in the Secretary of the
Interior. This would account for their appearance
on the depository list many years prior to 1895.




Section V.—Laws in Force Relating to Government Depository Libraries and Distribution, Binding,
- and Indexing of Public Documents .

(Extract From Public Law 90-620)
90t CoNcrrss, H.R. 18612
October 22, 1968

To enact title 44, United States Code, “Public Printing and
Documents,” codifying the general and permanent laws relat-
ing to public printing and documents. :

[ J ¢ L . .

Chapter 19-—DEPOSITORY LIBRARY PROGRAM

8 1901. Definition of government publication

“Government publication” as used in this chapter, means in-
formational matter which is published as an individual dccu-
ment at Government expense, or as required by law.

81902. Availability of Government publicstions through Su-
perintendent of Documents; lists of publications not
ordered from Government Printing Office

Government publicstions, except those determined by their
issuing components to be required for official use only for
strictly administrative or operational purpeses which have no

ublic interest or educational value and publications classified
or reasons of national security, shall be made available to de-
pository libraries through the facilities of the Superintendent
of Documents for Fublic information. Each component of the
Government shail furnish the St?ennundent of Documents a
list of such publications it issued during the previous month,
that were obtained from sources other than the Government
Printing Office. 1

8 1903. Distribution of publications to depositories; notice to
?overnment components; cost of printing and bind-
ng .

Upon request of the Superintendent of Documents, compo-
nents of the Government orderin*tho printing of Publicntiom
shall either increase or decrease the number o COSleI of publi-
cations furnished for distribution to designated depository li-
braries and State librarics so that the number of copies deliv-
ered to.the Superintendent of Documents is equal to the
number of libraries on the list. The number thus delivered may
not be restricted by any statutory limitation in force on August
9, 1962. Copies of publications furnished the Superintendent of
Documents for distribution to designated depository libraries
shall include—

the journals of the Senate and House of Representatives;
all publications, not confidential in character, prin
upan the requisition of & eonﬂm-ional committee;
Senats and House publie bills and resolutions; and
reports on private bills, concurrent or simple resolutions;
but not so-called cooperative publications which must necesearl-
ly be sold in order to be self-sustaining.

The Superintendens of Documentas ehall currently Inform the
components of the Government ordering printing of publica-
tions as to the number of copies of their publications required
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for distribution to depository libraries. The cost of printing and
binding those publications zstributed to depository libraries ob-
tained elsewhere than from the Government Printing Office,
shall be borne by componenta of the Guvernment responsible
for their issuance; those requisitioned from the Government
Printing O’fice shall be charged to appropriations provided the
Superintendent of Documents for that purpose.

8 1904. Classified list of Government publications for selection
by depositories

The Superintendent of Docufnents shali cunentl¥ issue a
classified list of Government publications in suitable form, con-
taining annotations of contents and listed by item identification
numbers to facilitate the selection of only those publicationa
needed by g?oaitory libraries. The selected publications shall
be distributed to depository libraries in accordance with regula-
tions of the Superintendent of Documents, as long az they ful-
fill the conditions provided by law.

8 1905. Distribution to depositories: designation of additlonal
libraries; justification; authorization for certain des-
ignations

The Government publications selected from lists prepared by
the Superintendent of Documents, and when requ_ested from
him, shall be distributed to depository libraries sp&lﬁcali{edes-
ignated by law and to libraries desig'nated by Senators, Repre-
sentatives, snd the Resident Commissioner from Puerto Rico,
by the Commis ioner of the District of Columbia, and by the

vernors of Guam, American Samos, and the Virgin Islands,
respectively. A¢ * ‘ional libraries within areas served by Repre-
sentatives or tio Resident Commissioner from Puerto Rico,
may be designated by them to receive Covernment publications
to the extent that the total number of libraties designated by
them does not exceed twe within sach area, Not more than two
additional libraries witl ~ a State may be designated by each
Senator from the State. i ure an additional library within a

State, con ional district or the Commonwealth of Puerto
Rico s designated as a depository for Government publications,
the head of that lib shall furnish his Senator, Representa-

tive, or the Resident Commissioner from Puerto Rico, as the
case may be, with justification of the necessity for the addition-
al designation. The justification, which shall also u.lcludo acer-
tiffcation as to the need for the additional depovitory library
designation, shall be signed by the head of every existirg depos-
itory library within the congressional district or the Common-
weslth of Puerto Rico or by the head of the library authority of
the State or the Commonwealth of Puerto Rico, within which
the additional depository library is to be located. The justifica-
tion for sdditional depository libra designations shall

transmitted to the Superintendent of Documenta b the Sena-
tor, Representative, or the Resident Commissicner from Puerto
Rico, as the case may be. The Commissioner of the District of
Columbia may designate two depository libraries in the District
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of Columbia, the Governor of Guam and the Governor of Amer-
ican Samoa may each designate cne depository library in Guam
and American Samos, respectively, snd the Governor of the
Virgin Islands may designate one depository library on the
island of Saint Thomas and one on the island of Saint Croix.

§ 1906. Land-grant colleges constituted depositories

Land-grant colleges are constituted depositories te receive
Government publications subject to the depository laws.

81907. Libraries of executive departments, service scademles,

and independent agencles constituted depositorles;:

clertmutlonl of need; disposal of unwanted publica-
tlons

The libraries of the executive depariments, of the United
States Military Academy, of the United States Naval Academy,
of the United States Air Force Academy, of the United States
Coast Guard Academy, and of the United States Merchaat
Marine Academy are designated depositories of Government
publications. A depository library within each independent
agency may be designated upon-certification of need by the
head of the independent agency to the Superintendent of Docu-
ments. Additional depository libraries within executive depart-
ments and independent agencies may be designated to receive
Government publications to the extent that the number so des-
ignated does not exceed the number of major bureaus or divi-
sions of the de%aeﬂmenu and independent agencies. These des-
ignations may be made only after certification by the head of
each executive department or independent agency to the Super-
intendent of Documents as to the justifiable need for additional
depository libraries. Depository libraries within executive de-

partments and independent agencies may dispose of unwented.

Governzent publications after first offering them to the Li-
brary of Congress and the Archivist of the United States.

§ 1908. American Antlquarlan Soclety to receive certain publi-
cations

One copy of the public journals of the Senate and the House
of Representatives, and of the documents published under the
orders of the Senate and House of Representatives, respective-
ly, shall be transmitted to the Executive of the Commonwealth
of Massachusetts for the use and benefit of the American Anti-
quarian Society of the Commonwealth.

§ $909. Requirements of depository libraries; reporis on condi-
tions; investigations; termination; replacement

Only a library able to provide custody and service for deposi-
tory materials and located in an ares where it can best serve
the public need, and within an area not already adequately
served by existing depository libraries mnéobe designated by
Senators, Representatives, the hesident Commissioner from
Puerto Rico, the Commissioner of the District of Columbia, or
the Governors of Guem, American Samoe, or the Virgin Is-
lands as a depository of Government publications. The desig-
nated depository libraries shall report to the Superintendent of
Documents at least every two years concerning their condition.

The Superintendent of Documents shall make firsthand in-
vestigation of conditions for which need is indicated and in-
clude the results of investigations in his annuai report. When
he ascertains that the number of books in a depository library
is below ten thousand, other than Government publications, or
it has ceased to be maintained so as to be accessibie to the
ublic, or that the Government publications which have been
urnished the library have not been properly maintained, he
stall delete the library from the list of depository libraries if
the library fails to correct the unsatisfactory conditions within
six months. The Representative or the Resident Commissioner
from Puerto Rico in whose area the library is located or the
Senator who made the designation, or a successor of the Sens-
tor, and, in the case of a library in the District of Columbia, the
Commissioner of the District of Columbia, and, in the case of a
library in Guam, American Samoa, or the Virgin Islands, the
Governor shall be notified and shall then be authorized to des-
ignate ancther librury within the area served by him, which
shall meet the conditions herein required, but which may not
be in excess of the number of depository libraries authorized l:.{
law within the State, district, territory, or the Commonweasl
of Puerto Rico, as the case may be.
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§1510. Designstions of replacement depositorles; limitations
on numbers; conditions

The designation of a library to replnoe a depository library,
other than a depositery library specifically designated by law,
may be made only within the limitations on numbers
specified by section 1905 of this title, and onl when the library
to be replaced censes to exist, or when the library voluntarily
relinquizhes its depository status, or when the Su&enntenden_t
of Documents determines that it no longer fulfills the condi-
tions provided by law for depository libraries.

81911, Free use of Government publications in depositories;
isposal of unwanted publications
De

pository libraries shall make Government publications
available for the free use of the general public, and mag dis-
pose of them after retention for five years under section 1912 of
this title, if the depository library is lervedel')( a regional depos-
itory library. Depository libraries not served by a regional de-
pository library, or that are regional depository libraries them-
selves, shall retain Government publications permanently in
either printed form or in microfacsimile form, except supersed-.
ed publications or those issued later in bound form which may
be discarded as authorized by the Superintendent of Docu-
ments.

51912. Regiona! depositories; designations; functions; disposal
of publications

Not more than two depository libraries in each State and the
Commonwealth of Puerto Rico may be designated as regional
depositories, and shall receive from the Superintendent of Doc-
uments copies of all new and revised Government publications
authorized for distribution to depository libraries. Designation
of regional depository libraries may be made by a Senator or
the Resident Commissioner from Puerto Rico within the areas
served by them, after approval by the head of the library au-
thority of the State or the Commonwealth of Puerto Rico, as
the case may be, who shall firat ascertair. from the head of the
library to be 8o designated that the library will, in addition to
fulfilling the requirements for depository libraries, retain at
least one copy of all Government publications sither in printed
or microfacsimile form (except those authorized to be discarded
by the Superintendent of Documents); and within the region
served will provide interlibrary loan, reference service, and as-
sistance for depository libraries in the disposal of unwanted
Government publications. The agreement to function as a re-
gional depository library shall be transmiited to the Superin-
tendent of Documents by the Senator or the Resident Commis-
sioner from Puerto Rico when the designation is made. .

The libraries designated as regional depositories m&y X.ermnt
depo.itory libraries, within the areas served by them, to dispose
of Covernment publications which lheK have retained for five
years after firsi offering them to other depository libraries
within their area, then to other libraries.

