The Blue Book

AUGUSTA-RICHMOND COUNTY PUBLIC LIBRARY
POLICIES & PROCEDURES MANUAL

Air_Conditioning and Heating, See also Disruption dfraiy Operations

1. Check the thermostat setting:
Recommended settings at the branchemnter - 78°; Winter - 68°
All thermostats at headquarters areddcknd set to 74° year-round.

2. At the branches, if the thermostat is improperly 8@ Branch Manager will change the setting;
it takes 30-45 minutes to register a change in ezatpre.

3. If the thermostat is set correctly, and the readinghe thermometer does not correspond with
the setting, take the following action:

» Headquarters: Notify the Information Technology Bement or Administration; if the
Administrative offices are closed, notify the stafémber in charge of the Information
Desk.

» Branches: Notify the Head of Branch Services. éfitead of Branch Services is not
available, call the service contractor. Calls arewgered day, night or weekends.
Inform the Head of Branch Services at the stathefnext business day of any service
calls made during his or her absence.

Annual Leave, SEE ALSO "Attendance and Leave [Maodteave/Sick Leave Accrual]” in the
Augusta-Richmond County Policy and Procedure Marteattion 100.007 on page aid
Augusta Richmond County Annual Leave Request/Aigation under Forms.

1. Necessary absences other than those covered by &igk or "floating holidays" areounted
against Annual Leave. On rare occasions, if ibithe advantage of both the Library and the
employee, time may be made up (this requires argigpe's approval).

2. Vacations are for rejuvenating both physical anditalefaculties and all employees are
urged to avail themselves of vacation periods. ushheave may be used for vacations and
personal leave. All full-time employees shall béited to earn and accrue paid time off.
Temporary and part-time employees shall not babddigor Annual Leave or Sick Leave.
Note: Part-time employees working a regular schedule wéie hired before September
30, 2001 will receive Annual Leave and Sick Leaveraals.

3. Employees that need to use Sick Leave must ndtifly supervisors as soon as practicable
of this need, but in any event no later than thi3) minutes after the employee’s
scheduled start time. Failure to notify your supsawof this need to use Sick Leave in a
timely manner may result in any applicable day gailassified as AWOL. If an employee
has requested Sick Leave for a period of threedB%ecutive working days, a physician’s
certification must be furnished to permit paymemtSick Leave.

4. Annual Leave allotments are sent to departments laadch libraries by February 10.
Requests for Annual Leave may be made between &sbru and March 1 based on
seniority. A vacation projection calendar will beuted to departments and branch libraries.
The vacation you projected for a new year is netapproved leave. It is merely a projection
of leave time in which you would like to have apprd. Supervisors should only approve
leave within 2 months (and certainly not more tl8amonths) in advanced of leave being
taken. Master’'s Week and time off during the Chmis$ holidays should be negotiated within
departments and branch libraries, taking into astetho has requested these dates in the
past.

5. Supervisors will make every effort to grant reqagbut some adjustments may be necessary



10.

10.

11.

12.

in case of overlapping requests.

Note 1: Employees scheduled to work on Saturdays and $anday swap weekend days
with fellow staff members. Although this is an eoys#e-to-employee arrangement, all swaps
must be approved by your supervisor. Each employest submit an Augusta-Richmond
County Leave Request/Authorization to their supsamd. (See Forms)

Note 2: Leave requests from Department Heads will be amat by the Director.
Department Heads must submit an Augusta-Richmonthyd_eave Request/Authorization
to their supervisors. (See Forms)

Requests for Annual leave should be coordinateld thidlse who do similar jobs. Accumulated
compensatory time may be taken with Annual Leaventhis does not interfere with another
vacation schedule, and when it is cleared withtbpartment Head.

Note: Exempted employees do not receive compensatory time.

Holidays falling within an annual leave period am@ counted as part of the Annual
Leave allowance.

Saturdays and Sundays which are scheduled worlipg #XCEPT those falling within a full
week's vacation (Sunday through Saturday), mapedaken as Annual Leave unless an

exchange has been made with another staff membisrapplies to all requests for Annual Leave

or Floating Holidays on a scheduled work weekend da

Pay checks and direct deposit stubs due when alogeepis on Annual Leave will be placed
in mailboxes or Branch Delivery unless the Secygfasistant Director is instructed to do
otherwise by the employee. Checks will not be gitceanother person unless the
Secretary/Assistant Director is authorized in wgtio do so by the employee.

Staff members who are ill on or before the firsg dascheduled Annual Leave may take
Sick Leave instead of Annual Leave until the enthefillness. Such a transfer of Annual
Leave to Sick Leave must be cleared by calling tiheinediate supervisor on the first day of
scheduled Annual Leave. (These transfers applytordynnual Leave and to Floating
Holidays or compensatory days.)

Probationary employees will accumulate Annual Leiavmediately and will be entitled to
take Annual Leave upon completion of six (6) morthemployment. If a probationary
employee's service at the library is terminatedafoatever reason within this 12-month
period, he/she will forfeit all cumulated Annualdwe. No accrual of Annual Leave or Sick
Leave is allowed while on leave of absence withpayt while suspended, or while on
worker's compensation or salary continuation in ki worker's compensation.
Non-professional staff members receive Annual Lgsremonth as follows:

a. 0-1 year employed % day
b. 1-3 " " 1 day
c. 35 " " 1% days
d. 5-10 " " 1% days
e. 10-15 " " 1-3/4 days
f. 15+ " " 2 days
Professional staff members receive Annual Leavaratth as follows:
a. 0-1year employed 1 day
b. 1.2 " " 1% days
c. 23 " " 1-3/4 days
d 4+ " : 2 days

Annual Leave is credited to the employee's accautite end of each pay period (based on 26
pay periods per year). At the end of every payqugrall employees receive a Vacation
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Leave/Sick Leave Report from the Assistant Direstwwing how much leave has been taken in
a given year, and how much remains for every stafinber in his or her department/branch.
The maximum amount of annual leave which may beuackat any one time is 288 hours.

Attitude and Conduct, See also AppendixAdtitude and Conduct

1. The library holds very high standards for #gsgonnel as well as for its service. Each stafhirer
should make every effort to comply with the consegftattitude and conduct. If problems arise
concerning any regulation, you are urged to resiblaethe lowest supervisory level first and figab

the Director. Occasional exceptions to policied srgulations are made when conditions warrant.

2. Eating, drinking, and chewing gum are not p#ediin public/customer service areas.

3. You must exercise caution when eating and drgnka your work space and the staff lounge to
prevent spillage onto the desk, computer, and tapkean up after yourself.

4. Smoking is not permitted in county buildings pegusta-Richmond County ordinance. Therefore,
no smoking is permitted in the library.

5. Employees should always appear well groomedshodld dress in a manner befitting the dignity of
the library. Extremes in hair style and clothimg discouraged. See also AppendixXD&ss Code.

6. Quality customer service and proper respect tmeisendered at all times to staff and fellow
employees.

Biological Agent Threats
See Appendix GHow to Handle Anthrax and Other Biological Agdititreats

Bomb Threat

For procedures in handling bomb threats, see APRENE) Handling Bomb Threats
and FORMSBomb Threats

Book Return Boxes (See Also Return of Materials)

1. Book Return Boxes are placed in convenient drivéeaptions at the Headquarters Library and
its Branches. The boxes are open 24 hours a dapesn holidays when they are locked to
prevent overfilling.

2. Audio-visual material should not be returned toBomk Return Box because of possible
damage or special handling requirements. Spedaalbvieturn boxes are available at Friedman
and Maxwell Branches.

3. Book Return Boxes are normally emptied in the ntrayriy the Custodian and then
periodically throughout the day by either the Cdia or Student Assistants. Staff members
should guard against misleading the public witlestents such as, "If you drop the material in
before the library opens, there will be no fines"lbyou get the materials back before 8:00
a.m. (or other designated hour), you will not barged," etc. Patrons who ask how late they
may return materials before incurring overdue casuighould be informed that technically the
materials are overdue as of midnight on the due. dat

Books Published by the Library

e The Library has published several books which asedl@ble for purchase from the Friends of the
Library bookstore. For further information regarglitme purchase of these titles, individuals may
visit the store or contact the Friends by phon@@6)-469-3356 or by email at:
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friendsofauqustalibrary@gmail.com

» Pricing for the books is as follows:
e Personal Name Index to the Augusta Chronidlgolumes. $25.00/volume

+ Catalog of the Augusta City Directorie$10.00
» Registers of Signatures of Depositors in the AuguBeorgia, Branch of the Freedman's
Savings and Trust Compan$35.00

Branch Abbreviations:

The following branch abbreviations are to be usedlélivery and other identification purposes:

Headquarters Main
Appleby AB

Diamond Lakes DL
Friedman FB

Maxwell MB (or IMB)
Wallace WB

Branch Delivery

1. The Library provides delivery of books, mail, offiand building supplies, etc., from the
Headquarters Library to each Richmond County Bramahreturns to Headquarters.
2. Delivery schedules are available from the Circaolatilanager at the Headquarters Library.

Branch Locations. (See Appendix F)

Branches

1. Appleby Branch
* In 1954, the Appleby Branch was given to the CitAogusta and Richmond County by
Mr. Scott B. Appleby and Mr. James Scott Applebyriemory of their wife and mother,
Mrs. Annie de Prairie Appleby.
e Since 1955, a series of weekly concerts, lectates, has been held each summer in the
garden of the Appleby Branch. Known as “Evening8jpleby Garden”, the series is
planned and produced by the Library and financethbyAppleby Trust Fund.



Breaks
1.

2.

Jeff Maxwell Branch
* In 1971, Mr. Jeff Maxwell offered the Library $90Mif it could be matched with
another $90,000. Federal funds, contributions fiedividuals and corporate donors, and
funds from the Richmond County Commission enalthedLibrary to match these funds.
» Funds collected were used for the constructiomefleff Maxwell Branch Library in
South Augusta. The new building was opened in FaRrii973.
Wallace Branch
* In 1952, when the “Community Library” became a lotaof the Augusta Library, it was
renamed Wallace Branch for one of its foundersRbe. S.B. Wallace.
* In 1958, the old Wallace branch building was repthby a new 6,000 square foot
structure.
Friedman Branch

* In 1984, the A.A. Friedman Foundation offered & gif$150,000 towards the cost of a
new library in West Augusta. This was matched bgppropriation from Richmond
County and added to a State Construction Grantitd the Friedman Branch Library.

» The Friedman Branch was opened in January1987.

Diamond Lakes Branch
* In September 2005, the Diamond Lakes Branch openddphzibah, Georgia.

Breaks are a privilege and are not guaranteed.n@aki break should not interfere with
providing public service.

Two (2) 15-minute breaks are allowed for each Brlday or one for each 3% hour period.
(EXCEPTION: No break is allowed after 5:00 p.m. or on Sundftss since short staffing
requires all staff members be on dutyi)an emer gency, exceptions may be made by the
supervisor.

Library employees may leave the library premisesndubreaks if the 15-minute period is
observed.

Breaks cannot be added to lunch hours, make upéssior to leave work early.

Breaks should be taken between 10:30 a.m. and Almi5and between 3:15 p.m. and 4:00 p.m.

Building Evacuation Plans

See Appendix RBuilding Evacuation Plan- Appleby Branch

See Appendix QBuilding Evacuation Plan- Diamond Lakes Branch
See Appendix RBuilding Evacuation Plan- Friedman Branch

See Appendix Building Evacuation Plan- Headquarters

See Appendix TBuilding Evacuation Plan- Maxwell Branch

See Appendix UBuilding Evacuation Plan- Wallace Branch

Bulletin Boards, Public (See Also Soliciting andsibuting)

1.

The libraries' Public Bulletin Boards assist edioret|, civic, cultural, non-sectarian and
non-partisan groups in publicizing special eve@mmmercial advertising is not accepted.

2. Atthe Headquarters Library, the Circulation Mamagil normally place notices on the public

Bulletin Board, after verifying that they qualifyder the provisions of paragraph 1, and will
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remove them after the event has been held. Thamilssistant II--Circulation will post and
remove notices in the absence of the Circulation&gar. Branch Managers will post such
notices at their respective branches.

Notices should be small, as the Bulletin Boardso&maoderate size and several events may be
publicized simultaneously. Notices are posted esived regardless of the event date. If a notice
announces an event occurring in the near futungehier, something already on the Bulletin
Board with a later event date may be removed teanjpptto allow space for the higher priority
item.

Bulletin Boards, Staff

1.

Staff Bulletin Boards are seen and read by stafhbers only. The Headquarters Library has
three bulletin boards in the Staff Lounge; twolfbrary business only and one for personnel
matters. There are additional bulletin boards mealepartments and branches.

The following types of items typically appear oedk boards: memos from the Director and
Department Heads, projected vacation schedulesenaft meetings, new practices, and any
other relevant library matters.

It is the responsibility of all staff members t@detheir respective bulletin boards at least once
daily, and to sign any important memos. Branch ldead Department Heads are responsible
for posting materials on branch and departmentigtuboards.

The Head of Administrative Services, Circulationridger, and Branch Managers are
responsible for keeping the bulletin boards cleafenld material.

Cellular Phones

The use of personal cellular telephones by libsaajf is not allowed in public service areas. #taff
member wants to make a call on his or her cellpiteme, they may do so during their lunch hour or on
their break. Cellular telephones should be turnE& @hile employees are at work. Personal phone call
may be received on library business phones, ifssarg. See Telephone.

Certification

1.

2.

Librarians employed in professional positions maesticensed by the Georgia State Board of
Certification for Librarians. These licenses amereed as of July 1 every two years.

Since certification is a condition of employment fwofessional positions at the Library, the
completed renewal must be given to the HR Liaispduly of the renewal year.

All certified librarians must complete ten hoursagteptable continuing education during the two
year period immediately preceding each bienniadwedate, as a condition for license renewal.
See also Training.

Children in the Library, See also Closing Procedufgpendix DLibrary Closing Procedures-

Abandoned Childreand Appendix XXUnattended Child and Child Safety Policy

1.

2.

Children nine years of age and under must be acanieg by a person who is at least 16 years
old.

When young children are left unaccompanied in drthe@libraries, an immediate effort
should be made to locate a parent or other adspioresible for them. If no parent or
other responsible person can be located, refentteer to the Children's Librarian,
Branch Manager, the person in charge of the bgldinthat time or the Director, if
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necessary. The library staff cannot be responsiblthe safety of children who are left
unattended in the libraries.

3. Older children who are not accompanied by an adait be required to leave the library
building if they create problems for library staffpatrons. If their behavior outside of
the building continues to create problems, they bmyequested to leave the library
grounds. The library staff cannot be responsibtete safety of children who leave a
library building or grounds, either voluntarily by request of the staff.

4. Children of staff members should not be at the wi@tion of parents. All of the
above rules apply equally to these children.

Closing Procedures, See Also Security.

Appropriate closing procedures have been establifdresach library building. Before the staff
leaves, all patrons must be out, and the buildiiegdd and secured. There are four closing
announcements time frames: 30 minutes before ¢jpo&k minutes before closing, 5 minutes
before closing and closing. For the branches, stadfild walk through the building informing the
patrons of the library's closing announcementstithes, there may be emergency announcements
made. If any unaccompanied children under 16 yaldreemain at the library after closing, two
staff members and the security guard should wait thie children until they are picked up. If the
children are not picked up after 10 minutes, & st&imber should call the Augusta-Richmond
County Sheriff's Department and request assist&taff. members should then remain until the
police arrive. See Appendix Bbandoned Children During Library Closing.

Collection Agency
Long overdue materials (lost items or overdue jim@samounts over $25.00 are sent to a
collection agency, Unique Management Servicest 8ftaonths have passed without payment.
Unique contacts patrons with delinquent accountghinne and letter.
Once an account is turned over for collection1@.@0 long overdue fee is assessed by Unique,
and added to the account. A processing fee of $&0@em is charged on a lost item, in
addition to the cost of the item. If the item isifial and returned in acceptable condition, the
amount owed will be reduced by the value of theniteong overdue fees, processing fees and
fines are not refundable.
Properly posting returns and payments on the caansithe responsibility of the Circulation
staff.

Collections, Audio-Visual

» Audiobooks are purchased in CD format. Titles anelpased according to patron demand and
reviews. Works of best-selling authors are represkprimarily in unabridged versions. The
nonfiction collection covers a range of subjectarmcluding best sellers, instructional and self-
improvement selections on topics such as compstsrand exercise, and guides for the teaching
of English as a second language.

* The DVD collection exists to serve the informatibralucational and recreational needs of the
library community by enhancing the library’s exigtinonfiction and fiction collections. The
library does not try to mimic or to duplicate theck of local video rental stores. DVDs are
considered for collection inclusion based on ailtieviews, prior viewing, patron request, and
the reputation of the makers and distributors. O¥ns are evaluated as whole and not on the
basis of particular scenes or segments. A workneillbe automatically excluded from the
collection because it presents an aspect of lifebthy or because it exhibits frankness of



expression. An item need not meet all of the seleairiteria to be acceptable. In some instances,
an item may be purchased because of its artistiit,hecause of scholarship, as a historic
record, as critical to the information needs of¢bexmunity, or because of substantial demand
Please note that patronsmust be 18 year s of age or older to checkout DVDsor other video
material.

Collections, Book

Adult

High interest, popular materials are collected fthmentire Dewey range. The fiction collection
provides reading materials for both leisure andhtsighool assignments. The collection should
comprise popular, literary, and genre fiction teume that a broad range of reading materials are
available to meet the varied tastes of patronsliging the predominate language represented in
the collection. Hardback editions are purchasedasmlinavailable. Titles on the New York
Times bestseller lists are generally to be boughieés obviously not meeting our selection
criteria) because of high patron demand. Othestifire selected from reviews in the selection
journals. All patron requests are carefully constdeand purchased whenever possible, but are
subject to the same standards and financial contstras other acquisitions. Books from non-
traditional publishers written by residents of AgtasRichmond County may be donated and
added to the local collection provided that theksodo not conflict with this Collection
Development Policy.

Young Adult (Teen)

The Young Adult collections support recreationadiag for ages 13 through 18. High interest,
popular materials are collected from the entire Bgvange. English is the predominate language
represented in the collection. For curricular acaidemic research, teen patrons may rely on the
adult and children's collections. Materials are@sild from professional review sources and
suggestions by teen patrons. Young Adult booksremekedY A. Non-fiction YA books are
typically intershelved with Adult non-fiction, hower, 741.5 (Graphic Novels) maybe shelved
separately depending on the branch. YA fictiorhishged in the Young Adult area.

Juvenile/Children’s

While children (birth through age 13) are the priynasers of these collections, teens and adults
also use them. Parents, teachers, budding andiexped children’s authors and illustrators,
library school graduate students, students of piild literature, preschool teachers, adults and
children learning a new language, adults studyimgteir early childhood accreditation, and
children’s literature researchers all find mucluse here. Popular interest topics, children’s
classics, materials with great child-appeal ancenels needed by children to complete school
assignments comprise the majority of these cotlesti These collections include fiction and the
entire Dewey range of nonfiction. English is thegominate language represented in the
collection. Selections are made to reflect therestis of this diverse community and to meet
education-related requests in this area. The Lylnelies on parents or guardians to decide what
is appropriate for their family to read or view. ¥¥® by local authors and illustrators are
considered, applying the same criterion that isldseall other children’s materials



Paperback Collections

e The Library has uncataloged collections of adudtldeen's, and young adult paperback books on
a variety of subjects. These paperbacks receivenanom of processing before being put in
racks for circulation. These books are not cham&do a specific patron, but are counted at the
Circulation Desks. Fines are not charged on pap&rbaoks from these collections.

Compensatory Time

1. Compensatory time in lieu of overtime pay is grdrfte work beyond the normal work week.
Accrual of compensatory time is based on hours addach week. Therefore, whenever
possible, long days should be balanced with st avithin the pay period to avoid the
accumulation of extra hours. Compensatory timerafét be approved by the supervisiors
advance.

2. Compensatory time from an earlier weasakinot be use to balance a second week.

3. No non-exempt employee may work over 40 hours magkw It is the employee's responsibility
not to exceed this limit. If an employee notidestthe or she is going to exceed this 40-hour
limit, then the supervisor should be notified imnagely.

4. An exempted salaried employee is defined as waritimg the rules of exemption from
overtime provisions of the federal FLSA. Employesth exempt status are compensated for the
results they are expected to accomplish regardfetbe number of hours worked. Each of these
employees would qualify under the Administrativepfessional, Computer-Related Professional
or Executive exemption standards of FLSA.

Complaints from the Public, See also Selectioficieagl.

Complaints should be resolved at the lowest legstible and elevated to higher supervisory level as
needed. When the front line staff cannot resolgeraplaint in an accurate, respectful and positive
manner, it should be forwarded to the respectiymadment head for resolution and finally to the
Director, if needed. Staff members should notmatieto explain policies or solve problems outsifle o
their sphere of knowledge or outside of their dapant.

Computer Problems, Reporting
1. If a staff member has a problem with a library cotep, he or she should first complete
the following four steps before reporting the pesbl
« Are all the connections solid and in the correctgsb(Power, Mouse and keyboard?)
» Has the computer been rebooted? (Restart or pooven & restart?)
« Are all parts of the computer properly powered (ld@nitor powered on in addition to
the computer?)
* Is the network log-on correct?
2. If the computer still does not work properly aftempleting these steps, open a helpdesk
ticket athttp://support.arcpls.netin the case of the loss of internet connectiontact the
Information Technology Department by phone.




3. The Technology Assistant will visit each brancheatt once every two weeks to repair or adjust
computers and/or peripherals. When the Technolagistéant makes an emergency visit to a
branch, this will count as the bi-weekly call, sirany outstanding problems will also be dealt
with at this time.

Computer Resources, Staff PC Configuration andi\soét

Library staff personal computers are configureddoess and run library and work-related
applications. There are certain things that sta§MOT do to the personal computer assigned
to them in their department, whether it is a "stiafeC or one used only by one individual.

1.

2.

No changes to settings may be made on the comftisrincludes network settings,
especially Internet LAN and Proxy settings.

A staff member may not uninstall or otherwise remany programs that have been
installed on his or her computer. No changes tofitestructure, with the exception of
adding folders to "My Documents,” the Staff “P Dafvor to e-mail applications, are
allowed. If it is felt that a program needs to Iménstalled, open a helpdesk ticket.

No files or programs should be downloaded and liestfrom the Internet without the
Information Technology Manager's permission, duthéopotential security risk of viruses.
This includes, but is not limited chat or messeraggalications, games, Peer-to-peer
downloading applications, illegally obtained softevand browser toolbars and add-ons.

Staff may not load any programs on a library coraputithout the System Administrator's
approval. NO programs for personal use may be tbadea library computer.

Computer Resources, Staff use of, See also E-Biaiff

The Library authorizes use of library computingowses for personal reasons with the
following minimum guidelines in effect:

1.
2.

3.

4.

10.

11.

Personal use will be on an employee's personal time

It will not interfere with any work-related actiyit

The staff member will supply or pay for their owaper (payment to be made to

the appropriate service desk), and their own eatenedia (flash drives).

Hard disk space should be reserved for departmtasied rather than for personal use.

Staff may make personal use of library computertheir desks or in their departments
provided they have an authorized login accountpassword and provided all other rules in
theBlueBookrelating to computers are followed. Staff may alse the public access
computersunder the same terms as the general public. Pénsemaf library computers
shall be restricted to regular building hours (S&fry of Building).

If the above-mentioned computers are in use foatibfunctions, the staff member will
be required to wait until one is available.
The use of computer games is not permitted onrliliiane, except for training purposes.

Unauthorized access of library records is groundsifsciplinary action. (See

also_Confidentiality).
Students are restricted to public access compfdemersonal use.

Staff is bound by the same rules for computer unseliaternet access as are members of
the general public. Personal use by staff of [jp@mputers should be considered a
privilege granted by the library, not a right. Ipappriate use of the library computers,
including the accessing of inappropriate Interitessor other abuses of this privilege
will result in the loss of this privilege for thedividual, and may result in disciplinary
action up to and including termination.

The Library Administration reserves the right tewithe files on ANY library computer,
and to track computer use of any employee, azindenecessary.
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Computer/Data & Server Room Security
Unauthorized personnel are not allowed accesstodmputer rooms without the approval of the
Information Technology Manager.

Computers for Public Use

Seelnternet Safety Policy and Public Computer Use @liigison the library's web
site (vww.arcpls.org.

