MANASSAS PARK
CITY LIBRARY

Manassas Park City Library Advisory Board Meeting
6:30 p.m., Thursday, May 26, 2022
9701 Manassas Drive
Manassas Park, VA 20111

MINUTES
ATTENDEES

Present
Lillian Zhu — Board Co-Chair
Robin Hatcher — Board Member
Donald Shuemaker — Board Member
Ann-Marie Stewart — Board Member
Holly Ritchie — Library Director

Absent
Michele Herd — Board Chair

CALL TO ORDER
Ms. Zhu called the meeting to order at 6:30 p.m.

COMMENTS

APPROVAL OF AGENDA
Ms. Zhu asked if there were any changes to the Agenda. Director Ritchie stated there
was a last-minute addition for a nomination of Ms. Stewart for the Vice-Chair position.
Ms. Zhu asked for a motion to approve the agenda as changed. Mr. Shumaker moved to
accept the agenda as revised, and Ms. Hatcher seconded. The motion carried.

APPROVAL OF MINUTES
Ms. Zhu asked for a motion to approve the previous meeting minutes (March 10, 2022).
Mr. Shuemaker moved to accept the minutes as presented, and Ms. Hatcher seconded.
The motion carried.

REPORTS
Library Director Report — attached.
March 2021-May 19 2022 Statistics — attached.

e Comments concerning Reports:
e Mr. Zhu asked if it was possible to use the old library for summer
programming before we open the new building. Director Ritchie explained
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that the building would almost immediately be renovated, and another city
department would be moving into the space.

DISCUSSION ITEMS
Review of Strategic Plan — attached
Next Fiscal Year Goals for City - attached

e Comments concerning Discussion Items:

Mr. Shuemaker asked if Director Ritchie feels the strategic plan will not cover
our goals in the new building. Director Ritchie explained that the strategic
plan was initially designed with a new library in mind, which will still be the
case in the new building as the time comes to draft a new strategic plan. Ms.
Stewart commented that the current strategic plan is filled with standard
library goals rather than focused ones, which is excellent for a beginning
library system or branch.

Mr. Shuemaker asked if there was a way to measure the progress that is
completed over a year to point to for community members who ask about
what the library has completed. Director Ritchie stated there is an Annual
Report completed each year that shows what the library has accomplished,
especially in relation to the strategic plan.

Mr. Shuemaker asked if there is a place to point people to the library’s
Electronic Resources if they are not interested in coming into the physical
building. Director Ritchie explained the basics of our Digital Resources and
where patrons can find them.

Mr. Shuemaker asked when the new library would open. Director Ritchie
stated opening day is scheduled for August 16™ and the official Ribbon
Cutting for the new building and plaza would be July 16",

Mr. Shuemaker asked for clarification on when the FY 22-23 goals are worked
toward. Director Ritchie explained they are for July 1%, 2022, until June 30,
2023

Ms. Zhu asked if there would be guided tours of the new building at the
Ribbon Cutting. Director Ritchie explained those details are not currently
known but are being discussed.

Ms. Stewart asked about the opening happening on a Tuesday. Director
Ritchie explained the new library would remain closed on Monday.



MANASSAS PARK
CITY LIBRARY

ACTION ITEMS

Ms. Stewart asked if volunteers would be needed to set up the new library.
Director Ritchie stated plans are still being made, but we will definitely
consider reaching out to the board if assistance is needed.

Ms. Zhu asked about the plans for the room at the community center.
Director Ritchie explained that the Book Nook will be used as a pop-up
location but will be available for people to sit and read at the community
center with free books.

Ms. Stewart asked if people would be able to pick up holds at the pop-up
services at the community center. Director Ritchie states plans are being
made to offer that as a service, but currently, it is informal when asked.

Nomination for Board Chair & Vice Chair
- Vice Chair Nomination: Ann-Marie Stewart

Election for Board Chair & Vice Chair
- Chair Nomination: Michele Herd
Mr. Shuemaker moved to elect Michele Herd as the Chair by no competing
nominations. Ms. Stewart seconded. The motion carried.

- Vice Chair Nominations: Ann-Marie Stewart

Mr. Shuemaker withdrew himself as a candidate for Vice Chair due to Ms.

Stewart’s acceptance of her nomination. Mr. Shuemaker moved to elect Ms.
Stewart as the Vice-Chair. Ms. Hatcher seconded. The motion carried.

Policy Revisions

Ms. Zhu requested additional information about the removal of the meeting
room information. Director Ritchie explained that there will be no library
meeting rooms in the new space, only study rooms.

Ms. Zhu asked if library staff will perform maintenance on the technology.
Director Ritchie explained that City IT maintains all technology.

Mr. Shuemaker asked if the library could have a copy of the Freedom to Read
Statement and Bill of Rights posted in the library. Director Ritchie stated the
library would work towards having them available in the new building.

Mr. Shuemaker moved to accept the policies as presented. Ms. Stewart
seconded. The motion carried.

MEETING SCHEDULE
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Next meeting for September 1t at 7:00 p.m.

MEETING ADJOURNED
Ms. Zhu asked for a motion to adjourn. Ms. Hatcher moved to adjourn, and Mr.
Shuemaker seconded. The motion carried.
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Director Report

The library continues to be a hub in the community. Patrons frequently come to use our space
to study, print, and browse our collection. There has also been an increase in our programming
attendance, with the community responding well to some of our newer programs such as ESL
classes and conversation hours, tech help appointments, and an adult only coloring program.

Programs

Overall, we are still focusing on in-person or hybrid programs. However, we have moved
Storytime to be LIVE on Facebook rather than in-person after some of our patrons
expressed concerns as our Storytime numbers grew. The response has been great and
there has been no noticeable decrease in attendance and all our regular families have
understood and made the transition to Facebook LIVE with us.

As always, the Craft & Create program is one of our most popular programs and the
resulting themed grab and go bags always disappear quickly. Community members visit
the library specifically for the kits, which serve as great conversation starters about
other programs.

A new program that we rolled out in January is an ESL program. Alternating between a
more formal class and a conversation hour, this program is very well attended each
week and the community members who participate have grown into their own
community group in support of each other and they regularly share their home cultures
(and food) with the others. This ESL program in addition to our Spanish Storytime, have
been great to bring in new patrons and many of the attendees for both have attended
some of our other programs.

