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Richmond Public Library Board
101 E. Franklin Street
Richmond, VA 23219

{804) 646-4256 f fax: (804) 646-7685

Library Board Trustee Meeting
Wednesday, January 24, 2017

11:45 a.m.
LIBRARY
AGENDA

Call to order: 11:45 Ms. Zwirner
Consent Agenda: Ms. Zwirner

e Approval of Agenda

e Approval of Minutes

e Approval of Pending gifts

e Approval of Statistical Report
Public Comment Period:
Reports: 12:00

e Library Friends Mr. Dishon

¢ Library Foundation Ms. Hansen
Administration Reports: Mr. Firestine
Board Committee Reports: 12:10

¢ Chairman Ms. Zwirner

e Finance Committee Mr. Olanrewaju

o Facilities Committee Mr. Butterfield

¢ Governance Committee Mr. Lydiard
Unfinished Business: 12:30
New Business 12:40

I. Policy Updates enclosed
Adjourn 1:00 Ms. Zwirner
Next Meeting:

February 28, 2018
Main Library, 11:45



Richmond Public Library Board
101 E. Franklin Street
Richmond, VA 23219

(804) 646-4256 / fax: (804) 646-7685

Library Board Meeting Minutes
December 6, 2017

PRESENT: Gail Zwirner, Kevin Butterfield, Tanya Francis, Danita Green, David Lydiard, Daisy Weaver,
William Yates, and City Attorney Laura Drewry

LIBRARY STAFF: Scott Firestine, Clay Dishon, Karin Hansen, Gianna Pack

ABSENT: Barbara Burton, Larry Olanrewaju, and the Friends of RPL President Charlie Schmidt

Meeting of the Library Board of Trustees was called to order by Chair Gail Zwirner, at 11:47 a.m. at the Main Library,
located at 101 East Franklin Street, Richmond, Virginia.

Consent Agenda

Approve October 25, 2017 meeting minutes, the current agenda, Statistical Report, and the
pending gifts report as submitted.
Motion by David Lydiard, Second by Kevin Butterfield - Approved Unanimously.

Public Comment Period

None were present.

REPORTS
Friends of the Library | Mr. Dishon: The next meeting of the RPL Friends of the Board is the December 6, 2017.
No report given.
Library Foundation Ms. Hansen:
e The Foundation is currently sending out annual fund letters for the end of year appeal.
e The Finance Committee is reviewing the audit and 990 form. For the two years that the
Foundation had invested funds, there has been an overall 19% rate of return; for the
current year it is just under 7%.
» The Foundation recently received an anonymous donation of almost $40,000 that is for
the creation of an adult author event that will bring a well-known author to the Richmond
Public Library. More details will follow after Mr. Firestine and Mr. Dishon meet with
the donor to begin planning. There was a suggestion to having Children authors to be a
part of the event.
Administration Highlights of Director’s Report:

There was no November meeting in November. Mr. Firestine started with the Director’s
Report of the activities from October 26 through December 1, 2017. He then discussed the
accomplishments for 2017, sharing the focus on books and materials and increasing hours of
operations at each site.
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Administration
{Continued)

Staff Updates:

Simms Toomey was appointed to Interim for Beverly Mitchell who recently retired.
Jennifer Duell was appointed to Interim for Young Adult Services at Main.

Adam Zimmerli was hired as the Library/Community Services Manager — East End.
In the hiring process for two Library Assistants I - West End.

In the recruiting process for four Library Associate I positions.

Challenges with the HR Liaison position — Over qualified candidates applying for
entry-level position.

7. Using provisional and temporary staff to back fill until positions are filled.

A

Build, RVA: A MakerSpace, Co-Working Community wanted to do a partnership with the
City Library in applying for a grant. Due to time constraints and information needed, there
was not enough time to complete the grant this year. The Library is still pursuing the
partnership by having a clear strategy with the organization before going after future grants.

Coding Program: A program was developed to teach coding to 10 year olds.

Policies: Computer and Acceptable Internet Use Policy — Mr. Firestine recommended by
removing the words “and in good standing” will allow patrons to use the computers even if
they have an outstanding fee. Removing the sentence “Use of the 15-minute express stations
does not count against the daily session limit” will update wording since the library does not
have any existing 15-minute express stations. Bringing policies up-to-date should eliminate
conflict at the front desk. Voting on the policy was moved to the end of the meeting.

Mr. Firestine is in the process of reviewing all other policies to make up-to-date changes if
needed. He will bring to the Board for approval.

Holiday Closings: The Board reviewed the 2018 RPL Holiday Schedule, which follows the
City of Richmond’s days off. Mr. Firestine corrected the Staff Development Day to be
Monday, October 8, 2018.

The Board had an in-depth discussion of the library should or should not follow the City’s
four consecutive days closed during the Christmas holiday and January 1-2 for the 2018 New
Year’s holiday. A vote was moved to the end of the meeting.

Integrated Library System (ILS): Mr. Firestine presented an estimated timeline for an [LS
Request for Proposal (RFP). This RFP is for updating the Library’s existing vendor software
or go with a new vendor.

' Payment Card Industry (PCI) Data Security Standards: The City is not PCI compliant,

because it does not have a secure network to process payment. DIT and Finance will meet in
January 2018 with the other agencies to discuss becoming PCI compliant. PCI compliant will
allow the Library to accept credit card payments.

Edge Survey — Urban Library Council: Mr. Dishon is putting a committee together and
will bring updates to the Board when applicable.
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BOARD COMMITTEE REPORTS

Chairman Ms. Zwirner: Attended the Development Committee meeting on November 16, 2017. This
was the first meeting of the new Committee. Waiting back to hear from Mr. Firestine on the
CIP, then the Committee will focus on new direction to pursue.

