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Albert Lea Public Library Policy Manual 
 

 

 

I.  INTRODUCTION 

 

1.1    Library Mission Statement: 

 

The mission of the Albert Lea Public Library is: 

 

The ALBERT LEA PUBLIC LIBRARY is working to connect you with the books you 

want, the information you need, and the community you live in.   

 

1.2 Objectives of the Albert Lea Public Library:  

 

1. To collect, preserve, and make accessible printed and audio-visual materials in 

order to enlighten citizens and enrich their personal and daily lives. 

2. To organize these materials in an orderly manner for ease and convenience of 

use by the community. 

3. To serve the community as a center of accurate and reliable information. 

4. To provide opportunity and encouragement for continuous informal self-education 

for people of all ages. 

5. To provide for the recreational needs of the community through the use of 

literature, music, films, and other media. 

6. To support the educational, civic, and cultural activities of groups and 

organizations in the community. 

7. To maintain and improve services to residents who are institutionalized in 

Freeborn County. 

8. To maintain a rotating collection in nursing homes, senior citizen apartment 

complexes, and institutions. 

9. To maintain a rotating collection in children’s daycare centers countywide. 
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10. To seek continually to identify community needs, to provide programs of service 

to meet such needs, and to cooperate with other organizations, agencies and 

institutions, which can provide programs or services to meet the needs of the 

community. 

 

1.3 Organization/Governance of the Albert Lea Public Library: 

 

Albert Lea Public Library is a department of the City of Albert Lea, and the city manager 

and city council shall have the power and authority to establish, maintain, and operate 

the Library for the benefits of the citizens of the city of Albert Lea and Freeborn County. 

 

II. RULES OF CONDUCT:  

 

 2.1 Purpose for the Rules of Conduct: 

 

The Albert Lea Public Library Rules of Conduct have a threefold purpose: to protect the 

rights and safety of library patrons, to protect the rights and safety of staff members, and 

to preserve and protect the library's materials, facilities and property.  The Rules of 

Conduct   are posted in all the Library’s public spaces for patron to read and for staff to 

refer to.   

 

 2.2 Rules of Conduct (as to be displayed): 

 

The Albert Lea Public Library is a public place, and we ask our visitors to respect others.  To 
ensure that your visit with us is safe and enjoyable, the following actions are PROHIBITED: 

 
1. Patrons must have a Library card present to check out Library materials or use the 

computer.  The staff will not provide card numbers to individuals due to privacy and 
security issues.   

 
2. Any behavior that is disruptive to library use or disturbs library staff is prohibited and will 

be handled by the appropriate enforcement authority.  
 
3. Engaging in any activity in violation of Federal, State, local or other applicable law, or 

Library policy.  (Copy of Albert Lea Public Library Policy Manual is available at both 
Circulation Desks) 
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4. Failing to comply with a reasonable staff request. 
 
5. Harassment of staff and visitors.  
 
6. Operation of cell phones or other handheld devices. 

 
7. Use of any type of cameras, including but not limited to: video equipment, cell phones or 

handheld devices, without permission from the Director.  
 
8. Misuse of library furniture or equipment.  
 
9. Sleeping in the library.  
 
10. Possessing or being under the influence of alcohol or illegal drugs. 
 
11. Food can damage materials and furnishings and may not be brought into the Library.  All 

beverages must be covered. 
 
12. Personal hygiene habits must not infringe upon other people's use of the library.  
 
13. Conversation that is above an acceptable noise level or is disturbing to other individuals or 

employees. 
 
14. Blocking aisles or doors or leaving personal items unattended at any time. 
 
15. Carrying weapons of any type.  
 
16. Children under age 7 must be accompanied by an adult or adolescent at least 14 years of 

age. * 
 
17. Adults are not allowed in the children’s area.  This area is for children and their parents or 

caregivers only.  
 
18. Operating roller blades, skateboards or other similar devices in the library or City Center. 
 
19. The only animals that may be brought into the Library are service animals or 

program/event related. 
 
20. Smoking or any other use of tobacco.  
 
21. Failing to adhere to Albert Lea Public Library Internet or Computer Lab Policies. 

 
 

Failure to comply with the Library's established rules and policies could result in removal from 
the premises and suspension and/or termination of Library privileges, including the use of 
Library computers and other equipment.  Individuals have the right to request an administrative 
review with the Library Director and/or the Library Advisory Board if suspension and/or 
termination of Library privileges is greater than thirty days. 
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*  Library staff cannot assume responsibility for children at any time.  If an unattended child is in 
the library at closing time, police will be notified and asked to pick up the child.  Library staff is 
not permitted to offer the child transportation home.   

 
A copy of Albert Lea Public Library Policy Manual is available at our Circulation Desks and online at www.alplonline.org. 
 

III. PERSONNEL:  

 

 3.1 Purpose of Personnel Policies: 

 

1. Personnel policies are designed to set guidelines and expectations which apply 

to all employees of the Albert Lea Public Library. 

2. Personnel policies are presented as guidelines only, and should not be 

interpreted as a contract between the Library and any of its employees.    

3. Detailed policies and information regarding personnel issues may be obtained by 

consulting the Human Resources Director of the City of Albert Lea.  

 

IV. PUBLIC SERVICES:  

 

4.1 Personal Conduct and Service to Library Patrons: 

 

1. All services of the Library exist for the individual patron.  Therefore, providing 

quality service and assistance to all patrons must always be the first priority of all 

Library employees. 

2. Employee's attitudes and manner shall at all times reflect that of intelligent, 

courteous, and interested service providers. 

3. The Library will service all residents of the city of Albert Lea and Freeborn 

County, including SELCO and other patrons.  Service will not be denied or 

abridged because of religious, racial, social, economic or political status. 

 

4.2 Who May Use the Library: 

 

1. The Library will serve all residents of the city of Albert Lea and Freeborn County, 

and the SELCO system. Service will not be denied or abridged because of 

http://www.alplonline.org/
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religious, racial, social, economic, or political status; or because of mental, 

emotional, or physical condition; age; or sexual orientation.  

2. The use of the Library may be denied for due cause. Such cause may be failure 

to return Library materials or to pay penalties, destruction of Library property, 

disturbance of other patrons, or any other illegal, disruptive, or objectionable 

conduct on Library premises.  

 

4.3 Patron Responsibilities and Conduct: 

 

1. Patron Behavior:  It is a patron's responsibility to maintain necessary and proper 

standards of behavior in order to protect his/her individual rights and the rights 

and privileges of other patrons. If a patron creates a public nuisance, that patron 

may be restricted from the Library and from the use of the Library facilities.  

Individuals engaged in disruptive behavior will be required to leave the Library 

after one warning from Library staff.  Those who are unwilling to leave or do not 

leave within a reasonable amount of time, after being instructed to do so by the 

staff, will be subject to the law.     Disruptive behavior includes, but is not limited 

to: noisy, boisterous actions; misuse or vandalism of Library property; 

uncooperative attitude; inappropriate behavior (including eating, sleeping, 

smoking, running, or loud talking); or actions that deliberately annoy others or 

prevent the legitimate use of the Library and its resources.  Abusive language 

and behavior toward staff will not be tolerated.      

2. Personal Electronic Devices:  This policy covers: computers, portable music 

players, handheld gaming devices and calculators.  These devices may be used 

if the noise level is low and use does not interfere with others.   

3. Cell/mobile Telephones and Pagers:  These devices must be turned off or 

switched to a non-audible signal and can be answered in the lobby area of City 

Center.    

