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Behavioral Expectations
As a visitor to the library, you can expect:
 Excellent service
 Respect for your privacy
 A welcoming environment
 Appropriate resources
The library is a place intended to serve all of our campus community – students, staff, and
faculty – as well as residents of Henderson, Union, and Webster counties. In an effort to make
the library as inviting as possible, we ask that visitors avoid disruptive behavior. The library staff
defines “disruptive behavior” as any behavior that interferes with library services or another
person’s ability to use library services. This policy and others regarding patron behavior are in
accordance with Henderson Community College’s “Code of Student Conduct.”
Disruptive behavior includes, but is not limited to:
 Possessing alcohol, illegal items, or a weapon anywhere on campus
 Abusive or harassing behavior
 Mutilating, defacing, or stealing library materials, library equipment, or the property of
staff or visitors
 Selling, polling, soliciting, panhandling, or loitering in the library
 Being intoxicated or impaired
 Exhibiting sexual behavior
 Sleeping in the library
 Emitting strong odors that disrupt others from using library services
 Using audio devices that disrupt others from using library services
 Using library furniture or equipment in ways other than was intended
Additional rules for the safety of visitors and staff and preservation of the facility include, but are
not limited to:
 Children under the age of 16 may not be left unattended anywhere in the library.
 Smoking or the use of tobacco products is prohibited inside the library and near the
library entrances.
 Food is allowed in the library. Drinks must have secure lids and trash should be disposed
of properly, and neither food nor drink should be placed where they could spill on
computers.
 Only service animals are allowed in the library.
 Visitors who wish to take photographs, videotape, or record must receive permission
from the visitors and staff involved.
 All briefcases, backpacks, purses, and bags may be inspected by library staff.
 All visitors must wear shoes and shirts.
 Visitors may not enter non-public areas unless accompanied by a library staff member.
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Library policies regarding the behavior of children include:
 If you bring children to the library, you are responsible for the child’s behavior and wellbeing.
 Library staff cannot take responsibility for the safety of the child.
 A college library may not be safe for a crawling baby or toddler so children must be in
close proximity to the responsible adult at all times.
 You must be present and with any child under 16 years old.
 Because this is a public space, no one person’s behavior will be allowed to interfere with
someone else’s use of library services. If a child is crying or being disruptive, please take
them away from public areas until they are calmed down.
 College library computers are not intended for use by children. Please monitor the child
for his/her safety.
 If a child is endangered, we must report it to the police and/or child protection services.

Budget and Fiscal Management
The Director of Library Services is responsible for all library budget activities, including the
development of an annual budget proposal, the disbursement of funds, and the reporting of
budget activities in the library’s annual report. The following outline clarifies the library’s
budgetary process.
1. The library’s fiscal year is July 1 through June 30th and all transactions must be finalized
prior to June 1.
2. Starting July 1, library staff members identify both short-term and long-term equipment
and supply needs for the library.
3. In addition to equipment and supplies, the Director of Library Services makes every
attempt to acquire quality books, periodicals, and audiovisual material at the lowest
possible cost so the library’s budgetary dollars are maximized. The Director of Library
Services places all orders and is responsible for maintain the records and paperwork
related to the orders.

Cataloging
1. The cataloging department is responsible for all aspects of cataloging service for books
and other materials acquired by the library.
2. Cataloging service may be extended to collections acquired by departments on or off the
Henderson Community College (HCC) campus, provided that:
A. The collection will be made accessible to the entire HCC community;
B. The cataloging records will appear in the library’s main catalog.
Cataloging functions
The cataloging department performs three important functions:
1. Cataloging and classification
2. Physical preparation of material for use
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Circulation Policies
Intellectual Freedom
Each visitor must determine for themselves what materials are appropriate for personal viewing
or checkout. The Library staff will not monitor or restrict any visitor’s borrowing based on
visitor’s age, background, or views. The Hartfield Library at Henderson Community College
supports and defends the concepts of intellectual freedom as protected by the United States
Constitution, the American Library Association’s Library Bill of Rights (See Appendix A),
Freedom to Read statement (See Appendix B), and Freedom to View statement (See Appendix
C).
Confidentiality and privacy
The Library staff will protect the confidentiality of the following:
 Circulation records, including interlibrary loans
 Registration records
 Reserve records
 Material request records
 Reference search records
Library staff will not provide this information except under the following circumstances:
 When compelled by legal authority, such as a subpoena
 When authorized in writing by the visitor concerned
 When performing a loan transaction with another library on behalf of the visitor
concerned
Legal interpretations of the Federal Privacy Act will be followed.