£1913. Appropriations for supplying depository libraries; re-
striction

Appropriations available for the Office of Superintendent of
Documents may not be used to supply depository libraries docu-
ments, books, or other printed matter not uested by them,
and their requests shall be subject to approval by the Superin-
tendent of Documents,

81914. Implementation of depository library program by
Public Printer

The Public Printer, with tha approval of the Joint Committee
on Printing, as provided by section 103 of this title, may use
any messure he considere necessary for the economi and

practical implementation of this chapter.
§1915. Hlihest State appeliate court libraries as depository lI-
raries

Upon the request of the highest appellate court of a State,
the Public Printer is suthorized to designate the library of that
court as a depository library. The provisions of section 1911 of
this title shail not lp&lig to any library so designated.

(Added Pub. L. 92-368, August 10, 1972, 86 Stat. 507.)

§ 1916. Designation of libraries of sccredited law schools as
depository librarles

(a) Upon the request of sny accredited law school, the Public
Printer shall designate the fibrary of such law school as a de-
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pository library. The Public Printer may not meke such desig-
nation unless he determines that the Yibrary involved meets
the requirements of this chapter, other than those uire-
ments of the first undesi nated par aph of section 1909 of
this title which relate to the location of such library.

(b) For purposes of this section, the term “accredited law
school” means any law school which is accredited by a nation-
ally recognized accrediting agency or amccistion wpproved by
the Commissioner of Education for such purpose or accredited
by the highest appellate court of the State in which the law
schoo! is located.

(Added Pub. L. 95-261, April 17, 1978, 92 Stat. 199.)

e

DISTRICT OF COLUMBIA PUBLIC LIBRARY LAW

Chapter 243. An Act to designate the Public Library of the
District of Columbia a public depository for governmental pub-
lications.—Be it enacted by the Senate and House of Representa-
tives of the United States of Americs in Congress assembled,
That the Public Libn‘:g of the District of Columbia is hereby
constituted a designated depository of government publicetions
and the Superintendent of Documents shall supply to such li-
brary one copy of each auch publication in the same form as
supplied to o&er designated depositories.

(Added Pub. L. 78-153, September 28, 1943, 57 Stat. 568.)

Chapter 7—CONGRESSIONAL PRINTING AND BINDING

£ 701. “Usual number” of documents and reports; distribution
of House and Senate documents =nd reports; bind-
ing; reports on private bills; number of copies print-
ed; diatribution

. . . ] .

(¢) Of the number printed, the Public Printer shall bind a
sufficient number of copies for distribution as follows:

Of the House documents and reports, bound—to the Senate
library, fifteen copies; to the Library of Congress, not to exceed
one hundred and fifty copizs, as pr_ovidegl by section 1718 of this
title; to the House o Representatives library, fifteen copies; to
the Superintendent of Documents, as many ?piu as are re-
quired for distribution to the State libraries arid designated de-
positories.

Of the Senate documents and reports, bound—to the Senste
library, fifteen copies, to the Library of Con , copies as pro-
vided by sections 1718 and 1719 of this title; to the House of
Representatives library, fifteen copies; to the Superintendent of
Documnents, &8 many COpies As ma be required for distribution
to Stato libraries end designated epositories. In binding docu-
ments the Public Printer shall give precedence to those that
are to be distributed to libraries and % design=ted depositories.
But a State that may prefer to have its documents in unbound
form, may do so by notifying the Superintendent of Documents
to that effect prior to the convening of each Congress.

8 719. Classification and numbering of publications ordered
rinted by Congress; designation of publications of
departments; printing of committee hearings

Publications ordered printed by Congress, or either House,
shall be in four series, namely:

cne series reports made by the committees of the
Senate, to be known as Senate reports;

one series of reports made by the committees of the
Housa of Representatives, to be known as House reports;

one series of documents other than reports of commit-
tees, the orders for printing which originate in the Senate,
to be known as Senate documents, and

one series of documents other than committee reports,
the orders for printin which originate in the House of
Representatives, to be known as House documents.

The publications in each series shall be consecutively num-
bered, thz numbers in each series coptinuing in unbroken se-
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quence throughout the entire term of & Congress, but these pro-
visions do not apply to the documents printed for the use of the
Senate in executive session. Of the “usual number'’, the copies
which are intended for distribution to State libraries and other
designated depositories of annual or serial publications origi-
nating in or prepared by an executive department, bureau,
office, commission, or board may not be numbersd in the docu-
ment or report series of either iloule of Congress, but shall be
designated by title and bound as provided b‘aection 738 of this
title; and the departmental edition, if any, shall be printed con-
currently with the *ysual number”. Hearings of committees
may be printed as congressional documents only when specifi-
cally ordered by Congress or either House.

# 728. Binding of publications for distribution to librarles

The Public Printer shall supply the Superinterdent of Docu-
ments with sufficient copies or publications distributed in un-
bound form to be bound and distributed to the State libraries
and other designated depositories for their permanent files.
Every publication of sufficient size on any one subject ahall be
bound separately snd receive the title luggestedutéy the 1-hject
of the volume and the others shall be distributed in unbound
form as soon as printed. The library edition as well as &ll other
bound sets of congressional numbered documents and reporis
shall be arranged in volumes and bound in the manner direct-
ed by the Joint Committee on Printing.

Chapter $—CONGRESSIONAL RECORD

£ 906. Congressional Record gratultous copies; delivery; sub-
scriptions

The Public Printer shall furnish the Congressional Record
only as follows:

. . . . L4

to the Superintendent of Documents, as many daily and
bound copies as may be required for distribution to deposi-
tory libraries.

. . L] L J ]

Chapter 17—-DISTRIBUTION AND SALE OF PUBLIC
DOCUMENTS

8 1710. Index of documents; number and distribution

The Superintendent of Documents, at the close of each regu-
iar session of Con , shall prepare and publish & comprehen-
sive index of public documents, upon & tan approved by the
Joint Committee on Printing. The Public rinter shall, immedi-
ately upon its publication, eliver to him & go’Fy of evetz docu-
ment printed by the Government Printing e
each executive depariment, ind?endent ency and establish-
ment of the Government shall deliver to hi
document issued or published by the de artment, bureau, or
office not confidential in character. He s all also prepare and
print in one volume & consolidated index of Congressional docu-
ments, and shall index single volumes of documents as the
Joint Committee on Printing directs. Two thousand copies each
of the comprehenaive index and of the consolidated index shall
be printed and bound in -addition to the usual number, two
hundred for the Senate, eight hundred for the House of Repre-
sentatives and one thousand for distribution by the Superin-

tleztége)nt of Docurnents. (Pub. L. 90-620, Oct. 22, 1968, 82 Stat.

§ 1711. Catalog of Government publications

On the first day of each month the Superintendent of Docu-
ments shall prepare & catalog of Government publications
which shall show the documents printed during the needm%
month, where obtainable, and the price. Two thousand copies ¢!

the catalog shall be printed in pamphlet form for distribution.
(Pub. L. 20, Oct. 22, 1968, 82 Stat. 1280)
BEST COPY AVAILABLE
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IT.

III.

Iv.

CLOSING PROCEDURES

30 M!nutes Before Closing:

Patrons in the building and those entering after this time
are notified that the Library will be closing shortly.

A. Circulation Desk Makes Announcement on PA System:

“The Library will be closed in thirty minutes. Please
begin making preparations to leave che Library."

a5 efore Closing:

A. Circulation Desk Makes Announcement on PA S8ystem:

“"The Library will be closed in ten minutes. Please
begin to leave the building. Please bring all

materials that you wish to check-out to the Circulation
desk in the lobby immediately.

B. Librarjan on Duty:

The Librarian on Duty begins at top floor of the
building and works down closing floors one at a time,
checking to see that the floors are clear, the lights
are turned out, and the machines are turned off; or
insures that there is a designated person responsible
for clearing the floor and turning out the lights and
turning off the machines.

5 Minutes Before Closing:

A. Circulation Desk:
1. Lock entrance doors
2. Make Announcement on PA System:

"The Library is now closed. DPlease leave the
building immedjiately."

losing 'Y

A. Librarian on Duty, Circulation Clerk, or Security
Clerk walks to the parking lot area and observes
windows in the Librarv to see that all lights are off.
They should inform the person still in the building if
they are not and one of the Librarians or Security
Clerks should investigate.

Cc-1
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B. Turn on door alarms

C. Check to see that all entrance doors are locked
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8TRUC N8 O ’ 8
N ON ORDS

I. Jacksonville State University Alumni Association
Mambers:

Holders of valid alumni membership cards from Jacksonville
State University have borrowing privileges. Their Alumni
Association membership card may be used as a Special Permit
card, but they must have an active patron record in the
NOTIS system. If no currently valid record is in the
system, create a patron record that contains the

necessary address information and set the time of
expiration at the time of the expiration of the Alumni
Association membership. The date for those having life
membership is 12/99. Alumni membership dues collected
substitute for the fees when Special Permit cards are

issued.
IT. Menmb of the o brary:

Holders of valid membership in the Friends may use their
membership cards as Special Permit cards. Create a patron
record that expires at the same time as their Friends
membership. Dues paid for membership in the Friends will
substitute for fees due when Special Permit cards are
issued.

Iv. Jacksonville 8tate University Students Net Enrolled for
Current Semester:

Some students are enrolled for subsequent semesters, but
not the current one. Verify that the person is pre-

registered and then date the Special Permit card with the
date they will be enrolled and validate their borrower’s
privileges until that date. Nc fees are due for igsuance

of this card.
v. Gadsden State Community College Faculty/staff or Students:

Faculty/Staff or Students with valid current Gadsden State
Community College identification cards may be extended
Special Permit privileges without charges. Have them
supply the information required on the application, verify
their identification and address by a second source, such
as a driver’s license, and create a patron record to expire
at the time of expiration of their Gadsden State Community
College guarter’s registration.
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VI.

VIiI.

VIII.