Conduct, Patron, See AppendixHatron Behavior Policy

Conference Rooms
Some Branches have small conference rooms thatwaiable for public use. They must be
reserved in advance for use in compliance with_theary's Meeting Room Policy (See
Appendix K).

Conferences with Director

1. Department Heads’ conferences with the Directosaheduled as needed.

2. Other staff members who need to discuss a mattength with the Director, should check with
the Secretary regarding the Director’s availabiihd indicate whether the matter needs
immediate attention. The Secretary will make thee€tor aware of the need for a conference and
let the staff member know when it can be scheduled.

3. The Director maintains an open door policy; drop-amd direct phone calls are welcomed from
any staff member who needs to make a brief cootaict the event of an emergency.

Conferences, Workshops, Seminars, Etc.

1. Staff members who attend conferences, workshopsinaes, etc., as official representatives of
the Library receive time with pay, including tratiehe, to attend those meetings. As travel
budgets are limited, requests to attend progranst beuapproved by the Director.

* When travel time and attendance at workshops, cemées, seminars, etc., include more
hours than a staff member’s normal working day,Rirector will use discretion in
allowing a reasonable amount of compensatory time.

» Staff members attending conferences, such as AL, GELA, etc., will be
compensated for days of attendance beyond the S«ddyweek rather than on an
hourly basis.

2. Membership in the organization is required forradince at ALA, GLA, and SELA conferences.
As far as possible, attendance at conferencesatetbamong members in good standing by
March 1 of the conference year. Preference wiljilen to members with continuous
membership and to those who are officers, committembers and/or presents for the
organization.

Confidentiality, See also Library Ethics
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The Augusta-Richmond County Public Library Systerokcy on confidentiality directly reflects

Georgia Code 24-9-46 that states:

(a) Circulation and similar records of a library whiclentify the user of library materials shall
not be public records but shall be confidential eray not be disclosed except:

(b) To members of the library staff in the ordinary s®uof business;

(c) Upon written consent of the user of the library enials or the user’s parent or guardian if the
user is a minor or ward; or

(d) Upon appropriate court order or subpoena.

1. Under no circumstances will any staff member allmm-employees access to circulation files
or communicate any information, either orally omiriting, which would reveal who has
borrowed books on certain subjects or certain §ipditles. Legal requests of third parties must
be referred to the Director. If the Director is uaidable, refer the requestor to the Assistant
Director. Call the Director at home if law enforcemh officers request such records during
evening hours or on weekends.

2. If patrons or parents wish to find out what is dtezt out on their card or their child's, they
must verify identity with a current picture ID.

3. Computer sign-in sheets are also confidential @s;and should not be disclosed without a
subpoena. After computer use statistics are tadmlikt the end of each day, the sign-in
sheets should be shredded or torn into small piaeesliscarded.

4. Patrons signing out material from ready-referencdram special collections for use in the
library are also guaranteed confidentiality. Whiea inaterial is checked in, the patron's name
should be completely obliterated with an indelitvlarker.

Copying Services, See also Lost and Found

The Library maintains copying machines for bothljmudnd Library use. The Circulation
Desks make change for use in photocopiers if nedfiftere is any malfunction of the
copiers, and it cannot be handled by staff, Polldokwill be notified.

1. Copying from printed sources

« Patrons may make copies of printed materials on dbim-operated copying
machines, which are located in branch libraries amdhe first and second floor of
the Headquarters Library.

« Both the Circulation and Information Desks answagsiions about the location and
operation of the copying machine at the Headqualttéarary, and help any patrons
who need assistance in using the machine. Thiaridlad by service desk personnel at
the branches.

2. Hard copies of Augusta city directories from thedgl collection may not be photocopied (it
breaks the spine), except by staff of the GeorgiarR Directories dating from 1874 to 1960 are
available on microfilm, and copies may be made fthim medium (see 3 below).

3. Copying from Microform materials

« Copying from microform materials may be done at Headquarters Library, in the

Georgia Room on the third floor, at a per page ghaHowever, the majority of the
collection is now digitized and available on-line.

4, Copying machines, which are in non-public locationsthe Library are to be used by
authorized staff in making copies for Library buesia only.
5. Staff may make personal copies on their own timel&¢ a copy.

Custodians
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1. Staff members needing the services of the custatitiee Headquarters Library should submit
all requests through Administrative Services and thedhes should subndtl requests to the
Branch Manager. The Business Manager will handiequests during the absence of the Head
of Administrative Services. Except in emergendksse requests should be made in writing,
using the form, "Building Maintenance Problems ¢éoReported” (see FORMS).

2. Library custodians are not permitted to do persamednds for staff members during
their scheduled workday.

Discarded Materials

1. When library materials no longer meet the seleatiiteria for inclusion in the collections the
following options are available:

» Redistribute to public-benefit, non-profit orgartinas such as the Friends of the Library.
» Offer to Outreach collections.

» Offer to other libraries.

» Refer branch last copies to Headquarters Library.

» Recycle damaged materials.

» Discard government property in compliance with fatlestate and local laws.

2. The authority to withdraw materials from the geheddlections falls to the Branch/Department
Manager, in conjunction with the Head of TechnBatvices. Core collections and last copies
should not be withdrawn without first consultingkvthe Head of Technical Services. The
ultimate authority on withdrawing materials fallgthe Director of the Library.

3. Before discarded material is turned over to anghe$e organizations, all property stamps and
library markings should be removed or obliteratad the item stamped WITHDRAWN. Only
discarded items in good condition should be giwearty of these organizations.

4. Worn-out, mutilated, and outdated materials, wihiate been discarded from the Library
collection, may not be given to any individual,vaie groups or organizations. Such materials
should be set aside for recycling. Items shouldlearly marked as withdrawn:

» All library property stamps and call number obkied
» Barcodes obliterated; RFID tags, if present, rerdove
e Stamped WITHDRAWN

5. Patrons who have paid for damaged materials whiglh@ing withdrawn may be given the
material to keep after it is clearly marked "Danthged Paid For" and is signed and dated by the
proper authority. Patrons must pay ALL fees foritbe (cost of item, processing fee, and any
overdue fines) as well as any other fines/feedeim iccount before they are allowed to keep an
item for which they have paid.

Disruption of Library Operations, See also Emerigndisasters, Riots, Etc., Bomb Threat, Fires,
Tornadoes, and Weather Problems

1. Loss of Vital Public Services.

a. Interruptions in electrical power, natural gas,evatr telephone service may affect the
ability of the library to function effectively arghfely. Temporary, short-term
interruptions may not require the cessation ofiliproperations. The Headquarters
Library does have a generator for power backup.

b. Any interruption should be reported to their supmoks first with an on-site
assessment of the problem and its ramificationsh s lack of lights, no power for
computers, HVAC not functioning, no water, etc.

c. Administration will determine whether the buildisgould be closed, when it should be
reopened, and whether staff should go home ordssigned. The Outreach Services

13



Manager will be responsible for notifying the medfaany closures.

d. If the problem occurs at night or on a weekendneattempt should be made to reach
the Director or Assistant Director.
e. Lack of mail/delivery service or financial servigesses an inconvenience, but does
not normally result in the cessation of library imns.
2. Building/Physical Plant Failures.

a. Malfunctions in heating, air conditioning, ventitat systems, elevators, security
systems, fire warning & suppression systems andhaten systems can have varying
degrees of effect on library operations, often deleat on whether they are temporary
or long-term. Loss of HVAC resulting in extremeligh or low temperatures in the
building should be immediately reported to thepewisors for a determination of
action while the problem is being repaired. If tharking environment presents a health
or safety risk as determined by the library adntiatgon, the facility may be closed and
staff reassigned.

b. Malfunctioning security systems and fire warningl aappression systems generally
will not result in a building closure, although tieal determination will be made by
Administration.

c. Loss of computer access can seriously interfere mdny library services. The stand-
alone system may be used in the short-term to ailavimal library service. It may be
necessary to limit the number of books and magaalatron may check out. A
determination as to whether the interruption of patar access is of sufficient gravity
to necessitate the closure of the library will bede by Administration.

Dress Code, See APPENDIX Bress Code.

E-mail (Electronic Mail)

1. Every full-time and part-time staff member is reqdito have an e-mail account on the library's
email system. If a staff member does not have amakaccount, his or her supervisor should
contact the Information Technology Department se may be set-up. Student Assistants do not
have e-mail accounts through the library's emaitey.

2. Staff members should check their e-mail on a dbagis. Most communication within the
library is accomplished by e-mail, so it is critithat all regular staff members make this a part
of their daily routine.

3. Employees should refrain from checking personakd-during working hours. Personal e-
mail may be checked using personal time (lunchreaks), following the same public
computer use guidelines that are currently in place

Education, Higher, for Library Personnel

Regular staff members who wish to pursue oppoiasih higher education may be allowed to
adjust their work schedules to accommodate thainaing, subject to prior approval by both
their supervisor and the Library Director. In ortietake advantage of this opportunity, students
must be matriculated in an accredited two or faarytechnical school, college or university.
Employees will still be expected to work a 37%2 hawark week, but more flexibility may be
possible in their actual work schedule. If a schiedwconflict should arise, the needs of the
library will take precedence.

Electronic Equipment, Patrons
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Patrons may use hand-held listening devices wittdhieones in the library. When using such equipment,
patrons are expected to be quiet. If staff canriglégear sounds from this equipment, the patroruhbe
told to turn down the volume.

Emergencies, Disasters, Riots, etc., SEE ALSO Bohtkat, Disruption of Library Operations,
Fires, Tornadoes, and Weather Problems

Verify reports of disaster by calling local authi@$: Augusta-Richmond County Sheriff's
Department, Fire Department and/or the Emergenaydgament Agency. Notify the Director,
Department Heads/Branch Managers of the situatise.the help of responsible people as
needed to maintain order. Follow the instructiohthe authorities.

If it becomes necessary to close the library bexafian emergency situation, the following
actions should be taken by the senior person irgehaf the Headquarters Library and
branches:

1. All branches and departments must be called tthksn know that the library will be
closing. Speak to the senior person on duty andgeas much information as possible.

2. Call the security guard company to let them knoat the library will be closing, and that
a guard will not be needed in the evening.

3. Remind all Department/Branch Heads to call theiffstho will be working the evening
shift, so no one will show up for work when therdiby is closed.

4. Remind all Department/Branch Heads to take homea#f ®irectory (the Blue

Sheet) so staff may be called the next day ifithrady is closed.

The Outreach Services Manager will notify the neweglia of the library's closing.

The IT Department will place a notice on the ligrarebsite informing customers of the

library closure.

The Technical Services Department will notify PIN&®Bninistrators as necessary.

Take down the flags.

Place signs on entrance doors indicating thatitinarl is closed.

10. The Secretary/Meeting Room Coordinator and braneads should call the contact
person for any group scheduled to use the auditdmeeting room in a branch or at
Headquarters during the time the library is closed.

11.Regular closing procedure should be followed. Thiormation staff (Reference
Department) at Headquarters will verify all patrdreve departed the facility and then
secure the building. The security guard will chatlkoutside doors at Headquarters, and
at branches where a guard is posted.

11. The library(ies) will reopen at regular times tlodldwing day unless staff is otherwise
notified.

12. Department/Branch Heads should check time sheetscarrect the student hours
where necessatry.

13. The senior person in charge will carry out all bé tabove responsibilities, if time
permits. Please keep in mind, safety for persen®p priority and safety of the
facility is the next priority.

oo

© oo~

Entry of Building

In general, staff is not permitted inside libranjldings except during regular building hours.
Regular building hours are from the normal tim@péning by an authorized person to the
normal time of closing by an authorized person.hawized persons are those whose specific job
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responsibilities include opening or closing a binigd or administrative and supervisory
personnel whose positions require them to be aldater or close buildings as necessary
outside of normal building hours. Entry of libraryildings for personal reasons after hours is
not permitted. Exceptions to this policy must bpraped by the Director.

Evacuation of the Building, See also Appendix P,Q,IR,and U for evacuation plans for
Headquarters and the branches.

1. Calm, speedy action is needed in order to save hwel property.
2. If the fire alarm should sound off, accomplish #teps below. If there is a bomb threat,
DO NOT pull the fire alarm and accomplish the stepl®w.

a) CALL 911 and report that there is a fire or a baimteat.

b) The designated person will clear the facility ofrpas and staff. The designated
person at the branch is the Branch Manager (ooseerson in charge). The
designated persons at the Headquarters Library@ireulation Manager (or senior
person in charge of Circulation), Head of Publiev®es (or senior person in charge
of the 2 floor), and Head of Administrative Services (onise person in charge of
the 3¢ floor). Since the Headquarters Library is a faldyge facility, the designated
person on each floor MUST be assisted by one stiarmember to accomplish the
evacuation.

c) To prevent panic, do not incite fear in patrons stadf by mentioning the reason for
the evacuation, but you must insist on their evacna

d) All branches should be completely evacuated intless 5 minutes and the
Headquarters Library in less than 10 minutes.

e) In the Headquarters Library, you must remember: Mthe fire alarm sounds, the
elevators stop working. Everyone will have to exd stairs. The person clearing the
building must check all restrooms (public and 3taffd stairwells.

f) The designated person will make the following amuament in a loud voice: “May |
have your attention, please! We have been askdaebguthorities to evacuate the
building right away. Please make haste, but doumatPlease use the nearest exit and
leave the building immediately. Repeat, pleasethiseearest exit and leave the
building immediately.” You must make this announe@tas many times as
necessary until the facility is cleared of patrand staff.

g) All staff members will meet together at a desigddbeation far enough from the
library building to avoid explosive danger or flgiebris. Note: The meeting place
at the Headquarters Library is the sidewalk neaiGhtholic school. At the meeting
place, the person who cleared the facility will doat a head count.

h) The final check of the facility will be made by teecurity guard, if on duty.

i) No one may reenter the building under any circuntssa until authorized to do so by
the fire or police department.

3. Note: In case of a small fire, use the fire extisger until the firemen arrive. DO NOT
use a WATER extinguisher on electrical fires!

4. A fire drill/building evacuation drill will be congcted on an annual basis with the date
and time to be determined by the Head of AdmintiisteeServices.

Examinations, Proctoring
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The library proctors examinations for students whmtaking distance education courses. Any
regular staff member (not Student Assistants) miagtpr an examination as long as it does not
interfere with his or her duties at the library.

Examinations must be scheduled at least one waektprtaking. Confirmation is required at
least 24 hours in advance to verify the date oftt@mination and method of delivery for the
testing materials.

Staff should be sure to fill out the necessary papek accurately, and make sure that it is
forwarded as required per the school’s requirements

The student must sit in the public area where lee¢sim be seen from the service desk by a staff
member while taking the examination. Staff memigarmot sit with the student.

All students must bring photo ID for proper verdion before examinations may be
administered.

The student isto cover all costsincluding scanning, printing, faxing, mailing envel opes,
postage, etc.

Exhibits

1.

Library exhibits are intended to acquaint the pwhlith library materials and
resources, and exhibits are primarily assemblea tteese sources to enhance the
educational and cultural level of the community.

. Individuals associated with the library may exhtbieir privately-owned collections for

a limited period of time, with the approval of thiérary Director.

On occasion, community collections of general e¢éand holding genuine aesthetic or
educational, value may be exhibited in the libfarya limited time, and must then be
returned to the owner(s).

Potential exhibitors are responsible for seekingrayal for an exhibit (and for instructions
concerning place, manner and conditions of disdiayh the Library Director or his/her
delegate.

The Library is not responsible for any loss or dgento exhibited materials.

Expense Accounts

1.

All staff members who are eligible for reimbursernfem travel within the region or to
professional meetings relating to the Library, r@sponsible for submitting their expense
accounts to the Business Manager within 5 days #iféetrip. The Administrative Secretary has a
supply of expense report forms. All receipts mesatiached when the form is submitted.

For reimbursement rates and current travel reguigfivisit the Georgia State Accounting Office
web site at sao.georgia.gov/state-travel policy.

Fax Machine, See APPENDIX tHax Policy
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Fees

Fines

Fire

There is a fax machine in the administrative efftopy room on the third floor at the
Headquarters Library and at each branch for libuae only. The public should be referred to
the Public Fax Machine beside the Circulation Detsthe Headquarters Library. Staff may
occasionally send or receive personal fax messagébrary equipment, provided permission
from their supervisor is secured in advance. kmg distance phone charges incurred will be
paid by the employee to the Business Manager.

No fee or tip may be accepted by a staff membesdorice performed in connection with
Library responsibilities.

Fines are charged as an incentive for patrongtorréibrary materials promptly, as overdue
materials are not available to other patrons. Regthff members are not normally charged
fines, but they are expected to return materiasptly (fines may be charged if a staff

member chronically abuses this privilege). Stafftiarged for any loss of or damage to Library
items. Student Assistants also receive this pgeilen their library cards as long as they are
employed at the Library.

Fines for overdue books, audio books and CDs, adtht and children, are $.20 per day with a
$10.00 maximum.

Fines for overdue DVDs or videotapes are $.50 pgnvdth a $10.00 maximum.

PINES fines may be paid at any participating lifprar

When you notice a fire, do the following:

Pull the fire alarm.
If the fire is small, use a fire extingués until the firemen arrive. The location of exfilishers is

provided on the Evacuation Plan posted by eachiontdoor. Note: Do not use a WATER extinguisher
on electrical fires!

If the fire is large or out of control,tgaut of the building immediately. Do not risk ydife.
Follow the Building Evacuation Plan foruydibrary. See each plan in the following appendi

» Appendix S — Headquarters Library

» Appendix P — Appleby Branch

» Appendix Q — Diamond Lakes Branch
» Appendix U — Wallace Branch

« Appendix T- Maxwell Branch

* Appendix R- Friedman Branch

Friends of the Augusta Library

1.

2.

The Friends of the Augusta Library is a voluntagzens group, which recognizes Augusta'’s
need for growing library needs, and believesiingortant to help provide them. Membership is
open to all.

The Friends give equipment and materials to thraiibs and assist with various library
programs.
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3. Membership dues begin at $20.00 per year and magdepted (along with membership forms)
at the Circulation Desks, or they may be mailed-t@ends of the Augusta Library, 823 Telfair
Street, Augusta, GA 30901.

Funeral Leave, Sdeuneral Leavan Augusta, Georgia Personnel Policy and ProceduMianual.

Funeral leave must be approved by AdministratiewviSes. A copy of an obituary of the deceased
family member must be provided to Administrativevézes to document approved funeral leave. Leave
with pay (not to exceed 3 hours) may be approvedtfendance at local funerals of staff members or
their families (parents, children, spouses).

GALILEO

» GALILEO stands foiGeorgiA Llbrary LEarning Online. GALILEO is an online library portal
to authoritative, subscription-only information then't available through free search engines or
Web directories. Participating institutions mayessover 100 databases indexing thousands of
periodicals and scholarly journals. Over 10,000@naltitles are provided in full-text. Other
resources include encyclopedias, business direstaind government publications.

» Patrons may access the GALILEO databases at anystariRichmond County library. Access is
also available outside the library, once they abtapassword from the library. In order to obtain
a password, patrons must present a valid PINES&rilrard at any branch service desk. If the
card is in good standing, then the patron willdsaied the password for that quarter. Passwords
change every three months. The Head of Technigalcgs will distribute that information to the
library staff once it is made available.

* Under no circumstances should a password be given out over the phone or via email. The
patron must cometothelibrary and present hisor her library card. Theserestrictionsare
necessary to meet the licensing requirements of the database providers.

Georgia Reference Collection

» The Georgia Reference Collection, located in therGia Room on the third floor of the
Headquarters Library, isreon-cir culating genealogical and historical collection. The pugob
the Georgia Room is to develop and maintain areptldcollection of materials having lasting
historical and genealogical value to support tliermational, educational and research needs of
its users which consist of students, historianegggists and Augusta-Richmond County
citizens as well as visitors.

» Material concerning Augusta-Richmond County andstlage of Georgia is of primary
importance, with an emphasis on genealogical astdi¢al materials relating to the southeastern
United States. Geographic and subject coverageesttmaterials reflect and support the
migration patterns of movement to and from Georgfee collection also includes national
genealogical and historical resources includingaéllorthern sources. Historical materials
selected reflect diverse points of view. These meteinclude church histories, state and county
histories, personal narratives, diaries and letieemy other accounts of events which have
shaped the history of the area.
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Materials requested by patrons and that relateegaollection are considered for possible
purchase. The Georgia Room does not purchase dodiMamily histories, but does accept them
as donations.

Most of the materials in the Georgia Referenceégtitbn are in book form. However, microfilm
copies of historic local newspapers and early diitgctories are available for use. Other formats
include maps, photographs, clippings, unbound ageed documents. The collection does not
include realia (three-dimensional, real life obgestich as textiles, specimens, badges, emblems,
insignia, etc.).

Gifts and Memorials

1. The Library keeps a small collection of new bookshand, which are available for use as

memorials. When the opportunity presents itsefrim the public of this service. It helps enrich
the Library's collection and is tax deductible.e%$a gifts and memorials are frequently given by
organizations, as well as by individuals.

Memorial gift books, with their appropriate bookigls, are held at the Information Desk at the
Headquarters Library or at the appropriate braitwhry for a short while before shelving, to
allow interested parties to examine them.

Refer all inquiries concerning such gifts or meralsrto the Administrative Office, Reception
where the collection of available books is houskdtrons and staff are encouraged to browse
these books for use as a memorial. (Note: a bogklaiven in “honor” of someone as well as
in “memory” — but are still referred to as “memdsia)

Gifts of Books, Recordings, etc

Donations of materials are accepted with the utdedéng that the Library has the right to
determine the disposition of gift items. Materiatd added to the Library’s collections are
offered to the Friends of the Library for its basMes (the proceeds of which are used to fund
library programs), or may be shared with other appate institutions.

Due to the volume of gifts received, the Libraryat acknowledge, track or return unsolicited
items received from publishers or individuals.

Gift materials will be added only if they fall withthe guidelines of the Collection Development
Plan and the Library’'s goals and objectives. Augiigichmond County Public Library applies
the same standards of selecting gift materialetadtled to its collections as it does when
selecting materials for purchase.

When someone brings material to donated to theakybhand the person the "Policy on Gifts"
(see FORMS), suggesting that he or she review digyp If the person decides to give the
materials, ask the donor to fill out the reverséhefform. At Headquarters, place the form with
the materials, and send it the Technical Serviegga@lment. Branches should count the
donations and then forward the form to Technicali8es immediately, even if the materials
cannot be sent right away.

If the gift is offered for a particular branch aktLibrary, that branch will be given first
consideration.
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Examples of materials that may not be added tadhection include those that: are outdated, are
in poor physical condition, lack any reviews or poorly reviewed in professional reviewing
sources, or are duplicates of items the Librargaay owns in sufficient quantity.

The Library cannot accept magazine subscriptiomshased by the donor.

The Library is not legally permitted to appraise ttalue of a non-cash gift.

The library will acknowledge the gift by letterdamaintain a file substantiating the type,
quantity, condition, etc., of the gift. It is tdenor's responsibility to maintain all personal
records pertaining to a gift for which s/he is glaig a tax deduction.

Inquiries concerning the formal presentation oferiats by an organization should be referred to
the Director.

Headquarters Library

1.

Holds

History: The precursor to the Augusta Library wiaes Young Men'’s Library Association, which
was formed in 1848. This was a private lendinggalifpr which was supported by paid
membership. The library operated in several loaatio the downtown area. In 1929, it moved to
the old Richmond Academy building on Telfair Styertiere it remained until the new
Headquarters building opened at its present locatid 960. The library became free to the
public in July 1937.

The Headquarters Library is the central point o¥ise for the Augusta-Richmond County Public
Library System. The Administrative Offices and tffices of all Department Heads are located
at 823 Telfair Street.

The following processes and services are at theldlesaters Library: 1) primary center for
reference and information, 2) selection of libraxgterials, 3) ordering, cataloging, and
processing of all library materials, 4) old madibee file for Richmond County, 5) final
procedures for long overdue materials for Richm@odnty, and 6) administration of computer
system.

The staff may fill special requests for placing kecaudio material, and DVDs at the
Circulation Desk or branch service desk for pickym patron by closing of the following
day. These requests may be taken by telephonee Tieess are placed on the 24-hour hold
shelf. If items are not picked up, they are prompgturned to the shelves.

The staff will also place holds on books that aot immediately available for check-out,
either because they are in-process or checkea @utdther patron.

Patrons will be notified via e-mail that the madésithey requested are available. Those who do
not supply e-mail addresses on their registratand @vill be called by a library staff member.

Holidays

1.

