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NBAA LIBRARY POLICY
	1.0 MISSION STATEMENT

The NBAA Library provides a variety of informational, educational, and recreational resources to all the people in an atmosphere that encourages individual usage and inspires personal and professional enlightenment. The NBAA Library cooperates with other libraries and service organizations in providing and promoting programs and other activities that reflect the needs and interests of the profession.

PROFESSIONAL ETHICS OF LIBRARIANS

Librarians significantly influence or control the selection, organization, preservation, and dissemination of information. They have a special obligation to ensure the free flow of information and ideas to present and future generations.

Librarians are dependent upon one another for the bibliographical resources that enable them to provide information services, and have obligations for maintaining the highest level of personal integrity and competence. 

CODE OF ETHICS OF LIBRARIANS

Librarians must provide the highest level of service through appropriate and usefully organized collections, fair and equitable circulation and service policies, and skillful, accurate, unbiased, and courteous responses to all requests for assistance. 

Librarians must resist all efforts by groups or individuals to censor library materials. 

Librarians must protect each user's right to privacy with respect to information sought or received, and materials consulted, borrowed, or acquired. 

Librarians must adhere to the principles of due process and equality of opportunity in peer relationships and personnel actions. 

Librarians, in their actions and statements, must distinguish clearly between their personal philosophies and the attitudes of an institution or professional body. 

Librarians must avoid situations in which personal interests might be served or financial benefits gained at the expense of library users, colleagues, or the employing institution.

COLLECTION DEVELOPMENT POLICY 

GENERAL LIBRARY OBJECTIVES 
The general concept of the library is to promote the freedom to read by making available as many materials as possible, within the limitations of budget and space, and aids the individual in the pursuit of educational and informational resources.

The primary purpose of the NBAA Library is to provide materials and services that will satisfy, on a fair and equitable basis, the needs of the clientele that it serves. 

It is the policy of the NBAA Library to cooperate with other public libraries, academic libraries, and other public and private institutions, in order to provide maximum library service to the users.

STATEMENT OF POLICY FOR COLLECTION DEVELOPMENT

The library shall develop collections of materials and resources of all types and kinds that are relevant to the users.

The library recognizes its obligation to provide reference and research materials that answer a wide variety of specific questions. However, no attempt is made to provide exhaustive research in any specific field. 

The library maintains a non-circulating archival collection for the purpose of reference only.

AUTHORITY AND RESPONSIBILITY FOR SELECTION
The final authority for the determination of policy to guide collection development in the NBAA Library is vested in the Governing Board.

Ultimate responsibility for ensuring growth of Library collection rests with the department in which the Library is attached in accordance the framework of policies and procedures determined by the Governing Board.

SELECTION CRITERIA

Because of the volume of published materials, as well as the limitations of budget and space, the library must have a selection policy with which to meet user interests and needs. The evaluation of materials is characterized by flexibility, open-mindedness, and responsiveness to the changing needs of users. As a responsibility of library service, books and other library materials selected should be chosen for values of interest, information and enlightenment of all the people served by the Library. In no case should library materials be excluded because of the race or nationality or the social, political, or religious views of the authors. 

Materials should be evaluated as a whole and not on the basis of particular sections of the work. A single standard cannot always be applied to each item being considered for inclusion in the collection, however, all materials should be judged by appropriate criteria. In some instances, these criteria include artistic merit, scholarship, or the value of the materials to the informational needs of the library users. In other instances, the criterion may be due to substantial public demand for the item. 

In order to build a diversified collection, the following general criteria are used. These criteria apply to both purchased and donated materials. 

1. Availability and suitability of format.

2. Suitability of subject, style, and level for the intended audience.

3. Critical reviews.

4. Reputation of the publisher or producer; authority and significance of the author, composer, or creator.

5. Timeliness or permanence of the material.

6. Quality of writing, design, illustrations, or production.

7. Relevance to professional needs.

8. Potential and/or known demand for the material.

9. Relative importance in comparison with existing materials in the collection on the same subject

10. Availability and accessibility of the same material in the local area.

11. Cost of the material / budget.

WITHDRAWAL AND DISCARDING OF LIBRARY MATERIALS

The library's collections should constantly be evaluated and materials withdrawn when one or more of the following criteria are met: 

1. They are out-of-date, that is, no longer timely or accurate. 

2. They are badly worn or damaged. 

3. They are no longer in use.

4. They have been declared missing from the collections. 

Materials withdrawn from the collections are disposed of in accordance with the laid down NBAA regulations on disposal of assets whereby their minimum value of each of the collection should be determined.

GIFTS OF LIBRARY MATERIALS
Gifts of books and other materials shall be accepted with the understanding that they may be used or disposed of as per laid down regulations stipulated by the Governing Board.

