ORDINANCE 93-A80

AN ORDINANCE BY THE MAYOR AND COMMON COUNCIL OF THE TOWN OF CAMP
VERDE, YAVAPAI COUNTY, ARIZONA ADOPTING THE DOCUMENT ENTITLED THE CAMP
VERDE PUBLIC LIBRARY POLICIES AND PROCEDURES BY REFERENCE AND
PROVIDING PENALTIES FOR THE VIOLATION THEREOF.

BE IT ORDAINED by the Mayor and Common Council of the Town of Camp
Verde, Arizona:

Section 1: That certain document, known as Camp Verde Public
Library Policies and Procedures, three copies of whic
are on file in the office of the Town Clerk of the Town
of Camp Verde, Arizona, which document was made a
public record by Resolution 93-223, of the Town of Camp
Verde, Arizona is hereby referred to, adopted and made
a part thereof as if fully set out in this ordinance.

Section 2: Violation of any section of this ordinance, including
any regulations adopted by reference, shall be a petty
offense upon a first offense and, upon a subsequent
offense, a Class 3 misdemeancr. Repeat offenders may
also be denied any library privileges.

PASSED, APPROVED AND ADOPTED by the Mayor and Common Council of the
Town of Camp Verde, Arizona this 17th day of March, 1993.

Ronald ¢. Ramsey, Town torn
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I.

LIBRARY POLICIES/PROCEDURES COMBINED DOCUMENT

GENERAL GUIDELINES

A.

STATEMENTS

The Camp Verde Library, a public entity of the Town of
Camp Verde, provides services as a public library.

Policies herein ane printed in upper and Lowen sonipt
Lype.

Procedures and general or purpose statements herein
printed in upper and lower standard face type.

PURPOSE / GOALS / OBJECTIVES

The purpose of the Camp Verde Public Library (LIBRARY) is
to provide free library services which satisfy the
diverse needs c¢f the area communities represented by
library patrons. The long term goal of the LIBRARY is
the maximum use of its collection by the greatest number
of persons. It is vitally important that every citizen
today have convenient and free access to the expanding
world of ideas, information and creative experience,

Within the limits of space and budget, the LIBRARY's
objectives are to select, acguire, organize and preserve
materials which will aid the individual! in the pursuit of
information, education, and cultural/recreational
interests. The Library will continue to serve as a
community rescurce and referral center, by providing free
access to comprehensive and quality cecllections of both
printed and mixed media materials to all persons.

In addition to meeting the needs of regular patrons, the
Library will collect materials and search for methods of
service that may attract members of the community who
have not traditionally been library users.

Library staff will render services relevant to these
expressed objectives.

The policies and procedures stated herein will serve as
guidelines for the day tc day operation and functions of
the Library. ALL Library stzff and volunteers shall be
informed of these policies and procedures prior to
employment.



c. REVISIONS OF POLICIES AND PROCEDURES

1. The Library policies herein may be revised as
circumstances reguire upon recommendation of the
Library Advisory Commission and adoption by the
Town Council.

2. The Library procedures herein may be revised as
circumstances reqguire by the Library Director, with
the approval of the Library Advisory Commission.

II. LIBRARY CARD PROCUREMENT PCLICIES AND PROCEDURES

a, PURPCSE

To provide a system for identifying and contacting
patrons, and to facilitate the retrieval of lost or
overdue library materials.

E. QUALIFICATIONS POLICIES FOR LIBRARY CARD APPLICANTS
1. Residents o4 Yavapadi County with propen

ideniification may proeunc a Librany carnd in
accondance wiih procedwrnes Listed in C.71. heredin.

2, Nen-Couridy on Pant-Time Residentis of fhe Local Anea
wAih paropen Adentification may procurne o Library
cand in accondance wiih the procedunes Listed in C.

? hernedi.
C. QUALIFICRTIONS PROCEDURES FOR LIBRARY CARDS ZPPLICANTS
1. Yavapail Countv Residents:

Ell applicants must provide =a Social Security
Rumber and at least one cf the following "ID's":
driver's license (loczl address), checkbook (lacal
address), utility bills, rent receipt or a local
reference. Children under 14 years of age must
have the consent of a parent or guardian. The
LIBRARY staff will accept any of the above ID's
along with a Yavapai County mailing address, and
will record these same on the application cards.



2.

Non-County or Part-Time Residents of Local Ares
Communities:

a. Non-County patrons may procure a Library
card as in C.l1. with the addition of a
ten ($10.00) dollar refundable deposit.

b. Part-time residents of local area
communities may procure a library card as
in C€.1. with the addition o¢f a ten
{($10.00) dollar refundable deposit.

II1, CIRCULATION OF LIBRARY MATERIALS POLICIES ARND PROCEDURES

a.

PURPOSE

To provide guidelines for the c¢circulation of library
materials; for the provision of infermational services to
as many patrons as possible; and for the compilation of
circulation data and reccrds as required by the County
and Town.

MATERIALS CIRCULATION POLICIES

1.

Patnons musi have a valid, cuwwvrent Librarny cand o
check cut any Lilbrarny matendafs.

Patrons will necedve notice o¢of ovenduwe Librany
matenials . ALl cvendue Atems musi be sredunrned
befpone addiiionat matenicalfs can be bonrowed. A
fdine will be assessed o each day Lhai Librarny
matenials ane oveadue.

