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WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I.1. COLLECTION DEVELOPMENT
POLICY TITLE: 1. Introduction

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Northeast State is an institution governed by the Tennessee Board of Regents and is an open
access, public two-year comprehensive community college. The college provides programs of
study leading to the associate of arts, associate of science, and associate of applied science
degrees, and academic and technical certificates for programs of less than two years.

The Wayne G. Basler Library strives to provide a quality collection of print and non-print
materials that will meet the needs of the patrons served, as well as support the overall mission
and goals of the College. The patrons of the library include students, staff, faculty,
administrators and members of the community.

The purpose of the Collection Development Policy is to provide the guidelines used by the
Wayne G. Basler Library for selection, acquisition, and maintenance of materials. The policy
should:

a) Ensure that the library develops a collection that is balanced to meet the needs
and use of the user community.

b) Provide objective selection criteria for librarians who select materials.

c) Provide a means of communicating the collection goals and policies of the
Library.

This policy is written by members of the library staff involved with collection development. It is
recognized that as programs and information needs of the college change, the policy will need
updating to reflect those changes.



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I.1. COLLECTION DEVELOPMENT
POLICY TITLE: 2. Purpose

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

The purpose of the Library at Northeast State is to provide comprehensive information services
which support the mission of Northeast State. The institutional mission is to provide quality
technical, trade, liberal arts, and specialty educational offerings and services that are accessible,
affordable, and directly relevant to the needs of citizens and employers within the region. To
achieve its mission, the Library selects materials that directly support successful educational
programs for the college, as well as support the cultural and recreational needs of the college
community. These materials include:

a) Adequate research materials for student use

b) Supplementary reading selections

c) A current, diversified reference collection

d) A variety of periodicals

e) Non-print materials including audiovisual and electronic formats



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I. 1. COLLECTION DEVELOPMENT
POLICY TITLE: 3. Selection Responsibilities

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Materials selection is the responsibility of the Collection Development Librarian, under the
supervision of the Dean of the Library. All librarians are expected to contribute to the materials
selection process. The library encourages faculty input as a vital means of keeping the collection
current in all subject areas. Faculty requests may be submitted via an online request form, email,
catalogs, and paper materials request form. All requests are reviewed to ensure that they meet
collection development guidelines. Faculty requests are given the highest priority. Faculty are
informed of the status of their request, and when the requested materials have been processed.
Students are also encouraged to contribute to the development of the collection by suggesting
new titles via an on-line request form, e-mail, or paper materials request form.



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1. 1. COLLECTION DEVELOPMENT
POLICY TITLE: 4. Criteria for Selection of Materials

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

The Collection Development Librarian selects print and non-print materials from professional
selection tools, professional journals, standard bibliographies, publisher’s catalogs and faculty
and student requests. Funds are not strictly allocated among the various academic divisions,
although equity among programs is sought while giving consideration to the fact that the cost of
materials across disciplines is not equal. Collection deficiencies will receive priority in
selection.

The following criteria are used to evaluate materials considered for acquisition:

Relevance to instructional needs

Currency

Appropriateness to a community college collection
Correlation to the existing collection
Support of research needs of students
Favorable review in professional journals
Reputation of those associated with the work
Lasting value

Inclusion of title in standard bibliographies
10 Availability of material on the subject

11. Cost

12. Demand

© 00Nk WD



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I. 1. COLLECTION DEVELOPMENT
POLICY TITLE: 5. Special Circumstances

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Faculty Research Materials

Because of the mission of the community college, research materials designed to support
faculty personal research will not be acquired. Faculty and administrative staff doing
research for institutional or instructional development or improvements may wish to
recommend the purchase of books for the library. These research requests will be
evaluated by the same criteria as other title requests. Limited interlibrary loan is
available to support some of the faculty personal research needs.

Foreign Language Materials

The majority of the books and other materials in the library will be in the English
language. Limited acquisition of literary titles in foreign languages may occur if they are
identified as supporting a foreign language program at the college or serving patrons with
multilingual needs.

Multiple Copies

Requests from faculty for multiple copies of books or other materials will be individually
considered, but in general, the duplication of titles will be avoided. Because it is the
concern of the library to provide students a fair opportunity to thoroughly examine
needed materials, multiple copies of particular materials may be acquired in certain
situations.

Paperbound Books

The library prefers to acquire hardbound editions of books rather than paperbound. On
occasion, if a significant price difference exists between a hardbound edition and a
paperbound edition, the paper edition may be selected. Books selected which are only
available in paperbound form will be acquired.



Replacement Copies

Books or other materials that are missing from the collection, declared lost, or too worn
for further circulation are not automatically replaced. Considerations for replacement
include demand, availability of materials on the same subject, and whether the book has
been updated by newer and better material.

Textbooks

Textbooks for college courses are not generally acquired by the library. The high cost of
textbooks, their rapid obsolescence, and the lack of standardization among textbooks
makes purchase by the library unwise and financially prohibitive. A textbook provided
by the instructor of the course may be put on reserve for student use. A small number of
textbooks will be acquired if they are determined to be either the only available source of
information on a subject or an excellent general introduction or survey of the discipline.



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL

SECTION: I.1. COLLECTION DEVELOPMENT

POLICY TITLE: 6. Special Formats

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Art Prints

Art print materials that are requested by faculty members as needed for specific courses
will be considered for acquisition.