Library employees, with the exception of Studensidnts receive 11 paid holidays per year.
These are: New Year's Day, Martin Luther King Day, Memorial Day, Independence Day,
Labor Day, Veteran’s Day, Thanksgiving and the dftgr, Christmas Eve, Christmas Day, and
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2.

3.
4.

the day after Christmas. If Christmas falls earyate in the week, staff will receive a floating
holiday in lieu of Christmas Eve or the day aftéri€tmas.

Employees whose day off for the week falls on dadagl receive a compensatory day off
within the pay period with the approval of theipswisors.

Permanent part-time employees hired after SepteBthe2001 do not receive paid holidays.
Temporary or irregular part-time employees do rotive paid holidays.

Hospitalization

1.

Full time staff who work 37.5 hours a week areibligjto participate in the State Health and
Flexible Benefits Plans. Families of employees tm@yncluded in the hospitalization plan for an
additional cost. Hospitalization premiums are deeld from a staff member’s paycheck.

For a list of physicians and other information geeDepartment of Community Health (State
Health) website atttp://dch.georgia.goor Flexible Benefits website http://team.georgia.gov

Hours of Service

Current schedules for all service points are raaied at the Secretary’s and Information Desks;

changes are provided to all departments as thay o@ee Appendix F)

Hours of Work, See alsdugusta-Richmond County Personnel Policy and ProesiManual
Section 100.002 and Section100.005.

1.

2.
3.

Staff members are paid on the basis of a schedvdeklweek. Therefore, staff members
are expected to be at their posts ready for wotheahour specified, and to remain at
their posts until the specified close of the woaly dFlex time is not allowed, except in
certain situations (See Augusta-Richmond Countgdterel Policy and Procedures
Manual, Section 100.038 Training and Education7 .3

Full-time employees work 37.5 hours a week/75 hewesy two weeks.

Part-time employees may work up to 30 hours a wgetd 60 hours every two weeks.

When Sunday work is required of regular staff oblmudesks, compensatory time off is granted
during the following week.

Housekeeping

1.

2.

Cleaning. Cleaning at Headquarters and the branshemdled by a professional cleaning
service and/or custodians. Staff members should &aeeye on their own desks and work areas
and use a duster as necessary to keep them neeleandlt is the duty of each staff member to
report_in writing to Administrative Services or tBeanch Manager any areas which need
attention to special cleaning, depleted toilet fieppextreme disarrangement of furniture, and
other custodial problems (us@ailding Maintenance Problenferm, see FORMS).

Toilets. Sewer gases in toilets at Headquarterdeaiiminated by pouring a couple of gallons
of water down the bathroom floor drain. If odorgists after a reasonable time, fill ouBailding
Maintenance Problem®rm and submit to Administrative Services.

Pests. Administrative Services should be notifiethe existence of any pests, so an exterminator
may be called to take care of the problem. All eaypés are responsible for reporting such
problems. An exterminating service sprays for itsact all service points on a monthly basis.
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Neatness. It is the duty of the entire staff tgoHedep the Library neat and tidy by pushing in
chairs, straightening tables, and picking up speger, etc. Anyone on duty at the Desks can use
free minutes to see that the Library is in order.

Iliness or Injury, Public

In case of a sudden or severe patron illness adextt; immediately call 911 to report the
problem.

Do not move the patron.

In case of a milder illness, ask patron if he/shekiay, offer to call 911 to report the problem or
allow them the use of a desk phone to call for geakassistance.

If a patron falls or is injured in any way on libygroperty, notify the supervisor immediately,
even if the patron assures you he/she is not &taff members who observe the accident should
complete a copy of the blue "Richmond County InetdReport”" (see FORMS). The Report
should include the patron's name, address, phambeand circumstances of the accident. Give
the completed Report to Administrative Services@m as possible.

In all instances, the first and major considerat#othe care and safety of the person.

Inquiries Concerning Staff

1.

2.

As a protection to the staff, it is the Library'slipy to refrain from revealing names,
addresses, and telephone numbers of employees.

If an inquirer indicates a legitimate need to getiouch with a staff member, ask for the
caller's name and telephone number, and try taacottie staff member or offer to take a
message. The sole reason for caution is to prtecttaff member from undesirable callers.

Institutional Cards

The Library issues special borrower’s cards toifyiat) organizations or institutions for use in
checking out materials.

A person in a position of responsibility within timstitution (President, Secretary,

Social Committee Chairperson, etc.) must requesinistitutional card in writing on

letterhead stationery, with a name and signatutiehwtan be verified. The request

should be sent to either the Director or to thedH&fsCirculation Services. A list of

individuals authorized to use the card must beuhed.

Materials checked out on an institutional card subject to the same policies as those checked

out on a card issued to an individual. No items rhaychecked out except to the authorized
users.

Interlibrary Loan

Interlibrary loan (abbreviatedL L) is a service whereby a user of one library camdvobooks

or receive photocopies of documents that are owgezhother library outside of the PINES
system. The user makes a request with their ldwalrly, which, acting as an intermediary,
identifies owners of the desired item, places #uiest, receives the item, makes it available to
the user, and arranges for its return. The lenlitimgry usually sets the due date and overdue fees
of the material borrowed .In many cases, homings feEccompany interlibrary loan services.
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Refer all inquiries regarding interlibrary loan\gee to the Information Desk at Headquarters or
to the Circulation Desk at the Branches. Patrong aiten visit the library website for additional
information or to submit a request for materials.

Internet, Sednternet Safety Policy and Public Computer Use @ligson the
library's web site (www.arcpls.alg

Intralibrary Loan

Intralibrary loan (or IntraPINES) is the loan ofoeirces between the libraries in the
Georgia PINES system or between libraries in th€RRS. Few libraries use this
designation; however, a few continue to do so.

Journals, Professional

The library system subscribes to a variety of msifenal journals to assist library staff in the
development of services, programs and collectiSteff members at all locations have access to
these materials and are strongly encouraged tewetiem to keep informed of news and the
trends shaping public libraries.

Jury or Court Service, See alkagusta, GA Employee Handbopk 36.

1.

Any permanent employee called to jury duty or s@naed as a witness during scheduled
working hours will, upon submitting the court netito the Department Head, be considered "on
the job" during periods of court service. A copytlod summons must be given to the Head of
Administrative Services for submission to the Cguidtiman Resources Department before jury
duty leave begins.

Court service which extends over 7% hours in awdilynot accrue compensatory time at
the library.

While on court service, the employee will be expdcto return to work during those hours
when not in court.
Any compensation paid by the court will be retaibgdhe employee.

An employee appearing in court as a plaintiff ofeddant must use annual leave or take
Leave Without Pay for time away from work.

Only full time staff is issued keys upon receivthg library’'s orientation. Employees are
responsible for the safekeeping of the keys.

Staff members will be required to sign and dategavhen they receive their building keys.

Loss of a library key should be reported to theigtant Director immediately, so a
determination can be made on whether locks shakthbnged.

At the Headquarters library, staff members resigtfitom his/her position must return keys to the
Assistant Director. Branch staff members who me$sigm his/her position should return his/her
keys to the Branch Manager. Branch managers wihgnrekould return their keys to the
Assistant Director

All employees should be conscientious in using keyeeep non-public areas of the buildings
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locked; this is important for the protection of #taff and for the prevention of loss or damage
to the buildings or materials.

Non-employees working for the library who need kelysuld be referred to the Assistant
Director.

When offices are closed, refer workers to the Rubdirvices Desk. Keys must not be given to
workers by other personnel unless on special icttms.

Laptop Computers

Laptops are acceptable for use in the library ag ks they do not disturb other patrons.
If the laptop requires the use of an electricaletutnake sure that the cord does not cross
the floor where someone may trip over it.

Leave of Absence, SEE ALSO Leave of Absence Witlayt in theAugusta-Richmond County

Personnel Policy and Procedures Manual Section1¥DIGave of Absence Without Pay p. 34 and
Section 100.032 Leave of Absence Without Pay Remngan.35

1.

Leave of Absence (Leave Without Pay) is granteg aiien an employee has exhausted

all accumulated Annual Leave and Sick Leave fanurirstances covered by FMLA. An
employee who has a medical condition which doegjnalify under FMLA must adhere to

the provisions outlined in the Member’s Guide fog Teachers Retirement System of

Georgia. (www.trsga.com)

If an employee has exhausted all FMLA leave, capedrm the duties of his/her position, and
it doesn't create an undue hardship on the orgtaigzahe Director has the option to place the
employee on Leave Without Pay for an additionaktyirf90) days with a doctor’s certification.
A doctor’s certification/recommendation is requifed employees to resume full duty at the end
of the ninety (90) days and that they are fit fotydand can return to work.

No sick leave or annual leave will be earned byemmployee for the time an employee is on
leave without pay. If the employee works at ldedf of a pay period (37.5 hours), only half of
the accrual will be received for that pay period).

Library Ethics, SEE ALSO Appendix 14 Code of Ethics For Public Library Employees
and_Confidentiality.

1.

Lights

1.

Georgia Law (GA Code 1981, 24-9-46, 1987) prohibtitallging information about patrons and
materials they have borrowed except in very specifcumstances (See Appendix M). Do not

tell a patron the name of another patron who heiary materials, regardless of the urgency of
the need or the length of time the materials maguveedue. It is unethical to reveal any
information about one patron to another patron.

Never talk about a member of the public to anothember of the public, either in front of a
patron, as the person walks away, or after thepdtas left. Such behavior is not only
discourteous but is a breach of ethics and of ettguAny remarks made to another staff member
should be made privately.

Save electricity. Every member of the Library s&fbuld make a conscious, consistent effort
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to turn off any light that is not needed. This casult in a substantial cost savings for the

Library. Exception: Fluorescent lights in restrooshsuld be left ON when the library is open.

Turning the lights off and on shortens the lifdalof ballasts.

2. Headquarters Library
a. First Floor:

The Circulation Desk staff is responsible for tagibn the lights on the first floor
of the Headquarters Building. They are also respt$or turning off any lights
which are not needed.
At dusk, the Desk Assistant who is on evening dditthe Circulation Desk turns
on the nightlights. If foul weather conditions makeecessary to turn on the
nightlights early, then the person in charge ofittiermation Desk should do this.

b. Second Floor
The Information Desk staff is responsible for tnghon the lights on the second
floor of the Headquarters Building. They are aksgponsible for turning off any
lights which are not needed.

Loan Period

1. Fourteen days for most books, magazines (thosehwdifculate), Audiobooks, music CD's,
and Playaways

2. Seven days for recent fiction, DVDs, and VHS (lecsat branches)

3. Fourteen days for PINES (intralibrary) loans

4. Most of these items can be renewed twice unlesddarbquest has been placed. DVDs and VHS
may not be renewed.

5. Interlibrary loan (non-PINES) due dates are sehkeylending library.

Lockers

Lockers are available to the staff of the Headauartibrary to store personal
items. See Administrative Services for a lockergasaent.

Lost and Found

1. Unidentified itemsStaff members finding unidentified coats, rairtsphats, umbrellas, etc.
should place them on the shelves behind the Ciionl®esk on the first floor (at HQ). Notation
of the date found should be attached to the anicaut in the pocket. Items of value (money,
jewelry) should be held at the Circulation DesBaainch Desk for identification. All other
unidentified articles should be placed in the "Laisti Found" box at the Circulation Desk,
behind the Information Desk or in a Branch Workroom

2. ldentified itemslIf any identification can be found on an artifdeind in the Library, the article
should be taken to the Circulation Desk or Braneslbwhere the staff member on duty will
make every reasonable effort to get in touch withdwner. Valuable items (money, jewelry)
should be held for identification at the CirculatiDesk or Branch Desk. Other identified articles
should be held at the Circulation Desk or Branchrkimm to await pickup by the owner.
Notation of date found should be attached to &ltlas.
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3. Paperdleft in the copy machine should be dated and hekifolder at the Circulation Desk,
Information Desk oBranch Desk. If the item is of intrinsic value,f6&hould make every
reasonable effort to get in touch with the owner.

4. Refer all queries about lost articles to the Ciatioh Desk or Branch Desk.

5. If the owner is not located, any unclaimed monegther items will be considered the property
of the Library, rather than the staff member whanfd them. Other items of no value will be
disposed of. Found items are held up to one yealdimed phones are donated to Safe Homes.

Lunch Hour

1. One hour of the employee's own time each dayastedl for lunch. Time may not be made up
during lunch hours without the express conseni@Department Head/branch manager.

2. Outreach Services personnel may eat their lunteatearest public eating establishment. For
the sake of appearances, library vehicles may rievéaiken to the homes of employees or
their friends, either during lunch hours or en eout

Lunch Meetings

If a staff member attends a meeting where lunseiiged, but the business at hand is work-
related, one hour of the time spent in the meatirapnsidered the employee's lunch hour.
If the meeting lasts longer than one hour, the reimgitime is counted as hours worked.

Mail

Staff members at the Headquarters Library shouddkltheir mailboxes at least twice a day.

1.
2. Mailboxes must not be used for personal items od.fdockers are available for personal items
that need to be stored.
3. Official work-related mail should be placed in tleay located in the mailroom at the
Headquarters Library on the third floor, so postage be added. The secretary will NOT mail
personal letters/parcels.

Marketing & Publicity

1. Allinternal and external marketing and publiciffoets on behalf of the Augusta-Richmond County
Public Library System (A-RCPLS) must be pre-appdolg the Director.

2. At the Director’s discretion, the Outreach Librarend/or other staff may be assigned to undertake
marketing and publicity activities on behalf of ACRLS.

3. In general, A-RCPLS does not lend its name or nessufor marketing, promotion or fundraising for
other organizations/causes. In rare instancedf)iteetor may pre-approve limited activity of this
kind specifically in conjunction with an inter-aggncollaborative effort or event. Any inquiriegan
promotions or fundraising purported to be sponsbrsed-RCPLS should be immediately referred to
the Director for confirmation and/or clarification.

4. A-RCPLS assumes no responsibility for misrepresemtan marketing and publicity originated from
outside sources. This includes marketing and piyplproduced by groups paying to use A-RCPLS
facilities for events. Immediately direct all gtiess regarding marketing and publicity visibly not
originating from A-RCPLS staff to the Director.
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5. Inrelation to A-RCPLS procedure, “marketing & piahi)” is defined as:

Social, print and broadcast media packages

Flyers, leaflets and other handouts

Banners and signage

Media, speaking and other public appearancesdiades)

Various other event/program-specific means of puiimmunication and branding

PO TY

Materials on Order

Titles which are on order but which are not “inqess” yet will NOT appear in the PINES
catalog. Please call the Technical Services Deart to determine if a book is on order. Note
that an item is only “in process” when an item redaas been created, and a staff member is
actively working on processing the item. Itemsahhiave arrived in Technical Services are not
immediately “in process.”

Please do not tell a patron that a given title ihéking processed in the Technical Services
Department is about ready for use, ebeich reports may cause bad public relatidriie book is
delayed in processingYou should only inform the patron that the thigs been ordered. A title
which we have “in process” will display as suchhie PINES catalog. Books with this status may
be placed on hold. SEE procedure for placing himldse Pines Policies and Procedures
Reference Manual.

Meeting Rooms, Use of, SEE ALS&ppendix K, Meeting Room Policy

1.

2.

The Auditorium and Branch meeting rooms of the AstgtRichmond County Public Library
are available for Library sponsored programs andefgitimate public meetings.

The Secretary/Meeting Room Coordinator is respdmsds scheduling the use of rooms at the
Headquarters Library. Branch Managers have thigoresbility in their respective Branches. A
reservation for the use of a meeting room must addenin advance, in person, by phone or email,
and is posted on a calendar on the Library's wteb si

Specific guidelines for the use of meeting roomghaeen established by the Library Board.
Copies of this policy are available at the InforimatDesk and at the service desk in each
Branch, as well as on the Library's web site. arison who inquires about the use of library
meeting rooms should be given a copy of the pdlgge Appendix K). Groups desiring to use a
meeting room must sign the agreement attachedtdéleting Room Policgt least one day
before the scheduled meeting. Groups denied thefuseeting rooms may be referred to the
Director for clarification of the policy.

The meeting rooms at Headquarters are availablaglthre library's service hours and after
hours (with payment for an After Hours Staffing J-é¥allace Branch does have a meeting room
available for Sunday and after-hours use. Spemiahgements must be made in advance for this
use.

Each group which uses a meeting room is expectedotoplete a "Meeting Room
Attendance" form. When completed, this form shobd given to a staff member at the
Circulation Desk or the After Hours Staff.

Meeting room attendance figures are compiled inntioathly reports of the Secretary/Meeting
Room Coordinator and all of the branch managers.
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Mission Statement

The Library's Mission Statement is as follows:

1. To make accessible materials, information and mess, which serve the needs of the
broadest possible base of its population;

2. To provide a wide spectrum of educational, culturatreational and informational
activities;

3. To foster an informed citizenry by encouraging angporting lifelong learning for the
individual;

4. And to enhance the quality of life in its communikyough the library's unique capabilities
and its activities in cooperation with other agesci

Monthly Reports

1. All Department Heads who supervise public desksegaired to submit monthly

reports as directed by thd Runless this falls on a Sunday, in which case treydue
on the following Monday) of each month.

2. Information included on the Monthly Report includasculation/patron statistics,
attendance statistics, volunteer hours, non-sydtens, output measures, staff
changes, information on exhibits/special displayd a section on the success on a
particular program or event.

Nepotism

The library does not employ two immediate membéis family to work in the same
department or branch. No library employee is paedito supervise another library employee
who is a member of the same family. Imnmediate famiémbers include: spouse, child,
father/mother, brother/sister, son-in-law/daugliielaw, brother-in-law/sister-in-law,
grandparents and grandchildren.

Non-Resident Service and Fees

1. A Non-Resident is defined as a patron not residirthe state of Georgia.

2. Non-Resident patrons who attend school, are emgloy@wn real or personal property in
Georgia are eligible for a free card for a ternoié year. Current ID must be shown at the time of
registration. Property owners who do not residéhénstate will be required to show proof of
ownership in the form of a tax receipt. Personsleygul or attending school in Georgia will be
required to show proof of employment, such as eeotipay stub, or enrollment, such as a class
schedule.

3. Torenew a Non-Resident card, proof of GA propeviymership, employment, or school
enrollment must again be presented and verified.

4. Out-of-state residents may receive a card for I j@aa fee of $25.00. A 6-month card can be
purchased for $12.50.

5. Non-Residents qualify for services on an individimsis. The Library does not provide
programs or tours for non-resident groups.
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6. The Talking Book Center supplies books to Souttoldz residents if the patron gets the
equipment from the Columbia S.C. Talking Book Ceraed provided the patron picks up
and returns materials here. No mail service isipex\,

On-Line Public Access Catalog

e The Library'sOnline Public Access Catalog (OPAC) is the card catalog on computer. It is the
key to the Library's holdings and reflects titlewlatems that are held at all libraries in PINES
system. Th®PAC is searchable by author, title, subject, and kegwor

e The PINES catalog is also available through theatids website.

e For more detailed information on how to use the E3\system, see tHAINES Policies
andProcedures and Reference Manual.

Organization Chart, Se¥ppendix N

Output Statistics. SEE ALSO Monthly Reports

1. Output statistics are gathered at every servicatgmginning on Monday of the second full
week of every month.

2. Counts are made of the number of reference questinswered during this time period.
3. These output measures are reported on the monBGMAS Service Statistics Report.

Outside Employment

Outside employment is not encouraged, since &ifali-library schedule makes heavy demands
on a staff member. Any such employment must beckdbd either before or after the
employee's regular library working hours. Such eyplent must be cleared through the
Department Head and the Director. Should any sdimedconflicts arise, the needs of the
Library will prevail.

Overdue Notices, See also Fines

1. Although it is the patron's responsibility to retumaterials on or before the due date, the
PINES system sends periodic notices as a cour¢esinder.

2. The first notice is generated 7 days past the die af the item, and is an automated phone call.
The second call notice is made 14 days past thelaiee and a final notice, which assesses the
replacement cost of overdue material is sent ala38 past the due date.

3. These notices are not sent by the Library, butbyRINES staff in Atlanta.

4. The phone calls will not reflect a dollar amounteaiiby the patron. Patrons must call the
library to find out how much is owed. These quewishould be referred to the Circulation
Desk at the Headquarters Library. Branch staff enawer these inquiries when they are
made to them.

Paging

The Library does not provide paging service. Irecafsemergency, refer the request to
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the Information Librarian, who will use discretiomtrying to locate the person by
physical description. Other requests should bestidown.

Parking, Public

The Library maintains parking lots for the benefiits patrons while using the libraries. lllegally
parked cars should be reported to the InformatieskDor the person in charge at the Branches,
giving make, color, and license number of the Barannouncement will be made to see if the
car belongs to someone in the library. If not,fbéice will be called to tow the car away.

Parking, Staff (Headquarters)

=

Parking has been provided for staff members wheedheir cars to work.

Spaces are available on a "first-come" basis.

As a courtesy, staff should always park in the epdiarthest from the building. At the
Headquarters Library, staff parking is limited. fStaembers who will be working a
night shift may park near the door.

wn

Patrons Behind Service Desks

1. Patrons are not permitted behind the Service Desks.

2. If a patron should come behind the Service Deskati member should ask the patron to wait
on the public side of the desk until assistanavélable.

Pay Checks, See also Annual Leave

1. All employees are paid bi-weekly, on Friday.

2. Direct deposit of paychecks may be arranged thrahghHead of Administrative Services or
through the County’'s Payroll Department.

3. Direct deposits for employees can'’t be guarantesting to their bank accounts until 11 a .m. on
paydays.

4. If an employee is not at work on a payday and vegshehis/her paycheck to be picked up by
another person, the employee must notify the HéAdiministrative Services in writing
authorizing the particular individual to pick ugethpaycheck.

Personal Business

Staff members should not use library time to trahparsonal business. Telephone
calls, visitors, and private matters which areaf@n emergency nature should be kept
to a minimum.

Personnel Policies

The Augusta-Richmond County Public Library abidgs$he policies set forth in the
AugustaGA Employee Handbookny exceptions are included in tHdue Book.

Photographers

Patrons, visitors, or commercial photographerspareitted to take pictures in the
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Library, except where the nature of the photogliagjuestionable, where locked-off
areas must be opened, where normal library serwioetd be impaired, or where the
unreasonable arrangement of books or furnituregsired.

Plumbing

For general plumbing repairs, notify the Head ofaistrative Services during regular business

hours.

Emergency Plumbing Repairs

« For plumbing emergencies, the first step is to shepflow of water immediately. Do
this by turning off the main water shutoff valvengloyees should know the location
for this valve. If you turn off the main water siypgurn off the hot water heater also by
turning off the circuit breaker and the gas supplthe hot water heater.

» If there are broken pipes or flooding, call the dled Administrative Services. If no
one from HQ Administration is available, call thegFDepartment, and ask them to
come and turn off the water.

« If the problem is in the restrooms, lock them seytbannot be used until the damage
is repaired.
» For serious plumbing problems, call Universal Plingtat 706-738-4471.

Police and Fire Departments

Press
1.

2.

Police and Fire Departments may be reached byndi@ll1 for emergencies. The
police dispatcher (non-emergency) may be reach8d1at 080.

Appropriate internal and external customer relaiexchanges are expected of staff at all times;
this includes dealings with the press and media.

Suggestions for news or feature stories from stiaffencouraged, but must be pre-approved by
the Director. Appropriate follow-up is determiniggthe Director, who may choose to assign
related tasks through the Outreach Librarian.

Immediately refer members of the press that apgiedesks or in work areas for impromptu
interviews or quotes from staff to the Director,ddeof Administrative Services, or Outreach
Librarian (in that order). If no one in Administi@n is available, inquiries should be referred to
the department head or the librarian on duty @éfdkepartment head is not available) who should
immediately attempt to make emergency contact alithve-mentioned Administration staff.
Specific requests (verbal or written) for persgmalfessional opinions on library or city/county-
related issues, requests for general Library sitaisr requests for policy/procedural statements
must be referred to the Director for an officiadwpense on behalf of the library system.
Interviews may be pre-arranged by the Directoher@utreach Librarian (as the Director’s
designee) for staff interested in and qualifiegfgeak to the issue in question.

Each staff member is personally responsible foatteiracy of any information given to the
press. Staff will ultimately be held personallgagntable for their publicly-issued statements
and should be aware of this prior to agreeing tntazviewed.

Staff members are always empowered to courteowsllynd to answer questions from the press

and media.

Printer Cartridges

1.

Use thdPrinter Supplies Order ForrfSee FORMS) to order laser or ink jet printer ridges.