Library Lending Policies
Use of the library card implies acceptance of borrowing policies.
Visitors are financially responsible for all resources checked out on their library card. Visitors
must report lost or stolen library cards to library staff. Visitors must notify library staff of
address changes.
The library assumes no liability for any damages caused by the use or misuse of library
resources.
The following specifies policies for materials in different formats:
1. Books: general collection
A. 2-week loan (90 day loan for faculty and staff).
B. 1 renewal is allowed if the item has not been requested by another patron.
C. Phone and email renewals are accepted. Overdue items will not be renewed.
D. There is no limit to the number of items that may be borrowed.
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2. Books: reference collection
A. Library use only.
B. Exceptions may be made by the Assistant Librarian.
C. Reference circulation transactions will be handled at the Reference Desk.
3. Books: special collection
A. Library use only.
4. Periodicals: hardcopies
A. Library use only for students and community patrons.
B. 2-day loan for faculty and staff.
5. Audio-Visual Materials
A. 3-day loan (7-day loan to faculty and staff).
B. 1 renewal is allowed if the item has not been requested by another patron.
C. Phone and email renewals are accepted. Overdue items will not be renewed.
6. Vertical file folders
A. 3-day loan (7-day loan for faculty and staff).
B. Individual clippings may not be checked out, only complete folders.
C. 1 renewal is allowed if item(s) has not been requested by another patron.
7. Reserve items
A. Individual instructors may assign the loan period appropriate for class needs.
Common loan periods are 2-hours, 1 day, and 1 week.
B. Instructors may place limits on number of items borrowed from a particular class.
C. Instructors may specify that an item is for “Library Use Only.”
8. Headphones
A. 4-hour loan.
B. 1 renewal is possible if there is no waiting list.
C. Library use only.
9. Laptops
A. Requires a computer usage form to be signed and dated and a photocopy of
patron’s driver’s license.
B. 4-hour loan.
C. Library use only.
Visitors who do not have library cards with them
Visitors may borrow library materials without their library card if they provide a valid photo
identification card showing their current first and last names.
Picking up materials for another library visitor
For confidentiality issues, visitors must have written permission to pick up holds for someone
else.
Suspension of library privileges
Library privileges may be suspended when visitors do not follow library policies.
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Fines and Fees
Overdue library materials
Student and community visitors keeping materials longer than the due date will be mailed
notices. A “hold” will be placed on the student’s records in the Admissions Office. This “hold”
will keep students from registering for classes, prohibit them from obtaining copies of
transcripts, and discontinue library borrowing privileges. The library will not accept replacement
items purchased by patrons and will consider damaged items as “lost.” In such situations,
replacement fees will be applied.
Overdue fines and replacement charges
 Notices are sent out 7 days after the due date. This is done again 14 days after the due
date. (See Appendix E)
 A replacement bill is sent 21 days after the due date. (See Appendix F)
 Fines
o Books: $ .10 per day to a maximum of $3.00.
o Audiovisuals: $1.00 per day to a maximum of $10.00.
o Reserves: $1.00 per hour to a maximum of $10.00.
 Replacement costs
o Books: $50.00 or the cost of the book, whichever is greater.
o Audiovisuals: $60.00 or the cost of the item, whichever is greater.
 Resources returned in good condition will be credited the replacement cost, leaving only
the overdue fine to be paid.

Collection Development
The purpose of the library’s collection development program is to enhance instruction and
learning in a manner consistent with the philosophy and curriculum of Henderson Community
College.

Responsibility for Selection of Materials
1. The responsibility for the selection of instructional materials is delegated to the college’s
professionally trained library staff. For the purposes of this statement, the term
“instructional materials” includes printed, electronic, and audio-visual materials.
2. While the responsibility for coordinating the selection and purchase of library materials
rests with the library staff, the library staff encourages the participation of all segments of
the college community in collection development. Recommendations from faculty,
students, staff, and the community are accepted and evaluated according to the selection
criteria. (See Appendix G) Individual titles are selected on the basis of student, faculty,
and staff recommendations according to the following criteria:
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a)
b)
c)
d)
e)
f)
g)
h)
i)

Accuracy of content
Demand
Representation of a point of view or subject needed in the collection
Relevance
Reliability
Use or potential use
Format
Coverage
Cost

3. Materials shall be chosen to foster respect for minority groups, women, and ethnic
groups, and shall realistically represent our diverse and pluralistic society.
4. Biased or slanted materials may be provided to meet specific curriculum objectives or
will be directed toward maintaining a balanced collection representing various views.
5. Physical format and appearance of materials shall be suitable for their intended use.
6. As a general rule, the library will purchase only one copy of an item. Additional copies
of a title will be purchased when the need can be justified.
7. Since a major purpose of the library is to provide curriculum support materials, in general
the library will not purchase current textbooks. The library will accept textbooks as
donations subject to the regular donation policy.
8. The library recognizes the financial limitations in providing research materials to a
diverse community. For this reason, a strong commitment will be made to provide access
to collections of other libraries through online databases and interlibrary loans.
Reciprocal agreements with other libraries will allow patrons of each institution to have
access to the library resources of other libraries.
Collaboration
To build collections that represent the information needs of faculty and students, the librarians
solicit input in various ways including:








Attending faculty division meetings.
Sending and receiving electronic publisher advertisements via college email.
Sending and receiving printed publisher advertisements through campus mail.
Attending individual appointments with academic program coordinators.
Electronic surveys (for faculty and staff) administered with the assistance of the college’s
Institutional Research Office.
Electronic surveys (for students) administered with “clickers” at the beginning of oncampus information literacy sessions.
Soliciting title recommendations (from employees, students and the college community)
through the library’s web page. (See Appendix H)
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Gifts
We gladly accept materials donated to the library on the following conditions:
1. The donor gives full title and control of the material to the library, with the clear
understanding that the library is not obligated to place or keep any material on the
shelves.
2. The library applies the same criteria to donated materials as it does to purchased
materials.
3. The library does not accept donations for tax purposes.

Discard and Weeding
Weeding, or the removal of materials from the library collection, is an integral part of an ongoing
effort to build the collection and maintain its relevance. Decisions to remove materials may be
made in consultation with the faculty representatives most directly concerned with possible
future use of specific materials. The professional library staff is responsible for the weeding
process.
Guidelines for weeding materials include their:
 Physical condition
 Accuracy of information
 Currency of information
 Frequency of circulation
 Permanent value to collection (e.g., classic titles, etc.)
 Space to house item
 Discontinuation of format
Preservation
The library’s building and budget do not allow for extensive conservation and preservation.
Attempts will be made to keep necessary resources in the collection through mending and
cleaning. Other preservation efforts may include transferring resources from one format to
another as copyright allows.

Computer Ethics
The following policy guidelines pertain to library computing resources; please note that the
library also adheres to the KCTCS Technology Solutions Policy concerning computer usage (See
Appendix I).
The library makes computing resources available for faculty, staff, students, and to a limited
extent, community patrons. The resources administered by the library are intended to be used for
educational purposes and to carry out the legitimate business of the college.
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The library subscribes to the following statement of software and intellectual rights distributed
by EDUCOM, the non-profit consortium of colleges and universities committed to the use and
management of information technology in higher education:
Respect for intellectual labor and creativity is vital to academic discourse and enterprise.
This principle applies to the work of all authors and publishers in all media. It
encompasses respect for the right to acknowledgment, right to privacy, and right to
determine the form, manner and terms of publication and distribution. Because electronic
information is volatile and easily reproduced, respect for the work and personal
expression of others is especially critical in computer environments. Violations of
authorial integrity, including plagiarism, invasion of privacy, unauthorized access, and
trade secret and copyright violations, may be grounds for sanctions against members of
the academic community.
By using library computers, visitors are agreeing to, but not limited to, the following:
1. Appropriate use of computers, includes class work, independent study, research, and the
official work of campus organizations during normal library operating hours.
2. Computers may not be used for commercial purposes and/or financial gain.
3. Viewing or using another person’s computer files, programs, or data without authorized
permission is unethical behavior and an invasion of that person’s privacy.
4. Engaging in any activity that is against the law is prohibited.
5. Users are responsible for the use made of that account.
6. Users must be sensitive to the public nature of the library, and take care not to display on
screens images, sounds, or messages that could create an atmosphere of discomfort or
harassment for others. Users must also refrain from transmitting to others in any
location, inappropriate images, sounds or messages which might reasonably be
considered harassing.
7. Users are not allowed to tie up library computing resources with game playing or other
trivial applications including the sending of frivolous or excessive mail, or the casual
surfing of the Internet.
8. No library user will prevent others from using shared resources by running unattended
processes or placing signs on devices to reserve them without authorization from a
librarian. A device unattended without authorization will be considered abandoned and
any process running on that device will be terminated.
9. No library user will create, send, or forward, electronic chain letters.
In conclusion, users should also be aware that there are federal and state laws that govern certain
aspects of computer and telecommunications use. All library users are expected to respect these
laws, and to observe and respect college rules and regulations.
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Copyright
Copyright Law stimulates the development of creative works by protecting the author’s rights to
that work, including the right to receive financial benefits from its reproduction and distribution.
Copyright Law gives these exclusive rights to the copyright owner, or to those to whom he/she
sells these rights. The use of copyrighted materials by educators and students is governed by both
the Copyright Law and by guidelines that have since been developed to interpret the Fair Use
exception that is set forth in the statute.
Copyright as it relates to library copying
Sections 108 and 107 of the Copyright Law address the limits to copying copyrighted materials.
1. There cannot be any commercial advantage as a result of making a copy.
2. Copies can be made from periodicals in the library, although no more than five articles
may be copied per issue of a periodical. Additionally, only one copy per article is
allowed per user. Also, this rule is true for other copyrighted works such as a poem in a
book of poems – provided that each copy becomes the property of the user and that each
copy will not be used for any purpose other than private study, scholarship, or research.
For books, ten percent (10%) is considered fair use for duplicating purposes, copying
more is considered copyright infringement. If the item is a work of fiction, the ten percent
must not contain the work’s “climax.”
3. The library will prominently display, at the place where copies are made, a warning about
copyright rules and infringement.
4. The person making the copy has the liability for determining whether or not copying fits
the criteria for Fair Use as described in Section 107 of the Copyright Law.
5. The law specifically states that permission given in Section 108 does not include any
musical work, pictorial, graphic, or sculptural work, motion picture, or other audiovisual
work.