Audiotapes

The library will purchase audiotapes needed to support the curriculum. Most of these
purchases are initiated by faculty request. When considering an audiotape for purchase,
factors considered include potential use, reviews, quality of program, and items already
owned by the library related to the topic. Audiotapes for recreational purposes are not
generally purchased, but the library does belong to a Books on Tape/CD leasing program,
and keeps a collection of audiotapes/CDs through that program.

Compact Disc Recordings

The library will purchase compact disc recordings needed to support the curriculum.
Curriculum purchases are initiated by faculty. Evaluation factors include potential use,
reviews, quality of recording, and items already owned by the library related to the topic.
A limited number of Compact Disc Recordings are purchased for recreational use.

Electronic Sources

The library will purchase electronic sources in the form of e-book collections and serials
databases that are needed to support the curriculum and mission of the library. Factors
considered when selecting these materials include appropriateness in meeting
educational, informational or recreational goals, potential use, balance of collection
subject matter, cost, and format restrictions.



Fiction

The library will generally limit purchases of fiction material, but will attempt to select
new works of promise in the literary field. Course offerings and user interest will also be
considered in evaluating fiction materials for purchase.

Maps

Maps of the world, of the United States, and of the region will be acquired. Decisions
regarding what types of maps to purchase will be made by the librarians.

Newspapers/Periodicals

Due to their unique nature, periodicals require a long-term commitment by the Wayne G.
Basler Library. Periodicals must be purchased every year, require continuous processing,
and increase steadily in price. Selection of periodicals, therefore, is a major decision and
each title must be carefully evaluated using thoughtful selection criteria. Curriculum
requirements and usage will be considered.

Videotape/DVD Recordings

The library will purchase DVDs needed to support the curriculum. Most of these
purchases are initiated by faculty request. When considering a DVD for purchase, factors
considered include potential use, reviews, quality of program, cost, and items already
owned by the library related to the topic. A limited number of DVDs for recreational
purposes will be purchased.



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I.1. COLLECTION DEVELOPMENT
POLICY TITLE: 7. Gifts

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

The library will accept donated books and other materials from individuals and
organizations. Criteria for adding these items to the collection will be the same as for
items that are purchased. If an item is not added to the collection, it may be given back to

the donor, given away or surplused. The library will not assess the value of donated
items for tax purposes.



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I.1. COLLECTION DEVELOPMENT
POLICY TITLE: 8. Weeding

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

In order to keep a current and accurate collection, the library weeds materials on a regular
basis. One third of the circulating collection is reviewed every year. The reference
collection is reviewed on a continuing basis. The librarians and staff will make a visual
inspection of the area of the collection to be reviewed for weeding in order to identify any
damaged or outdated books. A list of books to be weeded will be generated. Faculty then
look over the list and suggest if a certain title should not be weeded, or if it should be
replaced. Final decisions on books to be weeded are left to the discretion of the librarians.

Criteria for weeding:

Not checked out in five years.

Copyright date is more than 10 years old, and it is material that is dated.
Item is in poor condition.

Material has become obsolete or has been updated.

Ao

Exceptions to weeding:

Only a few items on the topic exist in the collection.

Item is a classic or standard in the field.

Item is curriculum related.

Withdrawals are limited to 3 percent of the collection per fiscal year.

EalR A

Once items to be weeded are determined, they are deleted from the on-line catalog
database. An e-mail will be sent to TBR Library directors, informing them the library is
weeding part of its collection. They will be sent a list of titles to be weeded upon request.
The TBR Libraries have 30 days to respond with any

request for an item. At the end of the 30 day deadline the items will be boxed up,

and maintenance will be called to pick them up for surplus.

A list of all items withdrawn is generated monthly by the Millennium system and is

printed as part of the monthly report. These reports are filed in a notebook, and saved for
annual report statistics.
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WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1. 1. COLLECTION DEVELOPMENT
POLICY TITLE: 9. Reconsideration of Materials

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Despite the care taken by the librarians in choosing materials for inclusion in the collection,
objections to a work may occasionally occur. If this occurs, there should be an initial attempt
at resolution between the patron and a librarian. The patron should first be directed to the
Dean of the Library (or Collection Development Librarian should the Dean be unavailable)
to discuss the nature of the objection. The patron, if not satisfied with the outcome of the
discussion, may file a written objection using the Request for Reconsideration of Materials
form. The objection will be reviewed by the Library Advisory Committee, and the patron
will be notified when a decision has been made.
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Northeast State Technical Community College

Library Request for Reconsideration of Materials

Title:

Author:

Publisher or Producer

Date of Publication:

Type of Material: Book Perodical Videocassette Audio

____ Other (specify: )

Request initiated by

Address:

Telephone:

Complainant Represents:;
Himself/Herself

Group/Organization (please name]

Organization Address

I" Have you read, viewed; or heard the ENTIRE work?
yes no

Have you been able to discuss this work with the librarian who recommended or
ordered it? yes no

=

3. To what in the material in question do you object? (Please be specific; cite pages,
scenes, etc.)

4. What do you feel might be the result of using rthis material?

1-12
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12,

What do you understand to be the general purpose for using this work?
a. Provide support for College curricutum and programs
ves no

b. Provide an opportunity to widen the users” thinking or enrich their lives
yes no

c.  Provide fulfillment of recreational needs
ves no

d. Provide support and development of the teaching methods of the faculty
Yes no

Did the general purpose of the material, as described by the librarian, seem a suitable
one to you"? VES no

What do you think is the general purpose of the author/creator of this material?