Would like to prepare a demo or some type of presentation for District Meetings.
Ms. Zwirner will contact district representatives and coordinate with Branch Managers to see
what they are doing for the various district meetings; not to duplicate efforts.

Finance Continuing to prepare for the 2019 Proposed Budget. Budget input is due December 8,2017.
Facilities No report given.
Governance Mr. Lydiard — Mr. Butterfield and Mr. Yates’ first term ends June 30, 2018. By-laws are

consistent with other libraries.

UNFINISHED BUSINESS

None

NEW BUSINESS

All voting items were moved to the end of the meeting:
I. Computer and Acceptable Internet Use Policy:

¢ Motion: Change wording of the Computer and Acceptable Internet Use Policy by removing: (1) “and in
good standing” and “Use of the 15 minute express stations does not count against the daily session linit” to
bring policy current.

» Motion by David Lydiard, Second by Tanya Francis — Approved Unanimously.
2. Holiday Closings:

o Motion: RPL will follow the City of Richmond’s holiday closings to include: Half day on December 22, full
day, December 23 in observance of Christmas Eve, December 24 — Broad Rock closed, December 25 for
Christmas and December 26 in observance of Christmas.
= Motion by Kevin Butterfield, Second by Daisy Weaver — Vote: 5 Yea 2 Nay — Approved.

3. Proposed Meeting Dates and Locations:

e Motion: Approve the meeting dates with the following location changes: (1) May 23, 2018, from Main
Library to Westover Hills Branch and (2) July 25, 2018, from Main Library to East End Branch.
= Motion by Daisy Weaver, Second by Tayna Francis — Approved Unanimously.

There being no further business, the meeting was adjourned at 1:07 p.m. by unanimous consensus by the Library Board
of Trustees present. The next meeting will be held on Wednesday, January 24, 2018, at 11:45AM at the Main Library,
located at 101 East Franklin Street, Richmond, Virginia.

Approved:

Ms. Gail Zwirner, Chair

Recorder: Gianna Pack
RPL Executive Assistant
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Richmond Public Library

FY18 Operating Budget
as of
December 31, 2017

Actual Balance

Expended Available

ACCOUNT DESCRIPTION Budget 3-Dec-17 Spent 31-Dec-17
60000 SALARIES-FULLTIME| $ 291225 $ 1,173,673 403% $ 1,738,583
61000 SALARIES - PART TIME] $ 117,483 § 115,380 98.2% $ 2,103
62000 SALARIES - TEMPORARY| $ - 8 13,103 0.0% § (13,103)
63000 FICA| § 192,960 $ 82,070 42.5% § 110,890
63001 RET CON RSRS| $ 614,508 $ 274,047 44.6% S 340,461
63002 MEDCARE FICA| $ 45113 $ 19,194 425% § 25,919
63003 GROUP LIFE| $ 26,204 $ 7,859 29.9% § 18,435
63006 H/C ACT TEMP| $ 493,826 §$ 235,221 47.6% $ 258,605

63008 STATE UNEMPLOYMENT| $ - § = 0.0% § -

63011 HEALTH SAVINGS| $ - $ 0.0% § -

64104 EDUCATION PAY| § - 8 - 0.0% § -
64105 BONUS PAY| $ 66,587 $ 64,773 0.0% § 1,814
Personnel Expenses| $ 4,469,027 § 1,985,320 44.4% $ 2,483,707
114 BOOKS| § 424741 § 282,249 66.5% § 142,492

114 DATABASES| $ - § - 0.0% § -
71142 MULTIMEDIA PRODUCTS| $ 6,953 § 7,613 109.5% S (660)
72122 MAGS & NEWSPAPER| $ 36,659 $ 3,614 99% $§ 33,045
Collection Development| $ 468,353 $ 293,475 62.7% $ 174,878
70131 ADVERTISING| $ 1,995 § 975 48.9% $§ 1,020
70161 DATA PROCESSING - OCLC| $ 17,483 § - 0.0% § 17,483
70161 PLANNING MGMT SERVICES| $ 682,307 $ 226,326 33.2% $ 455,981
70218 VEHICLE REPAIR| $ 2,181 § 2,493 114.3% $ (312)
70311 PRINTED SUPPLIES| $ 965 $ - 0.0% $§ 965

70412 TRANSPORTATION| $ - 8 . 0.0% § C
70413 MILEAGE ALLOWANCE]| $ 2413 % 3r2 15.4% $ 2,011
70551 SECURITY| $ 296,435 $ 57,860 195% § 238,635
70552 CONTRACT AND TEMP PERSONNEL| $ 25000 § 22,466 89.9% $ 2,534
71012 OFFICE STATIONARY SUPPLIES| $ 9,206 $ 923 10.0% § 8,283
71016 ADVERTISING | § - § (100) 0.0% § 100
71143 LIBRARY OPERATING SUPPLIES| $ 17,951 § 6,332 353% § 11,619
72113 POSTAGE| & 4646 $ 1,000 21.5% § 3,646
72121 CONFERENCES & CON| $ 2075 § 2,501 120.5% $§ (426)
72123 MEMBERSHIP DUES| $ 1,352 § 176 13.0% $§ 1,176
72124 TRAINING| $ 1,189 § 542 456% § 647
72131 COMPUTER SUPPLIES| $ 25109 $ 23,755 94.6% $ 1,354
72153 EQUIPMENT| $ 12,193 § 7,503 0.0% $ 4,690