The Author Talk program is still going strong. | have been able to find multiple local
authors and the attendance to the programs has been consistent. Our Adult Book Club
is still gaining members and the book being read for coming meeting is the same as our
AuthorTalk. The members | have spoken to, are excited to be able to meet the author.

As summer approaches, we have begun to plan the 2022 Summer Reading Program. Our
theme will be Read Beyond the Beaten Path. Due to the closure of the library, we will be
having events at the community center and outdoors.

Social Media Response

The response on social media continues to be grow. We regularly have engagements on
our posts and we have gained new patrons through our various social media marketing
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campaigns. We currently have 657 likes and 704 Followers on Facebook, 148 followers
on Instagram and 304 subscribers on our YouTube channel (as of 3/5/22).

Statistics
Library Visits 1,072 874 933 2879
Public Service Hours 205 189 192 586
Total Mumber of Meetings (Non-Library-Related) 3 2 3 8
Uses of Public Internet Computers 27 18 24 69
Wireless Sessions 16 23 23 62
Mumber of Website Visits 3.421 4147 4,010 11578
Volunteer - Hours 46 21 39 106
Total Reference Transactions 156 132 184 472
Total Library Programs 12 17 24 53
Total Program Attendance 95 109 263 467
Total Circulation - Electronic Materials 157 227 264 648
Total Circulation - Physical Materials 824 741 820 2385
Total Circulation 981 968 1,084 3033
Mew Borrowers - Total 54 53 50 167
Reqgistered Borrowers 1.218 1.271 1.319 3808,

Partnerships & Outreaches

I am still working to develop partnerships around the area with the aim to better expand
our programs and services. | have also been in touch with a variety of teachers at the
schools and am hoping to get into their classrooms to speak to the students soon, as
school policy allows. In the meantime, have worked with the school librarians to
distribute flyers to their students on various programs that we have to offer.

We will be partnering with the community center on some programs this coming spring
and summer, and we are working on partnering with local businesses for our Summer
Reading program as well.

We are still completing monthly Outreaches at the community center, and the Reading
Room revamp project should be completed in the coming weeks.

As always, | would appreciate your assistance in creating partnerships around the
community. If you have any contacts or ideas for partnerships — please pass them on to
me!
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Manassas Park City Library
Strategic Plan
2020-2024

Introduction

The newest city in Virginia welcomes a new library, the educational and cultural center of the
city. The City of Manassas Park continues its journey to become the premier community to
“live, work and raise a family” that is “safe, socially unified, yet diverse” by designing a modern
public library (City of Manassas Park Vision).

In order to provide lifelong learning opportunities for all citizens, the library will focus on
creating educational opportunities, connecting with partners and serving the community.

Library Mission

To enrich lives, build community, and foster success by bringing people, information, and ideas
together.

Library Vision

To be the welcoming heart of our community where all come to learn, discover, create, and
connect.

The Community

Manassas Park is a young and bustling city made up of 16,423 citizens. The median age is 35,
and the community is largely comprised of families (70%). Many of these families speak English,
while 32% speak Spanish in the home. 80% of the adult population has earned a high school
degree or higher, and 30% have a bachelor’s degree or higher. The senior population accounts
for 1,335 citizens. These demographics help shape the services provided by the library.

Strategic Plan

The five year plan will guide the Manassas Park City Library (MPCL) staff as services are
established in the community. The plan establishes broad goals and strategies that will ensure
success while providing room for agile response to community needs. The three goal areas will
set the library on the path to become the heart of the community.

Goal: Educate



—
|I MANASSAS PARK
= 1 CITY LIBRARY

9701 Manassas Drive | Manassas Park, VA 20111

MPCL is the center for lifelong learning in the City of Manassas Park.

The goal to educate will be achieved through implementing strategies such as:

o

Celebrate reading for all ages throughout the year. Design spaces and services to
bring families together to connect with each other in the library around a shared
love of reading and learning.

Provide opportunities for local educators to engage with and use the Library and its
resources.

Design and implement programs for all ages meant to educate and enhance lives of
Manassas Park citizens.

Provide programming and collections focused on school readiness for children and
families of Manassas Park.

Support English language learners to ensure success for all citizens.

Provide technology and services to support digital literacy.

Goal: Connect

MPCL is the partner of choice for community service organizations and leaders.

The goal to connect will be achieved through implementing strategies such as:

o

Establish partnerships with community service organizations and leaders including
the City of Manassas Park Parks and Recreation Department and Catholic Charities.
Build on partnerships to take library services to the community as well as bring
services in to the library.

Build awareness of library services through outreach, presentations and an engaging
online presence.

Goal: Serve

MPCL is focused on serving the community of Manassas Park.

The goal to serve will be achieved through implementing strategies such as:

©)
©)

Establish robust collection based on community needs.

Research and develop appropriate services to meet the needs of the community.
Establish policies and procedures to ensure safety, access and comfort of all citizens.
Support local businesses by coordinating small business services with Chamber of
Commerce and City of Manassas Park.

Prepare staff to respond to community needs while providing the highest level of
customer service.
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Manassas Park City Library Goals
FY 2022-2023

e Expand educational programming to include at least 1 ongoing learning-based program per
month for each age group including school age, teenagers, adults, and seniors. Programming
may recurring programing or on a variety of topics as a part of a series. (programming should be

planned and begin implementation by December 2022)

e Foster library awareness within the community by completing outreaches. Outreaches may
include school visits, participation in city/county events, offsite programming, and pop-up library

services. 2 events/outreaches will be completed each quarter for a minimum of 8 by April 2023.
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Manassas Park City Library

Library Policies

Library policies are set and confirmed annually by the Manassas Park Governing
Body with advisement from the Library Advisory Board.
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1.0 Collection Development

11

1.2
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Collection Development

The goal of the Manassas Park City Library (the “Library”) is to provide the citizens of
Manassas Park with a range of materials in a variety of print and non-print formats to
meet their informational, cultural, educational, and recreational needs and interests.

To meet this goal, the Library has developed procedures for selecting, evaluating, re-
evaluating, and withdrawing materials. These procedures are intended to ensure that
the collection reflects all points of view on current and historical issues, and that
materials are available in diverse media formats.