Special Seminar Students, Northeast Police Academy staff,
and ROTC Staff

Participants in special seminars and staff members of the
Northeast Alabama Police Academy and ROTC may be extended
library privileges without charges. Special lists of these
persons will be furnished from time to time. Patron
records are to be created for them, to expire at the end of
the seminar or class. Special permits are issued and dated
at the end of the seminar class time.

gpecial Borrowers Card Holders:

Encourage anyone wishing to get "Special Permit" privileges
to do so by paying their Alumni Association dues or
becoming a member of the Friends group. Membership in the
lumni Assocjation wi e ed by t umni
Association and membership in the Friends will ke
handled by the Librarian’s Office. Those not wishing to
qualify by one of the above methods should meet the
following criteria:

A. Be at least 18 years old

B. Have proof of local residency. (Calhoun or contiguous
county) Not be a transient living temporarily in the
area. Military personnel may not have an Alabama

Driver’s license. They may live on or off the post. One
may call 848-3795, Military Personnel locator if there
is a problen.

C. Fill out the application for a Special Permit card and
sign the agreement on that form.

D. Pay the Special Permit Card fee. The fee is $6.00 for
one year’s privileges. The created patron record should
expire one year from the date of its creation.

E. Not have a currently blocked patron record in the NOTIS
systen.

Exceptions or Problems:

When presented with a person or situation not covered by
the above ask the Circulation Supervisor, Librarian on

Duty, Director of Print Media, or University Librarian to
guide ycur actions.
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ONLINE DATABASE REFERENCE S8ERVICE SEARCH REQUEST

PLEASE READ THIS FORM BEFORE COMPLETING. CARE TAKEN NOW WILL
FACILITATE THE SEARCH AND PRODUCE A MORE EFFECTIVE ARD COST
EFFICIENT SEARCH RESULT.

DATE DEPARTMENT
NAME STUDENT #
ADDRESS HOME PHONE

BUS. PHONE

PURPOSE OF SEARCH: DISSERTATION/THESIS PERSONAL RESEARCH
COURSE RELATED TERM PAPER OTHER (8pecify)

SEARCH TOPIC: Describe the topic to be searched. List key words,
concepts, or thesaurus descriptors.

what printed Indexes or Abstracts have you consulted

Do you have any available citations -n your topic

SCOPE OF SEARCH: Full Text Bibliographic citations
Abstracts Range of Years English Only
Comprehensive Search Few, Relevant Citations
Suggestions for Databases to be searched

I am aware that no guarantee can be made as to the usefulness of
the results of this search. The Maximum Cost acceptable to me:

$

Signature

PLEASE ARRANGE FOR PAYMENT AT THE TIME OF THE SEARCH

LIBRARY USE ONLY

Searcher Faculty

Databases staff

Search # 8tudent
Other

(Please Specify)




SEARCH EVALUATION

Please answer the following questions to help us improve our
service. When finished fold this form and drop in the suggestion
box located at the Circulation Desk or send through Campus Mail
addressed to the attention of the Online Ccordinator, Library.

Date of Request Date of Search

Searcher

Name

Subject(s)

User Status Use of Service Eeard About S8ervice From
Faculty First Time Librarian
Staff Second Time ' Instructor/Professor
Graduate More Than Two Student
Undergraduate Times Other
OCther

Databases S8earched cCitations Retrieved # Of Relevant Citations

Under 10 ___Highly Relevant
10-25 ____Useful
25-50 ____Mostly Irrelevant
50-100 ___Off the 8Subject
Over 100
Document Retrieval Search Results From Bibliography
___Obtained in Cole Library ___Results Easy to Interpret
___Obtained Through ILL ____Difficult to Interpret --
Other Results Required Assistance

Database Searcher’g Assistance Search Satisfaction

___Very Helpful ___Very 8atisfied

____Helpful ___Somewhat Satisfied

___Not Very Helpful ___Dissatisfied

____Not At All Helpful ___Prefer Printed Indesies &
Abstracts

Additional Ccmments & Suggestions
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UNPROCESSED MATERIALS REQUEST FORM

NAME: DATE:

STUDENT ID #: ' JSU P.O. BOX #:

TITLE OF MATERIALS NEEDED:

NOTIS TEMPORARY CONTROL NUMBER:

REQUESTED MATERIAL WILL BE PROCESSED DURING THE NEXT NORMAL WORKING
DAY. IT WILL BE HELD FOR YOU AT THE CIRCULATION DESK FOR THREE
DAYS. NOTIFICATION WILL BE SENT TO YOUR JSU P.O. BOX.

THE LIBRARY MATERIALS THAT YOU REQUESTED ARE NOW
AVAILABLE AT THE CIRCULATION DESK IN THE LIBRARY




LOCATION DESIGNATION ENOUIRY FORM

Open Entries:

1. __ All editions in Reference
2. ___ All editions circulate
3. ___ All editions non-reference, non-circulating
4. ___ Library retains latest edition
5. ___ Latest edition in Reference
A. ___ Earlier editions circulate
B. ____ Earlier editions non-circulating
6. ____ Other -- Specify

Monogrqphs:
1. Reference

2. Circulating

3. Non-reference, non-circulating




RETENTION OF WORN MATERIALS FORM

1. __ Discard

2. ___ Replace with Added Copy )

3. ___ Replace with Latest Edition

4. __ Mend

5. ___ Rebind (Mending is not possible)

6. ____ Rebind (Mending is possible)

7. ___ Put in Box (Mending and Rebinding not possible, book out;
of-print)




1. Retain
2. ~Discard )
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WELCOME TO HOUSTON COLE LIBRARY
WE'RE HERE TO HELP-PLEASE ASK

LIBRARY HOURS

Intersession and heliday hours will be posted.

Fall ‘ond Spring Semesters May ond Summer Semesters

Monday-Thursday  7:30AM - 11:00PM Monday-Thursday 7:30AM -  $:00FM
Friday 7:30AM ~  4:30PM Friday 7:30AM - 4:30PM
Saturday 9:00AM - 5:00PM Soturday 9:00AM -  1:00PM
Sunday 3:00PM - 11:00PM Sunday 5:00PM - 9:00PM

o

DIRECTORY

i2th Floor OBSERVATION DECK AND STUDY FLOOR

[ I [ L | ! ] ] ] ] ] ]
11th Floor CONFERENCE CENTER
10th Floor S T.UV.K 600’s Technology, Home Economics

Copier vy oy | (ex 610—619) _Hililnry Science, Law
Hursing Index
500's Science, Nursing

9th Floor 2] Q.R Q 610-619 Medicine
8th Floor College of . Ux.nver_suy

] Graduate Studies Librarian 1
7th Floor |—4£| PQ thru PZ 800's Literature

Copier
P thru PN YRS 400's Art, Music, Language,
6th Floor lCopievl M,N ﬂ 700's Literature
~ : ERIC
5th Floor J’cﬁ\ JTé“"Tee”x':;;oi\:L 370's Education, Physical Education
Ll i ——
S:cahnqn: InfoTroc 300, .
4th Floor ]—Cﬁl H,J [‘QJ (e X 5370) Social Sciences, Business
. i ¥ xcep
D,E,F,G

Fl ’ ’ ’ ' .

3rd oor : Iﬁ (except GV) 900's History, Geography
' A.B,C,Z InfoTroc The News .
1590y General Works, Philosophy

w2 foe D1 WREE]  femimn

"5& CIRCULATION
Lobby

Exit DESK Ltebby | Exit
Ground TECHNICAL SERVICES CENTER FOR INDIVIDUALIZED
Floor AUDIO-VISUAL SERVICES INSTRUCTION (CH)

Access to the On-line Catalog is
available at the reference desk on each floor.

1 ..
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CHECKING OUT BOOKS Please present valid ID to check out books at the Circulation Desk in the lobby.

Loan periods are: Students -2 weeks (1 week in surnmer); Staff - 4 weeks; Faculty - the academicyear. Books
may be renewed and may be recalled. A fine of 5 cents a day is charged for overdue books. Reference books
and periodicals do not circulate.

BILL AND FINE POLICY Overdue notices are sent on the 14th and 21st day after due dates. Materials not
returned after two reminders are declared lost, fines are dropped, and a bill is sent for the cost of the material

plus a $25.00 processing fee and a $3.00 service fee. If the lost material is found and returned, the service fee
remains. '

CURRENT PERIODICALS Unbound periodicals are kept at the information desk on each subject floor.
Please ask for them on the appropriate subject floor.

Typical Subject Floor Plan

| é‘}} L q_{_c_,__l '-l-l-l-l-g'rupm
&1 — e == SRS S S 2SS
1 Q_«,‘f" | — 2 1 C ml
— S— — 1
3 ] RS O C
Q S
S — | 1 1 -
£ ] i N ——

[
)
1 N
| il l Si [
iy | ——in |
READERS RESTROOMS

LUBRARIAN'S D \ B m | s S [ s |
CATALOG ™ |
< REFERENCE DESK'™ TERMINALS OREADING AREAQ >
SERODTALS ’ [ | w ) [ S -
1

Y M
i~ -
qu’é@_:D s

é
tooooan  PERIODICAL [:l___'__c?oéi)\’.a ]
INDEXES @

——— s —
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JACKSONVILLE STATE UNIVERSITY
Jacksonville, Alabama 36265

HBouston Cole Library Telepione {203} 782-5251
Kedia Ceater

AUDILO~VISUAL SERVICES

Hours: Monday through Thursday 7:30 A.M. to 4:40 P.M.
Friday 8:30 A.M. to 4:15 P.M.

lLending Services: Materials may be checked out by faculty and staff only.
Students and others may use materials in the Media Center during regular
business hours.

Audio tapec

Yideo tapes

Video disks

Compact Disks (musical recordings found in the 6th floor listening room)
Records - voice and elementary music

(musical recordings found in the 6th floor listening room)
lémm films
Filmstrips
Filmloops
Audio-visual kits
Computer software

Production Services: Available to faculty, staff and students.

Service Cost
Transparencies (Black on Clear).......evvvuvvrrnrnnernens $0.30 each
(Black o ColOoT) v iivivivennvnninennannnns $0.50 each
(Color on Clear) ... veereererrirnnnoesons .$0.50 each
Transparency Frames......... L s i e $0.25 each
Slides 26 /01 i iivinuretiranaonrirassonaraosns Ceeeeen $10.00/roll
(no charge if patron provides film and processing)
Flip chart paper (pens NOT provided)........c.vvvuuen ,++$11.00/pad
DIY MOUNEIIEZ. v v v v vt vnnrnesnoonsioosossosssasonsosonsons $0.25/sq. foot
Lamination..cevvenvvneen S i eee ittt e $0.35/foot
Comb Binding...vvevivvirirrconsnoririonsoonnsos P (L $0.35
..................................... 3/4v....%$0.25
..................................... 5/8"....$0.20
............. S ¥ AR {) 11
.................................... J1/4m,,..$0.10
Audio tape duplicaticn......covevivees eeeecenae 60 min..$0.86 each

.......................... 90 min..$1.01 each
NOTE: Forelgn language tapes sold in sets only.

