


Policies at CCLSYS
In the Cambria County Library System (CCLSYS), member-libraries are required to follow certain policies that are set at the state, district, and system level. The information included in this document is intended to outline and specify policies that impact the services provided by member libraries. The Cambria County Library System has attempted to create a thorough record of the policies enacted on a system level. The information provided is subject to change and may not be a fully complete record of all policies and procedures in the system.
Circulation
Overdue Fines: All libraries in Cambria County must administer and collect fines at the time this policy document was published. For books and most other items, fines accrue at a rate of $0.25/day. DVD fines accrue at a rate of $1 per day. Patrons do not have to pay the fine at their home library or at the library that owns an overdue item, but can pay a fine at any library in the system. The library that collects the fine shall keep it as their own revenue. Libraries may only forgive fines on items owned by their library, and cannot forgive fines accrued for items owned by any other library. 
2025 Overdue Fine Policy Change: This topic has been discussed and is under review with the member-library directors as well as the system board of directors. Although a final decision has not been made, it is expected that a system-wide fine-free policy will be implemented. The Board of Directors recognizes this is not a unanimous decision by the member libraries but represents the majority of the CCLSYS consortium.  The final decision is expected in the first quarter of 2025. Any opinions (including disagreements and strongly opposing views) may be sent to the CCLSYS Board of Directors, addressed Attn: Alan Metzler. It is recommended for budgetary purposes to plan to move forward without this income in the future.
Rental Charges: Member libraries may charge different fees for rental items such Chromebooks, Board Games, etc.
Replacement Fees: Items that are lost or damaged are subject to a replacement fee equal to the cost of the item’s replacement plus a $5 processing fee. The fees may be paid at any CCLSYS member library but must be sent to the library that owns the item so that the library can purchase the replacement. 
Renewal Periods: Books may be taken out for an initial 2-week period and are eligible for renewal twice for additional 2-week periods, for a total of one 6-week borrowing period. Borrowing periods for DVDs and CDs, board games, computer equipment, Hot Spots, and other “Library of Things” items may be set at an individual library level. If an item is placed on hold by another patron, it is not eligible to be renewed. 
Autorenewal: All standard items (books) in the system are set for Automatic Renewal. Items will be renewed twice for 2-week periods. DVDs and technology items do not automatically renew. Items with holds or that have met the renewal limit will not automatically renew.
Cataloging
Copy Cataloging: Library Staff who do cataloging are required to complete SPARK’s 1st and 2nd tier training levels prior to being granted copy cataloging privileges. 
Original Cataloging: Original Cataloging is done by CCL’s Tech Services Department. If an original record needs to be built, libraries should forward the item to the CCL Tech Services Department. Once an original record is created, the owning library will be able to add their holding in SPARK.
Merging Records: From time to time, duplicate patron or item records may exist. Please contact the County Coordinator to have records merged or corrected.
Patrons
Library Card Usage
	Library Card usage policies are under revision. The proposed new policy will require either a library card OR valid form of ID (outlined below) be presented. If a new policy is enacted, all system member libraries must comply with the new procedure or will considered in violation of the System Member agreement and subject to any and all outcomes as outlines in the agreement. The new polices is a “meeting in the middle” situation. The new policy will be written to best serve the patrons and staff of all libraries, and consistent enforcement will be required.
Library Card User Permissions
· Adults: Adults can access all materials and resources at CCLSYS libraries once a library card has been issued. A blue registration card must be completed and signed by patrons. Patrons must verify their address before they are able to check out materials. Addresses can be verified with a Photo ID with their current address. If a patron has a current ID but the address is incorrect, an official piece of mail or lease can be used to verify the address. Libraries should search the SPARK database to confirm if the patron does not have a card already in the system.
· Juv/YA: Patrons under 18 must have their official guardians’ authorization and parents must sign for the child’s library card. No standard library card can be issued to anyone under the age of 18 without parental permission. Patrons under the age of 18 must have a library card or a parent must request a guest pass for the minor to access a computer. Patrons under the age of 18 cannot receive a guest pass without parental supervision.
· Digital Library Cards: Schools in Cambria County can work with local libraries to provide digital cards to students. These cards do not allow patrons to check out physical materials. Schools serve in loco parentis for the students and authorize them to access digital materials only. Students with digital ID cards that want to check out physical items must have their own standard library card, which must comply with regular Juv/YA card policies. 
· Library staff: Library staff are given employee accounts that are not to be used for the circulation of items to themselves. Library staff should have their own standard library card to check out materials or use library resources and follow standard card policies.
· Who can obtain a library card:
· Cambria County Residents: All residents of Cambria County are eligible to receive a library card from any CCLSYS library. The patron’s home library is selected by the patron and is not tied to the municipality where they reside. For example, a Richland Township resident can request that the Northern Cambria Library be their home library. 