I4 the patron does noi nespond 2o the finaf ovendue
netice, the collection acliion 44 negenned 1o the
Town Marnshal's Office.

When Loaned £ibrany matenials ane Lo4: on damaged
bevond nepain, the patron will be assebbed a charge
fon the cosi of each Aitem, and may be charged ahn
admindistrative fee 2o coven the cos4t of oadening
and prcocessdinng the neplacement. The pafron's
Eibrany privileges will be suspended uwuntif fhe
maitien A4 nesclved,

ALL patrons paying 4on Lost matenials will be
noiilfied that the Librany will net provide a nefund
payment L4 Lhe maternicls arne Located and reiunhed
at Laoten date.

oy



c.

MATERIALS

1.

Bookst 4in zhe neference collection are wsed by
patrons and siadf membens fon research, and do not
cdrculate, Refernence boohs often ane veny
expensdive, out-of-paint, on mulii-velume wonrks;
these matendials musi be maintained on sheld {on
continuwowsr public accoss.

The Librany's prodessional collection 04 Lrode-type
books, catafogues, ete. are not genenally aveilable
to patrons, but may be neferenced by awuthorization
of the Library dinecton.

CIRCULATION PROCEDURES

The number of items checked out by one individual
is subject to the discretion of the library staff,
based cn demand and supply considerations.

Prior to loaning out materizls, library staff will
check to see that no overdue materials are
outstanding, per II1. B. 2. herein.

The loan period for books, periodicals and most
other library materizls is a maximum of two weeks.
The return date is stamped on the materizl

circulation card. Materials can be "renewed" to
extend the due date for an additional! two weeks by
2 reguest in person or by telephone. Books or

materials that are reserved for another patron may
not be renewed.

BRfter the patron has been notified at least two
times of overdue materizl, either by phone or mail,
and has not responded, a "FINAL NOTICE" 15 sent.
The FINAL NOTICE regquests the return of all
borrowed library materials, or payment Ifor the
norrowed materials and administration costs,

1]l patrons paying for lost materizls will be
notified that the library will not provide a refund
payment if the material is located and returned at
a later date.

When a2 patron needs more time to study reference
type materials, photocopying of the datz 1is
suggested. If information from a reference book is
needed for schocl reports, the pertinent pages may
be photocopied without a charge to the student
patron.



IV. STATISTICAL AND RECORDS POLICIES AND PROCEDURES

A. PURPOSE

To provide ongoing records on library use, expansion and

community involvement.

B. STATISTICAL AND RECORDS PCLICIES

1. The library staff will keep daily circulation
statistics of loaned materials.

2. The library will =also keep other pertinent
statistics of library sponsored community services
to be complied inte a monthly report for the Town
Edministration, Library advisory Commission, and/or
the Yavapal County Free Library District.

3. The Library will provide information reguired by
County, State and National Library Agencies.

C. STRTISTICARL AND RECORDS PROCEDURES

1. Library staff will access and process reguired
circulation data in accordance with format and
procedures supplied by the Town and the County.

2. Library staff will file records and prepare reports
of iibrary-sponsocred community service and
informaticnal projects =a2nd activii:es. Such
reports will include numbers and extent of public
participation, resources utilized for the project,
and valuative notztions, and be made available to
the Town and the Library Advisory Commission in the
monthly reports.

V. INTERLIBRARY LOAN (ILL) POLICIES AND PROCEDURES
E. PURPOSE

If materizls are not available in the Camp Verde Library

collection, the Inter-Library Loan (ILL) system provides

patrons access tc materizis or reference sources Irom
other libraries.
R. ILL POLICIES

1.

Any Librnony pairon holding a cwrnnenit and vadid
Librarny cand may nequesd ILL serviced.



No changes are made {on matenials chbimined through
Zhe ILL System, excepi when the Lending Library
charges. §orn matenials supplied o the patron. The
painron 44 nesponsible fon these individual changes
and will be advised of§ the charge policy prion 4o
dneunning the chanrnge.

C. ILL PROCEDURES

1. Tc regquest ILL, the patron completes the reqguest
foerm available at the circulation desk.

2. The following materials may not be available
through the ILL system:

a. Books published within the last six months;
libraries typiczally will not lend new
materials due to demand.

b. Reference books and rare books.

c. Genealogy books.

d. Microfilms ¢f 1790-1900C Census.

e. Entire magazine and newspaper issues are not
sent. Copies o©f articles may be sent,
depending on length.

£. Puplicates of titles owned by the Camp Verde
Library, but which may be on order, in
circulation or on reserve.

g. Phonograph records, art prints, and
audio/video cassettes.

3. A patron is limited to four (4) ILL requests pending at
one time.
4. The time from receipt of reguest to receipt of materials

is dependent on availability.

5. The loan period (due date) of the ILL is determined by
the lending library.

6. A fine may be charged on overdue ILL materials.



VI, COLLECTION DEVELOPMENT AND WEEDING POLICIES AND PROCEDURES
A. PURPOSE

To state the policy and define the guidelines for the
selection and ongeing evaluation or materials in Camp
Verde Public Library.