The Library endeavors to provide a range of opinions, majority and minority, on all
subjects, and does not exclude materials based on the author's or producer's point of
view. The Library also attempts to avoid collections that reflect inordinate
responsiveness to a single point of view.

Individual use of Library materials is a private and personal matter. All citizens are free
to reject for themselves materials of which they may disapprove; no citizen may restrict
the freedom of use and access for others. Responsibility for the reading, listening, and
viewing of Library materials by minors’ rests with their parents or legal guardians, not
with Library staff. Selection of Library materials is not inhibited by the possibility that
materials may come into the possession of children.

Books and materials are selected according to intrinsic merit, subject treatment,
community interest, and contribution to a balanced collection in the Library. No single
standard of suitability can be applied in all cases. The volume and nature of requests for
access to Library materials by members of the public is a significant factor in selection.
Flexibility, open-mindedness, and responsiveness are exercised during the evaluation
process. Materials are selected to present a variety of opinions on a subject and are
judged as a whole rather than on isolated passages.

Reconsideration of Materials
The Library welcomes expression of opinion by eustemers-patrons about the collection
or individual titles, but will be governed by this Policy in making additions and deletions.

Patrons who request the reconsideration of Library materials will be asked to put their
request in writing by completing and signing the Manassas Park City Library Request for
Review of Library Materials.

After review, the Director, or designee, will communicate a decision and the reason for
it, in writing, to the patron who initiated the request for reconsideration.

In the event that the patron who initiated the request is not satisfied with the decision,
they can present a written appeal of the decision to the Director and the Manassas Park

MPCL Policies - 4
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City Library Advisory Board. The Director and the Board will communicate a decision and
the reason for it in writing.

The Library Advisory Board hereby endorses the American Library Association (ALA)
Library Bill of Rights (Addendum B), the ALA Freedom to Read Statement (Addendum C),
and the ALA Free Access to Minors Statement (Addendum D), and interprets these
statements to include all Library materials regardless of format. Responsibility for the
selection and removal of books and other Library materials resides with the Library
Director, who may delegate that responsibility to Library staff.

Suggestions from the public regarding selection, retention, or reconsideration of
materials are encouraged and reviewed promptly (Addendum A).

1.3 Weeding
Library materials are owned by the City of Manassas Park. Outdated materials, books no
longer of interest or in demand, and worn or damaged copies will be removed. Staff will
make every effort to transfer unneeded items in usable condition to Library support
groups, local community organizations, or a library vendor specializing in discards and
donations from libraries that provide revenue in return for surplus materials. Unneeded
items transferred to the ownership of a Library support group may be sold to benefit
Library programs and services.

Adopted 4/14/2020
Revised 7/21/2020

2.0 Programming
Programming, an essential service of the Manassas Park City Library, is designed to engage Library
users, spotlight materials and services, and provide opportunities for eustemers-patrons of all ages
to share informational, cultural, educational, and recreational experiences. The Library may also
participate in cooperative or joint programs with other agencies, organizations, institutions, or
individuals as part of its own effort to address information needs and to facilitate information
access in the community the Library serves. Professional performers and presenters with
specialized or unique expertise may be hired for Library programs.

All Library programs are open to the public. Programs are scheduled at the discretion of Library
staff.

Performers and presenters will not be excluded from consideration because of their origin,
background, or views, and program topics will not be excluded because of possible controversy.

Library sponsorship of a program does not constitute an endorsement of the content of the
program, the organization presenting the program, or the views expressed by presenters or
participants.

Return to Top MPCL Policies - 5
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Suggestions from the public regarding selection, retention, or reconsideration of programs are
encouraged and reviewed.

To request a reasonable accommodation for a disability, call the Library Director. Three days’
notice is requested.

Adopted 4/14/2020

3.0 Finesand Fees
The City of Manassas Park Governing Body shall approve all Manassas Park City Library fees, as
referenced in the Schedule of Fees. The Manassas Park City Library will not charge overdue fines;
however, fees for lost and damaged items will be charged to the patron. (Addendum E)

Adopted 4/14/2020

4.0 Library Closings
The Library Advisory Board approves scheduled Library closings for City observed holidays and
other operational needs.

The Library Director or designee, working with City of Manassas Park City Manager and Parks and
Recreation Director, determines the closing of Library locations due to weather, maintenance, or
safety-related concerns.

Adopted 4/14/2020

5.0 Gifts

Manassas Park City Library welcomes and encourages monetary gifts, bequests, endowment funds,
and gifts of property, services or materials from individuals, groups, foundations, or corporations.
All gifts will be evaluated for appropriateness in light of the Library’s mission and all other existing
policies. Gifts shall not be a substitute for adequate local funding, but a way for the community to
give back to their Library.

The Library and staff are under no obligation to accept gifts, items, or funds and reserve the right
to refuse any gift.

Gifts valued at $5,000 or less will be reviewed and accepted by the Parks and Recreation Director
(or designee) upon the recommendation of the Library Director.

Gifts valued over $5,000 as well as conditional gifts will be reviewed and accepted by the City
Manager after consultation with the Governing Body and upon the recommendation of the Library
Director.

Donors who request naming rights must have a sustained connection to the City and receive
Governing Body approval.

Return to Top MPCL Policies - 6
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Gifts of physical items, including books and other material donations, are accepted with the
understanding that ownership passes to the Library.

The Library reserves the right to decide use, condition of display, and final disposition of all gift
material it receives. Gifts are considered for acceptance on the same basis as materials for
purchase. The cost of processing and the availability of shelf space are also factors in determining
the acceptance of gifts. The Library may provide a receipt acknowledging the number of donated
items, but will not attempt to estimate their value.

The Library may forward items deemed unusable to library support groups or outside
agencies/organizations. Gifts will not be returned to the donor.

Adopted 4/14/2020

6.0 Volunteers
Manassas Park City Library recognizes volunteers as an invaluable community resource and
welcomes their support. Volunteers provide support to staff by performing duties or tasks without
wages or benefits. They do not take the place of staff, but provide supplemental or specialized

services.

Volunteers are accepted when their skills and abilities match specific needs. The Library does not
guarantee that all volunteer applications will be accepted. All interested volunteers must pass a
background check performed by the City of Manassas Park.