Video tape duplication.......cieovvvieiiann e $4.00 each
Film splicing. ... .o vviiiiiiiiiiiioniiiinnnnennnns Ce e est./film
Posters and BaNNerS. . .oov v e rerionrnrrsesotonnnnrosonssssons $0.10/sq. foot

(or cost of materials)

THE MEDIA CENTER ABIDES BY U.S. COPYRIGHT LAWS AND REGULATIONS.

H-1
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PUBLIC LAW 101-836—JULY 26, 1990 - 104 STAT. 3827
Public Law 101-336

101st Congress .
An Act-
To establish a clear and comprehensive prohibition of discrimination on the basis of "_July 26, 1990
disability. ‘ . [S- 933]
Be it enacted by the Senate and House of Representatives of the N .
it ca i mericans wit
United States of America in Congress assembled, - fmericans with
SECTION 1. SHORT TITLE; TABLE OF CONTENTS. of 1990.
(a) SsorT TrrLe.—This Act may be cited as the “Americans with 42 USC 12101
Disabilities Act of 1990”. note.

®) TasLe oF Contents.—The table of contents is as follows:

Sec. 1. Short title; table of contents.
Sec. 2. Findings and purposes.
Sec. 8. Definitions.

TITLE 1--EMPLOYMENT

101. Definitions.

102. Discrimination.

103, Defenses.

104. Nlegal use of drugs and alcohol.
105. Posting notices.

106. Regulations.

107. Enforcement.

. 108. Effective date.

TITLE O—PUBLIC SERVICES

Subtitle A—Prohibition Against Discrimination and Other Generally Applicable
Provisions

TEETTELE

Sec. 201, Definition.
Sec. 202. Discrimination.
Sec. 203. Enforcement.
Sec. 204. lations.
Sec. 205. Effective date.

Subtitle B—Actions Applicable to Public Transportation Provided by Public Entities
Considered Discriminatory .

ParT I~—PunLIc TRANSPORTATION OTHER THAN BY AIRCRAFT OR CxxrTAIN RanL
OPERATIONS

221. Definitions. '

. Public entities operating fixed route systems.

" Paratransit as a complement to fixed route service.

. Public entity operating a demand responsive system.

. Teraporary relief where lifts are unavailable.
. New facilities,

. Alterations of existing facilities.

" Public transportation programs and activities in existing facilities and one
car per train rule. .

. Regulations.

. Interim accessibility requirements.

231. Effective date.

B BNBERSR

TPY PEEEEERY
8

Part II—PupLic Msrolmmon BY INTERCTTY AND COMMUTER RALL
. 241, Definitions.

- 242 Intercity and commuter rail actions considered discriminatory.
. 243. Conformance of accessibility standards.

g
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104 STAT. 328 PUBLIC LAW 101-336—JULY 26, 1990

42 USC 12101.

Sec. 244. Regulations.
Sec. 245. Interim accessibility requirements.
Sec, 248. Effective date.

TITLE II—PUBLIC ACCOMMODATIONS AND SERVICES OPERATED BY
PRIVATE ENTITIES

Sec. 301. Definitions. - .

Sec. 302. Prohibition of discrimination by public accommodations.

Sec. 303. New construction and alterations in public accommodations and commer-
cial facilities. . .

Sec. 304. Prohibition of discrimination in specified public transportation services
provided by private entities.

Sec. 305. Study.

Sec. 308. Regulations, . Lo

Sec. 307. Exemptions for private clubs and religious organizations.

Sec. 308. Enforcement. -

Sec. 309. Examinations and courses.

Sec. 310. Effective date.

TITLE IV—TELECOMMUNICATIONS
Sec. 401. Telecommunications relay services for hearing-impaired and speech-im-
paired individuals. .
Sec. 402. Closed-captioning of public service announcements,
TITLE V—MISCELLANEOUS PROVISIONS
Sec. 501. Construction.
Sec. 502. State immunity.
Sec. 503. Prohibition against retaliation and coercion. . . .
Sec. 504. Reg:;%ions by the Architectural and Transportation Barriers Compliance

Sec. 505. Attorney’s fees.

Sec. 506. Technical assistance.
Sec. 507. Federal wilderness areas.
ﬁ. 508. Transvestites.

. 509. Coverage of Congress and the agencies of the legislative branch.
Sec. 510. Illg;gal use of drugs.
. Definitions.
Sec, 512. Amendments to the Rehabilitation Act.
Sec. 513. Alternative means of dispute resolution.
Sec. 514. Severability.

SEC. 2. FINDINGS AND PURPOSES.

(a) FinpiNGs.—The Congress finds that— i

(1) some 43,000,000 Americans have one or more ph sical or
mental disabilities, and this number is increasing as the popu-
lation as a whole is growiniolder; . '

(2) historically, society has tended to isolate and segregate
individuals with disabilities, and, despite some improvements,
such forms of discrimination against individuals with disabil-
ities continue to be a serious and pervasive social problem;

(3) discrimination against individuals with disabilities persists
in such critical areas as employment, housing, public accom-
modations, education, transportation, communication, recre-
ation, institutionalization, health services, voting, and access to
public services; )

(4) unlike individuals who have experienced discrimination on
the basis of race, color, sex, national origin, religion, or age,
individuals who have experienced discrimination on the basis of
disability have often had no legal recourse to redress such
discrimination; .

(5) individuals with disabilities continually encounter various
forms of discrimination, including outright intentional exclu-
gion, the discriminatory effects of architectural, transportation,
and communication barriers, overprotective rules and policies,
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PUBLIC LAW 101-836—JULY 26, 1990 104 STAT. 829

failure to make modifications to existing facilities and practices,
exclusionary qualification standards and criteria, segregation,
and relegation to lesser services, programs, activities, benefits,
jobs, or other opportunities;

(6) census data, national polls, and other studies have docu-
mented that people with disabilities, as a group, occupy an
inferior status in our society, and are severely disadvantaged
gocially, vocationally, economically, and educationally;

(7) individuals with disabilities are a discrete and insular
minority who have been faced with restrictions and limitations,
subjected to a history of purposeful unequal treatment, and
relegated to a position of political powerlessness in our society,
based on characteristics that are beyond the control of such
individuals and resulting from stereotypic assumptions not
truly indicative of the individual ability of such individuals to
participate in, and contribute to, society;

(8) the Nation’s proper goals regarding individuals with
disabilities are to assure equality of opportunity, full participa-
tion, independent living, and economic self-sufficiency for such
individuals; and

(9) the continuing existence of unfair and unnecessary
discrimination and prejudice denies pecple with disabilities the
opportunity to compete on an equal basis and to pursue those
opportunities for which our free society is justifiably famous,
and costs the United States billions of dollars in unnecessary
expenses resulting from dependency and nonproductivity.

(b) Purrose.—It is the purpose of this Act—

(1) to provide a clear and comprehensive national mandate for
the elimination of discrimination egainst individuals with
disabilities;

(2) to provide clear, strong, consistent, enforceable standards
addressing discrimination against individuals with disabilities;

(3) to ensure that the Federal Government plays a central role
in enforcing the standards established in this Act on behalf of
individuals with disabilities; and .

(4) to invoke the sweep of congressional suthority, including
the power to enforce the fourteenth amendment and to regulate
commerce, in order to address the major areas of discrimination
faced day-to-day by people with disabilities.

SEC. 3. DEFINITIONS. 42 USC 12102.
As used in this Act:
(1) AUXILIARY AIDS AND SERVICES.—The term “auxiliory aids
and services” includes—

(A) qualified interpreters or other effective methods of
making aurally delivered materiale available to individuals
with hearing impairments;

(B) qualified readers, taped texts, or other effective
methods of making visually delivered materials available to
individuals with visual impairments’ ‘

(g) acquisition or modification of equipment or devices;
an )

(D) other similar services and actions.

(2) DisapiLITY.—The term “disability” means, with respect to

an individual—
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104 STAT. 330 PUBLIC LAW 101-336—JULY 26, 1990

(A) a physical or mental impairment that substantiall
limits one or more of the major life activities .f suc
individual;

(B) a record of such an impairment; or

(C) being regarded as having such an impairment.

(3) State.—The term “State” means each of the several
States, the District of Columbia, the Commonwealth of Puerto
Rico, Guam, American Samoa, the Virgin Islands, the Trust
Territory of the Pacific Islands, and the Commonwealth of the
Northern Mariana Islands.

TITLE I-EMPLOYMENT

42USC 12111. SEC. 101. DEFINITIONS.

As used in this title: _

(1) CommissioN.—The term “Commission” means the Equal
Employment Opportunity Commission established by section
705 of the Civil Rights Act of 1964 (42 U.S.C. 2000e-4).

(2) Coverep ENTITY.—The term “covered entity” means an
employer, employment agency, labor organization, or joint
labor-management committee.

(3) DireCT THREAT.—The term “direct threat” means a signifi-
cant risk to the hzalth or safety of others that cannot be
eliminated by reasonable accommodation.

(4) EmrrLoYEE.—The term “employee” means an individual
employed by an employer.

(5) EMPLOYER.—

(A) Iy GENERAL.—The term “employer” means a person
engaged in an industry affecting commerce who has 15 or
more employees for each working day in each of 20 or more
calendar weeks in the current or preceding calendar year,
and any sgent of such person, except that, for two years
following the effective date of this title, an employer means
a person engaged in an industry affecting commerce who
has 25 or more employeet for each working day in each of
20 or more calendar weeks in the current or preceding year,
and any agent of such person. ' .

(B) ExceetioNs.—The term “employer” does not in-
clude— . :

(i) the United States, a corporation wholly owried by
th'%e government of the United States, or an Indian
ribe; or
(ii) a bona fide private membership club {other than a
labor organization) that is exempt from taxation uncer
section 501(c) of the Internal Revenue Code of 1986.