B. MATERIALS SELECTION POLICY

Librany matenials will be selected in parnt from competent
media nevdiews and basdic List  of standand worhs.
Recommendations froem the public arne also welcomed. Basdc
20 the Libranrny Maternials Sclection Policy arne ithe Librany
BALL o4 Righis and the Freedom to Read Siatement adopied
by the Councll o4 the Amendican Librarny Assocdiation [ALA)
which arne appended. Selection of maienials {or the adult
collection 44 noi nestrnicied by the possdibdlity zhat
children may obiain mateniafs that fhein parents may
consdiden Lnappropriate. Responsdlbiliiy forn the aeading
o4 children nesis with the parents and Legal guandians.

C. MATERIARLS SELECTION PROCEDURES
With the goals o0f purpose, guality and economy, the
Library's collection will be built tc meet the needs and
interests of the community following +these specific
guidelines:

1. Selection of materials will be made on the basis of
the total effect of the materiazl.

2. Relation of work to existing collection.

3. Popular demand - the library shal! strive to make
available materials which are frequently regquested.

4. Authority of author.

5. Accuracy.

6. Topics of current interest.

7. Standard works c¢f permanent value.
g, Price, durability and ease of use.

L0
.

Basic standard research and reference materials.

<>



VII.

A,

Textbooks and curriculum materials are generally
held to be the responsibility of the schools and
are only purchased by the library, if they are
standard works in the field.

The acceptance of gift materials will be governed
by the same criteria applied to the selection of
purchased materials. Materials not selected for
inclusion into the collection may be transferred to
an ongoing sale area.

WEEDING POLICIES

The JLibrandian +shatl evalucte the collfection through
inventony and maintenance, identidying curnent sirengihs,
weahnesses, gaps and saturatiion categonies,

WEEDING PROCEDURES

The librarian shall follow the Crew Method in weeding.
{(see appendix).

REFERENCE POLICIES AND PROCEDURES

PURPOSE

To state the reference policy and procedures of the Camp
Verde Public Library. To define and to cite procedures
for answering consumer, contest, educational, legal and
mecdical cuestions.

REFERENCE POLICIES

IL 44 Zhe policy o4 the Camp Vende Public Librany 2o
provide accurnatec ingormaiion and prodessional guidance in
ihe wse of all avaifable neference rnesowrnccsh, ALl
personsd senved by ihe Librarny have z2he nighit *c¢ all
g oumation -senvices and resounces thaei can be accessod
by the Lilbrary. Parnon's quesiiorns are consdidened
congldential, Answens Lo generad neference guestions
will be verndifded and cited {rom a refiable sournce. The
Librarnian on stodd willd not quote on intenpnei medical,
Legal on consumen citations.

REFERENCE PROCEDURES

1l or consumer reference

i. For mediczl, 1
on will be asked to come in

le
reguests, the pat
tc the Library.

o~
Y
r

10
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VIIT.

A.

2. Staff will assist the patron in locating the
proper references.

CONFIDENTIALITY POLICY AND PROCEDURES

PURPOSE

To state the pelicy concerning library confidentiality
and the patron's right of privacy.

Confidentiallity Policy

X 44 the policy of ihe Camp Vende Public Librarny Zo
insune the privacy of any patrion who wses the Librany.
Informaiion requested and selection of maternial must
remadin condddeniial .

Reconds which may be required in coninolling ithe wse of

Librany matenials ane forn the sole purpose of proteciing
public propenty. Such ~#reconds arne noi o be wsred
dirnectly on indirectly to identidy the kinds of maternials
used by Andividual Librarny patrons. ALL pairon
Anf ormaiion neconds are confideniial. Any sitaf{ membenrn,
Lrcluding vodunieens, can be dismissed fon a viclation of
Lhis confdidentiality policy. Onfly the Library Dirnecion
may nelfease patron reconds wiih a waitien nequest and fhe
wniltten conseni of Zhe candhofdern.

CONFIDENTIALITY PRCCEDURES

1. When asked Zor restiricted information, staff will
explain the confidentiality poclicy to the inguirer.
If necessary the written policy may be shown to the
inguirer.

2. Upon presentation of a written reguest for
restricted information ané corresponding written
consent document, the reguest shall be processed
only by the Library Director.

IX. RECONSIDERATION POLICY

A.

PURPOSE

To make available materials that support intellectual
freedom and to provide procedures to review any reguest
for inclusion/exclusion of library materials.

POLICY



oy

The Librany endonses the 4ollowing intellectuatl
dneedom Atatements: “Freedom 1o Read” {ALA},
"Freedom Lo VUdlew" (Educational Film Librarny Assn.);
and "Libnany B{LLL of Rights" (ALA).

z. The prefenence {on Librarny materials by usenst is a
pensonal decision. Individuatls who may gquestion
the selection o4 maienials ALn  the Librany
collection ane finst nrefenned 2o the policy
sloiements ciied An VI.E., which arne 4included 4in
full in the appendix of this doecument.

3, Responsdibility {fon the selection of Librany
matenials by children and adolescentis nesides with
Lthein parnenis on Legal guanddans

PROCEDURES

In speciiic cases where library material is challenged,

for

either inclusion or removal from the library

collection, the following procedures will be followed:

1.

The Reguestor objecting to the exclusion or
inclusion of specific library materials will be
referred to policy documents cited in VI.E.