Flyers and Notices
There is a bulletin board in the downstairs hallway for displaying flyers and advertisements.
This is only place flyers may be hung without the permission of the Library Director or his/her
designee. The library may deny requests and/or remove items at any time for any reason.

Group Study Room
The library provides two rooms for group or individual study. The rooms are available to all
students and employees on a first-come, first-served basis. Make reservations for these rooms at
the Library Front Desk; reservations are for two-hour blocks during regular library hours.
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Interlibrary Loan
Interlibrary loan (ILL) is a service offered by the library to aid students, faculty, and staff for
research. Policies are based on the national Interlibrary Loan Code of the American Library
Association, Copyright laws, and the relevant regulations of the lending libraries.
ILL requests will be processed as quickly as possible, although the speed of the lending libraries
will be a determining factor.
The following items are usually unavailable for ILL:
1. Reference materials
2. Periodicals (photocopies are provided instead)
3. Microforms (photocopies are provided instead)
4. Audiovisual materials
5. Rare, valuable, bulky, or fragile materials
Students, faculty, and staff members of Henderson Community College are eligible for ILL
requests. To get materials through ILL, a request must be made through the library using either
the paper “ILL Request Form” available at the library’s circulation desk or online via the
library’s web page. (See Appendix D.)
Lending to other libraries
Any library may request materials from the Hartfield Library. These requests must come via an
OCLC or ALA form, electronic mail, or in exceptional circumstances by phone.
In accordance with standard practice and national guidelines, the borrowing library is responsible
for replacing any lost item.
Reciprocal agreements
The library will negotiate and maintain reciprocal agreements with area libraries that will
facilitate greater access for students and staff to the services and collections of both the HCC
library and the area libraries.

Library Assessment and Planning
Henderson Community College is accredited by the Southern Association of Colleges and
Schools (SACS), and has several programs accredited by program-specific accrediting bodies.
To maintain accreditation with these agencies the library will provide appropriate library
resources and services. The Hartfield Library determines its level of “appropriateness” by
evaluating library efforts against criteria set forth by SACS and the American College and
Research Library (ACRL). Changes to library operations and services will be linked to the
college’s Strategic Plan so that library efforts support the college’s efforts and satisfy the
expectations of the faculty, staff, students, and accrediting organizations.
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Off-campus Library Services Policy
All students currently enrolled in off-campus or distance education classes are eligible for library
services comparable to those provided to on-campus students.
Available services
Off-campus students who come to the library may receive individual help in finding and using
materials. Off-campus students may check out materials, request interlibrary loans, use
audiovisual viewing and listening facilities, and access the Internet. These patrons may access
the library’s online catalog and databases via the library’s web page.
The library will maintain subscriptions to a number of online indexes and databases of periodical
articles that allow off-campus patrons to retrieve full-text articles from magazines and journals.
Access to these databases requires a password that can be obtained by calling the Reference
Desk at (270) 831-9767. Verification of student status is required.
For articles that are not available in full-text via the web page or for books found in other
libraries, off-campus students may request an interlibrary loan by completing the ILL Request
Form. Requests may also be made by phone to the Reference Desk at (270) 831-9767.
The library staff is available between 7:30 a.m. and 9:00 p.m. CST, Monday through Thursday,
and on Friday from 7:30 a.m. to 4:30 p.m. Weekend assistance is not available. Phone calls will
be taken from off-campus students during the library’s regular hours. Requests for help made
via e-mail will also be addressed during these dates and times. (Hours will vary between
semesters and during holidays.)

