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Library Mission Statement

The mission of Faith Episcopal Church’s Library is:

1.
to support the mission of Faith Episcopal Church.  That mission is  

“to pursue a deeper understanding of the mystery of God, 
to offer the hospitality of the Gospel, and 
to work for a just and compassionate community.”

2.
to provide information about the Episcopal church and forms of Episcopal worship and prayer.

3.
to provide thoughtful information about the mystery of God and how a deeper understanding of that mystery may be sought.

4.
to provide access to the Bible and to the best available thought about how the Bible can be read to increase our understanding of the mystery of God, as modeled by Jesus and explained by Paul. 

4.
to provide information about how both our congregational life and our personal lives may be formed and patterned to extend the hospitality of the Gospel.

5.
to provide materials needed for the educational programs of the church.

6.
to provide access to the materials to anyone who considers themselves a part of Faith Episcopal Church. 

Based on both space and resource limitations, we specifically note that it is not the mission of Faith Episcopal Church’s Library to:

1.
provide recreational materials (novels, how-to books, etc. which do not support the Mission Statements above), as those are widely available in public and school libraries.
2.
provide home-schooling materials or materials needed for public education.
3.
be a public library.

Materials Selection Policy

The library will include:

Books, DVDs, CDs, and music.  Church Archives will be considered a separate category.
The Librarian and the Library Committee (in consultation with the Vicar as needed) will review/approve proposed new library items.
In considering an item, will it (adapted from Vernita Kennen’s “Library Basics”):

1. Help fulfill our mission statement?  How?
2. Promote (or at least not detract from) Episcopal theology?

3. Fill a need in our congregation?

4. Be useful to specific groups in our congregation—who will be likely use it?

5. Be repetitive?  Do we have something else like it? (is it better?)
6. Help us learn about other faiths or beliefs accurately?

Separately:

7. Is the author credible and reputable?  Is the publisher?

8. Has the item been reviewed in print by a credible source?  (Even if the reviewer questions the value, the resource may still have value for our library!)

9. Is the item well written/produced?  

10. Is it well made?  Will the binding last?  Will the paper hold up? (note paperback vs. hardback vs. cost here)

11. Is the print easy to read?  Should we consider a large print copy?

12. If it is an audiovisual, is it sturdy?  Colors true?  Sound quality good?

13. [Is any violence appropriate to the material and the audience, and is it balanced by a positive resolution?]
14. Is the cost comparable to other items of similar quality?  Is it reasonable for this item and for our needs?

Additionally, for Children’s/Youth materials:

15. Are the illustrations of excellent quality?

16. Is it appropriate for the age for which it is chosen?

Donation Policy

Our Library welcomes and encourages donations, but we note the following:

1.
Library shelf space is limited.  All donations will be evaluated for inclusion in the Library using the same criteria used for purchases.  See our “Mission Statement” and “Materials Selection Policy” for information about how materials will be evaluated.  
2.
Items which are on our “Wishlist” have been pre-approved as additions to our Library.  You’ll find our wishlist by selecting that collection using the dropdown menu for the first button in the row beneath the tabs in our On-Line Catalog).  

 However multiples of Wishlist items (if multiples are not needed) may be exchanged by the Library for other desired material.  

Please confirm with the Librarian that a Wishlist item is still needed—and that you will be making a purchase (so that we can change the tag on the book to “Wishlist—order Pending”) before making a purchase. 
3.
Donated items which are approved for inclusion in the Library (and not donated anonymously) will be included in a list of Library Donations maintained in the Library or in an accession book.  
4.
Donated items which are approved for inclusion in the Library—whether or not from the “Wishlist”—may (at the donor’s request) bear a bookplate identifying it as a :

“Gift of __________”
or

“Gift of ____________ in memory of ______________.”

If you want a specific book to be identified as your gift, confirm that the Wishlist item you intend to give has not already been acquired (the catalog may not yet have been updated to reflect an earlier purchase or gift when you reviewed it).

5.
Any donated material which is not approved for inclusion in the Library will be disposed of in an appropriate manner.  This may (or may not) include placement on the Book Exchange Shelves.  See the Book Exchange Shelf policy for handling of materials which are not adopted in a timely fashion.
6.
The Library is regularly reviewed for materials to be removed from the Library (“Weeded”).  Any donated material which is added to the Library will be reviewed (along with all other material in the Library) for potential removal.  If material which is donated is to be removed, any bookplate will either be removed or have identifying material marked out.  However even if a donation (once accepted into the Library) is later removed from the library, the record of the donation will remain in the accession list.

Book Exchange Shelves

Bring a book, take a book!
To keep the shelves lively and interesting, we’ll apply the following policies to the book exchange shelves.  All books left there:

1.
will be considered for inclusion in the Faith Episcopal Church Library (see the Donation Policy).

2.
if not added to the Faith Episcopal Church Library,

· They’ll be marked with the date on the inside cover.  (The date we noticed the book on the Book Exchange Shelves!)