73104 BANK FEES| § - § - 0.0% $ -
76119 PAGERS| $ - 3 50 0.0% § (50)
77103 FUEL-D/O VEHICLE| $ 2555 $ 696 272% § 1,859
77104 VEHICLE MONTHLY STANDING| $ 676 % 206 30.4% § 470

77201 INTERNAL PRINTING| $ - 8 - 0.0% § -

80001 DEPRECIATION| § - % 0.0% § -

80004 BUILDINGS & STR| $ - § . 0.0% $ .
80006 EQUIPMENT & OFFICE MAINTENANCE| $ 8793 § 7,391 84.1% § 1,402

80007 VEHICLE EXPENSES| $ - § E 0.0% § .
Other Expenses| § 1,114,584 § 361,465 324% § 753,118
UND|S 6,051,964 § 2,640,260 436% $§ 3,411,703




RICHMOND PUBLIC LI [ES - General Fund Bu t

Monthly Budget Report
December 31, 2017

FY2017-18 FY2017-18 %
Rev Budget AclualYID  Recognized
Lost and Damage Books s 21,782 § 5727 26%
Qverdue Book Fines S 66121 § 22.864 35%
Reservation - Book Records ] 500 S 230 46%
Room Rental Fees $ 300 § - 0%
Salas Copy Centers S 12476 § 7.765 44%
State Library Alde $ 170,000 § - (17
$ 276179 § 36,587 13%

Genargl Fund Operaling
EY2017:18  EY2017-18

Buydget Actugl YTD % Expended
Parsonnel S5 309326 § 1,346,929 a44%
Fringes $ 1372700 § 618,391 45%
Books/Materials 5 468,353 $§ 293,475 63%
Operating Expenses 5 1,114,584 § 341,465 2%
Total $ 6051964 § 2,640,260 A4%
Encumbrances YTD $ 280,889
RICHMOND PUBLIC LIBRARIES - Special Fund Budget
EY2017-18 FY2017-18 %
Speciol Fund Revenue Anficipated ActualYID  Recognized
00314 - Gift to the Ubrary 5 105000 § 55,595
00308 - Verlzon E-Rate Grant  § 0,170 $ -
00309 - Public Low Library $ 400,000 S -
00311 - Gotes Foundation ] - § -
00312 - RPL Foundation 5 40,000 S -
00313 - Frends of the RPL S 17,000 § -
00000 - Grade Level Recding  § - $ -
5 652170 $§ 56,595

FY17 Rollover & FY2017-18

Speciol Fund Expeditures EY18 Receiply  Actual YTD
00314 - Gift to the Lbrary $ 208,863 103,120
00308 - Verizon E-Rate Grant  § 49,626 15,695

00309 - Public Law Library ] (837.503) 271,535
Personne! 23,834
Fringes 4,833
Books/Materals 236,030
Operating Expanses 4,738

E
g 853 22229333

00311 - Gates Foundation $ 12.876 &
23,280 423%

an L wmrounan vy

00312 - RPL Foundation 5 5,500
00313 - Friends of the RFL 5 40,023 4,609 12%
5 {520.915) 418,239 -80%
Encumbrancaes YTD 143,869

Untecognized

5 16,055
$ 43,257
§ 270
§ 300
$ .71
s 170,000
$ 239.592

Uncb

1,729,397
754,310
174,878
783,118

341,703

4| o W

Unrecognized

49,405
80,170
400,000
40,000
17.000

wrinwr v

596,575

Unobiigaied

3 105.743
5 33,931
§  (1,109.038)

5 12.576
S (17.780)
$ 35414
$

(939.154)



Director’s Report
January 2018
Director Activities December 6 - January 15, 2017:

December 11 Richmond City Council

December 15 Capital Area Library Director’s meeting
December 23-25 Library closed for Christmas holiday
January 1-2 Library closed for New Year's holiday
January 5 Capital Areal Library Director’s meeting
January 8 Richmond City Council Meeting
January 10 CIP review

January 10 DIT project review of SIRSI RFP

Staff Update: Youth Services Associate I's hired Heather Mire at Westover Hills, Anne Hayes at East End, Lisa
Koleszar at Broad Rock. Jonah Butler and Jewel Murray were hired to be Library Assistant IT’s at West End.
Patty Parks will be the Outreach and Engagement Librarian fulfilling a goal in the 2016-2021 RPL Strategic Plan.

Envisionware E-payment update: Finance and DIT have approved the library to proceed with electronic
payment project. There were network security concerns that delayed the project. Those concerns have been
addressed and the library is back on track to provide patrons with the ability to pay a fine through credit or debit
card in the library and online through the library catalog. Our goal is to test at Main by the beginning of
February.

SIRSI RFP update: On January 10 a DIT project committee reviewed the SIRSI RFP request and approved it to
be moved forward and endorsed by City DIT. Procurement is processing the RFP.

Homeward Pilot Project: RPL will work with Homeward to address needs of the homeless patrons at the Main
Library. Homeward has provided the Main Library with a locked mobile telephone charger. Patrons may safely
charge their phones in a locker. At the charger station there will be information to connect those with Housing
Crisis Line which is a service to help homeless. Homeward will provide funding to have the services of a social
worker in the library to help identify and get people in need of services help.

Mary Morton Parsons Special Funds Request: On January 8, 2018 Richmond City Council approved the
ordinance authorizing the funds be received from the Foundation into City Special Funds.
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SECTION: 5.1.a

SUBJECT: Library Card Registration

POLICY

Issuing Library Cards:

Customers residing in the City of Richmond and surrounding counties (see list below) are eligible to register for a
library card free of charge upon furnishing the required identification. The library card may be used interchangeably
at all public fibraries in the City of Richmond.