4. Children:   The well being and safety of children are of great concern to the Albert 

Lea Public Library.  It is important that children who use the Library find the 

facility a warm and inviting place where they may develop a love of books, 

reading and the library.  Library staff is not expected to assume responsibility for 
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the care of unsupervised children in the Library.   Parents need to be aware that 

the Library is a public place and “stranger danger” is a real concern.  Library staff 

cannot prevent children from interacting with or leaving the Library with a person 

who is not their parent/caregiver.  Therefore, it is Library policy that all children 

under age seven (7) must be accompanied and directly supervised by a 

parent/caregiver while in the Library. Direct supervision means that the 

parent/caregiver must remain with the child during the entire library visit.  A 

designated caregiver has to be over the age of fourteen (14).   Also, if the young 

child is attending a Library program, we require the parent/caregiver remain with 

the child throughout the program.  

5. Disruptive children:  Children of all ages are encouraged to use the Library for 

homework, recreational reading, and program attendance. The Library staff 

realizes that the Library will be noisier at busy times and that children by nature 

can cause more commotion. However, if a child is being disruptive, is habitually 

left unattended for long periods of time, or is deemed to be at risk of coming to 

harm, an effort will be made to locate the responsible parent/caregiver.  Children 

may be assisted by Library staff in contacting the parent/caregiver.  In some 

cases, children may be asked by the Library staff to leave the Library.  The 

Library is not a daycare center and the Library staff are not daycare providers.  

The Library has adopted a “3 strikes and you’re out” rule.  If a child is corrected 

for inappropriate behavior three (3) times during one visit they are given a two 

(2) week “time out”.  The child is given a written notice which includes the date 

when they may return to the Library.  If their behavior is unchanged after they 

return they will then be given a one (1) month “time out”.  If the behavior 

continues the “time out” will become a six (6) month Library suspension. 

6. Supervision of Children:  Children under the age of seven (7): Not to be left 

unsupervised in any area of the Library.  If a parent/caregiver cannot be located, 

staff will contact the Albert Lea Police Department to report an abandoned child. 

7. Caregiver:  A caregiver is defined as a responsible individual over the age of 

fourteen (14) who is directly responsible for the supervision of underage 

child/children in the Library.  The caregiver must remain with the underage 

child/children during their entire Library visit. 



 

Albert Lea Public Library Policy Manual  Page 10 

Revised May 26, 2009 

8. Disruptive Older children/teens:  Older children/teen are defined for this policy as 

under the age of eighteen (18).  They will be asked to leave the Library if they 

engage in disruptive behavior (see policy on “Patron Behavior”).  The Library 

staff will permit the child to call a parent.  If no parent can be contacted, Library 

staff will either allow the child to remain at the Library under close supervision 

until a parent can be contacted, or notify appropriate law enforcement or child 

protection authorities, depending on the severity of the situation. The “3 strikes 

and you’re out” policy will also be used. 

9. Food and Beverages:  Food is not allowed in the Library.  Non-alcoholic 

beverages are permitted in covered containers only.   

 

4.4 Patron Responsibilities and Conduct: 

 

For purposes of this policy the term disruptive behavior means the creation of loud and 

unreasonable noise, running or jumping, fighting or other behavior, which could interfere 

with the rights of other patrons.  It may be necessary to notify appropriate law 

enforcement or child protection authorities if a parent/caregiver cannot be located and: 

 

 An unattended child is being disruptive 

 A child left unattended for long periods of time 

 A child is deemed to be at risk of coming to harm 

 

If it is unsafe for a child to leave the building without an adult, he/she should not be in 

the Library unattended.  Children who have not been picked up at closing time will be 

given the opportunity to call a parent/caregiver.  Children who have not been picked up 

within fifteen minutes (15) after closing will be left in the care of the Albert Lea Police 

Department.  Under no circumstances will Library staff transport children in a vehicle or 

accompany them home. 
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4.5 Volunteers and Supporters of Albert Lea Public Library: 

 

The Albert Lea Public Library welcomes individuals and groups who volunteer their time 

and talents in the service of the Library. In appreciation of volunteer services, the Library 

acknowledges the need to organize volunteer activities and provide for appropriate 

recognition befitting the benefit to the Library and the communities it serves.  

 

Currently volunteer organizations associated with the Albert Lea Public Library, 

including but not limited to, the FRIENDS of the Albert Lea Public Library and the Albert 

Lea Public Library Foundation.  The Library’s volunteer groups are a formal association 

of people who unite to plan and execute, in conjunction with Library goals and the needs 

of the Library director, programs, and events to benefit the Library. Volunteer groups are 

often heavily involved in fund-raising for the Library, which includes but is not limited to 

book sales.  

 

 4.6 Library Circulation Policy:   

 

1. Purpose: In order to provide equal access to Library materials; the Albert Lea 

Public Library sets policies for the length of loan period, renewals, reserves, and 

fines. The Library will determine who is eligible to borrow materials and will 

provide requirements for the return or replacement of such materials. 

2. User Eligibility: Obtaining a Library card is required to utilize Library services.  If 

an individual lives or own property in Minnesota, they can get a free Library card. 

They must complete the appropriate application form and bring it, along with a 

current Minnesota driver's license or state ID to the Library. If an individual does 

not have a current above-mentioned photo ID they will need to present the 

expired ID and supply two (2) bills with a current mailing address.  

3. Types of Identification That Are Acceptable:  Drivers license or state picture ID , 

however, if an individual does not have these current forms of identification any 

two (2) of the following forms of address verification will be accepted: personal 

check, current mail or voter registration card, etc…  
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4. Unable to Provide Requested Identification:  Patrons who cannot provide the 

required above-described forms of identification at time of application will unable 

to obtain a Library card.  

5. Age Restrictions:  Any child under the age of 16 years old MUST have a parent or 

guardian present to obtain a card.  A parent or guardian must provide 

appropriate ID.  Parents/guardians are responsible to monitor Library materials 

that their children utilize and check out.  Parents or guardians are responsible for 

the fines/fees incurred by children under the age of 16.  The Albert Lea Public 

Library wants every child to be able to obtain a library card regardless of their 

parent/guardian’s current card status.  To ensure this the Library will issue a 

limited card to children whose parent/guardian has fines/fees in excess of $5.00.  

This card will be limited by material to only books and no internet privileges.  

However, internet use for school related projects or assignments can be granted 

by the Library staff.  The internet use is restricted to the above stated uses and if 

the child abuses this opportunity internet access will be discontinued.   Both the 

child and the parent/guardian will be informed of this policy when the card is 

issued. 

 

 4.7 Library Cards: 

 

1. Patrons must have their Library card present to check out Library materials.  This 

ensures Library confidentiality and expedites service.  If the patron has lost his/ 

her card, a replacement card can be issued provided the patron provides proper 

identification.   (User Eligible:  see 3.6, 2) 

2. A minor may replace or renew their card without a parent or guardian if they can 

provide proper identification or verify their address and phone number.  

3. Library will issue 2 replacement cards for free; however, a $3.00 replacement fee 

will be assessed for a 3rd replacement card within a twelve-month period.  

4. The patron is responsible for notifying the Library of any address, phone number, 

or name change as soon as it occurs. In addition, once every three (3) years 

each patron will be asked to verify his/her address and phone number. This will 
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enable the Library to maintain up to date records and ensure that patrons 

replace Library cards, which have been lost.  

5. The Library is not responsible for any fines or penalties the patron may be 

assessed due to the lack of current address information.  