· Non-County Residents: Under specific circumstances, people who live outside of Cambria County Library may be eligible for a Cambria County Library card. A new account should be built for them following the standard library policies and a new CCLSYS card should be issued to the patron. 
· Access PA libraries: Residents of PA who have a card from a Access PA Library are eligible for a CCLSYS Library Card, regardless of county residency. 
· Somerset County: As part of the Access PA system, Somerset County residents who have a Somerset County Library Card are eligible for a CCLSYS card under the Access PA Agreement. Patrons who do not have a Somerset County card are eligible to receive a card for Cambria County Library only. 
· Indiana County: All residents of Indiana county are eligible for a Cambria County Library-only card, unless they are a member of an Indiana County library and as such are eligible for a CCLSYS card under the Access PA rule.
· Charges for Non-resident cards: For CCLSYS member libraries, if a resident does not qualify for a card as a Cambria County resident or as an ACCESS-PA library card holder, the member-library may charge a membership rate at their board’s discretion.
· Card Types: For standard patrons, only Adult and Juv/YA cards should be issued.
· Patrons must submit a form of identification when registering for a library card.
· Approved Forms of ID must include a photo and address. Acceptable forms of ID include but are not limited to:
· Driver’s Licenses, PA State ID, or RealID. 
· Passport
· Military ID
· All forms of ID:
· Must be current
· Must include current address or state-issued Change of Address notification card or be accompanied by a lease, or an official form of mail to the current address dated within 30 days of application.
· Unacceptable Forms of ID:
· Prison or other government-issued IDs that do not show a photograph and address
· Photocopies of IDs
· School Issued IDs
· Expired IDs
Borrowing Restrictions for Library Fees: Collections and resources provided by CCLSYS are limited to patrons who have less than $5 in charges on their account. Patrons with $5 or more in overdue fines, lost items, or replacement fees must pay down their accounts to under $5 before they are able to check out items, use computers, or access some digital resources. 
Borrowing restriction policies are under review by the Cambria County Library System. If the system switches to a fine-free format, a different policy may replace the current Borrowing Restrictions guidelines.
Library Card Replacement: Patrons who have been active within the last 5 years may purchase a replacement library card at the cost of $3 per card. Patrons whose accounts expired more than 5 years prior to the date of account renewal can receive a replacement card at no charge. 
Online Registration: Patrons at any CCLSYS library can request a library card online. Patrons who register online must present an approved form of ID to their home library and sign their blue registration card before any physical materials can be checked out by any library in CCLSYS. Registrations are managed by CCL unless a member library opts-in to manage this process for their users.
Library Cards for Children and Teens
Children aged 0 – 17 are eligible for a Juv/YA Permission Group card. Legal guardians must apply for the Juv/YA patron and follow all requirements for adult cards, including showing accepted ID, address verification, and signing a registration form. Once the Juv/YA patron has turned 18, the library can convert their card to an Adult permission group but must update the patron registration form by having the patron show their ID, verify their address, and sign the patron registration form.
Deleting Patrons: Patrons should be deleted on a rolling 6-year basis. Only patrons who do not have library fines or fees are eligible for deletion. The County Coordinator will delete the patrons and each library is responsible for discarding the blue registration cards from their patron card collection.
If a patron requests an account be deleted prior to 6 years, do not delete the patron. Please contact the County Coordinator for information on how to handle requests to delete accounts that have not been expired for more than 6 years.
ILS Support
Contacting SPARK: The SPARK consortium is not to be contacted directly by member libraries. If a library needs specific support for assistance with adding a shelving location, modifying print templates or notifications, deleting batches of patrons, or any other needs, please contact the County Coordinator at CCLSYS to request this assistance. If the CCLSYS admin team cannot resolve the issue, they will reach out to SPARK directly on the library’s behalf.
County Delivery, Resource Sharing, ILL
County Delivery: All Member Libraries of CCLSYS participate in county-wide delivery and resource sharing services. Items may be requested for pickup and returned at any library regardless of which library owns the item.  
Resource Sharing: CCLSYS participates in a Resource Sharing Agreement with other libraries and library systems. Items requested from other counties will be shipped to the ILL Center at Cambria County Library from member libraries, and then mailed to the requesting library on behalf of the patron.

Access PA: The Office of Commonwealth Libraries provides Access PA as a resource for interlibrary loans throughout the state of PA. CCLSYS Member Libraries maintain their own library requests in the system. Items are shipped directly to the CCLSYS Member Library. CCLSYS member libraries send items to the Cambria County Library ILL department for return to owning libraries. 