Are you aware of the professional eritical judement of this material?

yes no
Would you like the librarian to give you copies of the written professional reviews
about the material? yes no
Do you have negative reviews of the material? yes no

Would you be willing to provide cepies of the reviews you have collected?
yes o

—_——

What would you like the Library to do about this material?

. If you are of the opinion that it should not be available, what material would you

recommend that would convey s valuable a picture and perspective of the subject
treated?

The undersigned complainant agrees to attend any meetings refated to this complaint,
Failure to attend any meeting will constitute a withdrawal of the complaint.

Signature of the Complainant / Date

1-13



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I.1. COLLECTION DEVELOPMENT
POLICY TITLE: 10. Preservation/Repair of Materials

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

The Wayne G. Basler Library makes every effort to keep library materials in good repair.
Torn or missing pages are repaired or replaced as quickly as possible in keeping with sound
preservation principles. Worn book covers and loose blocks are also repaired in keeping
with sound preservation principles. If a book or periodical is too badly damaged to repair on
site, a decision is made whether to rebind, replace, or discard the item. The decision is
primarily based on factors such as the extent of the damage, the amount of use of the item,
and the item’s importance to the collection.

1-14
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WAYNE G. BASLER LIBRARY POLICIES AND PROCEDURES MANUAL

SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES

POLICY TITLE: 1. Introduction

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Media Services, a department within the Wayne G. Basler Library, supports the educational goals
and objectives of the college by providing the highest quality user-oriented academic services. A
collection of state-of-the-art equipment and software, assistance with production and use, ongoing
user support services, and television production/satellite earthstation facilities contribute to the
development of instructional goals of students, staff and faculty. In order to meet the needs of
faculty, staff, students, and community borrowers, the following objectives have been developed:

1.

Assure the acquisition, availability and accessibility of media and multimedia
technical resources in all subject areas through cooperative planning endeavors with faculty,
staff, and students.

Provide a variety of equipment and services to assist users in meeting their needs for
education.

Provide appropriate technology and ensure its reliability by conducting routine
maintenance and making or arranging for necessary repairs.

Provide assistance and/or training with the use of equipment, media production, and
rendering advice for the most appropriate utilization in support of the goals of Northeast
State and the community it serves.

Provide information to faculty, staff and students in a timely manner regarding
equipment, software and production capabilities currently available through media
services; information on satellite programming and multimedia materials that are
available for enrichment of educational resources or professional development; and
act as consultants for and assist faculty development of multimedia teaching materials
and curricula.

Assist in the interpretation of copyright guidelines for the use of media.

J-1



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 2. Equipment Acquisition

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Media Services provides audiovisual equipment in support of the educational goals of the
College. Equipment is used in support of curriculum and other related campus activities, at both
the main and branch campuses, and other designated sites for instruction, education, training of
employees, orientation of students, meetings, recreational activities, and other college or
community related events and activities.

The Media Services technician maintains awareness of the latest technologies and software
available, and recommends new equipment purchases. Currently owned equipment is maintained
and repaired, or replaced as necessary. Working under supervision of the Dean of the Library,
Media Services attempts to ensure the fullest possible availability of audiovisual and other
multimedia equipment.

PROCEDURE

1. The list of equipment, software, etc., to be recommended for purchase is prepared as
budget proposals are written for the following fiscal year.

2. Media Services personnel consults with the Dean of the Library regarding equipment
needs, then assists in the preparation of the final budget to be submitted.



Naortheast State Community College
Library — Acquisitions Department x3320

Request for AV Purchase

Please enclose a copy of the catalog description if available.

TITLE

YEAR PRICE is this a single title

PUBLISHER/DISTRIBUTOR

or a series

ADDRESS

FORMAT:  DVD CD-ROM

QOTHER (describe)

Courses inwhich this program will be used:

Briefly describe the nature of the program that makes it important to your needs.

Does the library currently own other audiovisuals which address these needs?

Searched the online catalog? YES NO

If so, what is the reasan for purchase of this additional item(s)?

Requested by

Department Phone/Email

Action: Ordered Date PO Vendor

Mot Ordered Reason

J-3



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 3. Inventory — Equipment

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

An annual inventory of all equipment purchased, installed, or maintained by Media Services is
conducted by the Media Services Technician. Careful records of any equipment transfers must be
kept to aid with tracking of both circulating and non-circulating items. Items listed on the
Northeast State inventory must be reported to the Director of Budget on a yearly basis.

Equipment valued at less than $5,000 (with the exception of computers) does not have a property
tag, but is still accounted for by Media Services. This equipment is entered into an inventory list
maintained internally by Media Services.

PROCEDURE
EQUIPMENT VALUED AT $5,000 OR MORE

1. When equipment is transferred to another department on a permanent basis, a record must
be kept using the Transfer/Surplus of Equipment Form.

2. If equipment is removed from the collection due to obsolescence, or irreparable damage or
loss, a Transfer/Surplus of Equipment Form must be completed. This form includes:

a. Equipment make, model, and serial number
b. State tag number
c. Reason for discard

3.NEVER DISPOSE OF EQUIPMENT MARKED WITH AN ASSET NUMBER
WITHOUT FOLLOWING THE ABOVE PROCEDURE.

4. Equipment not bearing a state inventory tag may be discarded as necessary
provided it does not fall into the category of equipment which may be sent to
surplus. The procedure for “Disposal of Surplus Personal Property” is stated in
detail in the TBR Policy Manual (4:02:20:00).