6. The patron assumes responsibility for all materials checked out on and charges 

incurred by the use of their Library card.  It is the patron’s responsibility to 

contact the Library when their Library card is lost or stolen.  Failure to report the 

lost/stolen card will result in the patron being held liable for materials on their 

card and for fines incurred on the card. 

 

 4.8 Checkout Limits:  

 

In order to maintain an adequate selection of materials in all areas of the Library, limits 

have been placed on the number of items that may be checked out to patrons.   An 

established patron may check out a maximum of 50 items, however music CDs are 

limited to 15 and DVD’s to 6 per card regardless of classification.  DVD sets may be 

counted as one checkout item.  

 

The following loan periods limits for Children's and Adult materials are as follows: 

 

 Books       21 Days 

 Adult Books-on-Tape/CD    14 Days 

 Adult New Books    14 Days 

 Adult Music CDs     14 Days 

 Magazines      7 Days 

 CD-ROM Software     21 Days 

 DVD's         3 Days 

 All Children’s Material    21 Days  (DVDs excluded) 

 AV Equipment      24 Hours 
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4.9 Applicable Fees:   

  

1. Library Fees and Fines:   (Appendix C) 

2. Lost/Damaged Materials: Patrons must pay for Library materials that are either 

lost or damaged.  The total charge for the lost or damaged item is the cost of the 

item. 

 The patron may receive a refund of the amount paid for a lost item if the item and 

receipt are presented within 180 day of the patron’s original payment of the item.  

The returned item must be presented in useable condition.  If the above outlined 

conditions are met a refund will be issued from the City of Albert Lea.  

 The use of Library materials may be denied to the cardholder who fails to return a 

book or has fines exceeding $1.00 or destroys Library property. 

3. Partially Returned Items:  All Library materials must be complete in order to be 

returned to the collection. Partially returned items will be held at Circulation until 

the patron has returned the complete item.  If the proper material is not returned 

the patron will be charged for the entire cost of the item plus processing.  

 

4.10  Reserves:  

 

1. Patrons in good standing may place requests for materials that are currently 

checked-out or unavailable. 

2. Material not owned by the Albert Lea Public Library may be requested from 

another Library at no cost.  Exceptions include, but are not limited to, local 

request items, non-circulating items, and newly published items.  Patrons must 

abide by the circulation and fine policies of the lending Library. 

3. A fee will be charged for all microfilm borrowed from cooperating libraries.  

Patrons will be informed of these charges before the requests are made.  

4. Inter-Library loan requests that have not been picked up after 10 days will be 

returned to the lending Library and the patron will be charged $1.00 processing 

fee for each item. 
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 4.11 Non-Residents Policy: 

 

Reciprocal borrowing privileges are granted to those patrons who can show proof of 

Minnesota Residency.  Proof includes a Minnesota driver’s license or ID.  Other forms of 

identification may also be accepted as stipulated by Library registration policies.  Those 

holding valid Library cards from their Minnesota library may register with SELCO using 

those cards. 

 

1. Persons living outside the state of Minnesota must pay an annual, non-

refundable, non-resident fee or $40.00.  This includes persons living temporarily 

in the area and who cannot show proof of Minnesota residency. 

2. A guest card will be issued to a person living outside of the state of Minnesota for 

use of the public access computers only.   Proof of their address must be shown. 

 

 4.12 Public Access Computers: 

 

Internet computers are available to patrons in good standing and are available to 

patrons on a first come, first serve basis.  Computer sign-in is done online through the 

Pharos software, and sessions are limited to 1 hour per day per patron.  The use of the 

Internet is contingent on acceptance of the Library Internet Policy.  Print charges are 

$0.15/copy.  (Appendix I) 

 

 4.13 Electronic Resources: 

 

A copy machine is available for public use.  Copies are $0.15/copy.   

Microfilm/Microfiche machines are limited to 1 consecutive hour when others are 

waiting.  Copies are $0.15/copy. 

 

Video projector, slide projector, and overhead projector are available for public use at no 

charge. 
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4.14 Challenged Materials: 

 

The Library Advisory Board and the Library staff recognizes the right of individuals to 

question materials in the Library collection.  In the event that a patron of the Albert Lea 

Public Library requests that material which is a part of the permanent collection be 

withdrawn or restricted, the following procedure is to be followed.  (Appendix J) 

 

1. The patron will be asked to complete a “Challenged Material Statement” and 

submit it to the Library Director.   (Appendix J) 

2. The Director must immediately sign and date the form and give a photocopy of 

the form to the patron.  

3. The Director will then arrange an interview with the patron who filed the complaint 

as soon as possible.  

4. If the patron is not satisfied with the interview, the Director will then submit the 

form to a committee made up of members of the following members: Library 

Advisory Board, City Council, the City Manager and the Library Director.  

5. Any decision made by this committee hearing will be final.  

 

 4.15 Confidentiality of Patrons:  

 

The Albert Lea Public Library patron registration and borrowing records are confidential. 

The computer maintains a record of materials currently checked out.  Records of 

patrons may not be seen or disclosed to anyone other than the person signing the card 

except pursuant to a court order.  

 

 Exception: A parent or guardian of a child up to the age of fifteen may see the 

child's record. 

 

 Warning: Under Section 215 of the federal “USA Patriot” Act (Public Law 107-56), 

records of the books and other materials you borrow may be obtained by federal 

agents. That federal law prohibits librarians from informing you if records about you 

have been requested or obtained by federal agents. 
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 4.16 Displays and Other Activities: 

 

1. The Albert Lea Public Library provides small display areas in the Library, which 

only may be used by non-profit organizations or individuals.  Space is provided 

only for educational, civic, cultural, or recreational displays and/or notices.  

Displays for commercial purposes are not allowed. 

2. Use of display space does not imply approval by the Albert Lea Public Library 

Staff or Advisory Board of the beliefs, positions, or actions of the organization or 

individual using the display area. 

3. Arrangements to use display space should be made through the Library Director 

or the Library Services Manager in the Director's absence. 

4. The Library Director is responsible for approving displays of all materials in the 

Library. 

5. The Library does not proctor exams. 

 

V. COLLECTION DEVELOPMENT: 

 

       5.1  Format of Materials:  

 

Materials in the following formats are collected by the Albert Lea Public Library: 

 

1. Books:  Most books purchased are in hardback form.  Recreational reading of 

ephemeral interest and young adult books are occasionally obtained in 

paperback form.  Textbooks are purchased only if they are the best source of 

information or specialized treatment of a subject. 

2. Audio Material: Music CDs, literature, subjects of popular interest, current fiction, 

and non-fiction bestsellers, and those teaching languages are collected.  

3. Microforms:  Back issues of certain newspapers are collected. 

4. Periodicals/Newspapers:  Periodicals, which are important to reference, work and 

general research, are collected, as well as those for general and recreational 
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reading purposes.  Local and national newspaper subscriptions that support the 

needs of our patrons are collected. 

5. DVDs:  DVDs on subjects of popular interest, educational, and instructional 

areas, and for recreational entertainment use are collected.   

 

 5.2 Goals of Material Selection: 

 

The Albert Lea Public Library acquires, organizes, provides accessibility to, and 

encourages the use of all Library materials which: 

 

1. Meet informational needs, encourage informal self-education, or supplement 

formal study. 

2. Contribute to an individual's awareness of self and community by providing 

insight into and broadened understanding of a wide range of human and social 

conditions and varying cultural heritage. 

3. Stimulate understanding of and thoughtful participation in the affairs of the 

community, the state, the nation, and the world. 