Adopted 4/14/2020

7.0 Library Support Groups
Library support groups, including Friends of the Library (“Friends”) groups, the Library Advisory
Board, and library foundations, fulfill an important fundraising and public advocacy function for
public libraries. A Friends group or the Library Advisory Board serves as a support group, rather
than as a policy-making body.

These groups may raise money through book sales, sponsorship of special events, or other means.
As in any volunteer organization, members are provided with an opportunity to use their time,
skills, resources, and contacts in a worthwhile community endeavor, while receiving recognition for

their efforts.

7.1 Standards
To use Library facilities, the Library name, or receive Library assistance, any MPCL
support group must abide by the standards listed below.

1. All Friends groups, advisory boards, and foundations shall conduct their
fiscal affairs through appropriately structured non-profit, tax exempt
organizations, such as non-stock corporations, and shall maintain their tax-
exempt status.
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2. There shall be a signed memorandum of understanding (MOU) between the
City Manager and the support group.
3. Funds raised by library support groups shall not be a substitute for adequate

local funding.

4. Funds raised by library support groups shall be maintained in an account
separate and distinct from the Library's operating accounts. Such accounts
shall be administered by the treasurer of the support group.

5. Gifts made to the Library by a Friends group, the Library Advisory Board, or
by a library foundation shall conform to Library gift and fiscal policies, and
shall not be used to dictate Library policy.

Adopted 4/14/2020

8.0 Library Card Account

Every resident of Manassas Park is eligible for a free Library card account regardless of age.

Those who own property, own a business, work, or attend school in Manassas Park are also

eligible.

Residents of jurisdictions in the Metropolitan Washington Council of Governments (MWCOG) are

eligible for free reciprocal accounts. Some online resources as well as Interlibrary Loan (ILL) may
not be available to reciprocal borrowers.

Non-Residents are eligible for a library card for an annual fee as outlined in the Fine and Fee

Schedule [Addendum E]. Residents of reciprocal areas outlined in Section 8.1 are not required to

pay a non-resident fee. Some online resources as well as Interlibrary Loan (ILL) may not be

available to non-resident borrowers.

8.1
Virginia

- City of Alexandria -
- Arlington County -
- City of Fairfax -
- Fairfax County -
- City of Falls Church -
- Loudoun County -
- City of Manassas -
- Prince William County -

Adopted 4/14/2020

Return to Top

Reciprocal jurisdictions:

Maryland District of Columbia
Town of Bladensburg - District of Columbia
City of Bowie

City of College Park
Charles County

City of Frederick
Frederick County
City of Gaithersburg
City of Greenbelt
City of Hyattsville
City of Laurel
Montgomery County
Prince George's County
City of Rockville

City of Takoma Park
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Updated 6/1/2021

9.0 Library Rules of Conduct
Manassas Park City Library strives to provide a welcoming environment for all Library
eustomerspatrons. The following rules of conduct are meant to ensure that the Library is a safe and
enjoyable place. Library staff shall have the right to contact the proper authorities and ask

individuals to leave the Library when individuals are in violation of these rules. Violation of Library

policies or any unlawful behavior may result in the loss of Library privileges.

The following are prohibited in Library facilitiesand-enal-tibrarypropertiesgrounds, and program

spaces:

vk wN e

Damage, destruction, or theft of Library or personal property.

Abusive, threatening, or intimidating language.

Conduct that disturbs or endangers Library eustomerspatrons, staff, or volunteers.
Conduct that hinders others from using Library space, equipment, or materials.
Interference with an employee’s performance of his/her duties. Such behavior includes but
is not limited to verbal abuse, intimidation, sexual harassment, or harassment on account of
race, religion, ethnic background, gender, or sexual orientation.

Sleeping.

Selling or solicitation, with the exception of certain Library-sponsored events.

Smoking, including e-cigarettes, or use of tobacco in any form.

Open containers of alcoholic beverages.

. Being under the influence of alcohol or illegal substances.

. Consuming food or drink outside of designated areas.

. Leaving bags or personal items unattended.

. Any use of computers or Internet access that interferes with the activities of the Library or

its network, or is in violation of federal, state, or local laws, including Virginia Code §18.2-
374.1:1 (child pornography), Virginia Code §18.2-372-§18.2-374 (obscene items), Virginia
Code §18.2-377 (obscene placards, posters, etc.), and Virginia Code §18.2-391 (materials
deemed harmful to juveniles) is prohibited.

The following must be observed at all times:

Appropriate attire, including but not limited to shoes and a shirt, must be worn at all times.
Modes of transport (e.g., bicycles, scooters,reHer-blades, etc.) must be left outside. The
Library is not responsible for the loss of such items.

In addition, please be aware:

The Library is not responsible for personal items that are lost, stolen, or damaged on Library
premises.

With the exception of service animals, animals are not permitted inside Library facilities.
Library staff reserves the right to contact the appropriate authorities when children are left
unattended, do not observe the Rules of Conduct, or are in distress (see Safe Children policy
below).
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e Library staff may ask any eustemerpatron to leave when he/she is in violation of the Rules
of Conduct. Library staff may contact the appropriate authorities if a eustemerpatron
refuses to leave when asked.

Exceptions to these Rules of Conduct may be granted at the discretion of the Library Director or
designee.

Adopted 4/14/2020

10.0 Safe Children

Manassas Park City Library is dedicated to providing a welcoming environment that encourages
children to visit the Library, attend programs, and use Library collections and spaces. Library staff is
available to assist and support children in using the Library. However, Library staff cannot provide
child care or assume responsibility for children’s safety. Parents, guardians, teachers, and
caregivers are responsible for the behavior and safety of children on Library premises.

Children nine years of age or younger must be attended and directly supervised at all times by a
parent/guardian or caregiver aged 13 or older. Parents/guardians/caregivers are to remain in the
immediate vicinity of their children using the Library.

If children nine years of age or younger are left unattended, staff will attempt to reach their
parents/guardians. If they cannot be reached, staff will contact the appropriate authorities.

Like all Library users, children are expected to abide by the Library Rules of Conduct (see policy 9).
Library staff reserves the right to contact parents/guardians or the appropriate authorities if a child
of any age is disruptive or is in distress.