« The library provides the initial library card free of charge. If a card is lost or stolen, the customer must show
a picture ID and pay $1.00 replacement fee for another library card.
o The Library Card does not expire, but information is checked for accuracy at least once yearly.

By completing a registration each adult andfor child's guardian/parent acknowledges he/she is responsible for the
use of his card, for materials charged upon it, for all fines incurred, and for the loss, processing fee and damage of
the materials charged upon it.

Every registration for a library card is to be signed. Acknowledgement and responsibility of all library pelicy for lending
is confirmed on the electronic application or by signature of the back of the library card.

Eligibility for Free Library Cards:
Residents of the City of Richmond, and residents of the following additional jurisdictions are eligible to register for a
free library card at Richmond Public Library:

Charles City County Henrico County Powhatan County
Chesterfield County Hopewell City of Prince George County
Dinwiddie County King William County Williamsburg City
Goochland County New Kent County

Hanover County Petersburg City

Employees of the City of Richmond are also eligible to register for a free library card, regardless of residence, upon
showing their current City of Richmond pholo identification badge.

Registration:
When a customer applies for a library card, he/she is entered as an Adult, Young Adult or Juvenile customer in the
circulation system.
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Adult registration; Adult registrants must present proof of residency-in the City of Richmond or in the jurisdictions
indicated below at the time of registration. One form of identification must be provided: 1) A-current Piclure

identification card with current address must be provided, OR 2) a-eutrent Picture identification card plus another
document with the current address on it (one example is utility bill) is required for adults.

The following are examples of acceptable documents:

Photo identitication from an official source:

o Valid Driver's License Valid Virginia 1D card
« Military Identifcation
e Passport
Proof of residential address:
e  Checks with names and address printed on them
Utility bill in your name
DMV Address verification posicard
Virginia Voter's registration card
Cancelled mail in your name and address dated within the last 30 days
Employment or Insurance ID with address

Registrants who use a post office box as a primary address must still show proof of a current home address.

Young Adult registration:  Young adult library cards will be issued to students age 14-17 years of age. Young adult
registrants must have be accompanied by a parent, guardian or other eligible adult willing to assume responsibility for
use of the library card and for payment of flnes and Iostldamaged malenals charges and who has the required
identification. A-registration-6 ho-compla ort-and-back)-and-signed-by-a-parent/guardian:

Juvenile registration: Juvenile registrants (age 13 and under) must be accompanied by a parent, guardian or other
eligible adult willing to assume responsibility for use of the Ilbrary card and for payment of fines and Iosb‘damaged
materials charges and who has the required identification. A-+egis o-complotad and-back)-and

signed-by-a-parentiguardian.

Additional Library Card Types:

PC Guest Card:

PC Guest user registration is designated only for those individuals not eligible for a free library card and is only for use
of public access computers. PC Guest card expire in ninety days, and are renewable. PC Guest Users must present a
current photo ID.

Fee Card:
Temporary cards issued to nonresidents who live outside the City of Richmond and surrounding counfies at a cost of
$15.00. The duration of a fee card is one year.

Library Card Registration - 2
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e-Card:
An e-Card is for Richmond residents and surrounding counties who have never had a library card and only want io use
online services. The e-Card allows users to borrow electronic books, magazines, audicbooks, videos. online resources
and computer workstations in the library. E-Card may place maierials on hold remotely. In order to check out an item,
the e-Card will be converted to a reqular library card.

Business Card:

Cards issued to companies or organizations that would like to register for a library card. The request must be
submitted in writing on company/business letterhead and must include the names of the individuals in the
organization who are authorized to use the card.

One person must be designated as responsible for library materials, and this individual must sign the letter of request
and will be required to fill in the standard library registration. That designated person is also responsible any and all

use the business card. Established circulation procedures will be followed. Businesses or Agency appointee
will be responsible for transport of materials to and from the library.

Library Card Registration - 3
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Temporary Cards for residents of temporary shelters:

Residents of temporary shellers may apply for library cards. Verification of residency must be presenied in the form of
a letter, on agency letterhead, from the director of the shelter in which the applicant resides. A card

will be issued with a limit of two (2) items checked out at any one time for as long as this patron is registered at this
address. Add note in borrower record: Temporary resident/2 ltem Limit.

PNCE E-Mlerth-5h-Elrsst
Adopted: April 20, 2005 Revised: March 2009
Revised: January 2006 Revised: April 2011
Revised: September 2006 Revised: February 2012
Revised: May 2007 Revised: May 2014
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SECTION: 5.1.a

SUBJECT: Library Card Registration

POLICY

Issuing Library Cards:

Customers residing in the City of Richmond and surrounding counties (see list below) are eligible to register for a
library card free of charge upon furnishing the required identification. The library card may be used interchangeably
at all public libraries in the City of Richmond.

o The library provides the initial library card free of charge. If a card is lost or stolen, the customer must show
a picture ID and pay $1.00 replacement fee for another fibrary card.
¢ The Library Card does not expire, but information is checked for accuracy at least once yeariy.

By completing a registration each adult and/or child’s guardian/parent acknowledges he/she is responsible for the
use of his card, for materials charged upon it, for all fines incurred, and for the loss, processing fee and damage of
the materials charged upon it.

Every registration for a library card is to be signed. Acknowledgement and responsibility of all library policy for lending
is confirmed on the electronic application or by signature of the back of the library card.

Eligibility for Free Library Cards:
Residents of the City of Richmond, and residents of the following additional jurisdictions are eligible to register for a
free library card at Richmond Public Library:

Charles City County Henrico County Powhatan County
Chesterfield County Hopewell City of Prince George County
Dinwiddie County King William County Williamsburg City
Goochland County New Kent County

Hanover County Petersburg City

Employees of the City of Richmond are also eligible to register for a free library card, regardless of residence, upon
showing their current Gity of Richmond photo identification badge.