One extra cartridge should be kept in stock fohgaimter operated by a department/branch.
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When the spare cartridge is put into use, ordevaane by sending the requisition to the
Assistant Director.

2. Used cartridges (both ink jet and laser) shouldére back to the Headquarters Library for
recycling. Branches should put the cartridges anbh delivery; Headquarters Library staff
may place used cartridges on the table designatdtidm in the closed stack area opposite the
compact shelving.

Printing

In order to assure the printing process simgothly and in a timely manner, staff members
are requested to design a master copy or revifioqwsinted materials in advance of the date
required. Emergency requests should be kept tonammaim and should be cleared though your
supervisors. Extra time is required when ordesipgcial paper or supplies. It is important the
same procedure be followed throughout the librgsgesn.

1. New or Revised Items,
a. Staff members must prepare an electronic file mrirgted copy.
b. Supervisors may request a staff member to designsf posters, signs, publications, etc.
c. Supervisors must approve all designs for printing.
d. Electronic files sent to Printer should be veryailet or attach a printed copy to include
the following:
1. How many Copies
2. Paper Color
3. Black/Color Ink
4. Card Stock
5. One/Two Sided
6
7
8
9

Collate
Staple
Flyer
. Booklet
10. Bookmark
11. Business Card
12. Sign/Poster
13. Special Instructions
e. If there is a problem, Supervisors should makesdjants with the originator, with the
advice from the Assistant Director, if necessary.
f.  When the printed documents are ready, the Primtifies the originator that materials
are available for pick up or placed in branch delyv
g. All documents are saved electronically.
h. Don't printin color ink.

2. Reprints, Each Department/Branch Libraries shoetplest reprinted forms orPainted
Items Requisitiofiorm (see FORMS) on a monthly basis: Fill out iisifion as followed:

a. Old Items — Publications, Forms, Signs or Postdrs; Request by name of form and
quantity: attach sample Rrinted Item Requisitioform. The Printer notifies the
Supervisors if a new master file is necessary.e8iigors should follow procedure ew
or Revised Iltems

b. If a publication or form is not kept in stock, folv the procedure undélew or Revised
ltems
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Probationary Period, See also Augusta-Richmond §dRersonnel Policy and Procedures Manual

Section 800.20

1.

2.

5.

No employee shall have a property interest in bisfiosition during any probationary period
which is twelve (12) months in duration.

Probationary employees will be evaluated quarteylfis/her supervisor during the probationary
period.

Probationary employees may use vacation hours ed@fier six (6) months of work.

During any probationary period, the employee matebminated or returned to his/her previous
position without notice. Employees dismissed duthegprobationary period will be paid for the
number of hours worked and not for annual leaveckvhias accrued during the probationary
period.

Dismissal of an employee during the probationamogecarries no right to appeal the decision.

Reading by the Staff, See Training.

Reading Guidance

It is the duty of staff members on the Informaténd Children's Desks, and in the branches, to
advise patrons on their reading needs. Other staffibers should send patrons to these desks for
this advice, as well as for assistance in usingg=aNand in locating materials. Staff should be
familiar with new titles in order to guarantee nmaMim service to our customers. On-line
reference sources suchMavelistshould be consulted to assure that patrons reasiveany
options as possible.

Reappointment

An employee who resigns in good standing is elegibl reappointment at a future time, and
may be considered when an opening is availablejging the employee meets the job
gualifications. At the time of reappointment, anneave and sick leave privileges are the same
as for a new employee.

Reference Materials

1.

2.

The library system’s non-circulating reference edtlons provide authoritative information about
a variety of current and historical topics. Theslections are published in a variety of formats:
almanacs, encyclopedias, dictionaries, yearboaksjtiooks, indexes, directories, bibliographies,
plot summaries/critiques, price guides, statistizathpilations, geographical sources, and legal,
medical guides, and electronic resources. To adirextent, most reference collections include
some items not produced in one of these formatneStems included in a reference collection
may be duplicated in a library’s circulating cotiea.

A branch library’s reference collection will comai core of basic reference materials found in
all branch libraries, supplemented by specific veses of interest to that particular agency’s
community.

The reference collection at the Headquarters Lybtantains materials that cover the entire range
of the Dewey Decimal Classification System. Thesgemals vary in degree of difficulty from
basic introductory level to a research level irrstld Dewey areas.

Reimbursement for Purchases
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Staff members may be reimbursed for small purchaefigems needed by their departments.
These purchases must be approved IN ADVANCE byiygartment Head or Branch
Manager. To receive a reimbursement check, comal&fetty Cash Reimbursement" form
(see FORMS), attach the receipt for the item pugetiaand send it to the Business Manager.
The Business Manager will then give the forms w@iirector for final approval. Any large
purchases should be ordered through the Businesadéaon a "Special Order Supply
Requisition" (See FORMS).

Renewals
1. Patrons may renew books twice, providing theenitis not on hold. The renewal procedure

may be accomplished in person, by telephone, dinerif the patron has a current PIN. Books
may be renewed at any service point.

2. DVD and VH tapes (at Branches ) are nomewnable.

Requests for Library Materials to be Added to tiwrdry's Collection

1. All staff members and the public may recommend niwdteto be considered for purchase.
Recommendations are directed to the appropria¢eteeland considered in accordance with the
established selection policies.

Request forms for use by the public are availab#dl @ervice desks.

The Director has final authority for the decisiorpurchase or not to purchase a particular item
and for the decision to retain, relocate, or wittvdian item from the collection.

wn

Requisitions

One person in each department or branch has thengibility for ordering printed matter and
library supplies for the next calendar month. Thdiferent requisition forms are provided for this
purpose. Each department turns in the requisitiotise Secretary on the 20th of each month or on
the following Monday if the 20th falls on the weekle

1. Use aStock Room Supply Requisiti(see FORMS) to order items that are normally kept
the stock room.

2. Use aSpecial Order Supply Requisitigpee FORMS) to order supplies that are NOT nogmall
stocked. This form may be submitted at any timénduthe month, and should go to the
Business Manager. The Business Manager may nat fiiacorder immediately, as most
suppliers require a certain dollar amount for aiminm order.

3. See "Reprints" under Printing for information owl@ring reprints of printed forms.

4. For ordering computer printer cartridges, see Bri@artridges above.

Resignations

1. Resignations are submitted in writing to the Dioecr Head of Administrative Services. Under
ordinary circumstances, a minimum of 2 months’e®is expected for department heads, one
month's notice for professional and pre-professipaositions, and two weeks' notice for clerical
positions.

2. Employees who leave the library receive compensdtiothe number of days worked and for all
accrued Annual Leave. Employees who have worketht.ibrary for less than one year are
still probationary and will not be paid for any culated Annual Leave.
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Retirement

NINES

hw

All library employees are covered by Social Security.

. All salaried library employees are covered by the AeradRetirement System of Georgia.

Part-time Custodians and Student Assistants areligithle for membership in Teachers
Retirement System of Georgia. Full-time custosliare eligible for participation in the Augusta-
Richmond County Government 08GMEBS retirement plan.

TRS contributions are tax-deferred for Federalgasposes.

Contributions to Social Security and the Teachezir&ment plans are made through
regular bi- weekly salary payroll deductions.

For detailed information on the Teachers Retiren®istem of Georgia, visit their web site
at www.trsga.com.

Return of Materials, See also Book Return Boxes

1. Patrons coming into the library should be encoutagereturn Audio-visual materials to the
Circulation Desk, rather than the Book Return Box.

2. In general, materials borrowed from any PINES lipranay be returned to any service
point.

3. Book Return Boxes are available and may be utiliféige patron is not able to come into
the library.

4. Audio-visual material should not be returned toBo®k Return Box because of possible
damage or special handling requirements. A Vidaormebox is available at the Friedman
Branch only.

Robberies

1. Should the Library be the victim of an armed rolybstaff members should hand over the
money at the demand of the intruder. A staff meralyesponsibility in such an emergency is to
protect lives rather than money.

2. Call 911 immediately in the event of a robbery.

3. Notify the Director as soon as the police have lmzied.

4. It is critical that a Richmond County Incident Repbe filled out in the event of any crime
(See FORMS). Attach a copy of the police repory éorward the form to the Assistant
Director.

Safety

The Circulation Manager has been designated thetyséffficer for the Library system. As a
part of Augusta-Richmond County's Safety Program.ane required to hold monthly meetings
on some phase of safety in the workplace. Thissisally held in conjunction with the regular
staff meeting.

Employees can access this information on the affisugusta-Richmond County Government
website at www.augustaga.gov for detailed infororatir the personnel manuAlugusta-
Richmond County Personnel Policy and Proceduresudb8ection 1000.001-1100.405
pgs.185-222which includes sections on Risk Management.

School Assignments, Contests, Quizzes
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Only ready reference questions will be taken okiertélephone. Involved questions
and school assignments cannot be handled ovehtireepthe inquirer should be
urged to come to the Library for help in locatihg information needed for the
assignment. The Library does not knowingly givewaars by telephone to questions
from contests or quizzes. The inquirer should bkeds$o come to the Library, where
they can be shown how to use the Library's ressurce

Security, See also Entry of Building, Closing Pidiges

All libraries are protected by an electronic seigusystem. Staff members who open and close the
building are given a security code to activate dealctivate the system. Employees who do not have a
security code must not enter the building. In otdesecure the library building at the close ofahkv
day, employees should follow the opening and ctppimcedures:
1. Opening:
a.The first employee with a security code to enterlihilding will deactivate the
security system.
2. Closing:
a.Staff should make certain all protected doors; hotierior and exterior are
secured.
b.Staff should gather at the designated closing tarésave together.
c.If the cleaning crew is in the building, do notigate the system.

d.If the cleaning crew is not in the building, ané #tey pad indicates "ready",
enter your security code and leave immediately,ingagure the door is
secured.

e.If the key pad does not indicate "ready" locategitwblem area and recheck that
area.

f. If there is a problem at closing, call 706-821-1@h@ place a business watch on
the library building and notify the Head of Admitnitive Services on the next
business day.

3. Students should never be left alone in a librafjdimg. Full-time staff member must be present
at all times when the library is open.

4. Contractors working after library hours should emtthe Head of Administrative Services or the
Branch Manager for a temporary security code.

5. Entry into the building by staff without a securitgde will deactivate the system which will
result in an immediate response by the Sheriffpddenent and may constitute as unlawful
entry.

6. The last staff member leaving the building shoultkencertain the system is armed.

Security Guards, See APPENDIXDties of Security Guards.

Security guards are hired to patrol library parkimtg and the vicinity immediately outside
the buildings, and to assist with any problem oergancy inside the buildings. The
security guards are trained to handle emergenaneklibrary staff should report any
problems to them immediately. Security guards medlable during the entire period the
Headquarters Library is open, and during the exghours in which the branches are open
(Wallace Branch also has a guard in the afternoons)

Selection Policies

1. The selection policies have been adopted by theustagRichmond County Public
Library Board. For detailed information see thedity’s Collection Development Policy
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2. Questions concerning whether the Library has apokgarding specific materials should
be referred immediately to the appropriate stafiminer or to the Library’'s homepage
where a copy of Library’€ollection Development Poliapay be accessed.

3. Inthe case of complaints concerning any matemi#hé Library's collection, library staff is
asked to follow thé&election Review Procedures (See Appendix O).

Shipments

1. Any staff member who receives a shipment, (Fedxgé Post, UPS, etc.) should make a note
of any broken cartons, water damage, etc., orpglles of the bill of lading before signing and
dating. This does not mean that the cartons muspbeed and inspected for damages, but if
damage should be found later, the Library wouldb®oheld liable. The delivery people make a
note in their electronic bill of lading if a pacla damaged--staff should point out any damage
they notice and make sure that the delivery petde@s this. The signed and dated bill of lading
should be given to the Business Manager.

Sick Leave, See alstick Leavein Augusta-Richmond County Personnel Policy and ProesdiManual
Section 100.015-100.025

1. One (1) working day (7.5) sick leave per monthrenged to all full-time employees. An amount
proportionate to the approved number working h@igganted to part-time employees working a
regular schedule who were hired before Septemhe2(Ril.

2. Part-time employees working a regular schedule wéi@ hired after September 30, 2001 do
not receive paid sick leave.

3. If you are ill or unable to report to work, call yosupervisor at least an hour before you are
scheduled to report to work. If you are unableréach your supervisor at home, call the
appropriate work number @ 8:30 a.m. to talk toemvke a message for your supervisor on the
designated telephone line.

4. If you cannot reach your supervisor, and you ateduoled for a desk shift, call another staff
member to take your desk shift.

5. If you know you're out for a certain number of dagive this information to your supervisor
when you call the first day. If you are schedutegvork the weekend, call your supervisor on
Friday morning to notify him/her of your status.

6. A physician's statement must be furnished to pepanjtment for employee claiming sick
leave for a period of three (3) consecutive worlkiags.

7. Sick leave is to be used for medical appointmdhts employee has no sick leave, annual
leave must be used for the appointments. If an eyepl has neither, and the employee must see
an attending physician for themselves or a famiiynher as covered by Family Medical Leave
Act (FMLA), time may be made up by working additidmours if the following conditions are
met:

a. Make-up time of the employee must be approved lgy émployee’s supervisor in
advanced.

b. A signed note or letter from the physician is sutadito the supervisor, prior to the make-
up time, stating that the employee did have an iapgpent with said physician during the
time absent from work.

If the time is not made up, the employee will baceld on leave without pay in

compliance with the Family Medical Leave Act (FMLA)

9. Unused sick leave may be accrued up to 990 hondsireny be carried indefinitely. Accrued sick
leave is lost upon termination of employment, witle exception of retirement. The Teachers
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10.

11.

Retirement System of Georgia will grant credit fmused sick leave upon retirement at the rate
of one (1) month credit for each twenty (20) daighe(8) hours of unused sick time to receive
additional creditable service time. The employeesthavesixty (60) days of unused sick time.
The Assistant Director keeps a record of sick tanerued over 990 hours, for retiring employee
wanting to take advantage of this benefit.

Sick leave may be used for necessary care durimdlittess of family members. Family
members are defined as an employee's parents,es@mgschildren.

Abuse of sick leave privileges may result in thguieement of a doctor's certificate for all
illnesses. False or fraudulent use of sick leawaisse for disciplinary action, and may result in
dismissal.

Signatures

All notes, memoranda and forms should be datedseymetd with the initial of the staff
member's first name and the full last name.

Smoking

No smoking is allowed in Augusta-Richmond Publibrary buildings or grounds.

Soliciting and Distributing

1.

2.

Soliciting of patrons or staff is not permitted thrary property inside or outside of the
buildings. Soliciting means: taking orders, caniragsselling or begging.

The first staff member who is approached (or whiices that patrons are being approached)
should say politely, "I 'm sorry, but solicitingnst allowed on library property.” If the solicitr
difficult, call the security guard or the Informati Librarian on duty (or Branch Manager) if
he/she is not available. In their absence calPiiee.

Any selling by staff members to other staff of ciesk jewelry, tickets, etc., and delivery of
such must be restricted to break or other off-difye, and must take place in the Staff
Lounges.

The library does not accept commercial advertigimglistribution to the public. Bookmarks,

etc., which promote the library or reading may tstributed, but they may show only the donor's
business name, i.e., "Courtesy of John Doe Entegfi

Non-profit organizations may leave flyers and sigginbe posted on the public bulletin board.

All flyers and signs must be approved by the Hea@iculation Services before they may be
displayed (See also Bulletin Boards, Public).

Staff Committee

1.

2.

The Staff Committee is responsible for social, wetent and housekeeping functions on behalf of
and for the benefit of the entire staff, as deeaygutopriate by the Director.
The Committee is responsible for:

a. planning staff social functions

b. sending appropriate cards and/or memorials foritedgations, illnesses, or deaths of staff
and/or their families

c. completing other benevolent activities deemed resagsy the Director

d. alphabetically choosing and posting the monthlynigeiClean-up Committee at
Headquarters

Upon payment of dues, membership is valid for alerdar year. Current dues are as follows:
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a. Full Time Professional Staff - $6.00
b. Full Time Paraprofessionals - $3.00
c. Part Time Staff - $2.00

4. Annual selection of representatives in each depantiis based on alphabetical rotation. If those
selected decline to represent, solicitation off stefy be required. The Director must approve the
appointment of the final committee.

5. The committee is comprised of two staff membermftéeadquarters and one staff member from the
branches.

6. Dues and all other accrued funds are to be hetidoBusiness Officer until committee members
request them for specific purposes.

Staff Lounge

1.

2.
3.

Staff lounges are for the convenience of the staff are not for use by the public. No

one unaccompanied by a staff member should betéiéo or allowed in the lounge.

Occasionally, a staff member may invite a relativériend to the lounge.

The staff must cooperate to help keep their loumggt and clean. At the Headquarters Library

two staff members are assigned lounge clean-upeaend of each month, and assignments are
rotated alphabetically. Instructions for clean-ugies are posted on the cupboard door in the
lounge. After eating, staff members must wash,ahg put away their own dishes, and clean the
tables, sink, counters and microwave. All food eshould be placed in refrigerators or lockers--

not in mail boxes or in sinks or tables.

Staff Meetings, See also Safety

1.

All regular staff members (with the exception oaiich custodians and student assistants)
must attend the following meetings:

a. Monthly staff meetings and safety meetings

b. Departmental meetings

c. Departmental or Library in-service training session

d. Any specially-called staff meetings

If a staff member knows he or she will be unableattend, it must be cleared with the
department heaith advance

Monthly staff meetings are held at 8:00 a.m. inAleitorium of the Headquarters Library on
the Tuesday following the third Monday of each nmomtless otherwise notified. One-half hour
of compensatory time accrued on this day may bentak the end of the day or carried over until
the end of the pay period. Supervisors must bdiedtivhen the employee plans to use the plus
time.

It is important to be prompt, since time is limitddembers on duty at Public desks should
leave in time to reach the desks at Headquarténsibi by 9:00 a.m. or the branch's opening
time.

Status Change

If there is a change in an employee's name, addedephone number or marital status, the
Head of Administrative Services must be notifiedaiyotice of Status Chanderm. These
forms are available from Department and Branch Kead from the Head of Administrative
Services.
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Stolen Articles

The Library is not responsible for articles stolemm a patron or a staff member while in the
Library or in the Library parking lot. If a thefods occur, however, the staff member who learns
of the theft should at once notify the Security @udhe Director, the Information Librarian in
charge (or the Branch Manager) should then beiedtiaind that individual will call the police.

A Richmond County Incident Report (see FORMS) stidnd filed with the Head of
Administrative Services.

Story Times, Preschool

1. During preschool story time, a responsible persaaddition to the storyteller will
be present in the story time room, thus insurirsg there will always be supervision
in the room.

2. The additional person may be a parent voluntearrnember of the library staff.

3. Day care personnel are required to attend storg tiith their class. At the
discretion of the library staff, additional voluate may be asked to work if a large
crowd or other situation warrants this.

Each location is to keep a log of story time dated the names of additional persons in the storg ti

room.

Student Assistants

1. Student Assistants are governed byAligusta-Richmond County Blue Baold a special
policy manual,The Handbook foBtudent Assistantblew Student Assistants must sign an
acknowledgement form indicating they have readaredamiliar with this handbook.

2. Student Assistants should not be left alone irbeaty building. A full-time staff member
must be present when a library building is open.

Suggestions
The Director and Department Heads welcome ideasaggestions for the improvement of
library services. Staff may discuss their ideahhieir Department Heads, or may bring

suggestions to the attention of the Director.

Talking Book Center

Talking Books are books recorded verbatim ontataigiartridges and audiocassettes for the use
of the blind, visually impaired or physically haodpped. Materials and equipment are furnished
free of charge to those eligible for the servidee Rugusta Talking Book Center is located at
823 Telfair Street, Augusta, GA. on the third flolbis a sub-regional center serving nine
counties in Georgia: Burke, Columbia, Jeffersomcbin, McDuffie, Richmond, Taliaferro,
Warren, and Wilkes. Special funding is receivanhfithe state to operate the center and most
materials are supplied by the Library of Congresé/ashington, D.C.

Tardiness
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1. Employees are considered tardy when they are rtheatassigned places and ready for work
at the scheduled hour.

2. Promptness in relieving desk shift is importantriing a few minutes early to allow for
briefing is a courtesy to other staff members.

3. Supervisors should monitor repetitive or habitaatliness on an individual basis.
Tardiness must be counted against annual leavengpensatory time. Arrangements for making
up time up may be made in special circumstanceasnbst be approved by the supervisor in
advance.

4. Being delayed by traffic, train, or car problems aot legitimate excuses. All employees are
expected to be at their appointed place at theiagabtime.

Telephone, SEE ALSO Cellular Phones

1. Desk phones are for library business. Patrons manesmes be allowed to use a desk phone for
brief messages when circumstances warrant (exdlihg an emergency, a child needing to call
a parent for a ride home, etc.).
2. Telephone Manners
» Speak clearly so that you are sure the person maderstand you.
» Make your voice as pleasant and as cordial as §ou ¢
» Identify yourself immediately, both in making areteiving calls.
» Acknowledge all requests with “Thank you” or sontlees appropriate phrase.
* When the line is open, avoid conversation with pffeople in the room, which may be
overheard by the person calling in. Put the calhold in these cases.
* Never leave a caller unattended on the line fong period of time.
3. Personal calls should be kept to a minimum, andlghaot be transacted on public desk
telephones. Try to make personal calls at breatsaalunch time, and do not tie up lounge and
office phones with lengthy chats.

Telephone Answering Machines

Branch Libraries have answering machines whichaipexshen the location is closed. The
answering machine gives the caller the hours ofadjms for that location. The Branch
Managers are responsible for making the recordanglsverifying that the information remains
current.

Time Cards

1. Each employee is responsible for recording hisdttendance in the ADP Enterprise ETime and
Labor Management System by clocking in and oufTuaestamp (Web) daily.

2. Each employee is required to keep an Augusta-Ridldn@punty Public Library Timesheet as an
accurate record of time worked for audit reviews.

3. New hires are entered in ADP Enterprise ETime aaigbk Management System by the Human
Resources Special Il on the hired date to begirkwor

4. All supervisors are timekeepers who are respon§iblkeeping ADP ETime timestamps and
timesheets for their departments/branch locatigrtotdate.

5. Timekeepers are responsible for missed punchesexcused absences by updating the ADP
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Enterprise ETime and Labor Management System bgegontacting the employee or making
the change themselves with an explanation.

6. Timekeepers should make sure all employees haveleted and approve their ADP ETime
timestamps and timecards prior to taking action.

7. Timekeepers are responsible for the final apprézP ETime timestamps and timecards on a
pay period basis for the departments/branch logstio

8. Atthe end of the pay period, each employee i®etenl to total the Augusta-Richmond County
Public Library Timesheet, sign and give timeshedheir supervisor who is the official
timekeepers for the department/branch. The supersigns the documents and forwards the
timesheets to the Business Manager/Assistant Direct Thursday by 3 p.m. before the pay
period ends.

9. See FORMS for an example of timesheet.

Tours of the Libraries

1. Tours of the Headquarters Library building are @retly a part of a program planned for school
classes, groups, etc. that are in the library serairea. Such group visits must be scheduled well
in advance with the head of the department invalved

2. Requests for tours of the Headquarters LibraryHildien or teen groups should be referred to
the Head of Children's Services or to the Outrealstarian.

3. Except on special occasions, the Library does ontlgct individuals on tours of the building.
Any requests for access to locked-off areas mustdzged through the Director's office.

4. Requests for tours of the branches must be reféortéfte Branch Manager.

Tornadoes

1. Staff should be aware of local weather conditiond be watchful when conditions could
result in tornado activity.

2. All service points have NOAA weather radio. A flight should be on hand in each
department and branch library.

3. When aWATCH is issued, one staff member should be assignedotdtor the weather
broadcasts and keep the supervisor/person in cldpged. A watch means tornados are
possible.

4. When a tornad®VARNING is received, staff should announce clearly theeet@nado warning
for the area. Staff and patrons should move quittkithe designated safe place within the
building. A tornado warning means a tornado has lséghted or detected by radar.

During a tornado warning, follow these procedurgdriside and outside of the building:
Inside
e Stay away from all windows and doors
* Move to an interior corridor away from windows
« Stay away from lobbies, walkways, atriums and olhiere glassed-in areas, and large
open areas
» Take cell phone if possible, NOAA public alert rdind flashlight
» Crouch down along the wall and protect your heatl wour hands from possible and
debris
 Remain in sheltered area given until all is cleared
Outside
* When instructed or conditions warrant, seek sheéitére nearest building
» Stay away from all windows and doors
* Move to an interior corridor away from windows
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» Stay away from lobbies, walkways, atriums and othigre glassed-in-area and large
open areas

» If there is not shelter available, lie in a ditahother earthen depression.

