STAFF USE OF LIBRARY MATERIALS AND EQUIPMENT

Staff must exercise extreme caution in the access and use of materials and equipment placed in their trust. Library employees are prohibited from using library facilities, equipment, supplies, or other resources for personal use, except to the extent that such resources are available to the public. Library materials or equipment taken for personal use must be checked out if they are to be removed from the library or if the item(s) will be kept away from the normal location for more than four hours. Large quantities of material should not be held out of the collection for extended periods for staff use. 

Staff will be charged for damaged or lost materials, but will be subject to disciplinary action if materials are not returned or paid for within 60 days. Staff may make personal copies on the copier, as long as the number is less than 25, without approval of the library director. Violation of any part of this policy may be considered theft of property or services and subject to disciplinary or legal actions. 