Borrowing Kits & Professional Collection
Book Club & STEM Kits
As part of the Johnstown Library District, all CCLSYS member libraries have access to a collection of Book Kits and STEM Kits. Book Kits may be requested by libraries on behalf of public or private book clubs. When loaning book kits, libraries must ensure book kits are distributed to a person with an active library card, and that all attendees of the book club have active library cards. Additional rules and policy information can be obtained from the District Consultant and Youth Services Coordinator.
Professional Collection
Items in the Professional Collection are available to any staff member or board member of CCLSYS and Johnstown Library District member libraries. Items in this collection do not circulate to standard patrons. These items should be checked out to the staff member’s personal library account. 
Replacing Lost Items
If a Book Kit, STEM Kit, or Professional Collection item is lost, the library is responsible paying CCLSYS for the cost of replacing the item, as well as a $5 processing fee. The library may choose to pursue replacement charges from a patron or library staff member who loses the item based on the library's internal replacement policies.
CCLSYS.ORG Website
Cambria County Library System provides websites for all member libraries. Changes to the website can be submitted to the County Coordinator. Directors can receive training on how to create their own blog posts and events to be posted on the website. Directors should submit events to the system monthly and the County Coordinator will facilitate posting them on the website.  Some website requests may not be possible. Some requests may be possible but may require the library to cover development costs to complete.
Finances and Reporting
Quarterly Reports: All member libraries are required to submit Quarterly Financial Reports to the County Coordinator within 30 days of the end of the quarter.

Board Meeting Minutes: Board meeting minutes must be submitted to the County Coordinator within ten days after they have been approved by the member-library Board. Director Reports should be included if sent to the Board separately and not included in the minutes.
Financial Audits: All CCLSYS members are required to complete annual audits or financial reviews as determined by their financial status. Member libraries are required to use the same auditor. CCLSYS will pay a portion of the cost to complete the reviews, up to the full cost of the audit. At the completion of the review, the library director and board should review the reports carefully and research the implementation of any recommendations made by the auditing team. 
Services at CCLSYS
Library Items: The following items are available through CCLSYS. To request these items, email the County Coordinator. Since these items take some time to arrange to be ordered and shipped, please provide approximately one month’s notice before needing item barcodes, and 2-week notice before needing library cards and blue registration cards. 
· Item Barcodes: Barcodes are sold in units of 1000 and minimum order of 2000. Costs are determined by the vendor.
· Library Cards: $0.25 each
· Blue Registration Cards: $0.02 each
Tech Support
Engaging the services of a technical support professional is done at the individual library level. The CCLSYS Network Administrator can assist with matters related to SPARK, Microsoft Office Suite, and the website. Other items, including internet connectivity, computer setup, and hardware maintenance are handled by individual libraries. Libraries may choose to have an IT company on retainer at their expense. 
Additional Services (Subject to Change)
Donation Platform 
Cambria County Library shall provide and maintain a donation platform. CCLSYS member libraries have a Donation button on their cclsys.org website that connects to a campaign donation page. When a donation is made, CCL will forward information to the library. The library should quickly send an acknowledgement and thank-you to the donor. Donations made through the online platform will be calculated in the next month and CCL will send the Member Library a check for their proceeds and a full list of donor information for their records.
Constant Contact
Cambria County Library subscribes to Constant Contact and allows CCLSYS member libraries to benefit from the subscription. Libraries may work with the County Coordinator to send out items to patrons including newsletters, fundraising campaigns, and event notifications.

Individual Library Policies
It is the intention of the Cambria County Library System to provide consistent and robust services across the member-libraries in the system. While every effort should be made to maintain consistency, some policies and procedures may be governed at the member-library level.
Operating Hours
Operational hours of libraries are dictated by the state, with minimum hours to be open per week and on the weekend. Additional information can be provided by the District Consultant for the Johnstown Library District. If a library changes their hours, directors should contact the District Consultant, County Coordinator, and Network Administrator to ensure the hours are changed on the website, Google, SPARK, and PowerLibrary. Because the Annual Report to the Office of Commonwealth Libraries requests operating hours for the year, it is recommended each library keep a log throughout the year of what hours they are open. 
Borrowing limits & costs
With the exception of regular books in the collection, libraries can set borrowing limits on items. The cost to rent items such as DVDs can be set by the library as well. Limits should be communicated to the system to ensure proper processing in SPARK.
Service Charges
Charges for Printing, Faxing, etc.: Libraries should establish their own pricing for the cost of using services at the library. The system may provide information on what other libraries are charging, at the request of the director.
Branding 
All libraries in CCLSYS have individual artwork and branding information that is to be used at their discretion.
Card Issuing by Age
Libraries have the discretion to restrict what age a child must be to obtain a library card. 
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