Registration:
When a customer applies for a library card, hefshe is entered as an Adult, Young Adult or Juvenile customer in the
circulation system.

Adult reqistration: Adult registrants must present proof of residency in the City of Richmond or in the jurisdictions
indicated below at the time of registration. One form of identification must be provided: 1) Picture identification card
with current address must be provided, OR 2) Picture identification card plus another document with the current
address on it {one example is utifity bill} is required for adults.
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The following are examples of acceptable documents:

Photo identification from an official source:
» Valid Driver's License Valid Virginia ID card
o Military Identifcation
e Passport
Proof of residential address:
o Checks with names and address printed on them
Utility bill in your name
DMV Address verification postcard
Virginia Voter's registration card
Cancelled mail in your name and address dated within the last 30 days
Employment or Insurance ID with address

Registrants who use a post office box as a primary address must still show proof of a current home address.

Young Adult registration:  Young adult library cards will be issued to students age 14-17 years of age. Young adult
registrants must have be accompanied by a parent, guardian or other eligible adult willing to assume responsibility for
use of the library card and for payment of fines and lost/damaged materials charges, and who has the required
identification.

Juvenile registration: Juvenile registrants (age 13 and under) must be accompanied by a parent, guardian or other
eligible adult willing to assume responsibility for use of the library card and for payment of fines and lost/damaged
materials charges and who has the required identification

Additional Library Card Types:

PC Guest Card:

PC Guest user registration is designated only for those individuals not eligible for a free library card and is only for use
of public access computers. PC Guest card expire in ninety days, and are renewable. PC Guest Users must present a
current photo ID.

Fee Card:
Temporary cards issued to nonresidents who live outside the City of Richmond and surrounding counties at a cost of
$15.00. The duration of a fee card is one year.

e-Card:

An e-Card is for Richmond residents and surrounding counties who have never had a library card and only want to use
online services. The e-Card allows users to borrow electronic books, magazines, audiobooks, videos, online resources
and computer workstations in the library. £-Card may place materials on hold remoely. In order to check out an item,
the e-Card will be converted to a regular library card.

Library Card Registration - 6
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Business Card:

Cards issued to companies or organizations that would like to register for a library card. The request must be
submitted in writing on company/business letterhead and must include the names of the individuals in the
organization who are authorized to use the card.

One person must be designated as responsible for library materials, and this individual must sign the letter of request
and will be required to fill in the standard library registration. That designated person is also responsible any and all
use the business card. Established circulation procedures will be followed. Businesses or Agency appointee
will be responsible for transport of materials to and from the library.

Temporary Cards for residents of temporary shelters:

Residents of temporary shelters may apply for library cards. Verification of residency must be presented in the form of
a letter, on agency letterhead, from the director of the shelter in which the applicant resides. A card

will be issued with a limit of two (2) items checked out at any one time for as long as this patron is registered at this
address. Add note in borrower record: Temporary resident/2 Item Limit.

Adopted: April 20, 2005 Revised: March 2009
Revised: January 2006 Revised: April 2011
Revised: September 2006 Revised: February 2012
Revised: May 2007 Revised: May 2014
Revised: January 2018
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RICHMOND SECTION: 9.1.a

SUBJECT: Meeting Rooms

PROCEDURE

POLICY GOVERNING USE OF LIBRARY MEETING ROOMS

The mission of the Richmond Public Library is to inform, enrich and empower Richmond'’s residents, promoting
reading and the active use of cultural, intellectual and information resources available through the library. The
library’s public space is intended for reading and study, and the library’s meeting rooms are intended for public
programs that meet the purpose of the library’s mission.

PROCEDURES FOR RESERVING AND USING MEETING ROOMS

A

Reservations

Applications for use of a meeting room at the Main Library or computer lab must be submitted te-the-Administrative
Qﬂlee at the L|brarys Mam Branch al Ieast ene-{-1-)—week two (2) weeks pnor to the proposed meenng date Ne

Feundatwn—ﬂae—l;nends-et—the-ubiaw- tudy Hooms rnay be reserved ona ilrst come, hrst serve.
Applications for use of a Branch meeting room must be submitted 1o the Branch Manager's Office at least ere-{-week

two (2) weeks prior to the proposed meeting date {see-branch-meeting-room-palicy). Applications for branch meeting
room use from non-local entities will be forwarded to the Administration Office at the Main Library for approval.

Reservations can be requested up to one (1) month in advance of the use date. Only one booking per month for a user
is allowed at a time.
The Library should be notified in advance of meeting cancellations.

Available Times

Mesting rooms and computer lab are available for use only during the hours when the library is regularly open.

All meetings held during normal library hours must conclude no [ater than fifteen (15) minutes prior to closing, with the
exception of the computer lab (30 minutes).

There is a maximum of four( } hours use per meetlng

The lerary may grant exceptlons to these tlme Ilmltallons for Iocal government agencies, including the City of
Richmond Public Schoals, the City of Richmond Public Library Foundation and the Friends of the Library.
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~—Gellman-Room-{1* Floor) $75.00
o Auditorium-Annex $20-00
—Auditorium ~3$150.00
+—Auditorium-and-Annex 8170-00

D. Responsibilities of Meeting Room Users

Each applicant for use of a meeting room or computer lab shall agree to observe and abide by the following
regulations:

1. No donations may be solicited in connection with a meeting room nor may meeting rooms be used by any
group to sell goods or services. Exceptions to these restrictions may be made by the Library in the case of
paid registration or fuition for special classes; institutes, etc. presented in cooperation with the City of
Richmond Public Library.