ELIGIBLE PATRON POLICY:

Free use of the resources of the NBAA Library will be granted to patrons with an active library card on file at the NBAA Library. Access to the library facility and in-house use of the resources will not be restricted to cardholders. Non-card holders, however, must comply with the library rules and regulations if they wish to use the available resources and facilities. Currently non-card holders are required to pay Tshs. 500.00 per day in order to use the library facilities. This fee is subject to change without prior notice.

On presentation of an active library card, a library cardholder can use the library materials from the library or access some licensed databases through the Internet. A library card shall be considered to be active if it is used at least once every three years, and has no outstanding fines or fees. Any library card that is not used at least once every three years will be considered inactive and may be removed from the library patron file.

All potential library patrons must complete a library application form and must comply with all the requirements before receiving a library card. 

Internet and Video facilities shall be charged an extra Tsh. 500/= per hour.

DELINQUENCIES, FINES AND OTHER CHARGES

The patron, who is the library cardholder, is responsible for the care and return of materials checked out from the library. 

The library charges overdue fines for materials, which are returned past their due date. Overdue fines for library materials are Tsh. 250/= per day per item up to the maximum charge of Tsh.7, 500/= per item. Overdue fines for interlibrary loan materials are Tsh.500/= per day per item up to a maximum charge of Tsh. 15,000/=. Overdue fines are not charged for Sundays or for days when the library is officially closed. A patron card will be automatically "blocked" when the amount owed by the patron exceeds Tsh. 7,500/= per item.

The library is under no obligation to notify patrons of overdue library materials. As a courtesy, however, the library will send written notices of overdue items or can recall the items in case they are required as the time and resources of the library permit. 

Patrons are responsible to maintain the library materials they check out of the library in reasonable condition during the time that they have the library materials in their possession. Reasonable condition is defined as normal wear and usage of library materials. Patrons who intentionally write upon, deface, tear, cut, mutilate, destroy, or otherwise damage library materials will be billed for the replacement cost of the item.

If a patron checks out an item and then loses it, or does not return the item within twenty-one (21) days after the date due, he/she will be billed the replacement cost of the item plus a processing fee of TZS 2,000. Refunds will not be given for lost items that may be found later by the patron. The processing fee is also non-refundable. 

A patron who keeps an item until it is more than one month overdue will be subject to legal action from relevant authorities in order to recover the overdue item or the replacement cost of the item. 

COLLECTIONS
The general fiction and non-fiction collections will be circulated for a period of two weeks (14 days) to eligible patrons. 

The video/audio collection will be circulated for a period of 1 week (7 days) to eligible patrons. 

The reference collection is for in-house use only and will not circulate. 

The archives collection will be available to patrons by request only and will not circulate. 

The number of items that may be circulated at the same time on one library card shall be 1 item for non-NBAA staff members and 5 items for NBAA staff members. The head of the library may impose additional restrictions, however, if there is a limited number of resources available or if there is excessive demand being placed on a particular item or collection of items. 

Patrons will be allowed to renew items for up to two consecutive times after the initial check-out if no other patrons have requested the item. 

HOURS OF OPERATION
The hours the NBAA Library will be open to the public are Monday through Friday 09:00 A.M. to 6:00 P.M. The library shall remain closed on Saturdays, Sundays and Public Holidays. However, these hours might be adjusted during examination preparation period to extend to 8.00 P.M. Mondays through Fridays and 9:00 A.M. to 4.00 P.M. on Saturdays.

PRIVACY OF RECORDS

All records, formal and informal, in the NBAA Library relating to patron registration and the subsequent circulation by patron of materials provided by the library are to be confidential in nature.

In order to prevent an unreasonable invasion of privacy, the contents of registration and circulation records shall not be made available to unauthorized persons.

GIFTS AND DONATIONS POLICY

The library welcomes and accepts gifts of materials or funds. These gifts and/or donations are subject to the same criteria of selection that applies to purchased materials. Materials donated may be added to the collection, exchanged or discarded as the selection policy prescribes. Separate or special shelving for gift items is not provided. Marks indicating that the item is a gift will be placed on the item if the donor desires. Gifts will be placed in the circulating collection of the library unless they meet the criteria for the reference or archive collection areas. 

INTERLIBRARY LOAN POLICY
An interlibrary loan is a transaction in which library material or a copy of the material is made available by one library to another upon request. Interlibrary loan service is essential to the vitality of libraries of all types and sizes and is a means by which a wide range of material can be made available to users. In the belief that the furtherance of knowledge is in the general interest of the public, the NBAA Library will be a participant in providing interlibrary loan service to its clientele. 

PURPOSE OF INTERLIBRARY LOAN SERVICE

The purpose of interlibrary loan service is to obtain library material not available at the NBAA Library and to loan material found at the NBAA Library, which is not available in other libraries. 