Personnel
The library supports and adheres to policies found in the KCTCS Personnel Policy Manual.
Additional policies are as follows:
1. Henderson Community College strives to staff the library with fully qualified people.
Cross training will be encouraged and implemented by the Director of Library Services.
2. The Library staff will be encouraged to participate in professional development activities
with Library travel funds distributed as equally as possible.
3. Requests for vacation time should be submitted to the Director of Library Services at
least one week in advance. Vacation time will not be approved during the weeks of
advanced registration, normal registration, library inventory, accreditation review visits,
or any time decreed by the college’s President.
Work expectations
1. The library maintains a “customer first” attitude. For this reason, the library staff will
endeavor to make patrons welcome, and to serve them promptly, efficiently, and with the
highest quality.
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2. The Library will strive to keep the confidential nature of inter-staff conflict between only
those persons affected. Conflict that occurs among library staff will be addressed as
openly and directly as possible by the Director of Library Services. It will be the pledge
of the staff to address concerns about a colleague’s performance, attitude, or behavior
first of the person concerned, and then to the Director of Library services.
Code of ethics for library employees
The following statement sets the ethical obligations of the HCC library staff members.
1. To maintain the principles of the ALA Library Bill of Rights, the Freedom to Read
Statement, the Freedom to View Statement, and the Henderson Community College
Library Mission Statement.
2. To understand and execute the policies of the college library, and to express in a positive
manner any concern or objection with the policies, philosophy, or programs of these
institutions.
3. To maintain an objective and open attitude of understanding, courtesy, and concern for
the patrons’ needs.
4. To protect the essential confidential relationship which exists between a library user and
the library.
5. To serve all patrons equally according to their needs.
6. To make the resources and services of the library known and easily accessible to all
current and potential users.
7. To avoid any possibility of personal financial gain at the expense of the employing
institution.
8. To be aware of the obligations of employment and of what constitutes abuse of working
conditions and benefits.
9. To acknowledge the importance of the work done by all staff in all divisions and
maintain a sense of loyalty to, and cooperation with, fellow staff members.
10. To carry out assignments so that fellow staff members need not assume added
responsibilities, except in times of emergency.
11. To share knowledge, experience, and expertise with others.
12. To use the resources of the library and college in an efficient and economical manner,
consistent with the best service to the library user.
13. To use care and discretion to distinguish between private actions and those which are
taken in the name of the institution, consistent with the rights of an individual to take part
in public debate and to engage in social or political activity.
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Reference
A Reference Desk is operated by professional librarians throughout the hours of library
operations. The goals of the reference service are to:







Assist students, staff, and public patrons in accomplishing their goals and objectives by
providing comprehensive reference and information services.
Maintain a high level of communication between the library and other departments.
Insure that all students and staff are confident in their use of the library and its resources.
Insure easy access to the reference staff.
Maintain a professional, highly trained reference staff.
Provide the most current library reference technologies.

Teaching and Instruction
The library’s primary objective is to prepare individuals to make effective, productive, lifelong
use of information resources and information systems. To this end the library will provide
Information Literacy (IL) training and support for our students and patrons. Library and IL
instruction at Henderson Community College includes library orientation, IL training sessions,
and the provision of online training resources and instruction. These will enable patrons to
effectively find and utilize available information resources and services. This instruction is
performed by the librarians in the following ways:
1. Library orientation tours and instruction sessions to groups who wish to schedule visits to
the library.
2. Online instructional tools such as the Information Literacy eCommunity will provide
continuous access to IL training for all students.
3. Instruction in online searching by appointment, workshop, and upon request.
4. Course-related instruction and preparation for subject-specific bibliographies and libraryrelated assignments.
5. Formal IL instruction on library usage for students in English or other classes; this
instruction will be designed to develop students’ basic understanding of library skills,
resources, research methods, and bibliographic formats.
6. Printed and online instructional materials, for example, guides and handouts that aid users
in accessing library resources and services.
7. Evaluation and continual revision of the library instruction program as library resources
and service change and as HCC programs and users change. The librarians will keep
instruction methods fresh and interesting.
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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.
I. 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.
II. 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.
III. Libraries should challenge censorship in the fulfillment of their responsibility to provide
information and enlightenment.
IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment
of free expression and free access to ideas.
V. A person’s right to use a library should not be denied or abridged because of origin, age,
background, or views.
VI. Libraries that 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 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948;
February 2, 1961; June 27, 1967; January 23, 1980; inclusion of “age” reaffirmed January 23,
1996.
ALA Library Bill of Rights
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Appendix B