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 4. Equipment Circulation

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Equipment may be picked up and dropped off at either the Media Services office or the Library
circulation desk. Adjunct faculty may ask for equipment to be held at the Office of Evening and
Distance Education for use after hours. Students may check out equipment as available.
Equipment is generally available, and availability is handled on a first-come-first-served basis.
Whoever checks out the equipment is ultimately responsible for it. Instructors may confirm
availability and/or place equipment on reserve by means of a telephone call or an email.
Multimedia or other complex presentation equipment and systems — or services to be performed
by Media Services — must be scheduled in advance, especially when proprietary software and/or
technical assistance is required.

PROCEDURE
EQUIPMENT USED ON THE MAIN CAMPUS

1. General. Circulating equipment shall be defined as any equipment that is in regular
demand that is not already installed in the classroom, or is not installed in a lab or
other area used for special purposes. Non-circulating equipment shall be defined as
any equipment or system that is installed in a classroom, lab or other area intended
for the purpose of teaching a specific discipline. All use of equipment must be for
academic purposes only; no personal use is allowed.

2. Loan Agreement. Prior to checking out equipment all patrons must read and sign a
loan agreement. The agreement outlines the policies and procedures involved and
includes a statement regarding liability. For certain equipment used in areas of
instruction that require use by students off-campus for completion of course related
assignments, a special loan agreement must be signed and kept on file until the
equipment is returned. An example of the form follows.



Loan Period. All equipment loaned to students shall have a loan period of no longer
than three school days, inclusive of the day the equipment is charged out. The default
loan period for faculty and staff shall be two weeks unless other arrangements are
made with Media Services. Generally renewals of equipment are not allowed due to
the high campus demand for these limited resources.

User Assistance. Media Services shall provide instruction regarding the setup and
use of any equipment checked out. A one-sheet reference card is available for most
equipment.

Return of Equipment. All equipment must be returned promptly at the end of the
loan period, complete with all accessories (if any), and in the same condition as
loaned. Failure to return equipment at the end of the loan period shall — at the
discretion of the Dean of the Library and the Media Services Specialist — result in the
loss of borrowing privileges.

Lost or Damaged Equipment. See Section I. J. 11. Generally, borrowers are held
accountable for multimedia equipment while in their possession.

J-6



WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 5. Services

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Media Services provides numerous services to the Northeast State campus, it’s faculty, staff, and
students, and the community which the campus serves. Most services are available to community
borrowers as well as students and employees of Northeast State. Services provided are free of
charge to institutional users, however community borrowers may be assessed a fee for use of
facilities, custodial, payment of fee-based services, or other costs incurred by the institution when
such service is rendered by Northeast State Media Services. Fees and other charges are outlined
by the Office of Business Affairs, and are levied at the discretion of the Vice President for
Business Affairs and/or the President.

AVAILABLE SERVICES AND PROCEDURES

Audio or Video Tape Duplication

1. Instructional, transcription, and other audiocassette materials, or videotaped
presentations, telecourse programs, or other audio/video copyright-compliant
materials may be submitted to Media Services for duplication, to provide students
with copies for use in course related exercises. Copyrighted material must be
accompanied by either a paid receipt stating permission to produce duplicates, or a
written permission statement from the producer or distributor of the material. All
materials produced by Media Services are subject to guidelines per the Copyright
Fair Use Doctrine. Blank stock is supplied by Media Services.

Digital Media Duplication

1. Digital media — including DVD video/audio, CD video/audio, Power Point
Presentations, Image Files, ect. — produced for course-related work can be
duplicated by Media Services, following the same guidelines as audio/video
duplication.
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Media Production

1.

Equipment and facilities are available in the Media Services area to produce almost
any type of instructional material in support of curriculum. Arrangements for
production are handled through the Media Services office. Please be aware that such
production work is time consuming, and appropriate time must be allowed for
completion of projects. Production of original material is encouraged by the
institution.

Equipment and software is available in the Media Services area for digital
production of materials for instruction, including scanning, digital non-linear audio
and video editing, production of computer graphics, analogue to digital conversion,
animations/simulations, and many other possibilities. A non-copyrighted library of
production music is also available for use with material produced on our campus.
Material can be produced for distribution in traditional media formats (audiocassette,
videotape, etc.), in digital formats (DVD, CD-ROM, etc.), or via the internet
(streaming media, webcasting, etc.). Assistance with production is always available.

The educational television studio located on the lower level of the library is available
for all forms of instruction, demonstration, and production. Scheduling can be
arranged through the office of Media Services.

Satellite Programming

1.

Instructional materials are frequently available via satellite. Please see section I. J. 8
which provides definitions and procedures for educational television resources.

Videoconferencing

1.

Facilities and equipment are available for videoconferencing. This is defined as an
audio/video connection of one facility to another for meetings to be made available
at each site, with the ability to see and hear persons at each site and to exchange
video and computer information.