4. Provide access to a variety of opinions on matters of current interest, reflecting a 

wide spectrum of ideas, including those of the minority as well as those of the 

majority. 

5. Meet the recreational needs of individuals of all ages; recognizing that 

determining what material is considered recreational is a personal and subjective 

matter. 

 

 5.3 Standards for Selection of Non-Fiction Material: 

 

 The Albert Lea Public Library acquires material of both permanent and current interest 

in many subjects, based upon the merits of a work in relation to the needs, interests, 

and demands of the community.  Each item is evaluated as a whole and not on the 

basis of a particular section.  While a single standard cannot be applied to each work, an 

established set of criteria are used in selecting materials for purchase and addition to 
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the Library's collection.  The criteria, not necessarily in any order of priority, include but 

are not limited to the following: 

 

1. Significance of subject matter 

2. Timeliness and/or popularity of a subject or title 

3. Reputation or qualifications of author, illustrator, or publisher 

4. Local interest in the subject, author, or publisher of the work 

5. Availability of materials on the subject and alternative viewpoint 

6. Suitability and usefulness of subject, style, or format for the Library's intended 

audience 

7. Level of difficulty 

8. Critical review from established, professional sources 

9. Accuracy and authenticity of information 

10. Comprehensiveness and depth of treatment 

11. Technical characteristics such as quality of paper, print size, and binding 

12. Present or potential relevance to community needs and preferences 

13. Relationship to the existing collection and to other titles and authors dealing with 

the same subject 

14. Historical value 

15. Popular demand 

16. Cost and budgetary limitations 

17. Permanence and value over time 

18. Quality of writing and style 

19. Availability of similar materials within the community and its resources 

20. Space limitations 

 

Standard Library reviewing media are used in selecting non-fiction materials. Review 

sources relied upon include, but are not limited to: Booklist, Library Journal, New York 

Times Book Review, Publisher's Weekly, and book review sections of local, state, and 

national newspapers and news magazines. 
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5.4 Standards for Selection of Fiction Material: 

 

The Albert Lea Public Library acquires works of fiction that, though there is no single 

standard which can be applied, to meet certain criteria for purchase and addition to the 

Library's collection.  Each item is evaluated as a whole and not on the basis of a 

particular selection.  The criteria, not necessarily in any order of priority, include but are 

not limited to the following: 

 

1. Suitability and usefulness of subject, style, or format for the Library's intended 

audience 

2. Present and potential relevance to community needs  

3. Insight into human and social conditions 

4. Accuracy in reflection of current world conditions and societal trends 

5. Authority, skill, competence, reputation, or significance of the author 

6. Quality of writing and style 

7. Originality 

8. Literary merit as expressed by reviewers 

9. Availability of similar material within the community and its resources 

10. Representation of important literary trends 

11. Cost and budgetary limitations 

12. Suitability of physical format for Library use 

13. Relationship to the existing collection 

14. Space limitations 

 

Standard Library reviewing media are used in selecting fiction materials.  Review 

sources relied upon include, but are not limited to: Booklist, Library Journal, New York 

Times Book Review, Publisher's Weekly, and book review sections of local, state, and 

national newspapers and news magazines. 
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5.5 Gifts:    

 

The Albert Lea Public Library welcomes gifts of Library materials, money, or real 

property. Appropriate gifts help enrich and improve public Library resources.  All 

materials donated to the Albert Lea Public Library become the property of the Library 

and donors are required to sign a “Albert Lea Public Library Gift Form.” (Appendix F) 

 

1. Memorial gifts of money, books or other Library materials may be donated in 

honor of a friend or relative, and are marked with a special bookplate. The 

Library will be pleased to select appropriate titles in memory of a relative or 

friend. 

2. Used books and paperbacks can sometime be used in the Library's collection. 

Items not needed by the Library are often sold at a book sale to support Albert 

Lea Public Library. 

3. Donated items are evaluated and must support the Collection Development 

Policy of the Library.  The Library does not accept textbooks, Almanacs, 

encyclopedias, magazines, books that are out of date or in poor physical 

condition. 

4. The Library applies the same criteria for evaluating gift items as it applies to 

purchased material. Gifts will be withdrawn in the same manner as purchased 

material. The Library does not accept responsibility for notifying donors of 

withdrawal or replacement of gift items. 

5. All gifts are tax deductible and the Library will furnish a receipt if asked for tax 

purposes, however, it is the responsibility of the donor to have the item 

appraised because the Library will not place a financial value on gifted items. 

6. No gifts are accepted unless given to the Library without restriction. All gifts may 

be utilized, sold, or disposed of in the best interest of the Library. All donations 

are accepted only if the Library Director feels the Library can utilize them. 
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 5.6 Weeding, Discarding, Repair and Replacement of Material: 

 

Weeding constitutes the removal of outdated, superseded, damaged, duplicated, or 

unneeded material from the Library’s collection and will be a continual process for the 

following purposes: 

 

1. To reevaluate the collection in conjunction with the selection of new and 

replacement materials in order to keep the collection viable and useful. 

2. To delete unnecessary, out-of-date materials from the Library shelves. 

3. To alert the Library Director to areas of weakness in the collection. 

4. To identify materials in need of replacement, binding, or repair.  

 

The Library Director will be responsible for all weeding done in the Library's collection. 

 

Weeding will be accomplished by use of the Continuous Review, Evaluation, and 

Weeding (CREW) Method which outlines specific criteria for the process. 

 

Decisions regarding binding, mending, or discarding materials will be based on the 

following criteria: 

 

 The actual physical condition of the material 

 The number of duplicate copies in the collection 

 The current validity of its contents 

 The availability of the title for reorder 

 The cost of mending or binding versus the cost of replacement  

 

Materials withdrawn from the collection because of loss, damage or wear will not 

automatically be replaced.  Decisions to replace items will be based on the following 

considerations: 

 

 Demand for specific title  

 Number of copies held 
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 Existing coverage of the subject within the collection 

 Availability of newer or better materials on the subject 

 Cost of the replacement copy  

 

Materials weeded from the reference collection may be placed in circulation if 

considered of lasting value. 

 

Most discarded materials will be channeled to the Library’s volunteer supported book 

sale.  Materials of little or no value or in very poor condition may be destroyed or 

recycled.  Certain non-fiction items, which may contain inaccurate or out-dated 

information, such as medical materials, will be destroyed. 

 

VI. COMPUTER LAB: 

The Albert Lea Public Library Computer Lab is located on the second floor of City 

Center at 211 E. Clark Street, Albert Lea, MN 56007.  This facility exists to provide 

hands-on computer and technology training to patrons. 

6.1 Specifications: 

1. The Albert Lea Public Library’s computer lab was funded by the award of LSTA 

(Library Service and Technology Act) grant dollars. There are 10 Gateway 

computers and a Gateway laptop for the instructor's use.  The computers each 

have multiple USB ports and DVD drive.  All computers have Internet 

connection. 

2. Microsoft Office products, Internet Explorer and appropriate browser plug-ins are 

installed on all of the computers. 

3. The classroom also has a SmartBoard and an LCD ceiling-mounted projector 

system.   
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  6.2 Priority Use: 

 

1. The LSTA Grant, “You are never too old to click and scroll”, stated goal was free 

library instruction and instructional technology training for seniors and other 

interested patrons.  

2. The lab is also available for individual personal use for job searches and 

genealogy research.  A valid library card or a guest card is required.  Online 

applications do not require a valid library/guest card.  All users are required to 

complete a “Computer Lab Use Form.”  (Appendix G)  Individual use of the 

computer lab is confined to the above and any other use must be approved by 

the Library Director.  Any unapproved personal use of the computer lab may 

result in suspension of the privilege.   