2. Groups or individual instructors may not use the Gates-Computer Lab for commercial purposes, nor may any
group using the computer lab charge any fees.

3. Any publicity concemning a meeting or activity to be held in a meeting room must properly identify the
sponsoring group or organization. The City of Richmond Public Library shall not be identified as a sponsor,
except with its specific writlen consent.

a. The group or organization reserving the annex, auditorium or branch meeting rooms shall be responsible

for setting up the room according to its own needs, with the exception of the Gates-Computer Lab.
Additional software may not be installed on the Gates- Computer Lab computers ercententserver. The

Meeting Room Procedure - Page 2
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group or organization using the room must restore the furniture and the room to the order in which it was

found.
b. No chairs are to be moved in or out of the senteranee study rooms located on the second floor of the
Main Library.

4, The Library will provide-a-+isrephene- limited audiovisual equipment for groups using the Auditorium, provided
the group requests the microphene-set-up at the time of their room reservation. No other equipment will be
provided by the Library, and the microphone is only available in the Auditorium.

5. The group or organization reserving the meeting room shall be responsible for any damage caused to the
Library premises or Library property.

7. Consumption of food and/or drinks shall not be allowed in meeting rooms, unless the Library has given prior
written approval. Consumption of food and/or drinks shall never be allowed in the computer lab.

8. The City of Richmond Public Library-Gates Computer Lab does not provide trainers or office supplies such
as-floppy-disks-electronic storage, pens, staplers, elc. The computer lab is equipped with a network printer
and allows individuals to print at a cost of $.15 per page in black and white only.

9. The City of Richmond Public Library is not responsible for items left behind in meeting rooms or computer
lab.
10, Individuals participating in the use of a meeting room or the computer lab shall observe and abide by the

City of Richmond Public Library’s general policies goveming conduct in the Library. In compliance with all
Virginia laws, users of the Gates Computer Lab shall immediately cooperate with library staff or other
authorities enforcing said laws, policies and procedures for access 1o the internet or other uses of
computers and networks. Failure to do so shall result in immediate termination of computer lab use and
may result in loss of library privileges or possible legal action.

1. Extraordinary Security Measures: If the Library Board and City Chief of Police certify that the meeting of a
group would require extraordinary security measures, a certificate of insurance in the amount of one million
dollars ($1,000,000.00) naming the “City of Richmond” as the insured will be required before the meeting
room reservation will be confirmed.

12. Failure of any group to abide by all regulations for the operation of the Library and use of meeting rooms or
computer lab may result in a denial of all future requests to use.

E. Cancellations and Refunds
Any group wishing to cancel a reservation must do so at least three (3} days prior to the date of its scheduled
mealing. Mesalind-abhe-eorlisalion-dapesishallbe-gherforeansel: isasHess-thanthree davs-priorto-th
scheduled-mesing:

The Gates Computer Lab will be opened to the public, if the group reserving it hasn't called or arrived within thirty
minutes after the scheduled time.

Meeting Room Procedure — Page 3
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F. Notification of Policies to Applicants

101 EAST FRANKLIN STREET

A copy of this “Policy Governing Use of Library Meeting Rooms” shall may be given upon request to each applicant
requesting use of a meeling raom.

Note:  The City of Richmond Public Library reserves the right to abolish or modify this policy at anytime.

Adopted: February 16, 2005
Revised: May 2007
Revised: October 2007

Reviewed: February 2009

Meeting Room Procedure - Page 4
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SECTION: 9.1.a

SUBJECT: Meeting Rooms

PROCEDURE

POLICY GOVERNING USE OF LIBRARY MEETING ROOMS

The mission of the Richmond Public Library is to inform, enrich and empower Richmond’s residents, promoting
reading and the active use of cultural, intellectual and information resources available through the library. The
library’s public space is intended for reading and study, and the library’s meeting rooms are intended for public
programs that meet the purpose of the library’s mission.

PROCEDURES FOR RESERVING AND USING MEETING ROOMS

A

Reservations

Applications for use of a meeting room at the Main Library or computer lab must be submitted at the Library’s Main
Branch at least two (2) weeks prior to the proposed meeting date. Study Rooms may be reserved on a first come, first
serve.

Applications for use of a Branch meeling room must be submitted to the Branch Manager's Office at least two (2}
weeks prior to the proposed meeting date. Applications for branch meeting room use from non-local entities will be
forwarded to the Administration Office at the Main Library for approval.

Reservations can be requested up to one (1) month in advance of the use date. Only one booking per month for a user
is allowed at a time.

The Library should be notified in advance of meeting cancellations.

Available Times

Meeting rooms and computer lab are available for use only during the hours when the library is regularly open.

All meetings held during normal library hours must conclude no later than fifteen (15) minutes prior to closing, with the
exception of the computer lab (30 minutes).

There is a maximum of four (4) hours use per meeting.

The Library may grant exceptions to these time limitations for local government agencies, including the City of
Richmand Public Schools, the City of Richmond Public Library Foundation and the Friends of the Library.

Responsibilities of Meeting Room Users

Each applicant for use of a meeting room or computer lab shall agree to observe and abide by the following
regulations:

1. No donations may be solicited in connection with a mesting room nor may meeting rooms be used by any
group to sell goods or services. Exceptions to these restrictions may be made by the Library in the case of
paid registration or tuition for special classes; institutes, etc. presented in cooperation with the City of
Richmond Public Library.