Scheduling of videoconferences is handled through either the Library secretary’s
office, or the Office of Information Technology and Administrative Services. Use of
videoconferencing is free to institutional staff and students, however community
users may be assessed a fee. Policies regarding scheduling and fees are available
through the aforementioned offices.
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/2 NORTHEAST STATE

We're here to get you there

VIDEOCONFERENCING

Videoconferencing facilities are available for use by local businesses and organizations!
575 per hour includes use of facilities and on-call technician.
128 Kilobit per second line speed, add $35 per hour, one hour minimum.t*
384 Kilobit per second line speed $95 per hour, one hour minimum.t*
Mote: Graphic intensive videoconferencing will require a faster connection.
T non-pro rated

*If call originates from Northeast State; prices do not apply to received calls.

e

NORTHEAST STATE

Wie're here o gel yoi therve

2425 Highway 75
PO Box 246
Blountville, TN 37617
Phone: $23.279.7641
Fax 423.323.0254
csrobins@northeaststate edu
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288l NORTHEAST STATE

We're here to get you there

Aundiovisual Equipment Checkout

I understand that the sndiovisnal equipment I check out is nry responsibality, and mmst be
retmmed i good order to the library no later than the end of the loan peniod. I also imderstand
that I will be held responsible for repair or replacement of the equipment, should any loss or
damage occur while the item(s) described below 1s/are In noy possession. I further understand
that failure to retum the item(s} in good order or failure to pay repair or replacement costs
(should loss or damage cecur) will result in encumbrance of my grades, and meligiblity to
graduate. Should loss or damage occur, T understand that T wall be responsible for the cost of
repair or replacement, whichever is less, not to exceed $1000.00.

Equipment Loaned

Title {ex. “Laptop/Projector Kit) Barcode

Mame (Pleaze Pont):
{Eignaturs mdicams that | Exva raad and undarstmd fas sbovs habikty sEabamant )

Banner ID Number:

Patron Signature:

Library Staff Signatare:

Time :

Date:
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WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL

SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 6. Copyright

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

A brief description of Northeast State copyright policy can be found in Section I. A. Most of this
ruling deals with the making of photocopies. For the purposes of this policy statement, the focus
here is on policies for multi-media materials.

The concept of “fair use” exists to accommodate the lag time involved in requesting and receiving
permission to copy materials from the copyright holder. Permission should be sought when the
instructor intends to use the material repeatedly. Questions regarding Fair Use guidelines can be
addressed by Library and Media Services personnel.

PROCEDURE

1. Off-air recording is permitted according to certain guidelines. See the copyright
policy for these guidelines.

2. Under the “fair use” exemption, instructors may use copyrighted videotapes in the
classroom as part of face-to-face instruction, so long as the following conditions are
met:

a. The performance is made from a legitimate copy.

b. Attendance is limited to instructors and students.

c. The performance is part of a systematic course of instruction
and not for entertainment, recreation or cultural value.

d. The performance is of (or for use in) teaching activities.

e. The performance takes place in a classroom or similar place
devoted to instruction.

3. Because producers and program providers differ in their interpretation of fair use
regarding various types of media, Media Services staff should be cautious in
agreeing to reproduce any media material.

4. The burden of responsibility for obtaining permission to copy and use materials is
ultimately upon the user not Media Services or other Library personnel.
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WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 7. Statistics

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Statistics are used to monitor the progress toward the objectives stated in the Media Services
philosophy. Monthly statistics are reported to the Library staff, and are integrated into the
Library’s statistics report. Media Services shall also retain a copy of all statistics sheets in the
department for reference.

Media Services personnel use internal and campus forms to keep track of services and equipment
provided, and to report data to Library personnel.
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WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: I.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 8. Satellite, MATV, and CCTV Resources

EFFECTIVE DATE: July 2008

DEFINITIONS

Satellite:

Program material received via earthstation antenna, originating at a broadcast
provider or other distribution facility.
MATV:
Master Antenna Television. Program material received via a master antenna
from local broadcast providers, and distributed over a closed circuit system.
CCTV:
Closed Circuit Television: A non-broadcast system of distribution within a
facility or to a community via coaxial lines.

STATEMENT OF POLICY

1. Many resources are available via satellite including, but not limited to: professional
development programs, audiovisual resource material, teleconferences, and
community service programs. Programs received are either viewed live, taped, or a
combination of both, with the tape/DVD made available for those unable to attend the
live event. Several locations on campus have been wired for closed circuit television

(CCTV), distribution of satellite, and MATYV programming. These rooms include, but
are not limited to:

F106 — Classroom

A110 - Faculty/Staff Dining Room

P205 — President’s Conference Room

A206 — Auditorium

A109 - Courtyard Area

F223 — Faculty Lounge

C1114 - General Studies Building

L101 — Student Lounge

L106 — Library lower-level conference room
L226 — Library upper-level conference room
H140 — Humanities Faculty/Staff Break Room
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2. CCTV Channel 9 shall be reserved for Campus Information.

3. It will be Media Services policy to install new CCTV outlets upon request. If a
professor or Departmental Chair feels that CCTV will be helpful in a classroom,
meeting room, etc., Media Services shall install a cable outlet and provide any
available equipment (Televisions). If there is no spare equipment, Media Services
shall install the cable outlet only, and the personnel who requested the CCTV outlet
will be responsible for procuring the necessary equipment.

PROCEDURE

Satellite programming information is made available to appropriate faculty and staff. Information
on professional development programs, community service, and other teleconferences is routed to
appropriate personnel for consideration. All satellite programs received — whether there is a fee
paid or not — must be properly licensed through the program provider.

1. Licensing information for programs requested must be routed to Media Services for
processing. The President is the only person at Northeast State authorized to sign
licenses for satellite programming and master licensing agreements with program
providers.

2. Programs that are requested for audiovisual resources, or are to be kept for other
purposes, are to be submitted to the Library for processing and placement in the
audiovisuals collection.
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WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 9. Equipment — Repair and Maintenance

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

It is the intent of Media Services to maintain all equipment in order to provide trouble-free use of
such equipment. Preventive maintenance, cleaning, and proper handling ensure longer life of
equipment.
PROCEDURE
Maintenance
1. Routine cleaning and maintenance is done annually — preferably semi-annually — on all
classroom equipment at all campus locations. At this time any repair situations are
noted and equipment is taken out of service for repair. Equipment nearing the end of its
usable life is also noted for surplus procedures.