The 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 or limit access to
reading materials, to censor content in schools, to label "controversial" views, 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 counter threats to safety or national security, as well as to avoid the
subversion of politics and the corruption of morals. We, as individuals devoted to reading and as
librarians and publishers responsible for disseminating ideas, wish to assert the public interest in
the preservation of the freedom to read.
Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the
ordinary individual, by exercising critical judgment, will select the good and reject the bad. We
trust Americans to recognize propaganda and misinformation, and to make their own decisions
about what they read and believe. 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.
These efforts at suppression are related to a larger pattern of pressures being brought against
education, the press, art and images, films, broadcast media, and the Internet. 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 or
unwelcome scrutiny by government officials.
Such pressure toward conformity is perhaps natural to a time of accelerated change. 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 enforcement
of an orthodoxy, diminishes the toughness and resilience of our society and leaves it the less able
to deal with controversy and difference.
Now as always in our history, reading is among our greatest freedoms. The freedom to read and
write is almost the only means for making generally available ideas or manners of expression
that can initially command only a small audience. The written word is the natural medium for the
new idea and the untried voice from which come the original contributions to social growth. It is
essential to the extended discussion that serious thought requires, and to the accumulation 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 toward 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
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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 that are unorthodox, unpopular, or considered dangerous
by the majority.

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 that 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 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 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 bar access to writings on the
basis of the personal history or political affiliations of the author.

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 that draws up lists of writers to
whom it will not listen, whatever they may have to say.
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.
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To some, much of modern expression 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 values differ, and values cannot be legislated; nor can
machinery be devised that 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 the prejudgment of a label
characterizing any expression or its 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 others. 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; and by the government whenever it seeks
to reduce or deny public access to public information.

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 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. Further, democratic societies are more safe, free, and
creative when the free flow of public information is not restricted by governmental
prerogative or self-censorship.
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 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 the freedom to read requires
of all publishers and librarians the utmost of their faculties, and deserves of all Americans
the fullest of their support.
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We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty
claim for the value of the written word. We do so because we believe that it is 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, which in 1970
consolidated with the American Educational Publishers Institute to become the Association of
American Publishers.
Adopted June 25, 1953, by the ALA Council and the AAP Freedom to Read
Committee; amended January 28, 1972; January 16, 1991; July 12, 2000; June 30, 2004.

A Joint Statement by:
American Library Association
Association of American Publishers
Subsequently endorsed by:
American Booksellers Foundation for Free Expression
The Association of American University Presses, Inc.
The Children's Book Council
Freedom to Read Foundation
National Association of College Stores
National Coalition Against Censorship
National Council of Teachers of English
The Thomas Jefferson Center for the Protection of Free Expression
ALA Freedom to Read Statement
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Appendix C

Freedom to View Statement
The FREEDOM TO VIEW, along with the freedom to speak, to hear, and to read, is protected
by the First Amendment to the Constitution of the United States. In a free society, there is no
place for censorship of any medium of expression. Therefore these principles are affirmed:
1. To provide the broadest access to film, video, and other audiovisual materials because they are
a means for the communication of ideas. Liberty of circulation is essential to insure the
constitutional guarantee of freedom of expression.
2. To protect the confidentiality of all individuals and institutions using film, video, and other
audiovisual materials.
3. To provide film, video, and other audiovisual materials which represent a diversity of views and
expression. Selection of a work does not constitute or imply agreement with or approval of the
content.
4. To provide a diversity of viewpoints without the constraint of labeling or prejudging film, video,
or other audiovisual materials on the basis of the moral, religious, or political beliefs of the
producer or filmmaker or on the basis of controversial content.
5. To contest vigorously, by all lawful means, every encroachment upon the public's freedom to
view.

This statement was originally drafted by the Freedom to View Committee of the American Film
and Video Association (formerly the Educational Film Library Association) and was adopted by
the AFVA Board of Directors in February 1979. This statement was updated and approved by
the AFVA Board of Directors in 1989.
Endorsed January 10, 1990, by the ALA Council
ALA Freedom to View Statement
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Appendix D
Appendix D
COMMUNITY COLLEGE DELIVERY/INTERLIBRARY
LOAN REQUEST
HENDERSON COMMUNITY COLLEGE LIBRARY
2660
South GreenCOLLEGE
Street LIBRARY
HENDERSON
COMMUNITY
Appendix D – Interlibrary
loan
form
Date______________________
Henderson,
Kentucky 42420
Telephone # 270.831.9764
KUH

Fax # 270.831.9765

Name__________________________________________ Library Card # ________________________
Address_________________________________________________________________________
Telephone
Electronic Mail Address
Date not needed after
Patron Status: Faculty/Staff _____ HCC Student _____ Community Patron _____
Book Request
________________________________________________________________________________
Author
___________ _____________________________________________________________________
Title
_________________________________________________________________________________
Place: Pub., Year
Journal Request
Journal Title________________________________________________________________________
Volume ________________ Issue________________ Year _______________ Pages _____________
Article Author ______________________________________________________________________
Article Title ________________________________________________________________________
Video Request
Video Title _________________________________________________________________________
Producer __________________________________________________________________________
Date _____________________________________________________________________________

WARNING CONCERNING COPYRIGHT RESTRICTION
The Copyright Law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of
copyrighted material. Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or
other reproduction. One of these specified conditions is that the photocopy or reproduction is not to be “used for any purpose other
than private study, scholarship, or research.” If a user makes a request for, or later uses, a photocopy or reproduction for purposes in
excess of “fair use,” that user may be liable for copyright infringement. This institution reserves the right to refuse to accept a copying
order if, in its judgment, fulfillment of the order would involve violation of copyright law.