(6) ILLEGAL USE OF DRUGS.— ,

(A) IN GeNERAL.~—The term “illegal use of drugs” means
the use of drugs, the possession or distribution of which is
unlawful under the Controlled Substances Act (21 U.S.C.
812). Such term does not include the use of a drug taken
under supervision by a licensed health care professional, or
other uses authorized by the Coatrolled Substances Act or
other provisions of Federal law.

(B) Drucs.—The term “dmf" means a controlleC sub-
stance, as defined in schedules I through V of section 202 of
the Controlled Substances Act. .
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(7) PersoN, Erc.—The terms “person”, “Jabor organization”,
“employment agency”, “commerce”, and “industry affecting
commerce”, shall have the same meanin given such terms in
section 701 of the Civil Rights Act of 1964 (42 U.S.C. 2000e).

(8) QUALIFIED INDIVIDUAL WITH A pisaBiLrty.—The term
“qualified individual with a disability” means an individual
with a disability who, with or without reasonable accommoda-
tion, can perform the essential functions of the employment
position that such individua! holds or desires. For the purposes
of this title, consideration shall be given to the employer’s
judgment as to what functions of a job are essential, and if an
employer has prepared a written description before advertising
or interviewing applicants for the job, this description shall be
considered evidence of the essential functions of the job.

(9) REASONABLE ACCOMMODATION.—The term “reasonable
accommodation” may include—

(A) making existing facilities used by emgloyees readily
accessible to and usable by individuals with isabilities; and
(B) job restructuring, part-time or modified work sched-
ules, reassignment to & vacant position, acquisition or modi-

fication of equipment or devices, appropriate adjustment or
modifications of examinations, training materials or poli-
cies, the provision of qualified readers or interpreters, and
other sim'lar accommodations for individuals with
disabilities.

(10) UNDUE HARDSHIP.—

(A) IN GENERAL—~The term “undue hardship” means an
action requiring significant difficulty or expense, when
{cg;xsidere in light of the factors set forth in subparagraph

(B) FACTORS TO BE CONSIDERED.—In determining whether
an accommodation would impose an undue hardship on a
covered entity, factors to be considered include—

(i) the nature and cost of the accommodation needed
under this Act;

(ii) the overall financial resources of the farility or
facilities involved in the provision of the reasonable
accommodation; the number of persons employed at
such facility; the effect on experses and resources, or

104 STAT. 881

the impact otherwise of such accommodation upon the .

operation of the facility;

(ii3) the overall financial resources of the covered
entity; the overall size of the business of a cove
entity with respect to the number of its employees; the
number, type, and location of its facilities; and

@iv) the ?m of oEeration or operations of the covered
entity, including the com ition, structure, and func-
tions of the workforce of such entity; the geographic
geparateness, adminisirative, or fiscal relationship of
th(:.tfacility or facilities in question to the covered
entity.

SEC. 102. DISCRIMINATION.

(a) GENErAL RuLe.—No overed entity ghall di~cnminate against
a qualified individual with a disability because of the disability of
guch individual in regard to job application procedures, the hiring,
advancement, or discharge of employees, employee compen-

42'USC Y2112,
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sation, fjob training, and other terms, conditions, and privi-
| leges of employment.
(b) CoNSTRUCTION.-—As used in subsection (a), the term *discrimi-
nate” includes— :

(1) limiting, segregating, or classifying a job applicant or
employee in a way that adversely affects the opportunities or
status of such applicant or employee because of the disability of
such applicant or employee;

(2) participating in a contractual or other arrangement or
relationship that has the effect of subjecting a covered entity’s
qualified applicant or employee with a disability to the discrimi-
nation prohibited by this title (such relationship includes a
relationship with an employment or referral agency, labor
union, an organization providing fringe benefits to an employee
of the covered entity, or an organization providing training and
apprenticeship programs);

(3) utilizing standards, criteria, or methods of admin-
istration—

. (A) that have the effect of discrimination on the basis of
disability; or
(B) that perpetuate the discrimination of others who are
subject to common administrative control;

(4) excluding or otherwise denying equal jobs or benefits to a
qualified individual because of the known disability of an
individual with whom the qualified individual is known to have
a relationship or association;

(5XA) not making reasonable accommodations to the known
physical or mental limitations of an otherwise qualified individ-
ual with a disability who is an applicant or employee, unless
such covered entity can demonstrate that the accommeodation
would imposc an undue hardship on the operation of the busi-
ness of such covered entity; or

(B} denying employment opportunities to a job applicant or
employee who is an otherwise qualified individual with a
disability, if such denial is based on the need of such covered
entity to make reasonable accommodation to the physical or
mental impairments of the employee or applicant;

(6) using qualification stanJ)args, employment tests or other
selection criteria that screen out or tend to screen out an
individual with a disability or a class of individuals with disabil-
ities unless the standard, test or other selection criteria, as used
by the covered entity, is shown to be job-related for the position
in ?uestign and is consistent with business necessity; an

(7) failing to select and administer tests concerning employ-
ment in the most effective manner to ensure that, when such
test is administered to a job applicant or employes who has a
disability that impairs sensory, manual, or speaking skills, such
test results accurately reflect the skills, aptitude, or whatever
other factor of such applicant or employee that such test
purporta to measure, rather than reflecting the impaired sen-
sory, manual, or speaking skills of such emploiee or applicant
(except where such skills are the factors that the test purports
to measure).

{c) MEDICAL EXAMINATIONS AND INQUIRIES.—

(1) IN GENERAL.—The prohibition against discrimination as

referred to in subsection (a) shail include medical examinations
and inquiries.

\) 1-6 1 2 \3
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(2) PREEMPLOYMENT.—

e (A) PROHIBITED EXAMINATION OR INQUIRY.—Except as pro-

. vided in paragraph (8), a covered entity shall not conduct a
medical examination or make inquiries of a job applicant as
to whether such applicant is an individual with a disability
or as to the nature or severity of such disability.

(B) ACCEPTABLE INQUIRY.—A covered entity may make
preemployment inquiries into the ability of an applicant to
perform job-related functions.

(3) EMPLOYMENT ENTRANCE EXAMINATION.—A covered entity
may require & medical examination after an offer of employ-
ment has been made to a job applicant and prior to the
commencement of the employment duties of such applicant, and
may condition an offer of employment on the results of such
examination, if—

(A) all entering employees are subjected to such an exam-
ination regardless of disability; ' :

. (B) information obtained regarding the medical condition
or history of the applicant is collected and maintained on
separate forms and in separate medical files and is treated
as a confidential medical record, except that—

(i) supervisors and managers may be informed
regarding necessary restrictions on the work or duties
of the employee and necessary accommodations;

@ii) first axd and safety personnel may be informed,
when appropriate, if the disability might require emer-
gency treatment; and

(ii) government officials investigating compliance
with this Act shall be provided relevant information on
request; and

(C) the results of such examination are used onmly in
accordance with this title.

(4) EXAMINATION AND INQUIRY.—

(A) PROHIBITED EXAMINATIONS AND INQUIRIES.—A covered
entity shall not require a medica! examination and shall
not make inquiries of an employee as to whether such
employee is an individual with a disability or as to the
nature or severity of the disability, unless such examina-
tion or inquiry is shown to be job-related and consistent
with business necessity.

(B) ACCEPTABLE EXAMINATIONS AND INQUIRIES.—A covered
entity may conduct voluntary medical examinations,
including voluntary medical histories, which are part of an
employee health program available to employees at that
work site. A covered entity may make inquiries into the
ability of an employee to perform job-related functions.

(C) ReQUIREMENT.—Information obtaincd under subpara-
graph (B) regarding the medical condition or history of any
employee are subject to the requirements of subparagraphs
(B) and (C) of paragraph (8).

SEC. 103. DEFENSES. 42 USC 12113.

(a) IN GENERAL—It may be a defense to a charge of discrimination
under this Act that an alleged application of qualification standards,
tests, or selection criteria that screen out or tend to screen out or
otherwise deny a job or benefit to an individual with a disability has
been shown to be job-related and consistent with business necessity,

3
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Public
{nformation.

42 USC 12114.

and such performance cannot be accomplished by reasonable
accommodation, as required under this title.

(b) QUALIFICATION rAnDARDS—The term “qualification stand-
ards” may include a requirement thatan individual shall not pose a
direct threat to the heaith or safety of other individuals in the
workplace. .

(c) ReLiGrous ENTITIES, —

(1) In cENERAL—This title shall not prohibit a religious
corporation, association, educational institution, or society from
giving preference in employment to individuals of a particular
religion to perform work connected with the carrying on by
such corporation, association, educational institution, or society

_ of ita activities.

(2) ReucioUS TENETS ReQUIREMENT.—Under this title, a
religious organization may require that all applicants and
employees conform to the religious tenets of such organization.

(d) List or InvECTIOUS AND COMMUNICABLE DiSEASES.—

(1) In ceNErAL—The Secretary of Health and Huiaan Serv-
ices, not later than 6 months after the date of enactment of this
Act, shall—

(A) review all infectious and communicable diseases
whic}x may be transmitted through handling the food
supply; :

(B) publish a list of infectious and communicable diseases
which are transmitted through handling the food supply;

(C) publish the methods by which such diseases are
transmitted; and )

(D) widely disseminate such information regarding the
list of diseases and their modes of transmissability to the
general public.

Such list shall be updated annually.