2. Equipment permanently housed in the Media Services office is maintained on an as-
needed basis.

Repair

1. Damaged or broken equipment must first be evaluated to determine if repair is feasible
or practical.

2. Equipment that has failed under normal use is first evaluated to determine the source of
the problem.

3. Repair work can be done in-house if parts are available and appropriate test and repair
equipment is at the disposal of the technician.

J-15



Repairs requiring extensive troubleshooting, or that require parts not generally available
through local electronic suppliers, must be sent out to a service center. For equipment
that must be sent to a service center, an Equipment Trouble Report must be filed.
Equipment sent out for repair must be insured for replacement value.

All repairs whether made on or off campus are logged with an internal form which is
filed for future reference in the event that the same piece of equipment develops another
problem. Previous records of troubleshooting and repair actions taken are invaluable
when another failure occurs in the same piece of equipment.

Some in-house repairs of installed equipment, such as LCD Projector lamp replacement,

may require expensive parts. The cost of such parts may be billed back to the
department that controls the classroom where this equipment is installed.
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ﬁ MORTHEAST 5TATE

T EQUIPMENT TROUBLE REPORT

Complete and submit to Supervisor for approval. Forward approved form to Purchasing Department.
Only Purchasing Department is permitied to call for outside equipment repairs.

Date Intiated: Location of Equipment:

Initiator: Contact Person:

Days/Hours Available: Estimate Meeded?: | E [ Ma
If an estimate is requested, what is the maximum dollar amount the repair cannot exceed? Total §
Description of Equipment:

Serial Mumber (required for repair): Wamranty?: | | ves | [ M
‘Vendor:

Manufacturer:

Model: NSTCC Tag Mumber:

Description of Problem:

Budget Account Mumber: Supervisor:

Ehanalure =

"When shipping to the vendor please specify an amount to insure the itemn in fransit. 5

PURCHASING USE OMLY

Date Trouble Reported:

‘Vendor Used:

Date of Repair: Caost:

Shipping Instructions:

DEPARTMENT USE ONLY

‘Vemdor or RepairTechnician:

Date Removed for Repair:

If equipment removal fraom the campus is required, ensure the repair technician signs the equipment trouble report for
proper documentation.

EGUIPMENT SHIFMENTS OFF CAMPUS
If shipment from the campus to a repair facility is required, the following secfion must be completed by Central Receiving
personnel:

Daate of pickup: Carrier:

Shipment Tracking Mumber:

Ceniral Receiving Signature: Daate:

HETOD 385079 REY 10905
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WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 10. Requests for Service/Assistance

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

In addition to equipment and software, Media Services shall provide personnel to assist faculty,
staff, students, and community borrowers as needed, depending on availability of personnel,
hours requested, and type of assistance needed.

PROCEDURE

1. Requests for assistance by Media Services staff are made through the use of the Request
For Use Of Facilities Form. This outlines the type of service requested, times, dates,
location, equipment needed, a brief description of the event, and what is required of
Media Services staff.

2. Requests for service or assistance must be received by Media Services at least 24 hours
prior to the event. Requests received less than 24 hours in advance will not guarantee
service rendered at the requested time.

3. Events requiring personnel other than a technician/operator must be received no less
than 48 hours in advance of the event. Requests received for such events less than 48
hours in advance will not guarantee service will be available.

4. Requests for assistance with production of media materials or multimedia presentations
will be handled on a first-in first-out basis.
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WAYNE G. BASLER LIBRARY POLICIES & PROCEDURES MANUAL
SECTION: 1.J. PUBLIC SERVICES - MEDIA SERVICES
POLICY TITLE: 11. Lost, Damaged, or Stolen Audiovisual Equipment

EFFECTIVE DATE: July 2008

STATEMENT OF POLICY

Audiovisual hardware purchased, cataloged, and maintained by Media Services is the
responsibility of the faculty/staff member or student who checks out any item(s) or uses
equipment that is available in the classrooms. Items that are proven to have been stolen while in
possession of a faculty/staff member or student shall be replaced by the Media Services
department. The faculty, staff, or student may be liable to replace or repair equipment that is
either lost or damaged while their possession, with a limit of $1,000.

PROCEDURE

1. Stolen Equipment — Any audiovisual hardware that is proven to have been stolen via
incident report through the Northeast State Office of Police and Safety, where there is
sufficient evidence that the loss could not have been prevented through intervention or
action by the loan party, shall be replaced by the Media Services department.

2. Lost or Damaged Equipment — Any piece of audiovisual hardware that, while in
possession of or loaned to a faculty/staff member or student, is lost or damaged shall — at
the discretion of the administration — be either repaired or replaced at the expense of the
responsible party, with a limit of $1,000 being the most that the individual can be charged.
Any amount over and above $1,000 shall be covered by the Media Services department.
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APPENDIX



Library Bill of Rights

The American Library Association affirms that all libraries are forums for information and ideas,
and that the following basic policies should guide their services.

VI.

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.

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

. Libraries should challenge censorship in the fulfiliment of their responsibility to provide

information and enlightenment.

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

A person’s right to use a library should not be denied or abridged because 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 of the beliefs or
affiliations of individuals or groups requesting their use.