» Never attempt to outrun a tornado

5. The library participates in an annual drill durimgrnado Awareness Month. This provides

staff the opportunity to practice the proceduretlireed above.

Training

1.

2.

3.

The Library is very concerned about staff developtnand offers training through in-
house sources, professional journals, visits terdibraries, and through Georgia Public
Library Service.

All employees should clear any training requesth wieir Department/Branch Head before
registering for the course. Courses which requanament must be pre-approved by the Director.

All certified librarians must complete ten hoursagteptable continuing education during the
two year period immediately preceding each biemeiaéwal date, as a condition for license
renewal. Each librarian is expected to maintato@y of their certificate of completion for each
course and provide a copy to the Head of AdmirtisgeServices upon request.

New employees are expected to studyAlgusta-Richmond County Public Library Policy
and Procedures Manudhlso known as the Blue Book).

Vehicles, See alsbhe Augusta-Richmond County Personnel Policy andd&ttures Manual,

Sections 1000.101-1000.119, pgs. 190-200.

The van or SUV is available for use in conductibgdry business only.
Staff whose job requires using the van or SUV rbesapproved by the Director and receive
basic driver's training.
The van and SUV must be reserved in advance baciimg the Secretary | and record the
following information in the Van or SUV ReservatiBook:

» Departure time

» Expected return time

* Driver

» Destination/purpose
If there are conflicts with who drives the van/SUMwill be resolved by the Director, based on
factors as distance to be traveled, quantity ci@ar passengers, duration of trip, etc.

If the van/SUV is unavailable to a staff memberdieg to travel on library business, that person
may use a personal vehicle and submit an Employperise Statement. The reimbursement for
travel will be a Tier 1 Rate of $0.56 per mile.

If a staff member could drive the van or SUV, bliboses to drive a personal vehicle, mileage
reimbursement will be a Tier 2 Rate of $0.235 piée.m
All persons traveling in a library’s vehicle or penal vehicle being used on library business
must wear a seat belt.

Drivers of the van and SUV are permitted to getwils the library's credit card. Those staff
members with Fuelman PIN numbers should use therfamecard whenever possible.

Voter Registration

In compliance with th&'oter Registration Act of 199also referred to as the Motor Voter Law),
individuals who register for a library card mustabe offered the opportunity to register to vote.
Registration forms are available at any servicafpwohich takes library card registrations.
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Voting

1. Staff members are encouraged to vote at all elextidp to 60 minutes prior to work or up to 60
minutes at the close of the employee’s duty haupermitted for voting.

2. Arrangements for time off should be made in advawitie your Department Head.

Weather Problems, See also Emergencies, DisaRiets, etc. and Tornadoes

1. Augusta-Richmond County Libraries will follow thedalsions of Augusta-Richmond County
Government regarding weather-related closing.

2. The Director will contact the Augusta-Richmond @tuBoard of Trustees for final closing
approval.

3. For predictions of inclement weather, the librapg@tions will continue until we are notified of
an early closing.

4. For early closings, the person in charge shoutftbpa regular closing procedures and secure
the building.

5. Allradio and TV announcements stating that Augigithmond County Government Offices
will be closed or will open late due to inclemerdather will apply to the library. The
inclement emergency number7igs-842-3000.

6. If the library opens later, every effort will be deto contact each staff member with this
information.

7. A media announcement that Augusta-Richmond Govenh@eunty offices will open at "X
time" should be interpreted all staff is expectedeport to their work location one-half hour
prior to the announced time of opening UNLESS thejporting time is later or they are on
approved leave). Staff members who are unableprréo work at the specified time should
call in as they would on any work day. Tardinessiine made up with annual leave, unless
the supervisor allows employee to make up the time.

8. If a staff member has scheduled a vacation day whenlibrary is closed for inclement
weather, the hours will still count against anrieake.

9. If the library opens later than normally scheduleld a staff member is sick or cannot come
in, leave time will be counted as if the library rereopen for an entire day, i.e., if a staff
members is sick and the library reopens at 11:@ha@urs will be counted as sick leave.

10. Part-time employees will be paid for time off dodriclement weather-related closings.

Weather Radios, See also Tornadoes

1. Each branch, the Circulation Department, and Adstriation has a NOAA weather radio. It
should remain on at all times to monitor the lagahther conditions.

2. If atornado warning is announced, staff shoultbfelthe procedures under “Tornadoes”.

3. The NOAA weather radio should be checked frequentinsure its receiving a signal. If no
broadcast is received, move the NOAA weather ramenother location until a distinguishable
broadcast is heard.

4. Replace batteries as necessary.

5. If the NOAA weather radio does not receive a breatmotify the Assistant Director.

Web Site

1. The URL for the Library's web site is www.arcplgor
2. Numerous links to useful sites are provided, iniclganes to PINES, GALILEO, and to the
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library's events and meeting room calendars.
3. When patrons inquire about the library, be sungrtwide them with the URL.

Withholding Forms

1. Each new staff member is required complete andaigfi- Employee’s Withholding
Allowance Certificate and a State of Georgia Empy Allowance Certificate forms so the
Augusta-Richmond County Human Resources and theigtagRichmond County Payroll
Departments may withhold federal and state incared from each paycheck. These forms
indicate filing status, marital status and numlzérdependents and exemptions.

2. Employees may want to complete and sign a new Wgl&me's Withholding Allowance
Certificate and a State of Georgia Employee’s AHoee Certificate if financial situation
changes. Forms are available from the Assistantédiir or the Augusta-Richmond County
Human Resources Department.

3. By January 31 of each year, staff members are geowivith a Wage and Tax Statement (W-2)
for salary paid the previous calendar year.

4. Employees who resigns or retires should provideA$sstant Director a forwarding address so
their Wage and Tax Statement (W2) may be mailedgaorrect address.

REVISED 2014
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APPENDIX A

ATTITUDE AND CONDUCT

Patrons have a right to expect alert and interestedce at all times. Each request, no matter how
apparently trivial or poorly expressed, must beardgd as a valid one, and should receive prompt and
courteous attention. An appearance of indifferasrcan attitude of superiority or amusement may undo
the good work of others on the staff who have woditkard to make a good impression.

Bear in mind the fact that each day you may bestie interpreter to some new patron, of the sairit
purpose of the library. Your work, regardless obiwour job is, affects the library’s public retais.
Whether you are a librarian helping to select akbadibrary assistant taking a registration otualent
directing someone to a part of the building, thaligy of your work is important. You should keep in
mind the fact that when you are dealing with agratiyOU are the Augusta-Richmond County Public
Library.

It is a definite responsibility of the library totroduce reference tools to patrons, to teach tihem
elements of self-service, and to give computerraading guidance as the opportunity presents.itself

The work you do is important and necessary to tneosh operation of the library. Thousands of ciize
are affected directly or indirectly by what you aad how you do it. You should be constantly awdre o
the fact that you and every other employee havgréfisant contribution to make in giving our
customers maximum service at a minimum cost. Ydudeithis by doing an honest day’s work, being
thorough and dependable, and being pleasant apflihil your fellow workers and to the public.

The library attempts to maintain a friendly, infahatmosphere; however, those manning public desks
are reminded that they should not lounge or siherdesks, and should keep their voices low and wel
modulated. Visiting should not be indulged in & tesk, either with patrons or employees. Personal
telephone calls are not permitted at customer aeesks and should be kept to a minimum of two
minutes. Employees should never make derogatoryrmmts about patrons or about their information
needs. It is both mean-spirited and unprofessitndd so.

The library is an impartial institution supplyiras nearly as possible, material on all aspects of
controversial questions, but offering no persontdrpretations. Employees are requested, whileupyn d
or in any way representing the library, not to eopersonal opinions about controversial matteengf
sort, either political, religious or social. Empéms should never try to interpret legal or medical
information for patrons. We are neither doctorslamyers, and there may be legal repercussions
associated with acting as such.

Be friendly and courteous- courtesy is contagidugracious and helpful manner toward your fellow
workers and toward the public pays off. You willaBly receive graciousness and helpfulness inmetur

Be observant of activity in the library, but do make pride in being a disciplinarian or detectife.
library is not a classroom.
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Enjoy your work. A good part of your life is spant the job, so enjoying your work will, to a large
extent, mean enjoying your life. Be alert to waf/snaking your work more interesting and enjoyaBlg.
doing so, you will be serving both yourself andsthavho use this library.

Employees should promote good morale by elimingtieigonal antagonisms, by suppressing rumors,
and by refraining from gossip. Where real grievanmeinjustices exist, adjustments should be made
through the proper supervisory channels. Criticidrie policies of the library should be made
constructively and only to the proper authoritiesyalty to the administration and to co-workergais
basic essential. Each employee should believenisdif, in the value of his contribution to the &by
service, and in the integrity of his colleagues tr@administration. Every effort should be made to
promote the smooth, harmonious operation of tharjb

Personal appearance is a reflection of attitudepl&yees should always comply with the dress code
presented in this manual.

It is the responsibility of each employee to weleonew employees, to assist in orienting them to the
library and to their jobs, and in acquainting theith their colleagues.
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APPENDIX B

Guides for Handling Bomb Threats

Those staff members who are answering telephormsdstake the following sequence of actions to be
followed in the event a bomb threat is received:

1.

The person receiving the call should attempt tgpkbe caller on the line as long as possible.
Record (in writing if possible) every word spokgnthe person making the call on the Bomb
Threat Form.

If the caller does not voluntarily indicate thedtion of the bomb or the time of possible
detonation, the person receiving the call shoukdtlas caller to provide this information.

It may be advisable to inform the caller that thidding is occupied and that the detonation of a
bomb could result in a death or serious injury emgninnocent people.

Pay particular attention to any strange, unusupkauliar background noises such as motors
running, background music, type of music, voicearyr other sounds which might give even a
remote clue as to the location from which the isaleing made.

Listen closely to the voice (male of female), voigality, accents, and speech impediments.
Immediately after the caller hangs up, the persoriving the call should report this information
to the Director, Assistant Director or the Brana@n&ces Manager. If the calls are received after
the normal business hours, then the call shouleperted to the person in charge of the building
(senior staff member manning the Public Serviceskie the senior staff person at the branch).

Notification actions: The designated individual (see the 5 points ahaym)n receipt of a bomb threat
information should:

1.

2.

Notify the Augusta-Richmond County Sheriff's Depagnt, Fire Department and the Emergency
Management Agency by dialing 911.

The Augusta-Richmond County Sheriff's Departmerit kgspond to bomb threats and assist
facility personnel in supervising searches but meaylire assistance if a bomb is found.

Evacuation Procedures:

1.

4.

If evacuation is advised, make the following anrmament (at Headquarter use the PA system and
the branches have to use his/her voice): “May Ehgur attention please! We have been asked by
the authorities to evacuate the buildamquickly as possible. Please use the neard’stizike
further announcements if necessary, until the nglis evacuated. Supervise the public’s
vacating of the building.

If the library is evacuated, take special care tizabne enters or re-enters.

Remove staff and patrons to a safe distance frenilibary to protect them against debris and
other flying objects in the event of an explosidhthe facility is evacuated, considerations skloul
be given to turning off all electricity, gas aneflines at the main switches or valves. As a
minimum, appropriate utilities should be notifieftttoe evacuation.

Re-enter the building only when the police declatreafe to do so.

It is your responsibility to know the evacuation pocedures.

How to Deal With Someone Threatening You with a Wgaon/Evenings or Weekends

Most workplace violence is committed by strangdfsiou come face-to-face with someone threatening
you with a gun, knife, or other weapons, thereséeps that you can take to make the situation less
dangerous.

Here are the steps:
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First and foremost, it is very important to stajntalf you get the opportunity, quietly signal for
help. Try and keep things are normal as possifitetive public.

You should focus on one thing: cooperating withritteber and getting him/her out the building as
quickly as possible. You may say something like{ §joing to cooperate and do whatever you
say” to let the robber know what your intentions.ar

Maintain eye contact with the assailant.

Stall for time until help arrives or you can trydscape.

Keep talking, but follow the instructions from therson who has the weapon. Let them know
that you are cooperating.

Do not try to grab the weapon.

Watch for a possible chance to escape to a sade are

Do not be a hero and risk harm to yourself or ather

Do not verbally or physically challenge the perseth the weapon.

. Make no sudden moves. If you need to move, tellggrson with the weapon first.
. Do not resist.
. As soon as the assailant leaves and you feeldafes the library and call 911. Do not allow

anyone to leave or enter the library until the gwkrrive and assure your safety.

Be prepared to give the assailant your cash, wallgwelry. It is not worth the risk. Your life
is more valuable that material possessions, whachbe replaced.

If the shooter opens fire, attempt to take cowdtifd heavy furniture or any other heavy
obstacle. If there is nothing close, simply drophe floor and remain quiet and still.

Try to remember the assailant’'s appearance aniigptbut do so carefully, with staring.
Keep doors, cash registers, and safes locked @nak. If a thief thinks they will have difficyit
stealing money from the branch, maybe they will monto another easier target.

After the confrontation immediately call 911 asis@s possible. Notifying the police quickly
will increase the chance of apprehending the sugpetpreventing future victims. Call the
appropriate library staff.

Please contact your supervisors immediately
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Augusta-Richmond County Public Library Emergency Adion Plan

BOMB THREAT REPORT FORM

INSTRUCTIONS: BE CALM. BE COURTEOUS. LISTEN - DO NONTERRUPT THE CALLER.

AND/OR SHERIFF'S DEPARTMENT (911).

NOTIFY SUPERSOR

Date: Time:

Exact words of person Placing Call

QUESTIONS TO ASK:

1. When is the bomb going to explode?

2. Where is the bomb right now?

3.  What kind of bomb is it?

4, What does it look like?

5.  Why did you place the bomb:

TRY TO DETERMINE THE FOLLOWING (CIRCLE AS APPROPRIA)

Caller Identity: Male Female Adult Juvenile Age Year
S
Voice: Loud Soft High Pitch Deep Raspy Pleas
an
Intoxicated Other:
| Accent Local Not Loca Foreigr Regior |
Speech: Fast Slow Distinct Distorted Stutter Ng
sa
Lisp Other:
Language: Excellent Good Fair Poor Foul Oth
er:
Manner: Calm Angry Rational Irrational Coherent In(;?]?er
Deliberatt Emotiona Righteou Laughing Intoxicatec
Eifskground Traffic Office Machines  Factory Machines Trains Nus Other:

Additional Information (use back of form is necag3a

ACTION TO TAKE IMMEDIATELY AFTER THE CALL: Notify your supervisor/ Sheriff's Department

as instructed (911). Talk to no one other than irructed by your supervisor/Sheriff's Department.

Name & phone # of persortakingthe call:




Appendix C

How to Handle Anthrax and other Biological Agent Threats

Do Not Panic

1.

Anthrax organism can cause infection in the skastigintestinal system of the lungs. To do so,
the organism must be rubbed into abraded skin,|Jewadl or inhaled as a fine, aerosolized mist.
Disease can be prevented after exposure to theaarghores by early treatment with appropriate
antibiotics. Anthrax is not spread from one perspanother person.

For anthrax to be effective as a covert agentpuitrbe aerosolized into very small particles. This
is difficult to do, and requires a great deal ahteical skill and special equipment. It these small
particles are inhaled, life-threatening lung ini@etcan occur, but prompt recognition and
treatment are effective.

Suspicious Unopened Letter of Package Marked with Areatening Message Such as “ANTHRAX":

N e

o gk

Do not shake or empty the contents of any suspsotmvelope or package.

Place the envelope or package in a plastic bagroe ®ther type of container to prevent leakage
of contents.

If you do not have any container, then cover theekape with anything (e.g., clothing, paper,
trash can, etc.) and do not remove this cover.

Then leave the room and close the door, or secffaine area to prevent others from entering.
Wash your hands with soap and water to preventdprg any powder to your face.

Report the incident to your supervisor immediatebypervisors should report to the Director or
Assistant Director, who will call the Augusta-Ricbnad County Sheriff's Department. If the
Director or Assistant Director is not availablegithrsupervisors should call 911 immediately.

List all people who are in the room or area whés shspicious letter or package was recognized.
Give this list to both the local public health anrities and to law enforcement officials for
follow-up investigations and advice.

Envelope with Powder and Powder Spills out onto Sdiace:

1.

DO NOT clean up the powder. Cover the spilled contentaédfiately with anything (e.qg.
clothing, paper, trash can, etc.) and do not rentioigecover.

Then love the room and close the door or sectibthefarea to prevent others from entering.
Wash your hands with soap and water to preventadprg any powder to you face.

Report the incident to your supervisor immediatebupervisors should report to the Director or
Assistant Director, who will call the Augusta-Ricond Count y Sheriff's Department. If the
Director or Assistant Director is not availablegithrsupervisors should call 911 immediately.
Remove heavily contaminated clothing as soon asilges and place it in a plastic bag or some
other container that can be sealed. This clothagyshould be given to the emergency
responders for proper handling.

Show with soap and water as soon as possible.obase bleach or other disinfectant on your
skin.

If possible, list all people who were in the roomaeea, especially those who had actual contact
with the powder. Give this list to both the locabtic health authorities and to law enforcement
personnel so that proper instructions can be dgiwemedical follow-up, and for further
investigation.
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How to Indentify Suspicious Packages and Letters

Some characteristics of suspicious packages andtéatinclude the following:
Excessive postage

Handwritten or poorly typed addresses

Incorrect titles

Tile, but no name

Misspellings of common words

Oily stains, discolorations or odor

No return address

Excessive weight

Lopsided or uneven envelope

10. Protruding wires or aluminum foil

11. Excessive security material such as masking tayeg setc.

12. Ticking sound

13. Marked with restrictive endorsements, such as ‘ttexs or “Confidential”
14. Show a city or state in the postmark that doesmaith the return address.

©CoNoGhrwNE

It is your responsibility to know these procedures.
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APPENDIX D

LIBRARY CLOSING PROCEDURES--ABANDONED CHILDREN

The attached closing procedures policy was apprbyate Augusta-Richmond County Library Board
at its meeting on June 18, 1990, and was reviselioa 26. 2014. The following is an explanation of
procedures which staff members should follow asiclg time.

1. Closing announcements. Script is attached for 3tutas, 15 minutes and 5 minutes prior
to closing. 30 minutes prior to closing guards and staff shoulagnake every attempt to
ensure that all underage patrons have transportatio. In this situation, it is ok for
children to use the phone.

2. If the staff is aware of a child who has not beikegd up by closing time, two staff members
should stay with the child. For security of staffp staff should stay until the child is picked up
or the officers arrive. This insures that the clilahot left alone while phoning, and the staff
member is not left alone after the child is pickgxd The person in charge of the building should
make the decision as to who will stay, and those sty must understand the procedure to be
followed in handling the situation. At Headquartéhe person in charge of the building may ask
for volunteers to stay. If no one volunteers, staéimbers will be designated to remain with the
child. At the branches, the regular staff membeo ¥8hon duty and the student assistant will be
required to remain. Regular staff will be given gamsatory time off after reporting the
additional time to his/her supervisor. Studentsiasis will be paid for the additional time.

3. If the parent has not arrived 10 minutes afterinptime, one of the staff members must then
call the Sheriff's Department (821-1080) to reploet problem. After an officer arrives, the staff
members may then leave the child in the care obtfiger. If a parent arrives before the officer
arrives, a staff member should cancel the caléoSheriff's Department.

4. We are advised that the child should not be taleek iInside the building--use your cell phone
outside, if possible. If there is cell phone avaliga one staff member may go back into the
building to make the call while the other remairnighe child. If the parent comes before the
police arrive, and a call must be made from ingigelibrary, both staff members should enter
and leave the library together and depart at theedame. We are also advised that any lawsuits
resulting from adherence to this policy will be dead by an appointed attorney according to
county policy.

5. At the BRANCHES, staff members should bring their cars aroundhéofitont of the building at
closing time. You are allowed to use your cellphtmeontact law enforcement. However, if you
choose not to use your personal phone, pleaseeetbr building to call the Sheriff's
Department.

6. AttheHEADQUARTERS LIBRARY , if staff must wait with children, the two staffermbers
who stay should follow the regular closing procesuibut DO NOT turn on the security system.
The two staff members should then wait inside ¢ty with the children. One staff member can
then come back in to the Circulation Desk to madeessary phone calls while still having the
other staff member and the child in sight. Aftex trarent or officer arrives to take care of the
child, if the cleaners are not in the building, thwe staff members should come through the
building (be sure to lock the front door), andtbet security system as they exit the shipping door
at the back.
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7. When a security guard is on duty, he will stay vifta staff until someone picks up the child or
the law enforcement officers arrive. If the segugtiard is therdyoth staff members must stay.

LIBRARY CLOSING ANNOUNCEMENTS

30 Minutes Before Closing:

“May | have your attention, please? The libraril sliose in 30 minutes at (9:00) (5:30). If youshito
check out any library materials or obtain any ssrsiyou must do so before (9:00) (5:30). Thankyou

15 Minutes Before Closing:

“May | have your attention, please? The librarl sliose in 15 minutes at (9:00) (5:30). If youshito
check out any library materials or obtain any ssrsiyou must do so before (9:00) (5:30). Thankyou

5 Minutes Before Closing:

“May | have your attention, please? The librar{l siose in 5 minutes at (9:00) (5:30). All senscand
the building are in the process of closing. Fausity reasons we must close at (9:00) (5:30).ankh
you.”

Closing:

“The library is now closed”.

Emergency Announcement:

“May | have your attention, please? We have bekadby city authorities to evacuate the building as
quickly as possible. Please use the nearest exit.”
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APPENDIX E
PATRON BEHAVIOR POLICY

The Augusta-Richmond County Public Library seekprtavide materials and services to the public in an
environment that is safe, pleasant, and conduoieeinfortable library use. Therefore, the Libraagh
adopted the following policy for behavior. Librastaff members and security guards have been
authorized to enforce these regulations. When noptiance takes place, the staff may require a patro
to leave the library premises and may call thecgoli

You are welcome to:

» Ask questions of staff and receive needed inforonaiti the library

» Borrow certain materials by using your library ctincough established lending procedures and
take them home for use, treating them carefullgtbers may use them after you are finished

» Bring your children to the library and enjoy ma#siand programs

» Use the materials in all public areas of the liprdihe Augusta-Richmond County Public Library
is committed to ensuring the safety of all its pas, with a special emphasis on the safety of
children in our libraries. For this reason, the enials, services, and equipment in the children’s
areas are intended primarily for the use of childtbeir parents and/or caregivers. Others
needing to access materials or services specifteetahildren’s area do so with the
understanding that the library staff will determimieether or not a particular use or activity is
appropriate in the children’s area. Thus, patroag be asked to use alternative area of the
library, at the discretion of the library managedesignee.

* Read, study, type and write while using library enizls

* Register and use free library computers

e Speak quietly with others in the library

The following activities and behaviors are prohibied:

- Engaging in any physically intimidating or assaudtbehavior; making any threats of violence or
unlawful activities. The Library has a policy ofragolerance for threats and acts of violence.
Any person engaging in such behaviors will be imiattetly ejected from the Library.

« Possessing, selling, distributing, consuming on@peinder the influence of any alcoholic
beverage, illegal drugs or controlled substance

« Trespassing by entering or remaining on Librarymises after having been notified by an
authorized individual not to do so, and enteringemnaining on the Library premises during the
period in which an individual has been banned fthenpremises

« Refusing to follow the reasonable directions ofrhily staff and security on duty

« Engaging in any behavior that a reasonable persutdaind to be disruptive, harassing, or
threatening in nature to Library users or staffuding: excessive or disruptive conversations,
talking loudly, screaming, banging on computer laads, using electronic equipment at a
volume that bothers others, rowdiness, runninggseoaiandalism, obscene or vulgar language,
stalking, prolonged staring, lurking, offensive ¢bing, and obscene acts such as sex acts and
indecent exposure, or following another with thieirt to annoy or intentionally behaving in a
manner that could reasonably be expected to anndigtoirb other patrons

« Neglecting to provide proper supervision of childge leaving children under the age of 9
unattended on Library premises per the Libray'sattended Child and Child Safety Policy
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« Engaging in any sexual contact, activities or candu

« Selling, soliciting, surveying, distributing writiematerials, panhandling or canvassing for any
political, charitable or religious purposes insiibrary building, doorway or vestibule without
prior authorization of the Library Director or dgsee

«  Smoking or other use of tobacco products

- Eating while using Library computers or in spacesighated as free from food

« Sleeping, napping or dozing in or on Library pregsis

« Not wearing shoes or shirt within the library

« Entering or remaining upon library premises withoaily hygiene so offensive that it constitutes
a nuisance to others

« Moving furniture without the express consent ofltheary staff or use of furniture in any manner
that may damage the furniture, to include placegf bn the furniture

« Using library materials, furniture, equipment otiféies in any manner inconsistent with the
customary use thereof or the theft or intentiomahdging of library materials including:
mutilation of library materials by marking, undeitig, removal of pages, removing electronic
detection devices or in any way defacing librarggarty furniture, equipment or facilities

« Bringing in more than two bags; no more than twgsbaf any type may be brought into the
library.