BORROWING RESPONSIBILITIES

The NBAA Library will make every effort to exhaust its own resources before resorting to the interlibrary loan service. When the resources are not available at the NBAA Library, interlibrary loan service will be made available to all eligible patrons of the NBAA Library. 

Items borrowed from other libraries and circulated to our patrons will be governed under the NBAA Library Circulation Policy subject to the circulation period, overdue fines and billing methods of that policy unless otherwise specified by the lending library. 

All materials on loan are subject to immediate recall, and the NBAA Library will comply promptly. 

Interlibrary loan service will be suspended for any patron who abuses the privilege. 

Statistics will be kept in accordance with library guidelines and requirements. 

REFERENCE POLICY

PURPOSE

The purpose of this policy is to set standards and guidelines for reference services reflecting a suggested level of performance. The policy also explains which services and resources are offered and the extent to which they are provided.

OBJECTIVES

The objective of this policy is to provide accurate, prompt and courteous assistance to the patrons in the use of the library's reference and regular collections. Also it provides a reference collection and services adequate to meet the general information, basic research, recreational and instructional needs of the users. 

GENERAL STATEMENT

The main reference functions provided to the patrons are guidance, direction, and instruction.

The reference librarian selects a variety of reference materials, maintains a balanced collection of standard and popular works and makes decisions as to eventual disposition of these materials. The collection includes reference tools such as journals, books, general encyclopedias, special encyclopedias and dictionaries, almanacs, biographical dictionaries, directories and indexes, foreign language dictionaries, atlases and gazetteers.

The reference collection is a non-circulating collection. 

Information contacts with users, whether reference or directional, are to be taken seriously and treated with utmost respect and confidentiality. Under no circumstances should there be any discussion of an individual or a group of users, or of any transactions between user and reference librarian, outside of a professional context. 

Reference Statistics and Requests 

Reference staff is responsible for recording the number of questions received at the reference desk. Unfulfilled requests and needs will also be reported on the form. Telephone statistics will also be recorded.

Library Use Instruction

The reference staff assists patrons in the use of the library and teaches research methodology when appropriate. Small groups may be given tours of the library. Librarians take the opportunity to familiarize library patrons with library-usage concepts to help them feel comfortable when visiting the library. 

Citations

The reference staff provides bibliographic information verified with standard tools, such as Books in Print, etc. When information is given on any subject, including the most common knowledge, the patron is provided with the reference source for the data.

Library Etiquette

A cheerful and courteous manner is employed in dispensing information and reference service. The reference staff is attentive and respectful. The patrons are given the benefit of the doubt, and credit for good intentions and honesty. 

The reference staff provides services to patrons without bias and without imposing value judgements as to the importance of their questions or needs. 

REFERENCE COLLECTION DEVELOPMENT GUIDELINES

The reference collection is comprised of sources for factual and statistical information. 

The collection shall include reference tools recommended for special libraries in the following areas: general reference, the humanities, the social sciences, history and the pure and applied sciences. 

Selection in most subject areas is made with the non-specialist in mind. Both current and retrospective coverage will be provided. The reference collection provides selective coverage of subjects of local interest and information on local politics, statistics, and organizations. 

Any material under consideration for acquisition for the reference collection will first be evaluated in each of the following areas: Physical format, bibliographic form, usefulness, quality of work, demand, currency of the topic, date of the publication, opinions expressed in professional reviews, the price on the material and local interest. 

Materials acquired will include indexes, handbooks, guides, dictionaries, directories, bibliographies, almanacs, encyclopedias, atlases, yearbooks and manuals. 

The same criteria apply to both acquisition and weeding. The physical condition of the material, age of the material, subject matter, datedness, and demand will be used as criteria for keeping the material in the reference collection. 

COMPUTER USE POLICY
The use of computers and computer-based resources is an important part of the operation and services provided by the NBAA Library. This policy is designed to manage the usage by the users of the library's computer network and the resources it makes available. Library computing resources are to be used to advance the library's mission. Patrons of the library who use the library's network and the computer resources made available through this network will adhere to these policies and procedures established by the library. 

LEGAL USE

The public may only use computing resources for legal purposes. Examples of unacceptable purposes include, but are not limited to, the following: 

Harassment of other users; libeling or slandering other users; destruction of, or damage to equipment, software, or data belonging to the library or other users; disruption or unauthorized monitoring of electronic communications; unauthorized copying of copyright-protected material; viewing of material deemed obscene or pornographic.

Violators of computer use policies and practices may lose library privileges. Violations of this policy regarding the use of computers and computer related resources would be dealt with in a serious and appropriate manner. Illegal acts involving library-computing resources may also be subject to prosecution by responsible authorities. 