Adopted June 18, 1948

Amended February 2, 1961, and January 23, 1980,
inclusion of “age” reaffirmed January 23, 1996,
by the ALA Council
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American Library Association Code of Ethics

As members of the American Library Association, we recognize the importance of codifying and
making known to the profession and to the general public the ethical principles that guide the
work of librarians, other professionals providing information services, library trustees and library
staffs.

Ethical dilemmas occur when values are in conflict. The American Library Association Code of
Ethics states the values to which we are committed, and embodies the ethical responsibilities of
the profession in this changing information environment.

We significantly influence or control the selection, organization, preservation, and dissemination
of information. In a political system grounded in an informed citizenry, we are members of a
profession explicitly committed to intellectual freedom and the freedom of access to information.
We have a special obligation to ensure the free flow of information and ideas to present and
future generations.

The principles of the Code are expressed in broad statements to guide ethical decision making.
These statements provide a framework; they cannot and do not dictate conduct to cover
particular situations.

1. We provide the highest level of service to all library users through appropriate and
usefully organized resources; equitable service policies; equitable access; and accurate,
unbiased, and courteous responses to all requests.

2. We uphold the principles of intellectual freedom and resist all efforts to censor library
resources.

3. We protect each library user’s right to privacy and confidentiality with respect to
information sought or received and resources consulted, borrowed, acquired or
transmitted.

4. We recognize and respect intellectual property rights.

5. We treat co-workers and other colleagues with respect, fairness and good faith, and
advocate conditions of employment that safeguard the rights and welfare of all employees
of our institutions.

6. We do not advance private interests at the expense of library users, colleagues, or our
employing institutions.
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7. We distinguish between our personal convictions and professional duties and do not
allow our personal beliefs to interfere with fair representation of the aims of our
institutions or the provision of access to their information resources.

8. We strive for excellence in the profession by maintaining and enhancing our own
knowledge and skills, by encouraging the professional development of co-workers, and
by fostering the aspirations of potential members of the profession.

Adopted by the ALA Council. Kime 28, 1997
Amended January 22, 2008.
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Freedom to View

The Freedom to View, along with the freedom to speak, to hear, and to read, is protected by the
First Amendment of the Constitution of the United States. In a free society, there is no place for
censorship of any medium of expression. Therefore these principles are affirmed:

1.

To provide the broadest possible access to film, video and other audiovisual materials
because they are a means for the communication of ideas. Liberty of circulation is
essential to ensure the constitutional guarantee of freedom of expression.

To protect the confidentiality of all individuals and institutions using film, video, and
other audiovisual materials.

To provide film, video, and other audiovisual materials which represent a diversity of
views and expression. Selection of a work does not constitute or imply agreement with or
approval of the content.

To provide a diversity of viewpoints without the constraint of labeling or prejudging film,
video and other audiovisual materials on the basis of the moral, religious, or political
beliefs of the producer or filmmaker or on the basis of controversial content.

To contest vigorously, by all lawful means, every encroachment upon the public’s
freedom to view.

This statement was originally drafted by the Freedom to View Committee of the American Film and Video
Association (formerly the Educational Film Library Association) and was adopted by the AGVA Board of Directors
in February 1979. This statement was updated and approved by the AFVA Board of Directors in 1989.

Endorsed by the ALA Council January 10, 1990.
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Challenged Materials
An Interpretation of the Library Bill of Rights

The American Library Association declares as a matter of firm principle that it is the
responsibility of every library to have a clearly defined materials selection policy in written form
which reflects the Library Bill of Rights, and which is approved by the appropriate governing
authority.

Challenged materials which meet the criteria for selection in the materials selection policy of
the library should not be removed under any legal or extra-legal pressure. The Library Bill of
Rights states in Article | that “Materials should not be excluded because of the origin,
background, or views of those contributing to their creation,” and in
Article 11, that “Materials should not be proscribed or removed because of partisan or doctrinal
disapproval.” Freedom of expression is protected by the Constitution of the United States, but
constitutionally protected expression is often separated from unprotected expression only by a
dim and uncertain line. The Constitution requires a procedure designed to focus searchingly on
challenged expression before it can be suppressed. An adversary hearing is a part of this
procedure.

Therefore, any attempt, be it legal or extra-legal, to regulate or suppress materials in libraries
must be closely scrutinized to the end that protected expression is not abridged.

Adopted June 25, 1971; amended July 1, 1981; amended January 10, 1990 by the ALA Council.
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The Freedom to Read
(excerpted from ALA’s “The Freedom to Read Statement”)

We therefore affirm these propositions:

1.

It is in the public interest for publishers and librarians to make available the widest
diversity of views and expressions, including those that are unorthodox or unpopular, or
considered dangerous by the majority.

Publishers, librarians, and booksellers do not need to endorse every idea or presentation
they make available. It would conflict with the public interest for them to establish their
own political, moral, or aesthetic views as a standard for determining what should be
published or circulated.

It is contrary to the public interest for publishers or librarians to bar access to writings
on the basis of the personal history or political affiliations of the author.

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.

It is not in the public interest to force a reader to accept with any expression the
prejudgment of a label characterizing any expression or its author as subversive or
dangerous.

It is the responsibility of publishers and librarians, as guardians of the people’s freedom
to read, to contest encroachments upon that freedom by individuals or groups seeking to
impose their own standards or tastes upon the community at large; and by the
government whenever it seeks to reduce or deny public access to public information.