The Reguestor objecting to the exclusion or
inclusion o©f specific library materials will be
given the appropriate officiazl form "Reguest for
Inclusion” of "Reguest for Exclusion™ of iibrary
materials to be completed in full by the Reguestior
and returned to the Library Director. Copies of
forms are in the appendix.

Once the written reguest form has been completed,
signed and turned in by the Reguestor to the
Library Directeor, the matter will be submitted %o
the "Right To Read Committee." The specific
library material outlined in the written reguest
form will be circulated to the committee prior to
the review date,

The Right to Read Committee is the group
responsible for reviewing reconsideration cases an?
consists of the following five (5) members and a
non-voiing recording secretary:



Library Director

Member of the Library Commission
Member of the Town Council

Town Manager

Member of the Community

The Right to Read Committee will set up a meeting
cdate, not to exceed thirty (30) working days from
the time the form is filed, and will notify the
Requestor in writing of such date, time and place
not less than ten (10) working days prior to the
scheduled meeting.

The meeting between the Right to Read Committee and
the Reguestor will serve to formally review the
material in guestion. At that time, the Requestor
may present iniormation pertaining to the petition.
E finzl decision may be made at the conclusion of
the hezring by the Right to Read Committee and the
Reguestor. The results of the hearing will be
summarized on the Result of Hearing Form and signed
at the conclusion cf the hearing by the Reguestor
and the Right to Read Committee.

This form and the transcript of the proceedings
will be kept on file z%t the Library and in files of
the Town of Camp Verde.

X. COPYRIGHT POLICIES AND PROCEDURES

k.

PURPOSE

To develop copyright policies and procedures that comply
with feders! copyright laws.

COPYRIGHT POLICY

o«

The Liatility {or any williul indringemeni o4
copynight Law, fain wse  gudldelfines, License
agrecment on paopadetlon’s peamdasion Ais wpon fhe
pensdoin nequesiiing on making the copy.

No staid memben shalfl hnowingly copy matenials in
willful viclaitlon of copyright JLaw, {ain wse
guidelines, 4License agreemeni oa  propaicion’s
permission.

COFYRIGHT PROCEDURES

13



All library copying equipment will have appropriate
notices regarding copyright law placed in a
conspicuous location.

All materials that are photocopied by staff shall
be stamped with the following notice: "This
Photocopy was made under provisions ¢f Section 108
of the Copyright Act of 1978."

XI. DISPLAY POLICY AND PROCEDURES

A, PURPOSE

To establish a policy ang procedures geverning display of
loaned or nen-circulating materials in the Library.

E. DISPLAY POLICY
1. The Librorian will considen onl non-commesncial
displays  of cducational, culbiunakl , clvie on

aeeneationad natunc.

2. Acceplance ¢f a display by the Librany does noi
consiiiute an  endorsement of the contribuiing
growp's on dndividual's poldicies on belieys.

3. Displays willd be schediled on a fAist~come/finst
Adenve basds.

C. DISPLEY PROCEDURES

2. Persons or organizations providing a display in the
library will complete & Displeay
Epplication/Agreement found in *he appendix cf this
document.

2. Only identification information may accompany a
display. No price tags are permitted. S5taff
members reserve the right to remove any unwarranted
or unzautherized information.

3. If the Librarian 50 reguests, it is the
responsibility of the person or organization to set
up and remove the displays.

4, The library will not provide storage the

for
property of individuals or organizations displaying
in the library.

14



XIT.

A,

5. The library does not carry insurance on and is not
responsible for any items that are displayed and/or
owned by individuals or organizations.

BULLETIN BOARD PCLICY AND PROCEDURES

PURPOSE

To state the policy and procedures for accepting and
posting of announcements.

POLICY FOR USE OF BULLETIN BOARD

1. The Librany will accepit centain anncuncements {from
comnundiily growps, caganizaiions and individucls
coneceanding non-commenciol, non~prodit, educational,
cudiunal, civic and recreational indormaticon.

2. Anncouncemenis will noi be hepi on nctuwnned aften
they arne aemoved {rom fhe bulleiin boand.

PROCEDURES FOR USE OF BULLETIN BOARD

1. The poster, flyer, petition, picture, etc., must be
presented to the Library Director who will decide
t0o accept or reject the announcement.

2. Items will remzin on the bulletin board for =z
maximum of two weeks or until the conclusion of the
event(s).

FRCILITIES AND EQUIPMENT USE POLICIES

PURPOSE

Te establish the policy and procedures for use of the
Library facilities and eguipment.

FACILITIES AND EQUIPMENT USE POLICIES

1. The Librnary will be open 1o the public eveny houn
possible within budgetany Limits.

[ 0h ]

A padld aadd Libranian wheo has beon Frnained Ain
Librany siandands will be on duty dunding all open

-t

houns ai ithe Librany.

>

Librony {furnishings and equipment may be uwiifized
only {forn Library aciiviiics,

IR
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4. The tefephone at the Librarny is {orn business use
only.

FACILITIES AND EQUIPMENT USE PROCEDURES

In the event that a meeting area becomes available,
procedures for its use will be added to this document.
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LIBRARY BILL OF RIGHTS

The American Library BAssociation affirms that 3l) libreries are forums
for information and ideas, and that the following basic policies should guide
their services.

1.

Books and other Library resources should be provided for the
interest, information and enlightenment of 2]l people of the-
camunity the Library serves, Materials should not be excluded
because of origin, background, or views of those contributing to
their creztiem.