Minors under age 18, left at the Library without transportation at closing time may be referred to
the appropriate authorities for his/her/their safety and well-being. Library staff may not transport
minors.

Adopted 4/14/2020

11.0 Privacy

Manassas Park City Library is committed to protecting the privacy of all information, including
eustemer-patron requests for service or materials, loan transactions, online sites visited, and
resources accessed. Records that link personally identifiable information to borrowed or requested
materials or to visited websites are created and maintained only as long as required for the
business of libraries. Library staff do not release such information to individuals or to any private or
public agency.

Per Virginia Code §2.2-3705.7 (Addendum F), parents and/or legal guardians shall have complete
access to the library records of their minor child/children. Library staff may access personal data
stored in the Library’s computer system only for the purpose of performing their assigned Library
duties.
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Confidentiality of eustemerpatron records is protected under state law per Virginia Code § 2.2-
3705.7 (Addendum F). The Library will comply with all proper judicial processes, such as a
government order to produce documents or information, while preserving eustemerpatron

confidentiality to the extent allowed by law.

Adopted 4/14/2020

12.0 Facilities Use

12.1

Return to Top

Facilities Use

The Manassas Park City Library is to be the community's information center, providing
free and equal access to a full variety of library resources and innovative technologies to
enhance the quality of life and meet the informational, educational, and cultural
interests of the entire community. The following policy, governing the use of Library
facilities, reflects this mission.

“Library facilities” refers to designated space inside the library located within Park

Central Plaza.-and-areund-a DfaFy-DHHEHRESHEHeHREtobpieSMeetRgFooms;

The Library makes available public facilities, as defined in this policy, on an equitable
basis, regardless of the beliefs or affiliations of individuals or groups. Library facility use
does not constitute the Library’s endorsement of the beliefs, ideas, or policies expressed
by organizations or individuals using the space.

In all Library facilities, Library-sponsored programs and activities take precedence over
other activities. Use of Library facilities by outside organizations or groups may not
interfere with regular Library operations or services.

Library Ffacility users and Library eustemers-patrons must comply with the Library Rules
of Conduct Policy and all applicable laws, including the Code of Virginia and the Code of
the City of Manassas Park, Virginia.

The Library Director (or designee) reserves the right to refuse groups the use of Library
facilities whenever, in the Library Director’s (or designee’s) best judgment, the use does
not conform to this policy.

Groups/individuals using Library facilities may not approach eustemers-patrons while in
Library facilities-oron-tibrary-greunds. Communication between group representatives
and the public is permitted when initiated by the public. No donations may be required
or solicited by these groups/individuals.

izatiens—The Library Director or designee must give advance
permission for any use of Library facilities. Feesforbusiness/for-profit-organizationscan
be-found-inAddendumE:
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The name, address, and phone number of the Library may not be used as the official
address of any organization using Library facilities, nor may any non-library group using
Library facilities publicize its activities in such a way as to imply Library sponsorship.

The City of Manassas Park and the Library are not liable for damages caused to the user
or his or her property while using Library facilities, and City of Manassas Park and the
Library will be held harmless from any liability to third parties for injury caused by the
group, or any persons or groups, while using Library facilities.

12.2

Study Rooms

Three (3) study rooms are available for community members to use on a first

come, first served basis. Limitations on the reservation length and use may be

imposed by the Library Director or designee. Study rooms are free of any charge

1. Room 100-3: 1 table, 4 chairs
2. Room 200-1: 2 tables, 4 chairs

3. Room 200-2: 1 table, 2 chairs -

Return to Top
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125123 Displays and Exhibits

Display cases and exhibit areas are used for Library-sponsored displays, which inform
the public of the wide range of issues, events, and interests within the community.

The posting or distribution of a particular item does not indicate that the Library
endorses any organization, cause, or activity.

from community groups and individuals may be displayed at the Library if space
permits. The Library reserves the right to remove any display or posting.feHewing
. . i ¢ . ‘

126124 Public Art

Library-sponsored temporary exhibits, curated by staff, provide a venue for local artists
to exhibit work.

Any permanent works of art in Library facilities must be approved by the City of
Manassas Park.
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Revised 7/21/2020

13.0 Internet and Computer Use

131

Return to Top

Summary

As part of its mission to be the community’s information center, Manassas Park City
Library provides free access to essential digital public services. By doing so, the Library
supports the American Library Association’s (“ALA”) assertion that “[l]ibraries empower
users by offering opportunities both for accessing the broadest range of information
created by others and for creating and sharing information. Digital resources enhance
the ability of libraries to fulfill this responsibility.” (Addendum G)

MPCL Policies - 14
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Essential digital public services provided by the Library include access to computers, the
Internet, and basic software. In addition, the Library provides an unsecured wireless
network for eustermers—patron use with their personal devices.

All eustemers-patrons are permitted to use Library computers to access the Internet. In
accordance with Virginia Code §42.1-36.1 (Addendum H), Manassas Park City Library
employs commercial filtering software and/or parental controls to block the display of
illegal material and material that is potentially harmful to children on Library computers
and mobile devices. However, no filtering software or control is completely effective. It
may inadvertently allow access to content intended to be blocked and, conversely, it
may block unobjectionable content. Persons 18 years of age or older may request
unfiltered Internet access for bona fide research or other lawful purposes.

Parents or guardians -- not the Library and its staff -- are responsible for the information
selected and the sites visited on the Internet by their children and for supervising their
children’s Internet use on Library-owned computers and devices, as well as on personal
devices used in the Library.

This policy supports the ALA’s Intellectual Freedom statements, including The Library Bill
of Rights (Addendum B), and Access to Digital Information, Services, and Networks
(Addendum G).

Acceptable Use
The following guidelines have been established for acceptable use of Library-owned
computers and equipment, as well as personal devices used on Library property:

A. Time limits on the use of computers and equipment, as well as bandwidth limits on
wireless access, may be enforced to ensure that all eustemers-patrons have the
opportunity to use Library resources.

B. Any activity which violates Federal, state, or local laws is prohibited on both Library
and eustemerpatron devices. Examples of illegal activities include, but are not limited
to, fraud (which includes disguising or falsifying sources of electronic mail or other
electronic communications with the intent of misleading, defrauding, or harassing
others); libeling and slandering other persons; displaying or distributing child
pornography: Virginia Code §18.2-374.1:1 (Addendum ) or other obscene materials:
Virginia Code §18.2-372 (Addendum J), or materials deemed harmful to juveniles
Virginia Code §18.2-390 (Addendum K). The Library must comply with all proper judicial
processes.