« Blocking of aisles with personal items or leavingls items unattended on library premises at
any time; items may be removed from the librarynises if they reasonably appear to be
abandoned or have been left unattended for 30 esrartmore

- Interfering with the safe and free passage of tipssaff or patrons on the premises, including but
not limited to the placement of objects in hallwasgisles, flooring or elsewhere in a manner that
impedes the free passage of such persons abdilirtry

« Bringing any animal into the library except servazeémals

- Entering non-public areas of the library withoutrpission

« Improperly using library restrooms or facilities fourposes such as bathing, shaving or changing
clothes

« Taking library materials into rest rooms

- Violating the Library’s rules for acceptable uselwd internet and library public computers. A
user accepts these rules before accessing thaghtbrough a library computer. Copies of these
rules will be made available by staff upon requ8stlnternet Use Policy and Guidelines

- Engaging in any activity in violation of federalate, local or other applicable law, or Library
policy

« Stealing, damaging, altering, or inappropriateafdeibrary property in Library facilities or on
Library grounds, including computer hardware arith&re, printers, copiers, phones, and other
equipment

« Fighting or challenging to fight, running, pushis@oving, or throwing things

« Gambling and group activities which are disruptivéhe Library environment

« Using cell phones, pagers, and other communicagwites in a manner that disturbs others Cell
phone and pager audible ringers must be turned off.

- Littering

- Bringing in garbage, articles with a foul odor,asticles which, alone or in their aggregate,
impede the use of the library by other users

« Using wheeled devices in Library property or onrhily grounds, except in designated areas,
including skateboarding, roller-skating, bicyclirsgooters, and shopping carts (exceptions i.e.
wheelchairs, walkers, and strollers)

« Concealing library materials for the exclusive afan individual or group

- Refusal to abide by library regulations regardimg teturn of materials and payment of fines

Library Response to Violations of Behavior Policy
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Any person who violates the behavior policy willliendled in a professional and courteous manner by
staff, but the degree of the violation will detenaithe response. Staff is instructed to call 9-1-1
immediately in response to any behavior that isrdbdangerous. Staff will call the police for any
behavior that is in violation of federal, statdawal ordinances. Staff will call the police if argon or
group of persons is asked to leave the librarythay refuse to leave and/or become difficult with t

staff member. For most other inappropriate behawioe warning will be given. Continued violations

will result in patron being asked to leave thediyrfor the day. A serious violation or repeateniations,

or a violation where the police are called, mayltas longer exclusions from the library up to
permanent banning from the library. An individudians banned from the library may be criminally
charged with trespassing if they return to libnargperty during the term of the ban. Any individuwddo

is banned and whose library privileges have beeokerl, may request to have the decision reviewed by
the Library Director after the suspension perios &iaded.

Approved June 16, 2014 by the Augusta-Richmondh@oLibrary Board of Trustees
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Auqusta Richmond County Public Library System

HEADQUARTERS LIBRARY
823 Telfair Street

Augusta, GA 30901

General Info.  (706) 821-2600
Interbranch (706) 821-2619
Fax Admin. (706) 724-6762
Fax Info. (706) 821-2629
Hours:

Mon. — Thurs. 9-9

Fri. & Sat. 9-5:30

Sun. 2-5:30

TALKING BOOK CENTER
Audrey Bell, Manager

823 Telfair Street

Augusta, GA 30901

General Info.  (706) 821-2625
Fax (706) 724-5403
Hours:

Mon. — Fri. 9-5

Sat. & Sun. Closed

GEORGIA ROOM

Tina Monaco

General Info. (706) 826-1511
Mon. —Sat. 9-5:30

APPLEBY BRANCH

Jennifer Stallings, Manager
2260 Walton Way

Augusta, GA 30904

General Info.  (706) 736-6244
Fax: (706) 481-0616
Interbranch:  (706) 481-0972
Hours:

Mon. 9-7
Tues.-Fri. 9-5:30
Sat. 10-5:30

DIAMOND LAKES

Cathy Joseph, Manager

101 Diamond Lakes Way
Hephzibah, GA 30815
General Info.  (706) 772-2432
Fax (706) 772-2433
Interbranch (706) 560-3901
Hours:

Mon. & Wed. 9-8
Tues., Thurs., Fri. 9-5:30
Sat. 10-5:30

Addresses/Telephone/Fax Numbers
Hours of Service
July 1, 2014

FRIEDMAN BRANCH

Eileen McCoy, Manager

1447 Jackson Rd.

Augusta, GA 30909

General Info.  (706) 736-6758
Fax: (706) 737-2034
Interbranch:  (706) 737-5987
Hours:

Mon. & Wed. 9-8
Tues., Thurs., Fri. 9-5:30
Sat. 10-5:30

MAXWELL BRANCH

Jeff Stinson, Manager

1927 Lumpkin Rd.

Augusta, GA 30906

General Info. (706) 793-2020

Fax & Interbranch (706) 790-1023
Hours:

Tues. & Thurs. 9-8
Mon., Wed., Fri. 9-5:30
Sat. 10-5:30

WALLACE BRANCH

Paulette Scurry, Manager
1237 Laney-Walker Blvd.
Augusta, GA 30901

General Info.  (706) 722-6275
Fax: (706) 724-0715
Interbranch:  (706) 724-7899
Hours:

Mon. & Wed. 9-5:30
Tues. & Thurs. 9-8
Fri. & Sat. 12:30-5:30



APPENDIX G

DRESS CODE

This dress code has been designed by the stafflér to create a more professional work environment
and to help promote a positive public image ofAligusta-Richmond County Public Library.

HATS

No hats, caps or other types of headgear are woheon the job. Exception: Custodian may wearta ha
or cap during outside work; storytellers may weaaichgear when it is program-related.

T-SHIRTS, TOPS

No T-shirts or sweatshirts with writing or adveetisents may be worn. Solid colored T-shirts and knit
shirts are allowed, but T-shirts with pockets ast M-shirts with designs (i.e., animals, craftlidiay,

etc.) may be worn for appropriate holiday seasowsrelated programming activities. Summer Reading
T-shirts can only be worn during the Summer Rea@iragram. These shirts should be the one printed
for the current year. No shear clothing, crop topislriff tops, or tank tops may be worn at work.

DRESSES, SKIRTS, SKORTS

Dresses, skirts, and skorts should be no morethraa inches above the knee. Denim dresses, skirts,
skorts and jumpers are acceptable.

JEANS, SHORTS, WIND SUITS

No denim blue jeans. Exception: Custodian and &rii@olored jeans may be worn (i.e., green, black,
brown, etc.). Jeans should have cut-outs or tBershorts, wind suits, or sweat suits may be worn t
work.

SHOES

Opened-toe sandals are acceptable, with stockigigg lbptional; flip-flops are not allowed. Tennfwoss
may have one or two colors and must be clean. Sooks$ be worn when wearing tennis shoes and
loafers.

OTHER

Smocks may be worn during dirty jobs.

Holiday-themed wear during the month of the holifldslloween, Thanksgiving, Christmas, etc.).
Program-related dress may be worn for crafts amytstling.

Ties are optional for men.

All apparel should be clean and in good repair.

All employees are asked to maintain good persomalrging and hygiene.
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EXCEPTIONS

Exceptions to the dress code will be made on alogsmse basis for health or religious reasong) or
accommodate specific jobs.

AMENDMENTS
Additions, changes, or deletions may be made talthes code at any time it is deemed necessary to d
so.

ACTIONS TO BE TAKEN FOR NOT ADHERING TO THE DRESSIDE:

1 Warning- A VERBAL WARNING will be given by the imadiate supervisor. The Employee will be
told to go home and change clothes. Time used snduill be taken as annual leave or made be mpde-u
with the permission of the supervisor.

2" Warning- A MEMORANDUM will be written by the supésor and given to the HR Liaison for
filing in the employee’s personal folder.

3 Warning- Employee will be given a 3-day suspensiithout pay.
4™ Warning- Termination.
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APPENDIX H

AUGUSTA-RICHMOND COUNTY PUBLIC LIBRARY
FAX POLICY

This policy applies to the facsimile (FAX) machirsdghe Headquarters Library and the branches.

1. All faxes at the branch locations and departmemtda library business use only. The library
will not send or receive FAX transmissions for dimary purposes. Patrons requesting personal
fax service should be referred to the Headquakiersry.

2. The FAX service at the Headquarters Library is @oied to a public faxing service. Currently,
their charges are:

a. $1.75 for the first page, and $1.00 for each aolditi page for USA, Canada, and
Caribbean faxes. International faxes are $3.9%#@ffirst page, and $3.45 for each
additional page.

b. The fax service requires a credit or debit carce $érvice cannot accept cash
payments.

c. The fax machine is self-service. however, thealipistaff will assist as needed.

d. Any problems or concerns should to be addresst#tketBAX24 service, as this
service is independent of the Augusta-Richmond Golibrary System.

e. The service will not receive faxes.

f.  The prices are subject to change by the fax service
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APPENDIX J

DUTIES OF SECURITY GUARDS

The primary mission of a Security Guard is to pdevprotection for people, property and assets.rigcu
guards are available at the HQ library when thealiypis open. The Security guard reports directlthie
librarian on duty. This includes submitting incideaports to the librarian on duty. The Securitya@lis
to maintain a highly visible presence to deter prapriate and illegal actions. Guards use methéds o
observation, either directly through patrols, ombgnitoring alarm systems and/or video cameras for
signs of policy violations, disorder and crime. T®exurity Guard takes action to prevent and/or stop
negative actions against people, property andsasbe¢ guard alerts the proper authorities andewrit
reports of incidents to the library administrator.

Duties of the security guard encompass all areétsedfbrary inside and out: Circulation, Children’
Department, Administration, Information Departmeggorgia Room, Technical Services and the entire
library campus.

Duties of Security Guards at HQ Library:

1. Assists in the resolution of any problems oergancies as they occur or as requested by tHeostaf
patrons.

2. Monitors the camera images on the screen®dirgt floor security desk.

3. Patrols all three floors of the library, thekiag lot, the campus surrounding the library, &melold
library parking lot across 9th Street. Recommerqtdl times are every half hour to hour, staggerin
the times and places so as to avoid discerniblgneu

4. Checks outside emergency doors during roundagare doors are closed and locked securely.
5. Escorts patrons to their vehicles if requettedb so.
6. Escorts staff members to book return boxes.

7. Makes casual observations of patrons usinggabtess computers to insure that Internet/compute
guidelines are being followed. The guard reporisgolicy violations to the staff member in charde o
the service desk on the floor on which the probterrurs. Pornography, obscenity and inappropriate
viewing incidents are to be witnessed by a fulldistaff member before any action takes place.

8. When observing violations of the Patron BehaRialicy (copy attached) the guard is advised ko as
the patron to stop the behavior. If the behaviosiges after the first warning, the guard is addigeask
the patron to leave the library premises for theai@der of the day. If this occurs, the guard imiastly
reports the incident to the library staff membecliarge on that floor.

1. Typical problems which should be addressed by tladjinclude, but are not limited to:
a. Smoking in or on library property/campus. Tihidudes the sidewalks and parking lots.

64



S@ ™0 ao0

n.

Eating and drinking in the building. Bottled wateust have a cap on it and be kept out of
sight.

Bathing in the restrooms.

Sleeping in the library.

Solicitation inside and outside the library.

Persons loitering in the parking lot  or on thenfrsteps of the library.

Loud disturbances by patrons inside the building.

Loitering by adults in the Children’s Area whenyttare not accompanied by children.
(Teachers or parents may look for books.)

Observing voyeuristic/exhibitionistic behavior.

Obstruction of the library entrance or handicappeckss by bicycles, motorcycles or other
modes of transportation and/or people.

Patron use of radios, cell phones, or other eleittrdevices with audible sound and speech
inside the building. Patron use of sound on pefdap#ops or library computers without the
aid of headphones. Patrons may use our wirelesmkttfor smart phones, iPads, eReaders and
other similar devices; however, the use of thesgcde must not result in external sound.
Recharging of mobile devices.

. Viewing pornography on any computer in the buildomggrounds. The guard should alert the

staff on duty as to the computer station or locatibthe viewer. The staff member must
approach the patron to ascertain if the patromeiwing pornography. The staff member then
tells the patron that the session is over for #e @he staff member then places a signed note
on the patron’s library account. If a patron isng#sed viewing pornography again, the staff
member must see the material on the screen ariti@glatron to leave. Another note is placed
on the patron’s account. If a patron is found viegybornography verified by a staff member,
for a THIRD time, the patron is asked to leave tohdi that his/her Internet privileges are
revoked for a year. The staff member prepares@dent report for the Director, who makes a
final determination of the patron’s status.

Patrons violating any part of the Patron Behavidicly.

Due to the nature and importance of the Securitgr@a presence in the Library, itésucial that the
Security Guard not participate in actions whicHatie our Patron Behavior Policy such as: receicilt
phone calls, talking on cell phones, carrying ardlgonversations with patrons and/or staff, oirgjtt
behind staff desks. The Security Guard on duty kshisave a visible presence, patrol the floors, and
should be reachable at all times by the staff.

Duties of the Weeknight Guard at the Headquarters bbcation

1. Same as duties outlined for weekday guard.
2. At approximately 5 pm or 8:30 pm, when the commugrtomatically shut down, the guard

should be on patrol in the parking lot to make shet patrons and staff get to their vehicles
safely.

Approximately fifteen (15) minutes before clositlge guard should assist the staff in securing

all three (3) floors of the building to make sunattpatrons have exited and the bathrooms are
empty and locked.
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4. The guard accompanies the staff out of the buildingjosing. The guard is not to leave the
premises until all staff members have been pickedrihave started to drive away in their
vehicles The guard should be the last person to leave tmipes. In the event of unattended
children left at the library after closing, the giigs to remain with the librarian in charge an@ on
additional staff member.

Duties of the Weekend Guard at the Headquarters Lation

1. Same as duties outlined for Weekday and Weekniggatchy
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APPENDIX K

Augusta-Richmond County Public Library System
Meeting Room Policy

The Augusta-Richmond County Public Library makeailable its meeting rooms for
informational, educational, recreational, civicdamwltural purposes. When the meeting rooms
are not being used by the library or library-spaadmr co-sponsored events, the space will be
made available to various educational, civic antlcal groups on equal terms, regardless of the
beliefs or affiliations of individuals or groupsgesting their use. Provision of library meeting
rooms for use does not constitute endorsement lgy#a-Richmond County Public Library
System.

FREE USE OF LIBRARY MEETING ROOMS

Library meeting rooms are available for use, freeharge, to groups or individuals meeting all
of the following criteria:

Note:

The group or organization sponsoring the event mest 501(c)3 non-profit group or an
individual or group that is indisputably not comigiat in nature. Determination of
whether a group or individual meets these critersds with the Library Director or
his/her designee.

Library meeting rooms are available for educatipoaltural, informational or
governmental/civic activities only. These acte#timay include public lectures, panel
discussions, workshops and other similar functidds.private parties, commercial sales
or profit-making uses of the meeting rooms arevetia.

Meetings/events/programs must be open to any meailie public who wish to attend,
within the maximum allowed capacity of the space.

With the exception of library-sponsored or co-swad events, no fees or donations
may be solicited or collected for admission toparticipation in, any such program,
meeting or event, nor may any sales be conducteahybusiness conducted which is
entrepreneurial in nature or intended to realizdipfor the sponsoring individual, group,
or organization at a later date.

If food is served, a facility maintenance faay be charged (see attachment 1).

RENTAL OF LIBRARY MEETING ROOMS

Individuals or groups who do not meet the critéoia‘free use” will be required to pay a
maintenance fee as outlined in Attachment 1.
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OTHER REQUIREMENTS

1. A contract must be signed prior to the fulfillmerita reservation. See Attachment 2. A
copy of the signed contract will be given to thgnsir.

2. Only persons with an Augusta-Richmond Public Lipr@ard may sign the contract.

3. Items in the rooms include table(s) and chairsm&oooms are also accompanied by
audiovisual equipment and caterer’s kitchen.

4. If the room is left as it was found, the individieailyanization may be permitted to reserve
library space again in the future. If the roonteft damaged, untidy, or in a disarray (as
determined by the Library Staff), the individuaianization may be suspended from
using the facility for future engagements. Thetraxt signer may inspect the room
PRIOR TO the event and give a “physical” note ailfty condition/problems to the
meeting room coordinator. This note will immedigtee attached to the contract.

5. Reservations are made on a first-come, first-skaggs, and may not be made more than
two months in advance.

6. If an individual/organization fails to show for @served time slot, after 30 minutes the
library may cancel the reservation and allow anotise of the room.

7. If an individual/organization fails to utilize a eténg room reservation without notifying
the library of the cancellation at least three daysr to the scheduled use, the library
may decline to schedule any further reservationghiat individual/organization.

8. The library is not responsible for connecting outsleshooting personal computers,
electronic, or communication equipment broughtltbrary by room users.

9. When making a reservation, please take into acabertime needed to set up and
cleanup for your eventAn individual or group may not enter the meeting raom
before their reserved time or stay past the allotte time.

10. Library sponsored events or co-sponsored eventbwitonsidered first, before room
reservations are made.

11. Although rarely, a reservation can be canceled byhe Library Director. If this
should happen, the Library will make every effarnbtify the individual/group of the
cancellation within 24 hours of the scheduled nesteon.

12.Meetings, events, programs or activities that mdjsturb regular library operations are
not permitted. If a meeting or event in progresssddisturb regular library operations,
the library reserves the right to immediately terate the meeting or event. The group,
upon notification of a disturbance, will immediateliscontinue the disturbance or vacate
the premises.

13. Library staff is not available to assist with setupcleanup. You are responsible for room
setup, decoration, clean up, takedown of tablesdsspbsing of your garbage. The
library will not supply materials, photocopies,affice supplies for your function. You
must provide your own materials and supplies akd taem with you when you leave.
However, the library will provide garbage bagstiash, a broom, and vacuum cleaner to
assist in your cleanup.
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14.No material of any kind can be posted directly loewalls of the meeting rooms.

15.Only library staff members are allowed to movedheder wall at the Main Library. If
the wall needs to be moved, please notify the fdask.

16. Please notify the Meeting Room Coordinator at least8 hours in advance of a need
for audiovisual equipment or Wi-Fi accessThe library will provide Wi-Fi passes at no
charge, but we must be notified in advance.

17.Any event at which alcohol is served requires thdeputy be hired.

18. Meeting rooms are not available until the librasyfficially open for business. No
exceptions.

19. Solicitation, admission fees or other charges, moaesing activities, and/or sales are
not allowed.

20.The individual booking the room and signing thetcact must be at least 18 years old.
Children must be supervised by an adult at all $ime

21. Smoking, open flames, burning incense, and lit ndre not allowed. lllegal drugs are
not permitted on the premises. Alcohol intoxicati® not permitted. Individuals who
behave disorderly will be escorted out of the lifpri@cility immediately. Please see
Patron Behavior Policy

22.No illegal activities are allowed.

23.The library establishes capacity for each roomoups are responsible for ensuring
attendance at meetings does not exceed capa@t/roBm capacity at Attachment 1.

24.Groups meeting on Sundays may only have an evaimdgfrom 2pm-5pm in the first
floor auditorium of the Main Library.

25. All groups must complete Meeting Room Attendance Foand leave it at the library
Circulation Desk.

26.Library staff may attend or observe any event gttane.

27.The library reserves the right to deny future usaigmeeting rooms if an individual or
group fails to comply with all policies.

28.The Meeting Room Coordinator at the Main Librarm te reached at: 706-821-2631.
See branch libraries’ contact information on Attaeimt 1.

29.The Library assumes no responsibility for persamalkies, thefts, or losses of private
property while on or using library facilities.
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Attachment 1
Main Librarjvleeting Rooms Capacity and Maintenance Fee

Meeting spaces are available ONLY DURING normaidily hours of operation. No before or
after-hours reservation may be made.

Full Auditorium (Maintenance Fee: $40.00 per hour)
Dimensions: 60x60 = 3600 square feet
Capacity:

* Theater: 288

e Classroom: 180
e Dinner: 150

* Reception: 288

Half Auditorium (Maintenance Fee: $20.00 per hour)
Dimensions: 60x30 = 1800 square feet
Capacity:

* Theater: 144

e Classroom: 90
e Dinner: 75

* Reception: 144

Atrium (Maintenance Fee: $25.00 per hour)
Dimensions: 40x25 = 1000 square feet
Capacity:

* Theater: n/a

e Classroom: n/a
e Dinner: 50

* Reception: 100

Other Meeting Spaces (available only during libraryhours):

» Writing Lab: seats 16-20 people
» Computer Lab: seats 16-32 people
» Teen/YA Area: seats 100 people
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» Second Floor Open Lounge Area: seats 40 people
* Third Floor Executive Board Room: seats 30-40 peopl
e Children’s Programming Room

Attachment 1 - Continued
Branch Libraries Meeting Room Capacity and Maintenance Fee

(Please call each individual Branch to make a roegervation)

Diamond Lakes Branch Library
101 Diamond Lakes Way
Hephzibah, GA 30815
706-772-2432

Meeting Room Capacity: 60
Conference Room Capacity: 10
Maintenance Fee: $25.00 per day

Friedman Branch Library

1447 Jackson Road

Augusta, GA 30909

706-736-6758

Meeting Room Capacity: 55
Conference Room: 15
Maintenance Fee: $25.00 per day

Maxwell Branch Library

1927 Lumpkin Road

Augusta, GA 30906

706-793-2020

Meeting Room Capacity: 60
Maintenance Fee: $25.00 per day

Wallace Branch Library

1237 Laney-Walker Boulevard
Augusta, GA 30901

706-722-6275

Meeting Room Capacity: 75
Maintenance Fee: $25.00 per day

Attachment 2
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CONTRACT FOR LIBRARY MEETING ROOM USAGE

By signing this contract, you understand and agrethat you are liable for library
property .

I have read and understand Meeting Room Policy of the Augusta-Richmond CoRBaobyic

Library System | understand that | am responsible for the reetap, decoration, cleanup and
takedown of tables and chairs. | am also resptn&ib payment of the maintenance fee (when
required), payment of the After Hours Staffing Féapplicable), and payment for the

Marshal’s Office security (if applicable). As sagmof this contract, | will be held responsible for
damages to or theft of library property. | undanstthe Library will seek compensation for its
loss(es) to the extent allowable under the lalvave been advised that surveillance cameras are
in use on the library property. | have receivembpy of theMeeting Room PolicgndPatron
Behavior Policy

Note: All lines on this contract must be completed

Name (Printed):

Organization:

Mailing Address:

Phone Number:

Email:

Room/Space Reserved:

Occupancy/Reservation Date and Time:

Signature:
Date Signed:
wrkxrerkereoeekCLUSTOMERS DO NOT WRITE BELOW THIS
LIN E**#kkksksrksksshkkxk
Library Staff:

Room/Space Reserved:

Occupancy/Reservation Date and Time:

Date Signed:
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APPENDIX L
A CODE OF ETHICS FOR PUBLIC LIBRARY EMPLOYEES

Ethics has been defined as a discipline dealinly aiman values and based on standards or
principles, which guide a person in making moraifjht choices in daily activities.