(2) ApPLICATIONS.—In any case in which an individual has an
infectious or communicable disease that is transmitted to others
through the handling of food, that is included on the list
developed by the Secretary of Health and Human Services
under paragraph (1), and which cannot be eliminated by reason-
able accommodation, a covered entity may refuse to assign or
t(:l(l)ptinue to assign such individual to a job involving food han-

ing. :

(3) ConstructioN.—Nothing in this Act shall be construed to
preempt, modify, or amend any State, county, or local law,
ordinance, 'or regulation applicable to food bandling which is
designed to protect the iublic health from individuals who pose
a significant risk to the health or safety of others, which cannot
be eliminated by reasonable accommodation, pursuant to the
list of infectious or communicable diseases and the modes of
transmissability - published by the Secretary of Health and

Human Services.
S8EC. 104 ILLEGAL USE OF DRUGS AND ALCOHOL.
(a) %unum:n InDIVIDUAL Wit A Disasiry.—For pu s of
this title, the term *“qualified individual with a disability” shall not

include any employee or applicant who is currently engaging in the

illegal use of drugs, when the covered ertity acts on the basis of such
use.
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() RULES OF ConstruCTION.—Nothing in subsection (a) shall be
construed to exclude as a qualified individual with a disability an
individual who— ,

(1) has successfully completed a supervised drug rehabilita-
tion program and is no longer engaging in the i legal use of
drugs, or has otherwise been rehabilitate successfully and is no
longer engaging in such use;

(2) is participating in a supervised rehabilitation program and
is no longer enga%-ing in such use; or

(8) is erroneously regarded as engaging in such use, but is not
engaging in such use;

except that it shall not be a violation of this Act for a covered entity
to adopt or administer reasonable policies or procedures, includin
but not limited to drug testing, designed to ensure that an individu
described in paragraph (1) or (2) is no longer engaging in the illegal
use of drugs. .

(c) AuTHORITY OF COVERED ENTrTY.—A covered entity—

(1) may prohibit the illegal use of drugs and the use of alcohol
at the workplace by all employees;

(2) may require that employees shall not be under the influ-
ence of alcohol or be engaging in the illegal use of drugs at the
workplace;

(3) may require that employees behave_in conformance with
the retluirements established under the Drug-Free Workplace
Act of 1988 (41 U.S.C. 701 et seq.);

(4) may hold an employee who engages in the illegal use of
drugs or who is an alcoholic to the same qualification standards
for employment or job performance and behavior that such
entity holds other emﬁgoyeee. even if any unsatisfactory
performance or behavior is related to the drug use or alcoholism
of such employee; and

(5) may, with respect to Federal regulations regarding alcohol
and the illegal use of drugs, require that— -

(A) employees compi with the standards established in
such regulations of the Depariment of Defense, if the
em,ploiees of the covered entity are employed in an indus-
try subject to such regulations, including eomgl\ying with
regulations (if any) that apply to employment in sensitive
positions in such an industry, in the case of employees of
the covered entity who are em b%eg in such positions (as
defined in the regulations of tge partment of Defense);

B) emploireea comﬁly with the standards established in
such regulations of the Nuclear Regulatory Commission, if
the employees of the covered entity are employed in an
industry subject to such regulations, including complying
with regulations (if any) that apply to employment in sen-
sitive positions in such an industry, in the case of employ-
ees of the covered entit{ who are employed in such
Esxtions (as defined in the regulations of the Nuclear

gulatory Commission); and

(C) employees comply with the standards established in
such regulations of the Department of Transportation, if
the employees of the covered entity are employed in a
transportation industry subject to such regulations, includ-
ing complyingnwith such regulations (if any) that apply to
employment in sensitive positions in such an industry, in
the case of employees of the covered entity who are

1.9 16
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42 USC 12116.

42 USC 12116.

42 USC 12117,

Regulations.

employed in such ‘positions (as defined in the regulations of
the Department o Transportation).

(d) DruG TEsTING.— . :

(1) IN GeNERAL.—For purposes of this title, a test to determine
the illegal use of drugs gshall not be considered a medical
examination.

)] ConstrucTioN.—Nothing in this title shall be construed to
encourage, prohibit, or authorize the conducting of drug testing
for the iilegal use of drugs by job applicants or em loyees or
making employment decisions based on such test resuits.

(e) TRANSPORTATION EmpLovEES.—Nothing in this title shall be
construed to encourage, prohibit, restrict, or authorize the otherwise
lawful exercise by entities subject to the jurisdiction of the Depart-
ment of Transportation of authority to—

(1) test employees of such entities in, and applicants for,
sositions involving safety-sensitive duties for the illegal use of

rugs and for on-duty impairment by alcohel; and

(2) remove such persons who test positive for illegal use of
drugs and on-dut impairment by a cohol pursuant to para-
%:rap{x)(l) from safety-sensitive duties in implementing subsec-

ion (c). .

SEC. 105. POSTING NOTICES.

Every employer, employment agency, 1abor organization, or joint

labor-management committee covere under this title shall post

notices in an accessible format to applicants, employees, and mem-

bers describing the applicable provisions of this Act, in the manner

%g?)cri?g;l by section 711 of the Civil Rights Act of 1964 (42 USC.
e-10).

SEC. 106. REGULATIONS.

Not later than 1 year after the date of enactment of this Act, the
Commission shall issue regulations in an accessible format to ca

out this title in accordance with subchapter II of chapter 5 of titl?g:
United States Code.

SEC. 107. ENFORCEMENT.

(a) PowERs, REMEDIES, AND PROCEDURES.—The powers remedies,
and procedures set forth in sections 705, 706, 707, 109, anci 710 of the
Civil Rights Act of 1964 (42 US.C. 2000e-4, 2000e-5, 2000e-6,
2000e-8, and 2000e-9) shall be the powers remedies, and procedures
this title provides to the Commission, to the Attorney General, or to
any person alleging discrimination on the basis of disability in
violation of any provision of this Act, or regulations promulga
under séction 106, concerning employment.

(b) CoorpinATION.—The agencies with enforcement authority for
actions which allege employment discrimiration under this title and
under the Rehabilitation Act of 1973 shall develop procedures to
ensure that administrative complaints filed under this title and
under the Rehabilitation Act of 1973 are dealt with in & manner
that avoids duplication of effort and prevents imposition of
inconsistent or con!'licti:r:’.i_l standards for the same requirements
under this title and the Rehabilitation Act of 1978. The Commission,
the Attorney General, and the Office of Federal Contract Compli-
ance Programs shall estabiish such coordinating mechanisma (simi-
lar to provisions contained in the joint regulations gromulgated by
the Commission and the Attorney Gener at part 42 of title 28 and




PUBLIC LAW 101-836—JULY 26, 1950

sart 1691 of title 29, Code of Federal Regulations, and the Memoran-
um of Understanciing between the Commission and the Office of
Federal Contract Compliance Programs dated January 16, 1981 (46
Fed. Reg. 7435, January 28, 1981)) in regulations imi)lementing this
title and Rehabilitation Act of 1978 not later than 18 months after
the date of enactment of this Act.

SEC. 108. EFFECTIVE DATE.

This title shall become effective 24 months after the date of
enactment.

TITLE II—PUBLIC SERVICES

Subtitle A—Prohibition Against Discrimina-
tion and Other Generally Applicable Provi-
sions

SEC. 201. DEFINITION.

As used in this title:

(1) Pusuic nTiTy.—The term “public entity” means—

(A) any State or local government;

(B) any department, agency, special purpose district, or
other instrumentality of a State or States or local govern-
ment; and -

(C) the National Railroad Passenger Corporation, and any
commuter authority (as defined in section 103(8) of the Rail
Passenger Service Act).

(2) QUALIFIED INDIVIDUAL WITH A pIsABILITY.—The term
“qualified individual with e disability” means an individual
with a disability who, with or without reasonable modifications
to rules, policies, or practices, the removal of architectural,
communication, or transportation barriers, or the provision of
auxiliary aids and services, meets the essential eligibility
requirements for the receipt of services or the participation in
programs or activities provided by a public entity.

SEC. 202. DISCRIMINATION.

Subject to the provisions of this title, no qualified individual with
& disability shall, by reason of such disability, be excluded from
participation in or be denied the benefits of the services, programs,
or activities of a public entity, or be subjected to discrimination by
any such entity.

SEC. 203. ENFORCEMENT.

The remedies, procedures, and nghts set forth in section 505 of the
Rehabilitation Act of 1978 (29 U.S.C. 794a) shall be the remedies,
rocedures, and riihts this title provides to anv person alleging
iscrimination on the basis of disability in violation of section 20Z.
SEC. 204. REGULATIONS. B

(2) IN GeneraL—Not later than 1 year after the date of enact-
ment of this Act, the Attorney General shall promu]fate regulations
in an accessible format that implement this subtitle. Suc regula-
tions shall not include any matter within the scope of the authorit;
of the Secretary of Transportation under section 223, 229, or 244.

-1 128
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(b) ReraTioNsHIP TO OTHER RecuLATIONS.—Except for “program
accessibility, existing facilities”, and “communications”, regulations
under subsection (a) shall be consistent with this Act and with the
coordination regulations under part 41 of title 28, Code of Federal
Regulations (as promulgated by the Department of Health, Edu-
cation, and Welfare on January 13, 1978), applicable to recipients of
Federal financial assistance under section 504 of the Rehabilitation
Act of 1973 (29 U.S.C. 794). With respect to “program accessibility,
existing facilities”, and “communications”, such regulations shall be
consistent with regulations and analysis as in part 39 of title 28 of
the Code of Federal Regulations, applicable to federally conducted
activities under such section 504. - .

(c) StANDARDS.—Regulations under subsection (a) shall include
standards applicable to facilities and vehicles covered by this sub-
title, other than facilities, stations, rail passenger cars, and vehicles
covered by subtitle B. Such standards ghall be consistent with the
minimum guidelines and requirements issued by the Architectural
and Transportation Barriers Compliance Board in accordance with
section 504(a) of this Act.

42 USC 12131 SEC. 205. EFFECTIVE DATE. _
note. (a) GENERAL RULE—Except as provided in subsection ®), this

subtitle shall become effective 12 months after the date of enact-
ment of this Act. .

() ExceprioN.—Section 204 shall become effective on the date of
enactment of this Act.

Subtitle B—Actions Applicable to Public
Transportation Provided by Public Entities
Considered Discriminatory

PART I—PUBLIC TRANSPORTATION OTHER THAN
BY AIRCRAFT OR CERTAIN RAIL OPERATIONS

42 USC 12141, SEC. 221. DEFINITIONS.

As used in this part:

(1) DEMAND RESPONSIVE systeM.—The term “demand respon-
give system” means any system of providing designated public
transportation which is not a fixed route system.

(2) DESIGNATED PUBLIC TRANSPORTATION.—The term “des-
jgnated public transportation” means transportation (other
than public school transportation) by bus, rail, or any other
conveyance (other than transportation by aircraft or intercity
or commuter rail transportation (as defined in section 241)) that
provides the general public with general or special service
(including charter service) on a regular and continuing basis.