· A dot will be applied to the spine of the book to show the general time period when the book was placed on the Book Exchange Shelves.  Eventually, you’ll be able to use a legend placed on the shelves showing the color of the dots used in each month to ID newer (and older!) books on the shelves.
3.
may be disposed of in an appropriate manner (to make room for other books) if they are still on the Book Exchange Shelves after 90 days.

4.
which are deemed inappropriate for display on the Book Exchange Shelves may be disposed of immediately.

5.
which are Book Crossing Books (see www.bookcrossing.com) may be left on the Book Exchange Shelves!  (But even Book Crossing Books will be considered for inclusion in the Faith Episcopal Church Library—we’ll note them as having come to rest in our Library.  And if they are ever “weeded” from our Library, we’ll note a new release site for them—probably the Book Exchange Shelves.)
“Weeding” the Library

Library shelf space is limited.  Periodically, we will inventory the Library and consider which books (and other materials) should be removed to make room for other books.

We will consider the following criteria when considering whether or not a particular item should be weeded from our Library (adapted from Vernita Kennen’s Library Basics)

1. What is the physical condition of the material?  Tattered? Yellowed pages?  Is it worth the time/effort/money to repair?  Would YOU check out this book?

2. How often or recently has it circulated?

3. Does the material have historical significance to the congregation, community or denomination?  Has it local value due to a person, place or event?  Is it a classic?

4. Is its information out of date (e.g., check its facts and figures or the studies quoted)?  Are its photos or illustrations dated?

5. Should it be replaced with a newer title available that better addresses the same issue?

6. Are there multiple copies where one would be enough?

7. Might it have been an earlier mistake to purchase or accept as a donation?

8. Should someone else evaluate the contents (e.g., the Vicar)

HOW BOOKS TO BE WITHDRAWN WILL BE PROCESSED:

A.
Remove all ownership information (card & pocket and black out ownership stamps and book plates.  Write “WITHDRAWN” in heavy black ink.

B.
Delete all information from computer records and catalog list.
C.
Note withdrawal date from accession book.
D.
Delete references from any special lists or web sites.
E.
Move the withdrawn items to the Book Exchange Shelves, add dates/dots (per the Book Exchange Shelves policies) and make release notes on any Book Crossing items weeded.

Challenging Material in the Library

If someone objects to the inclusion of a particular book (or other item) in our Library, they should fill out the attached form and give it to the Vicar for review.  

After the Vicar has reviewed the material and considered it in light of the Library Mission Statement and the Materials Selection Policy, it will be discussed with the Librarian/Library Committee before a final decision is made by the Vicar.  The Vicar will discuss the resolution of the challenge with the person making the objection.  If the challenge is upheld, the book (or other material) will be removed from the Library collection as if it had been weeded.


There should be several copies of the form for objecting to a book or other item following this page.  If you need to use one, please remove a copy for your use, and note in the Library Log that you’ve taken a copy of the objection form (so that we can make sure that there are copies of the form available for others!).

Thank you!

Challenge to Objectionable Book/Item in Library
(please continue any answer on the reverse if more room is needed)
Your Name, address, phone #/e-mail address:


Author, Title, Publisher, copyright date: 


Do you represent others than yourself?   Yes   No    If so, whom?


What do you object to in the book/item?


What of value is there in this book/item?

For what age group would you recommend this book/item?


Are you aware of the judgment of this book/item by critics?    Yes       No  

If yes, of what are you aware?


Are you aware of why this book/item was purchased/accepted?

What do you believe is the theme or purpose of this book/item?


What would you like the Library to do about this book/item?


In its place, what work would you recommend for the same purpose?


“I have read/listened to or viewed the entire book/item in question”

(signed)

Cataloging

Our Library uses www.LibraryThing.com for on-line cataloging.  You will find more information about the ways the catalog can be used in the pages titled:

“Browsing for a Book”

“Cataloging Tags”

A printed copy of the catalog will usually be in the Library Notebook, but the most current version is on-line.

Borrowing a Book

We’re glad to have you borrow a book from our library.  Here’s how:

1.
Pull the card from the back of the book, draw a line under the information of any prior borrower (if there isn’t a line there already), then list the following:

· Today’s Date

· Your Name

· Your phone # and e-mail address

2.
Put the card in the wine-colored “check-out box.”
There is no “due date,” but remember that (1) others may want to read the same book so please bring it back promptly when you’re finished and, (2) someone else who wants to read the same book may call you (or e-mail you) so that you will know that they are waiting to read your book next!

Returning a Book

Here’s how to return a book:
1.
Pull the card from the “check-out box” and add the date you’re returning the book below your phone #/e-mail address.  (Example “returned June 1, 2009”)  Then put the card back in the book.
2.
It there are no post-it notes attached to the card, please reshelve the book.
3.
If there are one or more post-it notes attached to the card, please:

· Call and/or e-mail the person whose post-it note is earliest dated to tell them that the book is back.