Staff members of a Public Library have a specispoasibility:

To be familiar with and to support the policieslud Library, and if there is concern with
or objection to the policies, philosophy or progsamfi the Library, to express them to the
administration;

To be aware of and to adhere to the personnelipslaf the Library and the City, to
fulfill the obligations of employment, and to rafidrom personal actions which would be an
abuse of the working conditions, benefits or theileges of employment;

To avoid any possibility of personal financial gairthe expense of the Library;

To carry out, cooperatively and to the best of ®ability, those duties and
responsibilities which may be assigned under thieips of the library;

To acknowledge the importance of the work donelbstaff in all departments and to
maintain a sense of loyalty to, and cooperatiomh wellow staff members;

To share one's knowledge and expertise freely etlbrs;

To make the resources and services of the Libnaoyvk and easily accessible to all
current and potential users;

To maintain an attitude of understanding, couresesy concern for library patrons and their
needs;

To serve all patrons equally according to theirdsee

To protect the essential confidential relationskiipch exists between a library user
and the Library, recognizing that information paritag to inquiries or to the circulation and
use of library materials by patrons is private antto be divulged to other patrons, members
of the public or outside agencies?
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APPENDIX M
GEORGIA CODE ON CONFIDENTIALITY

24-9-46. Confidential Nature of Certain Librarydeeds.

(a) Circulation and similar records of a libraryialhidentify the user of library materials shall te
public records but shall be confidential and matybeodisclosed except:

(1) To members of the library staff in the ordinary rsmuof business;

(2) Upon written consent of the user of the library en@s or the user's
parents or guardian if the user is a minor or ward;

(3) Upon appropriate court order or subpoena.

(b) Any disclosure authorized by subsection (a) of @usle section or any unauthorized disclosure of
materials made confidential by that subsectiorsi@)l not in any way destroy the confidential nataf
that material, except for the purpose for whictaathorized disclosure is made. A person disclosing
material as authorized by subsection (a) of thideCsection shall not be liable therefore.

Code 1981, 24-0-146, enacted by Georgia Legisldi®és, Page 595, 1.
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SELECTION REVIEW REQUEST
The material in question is:

Author Il #Ca
Title
Book: Hardback or Paperback : Video/DVD _; Audio ; Other

Publisher, if known

1. What is objectionable about this material? Ridsesas specific as possible, citing pages,
passage,scenes,etc.

2. What might be the effect or result of the uséhisf material?

3. What are the positive aspects of this material?

4. Have you read/viewed/listened to the entire ®ork If not, how much of the work are you
personally familiar with?

5. Have you read or heard any professional revavesitiques of this material?

6. Please comment on what you think is the thenmigrose of this material

1. What other work would you recommend that woulddiimilar need and could take its place in
the library’s collection?

If additional space is needed to answer these igussiplease use the back of this sheet.

This request is being submitted on behalf of:
Myself An Organization** Other Group**

**Please identify

Person submitting request

Street address Telephone
City, State and Zip

Signature Date
Completed form should be submitted to: Director

Augusta-Richmond County Public Library
823 Telfair St. Augusta, GA 30901



Appendix O
SELECTION REVIEW PROCEDURES

* A general comment indicating disapproval is ndbécconstrued as a complaint. If a
patron strongly objects to certain materials, g@@ staff member on duty will attempt
to resolve the complaint at the service point.

» If the patron persists in the complaint, the sta#mber will give the patron the
option of completing &election Review Requedbrm*. The staff member will fill
in service point, name and date.

» If a Selection Review Requess filled out, the form is sent to the Director.

* Upon receipt of such a request, the Director wilhwene a panel of the staff to re-assess the
challenged decision, and, after considering thedtommendation, will decide whether to
accede to the patron’s request.

* The patron may appeal the decision to the LibrargrB of Trustees by making a written request
to the president.

*Copies of this form are in th€ollection Development Policy
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APPENDIX P

BUILDING EVACUATION PLAN- APPLEBY BRANCH

Staff members will following this evacuation plamendirected to do so by the authorities or
senior library personnel (to include the Direct@epartment Heads, Manager of Branch
Services or Branch ManageDRwhenever it is necessary Please carry out your
responsibilities in a calm, non-hysterical, yeteditious manner. The safety of lives is priority
one and the safety of the facility is priority two.

Whenever it is necessary, the senior employeemdHe this announcement: “We have been
told by the authorities to evacuate the buildifjease follow the instructions of the library staff
and exit the building immediately. Repeat. We hiagen told by the authorities to evacuate the
building. Please follow the instructions of thieréiry staff and exit the building immediately.”
OR upon activation of the FIRE ALARM, “The Fire Alarm is activated, please leave the
building immediately.”

All staff members EXCEPT those designated as safetgonitors will exit the facility
immediately using the nearest exit door. Do not check oukb@w answer reference questions.
Do not tarry.

a. Do not run, jump, push, shout or panic.
b. Walk deliberately to the nearest fire exit.

Staff members will proceed to the designated mgeioint which is the rear of the buildinge
sidewalk outside the entrance gate odohns Road. The senior library staff member will
conduct a head count of all staff members andssitle as the contact person with the
authorities.No one may re-enter the building for any reason uiitdirected by the
authorities to do so. Staff members will do the following:

a. Report to the designated person(s) at the emergesgmbly point.
b. Remain at the emergency assembly point and folisivuctions.

c. Report missing persons to the designated person.

d. Do not return to the building for missing persons.
e

Do not return to the building for personal effeatsvork until authorized by the incident
commander or the fire department leader.

5. Responsibilities of the safety monitors:

1* floor - Person #1(Reading Room, Adult Fiction, restroom, ComputepR area (near patio)

The senior person on duty will complete the follogvtasks, starting from the Reading Room, Adult
Fiction to the Computer Room (near patio):

Repeat the announcement.

Direct the public, volunteers and part-time empésy/to the Walton Way exit.
DO NOT check out materials or answer reference questions.

Check, and clear the first floor restroom
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e Clear the public from the computers and book stacks

* Remain at the front door entrance to prevent otfiers entering the area and building.

» Ask the public to stand at least 25 yards fromihiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whicheisahr of the buildinghe sidewalk outside
the entrance gate onJohns Road.

1%t and 2" floors — Person #2 (Children’s Reference, Staff Lmge, Work Room and Upstairs)
The next senior person on duty will complete tHWing tasks:

* Repeat the announcement.

» Direct all personnel to the Walton Road exit door.

» Check and clear staff lounge (First Floor), stafilroom and children’s reference.

« Proceed to the"?floor, using the back stairway, and clear publieas — Children’s Story Time
Room and Picture Book Room.

« Check and clear thé%loor restroom.

» If the storage room is unlocked, check and cleiarrtsom.

» Quickly proceed down the front stairway and exé building using the Walton Road exit.

» Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whicheisahr of the buildinghe sidewalk outside
the entrance gate onJohns Road.

NOTE: If there is a third staff person, this person ypiéirform the 1 floor duties under the header
above.

Staff members are required to carry out these resbitities in a calm and expeditious manner. The
senior person on duty will complete an Incident &tepnd submit it to Manager of Branch Services no
later than the next business day.
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APPENDIX Q

BUILDING EVACUATION PLAN- DIAMOND LAKES BRANCH

1. staff members will following this evacuation plahendirected to do so by the authorities or
senior library personnel (to include the Direct@epartment Heads, Manager of Branch
Services or Branch ManagerOR whenever it is necessary Please carry out your
responsibilities in a calm, non-hysterical, yeteditious manner. The safety of lives is priority
one and the safety of the facility is priority two.

2. Whenever it is necessary, the senior employeemdle this announcement: “We have been
told by the authorities to evacuate the buildifdease follow the instructions of the library staff
and exit the building immediately. Repeat. We ha@en told by the authorities to evacuate the
building. Please follow the instructions of thieréiry staff and exit the building immediately.”
OR upon activation of the FIRE ALARM, announce “The Fire Alarm is activated, please
leave the building immediately.”

Note: The Diamond Lakes Branch Library shares the mdlavith the Diamond Lakes
Community Center. Evacuation or emergency actimogd be initiated by their leadership
located in this building.

4. All staff members EXCEPT those designated as safetyonitors will exit the facility
immediately using the nearest exit door. Do not check oukba@w answer reference questions.
Do not tarry.

a. Do not run, jump, push, shout or panic.

b. Walk deliberately to the nearest fire exit.

5. staff members will proceed to thesignated meeting point which is the staff parkindot on
the south side of the building The senior library staff member will conducteat count of all
staff members and will serve as the contact penstinthe authoritiesNo one may re-enter the
building for any reason until directed by the authaities to do so.

Staff members will do the following:

a. Report to the library senior staff member (desigdaterson) at the emergency assembly
point.

Remain at the emergency assembly point and folhsivuctions.
Report missing persons to the senior library steffmber (designated person).

Do not return to the building for missing persons.

® oo o

Do not return to the building for personal effeatsvork until authorized by either the
incident commander or the fire department leader.

6. Responsibilities of the safety monitors:
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Person #1 Children’s Area, Public Restrooins

The senior person on duty will complete the follogvtasks, starting from the Children’s area to the
emergency exit in children’s area:

Repeat the announcement.

Direct the public to the emergency exit door in¢hddren’s area.

DO NOT check out materials or answer reference questions.

Clear the public from the computers and book stacks

Check and clear the public restrooms (in corriéading to the Community Center).
Remain at the library’s main entrance doors to @néwthers from entering the area.

Wait here until the other two safety monitors haleared their assigned areas.

Depart the building using the main exit.

Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.
Proceed to the designated meeting point whicheistdff parking lot on the south side of the
building.

Person #2(Circulation Desk, Staff Work Room, Staff Restrodms

The senior person on duty will complete the follogvtasks, starting from the Circulation Desk to the
Staff Work Room:

Repeat the announcement.

Staff should exit through the closest exit (staftrance in the work room).

Do NOT check out materials or answer referencetopres

Check and clear the staff restroom.

Check and clear the staff lounge.

Depart the building using the staff e TER all safety monitors have cleared their areas.
Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.
Proceed to the designated meeting point whithesstaff parking lot on the south side of the
building.

Note: When only two (2) staff persons are availablsk$aunder Persons 1 & 2 should be performed by 1
person.

Person #3(Computer Lab, Adult Reading Area)

The next senior person on duty will complete tHfing tasks and clear all persons from thesesarea

Repeat the announcement.

Direct the public to the exit door in the adultare

Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.
Proceed to the designated meeting point whitheéssouth side of building, staff parking lot
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Staff members are required to perform these redpibtiss in a calm and expeditious manner. The
senior person on duty will complete an Incident &tepnd submit it to Administrative Services nefat
than the next business day.
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APPENDIX R
BUILDING EVACUATION PLAN- FRIEDMAN BRANCH

1. Staff members will following this evacuation plahendirected to do so by the authorities or
senior library personnel (to include the Direct@epartment Heads, Manager of Branch
Services or Branch Manager)R whenever it is deemed necessaryPlease carry out your
responsibilities in a calm, non-hysterical, yete&ditious manner. The safety of lives is priority
one and the safety of the facility is priority two.

2. When directed to do so, the senior person on dutyeaCirculation Desk will make this
announcement: “We have been told by the authsiitieevacuate the building. Please follow the
instructions of the library staff and exit the loliilg immediately. Repeat. We have been told by
the authorities to evacuate the building. Pleallev the instructions of the library staff and texi
the building immediately.OR upon activation of the FIRE ALARM, announce, “The Fire
Alarm is activated, please leave the building imiatedy.”

3. All staff members EXCEPT those designated as safetgonitors will exit the facility
immediately using the nearest exit door. There is an exiiénwork room. Do not check out
books or answer reference questions. Do not tarry.

a. Do not run, jump, push, shout or panic.
b. Walk deliberately to the nearest fire exit.

4. Staff members will proceed to the designated mgedoint which is located at tHar front
corner (near Jackson Roadpf the parking lot.
The senior library staff member will conduct a headnt of all staff members and will serve as

the contact person with the authoritiééo one may re-enter the building for any reason urilt
directed by the authorities to do so.

Staff members will do the following:

c. Report to the designated person(s) at the emergesgmbly point.

d. Remain at the emergency assembly point and folhsivuctions.

e. Report missing persons to the designated person.

f. Do not return to the building for missing persons.

g. Do not return to the building for personal effeatsvork until authorized by the incident

commander or the fire department leader.

5. Responsibilities of the safety monitors:
Person #1(Children’s Area, Meeting Room, Multipurpose RodRestroom}

The senior person on duty will complete the follogvtasks, starting from the Children’s area to the
meeting room area:

* Repeat the announcement.
» Direct the public to the main exit door.
» DO NOT check out materials or answer reference questions.
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» Clear the public from the computers and book stéchédren’s area).

» Check and clear the two (2) public restrooms.

e Clear the lobby area.

» Remain at the front entrance to prevent others fataring the area.

» Wait here until the other two safety monitors haleared their assigned areas.

» Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whichcistéal at théar front corner (near Jackson
Road) of the parking lot.

Person #2(Circulation Desk, Public Computers, Adult area)

The next senior person on duty will complete tHeWing tasks, starting from the public computer
stations to the circulation desk:

* Repeat the announcement.

» Direct the public to the exit door in the adultare

* Do NOT check out materials or answer referencetmres

» Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whichcistéal at théar front corner (near Jackson
Road) of the parking lot.

Person #3(Staff Work Room, Staff Lounge, Staff Restroom)
The next senior person on duty will complete tHWing tasks:

* Repeat the announcement.

» Direct staff in this area to the staff entrancerdoo

* Check and clear the staff restroom.

» Check and clear the staff workroom.

» Check and clear staff lounge.

» Ask the public to stand at least 25 yards fromihiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whichcistéal at théar front corner (near Jackson
Road) of the parking lot.

NOTE: When only two (2) staff persons are availablsk$aunder Persons 2 & 3 should be performed
by 1 person.

Staff members are required to perform these redpibtiss in a calm and expeditious manner. The
senior person on duty will complete an Incident &epnd submit it to Administrative Services netat
than the next business day.
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APPENDIX S
BUILDING EVACUATION PLAN- HEADQUARTERS

1. Staff members will following this evacuation plahen directed to do so by the authorities or
senior library personnel (to include the Direcidept. Heads, or senior staff on duty). Please
carry out your responsibilities in a calm, non-ky&tal, yet expeditious manner. The safety of
lives is priority one and the safety of the fagili priority two.

1. When directed to do so, the senior person on dutyeaCirculation Desk will make this
announcement on the public address system: “We bagn told by the authorities to evacuate
the building. Please follow the instructions o ttbrary staff and exit the building immediately.
Repeat. We have been told by the authorities touata the building. Please follow the
instructions of the library staff and exit the loliflg immediately.”

2. After this announcement is made, the IT Dept. shilit down all public computers within 3
minutes.

3. All staff members EXCEPT those designated as safetgonitors will exit the facility
immediately using the nearest exit door or exit stairwell. iz check out books or answer
reference questiondo not use the elevatorsDo not tarry.

4. Staff members will proceed to the designated mgegdaint which is the sidewalk near the
church. The senior library staff member will conta head count of all staff members and will
serve as the contact person with the authorifdsone may re-enter the building for any
reason until directed by the authorities to do so.

5. Responsibilities of the safety monitors:

1* floor - Person #1 (Children’s Dept.)

The senior person on duty will accomplish the failng instructions, starting from the Children’s Dep
entrance to the Greene Street emergency exit:

* Repeat the announcement.

» Direct the public to the Greene Street emergenitydewr.

* Do NOT check out materials or answer referencetmres

» Discourage the customers from using the self-ciséation.

» Check, clear, and lock the three (3) public restre@and changing station.

» Clear the public from the computers and book stacks

» Stand at the Children’s Dept. entrance to prevémrs from entering the area.

« Wait here until the other two safety monitors oa #ifloor have cleared their assigned areas.

» Depart the building using the Greene Street emesgexit AFTER all three safety monitors have
cleared their assigned areas.

» Ask the public to stand at least 25 yards fromihiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whicheisitlewalk near the school.

1* floor — Person #2 (Circulation Desk)
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The senior person on duty will accomplish the fallng instructions, starting from the Periodical
Reading area to the Telfair Street exit:

* Repeat the announcement.

» Direct the public to the Telfair Street exit door.

» Do NOT check out materials or answer referencetwres

» Discourage the customers from using the self-clseation.

» Check, clear, and lock the 2 public restrooms asthff restrooms.

« Stand at the lobby entrance to prevent others &otaring the area.

* Wait here until the other two safety monitors haleared their areas.

« Depart the building using the Telfair Street exf#TER all safety monitors on thé' floor have
cleared their areas.

» Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whichesitiewalk near the school.

1* floor — Person #3 (Circulation Desk)

The next senior person on duty will accomplishftil®wing instructions and clear all persons frdma t
auditorium:

* Repeat the announcement.

» Direct the public to the parking lot exit door.

* Do NOT permit persons to exit using the doors iiearestrooms.

» Check, clear, and lock the 2 public restrooms.

» Check, clear and lock the kitchen.

* Check, clear and lock the storage room.

» Stand at the lobby entrance to prevent others #otaring the area.

Do NOT lock the auditorium doors.

» Wait here until the other two safety monitors haleared their assigned areas.

« Depart the building using the Telfair Street exf#TER all three safety monitors on théfbor
have cleared their assigned areas.

» Ask the public to stand at least 25 yards fromhhiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whichesitiewalk near the school.

1* floor — Person #4 (Technical Services)
The senior person on duty will accomplish the fwilng instructions:

* Repeat the announcement.

» Direct all personnel to the parking lot exit door.

* Check, clear and lock the doors to Technical Sesvic

» Do NOT permit persons to exit by going into the lpubervice area.
* Check, clear, and lock the 2 staff restrooms.

e Check and clear the garage.

» Check and clear the delivery room.

» Depart the building using the exit near the parkaig

» Ensure the back doors locks after you exit.
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» Ask the public to stand at least 25 yards fromihiéding. Ask, but do not force them to do so.
» Proceed to the designated meeting point whicheisitlewalk near the school.

2" floor — Person #1 (Information/Reference Dept.)

The senior person on duty will accomplish the failng instructions, starting from the elevator tdfaie
Street:

* Repeat the announcement.

» Direct EVERYONE to the Telfair Street exit door.

* Clear and lock the staff work room.

» Clear and lock the 2 public restrooms and the f2 tstrooms.

» Clear the public from all computers. This will #ificult, but it must be done.

e Clear and lock the 3 study rooms.

* Clear and lock the Friends room.

* Do NOT check out materials or answer referencetmres

» Discourage the customers from using the self-clséation.

» Stand at the Telfair Street windows and prevengrstfrom entering the area. Wait here until the
other safety monitor has cleared their area.

» Depart the building using the Telfair Street exitfBN both safety monitors have cleared their
areas.

» Ask the public to stand at least 25 yards fromithiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whicheisitlewalk near the school.

2" floor — Person # 2 (Information/Reference Dept.)

The next senior person on duty will accomplishftilewing instructions, starting from the reference
collection to Greene Street:

* Repeat the announcement.

«  Walk down the wall on the"8Street side of the building, clear the area otaditomers; look
down through the non-fiction stacks and clear ttaesas of customers also.

» Walk back toward the reference desk using the cargée and clear all customers from the
fiction stacks.

« Walk down the wall opposite"SStreet and clear the area of all customers.

» Direct EVERYONE to the Greene Street exit door.

* Do NOT check out materials or answer referencetmres

» Discourage the customers from using the self-ciséation.

* When all areas are cleared of customers, standimeatevator and prevent others from entering
the area.

» Wait here until the other safety monitor has clddaheir assigned area.

e Depart the building using the Greene Street eaitsAFTER you and the other safety monitor
have cleared your assigned areas.

» Ask the public to stand at least 25 yards fromihiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point whicheisitlewalk near the school.
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3 Floor — Person #1 (Georgia Room)
The senior person in the Georgia Room will accostplhe following instructions:

» Clear and lock the Georgia Room.

* Clear and lock the Talking Book Center.

» Clear and lock the Writing Lab and small ConfereRcem.

» Depart the building using the exit door locatedtriexthe small Conference Room.

» Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.
» Proceed to the designated meeting point whichesitiewalk near the school.

39 floor — Person #2

The following instructions will be accomplished the secretary €} or Printing Office personnel {9 or
Head of Administrative Services'{g

e Clear and lock the 2 public restrooms.

» Clear and lock the staff lounge.

» Exit the building using the stairs to the rightlo¢ elevator.

» Ask the public to stand at least 25 yards fromhhiéding. Ask, but do not force them to do so.
» Proceed to the designated meeting point whichesitiewalk near the school

3 floor — Person #3

The following instructions will be accomplished tye Head of Administrative Servicesbr the senior
person in the IT Dept.:

» Lock the door to Administration.

» Clear and lock the Computer Lab.

* Clear and lock the small Meeting Room.

» Check to ensure all personnel in Administrationehdgparted the building.

e Check and clear the Board Room.

» Check and clear the IT Dept.

» Check and clear the 2 staff restrooms.

» Exit the building using the stairs near the staftrooms.

» Ask the public to stand at least 25 yards fromithiéding. Ask, but do not force them to do so.
» Proceed to the designated meeting point whicheisitlewalk near the school.

Staff members are required to carry out these resbitities in a calm and expeditious manner. The
senior person on duty will complete an Incident &tepnd submit it to Administrative Services neefat
than the next business day.
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APPENDIX T
BUILDING EVACUATION PLAN- MAXWELL BRANCH

1. Staff members will following this evacuation plahendirected to do so by the authorities or
senior library personnel (to include the Direct@epartment Heads, Manager of Branch
Services or Branch Manage®DRwhenever it is necessary Please carry out your
responsibilities in a calm, non-hysterical, yeteditious manner. The safety of lives is priority
one and the safety of the facility is priority two.

2. Whenever it is necessary, the senior employeemdle this announcement: “We have been
told by the authorities to evacuate the buildifdease follow the instructions of the library staff
and exit the building immediately. Repeat. We ha@en told by the authorities to evacuate the
building. Please follow the instructions of thieréiry staff and exit the building immediately.”
OR upon activation of the FIRE ALARM, announce “The Fire Alarm is activated, pleasgdea
the building immediately.”

4. All staff members EXCEPT those designated as safetyonitors will exit the facility
immediately using the nearest exit dooiThere is a staff entrance door in the workroom.Do
not check out books or answer reference questibDasnot tarry.

Do not run, jump, push, shout or panic.
Walk deliberately to the nearest fire exit.

Staff members will proceed to thlesignated meeting point which is the grassy arehdt is
through the far left side of the parking lot (nearLumpkin Road). The senior library staff
member will conduct a head count of all staff memaland will serve as the contact person with
the authorities.No one may re-enter the building for any reason uiiltdirected by the
authorities to do so.

Staff members will do the following:

a. Report to the library senior staff member (desigdaterson) at the emergency assembly
point.

Remain at the emergency assembly point and folhsivuctions.
Report missing persons to the senior library stefmber (designated person).

Do not return to the building for missing persons.

® o0 o

Do not return to the building for personal effeatsvork until authorized by either the
incident commander or the fire department leader.

8. Responsibilities of the safety monitors:

Person #1 (Adult area, computer work stations)

The senior person on duty will complete the follogvtasks, starting from the adult area to the Lumpk
Road exit:

* Repeat the announcement.
» Direct the public to the main entrance, Lumpkin &eait door.
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DO NOT check out materials or answer reference questions.

Clear the public from the computers and book stacks

When necessary, assist in clearing the childrenea.a

Remain at the Lumpkin Road entrance to preventrstinem entering the building.

Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.
Proceed to the designated meeting point whicheigtiissy area that is through the far left
side of the parking lot (near Lumpkin Road)

Person #2 (Circulation Desk and Work Room)

The next senior person on duty will complete tHfang tasks, starting from the Circulation Deska
to the staff workroom entrance:

Repeat the announcement.

Direct staff, volunteers, students, etc., in threudation area, manager’s office and workroom
area to exit through the staff entrance door.

DO NOT check out materials or answer reference questions.

Check and clear the staff restroom.

Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.
Proceed to the designated meeting point whichegthssy area that is through the far left
side of the parking lot (near Lumpkin Road)

Person #3 (Children’s area, Multipurpose Room, Pulit Restrooms)

The next senior person on duty will complete tHe%ng tasks, starting from the Children’s area.

Repeat the announcement.

Direct the public in the children’s area to theripkin Road exit door.

DO NOT check out materials or answer reference questions.

Check and clear the two (2) public restrooms.

Direct the public in the multipurpose room to ledlve building through the two (2) exit doors in
this room.

Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.
Proceed to the designated meeting point whichegithssy area that is through the far right
side of the parking lot

Staff members are required to perform these redpibitiss in a calm and expeditious manner. The
senior person on duty will complete an Incident &tepnd submit it to Administrative Services nefat
than the next business day.
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APPENDIX U
BUILDING EVACUATION PLAN- WALLACE BRANCH

1. Staff members will following this evacuation plahendirected to do so by the authorities or
senior library personnel (to include the Direct@epartment Heads, Manager of Branch
Services or Branch Manager)R whenever it is deemed necessaryPlease carry out your
responsibilities in a calm, non-hysterical, yeteditious manner. The safety of lives is priority
one and the safety of the facility is priority two.

