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Introduction

1. Library Mission Statement

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.

2. Governance

The Albert Lea Public Library is a department of the City of Albert Lea. As stated in the City of
Albert Lea Charter, the city manager and city council 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. The Albert Lea Public Library has a seven-person advisory board,
whose responsibility is to advise administrative officers and council as to the operation and
management of the library.

3. Personnel
The Albert Lea Public Library staff follows the personnel policy for the City of Albert Lea.



Service Policy

1. Purpose

The purpose of the Service Policy is to affirm the rights of all people to free and equal access
to information. The Albert Lea Public Library is dedicated to providing quality service and
assistance to all individuals. The Albert Lea Public Library supports the American Library
Association’s Library Bill of Rights, which states that “A person’s right to use a library should
not be denied or abridged because of origin, age, background, or views.” (Appendix A).

2. Confidentiality

The Albert Lea Public Library upholds the confidentiality of all patron records in accordance
with Minnesota State Statue 13.40 Subd. 2. When library records are subject to disclosure to
officials due to a court order, Library staff will seek legal counsel from the City Attorney's
Office or the city's designated legal counsel.

The Library cannot guarantee the confidentiality of information sought or received from
third-party digital services to which we provide access. When using third-party resources,
patrons are subject to the terms and privacy policies of the digital services. The Albert Lea
Public Library carefully selects which third-party digital services to subscribe to based upon
terms and privacy policies that closely match our values.

3. Registration and Library Cards

a. People who live or own property in Freeborn County may obtain an Albert Lea Public
Library card. Children ages 3-17 are eligible for a card with a completed application
and proof of residency by a parent or legal guardian. The parent or legal guardian
listed on a juvenile account is responsible for any fines and fees incurred on the card.

b. Residents of Minnesota who live outside of Freeborn County are eligible to have their
home library card activated with the Albert Lea Public Library for use of our non-
digital services.

c. Individuals who live outside of Minnesota can obtain a library card for an annual, non-
refundable fee of $40.00 per family. The non-resident fee is set by SELCO
(Southeastern Libraries Cooperating). Individuals have the option of a six-month card
for $20, or a three-month card for $10.

d. To obtain a library card or have your home library card activated for use at the Albert
Lea Public Library, individuals must show a photo ID with a current address or a photo
ID and a piece of mail with a proof of address. Individuals that do not have a photo ID
can provide two forms of address verification in lieu of a photo ID. Individuals will be
asked to fill out a Library Card application.

e. Patrons are responsible for notifying the Library of any address, phone, email, or name
change. The Library is not responsible for any fines the patron may be assessed due to
the lack of up-to-date contact information. It is the patron’s responsibility to contact
the Library when their card is lost or stolen. Failure to report a lost or stolen card will
result in the patron being held liable for materials checked out on their card and any
fines and fees incurred on the card.



f. Library cards are valid for three years and may be renewed upon patron request at
expiration. To renew a library card, patrons will be required to show a current proof of
address. Juveniles may replace or renew their card without the parent or legal
guardian present if they can verify their address and phone number.

g. The Library will issue two replacement cards for free with proper identification by the
patron. A $3.00 replacement fee will be assessed for a 3@ replacement card within a
12-month period.

h. Patrons must have their library card present to check out materials. This ensures
confidentiality and expedites service.

i. Alibrary card is considered to be in good standing if fines and fees on the card are
under $5, there are no long overdue items, and the patron has provided a current
contact method.

4. Borrowing

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 by an individual. Patrons may
check out a maximum of 50 items, with no more than 15 DVDs at a time. Individual patrons
may be limited in the number of items they may check out at a time at the discretion of the
library director if they consistency have overdue materials or large fees on the account.

a. Material Loan Periods
i Books, audiobooks, magazines, DVDs, and kits have a 14 day checkout period.
ii. Hotspots have a 21 day checkout period.
iil. Multimedia projector has a 3 day checkout period.
iv. Interlibrary loans (ILL) follow the checkout periods of the lending library.
b. Loan periods are based on open business days and exclude holidays.
c. All materials except hotspots may be renewed twice if the title(s) is not on reserve for
another patron.
d. Fineson overdue library materials are as established in the City of Albert Lea's Fee
Schedule.
e. Patrons may request materials through interlibrary loan that are not owned by the
Albert Lea Public Library. Patrons are responsible for fines and replacement costs for
lost or damaged materials in accordance with the lending library's policies.

5. Requests

Library patrons may request materials in-person, by phone, by email, or by using the Library's
online catalog. Patrons will be notified by preferred contact method when a reserved item is
available. Items are held for 10 days unless other arrangements are made. After ten days, the
items are taken off the reserve shelf.

6. Damaged Materials

Patrons are responsible for returning library materials in the condition that they were
borrowed. All library materials are inspected upon return. If a patron returns library materials
that have been damaged due to abuse or misuse and are in such condition that the library



determines the item must be replaced, the patron will be charged for repair or replacement
costs. Costs are determined based on the circumstances of each case and are at the
discretion of Library staff.

The following conditions do not constitute normal wear and tear and may result in
replacement charges:

Wet or moldy items

ltems damaged by food stains or residue

ltems missing pages or covers

ltems containing pencil, ink, or highlight markings
ltems showing tears, cuts, graffiti or other damage
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ltems returned with a strong odor that cannot be remedied

7. Lost Materials

Library materials that are not returned after a specified time will be marked lost on the
patron’s account and the replacement cost of the item will be assessed to the patron.
Patrons who return materials in usable condition that are marked lost will have the
replacement cost of the items removed from their account.

a. Patrons may receive a refund for the amount paid for a lost item if the item and the
receipt are presented within 180 days of the patron’s payment of the item. Refunds
will be issued by the City of Albert Lea.

i. Patrons that pay in-person will be issued a receipt by Library staff. If a patron
pays online for a lost item, they must print a receipt to use as proof of payment
in order to be issued a refund.

8. Suspension of Library Accounts

Library material checkout will be suspended when patrons have fines or fees over $5.

a. Patrons may set up a monthly payment plan with the library director as needed to
pay for replacement costs of lost or damaged items. Patrons who meet the terms of
the plan can continue to check out two items until their account has returned to
good standing.

9. Use of Library EqQuipment

The Library has computers, a copy machine, and a printer available for public use. Other
equipment owned by the Library for public use may be available upon request. The Library
strives to maintain access to these resources during open hours. Short downtimes do
occasionally occur and if possible, these will be announced ahead of time.

Library staff is available to assist patrons with library equipment. Library staff may also be
able to offer basic assistance with laptops, phones, e-readers, or other wireless devices.
Library patrons are required to comply with the Library's Rules of Conduct and Internet Use
Policy while using library equipment. Misuse of library equipment may result in the loss of
use and/or library privileges.



10. Use of Library Space

Access to and use of designated spaces in the Library designed for specific audiences may be
limited. The Library Director can develop guidelines pertaining to the use of designated
spaces in the Library. All designated space policies will be displayed within the premises.

11. Displays
The Library has display space in the lobby for notices from educational, cultural, and
nonprofit groups. Information designated for public display are reviewed by staff on a

continual basis. All information posted on the display become property of the Library and
may be removed and discarded at any time.
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