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It is the goal of the Price James Library to answer to the best of its ability all reference questions asked by patrons, including telephone and e-mailed questions, or to refer the patron to another agency or institution that could provide the answer. The Price James Library acknowledges that there are questions that cannot be answered regardless of the resources available, but the Library will attempt to locate information about any reasonable request. It is the goal of the Price James Library to answer all questions completely, quickly, and courteously with the understanding that the Library does not have a designated Reference Department or Staff. 
Reference Materials 
1. Reference materials include all materials not in the adult circulating collections or in the Children’s Department. These materials include but are not limited to: the reference book collection; atlases; newspapers and most recent periodicals; local history and genealogy and yearbooks. 
2. Reference books and materials are not available for loan under any circumstances. 
Reference Service 
1. Staff members are not allowed to offer medical, legal, or financial advice. This includes the interpretation of materials for the patron. However, the staff should make every effort to provide materials that are suitable for each patron’s educational background and level of comprehension. 
2. Staff members may assist students in locating information needed for school assignments but cannot assist the student in completing school assignments or homework. 
Newspapers 
1. The Library provides access to current collections of newspapers and periodicals. 
2. Current newspapers are kept on the shelf for up to one week/day and in storage for the current month. 
3. Current issues of newspapers must be used in-house only.  
ILL (Interlibrary Loan) – refer to ILL Policy 
Copiers and Other Equipment 
1. The Library provides a black and white printer (for the public computers) and a copier for patron use. Copies are made for patrons by library staff. 




Scanning Service Policy 
1. Black and white and color scanning services are available at no cost. Patrons needing scanning services can visit the circulation desk during regular hours and speak with any staff member. Operation is limited to staff. 
· Documents or photos can be scanned up to a maximum size of 8 1/2 inches x 11 inches in size. 
· Documents or photos can be scanned in .tiff, jpeg, xps, or pdf format. 
· Documents will only be emailed to the patron making the scans. 
· Resolution can be set from 200-600 DPI. 
· Small items like identification cards or receipts can be combined into a single scan. 
· The Scanner Service must not be used for illegal purposes or adult themes, and patrons must abide by copyright laws. 
· No copies or scans will be made of any work which specifically forbids its being copied. This includes professional photographs. 
· Price James Library is not responsible for lost or damaged files. 
Examination Proctoring 
1. The Library will proctor examinations for individuals, subject to the availability of authorized staff and resources. 
2. Examinations must occur during the hours the Library is open to the public. 
3. It is the responsibility of the student taking the examination to ensure that all requirements for the examination can be met and that the examination is received by the Library before the scheduled examination time. 
4. Examination times are scheduled by the student and the library. 
5. Subject to availability, a quiet room will be provided where the student may take the examination. The Library does not guarantee that the students will be under continuous observation during the examination.