2. When directed to do so, the senior person on dutyeaCirculation Desk will make this
announcement: “We have been told by the authstitieevacuate the building. Please follow the
instructions of the library staff and exit the loliflg immediately. Repeat. We have been told by
the authorities to evacuate the building. Pleallev the instructions of the library staff and texi
the building immediately.OR upon activation of the FIRE ALARM, “The Fire Alarm is
activated, please leave the building immediately.”

3. All staff members EXCEPT those designated as safetgonitors will exit the facility
immediately using the nearest exit door. Do not check oukb@w answer reference questions.
Do not tarry.

Do not run, jump, push, shout or panic.
Walk deliberately to the nearest fire exit.

Staff members will proceed to the designated mggtoint which is located atme front of the
building (Laney Walker Boulevard) on the sidewalk drectly in front of the church.
7. The senior library staff member will conduct a headnt of all staff members and will serve as

the contact person with the authoritiééo one may re-enter the building for any reason urilt
directed by the authorities to do so.

Staff members will do the following:
a. Report to the designated person(s) at the emergessgmbly point.
b. Remain at the emergency assembly point and folisivictions.
c. Report missing persons to the designated person.
d. Do not return to the building for missing persons.
e

Do not return to the building for personal effeatsvork until authorized by the incident
commander or the fire department leader.

8. Responsibilities of the safety monitors:

Person #1(Adult Area, Computer Lab, Children’s Area)

The senior person on duty will complete the follogvtasks, starting from the Adult Area to the
Children’'s Area and Computer Lab:

* Repeat the announcement.
» Direct the public, volunteers and part-time empésyto the Laney Walker Boulevard exit.
» DO NOT check out materials or answer reference questions.
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e Clear the public from the computers and book stacks

» Check and clear the two (2) public restrooms.

e Check and clear the meeting room.

» Remain at the front entrance to prevent others fataring the area.

» Ask the public to stand at least 25 yards fromhhiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point which ihefront of the building (Laney Walker
Boulevard) on the sidewalk directly in front of thechurch.

Person #2 (Staff Lounge, Staff Work Room, Staff Restroom)
The next senior person on duty will complete tHWing tasks:

* Repeat the announcement.

» Check and clear staff lounge, staff work room aiadf sestroom.

« Direct all staff, volunteers, etc. in this areathe rear exit door.

» Ask the public to stand at least 25 yards fromhthiéding. Ask, but do not force them to do so.

» Proceed to the designated meeting point which ihefront of the building (Laney Walker
Boulevard) on the sidewalk directly in front of thechurch.

Staff members are required to carry out these resbitities in a calm and expeditious manner. The
senior person on duty will complete an Incident &®epnd submit it to Manager of Branch Services no
later than the next business day.

NOTE: In the event that only one (1) staff persoaviailable, tasks for Person #1 and Person # 2 will
be performed by the only staff member.
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Augusta-Richmond County Public Library Emergency Adion Plan

BOMB THREAT REPORT FORM

INSTRUCTIONS: BE CALM. BE COURTEOUS. LISTEN - DO NONTERRUPT THE CALLER.
AND/OR SHERIFF'S DEPARTMENT (911)

NOTIFY SUPERSOR

Date: Time:

Exact words of person Placing Call:

QUESTIONSTO AK:

1. When is the bomb going to explode?

2. Where is the bomb right now?

3.  What kind of bomb is it?

4, What does it look like?

5.  Why did you place the bomb:

TRY TO DETERMINE THE FOLLOWING (CIRCLE AS APPROPRIA)

Caller Identity: Male Female Adult Juvenile Age Year
s
Voice: Loud Soft High Pitch Deep Raspy Pleas
ant
Intoxicate Other
| Accent: Local Not Local Foreign Region |
Speech: Fast Slow Distinct Distorted Stutter Ng
sal
Lisp Other:
Language: Excellent Good Fair Poor Foul Oth
er:
Manner: Calm Angry Rational Irrational Coherent In(;?]?er
Deliberatt Emotiona Righteou Laughing Intoxicatec
Eﬁ:ls(egmund Traffic Office Machines  Factory Machines Trains Nus Other:

Additional Information (use back of form is necag3a

ACTION TO TAKE IMMEDIATELY AFTER THE CALL: Notify your supervisor/ Sheriff's Department

as instructed (911). Talk to no one other than irructed by your supervisor/Sheriff's Department.



Augusta-Richmond County Public Library Building Mai ntenance Form

Date: Time:

Please Circle One. Location. AB DL FB MB Main (Administration, Circulation,
Children’s, Technical Services, and Public ServicgsVB TBC

BUILDING MAINTENANCE PROBLEMS TO BE REPORTED: Pleas e be very specific.

INSIDE:

OUTSIDE:

RECOMMENDED ACTION (IF ANY):

PERSON REPORTING:

Please keep one copy for your file and forward a py to Administrative Services. Please
send your copy to Administrative Services when thproblem has been resolved.



Augusta Commission
INCIDENT REPORT

Date of Incident

1. Employee Name: 2. Department: 3. Time

A.M.

CATEGORY OF INCIDENT

NO DAMAGE NO INJURY Reported to Sheriff's Department Yes
Damage to Private Property Theft to General Public
Damage to County Property Theft to County Property
Injury to General Public Vandalized County Property
Injury to Employee
Other:

No

INJURY DAMAGE/LOSS

4. NAME: 9. OWNER:

5. ADDRESS: 10. ADDRESS/PHONE:

6. PHONE: 7. EMPLOYEE 11. ASSET #/SERIAL #/ITEM

GEN. PUBLIC

8. NATURE OF INJURY: 12. ESTIMATED LOSS/DAMAGE/REPAIR:

20 =-T=20O0WVLMO

13. Describe injury or damage (who, what, when, where, how, why - Fleet Accident Report is to be used for vehicles).

14. Medical Treatment (Employee/supervisor is to submit First Report of Injury - Workers Comp)

DOCTOR: HOSPITAL:

nHunn<r»2z2>»

15. What acts, conditions, of failure to act, contributed most directly to this
incident?

20>

16. Corrective Action applied? (if repair is to be made, indicate who and
where)

17. SUPERVISOR SIGNATURE: DATE:




WC-1 EMPLOYER'S FIRST REPORT OF INJURY OR OCCUPATIONAL DISEASE

GEORGIA STATE BOARD OF WORKERS' COMPENSATION

EMPLOYER'’S FIRST REPORT OF INJURY OR OCCUPATIONAL D ISEASE
NOTE: FAILURE TO SUBMIT THIS REPORT TO INSURER IMMEDIA TELY MAY RESULT IN PENALTY. MUST BE TYPED OR PRINTE D IN BLACK INK.
Board Claim No. Employee Last Name Employee First Name M.1. Social Security Number Date of Injury

A. IDENTIFYING INFORMATION

Male Birthdate Phone Number Empl E-mail
EMPLOYEE | = mployee E-mal
C Female
Address City State Zip Code
Name NAICS Code Nature of Business (Trade, Transport, Mfg.,etc.)
EMPLOYER Augusta-Richmond County Commission Government
Address Phone Number Employer FEIN
530 Greene Street, Room 217 (706) 821-2302
City State Zip Code Employer E-mail
Augusta GA 30901 jblackstone @augustaga.gov
INSURER / Name Insurer/Self-Insurer FEIN Insurer/ Self-Insurer File #
SELF-INSURER Augusta-Richmond County Commission
Name Claims Office FEIN # Claims Office Phone Claims Office E-mail
Svc'd by Georgia Administrative . .
CLAIMS OFFICE Service)é 9 (770) 963-7732 senglish@gaadminsvcs.com
SBWC ID# (five digit no.) Address City State Zip Code
21676 1775 Spectrum Drive, Suite 100 Lawrenceville GA 30043
Date Hired by Employer Job Classified Code No. Number of Days Worked Per Week Wage rate at time of D per Hour
Injury or Disease:
EMPLOYMENT/WAGE iy [ per Day
D per Week
Insurer Type Code List Normally Scheduled Days Off D Month
[ 1-1nsurer [] s-Self-insurer []Group Fund per Mon
c . Date Employer had knowledge of Enter First Date Employee Failed to Work
. . ounty of Injury :
INJURY/ILLNESS Time of Injury Injury a Full Day
& MEDICAL L am
L pm
Did Employee Receive Full Did Injury/lliness Occur Type of Injury/lliness Body Part Affected
Pay on Date of Injury? on Employer’s premises?
D Yes D No D Yes D No
How Injury or lllness / Abnormal Health Condition Occurred
Treating Physician (Name and Address) Initial Treatment Given: Hospital / Treating Facility (Name and Address) .
D None If Returned to Work, Give Date:
D Minor: By Employer
D Minor: Clinical/Hospital Returned at what wage per Week
D Emergency Room If Fatal, Enter Complete
D Hospitalized > 24hrs Date of Death
Report Prepared By (Print or Type) Telephone Number Date of Report
B. INCOME BENEFITS Form WC-6 must be filed if weekly benefit is lesst  han maximum
Previously Medical Only Date of disability:
[1 ves [C No | Average Weekly Wage: $ Weekly benefit: $
Date of first Payment: Compensation paid: $ or Date salary paid: Penalty paid: $
BENEFITS ARE PAYABLE FROM FOR:
|:| Temporary total disability |:| Temporary partial disability |:| Permanent partial disability of % to for weeks.
UNTIL WHEN THE EMPLOYEE ACTUALLY RETURNED TO WORK WITHOUT RESTRICTIONS. ALL OTHER SUSPENSIONS REQUIRE

THE FILING OF FORM WC-2 WITH THE STATE BOARD OF WORKERS' COMPENSATION AND THE EMPLOYEE.

C. NOTICE TO CONTROVERT PAYMENT OF COMPENSATION

Benefits will not be paid because:

D. MEDICAL ONLY INJURY [C No disability paid or controverted

(Insurer / Self-Insurer: Type or Print Name of Person Filling Form) Signature Date

Phone and Ext. | E-mail

IF YOU HAVE QUESTIONS PLEASE CONTACT THE STATE BOAR D OF WORKERS' COMPENSATION AT 404-656-3818 OR 1-800 -533-0682 OR VISIT http://www.sbwc.georgia.gov

WILLFULLY MAKING A FALSE STATEMENT FOR THE PURPOSE OF OBTAINING OR DENYING BENEFITS IS A CRIME SUBJECT TO PENALTIES OF UP TO $10,000.00 PER VIOLATION (O.C.G.A. ! 34-9-18 AND ! 34-9-19).

EMPLOYER'’S FIRST REPORT OF INJURY
WC-1 REVISION . 07/2009 1 OR OCCUPATIONAL DISEASE
10F3



WC-1 EMPLOYER'S FIRST REPORT OF INJURY OR OCCUPATIONAL DISEASE
GEORGIA STATE BOARD OF WORKERS' COMPENSATION
I | |

IF YOU HAVE QUESTIONS PLEASE CONTACT THE STATE BOAR D OF WORKERS' COMPENSATION AT 404-656-3818 OR 1-800 -533-0682 OR VISIT http://www.sbwc.georgia.gov

WILLFULLY MAKING A FALSE STATEMENT FOR THE PURPOSE OF OBTAINING OR DENYING BENEFITS IS A CRIME SUBJECT TO PENALTIES OF UP TO $10,000.00 PER VIOLATION (O.C.G.A. ! 34-9-18 AND ! 34-9-19).

EMPLOYER'’S FIRST REPORT OF INJURY
WC-1 REVISION . 07/2009 1 OR OCCUPATIONAL DISEASE
20F 3



WC-1 EMPLOYER'S FIRST REPORT OF INJURY OR OCCUPATIONAL DISEASE

GEORGIA STATE BOARD OF WORKERS' COMPENSATION

NOTICE TO EMPLOYER

1. Provide prompt medical attention; allow the employee to select a physician from your posted panel, and explain the panel
to the employee.

2. Complete Section A of this form immediately upon your knowledge of an injury and send the WC-1 to your insurance
company or self-insurer claims office. FAILURE TO DO SO MAY RESULT IN A PENALTY .
Do not send this form to the State Board of Workers' Compensation.

3. If you need additional help, call your insurance company or self-insurer claims office.

4. Report serious injuries immediately by telephone to your insurer's claims department, then file this form with your
insurance company or self-insurer claims office.

NOTICE TO INSURER / SELF-INSURER

1. Complete Section B, C, or D.
This form must be filed with the State Board of Workers’ Compensation. A copy of both sides of this form must be sent to
the claimant(s) and all counsel of record. Form W-6 must be filed if weekly benefits are less than the maximum.

NOTICE TO EMPLOYEE
1. This form is provided for your information only.

If Section B is completed, you will receive income benefits on a weekly basis and the employer will pay medical expenses
from approved doctors. If you do not receive payment of benefits, or medical bills are not paid, call your employer or your
employer's insurance company or self-insurer claims office.

If Section C is completed, your claim of injury has been denied by the employer/insurer. If you disagree with this denial,
you must file a form WC-14, Notice of Claim, within one year of the accident with the State Board of Workers'
Compensation, 270 Peachtree Street N.W., Atlanta, G eorgia 30303-1299.

For Information or Assistance, contact:

STATE BOARD OF WORKERS' COMPENSATION

Toll Free Telephone: 1-800-533-0682
In Atlanta: (404) 656-3818

http://www.sbwc.georgia.gov

IF YOU HAVE QUESTIONS PLEASE CONTACT THE STATE BOAR D OF WORKERS' COMPENSATION AT 404-656-3818 OR 1-800 -533-0682 OR VISIT http://www.sbwc.georgia.gov

WILLFULLY MAKING A FALSE STATEMENT FOR THE PURPOSE OF OBTAINING OR DENYING BENEFITS IS A CRIME SUBJECT TO PENALTIES OF UP TO $10,000.00 PER VIOLATION (O.C.G.A. ! 34-9-18 AND ! 34-9-19).

EMPLOYER'’S FIRST REPORT OF INJURY
WC-1 REVISION . 07/2009 1 OR OCCUPATIONAL DISEASE
30F3



Printer Supply Order Form

REQUESTED BY - NAME:

Approved by Supervisor: DATE: DEPARTMENT / BRANCH:
Brand MODEL CARTRIDGE ORDER CODE QNUéAENJéBY Brand MODEL CARTRIDGE %%DDEER QNUéAENJéBY

HP Deskjet 6122 78 (color) 78 HP OfficeJet L7680  printhead [C9381A HP88 K/Y
45 (B&W) 45 "[C9382A HP88 M/C

HP LaserJet P1006 HEP21006MR 35A cartridge|C9385AN HP88 Black XL

HP LaserJet 1320 Q5949X 49X "|C9386AN HP88 Cyan

HP LaserJet P1505 CB436A 36A "|C9387AN HP88 Magenta
CB436micr 36 micr "[C9388AN HP88 Yellow

HP LaserJet 2015DN Q7553X 53X HP DesignJet 110+ C4837AN HP11 Magenta

HP LaserJet 2035N/P2055dn CES505A 05A C4838AN HP11 Yellow

HP Laserjet CM2320 & 2025dn CC-530A - K (black) 530A C4836AN HP11 Cyan
CC-531A - C (cyan) 531A 28 ml - .095 fl oz Toner >|C4844A HP10 Black
CC-532A - Y (yellow) 532A C4812A HP11 Magenta
CC-533A - M (magenta) 533A C4813A HP11 Yellow

HP LaserJet 2430 11A (Q6511A) 11A C4811A HP11 Cyan

HP LaserJet 4000T C4127X 27X Printhead >[C4810A HP11 Black

HP Color LaserJet CP4005dn CB400A Black CL Toner 400A Lexmark Form Prt. 4227plus 13L0034
CB401A Cyan CL Toner 401A Okidata Microline 320turbo OKI152107001 (NuKote)
CB402A Yellow CL Toner 402A Ricoh MPC4500 black 841342 342
CB403A Magenta CL Toner 403A cyan 841345 345

HP Color LaserJet 4025 & 4525 CE260A - K (black) 260A yellow 841343 343
CE261A - C (cyan) 261A magenta 841344 344
CE262A - Y (yellow) 262A Samsung ML-2525W MLT-D105L 105L
CE263A - M (magenta) 263A Star Receipt SP200 RC200P SP200
CE265A - collection unit 265A Brother Intellifax 1270e PC201* PC201
CE246A Fuser Kit 246A Epson TM-T88IV 1228 thermal paper 1228
CE249A Transfer Kit 249A Ithaca Itherm Receipt Printer 9078-1387

HP HP 4050 C4127A 27A Konica Minolta  |Copier Bizhub 200 TN211

HP LaserJet Pro 400, m475dn CE410X - K 410A Verifone vx510LE Charge Card Machin 120601 thermal paper 120601
CE411A-C 411A
CE412A-Y 412A
CE413A-M 413A

revised 07/11/2014




DEPARTMENT:

PRINTED ITEMS REQUISITION

(Not to be used for new printed items)

DATE:

Item Name (attach example)

Quantity

Requestor’'s Name




PETTY CASH REIMBURSEMENT

NAME: DATE:

AMOUNT TO BE REIMBURSED:

REASON FOR EXPENDITURE:

DEPARTMENT HEAD APPROVAL:

*RETURN THIS FORM WITH ALL RECEIPTS TO THE BUSINESS MANAGER, HEADQUARTERS
LIBRARY. TO RECEIVE REIMBURSMENT, RECEIPTS MUST BE ATTACHED.

PETTY CASH REIMBURSEMENT

NAME: DATE:

AMOUNT TO BE REIMBURSED:

REASON FOR EXPENDITURE:

DEPARTMENT HEAD APPROVAL:

*RETURN THIS FORM WITH ALL RECEIPTS TO THE BUSINESS MANAGER, HEADQUARTERS
LIBRARY. TO RECEIVE REIMBURSMENT, RECEIPTS MUST BE ATTACHED.



Name of Requestor:

SPECIAL ORDER SUPPLY REQUISITION

prypal by Dept. Head:

Department: eatbmitted to Business Manager:
Date | Quantity Item Description Catalog Vendor Pg. No,| Price Item Item
Needed No. Recvd. | Delivered to

Department




(Use Special Order Supply Requisition for Items Not Listed) Revised 3/5/2010

STOCK ROOM SUPPLY REQUIAITION

BRANCH/DEPT: APRROVED BY: DATE:
QTy ITEM REQUESTOR Qry ITEM REQUESTOR
-------- Adhesives/Glues e ---—---- | Letterhead oo
Elmer’s (large) ARCPL Letterhead
Elmer’s (small) ARCPL Black Sheets

Glue Stick

Rubber Cement (refill)

Miscellaneous

Super Glue

Band Aids

Batteries, 9 Volt

Computer Supplies

Batteries, AA

(Order ribbons & Batteries, AAA
cartridges on special Batteries, C
requisition) Batteries, D
Floppy Disks (3 %”) Gem Clips, regular

Anti-Static Wipes

Gem Clips, large

USB Flash Drives

Red String

Compressed Air

Binder Clips 1-1/4 in.

Rubber Bands, #16

Envelopes

Rubber Bands, #32

ARCPL (white)

Rubber Bands #64

ARCPL (window)

Stamp Pad, black

Stamp Pad, red

Delivery Pouches

Stamp Pad Ink (R/B)

ILL (window) Staples, standard
Manila 9 x 12” Staples B-8
Manila 10 x 13” Staples (other:
Manila9 %2 x 6 %2 Wite-Out

Manila5% x 3”

Correction Tape

Plain #10 (4 x 9 %%")

Paper

Folders/Binders

Adding/Calculator 2 %”

Hanging Files, Letter

Cash Register

Hanging Files, Legal

Computer, pin-fed

Manila File, Letter

Legal pad 8 %2 x 11”

Manila File (Legal)

Legal Pad 8 %2 x 14

3-Ring Binder 1”

Legal pad, junior

3-Ring Binder, 1 5"

Lined, 3 ring

Plain White 8 2 x 11

Labels, Computer

Plain White 8 2 x 14

Avery Address #5161 Post Cards (plain)
Avery Address, Pin-fed Post-It Notes, small
Avery Address, 8162 Post-It Notes, medium

Avery Address, 5160

Post-it Notes, Large

Steno Pad

Making Tape




Receipt Printer (PINES)
Thermal

Building Supplies

Alcohol, rubbing

Receipt Printer (PINES)
Thermal

All-purpose cleaner

Ammonia

Scratch Paper, 3 x5 “

Bleach

Cleanser, powdered

Pens/Pencils, etc.

Furniture Polish

Eraser, art gum Pine-Sol
Eraser, with brush OdoBan
Eraser, pencil tip Lysol Spray

Flair Pen, black

Lysol Fresheners

Flair Pen, green

Lysol/Clorox Wipes

Flair Pen, red

Windex

Hi-Liter, green

Disposal Plastic Gloves

Hi-Liter, pink

Hi-Liter, yellow Fire Ant Killer
Marker, Sharpie fine Roach Killer
Marker, Sharpie thick Weed Killer

Marks-A-Lot, black

Pen, ballpoint, blue

Light Bulbs, 25 Watt

Pen, ballpoint, black

Light Bulbs, 40 Watt

Pen, ballpoint, red

Light Bulbs, 60 Watt

Pencil, #2 black

Light Bulbs, 75 Watt

Pencil, red

Light Bulbs, 100 Watt

Pencil, golf

Light Bulbs, fluorescent
Specify size:

PINES Supplies

Soap, bar

Barcodes, book

Soap, liquid hand

Barcodes Library Cards

Dishwashing Liquid

Patron Registration
Cards

Hand Sanitizers

Bubble Wrap Paper Towel, multi-fold
Index Cards Paper Towel, C-fold
Mail Bags Paper Towel, roll

Sealing Strips, plastic

Toilet Tissue, roll

Toilet Tissue, regular

Tape

Toilet Tissue, Irg. roll

Book Tape 845, 1 14"

Book Tape 845, 2"

Trash Bags, kitchen

Box Sealing Tape

Trash Bags, Lawn/leaf

Double-Sided Tape

Trash Bags, waste basket

Magic Tape % x 1296”

Brown Leaf Paperbags

Magic Tape % x 1296”

Magic Tape 1 x 1296”

Magic Tape % x 2592"

Magic Tape % x 2592”

Magic Tape 1 x 2592”




AUGUSTA-RICHMOND COUNTY PUBLIC LIBRARY

TIME SHEET
Employee Department
Pay Period , through ,
Sat Sun Mon | Tue Wed | Thu Fri Weekl
y || Grand Totals ||
Week 1 Totals?
Worked Worked/

_ Scheduled
Sick Holiday
Vacation Sick
Comp. Taken Vacation

Comp. Taken
Funeral P
Floating Holiday Funeral
Scheduled Holiday -

Floating
LWOP? Holiday

LWOP
Workers Comp

Workers
Totals Comp

- Comp Time
Sat Sun Mon | Tue Wed | Thu Fri Weekly
Accrued
Week 2 Totals?

Grand Total
Worked
Sick

Compensatory

Vacation Time Calculation

Beginning
Comp. Taken Balance

From prior
Funeral period
Floating Holiday ﬁ‘;’g(‘jp Time
Scheduled Holiday

Time +
LWOP2 Accrued

Balance to
Workers Comp carry to

next pay
Totals period

INon-Exempt Employees may not work over 40 hours per week.

2Leave Without Pay must be approved by the Assistant Director before using.

Employee’s Signature

Supervisor's Signature




Augusta-Richmond County Public Library
Leave Request/Authorization

NAME EMPLOYEE NUMBER LIBRARY
Date: From To
Time: From To

Total Hours Requested

Type of Leave/Absence (Check appropriate box/boxes below)

SICK LEAVE VACATION
Family/Medical

MILITARY LEAVE

WITHOUT TIME OFF
PAY

LEAVE COMPENSATORY

OTHER PAID
ABSENCES

Remarks:

Purpose:
__lliness/injury/incapacitation of requesting empleye
__Medical/dental/optical exantioa of requesting employee

__Other (Please indicate reason)

__Care of family member includimgdical/dental/optical examination of family memts bereavement
__ Care of family member with aiees health condition

be grounds for disciplinary action, including termination.

Certification: I hereby request leave/approved absence from duty as indicated above and certify that
such leave/absence is requested for the purpose(s) indicated. I understand that I must comply with
my employing agency procedures for requesting leave/approved absence (and provide additional
documentation, including medical certification, if required) and that falsification on this form may

Employee Signature Date

Official Action on Request Approved Disapproved
Reason for Disapproval

Supervisor Signature Date