3. The lab is available for use by organizations, government agencies, and other 

groups engaged in cultural, civic, educational, intellectual, or charitable activities 

by reservation and approval by the Library Director. 

4. Instructors are provided by the Albert Lea Public Library.  Class schedules and 

information about the classes will be posted on the web and flyers will be 

available at the Library’s circulation desk. 

      6.3 Information for Patrons: 

1. Information regarding hours and scheduled classes will be available at both 

circulation desks. 

2. The Library reserves the right to close the lab for instructional sessions at any 

time.  As much advance notification as possible will be given and posted on the 

Library web site. 

3. All users must conform to the Library’s Computer Policy.  If users are in violation 

of this policy, the library reserves the right to ask them to leave the computer lab. 

4. The Albert Lea Public Library Computer Lab is equipped with two (2) network 

printers. Charge for printouts is $ 0.15 per page, black and white only.  

5. Food or beverages are not allowed in the Computer Lab; there are no exceptions.  
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6. Additional software may not be installed to the Library Computers. The Library 

does not provide supplies such as floppy disks, pens, staplers, etc. 

7. The instructor workstation and projection equipment are not available for 

individual use. 

8. There is no fee for the use of the lab, however, the lab;  must be left in a neat and 

orderly condition. Albert Lea Public Library will bill the responsible group or 

organization for any costs resulting from damage to or loss of equipment or 

furnishings occurring while in use by said group or organization. 

9. Groups wishing to use the lab must book the lab 30 days in advance and 

complete a registration form (Appendix G) signed by the person authorized who 

accepts responsibility for the group. This registration form must be received at 

least 24 hours before their session takes place, preferably (two) 2 weeks in 

advance.  

6.4 Availability: 

1. When the lab is not in use for scheduled instruction or training, it will be 

available, by appointment, for individual use for extension research (genealogy, 

job, school, etc.). 

2. The Lab will be locked when not in use. 

6.5 Failure to Comply:  

Failure to comply with the above rules could result in temporary or permanent expulsion 

from the Albert Lea Public Library Computer Lab. 

  

 

 

 

 
 

 



 

Albert Lea Public Library Policy Manual  Page 26 

Revised May 26, 2009 

 
 
 
 
 
 
 
 

APPENDICES 



 

Albert Lea Public Library Policy Manual  Page 27 

Revised May 26, 2009 

APPENDIX A 

 

Library Bill Of Rights 

 

The American Library Association affirms that all libraries are forums for information and 

ideas, and that the following basic policies should guide their services. 

 

1.  Books and other library resources should be provided for the interest, information, 

and enlightenment of all people of the community the library serves.  Materials 

should not be excluded because of the origin, background, or views of those 

contributing to their creation. 

2.  Libraries should provide materials and information presenting all points of view on 

current and historical issues.  Materials should not be proscribed or removed 

because of partisan or doctrinal disapproval. 

3.  Libraries should challenge censorship in the fulfillment of their responsibility to 

provide information and enlightenment. 

4.  Libraries should cooperate with all persons and groups concerned with resisting 

abridgment of free expression and free access to ideas. 

5.  A person's right to use a library should not be denied or abridged because of origin, 

age, background, or views. 

6.  Libraries, which make exhibit spaces and meeting rooms available to the public they 

serve should make such facilities available on an equitable basis, regardless of the 

beliefs or affiliations of individuals or groups requesting their use. 

 

 

Adopted June 18, 1948 

Amended February, 2, 1961, June 27, 1967, and January 23, 1980 by the 

American Library Association Council 
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APPENDIX B 

 

Freedom To Read Statement 

 

        The freedom to read is essential to our democracy.  It is continuously under  

attack.  Private groups and public authorities in various parts of the country are 

working to remove books from sale, to censor textbooks, to label "controversial" 

books, to distribute lists of "objectionable" books or authors, and to purge  

libraries.  These actions apparently rise from a view that our national tradition of 

free expression is no longer valid; that censorship and suppression are needed to avoid 

the subversion of politics and the corruption of morals.  We, as citizens devoted to the 

use of books and as librarians and publishers responsible for disseminating them, wish 

to assert the public interest in the preservation of the freedom to read. 

        We are deeply concerned about these attempts at suppression.  Most such 

attempts rest on a denial of the fundamental premise of democracy:  that the 

ordinary citizen, by exercising critical judgment, will accept the good and reject  

the bad.  The censors, public and private, assume that they should determine 

what is good and what is bad for their fellow-citizens. 

        We trust Americans to recognize propaganda, and to reject it.  We do not  

believe they need the help of censors to assist them in this task.  We do not 

believe they are prepared to sacrifice their heritage of a free press in order to be 

"protected" against what others think may be bad for them.  We believe they still 

favor free enterprise in ideas and expression. 

We are aware, of course, that books are not alone in being subjected to efforts at 

suppression.  We are aware that these efforts are related to a larger pattern of 

pressures being brought against education, the press, films, radio and television.  The 

problem is not only one of actual censorship.  The shadow of fear cast by these 

pressures leads, we suspect, to an even larger voluntary curtailment of expression by 

those who seek to avoid controversy. 

        Such pressure toward conformity is perhaps natural to a time of uneasy change 

and pervading fear.  Especially when so many of our apprehensions are directed 
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against an ideology, the expression of a dissident idea becomes a thing feared in itself, 

and we tend to move against it as against a hostile deed, with suppression. 

        And yet suppression is never more dangerous than in such a time of social  

tension.  Freedom has given the United States the elasticity to endure strain. 

Freedom keeps open the path of novel and creative solutions, and enables 

change to come by choice.  Every silencing of a heresy, every enforcements of 

an orthodoxy, diminishes the toughness and resilience of our society and leaves it the 

less able to deal with stress. 

        Now as always in our history, books are among our greatest instruments of 

freedom.  They are almost the only means for making generally available ideas or 

manners of expression that can initially command only a small audience.  They are the 

natural medium for the new idea and the untried voice from which come the original 

contributions to social growth.  They are essential to the extended discussion which 

serious thought requires, and to the accumulations of knowledge and ideas into 

organized collections.    

We believe that free communication is essential to the preservation of a free society and 

a creative culture.  We believe that these pressures towards conformity present the 

danger of limiting the range and variety of inquiry and expression on which our 

democracy and our culture depend.  We believe that every American community must 

jealously guard the freedom to publish and to circulate, in order to preserve its own 

freedom to read.  We believe that publishers and librarians have a profound 

responsibility to give validity to that freedom to read by making it possible for the readers 

to choose freely from a variety of offerings. 

        The freedom to read is guaranteed by the Constitution.  Those with faith in 

free people will stand firm on these constitutional guarantees of essential rights 

and will exercise the responsibilities that accompany these rights. 

        We therefore affirm these propositions: 

 

1.  It is in the public interest for publishers and librarians to make available the widest 

diversity of views and expressions, including those, which are unorthodox or 

unpopular with the majority. 
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 Creative thought is by definition new, and what is new is different.  The bearer of 

every new thought is a rebel until that idea is refined and tested.  Totalitarian 

systems attempt to maintain themselves in power by the ruthless suppression of any 

concept, which challenges the established orthodoxy.  The power of a democratic 

system to adapt to change is vastly strengthened by the freedom of its citizens to 

choose widely from among conflicting opinions offered freely to them.  To stifle every 

nonconformist idea at birth would mark the end of the democratic process.  