3) Fixep routE 8YSTEM.—The ferm “fixed route system”
means a system of providing designated public transportation
on which a vehicle is operated along a prescribed route accord-
ing to a fixed schedule.

4) OPERATES.—The term “o rates”, as used with respect toa
fixed route system or deman responsive system, includes oper-
ation of such system by a person under a contractual or other

arrangement or relationship with a public entity.

*
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}mglact otherwise of such action upon the operation of the

acility; -

(C) the overall financia! resources of the covered entity;
the overall size of the business of a covered entity with
respect to the number of its employees; the number, type,
and location of its facilities; and

(D) the type of operation or operations of the covered
entity, including the composition, structure, and functions
of the workforce of such entity; the geographic separate-
ness, edministrative or fiscal relationship of the facility or
facilities in question to the covered entity.

(10) SPECIFIED PUBLIC TRANSPORTATION.—The term “specified
public transportation” means transportation b{l bus, rail, or any
cther conveyance (other than by aircrafi) that provides the
general public with general or special service (including charter
service) on a regular and continuing basis.

(11) VemicLe.—The term “vehicle” does not include a rail
passenger car, railroad locomotive, railroad freight car, railroad
caboose, or a railroad car described in section 242 or covered
under this title.

SEC. 802. PROHIBITION OF DISCRIMINATION BY PUBLIC ACCOMMODA. 42 USC12182.
TIONS. :

(a) GENERAL RuLE.—No individual shall be discriminated against
on the basis of disability in the full and equal enjoyment of the
goods, services, facilities, privileges, advantages, or accommodations
of any place of public accommodation by any person who owns,
leases (or leases to), or operates a place of public accommodation.

(b) CONSTRUCTION.—

(1) GENERAL PROHIBITION.—
(A) ACTIVITIES.—

(i) DENIAL OF PARTICIPATION.—It shall be discrimina-
tory to subject an individual or class of individuals on
the basis of a disability or disabilities of such individual
or class, directly, or through contractual, licensing, or
other arrangements, to a denial of the opportunity of
the individual or class to participate in or benefit from
the goods, services, facilities, privileges, advantages, or

. accommodations of an entity.

(i) PARTICIPATION IN UNEQUAL BENEFIT.—It shall be
discriminatory to afford an individual or class of
individuals, on the basis of a disability or disabilities of
such individual or class, directly, or through contrac-
tual, licensing, or other arrangements with the oppor-
tunity to participate in or benefit from a good, service,
facility, airivilege, advantage, or accommodation that is
not equal to that afforded to other individuals.

(iii) SEPARATE BENEFTT.—It ghall be discriminatory to
Erovide an individual or class of individuals, on the

asis of a disability or disabilities of such individual or
class, directly, or through contractual, licensing, or
other arrangements with a good, service, facility, privi-
lege, advantage, or accommodation that is different or
separate from that provided to other individuals, unless
such action is necessary to provide the individual or
class of individuals with a good, service, facility, privi-

Q ‘ I-13 1:’0
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lege, advantage, or accommodation, or other oppor-
tunity that is as effective as that provided to others.

(iv) INDIVIDUAL OR CLASS OF INDIVIDUALS.~For pur-
poses of clauses (i) throu%h (iii) of this sub?ar aph,
the term “individual or class of individuals” relers to
the clients or customers of the covered public accommo-

~ dation that enters into the contractual, licensing or

other arrangement. .

(B) INTEGRATED SETTINGS.—Goods, services, facilities,
rivileges, advantages, and accommodations shall be af-
orded to an individual with a disability in the most in-

tegrated setting appropriate to the needs of the individual.

(C) OPPORTUNITY TO PARTICIPATE.—Notwithstanding the
existence of separate or different programs or activities
provided in accordance with this section, an individual with
a disability shall not be denied the opportunity to partici-

ate in ?:uCh programs or activities that are not separate or

erent. ,

(D) ADMINISTRATIVE METHODS.—An individual or entity
shall not, directly or through contractual or other arrange-
;ne?its, utilize standards or criteria or methcds of adminis-

ration—

(i) that have the effect of discriminating on the basis
of disability; or

(i) that perpetuate the discrimination of others who
are subject to common administrative control.

(E) AssociATION.—It shall be discriminatory to exclude or
otherwise deny equal goods, services, facilities, privileges,
advantages, accommodations, or other opportunities to an
individual or entity because of the known disability of an
individual with whom the individual or entity is known to
have a relationship or association.

(2) SPECIFIC PROHIBITIONS.—

(A) DiscriMINATION.—For purposes of subsection (@),
discrimination inciudes—

(i) the imposition or application of eligibility criteria
that screen out or tend to screen out an individual with
a disability or any class of individuals with disabilities
from fully and equally enjoying any goods, services,
facilities, privileges, advantages, or accommodations,
unless such criteria can be shown to be necessary for
the provision of the goods, services, facilities, privileges,
advantages, or accommodations being offered;

(ii) a failure to make reasonable modifications in
policies, practices, or procedures, when such modifica-
tions are necessary to afford such goods, services, facili-
ties, srivileges, advantages, or accommodations to
individuals with disabilities, unless the entity can dem-
onstrate that making such modifications would fun-
damentally alter the nature of such goods, services,
facilities qrivileges, advantages, or accommodations;

(iii) a failure to take such steps as may be necessary
to ensure that no individual with a disability is ex-
cluded, denied services, segregated or otherwise treated
differently than other individuals because of the ab-
gence of auxiliary aids and services, unless the entity
can demonstrate that taking such steps would fun-
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accessible to and usable by individuals with disabilities
(including individua!s who use wheelchairs) unless such
entity can demonstrate that such system, when viewed
in its entirety, provides & level of service to individuals
with disabilities equivalent to that provided to individ-
uals without disabilities.

(D) OVER-THE-ROAD BUSES.—

(i) LIMITATION ON APPLICABILITY.—Subparagraphs (B)
and (C) do not apply to over-the-road buses.

(i) ACCESSIBILITY REQUIREMENTS.—For purposes of
subsection (a), discrimination includes (I) tﬁe purchase
or lease of an over-the-road bus which does not comply
with the regulations issued under section 306(aX2) by a
private entity which provides transportation of individ-
uals and which is not primarily engaged in the business
of transporting people, and (ID) any other failure of
such entity to comply with such regulations.

(3) SpeciFic CoNsTrRUCTION.—Nothing in this title shall re-
quire an entity to permit an individual to articipate in or
benefit from the g , services, facilities, privileges, advantages
and accommodations of such entity where such individual poses
a direct threat to the health or safety of others. The term
“direct threat” means a significant risk to the health or safety
of others that cannot be eliminated by a modification of policies,
practices, or procedures or by the provision of auxiliary aids or
services.

42 USC 12183, SEC. 303. NEW CONSTRUCTION AND ALTERATIONS IN PUBLIC ACCOM-
MODATIONS AND COMMERCIAL FACILITIES.

(a) AppLicaTION OF TERM.—Except as provided in subsection (b), as
applied to public accommodations and commercial facilities,
discrimination for purposes of section 302(a) includes—

(1) a failure to design and construct facilities for first occu-
pancy later than 30 months after the date of enactment of this
Act that are readily accessible to and usable by individuals with
disabilities, except where an entity can demonstrate that it is
structurally impracticable to meet the requirements of such
subsection in accordance with standards set forth or incor-
porated by reference in regulations issued under this title; and

(2) with respect to a facility or part thereof that is altered by,

_ on behalf of, or for the use of an establishment in a manner that
affects or could affect the usability of the facility or part
thereof, - failure to make alterations in such a manner that, to
the maximum extent feasible, the altered portions of the facilit
are readily accessible to and usable by individuals with disabil-
ities, including individuals who use wheelchairs. Where the
entity is undertaking an alteration that affects or could affect
usability of or access to an area of the facility containing a
primary function, the entity shall also make the alterations in
such a manner that, to the maximum extent feasible, the path
of travel to the altered area and the bathrooms, telephones, and

* ddinking fountains serving the altered area, are readily acces-
sible to and usable by individuals with disabilities where such
alterations to the path of travel or the bathrooms, telephones,
and drinking fountains serving the altered area are not dis-
proportionate to the overall alterations in terms of cost and
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s(_’ggpe (als) determined under criteria established by the Attorney
neral).

(b) ELEVATOR.—Subsection (a) shall not be construed to require the
installation of an elevator for facilities that are less than three
gtories or have less than 8,000 square feet Yer gtory unless the
building is a shopping center, & ghopping mall, or the professional

 office of a health care provider or unless the Attorney General

determines that a particular category of such facilities requires the
installation of elevators based on the usage of such facilities.

SEC. 804, PROHIBITION OF DISCRIMINATION IN SPECIFIED PUBLIC
TRANSPORTATION SERVICES PROVIDED BY PRIVATE
ENTITIES.

(a) GENERAL RuLe—No individual shall be discriminated against
on the basis of disability in the full and equal enjoyment of specified
public transportation services provided by & private entity that is
primarily engaged in the business of transporting people and whose
operations affect commerce.

(b) CoNsTRUCTION.—For purposes of subsection (a), discrimination
includes— ‘

(1) the imposition or application by & entity described in
gubsection (a) of eligibility criteria that screen out or tend to
screen out an indivicual with a disability or any class of individ-
uals with disabilitics from fully enjoying the specified public
transportation services provided by the entity, unless such cri-
teria can be shown to be necessary for the provision of the
gervices being offered;

(2) the failure of such entity to—

(A) make reasonable modifications consistent with those
required under gection 302(bX2XAXii);

(B) provide auxiliary aids and services consistent with the
requirements of section 302(bX2X AXiii); and

(C) remove barriers consistent with the requirements of
gection 302bX2XA) and with the requirements of gection
303(aX2);

(3) the purchase or lease by such entity of a new vehicle (other
than an automobile, a van with a geating capacity of less than 8
passengers, including the driver, or an over-the-road bus) which
15 to be used to provide specified public trans rtation and for
which a solicitation is made after the 80th day following the
effective date of this section, that is not readil accessible to and
usable by individuals with disabilities, $nc uding individuals
who use wheelchairs; except that the new vehicle need not be
readily accessible te and useble by such individuals if the new
vehicle is to be used solely in a demand responsive system and if
the entity can demonstrate that such gystem, when viewed in its
entirety, provides-a level of service to such individuals equiva-
lent to the level of service provided to the general public;

(4XA) the ¢Pm'chase or lease by such entitY of an over-the-.oa
bus which does not comply with the regulations issued under
gection 806(a)2); and

(B) any other failure of such entity ‘o comply with such
regulations; and :

5) the purchase or Jense by such entity of a new van with a
seating capacity of less than 8 passengers, including the driver,
which is to be used to provide & cified “ublic transportation
and for which a solicitation is made after the 30th day following
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HANDICAPPED PATRONS
REQUIRING LIBRARY PERSOHNEL
ASSISTANCE
SHOULD GO TO THE LOBBY
CIRCULATION DESK
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SECURITY PROCEDURES

I. Guidelines for Library Personnel Response to Patrons
Detected by the Electronic Security Systen:

A. When the alarm goes off, staff on duty should immediately
ask the individual concerned to stop and return to the
Circulation Desk. 1In the infrequent case where the
patron refuses to stop, the staff member shcould not
attempt to restrain the individual, but should report the
incident to the University Police with a description of
the person.