C. Users may not violate software license agreements or infringe on copyrighted
material. United States Copyright Law: U.S. Code, Title 17 (Addendum L) prohibits the
unauthorized reproduction or distribution of copyrighted materials, except as permitted
by the principle of "fair use". This includes most electronic information sources. Users
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may not copy or distribute electronic materials without the explicit permission of the
copyright holder. Users are responsible for consequences of copyright infringement.

D. Users may not attempt to, or actually, modify Library hardware, software or any
configurations via Library workstations or any wireless network. This includes, but is not
limited to, attempting or succeeding to evade or disable the Library’s Internet filtering
software; the intentional propagation of computer viruses or worms; and “hacking” of
any kind. Users may not interfere with the activities of the Library or its network in any
way. Users may not attempt to intercept, monitor, disrupt, or impede other user’s
communications or to access or alter other user’s data or software.

Failure to follow this policy or the Library Rules of Conduct may result in suspension of
internet or Library privileges.

13.3 User Responsibility
Library computers are utilized in a public area and information viewed on the screen
may be visible to eustemers-patrons of all ages. All users are asked to view content
appropriate to a public space and respect the privacy of others. If a patron expresses
concern regarding web browsing activity, tlibrary staff may ask users to take action to

address the situation-if-ethercustomers-expressconcernabout the nature-of yourweb

brewsing. Users accept that the Library makes no representation or guarantee that

computer or Internet services, including wireless service, will be uninterrupted, error-
free, virus-free, timely, or secure, nor that any Internet content is accurate, reliable, or
safe in any manner for download or any other purpose.

Use of the Library’s hardware, software, Internet service, wireless network, and
electronic information resources is entirely at the risk of the user. Neither the City of
Manassas Park nor Manassas Park City Library shall be liable for any damage that may
occur to any computer, peripheral equipment, device, or storage media; loss of data or
confidential information; unauthorized access to or alteration of data transmission;
and/or any other direct, indirect, special, incidental, consequential, or exemplary
damages resulting from or arising out of use of the Library’s Internet service,
equipment, or other devices; wireless network, and/or electronic information resources
or inability to use these services; or any other matter relating to these services.

The user agrees to hold the Library harmless from any claims, losses, damages,
obligations, or liabilities relating to the use of Library computers, network, or other
equipment, or related to the use of information obtained from the Library’s electronic
information system.

Adopted 4/14/2020
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14.0 Laptop Checkout

14.1 Laptop Checkout
Manassas Park City Library is pleased to offer laptop checkout service to patrons.
Patrons will be able to access the library’s wireless network, information resources,
library printer, the Internet and other provided software with a library laptop. The
laptops must be used in the Library.

This policy is intended to ensure that the laptops are available for fair access for all
users.

The library circulates the laptop and power cord if needed; no earphones, external
keyboards, external mice, external hard drives, or any other devices will be provided.
Patrons may use any personal device that uses a USB connection, including a keyboard,
mouse and USB flash drives.

14.2 Usage Rules

e Laptop computers may only be checked out by a patron with a library card. The
library card must be in good standing with no fines, no outstanding lost library
materials, and no other blocks on the card. Parents will be required to check out
laptops for children under the age of 13.

e Laptop computers check out for in-library use only. Laptops connect to the
Library network through a wireless connection. Laptop computers may not be
left unattended. Patrons must return the laptops to the Service Desk or the
kiosk when they are finished or the time for use has expired.

R oRS-M nresan ent MP d- a d

e The first time a laptop is checked out patrons must read the MPCL Laptop Policy
and sign a copy of the Laptop Use Agreement Form, which will be kept on file. A
copy of the policy will be given to the patron_upon request. Fhe-patron-wilkthen
be listed-in-thesystemas-taptop-Eligible—Patrons below the age of 18 must have
a parent or guardian complete the Laptop Policy Form in the presence of Library
Staff.

e Laptops are available on a first come, first served basis for 60 minutes at a time,
which can be extended if no one is waiting.

e Patrons are financially responsible for lost or stolen laptops. A lost laptop fee of
$8600 will be accessed when necessary. Repair costs, whether from negligent,
reckless, or intentional damage, are the responsibility of the patron.

¢ No software may be downloaded or installed to the laptop hard drive.

e The Manassas Park City Library is not liable for damages to patron’s personal
data, removable media or equipment resulting from information copied from
the Internet or laptop. Information may not be saved to the laptop hard drive
under any circumstances. All information is automatically erased when the
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computer is shut down. All computers will be shut down and wiped when they
are checked back in.

e The Library Director or designee reserves the right to limit or regulate the use of
Library equipment.

Adopted 7/21/2020
Updated 12/14/2021

15.0 Social Media

15.1

15.2

Return to Top

Social Media

Social media provides a valuable and timely way for the Library to disseminate
information and promote library-related news, events, projects and services. It also
serves to inspire conversation and expand the Library’s connection with the community.
The Library is a central figure in the community and aims to bring the community
together through social media, mirroring the interactions in its physical space.

Social media is defined as any web application, site, or account created and maintained
by the Library.

Usage Rules

The Library welcomes the comments, posts, and messages of the community and
recognizes and respects differences in opinion. However, all comments, posts, and
messages will be periodically reviewed and the Library reserves the right to, but is not
required to, remove any comment, post, or message that it deems inappropriate or off-
topic.

The Library is not responsible for or liable for any content posted by any participantin a
Library social media forum who is not a member of the Library’s staff.

Users should have no expectation of privacy in postings on Library sponsored social
media sites; by using such sites, you consent to the Library’s right to access, monitor,
and read any postings on those sites. Users must understand that social media is
permanent, retrievable, and public. Messages can potentially be read by anyone once
posted, regardless of status on Friends, Follower, or Subscriber List. The Library
recommends that users do not post their personal information or contact information
on social media sites.

The Library reserves the right to reproduce comments, posts and messages in other
public venues; such reproduction may be edited for space or content while retaining the
original intent of the post.