Libraries should provide materials and information presenting all
points of view on current and histeorical issues. Materizls should
nct be prescribed or removed because of partisan or doctrinal
disapproval.

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

Libraries should cooperate with zll perscms ané groups concermed
with resisting abridgement of free expressicn and free access to
idezs,

% person's right to use a Library should not be denied or abridged

becavse of origin, age, background or views.

Libraries which make exhibit spaces and meeting rooms available to
the public they serve should make such facilities available on an
equitable basis, regardless c¢f the belief or affiliations of
individuals or groups requesting their use.

zl



THE FREEDOM TO READ

The freedom to read is essentizl to our democracy. It is cantinuously wunder
attack. Private groups and public authorities in various parts of the coumtry
are working to remove books from sale, to censor textbocks, to label
"controversial™ books or authors, and te purge libraries. These actions
apparently rise fram a view that our nationzl tradition of free expressiom is no
longer valid; that censorship and suppressicn are needed to aveid the subversion
cof politics and the corrupticn of morals. We, as citizens devoted to the use of
books and as librarians and publishers responsible for disseminating them, wish
to assert the public interest in the preservation of the freedem to read.

v

We are deeply concerned about these attempis at suppression. Most such attempts
rest an & denial of the fundamental premise of democracy; that the ordinary
citizen, by exercising his critical judgement, will accept the good and reject
the bad. The censors, public and privaie, assume that they should determine what
is good and what is bad for their fellow-ciiizens,

We trust Americans to recognize propagandz and to redect it. We de not believe
they need the help of censors to assist them in this task.. We do not believe
they are prepared to sacrifice their heritage cof a free press in order to be
protected against what others think may be bad for them. We believe Americans
still favor free enterprise in ideas and expression.

We are aware, of course, that books are not zlone in being subjected to efforts
2t suppression. We are aware that these efforts are relzied to a, larger pattern
cf pressures being brought against education, the press, films, radio and
television. The problem is not only cne of actuzl censorship. The shadow of
fear cast by these pressures leacs, we suspect, to an even larger volumiary
curtazilment of expressicn by those whno seeh to azveoid controversy,

is rhaps naturz! tc = time of measy change
and pervading fear. This is especizlly true when sc many of our apprehensions
are cirected against an ideology, the espression ¢f z dissiden: idez becomes =z
thing feared in itself, and we tend to move against it as agzinst = hostile deed,
with suppression. And yet, suppression is never more dangerous than in such 2
time of socizl tension. Freedom has given the United States the elasticity to

ch pressures toward conformity pe
1

encure strain. Freedom Keeps open the pzih ¢f novel anf creztive solutions, and
enzbles change to came by choice. Every silencing cf z heresy, every enforcement
o an orthodexy, diminishes the toughness and resilience of ouwr society and
leaves 7t less zble to deal with stress.

Now, as always in our history, books are among our greatest instrunents of
Zreedan. They are almost the only means for maiing generzlly available Ideas or
manners of expression that can initizlly commend only 2 smzll zudience. They are
the natural mediun for the new idez and the wmiried voice from which coame the
original contributions to social crowth. They are essentizl to the exiended
discussion wnich sericus thought reguires, and 1o the acoumilation of knowledge
ans idezs into ecrganized cclleciions.



We believe that free cammmication is essential to the preservation of a free
society and a creative culture. We believe that these pressures towards
conformity present the danger of limiting the range and variety of inguiry and
expression on which our democracy and our culture depend. We believe that every
American commmity must jealously guard the freedam to publish and to circulzte,
in order to preserve its own freedom to read. We believe that publishers and
librarians have a profound responsibility to give validity to that freedom to
read by making it possible for the readers to choose freely from a variety of
offerings.

The freedam to read is guaranteed by the United States Constitution. 'Those with
faith in free men will stand firm on these constitutional guarantees of essential
rights, and wil! exercise the responsibilities that accampany these rights.

We therefore zffirm these propositions:

1. It is in the public Interest for piolishers and librarians to make aveilable
the widest diversity of wviews and expressions, including those which zre
unorthodoy or wnpopular with the majority,

Creative thought is by definitien new, and what is nmew is cifferent. The bearer
of every new thought is z rebel imtil his idea Is refined and tested.
Totalitarian systems atterpt te meintain their power by the ruthless suppressicn
of any concept which challenges the established orthodoxy. The power of =
democratic system to adapt to change is vestly strengthened by the freedom of its
citizens to choose widely from among conflicting cpinicone offered freelv te “hem,
Tc stille every nonconforming idez at birth would mark the end of the democratic
process. Furthermore, only through the comstzn* activity of weighing and
selecting can the democrzic mind atizin +he strength demandes bv fimes like
these. %e need 1o Jmow not only what we believe but wny we believe it

2. Publishers, librariane and booksellers do nect need ‘o endorse every idea or
rresentation contained in the books thev make avzilable. It would conflict with
the public interest for them to esiablish *heir own politiczl, meral, or
zestheiic views as & standard for determining what books should be pubiished or
circuleted. '

Publishers and librarians serve the educationz) Process Dby helping to meke
available knowledge ané idess required Ior the growth of the mind and <ne
increase of learning. They do not foster education by imposing as menters ang
patterns of their own thought. The pecple should have the freedan to read and
censider & broasder range of ideas than those “hat may bes heldé by any single
librarian or publisher or gevermment or churek. I+ 15 wrong thzt what one man can
reac should be confined to what ancther thinks proper.