B. As the patron returns to the desk, the staff member
should suggest that he/she "may have forgotten to charge
something out." The staff member should request the
individual to check through his/hei belongings (most
patrons will cooperate in this, even if reluctantly).

1. If no library materials are found, the staff member
should apoclogize for the inconvenience, but suggest
that the indiviaual might be carrying something
other than library material which has triggered the
system. No mention should be made of "false alarms,
"malfunctions," or anything else which would
indicate a lack of trust in the efficiency of the
system. The person should be requested to pass
through the system again.

On the second attempted exit, there may well be no
alarm and the person will depart. If there is a
second alarm, the individual should be asked again
in a courteous manner about the possible presence of
library materials. Concealed items or non-library
“activating" items may well be surrendered
voluntarily at this point. If no library materials
are forthcoming, the individual should be allowed to
pass the exit. At no time should library staff
members attempt to restrain physically, or search,
any individual.

2. If library materials are found, the first
responsibility of the library staff member is to
retrieve the material, after which the usual charge
procedure may take place (if the material is
circulating and if the person has a legitimate ID).
If the individual was indeed attempting to
deliberately remove the material, the simple fact of

having been caught may well serve as an effective
future deterrent.
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C.

The individual may be carrying uncharged library
material which has been deliberately concealed:
wrapped in a newspaper, stuffed in a notebook, or
inside a garment, etc. (for this purpo=2,
"deliberate concealment" should not include library
materials in a briefcase unless there has been an
additional attempt to hide the library material
(e.g., placing it in a paper bag, inside another
book or magazine, etc.). In such cases the staff
member should:

a. Retrieve the material and call his/her
supervisor.

b. The supervisor should request an authorized ID
from the individual and note their name and
social security number. ’

c. The supervisor should inform the individual that
the incident will be reported to the University
Librarian who will review the incident and if
necessary inform the appropriate dean or other
responsible University official.

3. If the individual has a proper ID and wishes to
charge out the materials (if circulating), this
should be permitted.

e. As soon as possible, the incident should be
reported to the University Librarian. All
incident reports should include: the date and
time of the incident, the name, status, and ID
number of the individual involved, the nature of
the incident (inciuding call number and title of
the library materials taken); the names of the
library staff members who witnessed the incident;
and the name of the library staff member
reporting the incident.

A record of individuals caught will be kept in the
Library’s Circulation system.

As mentioned previously, no library staff member should

restrain physically or touch (search) an individual.
If a patron makes a disturbance, confronts staff in a
belligerent manner, or does any damage to the
materials, the University Police should be called
immediately (ext. 6000).

Guidelines for Library Personnel Response to Patrons

Detected Mutilating Library Materials:

e ey o=




A. Since most cases of mutilation are discovered after the
fact, there is little library staff can do to identify
specific offenders. However, when a staff member
suspects that a person is mutilating library material,
the staff member should identify him/herself to that
person and request that she/he desist. The individual
should then ke escorted together with the mutilated
material to the Circulation Desk where the staff will
contact University Police (ext. 6000).

B. Some cases of mutilation are directly tied in with class
assignments. When a librarian observes that this is the
case, he/she should immediately notify the professor in
question so that appropriate remedies may be taken.
These may include the substitution of other reading
materials, a change in the nature of the assignment, or
special methods to replace (if possible) the damaged
item.

ITII. Guidelines for Library Personnel Response to Patrons
vandalizing Library Building, Property, or Equipment:

A. As with cases of mutilation, most acts of vandalism are
done with an attempt at secrecy. If a staff member is
informed, observes, or suspects that a person has
committed an act of vandalism, that staff member should
identify themselves to the person and escort that perscn
to the Circulation Desk where the staff will contact the
University Police (ext. 6000).

B. If the act of vandalism was observed and reported by a
third party it will be necessary to obtain their name
and address and, if possible, to have them await the
arrival of the University Police.

IV. Guidelines for Library Personnel Response to Personal
Security of Library Patrons and Library Personnel:

A. Theft:

1. Personal items (books, coats, purses, etc.) should
not be left unattended.

2. If scmething is stolen, report the theft immediately
to the supervisor and to the Campus Police (ext.
6000) .

B. PFire:
1. Activate the fire alarm.
2. Advise patrons to leave the area.
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3. Phone the Uaner51ty Police (ext. 6000) to report
the alarm. Give your name and the nature and
location of the problem.

Violent or Disruptive Persons:

1. Remain calm.

2. Call the University Police (ext. 6000) for help.

3. Give your name, location, and nature of problem, how
many people are involved, whether they are armed,

#&»d whether anyone is 1njured.

Personal Injury or sSudden Illness:

1. cCall the University Police (ext. 6000).

Library Personnel:

1. Never give out telephone numbers or addresses of
Library employees to strangers.

Guidelines for Library Personnel Respbonse to Other Library

Security Problems:

A.

Food and Drink:

Consumption of food and drink by library users is
limited exclusively to the lobby. Non-compliance should
be reported to the Circulation Desk.

Tobacco Use:

Smoking in campus buildings will be allowed only in
areas designated "Smoking Fermitted". Smoking is
permitted in the southwest quadrant of the lobby and
outside the building. Non-compliance should be reported
to the Circulation Desk.

It is the policy of the University that the use of
smokeless tobacco will not be permlttea in any fac111ty
on campus. Smokeless tobacco is not permitted in the

library. Non-compliance should be reported to the
Circulation Desk.

Elevators:

The key to the elevators is kept at the Circulation
desk. The Security staff will respond to elevator
emergency calls. The Service Elevator usage is
restricted to University personnel and Marriott staff;

J-4
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if other persons are observed using the elevator;
identify yourself and request that they use one of
the public elevators.

Doors:

1.

Emergency Doors:

When the exterior Emergency Exit Door is activated,
Circulation personnel should send a Security Staff
member to the basement to investigate the problem.
The University Police should be notified (ext.
6000).

Receiving Door:

It is the responsibility of all Library Personnel to
insure the integrity of the Receiving Room. If a
Library Staff member notices anyone in the area who
does not have official business they should identify
themselves and request that the person leave the
area. If the person fails to comply the staff
member should notify €irculation, who will call the
University Police (ext. 6000).




LIBRARY MATERIALS SECURITY REPORT

Date and Time of Incident

Patron’s Name

Patron’s Address

Patron’s ID#

Author(s), Title(s), Call Number(s) of non-charged items:

Employees brief description of the incident. (Include information
on exact location of materials which activated alarm. Was it in
plain view or concealed?)

Comments (Patrons and/or staff):

Did the patron request to have the material charged out after the
incident?

Has the patron been stopped by the security system
before?

Was patron cooperative?

Employee signature

o
|
o)
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SAMPLE LIBRARY SECURITY SIGNAGE

A DELIBERATE ATTEMFT TO REMOVE
LIBRARY MATERIALS WITHOUT
PROPERLY CHARGING THEM OUT OR
TO DELIBERATELY DEFACE LIBRARY
MATERIALS I8 ILLEGAL.
SUCH ATTEMPTS WILL BE REPORTED
TO THE UNIVERSITY
AUTHORITIES FOR APPROPRIATE
DISCIPLINARY ACTION.
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Houston Cole Library
Student Employee Improvement Form
(Date) )
(Name of Student Assistant):

To help you receive a better evaluation at the end of
the semester, we would like for you to improve your Jjob
performance in the following area(s):

____Late To Work
Absence From Work
____ _Picking Up Books 1In Lobby Upon Arrival To Work
_______Shelving Books
Filing Magazines
_____ Reading Shelves
___ Filing Cards
____ Staying In Your Work Area

Patron Complaints

Other (Please List)

Other Comments:

Suggestions For Improvement:

Please contact the following person if you need further
information and assistance:

Name

Location in Library

Telephone Number

Available Hours
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Application For
SPECIAL PERMIT
Houston Cole Library
Jacksonville State University

Name

Address

Phone - Home

Business

Driver’s License #

Social Security #

Occupztion

Place of Employment

Address

ILength of Employment

Are you currently enrolled at another College/University? If So,

Name of Institution

Classification

I agree to return all books checked out to me on or before the due
date or pay any overdue charges, if applicable. I also understand
the library has the right to recall any book I may have if needed
by a JSU Student, Faculty, or Staff Member. If I lose a book I
will pay the replacement coat, plus the cost of processing.

Signature Date

$6.00 fee for SPECIAL PERMIT payable before permit will be issued.
Fee payable to JSU LIBRARY at the Circulation Desk.

Paid

Date




TC BE REDUCED TO A BILLFOLD-S8IZED CARD

Houston Cole Library
Jacksonville State University

SPECIAL PERMIT

Name

Address

Phone ~ Homne

Business

Driver’s License #

Social Security #

Expiration Date of Special Permit

I agree to return all books checked out to me on or before the due
date and pay any overdue charges if applicable. I also understand
the library has the right to recall any book I may have if needed
by a JSU Student, Faculty, or Staff Member. If I lose a book I
will pay the replacement cost, plus the cost of processing.

Signature Date
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Houston Cole Library
Interlibrary Loan Office

' ILL OVERDUE NOTICE

The following item(s) are now overdue:

Date of Notice

Five Days after the above date any overdue ILL items will be
charged $1.00 per day per item until returned to the ILL Office.