Content containing any of the following will be removed immediately from any Library
social media forum:

e Obscene content or hate speech
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Personal attacks, insults, or threatening language

Private or personal information, including phone numbers and addresses, or
requests for personal information

Potentially libelous statements

Falsification of identity

Plagiarized material

Comments, links, or information unrelated to the purpose of the forum
Spam or other commercial, political, or religious messages unrelated to the
Library or its social media postings

Solicitation of funds

Any images, links, or other content that falls into the above categories

The Library reserves the right to ban or block users who have posted in violation of this

policy.

In addition, users are expected to abide by the terms and conditions set by third party
social media platforms as well as follow appropriate Federal and State Law.

The Library asks that individual user complaints be addressed directly to the Library
Administration so they can be addressed quickly and specifically. Social Media is not the
mechanism used by the Library to document or address Library user problems and

concerns, or influence Library policy, procedures, or programs.

By choosing to comment you agree to these rules.

Adopted 7/21/2020

16.0 Circulation

16.1 Collection Usage Rules

Return to Top

1.

Loan of materials: There is a checkout limit of 30 total items per library card.
Loanable materials have a maximum of 3 renewals. The loan period for all
materials is 3 weeks.

Borrowed items will be renewed automatically three days before the due date,
with some exceptions:

e Another user has requested it

¢ The item reached its maximum number of renewals

* The user’s account is blocked due to fines or fees of $25.00 or more
* The item is an electronic resource, such as an ebook or eaudiobook

Users who have opted to receive email notices will receive a courtesy message
three days before the item’s due date. This notice will indicate which items
were renewed and which items could not be renewed.
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Holds: Any circulating library materials may be placed on hold. When the item
requested is available, the patron is notified that the material will be held for 7
days. Patrons may place up to 15 holds per account.

Suspension or revocation of borrowing privileges: The Library Director may
suspend or revoke borrowing privileges when fines are not paid, library material
is not returned, or library policies are not followed.

Equipment malfunctions: The library is not responsible if a patron’s equipment
malfunctions when playing media borrowed from the library.

Library Staff: Library staff will check out all materials for personal use through
circulation channels in accordance with the policies established for all library
patrons.

Library Card Guidelines
Manassas Park City Library respects its patrons’ privacy by keeping gathered information

confidential.
1. Photo identification and proof of current physical/employment address (such as
a utility bill, paystub or other piece of USPS delivered mail) are required.
2. Acceptable forms of identification include:
* Driver’s license
¢ Federal, state or local government ID card
e Passport
¢ School ID card
¢ U.S. Military card
e Permanent Resident Card / Alien Registration Receipt Card / Consulate
ID
3. Patrons must present a current ID to obtain a library card and accounts must be
in good standing (i.e. not delinquent) before a card is renewed. Library Cards
must be renewed every 3 years.
4. Cards for Children:

e There is no minimum age for obtaining a library card.

e Parent or legal guardian must present his/her photo identification and
proof of current address for cards issued to children under the age of
18.

® Parents or legal guardians are responsible for items checked out by their
minor children.

Fines and Fees

All cardholders are responsible for materials borrowed on their card. No overdue fines
are charged. The Library may impose and collect lost item fees for the infringement of
the established rules and regulations and may suspend or revoke the borrowing of any
book or other material by a cardholder who has failed or refused to pay any fee or to
return any book or other material by the due date set by the Library.
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Email reminders, for materials due, are a courtesy of the library. Patrons are obligated
to return their materials on time, even in the event reminder notifications are not
received. If overdue items have not been returned within seven days of the due date,
the patron will receive an email reminder notice. A second courtesy reminder notice
will be sent 14 days after the due date. The patron’s account will be billed a lost item
fee for any material not returned for the overdue material 30 days after the due date
and a billing notice will be sent to the patron.

Regulations

1. Alibrary card becomes delinquent when the charges on his/her account reach
$25.00. Borrowing privileges are suspended until the total charges owed are less
than $25.00.

2. Alllibrary debts are discharged when listed in a patron’s bankruptcy.

3. Anpolice report (filed within 60 days of items being due) is necessary for the
Library to waive related fees and replacement costs on items stolen from the
patron or checked out on a lost/stolen library card. Processing fees are non-
refundable.

4. Materials that are declared lost, paid for, and then found may be eligible for a
refund of the replacement cost fee. Processing fees are non-refundable. To
request a refund a patron must complete a Refund Request Form and submit to
the Library within 90 days of the initial payment. After review and approval by
the Library Director, or designee, the City of Manassas Park will mail a check for
the amount requested.

Adopted 7/21/2020
Updated 12/14/2021

17.0 Interlibrary Loan

17.1

17.2
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Interlibrary Loan

The Manassas Park City Library (MPCL) is committed to serving the public by providing
materials to meet our patrons’ needs. The mission of MPCL is to enrich lives, build
community, and foster success by bringing people, information, and ideas together. The
Interlibrary Loan (ILL) service offers patrons access to collections beyond what is held in
Manassas Park, allowing patrons to request items to be sent to MPCL. ILL services are
available to cardholders in good standing who live, work, attend school, own property,
or own a business in Manassas Park. ILL is not available to MPCL temporary card
holders. Up to ten (10) ILL requests may be pending or checked out at one time.

Materials Not Available Through IlI
e Newly published materials (materials less than one year old)
e Audio-visual material
e Textbooks
e Books copyrighted or dated prior to 1920
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e Entire issues of periodicals

e Rare books or non-book materials
e E-books or e-documents/articles
e Restricted Material

The lending library can dictate the conditions under which it will lend materials. Some of
the materials may be designated by the lending library as restricted. This means that
this material must be used in the Manassas Park City Library and cannot leave the
building. MPCL staff will notify the patron that the material is available but restricted to
in-library use only.

Photocopies

Patrons may order photocopies of certain materials not available through ILL, such as
magazine articles and reference materials. Photocopying charges may be incurred.
Patrons wanting photocopies or loans from fee-charging libraries must submit a check
or money order made payable to the lending library (it is not payable to MPCL) before
the loan request can be submitted. If the item is not filled by the lending library, the
check or money order will be returned to the patron.