LENDING LIBRARY

_________________________________________
Renewal Request Made
Material Renewed To
Reason for unfilled request:
In use _____ Not on shelf _____ Lost _____
Non circ. ___________ Lack Issue ________
Not found as cited _______ Other ____________

_______________________________________________________
Shipped
Due
________________________________________
Red’d
Ret’d
Lending Restrictions:
Library use only ___________ Non renewable ________
No jiffy bags _____________ Other _____________
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Appendix E

<Henderson Community College Letterhead>
Dear Library Patron:
Circulation records at Henderson Community College's Hartfield Library show that you have
checked out the item(s) on the attached sheet, and that this item is now overdue. Please be aware
that you are responsible for this item(s), and there will be charged a replacement fee in addition
to late fees if the item(s) is not returned. Late fees must be paid before you will be permitted to
check out additional items, or register for future classes at Henderson Community College.
We are enclosing a copy of our Circulation Policies to clarify any questions you may have about
this delinquency. If you have additional questions, please call (270) 831-9760. We will assist
you in any way that does not compromise library policies.
There is a book drop located beside the northern most entrance for returning materials after hours
and on weekends.
Thank you for your cooperation in handling this urgent matter.
Sincerely,

Mike Knecht
Director, Library Services
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Appendix F

<Henderson Community College Letterhead>
Dear Library Patron:
Circulation records at Henderson Community College's Hartfield Library show that you have
checked out the item(s) on the attached sheet. This item(s) has been overdue for 21 days and is
now considered "lost". Please note that a replacement cost is being assigned to your permanent
record at the library, and that you will be denied all library privileges until 1) the library item(s)
is returned in good condition and all late fees are paid or 2) the replacement cost is paid along
with all late fees. If you are a student at HCC, a "hold" will be placed on your transcripts and
you will not be allowed to register at HCC during any subsequent semesters.
A copy of the library's Circulation Policies is also enclosed to clarify any questions you may
have about this delinquency. If you have additional questions, please call (270) 831-9760. We
will assist you in any way that does not compromise library policies.
There is a book drop located beside the northern most entrance for returning materials after hours
and on weekends.
Thank you for your cooperation in handling this urgent matter.
Sincerely,

Mike Knecht
Director, Library Services
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Appendix G

Suggestion for Purchase
We welcome your suggestions for materials to be added to the library collection. Actual
purchases will be based on our Collection Development policy and available funding.
1. Your name ___________________________________________________________
2. Your library card number ________________________________________________
3. Title of item ___________________________________________________________
4. Author(s)______________________________________________________________
5. Subject/Genre __________________________________________________________
6. ISBN _________________________________________________________________
7. Edition ________________________________________________________________
8. Preferred format (choose one)
a.
b.
c.
d.
e.

Print
Large print
DVD
Audio
Magazine/journal

9. Where did you hear about this title? _________________________________________
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Appendix H