Furthermore, only through the constant activity of weighing and selecting can the 

democratic mind attain the strength demanded by times like these.  We need to 

know not only what we believe but why we believe it. 

 

2.  Publishers, librarians and booksellers do not need to endorse every idea or 

presentation contained in the books they make available.  It would conflict with the 

public interest for them to establish their own political, moral or aesthetic views as a 

standard for determining what books should be published or circulated. 

 

       Publishers and librarians serve the educational process by helping to make 

available knowledge and ideas required for the growth of the mind and the increase 

of learning.  They do not foster education by imposing as mentors the patterns of 

their own thought.  The people should have the freedom to read and consider a 

broader range of ideas than those that may be held by any single librarian or 

publisher or government or church.  It is wrong that what one can read should be 

confined to what another thinks proper. 

 

3.  It is contrary to the public interest for publishers or librarians to determine the 

acceptability of a book on the basis of the personal history or political affiliations of 

the author. 

 

  A book should be judged as a book.  No art or literature can flourish if it is to be 

measured by the political views or private lives of its creators.  No society of free 

people can flourish which draws up lists of writers to whom it will not listen, whatever 

they may have to say. 



 

Albert Lea Public Library Policy Manual  Page 31 

Revised May 26, 2009 

 

4.  There is no place in our society for efforts to coerce the taste of others, to confine 

adults to the reading matter deemed suitable for adolescents, or to inhibit the efforts 

of writers to achieve artistic expression. 

   

To some, much of modern literature is shocking.  But is not much of life itself 

shocking?  We cut off literature at the source if we prevent writers from dealing with 

the stuff of life.  Parents and teachers have a responsibility to prepare the young to 

meet the diversity of experiences in life to which they will be exposed, as they have a 

responsibility to help them learn to think critically for themselves.  These are 

affirmative responsibilities, not to be discharged simply by preventing them from 

reading works for which they are not yet prepared.  In these matters taste differs, and 

taste cannot be legislated; nor can machinery be devised which will suit the 

demands of one group without limiting the freedom of others. 

 

5.  It is not in the public interest to force a reader to accept with any book the rejudgment 

of a label characterizing the book or author as subversive or dangerous. 

 

 The ideal of labeling presupposes the existence of individuals or groups with wisdom 

to determine by authority what is good or bad for the citizen.  It presupposes that 

individuals must be directed in making up their minds about the ideas they examine.  

But Americans do not need others to do their thinking for them. 

 

 

6.  It is the responsibility of publishers and librarians, as guardians of the people's 

freedom to read, to contest encroachments upon that freedom by individuals or 

groups seeking to impose their own standards or tastes upon the community at 

large. 

 

  It is inevitable in the give and take of the democratic process that the political, the 

moral, or the aesthetic concepts of an individual or group will occasionally collide 

with those of another individual or group.  In a free society individuals are free to 
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determine for themselves what they wish to read, and each group is free to 

determine what it will recommend to its freely associated members.  But no group 

has the right to take the law into its own hands, and to impose its own concept of 

politics or morality upon other members of a democratic society.  Freedom is no 

freedom if it is accorded only to the accepted and the inoffensive. 

 

7.  It is the responsibility of publishers and librarians to give full meaning to the freedom 

to read by providing books that enrich the quality and diversity of thought and 

expression.  By the exercise of this affirmative responsibility, they can demonstrate 

that the answer to a bad book is a good one, the answer to a bad idea is a good one. 

          

The freedom to read is of little consequence when expended on the trivial; it is 

frustrated when the reader cannot obtain matter fit for that reader's purpose.  What is 

needed is not only the absence of restraint, but the positive provision of opportunity 

for the people to read the best that has been thought and said.  Books are the major 

channel by which the intellectual inheritance is handed down, and the principal 

means of its testing and growth.  The defense of their freedom and integrity, and the 

enlargement of their service to society, requires of all publishers and librarians the 

utmost of their faculties, and deserves of all citizens the fullest of their support. 

 

We state these propositions neither lightly nor as easy generalizations.  We here 

stake out a lofty claim for the value of books.  We do so because we believe that 

they are good, possessed of enormous variety and usefulness, worthy of cherishing 

and keeping free.  We realize that the application of these propositions may mean 

the dissemination of ideas and manners of expression that are repugnant to many 

persons.  We do not state these propositions in the comfortable belief that what 

people read is unimportant.  We believe rather that what people read is deeply 

important; that ideas can be dangerous; but that the suppression of ideas is fatal to a 

democratic society.  Freedom itself is a dangerous way of life, but it is ours. 

 

This statement was originally issued in May of 1953 by the Westchester Conference 

of the American Library Association and the American Book Publishers Council, 



 

Albert Lea Public Library Policy Manual  Page 33 

Revised May 26, 2009 

which in 1970 consolidated with the American Educational Publishers Institute to 

become the Association of American Publishers. 

 

 

Adopted June 25, 1953; revised January 28, 1972, January 16, 1991, by the 

American Library Association Council and the AAP Freedom to Read Committee. 
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APPENDIX C 

 

Applicable Fees and Fines 

 
These fines and fees are subject to changed with the approval of the City Council. 
 
 

FINES:     

Materials  Loan Period Fine Maximum 

Adult/Juvenile Books  21 days $0.15/item/day $5.00/Item 

New Adult Fiction  14 days $0.15/item/day $5.00/Item 

Audio Books  14 days $0.15/item/day $5.00/Item 

Music CD  14 days $0.15/item/day $5.00/Item 

Magazines  7 days $0.15/item/day $5.00/Item 

Books with outstanding request  21 days $0.15/item/day $5.00/Item 

CD-ROM Software  21 days $1.00/item/day $10.00/Item 

All DVDs  3 days $1.00/item/day $5.00/Item 

Slide Projector/Overhead/16mm  24 Hours $1.00/item/hour $10.00/Item 

Power Point Projector  24 Hours $1.00/item/hour $10.00/Item 

Items may be renewed once with the exception of CD-ROM Software, material with outstanding requests and out of region Inter-Library Loans. 

FEES:     

Non-Residents Fees 
(Outside Minnesota Reciprocal Plan)   $ 40.00/year/family 

 (Outside Minnesota Reciprocal Plan)   

Photocopies   $0.15/copy (+ tax)  

Micro-Film/Fiche Copies 
(Computer printout)   $0.15/copy (+ tax) 

    

Unclaimed Inter-Library Loan   $1.00  

3rd Replacement Card in a 12 month period $3.00  

 

Amended by City Council November 20, 2008 
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APPENDIX D 

Adult Registration Form 

 

 

 

           
 

 

 

 

Albert Lea Public Library 
   

Adult Card Application Date:   

 
 
A current Minnesota Driver's license or state ID is required for all registrations.  If an individual does not have a 
current photo ID, they will need to present the expired Driver’s license/ID along with 2 bills/personal check or other 
acceptable forms that verify their current mailing address.  

 

 

Card #:   Pin#:  
 

PLEASE PRINT 

   

Last Name First Name Middle 

     

Street Address City County State Zip 

  

Primary Phone Email Preferred Method of Contact 

Driver’s License/ID#:   Date of Birth:  
 

 

I agree to abide by Library rules, to pay for any loss of or damage to Library materials and to pay for overdue fines accumulated on this 
card.  I understand I am responsible for notifying the Library in case of loss or theft of this card.  Failure to do so will result in my being 
held liable for materials and fines incurred on this card.  I also agree to inform the Library of any street address or e-mail changes. 
 