LICENSED DATABASES AND CD-ROM PRODUCTS

The library provides a wide variety of licensed databases and CD-ROM products for general use. The library will comply with the licenses and agreements pertaining to each of these products. The library will allow, or disallow, the general public use of these products in accordance with the licenses and agreements for each of these products. 

INTERNET ACCESS

The Internet is a global electronic network. There is no local or state control of its users or content. The Internet and its available resources may contain material of a controversial nature. The library cannot censor access to material nor protect users from all offensive information.  

The library has adopted written administrative procedures and guidelines for the staff to follow in enforcing this policy. These written administrative procedures and guidelines are available for review at the library. 

The library cannot control the availability of information links, which often change rapidly and unpredictably. Not all sources on the Internet provide accurate, complete or current information. Users should question the validity of the information found on the Internet in the same way they question information found in books and other informational resources.

Internet facility usage will be limited to half-an-hour due to limited number of computers.

E-Mail

The library will allow the general public access to e-mail (electronic mail) through the use of the library's computer equipment and Internet connection. Established library rules and practices will govern e-mail access. 

The library shall not be responsible for providing users with e-mail accounts or assisting users with using their accounts. Library staff will make reasonable efforts to answer e-mail related questions, but cannot be expected to be knowledgeable about the variety of systems and accounts available. The library does not endorse or promote any e-mail provider, but may provide quick and easy access to common providers. 

The library has no control over the content of messages a patron receives. Any illegal e-mail activity may be reported to the appropriate authorities in accordance with the computer use policy.

All policies governing acceptable use of Internet sites shall apply to e-mail. Because Internet sites are often part of e-mail messages, patrons may access those sites, provided they comply with the acceptable use policy as established by the library. Users shall be responsible for their own actions. Parents of minors shall be responsible for their children's activities and e-mail access. 

Printing of e-mail messages will be charged at the rate to be determined from time to time. 

PUBLIC ACCESS

All patrons using the library's public access computer equipment, online resources, and CD-ROM databases agree to abide by the rules and regulations of the library governing such equipment and resources. Violating these rules and regulations could result in loss of the library patron's computer privileges, their general Library privileges, and use of their library card.

FRIENDS OF THE LIBRARY

The Friends of the Library, in coordination with the librarian and respective department will be responsible for: 

· Raising money for special projects and expansions not covered by the operating budget. 

· Sponsoring programs designed to contribute to the specific knowledge advancement of library users. 

· Volunteering work in the library on specific projects. 

· Raising public awareness of library services and promoting public relations. 

PATRON BEHAVIOR POLICY STATEMENT

All stakeholders are welcome to use the library and have access to information and library resources. In order to protect library users' right of access, ensure the safety of users and staff, and protect library resources and facilities, the library prohibits activities that are illegal, interfere with the use or enjoyment of the library by others, present health or security risks, damage library resources, or disrupt the normal flow of library operations. 

PATRON BEHAVIOR

If patron behavior interferes with the use of the library or disrupts the normal flow of library operations but does not require external intervention immediately, the library employee with the assistance of another employee will follow these steps: 

· Inform the patron that the behavior is inappropriate and if it is not stopped, he/she will be asked to leave. 

· Ask the patron to leave if the inappropriate behavior does not stop. 

· Call the security guard if the patron refuses to leave or becomes threatening in any way. 

· File an incident report with the head of the library. 

BEHAVIORS THAT ARE PROHIBITED OR INAPPROPRIATE IN THE LIBRARY

· Destruction of property (either that of other patrons, staff, or the library). 

· Physical abuse (such as an altercation between two patrons or physically abusive behavior directed at a staff member). 

· Threatening others; brandishing or displaying weapons. 

· Exhibitionism, sexual advances or abuse, and lewdness. 

· Theft. 

· Extreme obscene language and verbal abuse. 

· Consuming liquor or using illegal drugs on library premises. 

· Intoxication. 

· Soliciting for immoral purposes or for patronage (panhandling). 

· Smoking 

OTHER UNACCEPTABLE CONDUCT IN THE LIBRARY
· Eating and drinking

· Conducting unauthorized sales or charitable solicitations in the library. 

· Sleeping. 

· Excessive noise or loud talking. 

· Eccentric behavior. 

· Leering/staring/loitering.

· Use of Cellular phones

EMERGENCIES/UNUSUAL SITUATIONS POLICY STATEMENT

Emergencies are unforeseen circumstances that generally call for immediate action. When an emergency of any kind occurs anywhere in the library, the number one concern is to protect and preserve human life. The secondary concern is to protect and preserve the collections and equipment used to provide library services. When emergency circumstances require that service to the public be interrupted, restoration of public library service should occur as soon as the building can be safely occupied. 
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