· Put that person’s post-it note on the front of the book and add a note on that post-it note that you called them (example “left voice-mail Sept 3, 2010” or “called Aug 2, 2010” or “e-mail June 6, 2010”)

· Put the book to the right of the Library Notebook on the top shelf of the left bookcase.
Any other post-it notes should stay attached to the card.
Can’t Find a Particular Book the Library Owns?
1.
Look in the wine-colored “check-out box” and see if the book’s card is there.  If it is, and you want to borrow it when it comes back: 

Put today’s date, your name, phone # and e-mail address on a post-it note and attach it to the card.  You may also (after looking at the date it was borrowed) want to give the current borrower a call or send them an e-mail so that they know that the book (or item) is wanted by another.

If the item you want to borrow already has a post-it note attached to it, go ahead and add your post-it note too, but also add a note to the log so that we’ll know that this book is in demand.
2.
If it’s not checked out, it may be waiting to be picked up by someone who has already requested it.  Look to the right of the Library Notebook on the top shelf[of the left bookcase.  If you find it there, feel free to add your post-it note to the card in the back of the book (as if it were already checked out—see above) so that the person picking up their reserve item will know that you are already waiting to read it next.  

3.
It may have been misshelved (not be in alphabetical order by author).  Our LibraryThing catalog will (as one of the tags) say that the item should be on the “Main Shelf” or “Vicar’s Shelf” (it will also show a picture of the book’s cover, if you’re not sure what it looks like).  But sometimes things get misshelved anyway, so check the other shelves.  But before checking the Vicar’s Shelf, please check w/ the Vicar or with the Administrator!
4.
If you still can’t find it.  It’s not checked out, it’s not a reserved item waiting for pick-up, and it’s not misshelved, please add a note to the Library Log and tell us!
Browsing for a Book

Faith Episcopal Church’s Library may include books, pamphlets, DVDs, CDs and other media (all of which are called “books” in this discussion.  The library is cataloged on-line at: www.librarything.com/catalog_tags.php?view=faithepiscopal. The on-line catalog includes pictures of book covers (so you’ll know what the book you’re looking for looks like).

Each book in the library has been assigned one or more “tags” which you can use to identify things that will interest you.  There are tags which relate to the subject matter of the book, tags which relate to the intended audience of the book, as well as tags which identify where the book is supposed to be shelved in our library.  You’ll find a list of current tags below.
There are two LibraryThing links on the church’s web site (on the “Vicar’s Library” page).  The “Browse by Category” link will take you to a page listing these tags.  Be sure that the “collection” called “Your Library” is shown in the first button in the row beneath the tabs.  If it isn’t use the dropdown menu to change that button.  If you are seeing a list of books, instead of a list of categories, click the button labeled “Tags” in the row of buttons beneath the tabs.  
Clicking on on a tag that interests you will take you to a page showing all of the books having that tag.  Once you reach that page, click the “preferred view” link near the top of the page.  That will show you a list of the covers of the books, authors, titles, the tags assigned to each book on that page and sometimes additional comments on the items.  If you decide you’d like to read one of the books, note the location tag for that book (it should be nearly the last tag for the book) and look for it on the shelf assigned!  On the shelves, we organize as follows: Bibles, BCPs, then other books alphabetically by author.
If you see a problem or error in the cataloging or shelving of the Library, please make a note in the Library Log (see below).

Cataloging Tags
Topic Tags

BCP (Book of Common Prayer)

Bible
Bible Stories

Biblical Criticism

Biblical Literature

Children

Christian Thought

Commentaries

Community

Comparative Religion

Episcopal Church

Episcopalianism

Healing/ Psychology

Jesus

Lectionary/ Lectors

Liturgy

Memoir

Midrash

New Testament

Old Testament

Paul

Prayer

Psalms

Recovery

Sacraments & Rites

Spiritual Journey

Theology

Women

Audience Tags

Adults

Caregivers

Children

Sick

Parents

Youth

Seniors

Location Tags 

Main Shelves

Vicar’s Shelves

Status Tags 

Wishlist

Wishlist On Order

We expect to add new Tags as new books are added to the collection and require them.  If you think a new tag should be added to an existing book, please make a note in the “Library Log” about what new tag you think should be added to what book or books.  See information about the “Library Log” at the bottom of this page.

Library Log
Notes about things the Librarian/Library Committee should know…please list:

Today’s Date

Name

Phone Number and e-mail address

Your Log entry










This Library is not staffed.  We rely on those who use our Library to help us manage it.  There is a “Library Log” section in the “Catalog Notebook” (next to the check-out box).  Please make an entry when you think we should know something.  List today’s date, your name/phone #/e-mail address and your note.  If it’s about a particular book, ID it, please!  Log things like “a book seems to be missing (not checked out, not waiting for pick-up, not on the shelves)”, “there is more than one post-it on a book”, “a book is damaged/in need of repair” or some other concern you have about a book or the Library.”
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