Online Suggestion for Purchase
Recommend a Title for the Library
The Hartfield Library's collections are constantly being updated with new books, magazines,
videos, and other information sources so library patrons can have access to current material.
Librarians work with college faculty and staff to select most titles; however, this process is also
available for all library patrons in the college's service area. If you have a title that you need for a
research assignment, or for any other academic purpose, please submit the following information
to the library at your earliest convenience.
1. Your First Name
2. Your Last Name
3. Your e-mail address
4. Your telephone number
5. The title of the item
6. The author of the item
7. The publication/production date of the item
A member of library staff will notify when the item is ready for circulation, and you will have
the first opportunity to check-out the item.
Please note that the library cannot purchase textbooks or any other information source that is
sold in the college's bookstore. Moreover, the library reserves the right to deny any request that
does not conform to the library's Collection Development Policy
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Appendix I
Technology Solutions Policies
Henderson Community College provides computer technology, including Internet access, for
educational purposes and to facilitate other activities necessary for the efficient operation of the
institution. The college intends that this technology will be used in a manner which:
• Is conducive to learning;
• Is free of illegal acts;
• Shows respect for the rights and dignity of others.
Acceptable Use
The intent of this policy is to define broad categories of use that are not acceptable, not to
provide an exhaustive list of inappropriate or unacceptable uses. Based on the guidelines in this
policy, Henderson Community College officials may at any time make determinations that
specific uses are or are not appropriate or acceptable. It is not acceptable to use the college's
computer equipment or facilities:
 For any illegal purpose or act;
 To transmit harassing, indecent, obscene, discriminatory, or fraudulent materials or
messages;
 To transmit or receive any materials in violation of either state or federal laws (e.g.,
copyright laws);
 To send fraudulent or forged email messages using the account of another person;
 To use the account or password assigned to another person to gain access to college
equipment, college files, or the college network;
 To damage, destroy, interfere with, or disrupt the operation of, college owned and
operated programs and equipment;
 For any commercial pursuits or activities;
 To access another user's files without permission;
 To access files by using false usernames, accounts, or passwords;
 To remove any college hardware, software, or data without permission;
 To copy or attempt to copy any software or data without authorization;
 To load, download or upload any software or files without authorization;
 To distribute unauthorized software;
 To modify system configurations or hardware without authorization;
 To disrupt or attempt to disrupt system operations;
 To participate in unauthorized and time-consuming game-playing;
 To harass another user or violate another user's rights;
 To access pornography or other offensive or inappropriate material;
 To use college computer systems and/or software for personal work;
 To use college computer systems, Internet access, and/or software for any illegal activity.
 Personal files left on will be deleted. Student work is to be saved to diskettes or USB key.
 Students are not to download files (e.g., chat clients or IRC programs, pictures, graphics)
from the Internet to computer hard drives.
 Students are not to change any settings on the computers in the computer labs. This
includes colors, screen savers, screen resolution, and icon arrangements.
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Computers are made available on a first-come, first-served basis. In the case of
computers with special hardware and software, users not requiring these items can be
asked to move to a different computer if someone needs to use the items.
Use of computers is limited to two hours. Users working for more than two hours can be
asked to relinquish their computer to users who are waiting. Any computer left
unattended for more that fifteen minutes will be considered available.

The use of Henderson Community College computer technology is a privilege extended to all
users, including faculty, staff, administrators, and students. Inappropriate or unacceptable use of
this technology may result in loss of this privilege. College agents may monitor information on
the college computer network or on individual computers or computer systems. Complaints of
possible inappropriate or unacceptable use will be investigated. Complaints regarding violations
of acceptable use policy should be addressed to the Director of Information Services (DIS). In
investigating such complaints, the DIS will consult with appropriate college officials. The DIS
will then inform the complainant of the results of the investigation and explain what action, if
any, was taken following the investigation of a complaint.
Sanctions
In resolving complaints of unacceptable use, the college may invoke sanctions against the
offender that range from verbal warnings to expulsion or dismissal, depending on the
circumstances of each incident. If faculty, computer systems administrators, or administrative
staff, in the performance of their duties, discover, in their opinion, a flagrant violation of
acceptable use policy, those persons have authority to immediately suspend the computing
privileges of the offender pending a formal investigation by the DIS. The results of this
investigation will be turned over to the Dean of Student Affairs for further action, if appropriate.
Appeals
Individuals who believe they have been treated unfairly may appeal through the appropriate
appeals procedure set forth in college policy.
Indemnification Declaration
Henderson Community College makes absolutely no warranties of any kind, either express or
implied, for the services it provides. The college will not be responsible for any damages
suffered by users. This includes, but is not limited to, any loss of data that results from delays,
non-deliveries, mis-deliveries, or service interruptions caused by either its own negligence or by
user errors and/or omissions. Any and all use of any of the information obtained via the Internet
is at the user's own risk. Henderson Community College specifically denies any responsibility
for the accuracy and/or quality of any information obtained through its Internet services. The
user agrees to indemnify and hold harmless Henderson Community College, the college board of
trustees, individual trustees, agents, and employees of the college from and against any claim,
lawsuit, cause of action, damage judgment, loss, expense, or liability resulting from any claim,
including reasonable attorneys' fees, arising out of or related to the use of the college's hardware,
software, and network facilities. This indemnity shall include, without limitation, those claims
based on trademark or service mark infringement, trade name infringement, copyright
infringement, defamation, unlawful discrimination or harassment, rights of publicity, and
invasion of privacy.
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Notice Regarding Copyright
The software provided by HCC Computing Services has been purchased under educational
licensing agreements. Any use of HCC Computing Services’ software beyond the limitations set
forth as in these educational licensing agreements is prohibited. All software is copyrighted.
Copying any software, other than freeware or shareware, is prohibited within the Student
Computing Services labs