3. It is contrary to the public interes: Zpo- pubtlishers er librzrians to
determine the acceptability of z book on the basis cof the persenal histery or
D = T

tahi 3
oiitical affiliztion of the auhor.

‘7 book should be judged zs z book. No art or literature can flourish if it ig +
De measured by the political views or private liv I Zis creztors. No societ
ci Iree mar. can flourish which cdraws up lists o i no
listen, whatever thev mzy have ‘o sav.

ettt 0

o
writers to whom it Wil
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4. There is no place in our society for efforts to coerce the taste of others,
to confine adults to the reading matter deemed suitable for adolescents, or to
inhibit the efforts of writers to achieve artistic expression.

To sane, much of modern literature is shosking, But is not much of life itself
shocking? We cut off literature at the source if we prevent writers fram dealing
with the stuff of life. Parents and teachers have z responsibility to prepare
the young to meet the diversity of experiences in life to which they will be
exposed, as they have a responsibility to help them learn to think eritically for
themselves. These are affirmative responsibilities, not to be discharged simply
by preventing chiidren froam reading works for which they are not yet prepared.

In these matters taste differs, and taste cannot be legislated; nor can machinery
be cevised which will sult the demands of cne group without limiting the Zfreedom
of others.

5. It is not In the public interest to force z reader to accept with any book the
prejudgment of a label characterizing the book or author azs subversive or
cangserous.

The idez of labeling presupposes the existence of individusls or groups with
wisdon to determine by authority what is good or bad for the citizen. It
presuppeses that each individuzl muast be directed in meking up his mind about the
ideas he examines. But Americans do not need others to dc their thinking for
them.

6. It is the responsibility of publishers and librarians, as guardians of the
pecple's freedom to read, to contest encroachments upon thai freedam by
individuzls or groups seeking to impose thelir own standards or tastes upecn the
camnity &t large.

n

Y

It is inevitable in the give and take of the democratic process that ©
pelitical, the moral, or the aesthetic concepts of an individual or group wi

ccasianzlly collide with those of another individusl or group. In =& free
_sociely ea~h individual is free {o determine for himsel? that he wishes to read,
and each group is fresz to determine whea* 3t will recamend Lo its freel
associated members., Bul no group has the ricght fo tzke the law into its own
hands and to impose its own concept of politics or merzlity upon other members
ci 2 democratic sociely. Treedon is no freedam IF 1t is zecorded only to the
accepted and incifensive.

(D
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7. It is the respensibkbility of publishers and librarians to give full meaning tc
the freedam to read by providing books that enrich the quality and diversicy
of thought and expression. By the exercise of this affirmative responsibkility,
bookmen can demonstrate that the answer tc 2z bad book is z good one, the
answer to 2 bad idez is z good one.



The freedam to read is of little cansequence when expended an the trivial;
it is frustrated when the reader cannot obtain matter fit for his purpose.
What is needed is not only the. absence of restraint, but the positive
provision of opportunity for the people to read the best that has been
thought and sold. Books are the major channel by which the intellectual
inheritance is handed down, and the principal means of its testing ang
growth. The defense of their freedom and integrity, and the enlargement of
their service to society, requires of all bookmen the utmost of their
faculties, and deserves of all citizens the fullest of their support.

We state these propesitions neither lichtly nor as easy generalizations.
We here stake out a2 lofty claim for the ralue of books. We do so because we
believe that they are good, possessed of enormous variety and usefulness,
worthy of cherishing and keeping free. We realize that the application of
these propositions may mean the dissemination of idezs and manners of
expression that are repugnant to many persons. We do not stazte these
Propositions in the canfortable belief “hat what people rezd is unimportant.
We believe rather that wha* people read is deeplv irportant; that ideas can
be dangerous; but thz: the suppressicn of ideas is Zztal to a democratic
society. Freedom itsel? is =z dangerous way of life, but it is ours.

AMERICAN LIERARY ASSOCIATION Adcpted: Jume 25, 1953
ESSOCIATION OF AMERICEN PUBLISHERS adopted: June 1983
. ARIZONR STATE LIBRERY ARSSOCIRTION  Zdopted: October lege
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GUIDELINES FOR WEEDING: THE CREW METHOD

CREW--Continuous Review, Evaluation and Weeding
What is jit?

CREWing ls a slow process of weeding. It may take up to
& year to complete an entire collection. It is suggested
thst CREWing be done a section at s time, during slack times
and slow seasons. Good judgment s imperative, so it should
not be done in a hurry or within a deadline,

Whst are the bepefijte?

CREWing. ..

-..provides more space for your mest popular i

«..reduces the cost of mending, cleaning, extr
shelving, and extras cargd cataleg drawers.

+..5aves time spent, by patrons ang staff, looking for
books, shelving, and Provicding reference information.

-..presents a clean, reliable and cucrent collection %o
the public.

-..provicdes eazier access teo bookse £

...provides informstion on strencths
the collection which could be noted for fu

tems.
a

or inventoxy.
and weaknesses cf
tur

ure acguisitions.