It is the responsibility of publishers and librarians to give full meaning to the freedom to
read by providing books that enrich the quality and diversity of thought and expression.
By the exercise of this affirmative responsibility, they can demonstrate that the answer
to a “bad” book is a good one, the answer to a “bad” idea is a good one.

This statement was originally issued in May of 1953 by the Westchester Conference of the American Library
Association and the American Book Publishers Council, which in 1970 consolidated with the American Educational
Publishers Institute to become the Association of American Publishers.

Adopted June 25, 1953; revised January 28, 1972, January 16, 1991, July 12, 2000, June 30, 2004, by the ALA
Council and the AAP Freedom to Read Committee.
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A Joint Statement by:

American Library Association
Association of American Publishers

Subsequently endorsed by:

American Booksellers Foundation for Free Expression

The Association of American University Presses, Inc.

The Children’s Book Council

Freedom to Read Foundation

National Association of College Stores

National Coalition Against Censorship

National Council of Teachers of English

The Thomas Jefferson Center for the Protection of Free Expression

APP-7



Intellectual Freedom Statement of the 21° Century
Libraries: An American Value

Libraries in America are cornerstones of the communities they serve. Free access to the books, ideas,
resources, and information in America’s libraries is imperative for education, employment, enjoyment,
and self-government.

Libraries are a legacy to each generation, offering the heritage of the past and the promise of the future.
To ensure that libraries flourish and have the freedom to promote and protect the public good in the 21
century, we believe certain principles must be guaranteed.

To that end, we affirm this contract with the people we serve:

o We defend the constitutional rights of all individuals, including children and teenagers, to use the
library’s resources and services;

e We value our nation’s diversity and strive to reflect that diversity by providing a full spectrum of
resources and services to the communities we serve;

o We affirm the responsibility and the right of all parents and guardians to guide their own children’s
use of the library and its resources and services;

e We connect people and ideas by helping each person select from and effectively use the library’s
resources;

e We protect each individual’s privacy and confidentiality in the use of library resources and services;
We protect the rights of individuals to express their opinions about library resources and services;

o We celebrate and preserve our democratic society by making available the widest possible range of
viewpoints, opinions and ideas, so that all individuals have the opportunity to become lifelong
learners — informed, literate, educated, and culturally enriched.

Change is constant, but these principles transcend change and endure in a dynamic technological, social,
and political environment.

By embracing these principles, libraries in the United States can contribute to a future that values and
protects freedom of speech in a world that celebrates both our similarities and our differences, respects
individuals and their beliefs, and holds all persons truly equal and free.

Adopted by the Council of the American Library Association, February 3, 1999.
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Intellectual Freedom Principles for Academic Libraries:
An Interpretation of the Library Bill of Rights

A strong intellectual freedom perspective is critical to the development of academic library collections and services
that dispassionately meet the education and research needs of a college or university community. The purpose of this
statement is to outline how and where intellectual freedom principles fit into an academic library setting, thereby
raising consciousness of the intellectual freedom context within which academic librarians work. The following
principles should be reflected in all relevant library policy documents.

1.

2.

o

10.

11.

12.

The general principles set forth in the Library Bill of Rights form an indispensable framework for building
collections, services, and policies that serve the entire academic community.
The privacy of library users is and must be inviolable. Palicies should be in place that maintain confidentiality
of library borrowing records and of other information relating to personal use of library information and
services.
The development of library collections in support of an institution’s instruction and research programs should
transcend the personal values of the selector. In the interests of research and learning, it is essential that
collections contain materials representing a variety of perspectives on subjects that may be considered
controversial.
Preservation and replacement efforts should ensure that balance in library materials is maintained and that
controversial materials are not removed from the collections through theft, loss, mutilation, or normal wear and
tear. There should be alertness to efforts by special interest groups to bias a collection though systematic theft
or mutilation.
Licensing agreements should be consistent with the Library Bill of Rights, and should maximize access.
Open and unfiltered access to the Internet should be conveniently available to the academic community in a
college or university library. Content filtering devices and content-based restrictions are a contradiction of the
academic library mission to further research and learning through exposure to the broadest possible range of
ideas and information. Such restrictions are a fundamental violation of intellectual freedom in academic
libraries.
Freedom of information and of creative expression should be reflected in library exhibits and in all relevant
library policy documents.
Library meeting rooms, research carrels, exhibit spaces, and other facilities should be available to the academic
community regardless of research being pursued or subject being discussed. Any restrictions made necessary
because of limited availability of space should be based on need, as reflected in library policy, rather than on
content of research or discussion.
Whenever possible, library services should be available without charge in order to encourage inquiry. Where
charges are necessary, a free or low-cost alternative (e.g., downloading to disc rather than printing) should be
available when possible.
A service philosophy should be promoted that affords equal access to information for all in the academic
community with no discrimination on the basis of race, values, gender, sexual orientation, cultural or ethnic
background, physical or learning disability, economic status, religious beliefs, or views.
A procedure ensuring due process should be in place to deal with requests by those within and outside the
academic community for removal or addition of library resources, exhibits, or services.
It is recommended that this statement of principle be endorsed by appropriate institutional governing bodies,
including the faculty senate or similar instrument of faculty governance.

Approved by ACRL Board of Directors: June 29, 1999. Adopted July 12, 2000, by the ALA Council.
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Copyright Notice:

NOTICE

The copyright law of the United States
(Title 17 U.S. Code) governs the making
of photocopies or other reproductions of

copyrighted materials.

The person using this equipment is
liable for any infringement.
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