2. Groups or individual instructors may not use the Computer Lab for commercial purposes, nor may any group
using the computer lab charge any fees.
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Any publicity concerning a meeting or activity to be held in a meeting room must properly identify the
sponsoring group or organization. The City of Richmond Public Library shall not be identified as a sponser,
except with its specific writlen consent.

a. The group or organization reserving the annex, auditorium or branch meeting rooms shall be responsible
for setting up the room according to its own needs, with the exception of the Computer Lab. Addilional
software may not be installed on the Computer Lab computers. The group or organization using the room
must restore the furniture and the room to the order in which it was found.

b. No chairs are to be moved in or out of the study rooms located on the second floor of the Main Library.

The Library will provide limited audiovisual equipment for groups using the Auditorium, provided the group
requests the set-up at the time of their room reservation. No other equipment will be provided by the Library,
and the microphone is only available in the Auditorium.

The group or organization reserving the meeting room shall be responsible for any damage caused to the
Library premises or Library property.

Consurption of food and/or drinks shall not be allowed in meeting rooms, unless the Library has given prior
written approval. Consumption of food and/or drinks shali never be allowed in the computer lab.

The City of Richmond Public Library Computer Lab does not provide trainers or office supplies such as
electronic storage, pens, staplers, etc. The computer lab is equipped with a network printer and allows
individuals to print at a cost of $.15 per page in black and white only.

The City of Richmond Public Library is not responsible for items left behind in meeting rooms or computer
ab.

Individuals participating in the use of a meeting room or the computer lab shall observe and abide by the
City of Richmond Public Library's general policies governing conduct in the Library. In compliance with all
Virginia laws, users of the Computer Lab shall immediately cooperate with library staff or other authorities
enforcing said laws, policies and procedures for access to the internet or other uses of computers and
networks. Failure to do so shall result in immediate termination of computer lab use and may resuit in loss
of library privileges or possible legal action.

Extraordinary Security Measures: If the Library Board and City Chief of Police certify that the meeting of a
group would require extraordinary security measures, a certificate of insurance in the amount of one million
dollars ($1,000,000.00) naming the “City of Richmond" as the insured will be required before the meeting
room reservation will be confirmed.

Failure of any group to abide by all regulations for the operation of the Library and use of meeting rooms or
computer lab may result in a denial of all future requests to use.

Cancellations and Refunds

Any group wishing to cancel a reservation must do so at least three (3) days prior to the date of its scheduled

meeting.

The Computer Lab will be opened to the public, if the group reserving it hasn't called or arrived within thirty minutes
after the scheduled time.
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Notification of Policies to Applicants

A copy of this “Policy Governing Use of Library Meeting Rooms™ may be provided upon request to each applicant
requesting use of a meeting room.

Note: The City of Richmond Public Library reserves the right to abolish or modify this policy at anytime.

Adopted: February 16, 2005
Revised: May 2007
Revised: October 2007
Reviewed: February 2009
Revised: January 2018
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SECTION: 5.2.a

SUBJECT: Library Card Renewal

POLICY

Richmond Public Library patrons with an up-to-date library card can check out library material. Regular status library cards
have no expiration date, but user information will be verified for accuracy on a yearly basis.

If patron's record is clear (no unpaid fines, lost books, etc.) that patron should be VERIFIED without requiring patron to fumish
proof of address. New or changed information should be verified and entered in Borrower Services. If patron’s record is not
clear, patron must pay off all fines, fees, etc. to a $4-89 $9.99 balance before card information is verified. An exception occurs
when there has been a collection referral. In this instance, the patron’s card must be cleared entirely before privileges are
reinstated.

The following special status library cards have expiralion dates:

e Reqular Card: with 3-years of inactivity

¢ PC Guest Card: 90 30 days

» e-Card: with 1-year of inactivity

¢ Fee Card: 1-year {expiration manually entered)
o Temporary Resident (TP) Cards: 1-year

Approved: April 20, 2005
Revised: May 2007
Reviewed: February 2012
Revised: March 2014
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SECTION: 5.2.a

POLICY SUBJECT: Library Card Renewal

Richmond Public Library patrons with an up-to-date library card can check out library material. Regular status library cards
have no expiration date, but user information will be verified for accuracy on a yearly basis.

If patron's record is clear (no unpaid fines, lost books, etc.) that patron should be VERIFIED without requiring patron to fumish
proof of address. New or changed information should be verified and entered in Borrower Services. If patron's record is not
clear, patron must pay off all fines, fees, etc. to a $9.99 balance before card information is verified. An exception occurs when
there has been a collection referral. In this instance, the patron’s card must be cleared entirely before privileges are
reinstated.

The following special status library cards have expiration dates:

e Regular Card: with 3-years of inactivity

o PC Guest Card: 90 days

o e-Card: with 1-year of inactivity

o Fee Card: 1-year (expiration manually entered)
¢ Temporary Resident (TP) Cards: 1-year

Approved: April 20, 2005
Revised:  May 2007
Reviewed: February 2012
Revised:  March 2014
Revised:  January 2018
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SECTION: 4.2.a

POLICY SUBJECT: Rules and Regulations for
Conduct in Library and on Library

Property

Richmond Public Library is committed to providing safe and welcoming environments for all patrons. The
following rules protect the rights and safety of library patrons and staff members, and preserve and protect
the library's materials, facilities and property.

Definitions and scope

These rules shall apply to all buildings, interior and exterior, and all grounds controlled and operated by
Richmond Public Library (such buildings and grounds are hereafter referred to as the "premises”) and to all
persons entering in or on the premises.

Listed below are the library's rules. Library and security personnel will derermine whether a particular
behavior is prohibited by the rules. People who violate the rules may be asked to leave the premises and
excluded from all library premises for the period of time listed below, by authority of Richmond Public
Library Director on behalf of the Library Board of Trustees.