I

™,

Whe should wee

—

Generally speaking, since the librarian is the book
stclector, s/he should zlso do the weeding. The librarian
best knows the collection znd needs cof the community.
Thereicre, s/he is Dbes*t suitegd for this tzask,

What to weeg?

There are three basic cheracteristics to be observed
curing the weeding process

2) Physicel conditior--Dees the book need minor repair,

rebincing, or should it he ¢i caxded?
4} Circulstion--How often has the book been checkeé ou=
in the last 2 years? ferhaps it could be kept for
1 more vear.

) kge o the material--Is the information cutdated?
Certein subiect areas become obsolete guickly, such
s law and medicine. Cer*sin annuel publications are
superseded and can be replaced each vear, after the
newer editicn is receivegd.

FALL/1S%90 vYavarnai County Library District
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There are two excellent sources yYou can use which
describe weeding in a clear and understandable mznner.

Segal, Joseph. Evaluatine and Weedine Collections in
Small and Medium-Sized Public Libraries: The Crew Method.
Chicago: American Library Association, 1980. 25 pgs.
Includes bibliography.

This book discusses the need for weeding, the CREW
method in 10 steps, CREW gulidelines, how to dispose of books,
ané procedures for weeding,

Weedline the Smal) Librarv Collection. Small Libraries
Proiject, american Library issociation, 1972.

This is a 6-page pamphlet which discusses why you should
weed, what to weed, disposing o0f books, procedures for
weeding., More simplified than the above text.

(Copies can be made for yYou.)

If you are in doubt about whether or not to weed a
specific book, there are availasble resources to use, probably
right in your own library. You can consult award-winning
booklists, reliable bibiliographies, reviews 0f new books feor
the last year (in FORECAST or LIBRARY JOURNAL), and current
Books in Print.

In addition, the following resources can be used for
weeding if you desire to be more proficient.

They are:

Public Library Catalog--9th ed. + current sSupp.

Elementary School Llbrary Cellection--16th ed., 1988

Flction Catalog--11th ed. + current supp.

Junlor Hich School Library Cztalog--6th ed.

Senlor High School Library Catalog--13th ed. + current

supp.

Children's Catalog--15th egd. (16th to be out soon)

Recommended Reference Books for Small and Medium-Sized
Libraries and Media Centers, 15&g
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*Specjific Helps

ln Weedijng
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Enc opedi

New edition needed at least every 3-5 years.
If the library has several sets, stagger
replacement so there is always one nhew set.
Older editions may clrculate.

hilosoph Ethics, etc.
Value determined by use.
Retain popular topics, especially in self-help
psychology and gulides to living,

Religien

Value determined by use. Collection should
contain basic, current information (but not
propaganda) about as many sects and religions
as possible, especially these in your
community.

Social Sciences

See that controversial issues are represented
from all sides and that information is current
and accurate.

dlmanagcs & Yearbooks

Superseded by each new volume. Seldom of much
use after 2 years. Retain only until new one
is received.

Politics & Government
Discard topical materials after 5 years.
Judge books dealing with historical zspects

according to their use,

Education

Heep historical msterials accerding to use,
Discard ocutdated theories. Check with a
teacher c¢r principal if in doubt.

Etiguette & Customs

Keep only basic, current materials.

zg



400

500

600

Cther

1990/ycld

£60°

Linguistics & Languages

Discard out~dated ang unattractive textbooks
and grammars. Weed accordling to use.

Except for botany, math and natural history,
most science books are oput of date in 3-5

years. Keep basic works of historical value.
Discard general works which have been
superseded by newer editions.

Applied Sgiences

Retain 5 years at most, unless book contains
material of historical value. Anatomy &
physiology change very little. Fast~chanaging
areas are medicine, inventions, radio, '
television, gardening, business, etc.

dgriculture

Keep current with new editions and information
on new developments and new techniques,
especially if you serve farmers or ranchers.

Home Economics

Discard dated information, especially in
sewing and grooming books. Replace
unattractive cookbooks which are s:ill in
demand.

Business

Retain for 5 years.

S

Keep books on o0ld clecks, cuns, and tecys since
these items zre often collected.

Technology is making such rapid advances that
any material over 5 years old is to be viewed
with suspicion. One major exception: repair
manuvals for older cars and appliances should
be kept as lonc as such items are generally
kept in your community,

A9
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hrt, Music

Yeep basic material, including collections of
muslc, engravings, finely !1llustrated books.

Crafts

"Keep basic materials on pProduction technigues.

Pecorating
Keep attractive and current,

BPhotographv

Discard information 5 years old, especially
when techniques ang equipment are outdated.

Literature

Keep basic material. Discard poets,
dramatists, and minor novelists no longex
being read. Pay attention to demands of non-
students as well as students.

History

Depends upon use, accuracy of fact, ang
fairness of interpretation. Most significant
war materials are found in standarg histories,
with the exception of the Vietnam War.

Travel, Geoarasphv

Outdated in 5 years unless notable for

historical conten-. Atlases and

statistical travel books are superseded by
each new editicon and are seldom of much use
after 3 years.

Biograsphy

Unless the svl ject has permanent interest or
importance, such as a U.g. President, discard
it when the demand for it subsides. Replace
poor guality biographies with better ones, if
possible. Pay close attention to ghost-
written biographies about faddish cCelebrities,.