 

 Signature: 
 

 
 

  
 

 

 

 
 

 
 

Staff Initial:   
 

Library Use Only: 
 

 

IA 
 

OA 

Library System Outside of SELCO  
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APPENDIX E 

Children’s Registration Form 

 

 

 

 
 

Albert Lea Public Library  

Children’s Library Card Application  
             (Ages 3 to 15) Date:  

 
 

Parent or guardian must have a card on file or provide a current Minnesota driver's license or state ID.  If the parent/guardian does 
not have a current photo ID, they will need to present the expired driver’s license/ID and 2 bills/personal check or other 
acceptable forms that verify their current mailing address.   If the parent/guardian has fines/fees in excess of $5.00 the issued card 
will be limited to BOOKS ONLY.  Internet access will be granted to the child for school related projects/assignments only.  

 

Card #:    Pin#:   

 

Restrictions:   No Restrictions: 
 

 

PLEASE PRINT 

   

Child’s Last Name First Name Middle 
     

Street Address City County State Zip 
  

Primary Phone Email Preferred Method of Contact 

Age:  Date of Birth:  School:  
 

I agree to assume responsibility of this applicant to abide by the Library rules, to pay for any loss of or damage to Library 
materials and to pay for overdue fines accumulated on this card.  I understand I am responsible for notifying the Library in case 
of loss or theft of this card.  Failure to do so will result in my being held liable for materials/fines incurred on this card.  I also 
agree to inform the Library of any street address/phone or e-mail changes. 
 

 

Print Name:  
 

Relationship to Child:  
 

Driverõs License/ID#   Date of Birth:   

 Signature:   
 

 
 

Staff Initial:   Library Use Only:  IJ OJ 

Library System Outside of SELCO 
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APPENDIX F 

Albert Lea Public Library Gift Form  
 

Albert Lea Public Library Gift Form 

The Albert Lea Public Library welcomes gifts of library materials, money, or real 

property. Appropriate gifts help enrich and improve public library resources.  All 

materials donated to the Albert Lea Public Library become the property of the 

library. 

 Memorial gifts of money, books or other library materials may be donated in 

honor of a friend or relative, and are marked with a special bookplate. The 

Library will be pleased to select appropriate titles in memory of a relative or 

friend. 

 Used books and paperbacks can often be used in the library's collection. 

Items not needed by the library are sold at a book sale sponsored by the 

FRIENDS of the Albert Lea Public Library. 

 Donated items are evaluated and must support the Collection Development 

Policy of the library.  The library does not accept textbooks, Almanacs, 

encyclopedias, magazines, or books in poor physical condition. 

 The library applies the same criteria for evaluating gift items as it applies to 

purchased material. Gifts will be withdrawn in the same manner as 

purchased material. The library does not accept responsibility for notifying 

donors of withdrawal or replacement of gift items. 

 All gifts are tax deductible and the library will furnish a receipt if asked for 

tax purposes, however, it is the responsibility of the donor to have the item 

appraised because the library will not place a financial value on gifted items. 

 No gifts are accepted unless given to the library without restriction. All gifts 

may be utilized, sold, or disposed of in the best interest of the library. All 

donations are accepted only if the Library Director feels the Library can 

utilize them. 

The undersigned does hereby accept the above stated terms:  

 

   ______________________________________________ 
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APPENDIX G 

Computer Lab Use Form 

 

 
 

 

Albert Lea Public Library  
é is working to connect you with the books you want, the information you need,  

and the community you live in.   

 

 

 

Computer Lab Use Form 

Computer Lab Use Requires a Valid Library Card Except for Online Applications. 

                  

Name:    

  

Address:     State  Zip  

 

Library Card :              

   

Stated Use:         

      

Date:      Time:    

Accepted personal use of computers in the Computer Lab are:  online applications, job searches & genealogy research. 
Other uses have to be approved by the Library.  Unapproved use of the computer lab may result in suspension of privilege.  

         Ƌ    211 E. Clark Street    Ƌ    Albert Lea, MN 56007  Ƌ    Phone 507-377-4350    Ƌ    FAX 507-377-4339    Ƌ 
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APPENDIX H 

Computer Lab Policy 

 

Albert Lea Public Library Computer Lab Policy 

The Albert Lea Public Library Computer Lab is located on the second floor of City Center at 211 

E. Clark Street, Albert Lea, MN 56007.  The purpose of this Computer Lab is to provide on-site 

computer and Internet training by library professionals.   

 
Specifications: 

 The Albert Lea Public Libraryôs computer lab was funded by the award of an LSTA 

(Library Service and Technology Act) grant dollars. There are 10 Gateway computers 

and a Gateway laptop for the instructor's use.  The computers have multiple USB ports 

and DVD drive.  All computers have Internet connection. 

 Microsoft Office products are installed on all of the computers as well as Netscape, 

Internet Explorer, and appropriate browser plug-ins. 

 The classroom also has a SmartBoard and an LCD ceiling-mounted projector system.   

Priority Use: 

 The LSTA Grant, ñYou are never too old to click and scrollò, stated goal was free library 

instruction and instructional technology training for seniors and other interested patrons.  

The lab is also available, by appointment, for genealogy research, job searching and 

seminars. 

 The lab is available for use by organizations, government agencies, and other groups 

engaged in cultural, civic, educational, intellectual, or charitable activities by reservation 

and approval by the Library Director.  

 Instructors are provided by the Albert Lea Public Library.  Class schedules and 

information about the classes will be posted on the web and flyers will be available at the 

Libraryôs circulation desk. 

  

Information for Patrons:  

 Information regarding hours and scheduled class will be available at both circulation 

desks. 

 The Library reserves the right to close the lab for instructional sessions at any time.  As 

much advance notification as possible will be given and posted on the Library website. 

 All users must conform to this Libraryôs Computer Policy.  If users are in violation of this 

policy, the library reserves the right to ask them to leave the computer lab. 
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 The Albert Lea Public Library Computer Lab is equipped with two (2) network printers. 

Charge for printouts is $.15 per page, black and white only.  

 Food or beverages are not allowed in the Computer Lab, there are no exceptions.  

 Additional software may not be installed to the Library Computers. The Library does not 

provide supplies such as floppy disks, pens, staplers, etc. 

 The instructor workstation and projection equipment are not available for individual use. 

 There is no fee for the use of the lab. However, the lab must be left in a neat orderly 

condition. Albert Lea Public Library will bill the responsible group or organization for 

any costs resulting from damage to or loss of equipment or furnishings occurring while in 

use by said group or organization. 

 Groups wishing to use the lab must book the lab 30 days in advance and complete a 

registration form signed by the person authorized who accept responsibility for the group. 

This registration form must be received at least 24 hours before their session takes place, 

preferably 2 weeks in advance.  

 

Availability:  

 When the Lab is not in use for scheduled instruction or training it will be available, by 

appointment, for individual use for extension research (genealogy, job, school, etc.). 

 The Lab will be locked when not in use. 

 

Failure to comply with the above rules could result in temporary or permanent expulsion from 

the Albert Lea Public Library Computer Lab. 
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APPENDIX I 

Albert Lea Public Library 

Internet Policy Statement 

 

The Albert Lea Public Library offers computers with Internet access available to the 

public at no charge.  The Library also provides free wireless Internet access for use with 

your notebook/laptop computer or other wireless devices.  The wireless network 

provided by the Library is not secure.  Information sent to and from your wireless 

computer or device may be capture by anyone else with a wireless device and 

appropriate software. 