Loan Period

The length of the loan is set by the lending library, not MPCL, and will vary accordingly.
The due date is noted on each item. If the item can be checked out and is not picked up
by the due date listed on the sticker, it will be returned to the lending library and the
patron will be charged the loan fee. If the item is not picked up within 14 days of
notification (unless a shorter time is indicated by the lending library) it will be returned
to the lending library and the patron will be charged the loan fee.

Renewal of ILL materials is dependent upon the restrictions set by the lending library.
Patrons must call the library to request a renewal three working (Monday-Friday) days
before the due date included on the lending label. Patrons can also request renewals
through the patron ILL interface. Overdue ILL materials cannot be renewed.

The lending library may exercise the option to recall material needed by its local
patrons. If the material is recalled before the due date, the patron must, upon
notification, return the material immediately.

Fines and Fees

Any item received via ILL service is subject to the same fees/fines placed on similar
items owned by MPCL. In addition, libraries which loan material to MPCL may place
additional fines/fees on loaned items.

The patron is responsible for any damage to and/or loss of the material which results
after he/she has picked up the Interlibrary Loan requested material. Patrons will not be
billed for item(s) noted as damaged prior to their checking out the item(s).
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Each successful Interlibrary Loan request will incur a lending fee of $5.00, plus any fees
charged by the lending institution to be paid at time of check out of the item(s).

Adopted 10/20/2020

18.0 Security Footage
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Security Footage

The Manassas Park City Library (MPCL) is committed to serving the public by providing a
safe place for all patrons and staff members. All video surveillance recordings from
library equipment are library records as defined in the Code of Virginia § 2.2-3705.7.03
(Virginia Freedom of Information Act).

Camera Placement & Monitoring

Video surveillance cameras are placed in locations meant to provide maximum security,
including building interiors and exteriors. In no event shall cameras be located in areas
where patrons and/or staff have a reasonable expectation of privacy such as restrooms,
staff break rooms, or offices. Security cameras will be placed so as to avoid recording
legible computer screens, table tops, or other locations that would identify the reading
or information-gathering practices of individuals. Audio surveillance is not permitted
under this policy.

Video surveillance footage is not continuously monitored. Library patrons and staff
should take appropriate precautions for their safety and for the security of their
personal property. MPCL is not responsible for personal injury or loss of property.

Video footage will be retained for a flexible period determined by the storage capacity
of the equipment, typically no longer than 45 days. As new footage is recorded, the
oldest footage will automatically be deleted. Video footage will not be retained for an
extended period or archived unless it is needed to document possible criminal activity
or violations of Library Policy.

Access

Access to security camera footage in pursuit of documented incidents of injury, criminal
activity or violation of the Library’s Code of Conduct is limited to Library Authorized Staff
(the Library Director, Office Manager, and other designated supervisory staff), and
Other City personnel, including law enforcement staff, the City Manager and his staff
and the City Attorney.
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Nothing in this policy shall prevent authorized library personnel from using video
surveillance records in the administration of their regular duties.

Adopted 10/20/2020
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19.0 Addendums

19.1 ADDENDUM A —PUBLIC SUGGESTIONS
Suggestions from the public can be sent via the free Suggest a Title service:

https://manassasparkcitylibrary.org/purchase-suggestion/

Adopted 4/14/2020

19.2 ADDENDUM B- ALA BILL OF RIGHTS
American Library Association (ALA) Library Bill of Rights:
http://www.ala.org/advocacy/intfreedom/librarybill

19.3 ADDENDUM C- ALA FREEDOM TO READ STATEMENT
American Library Association (ALA) Freedom to Read Statement:
http://www.ala.org/advocacy/intfreedom/statementspols/freedomreadstatement
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ADDENDUM D- ALA FREE ACCESS TO MINORS STATEMENT
American Library Association (ALA) Free Access to Minors Statement:
http://www.ala.org/Template.cfm?Section=interpretations& Template=/ContentManag

ement/ContentDisplay.cfm&Content|D=8639
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19.5 ADDENDUM E — FEES
Fines and Fees

19.5.1

19.5.2

19.5.3

19.5.4

19.5.5

Return to Top

Overdue Fines
e $25.00+ blocks patron account from checking out further materials

Lost / Damaged Items:
e Catalog list price per item + $10 processing fee

Laptop Replacement
e 58600

Printing
e $0.15 per page for black and white

e 5$0.50 per page for color

Interlibrary Loans
e $5.00 per transaction, plus any fees charged by the lending institution
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o Conference Room-$15per-hourmaximum-use-of 3-hours
Mk . $25 : . £
19-5719.5.6 Non-Resident Card
e $38.00 annual fee
Last Updated 6/01/2021

19.6 ADDENDUM F- VIRGINIA CODE § 2.2-3705.7

Virginia Code § 2.2-3705.7:
http://law.lis.virginia.gov/vacode/title2.2/chapter37/section2.2-3705.7/
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Adopted 4/14/2020

19.7 ADDENDUM G- ALA ACCESS TO DIGITAL INFORMATION, SERVICES, AND

NETWORKS
American Library Association (ALA) Access to Digital Information, Services, and
Networks.
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/accessdigital
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An Interpretation of the LIBRARY BILL OF RIGHTS
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19.8 ADDENDUM H- VIRGINIA CODE §42.1-36.1
Virginia Code §42.1-36.1
http://law.lis.virginia.gov/vacode/title42.1/chapter2/section42.1-36.1/
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Adopted 4/14/2020

19.9 ADDENDUM I- VIRGINIA CODE §18.2-374.1:1
Virginia Code §18.2-374.1:1
http://law.lis.virginia.gov/vacode/title18.2/chapter8/section18.2-374.1:1/
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Adopted 4/14/2020

19.10 ADDENDUM J- VIRGINIA CODE §18.2-372
Virginia Code §18.2-372
http://law.lis.virginia.gov/vacode/title18.2/chapter8/section18.2-372/
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Adopted 4/14/2020

19.11 ADDENDUM K- VIRGINIA CODE §18.2-391
Virginia Code §18.2-390:
http://law.lis.virginia.gov/vacode/title18.2/chapter8/article6/section18.2-391/
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Adopted 4/14/2020

19.12 ADDENDUM L- UNITED STATES COPYRIGHT LAW: U.S. CODE, TITLE 17
United States Copyright Law: U.S. Code, Title 17: https://www.copyright.gov/title17/
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