Library rules

Any person who violates one or more of rules 1 through 5 while in or on library premises will be
asked to leave immediately and excluded from all Richmond Public Library premises without first

being given a warning.

Any person so excluded shall lose all library privileges for a period of up to three years, and the
incident may be reported to the appropriate law enforcement agency.

1. Committing or attempting to commit any activity that would constitute a violation of any federal, state or
local criminal statute or ordinance.

2. Directing a specific threat of physical harm against an individual, group of individuals or property.
Violation of this rule will result in a minimum exclusion of one year.

3. Engaging in sexual conduct, including, but not limited to, the physical manipulation or touching of a
person's sex organs through a person's clothing in an act of apparent sexual stimulation or gratification.

4. Being under the influence of any intoxicating liquor or controlled substance.

5. Possessing, selling, distributing or consuming any alcoholic beverage (except as allowed at a library
approved event).
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Any person who violates one ot more of rules 6 through 20 while in or on library premises will be
given up to one warning at the discretion of library staff; then the person will be asked to leave the
premises for the day. If the violation involves threatening behavior or behavior that is significantly
disruptive, then the person may be excluded for a longer period.

Subsequent offenses by that person will result in that person being asked to leave library premises
and excluded from all Richmond Public Libraty premises. Any person so excluded shall lose all
library privileges for a period of up to one year.

6. Engaging in conduct that disrupts or intetferes with the normal operation of the library, or disturbs
library seaff or patrons, including, but not limited to, conduct that involves the use of abusive or threatening
language or gestures, conduct that creates unreasonable noise, or conduct that consists of loud or boisterous
physical behavior or talking.

7. Using library materials, equipment, fumiture, fixtures or buildings in a manner inconsistent with the
customary use thereof; or in a destructive, abusive or potentally damaging manner; ot in a manner likely to
cause personal injury to the actor or others.

8. Not following the reasonable direction of a library staff member or library security officer.

9. Soliciting, petitioning, canvassing ot distributing written materials inside a library building, including the
doorway or vestibule of any such library building or in a manner on the library premises that unreasonably
interferes with or impedes access to the library.

10. Interfering with the free passage of library staff or patrons in or on the library premises, including, but
not limited to, sitting or lounging on the floor when not actively browsing shelves or participating in library
programs.

11. Using personal belongings in a manner that interferes with the operation of library facilities. Leaving
personal belongings unattended. Placing personal belongings on, against, or within buildings, walkways,
furniture, equipment, or fixtures in a manner that impedes library staff or patron use of the library facility.

12. Bringing bicycles or other similar devices inside library buildings, including, but not limited to, vestibules

or covered doorways.
13. Operating roller skates, skateboards or other similar devices in or on library premises.

14. Parking vehicles on library premises for purposes other than library use. Vehicles patked in violation of
this rule may be towed at the owner's expense.

15. Smoking, any use or preparation of tobacco, or any use or preparation of vaping devices or substances.
Smoking is prohibited within 20 feet of library entrances and exits.

16. Consuming food on library premises (except at library-approved events or designated areas), or
possessing food or drink that creates a potential nuisance because of odor, garbage or spills. Beverages in
covered containers are allowed. No food or drink of any kind is allowed inside the Special Collections at the
Main Library.

17. Bringing animals inside library buildings (with the exception of service animals recognized by the
Americans with Disabilities Act and animals allowed at library-approved events), or leaving an animal
tethered and unattended on library premises. Pets in Library Park must be on a leash and owners must clean up
after their pets.

18. Violating the library's rules for acceptable use of the internet and library public computers, which are
posted at every public computer.
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19. Removing Library materials from the premises without following established lending procedures is
prohibited.

20. Taking library materials into restrooms if the materials have not been checked out.

Any person who violates one or more of rules 21 through 24 while in or on library premises will be
given up to two warnings at the discretion of library staff; then the person will be asked to leave the
premises for the day. Subsequent offenses by that person will result in that person being asked to
leave the premises and excluded from all Richmond Public Library premises. Any person so
excluded shall lose all library privileges for a period of up to six months.

21. Sleeping or appearing to sleep in or on library premises.
22. Improperly using library restrooms, including, but not limited to, bathing, shaving or washing hair.
23. Using phones or other personal clectronic equipment at 2 volume that disturbs others.

24. Leaving one ot mote children under the age of cleven, who reasonably appear to be unsupervised or
unattended, anywhere in or on library premises.

Any person who violates one or more of rules 25 through 29 while in or on library premises will be
excluded from the premises until the problem is corrected.

25. Entering or remaining upon library premises without wearing shoes or sufficient clothing.
26. Disturbing others because of odor.

27. Entering or remaining upon library premises with belongings that cannot be carried in a single trip and
stored under a library chair or table without disturbing others.

28. Entering or remaining upon library premises with an unauthorized weapon as defined by Virginia State
Code.

29. Carrying concealed weapons is prohibited, except as permitted by Virginia State Law.

Repeat and multiple offenses

People who violate any library rule after having been excluded for on¢ or more library rule violations may
face a longer exclusion than indicated in this document.

Patrons need not violate the same rule to be subject to stricter enforcement and may not be warned that
their behavior is inappropriate before being excluded.

See also Policy 4.7 Supervision of Children
See also Policy 6.1 Computer and Acceplable Intemet Use

Adopted: February 2012
Revised: January 24, 2018
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POLICY

SECTION: 4.2.a

SUBJECT: Rules and Regulations for
Conduct in Library and on Library

Property
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HousIng
Crisis
Line

304-972-0813

If you are homeless or will lose
housing within the next three
days, call the Housing Crisis
Line for help and alternatives to
emergency shelter.