STATEMENT OF PURPOSE:  This policy is designed to state the responsibilities of the 

Albert Lea Public Library to provide electronic access to information, to establish 

priorities and guidelines for the legal and appropriate use of electronic tools within the 

Library, and to support freedom of access to information.   

The Internet is a global entity with a highly diverse user population and information 

content. Currently, the Internet is an unregulated medium. Therefore, library patrons are 

advised to exercise critical judgment when using Internet information, realizing that 

accuracy, completeness, and currency vary widely. More accurate, comprehensive, and 

current information might be found in books, periodicals, or other non-Internet sources. 

Library staff chooses sources linked to our home page that follows generally accepted 

library practices. Beyond this, the library does not accept responsibility for the Internet's 

content. The library is not responsible for materials on the Internet, which some users 

may find objectionable. The Library is not responsible for changes in content of the 

sources to which it is linked, or for the content of sources accessed through secondary 

links. The Library is not responsible for any online breakdowns by the Internet provider 

or for any virus downloaded by any user. The Albert Lea Public Library assumes no 
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responsibility for any direct or indirect damage related to the use of the information 

accessible through the Library's Internet connection. 

Parents and guardians are responsible for providing guidance and monitoring their 

children's use of all library resources including the Internet. When using Library Internet 

workstations, state and federal law prohibits minors from accessing materials, which are 

considered to be "harmful to minors". The law also prohibits minors from disclosing, 

using, or disseminating personal information about themselves without written 

authorization of their parent or legal guardian. 

All Internet users should avoid disclosing personal information over the Internet to 

preserve their own personal safety. Library Internet users are prohibited by law from 

disclosing, using, or disseminating personal information regarding minors without written 

authorization of the parent or legal guardian of the minors involve.  

 

Use of the Internet workstations is for LEGAL purposes only. Internet users may not use 

the Library's computers to display materials which are either obscene or child 

pornography as determined by State and Federal Law. Other illegal activities, which are 

also prohibited, include but are not limited to: 

 software piracy  

 degrading or disrupting equipment or system performance  

 gaining unauthorized access to resources or entities  

 invading the privacy of individuals  

 engaging in any activity that is deliberately offensive or creates an intimidating or 

hostile environment.  

 violation of copyright or licensing agreements  

U.S. copyright law (Title 17, U.S. Code) prohibits the unauthorized reproduction or 

distribution of copyrighted materials, except as permitted by the principles of "fair use." 

Users may not copy or distribute electronic materials (including electronic mail, text, 

images, programs, or data) without the explicit permission of the copyright holder. Any 
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responsibility for any consequences of copyright infringement lies with the user; the 

library expressly disclaims any liability or responsibility resulting from such use. 

Violation of the Albert Lea Public Library's Internet Policy and/or the Public Service 

Policy may result in the suspension of Internet and/or Library privileges. 
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APPENDIX J 

 

ALBERT LEA PUBLIC LIBRARY 

Challenged Material Statement 

 
Authorized by City Manager and the Albert Lea City Council: 
 

Complete and Return to the Library Director 

Name__________________________________Date____________________ 

Address________________________________Phone___________________ 

City___________________________State______________ZIP____________ 

Resource on which you are commenting: 

_____Book _____Audio-visual Resource 

_____Magazine _____Content of Library Program 

_____Newspaper _____Other 

Title:___________________________________________________________ 

Author/Publisher or Producer/Date:___________________________________ 

 

1. What brought this resource to your attention? 

  

2. To what do you object? Please be specific.  

  

3. Have you read or listened or viewed the entire content? If not, what parts?  
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4. What do you feel the effect of the material might be?  

  

5. For what age group would you recommend this material?  

  

6. In its place, what material of equal or better quality would you recommend?  

  

7. What do you want the library to do with this material? 

  

8. Additional comments: 
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APPENDIX K 
 
 

RESOLUTION 07-102 
 

Introduced by Councilor Rasmussen 
 

A RESOLUTION APPROVING POLICIES FOR 
THE CITY OF ALBERT LEA LIBRARY 

 
 

            WHEREAS, the Library Advisory Board and Librarian Peggy Havener have prepared 
and presented to the City Council a manual of the Cityôs Library policies in compliance with 
current State law and rules; and 
 

            WHEREAS, the City Council desires to adopt the updated policies for the City of Albert 
Lea Library; now, therefore 
 

THE CITY OF ALBERT LEA RESOLVES: 
 

            Sec. 1.       That the policies and procedures for the City of Albert Lea Library as 
presented to the City Council are hereby approved. 
 

            Sec. 2.       That reading of this resolution is waived by Council consent. 
 

            Sec. 3.       That publication of this resolution shall be dispensed with under provisions of 
Section 3.08 of the Charter of the City of Albert Lea. 
 

The motion for the adoption of the foregoing resolution was duly seconded by Councilor Marin and 
upon a vote being taken thereon, the following voted in favor thereof:  Councilors Rasmussen, 
Baker, Marin, Olson, Severtson, Brooks and Mayor Erdman. 
 
And the following voted against the same:  None. 
 
Introduced, read and passed June 11, 2007 
 
 

                                                                        ____________________________________ 

                                                                                 Mayor Randall Erdman 
 

Filed and attested June 12, 2007 
 
 

___________________________________ 
Secretary of the Council 
 
 

(Signed copy with City Clerk) 
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APPENDIX L 

 

Albert Lea Public Library  

Inclement Weather Policy 

 

Severe weather (snow, ice, high winds, etc.) may necessitate the temporary closure of city leisure 

services facilities, which includes Albert Lea Public Library.  During adverse weather 

conditions, the public is advised to limit driving to minimize accidents, falls, and other weather 

related incidents.  The Albert Lea Public Library may close when weather conditions exist 

making it highly improbable for travel.  The primary factor of any decision made will be the 

safety of the staff and the library patrons.  However, maximum effort will be made to maintain 

regular library operating hours.  

The local law enforcement will be called upon for advice concerning impending road conditions.  

If hazardous road conditions occur, the director (or senior staff member) will follow the 

recommendations of this agency after contacting the City Manager advising her/him of the 

situation.  

If a decision is made to close or postpone, the radio stations in the area will be called to make the 

necessary announcements.  

The law enforcement contact is through dispatch and the number is:  377-5210 then option 5.  

 

 

Submitted to the City Council for approval on November 30, 2007 

Revised and resubmitted to City Manager for City Council approval on February 19, 2008 
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APPENDIX M 
 
 
 
November 28, 2007 adopted a policy for the Albert Lea Public Library regarding inclement 

weather policy; and 

 

 WHEREAS, the City Council desires to accept said policies and procedures for the 

Albert Lea Public Library; now, therefore 

 

THE CITY OF ALBERT LEA RESOLVES: 

 

 Sec. 1. That the policies and procedures for the Albert Lea Public Library as 

presented to the City Council are hereby approved. 

 

 Sec. 2. That reading of this resolution is waived by Council consent. 

 

 Sec. 3. That publication of this resolution shall be dispensed with under provisions of 

Section 3.08 of the Charter of the City of Albert Lea. 

 

That the motion for the adoption of the foregoing resolution was duly seconded by Councilor 

Severtson and upon a vote being taken thereon, the following voted in favor thereof: Councilors 

Rasmussen, Baker, Marin, Olson, Severtson, Brooks and Mayor Erdman. 

 

And the following voted against the same:  None. 

 

 

Introduced, read and passed March 10, 2008. 

 

 

 

       

Mayor Randall Erdman 

 

Filed and attested March 11, 2008. 

 

 

 

  

Secretary of the Council 

 

(Signed copy with City Clerk) 