E1C
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Other Catecories

1990/ycld

Eare Books

0ld editions or rare books chould be listed,
with thelr publishers angd copyright dates, and
the list sent to the state library for advice
on thelr value,.

Fiction

Discard works no longer popular, especially
second and thlrd copies of old bestsellers.,
Retain works of durable demand and/or high
literary merit; a good, non~-topical, well-
written novel appealing to universal concerns
will continue to circulate at a moderate rate
for many vyears.

YA, J and E Fiction

Discard children's and young adult fiction if
the format and reading level do not match the
current interest level of the baok. Discard
topical fiction on dated subjects; discarad
abridcoed or simplified classics in favor of
the original; discard as many series books,
particularly second and thirg copliles, as
possible,

J4 and E Non-Fiction

Use adult criteria, buvt look especially for
inaccuracy and triviality which are common
faults of over-simplified children's
non-f£iction.

Periodicals, Newspapers

Bind or keep only those periodicals in
constant use for research and if they are
indexed (in Reader's Guide or other indexes in
your library). -For the local NEWSDAaDEI, See
section on local history. Clip other
periodicals. and newspapers sparingly for the
vertical file before discarding.



[T

T
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dudiovisual Materjals

Discard if worn out, out of date, rarely used,
trivial and faddish, or if district office can
supply. Since many media are costly, weeding
of such materials, once acguired, must be done
as carefully and cautiously as the initial
selectlon and acquisition.

Local Historwy

Y
Your library is also the logical archives of
the community, and in many cases, of the
county. Retain all books on the history and
geography of the city and county; all leocal
newspapers (on microfilm if possible); all
accounts of travels through your immediate
area; all memoirs of local figures; and al)
local city directories. Keep most books by
local authors (if of any literary value); and
some genealogies of important local families.
Cocllect local photographs, playbills, and
other memorabilia of possible interest to
future writers in your arez. 1If possible,
start an cral history pProgram; the tapes thus
produced, being unigue, are not subject to
standard weeding procedures. 1If iocal
history materials, particularly unigue or rare
items, begin to wear or become solled, make
them non-circulating,

Vertice}! File

Weed the vertical file rigorously 2t least
once & year. Keep only materials on topics of
current interest on which no books exist.
Cften & book will be published on a subject
within 6 months after the material is placed
in the vertical file. Date a1l materials when
added to the file.

Collece Catalogs
Keep current; Vreep only those catalogs from
colleges of interest to students in your area

and 1 or 2 universities of national
importance.

nl2
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Covernment Documments

Never cdiscard these if they are part of a
permanent (depository) collection. Discard
when outdated poply 1f used for vertical flles.
(1f a depository, be particularly careful to
check local and state materials before
discarding.)



Author:

Titde:

CAMP VERDE PUBLIC LIBRARY

REQUEST FOR EXCLUSION OF LIBRARY MATERIALS

Requesior's Name:

Address:

Represents: Self

Organization___..____If requestor represents an organization:

~ame of Crganization:

Address of Organization:

Name of Officer or Person in Charge:

Author of Requested Material:

Tite;

Publisher Copvright Date:

1. How did yvou learn about this book marerial?

2. Have you read the entire book ‘materizl’ Yes No. If not. what paris

did vou read?

Why do you object to this book materizl’

s

Page 1 of Reguest for Exclusion
Adopted Jan.. 1992
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. Have vou read any professional reviews of the book ‘material? Yes NO.
If so, please hist names of critics and sources of reviews:

a.
b.
C.

3. What do you believe are the main ideas of this book<material?

G. What book ‘material with similar purpose wouid VOu suggest in place of this

book -material?

7. Addituonal comments.

Signature of Requestor Date
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RESULT OF HEARING

Author: Titde

Date of Hearing: _ Date of This Document

Summary of Results:

Signatures of Members of the Review Committee: Date:_

Signature of Requestor: Date:

Signature of
Recorder Transcriber nte
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Author:

Title:

CAMP VERDE PUBLIC LIBRARY

REQUEST FOR INCLUSION OF LIBRARY MATERIALS

Requestor'sName;

Address:

Represents: Self.
Organization

Name of Organization:

________ If requestor represents an organization:

Address of Organization:

Name of Officer or Person in Charge:

Author of Requested Material:

Tite:
Publisher: Copvright Date:
1. How did svcou iearn about this book. material’

t9

Have vou read the entire book ‘material?

did vou read?

Why are yvou recommending this book. matenial?
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No. If not. what parts



<. Have you read any professional reviews of the book  material? Yes No.
If so, please list names of critics and sources of reviews:

a.
b.
c.
3. What do vou believe are the main ideas of this book/material?
6. Additional comments.
Signature of Requestor Date

Page 2 of Request forlnciusion
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Date of Heaning:

Summary of Results:

Date of This Document

Signalures of Members of the Review Committee:

Signaiure of Regquesior

Sigrature of
Recsrder Transcriber

Date:
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DISPLAY. APPLICATION/AGREEMENT

The undersigned hereby wishes to have on display works of art or other materials in
the Camp Verde Public Library. In consideration of the privilege of exhibiting them in
the library, the Camp Verde Public Library, the Town of Camp Verde, and any of its assigns
are released from any respansibility for loss, damage or destructien while they are on the
library premises.

Description of
Exhibit

Time Period Loaned
b

Name of Individual or Organization

Address Phone

Signature Date
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