
PUB-1 

Arkansas City Public Library 
PUBLIC SERVICES 

 
 
4.1 Customer Service  
4.2 Reference Services 
4.3 Interlibrary Loan 
4.4 Meeting Room Use 
4.5 Photocopying and Printing 
4.6 DVD Cleaning Service 
4.7 Adult Programs in the Library 
4.8 Youth Programs in the Library 
4.9 Special Events 
4.10 Tours 
4.11 Test Proctoring 
4.12 City Directory Information 
4.13 Genealogy Research  
4.14 Solicitation 
4.15 Outreach Services  
 
 



ACPL – Public Services 

PUB-2 

4.1 Customer Service 
 
The ultimate aim of all public library activities is service to the people.  The library collection 
is maintained for service; cataloging activities facilitate service; and the library building, and 
equipment provide the physical means for service to the people. 
 
Current knowledge of the community; well-planned hours of service; easy circulation 
methods; and advertising the collection add to the service of library-owned materials and 
will help in the development of the library’s service to the people. 
 
Through service the library staff meets the individual, helps him locate resources, furnishes 
material, and aids the individual in its use.  In short, service opens the door to knowledge. 
 
Approved by ACPL Board: April 4, 1973. 
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4.2 Reference Services  
 
Guidance in the use of reference materials shall be provided for all individuals and groups.  
Telephone service shall be used by the library to supply reference materials for all 
individuals and groups. 
 
A reader’s advisory service, through which individuals can be guided in the selection and use 
of library materials, shall be provided. 
 
Approved by ACPL Board: April 4, 1973. 
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4.3 Interlibrary Loan  
 
The library shall borrow for patrons materials which are not available locally.  
 
Approved by ACPL Board: April 4, 1973. 
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4.4 Meeting Room Use  
 
As a community institution, ACPL welcomes and encourages the use of its meeting rooms 
without charge to groups regardless of race, religion, or political beliefs. 
 

1. Meetings of the Library Board, or committees thereof, Friends of the Library, and 
programs sponsored by the library for the public shall have priority over other groups. 

2. Meetings shall be scheduled in order of requests received and assigned to different 
rooms as size of groups and availability of space permits. 

3. Permission to use the rooms will be denied to groups whose sole purpose is illegal, 
whose conduct would interfere with the proper functioning of the library, or whose 
subject matter is a religious service. 

4. No group may charge admission to an event with the exception of Friends of the 
Library and Literacy Council of Arkansas City or groups or individuals who are not for 
profit and charge a minimal fee to cover costs. 

5. Goods, products, and services may not be sold without the approval of the Library 
Director. 

6. Upon due notice the library reserves the right to cancel permission to use a meeting 
room, or to substitute facilities if the scheduled room is needed for other purposes. 

7. The group using the room will be responsible for the discipline and reasonable care 
of the room.  The applicant will pay for any damage.  The sponsor of the meeting will 
clear away any clutter or untidiness caused by the activities.  No food or drink will be 
allowed without the approval of the Library Director. 

8. No rental fee for the use of the meeting rooms will be assessed unless the meetings 
are held beyond announced library hours.  Closing time for regular meetings is fifteen 
minutes before the scheduled library closing hour.  It is understood that a fee of ten 
dollars ($10.00) for the first hour and ten dollars ($10.00) for every half hour or any 
part thereof afterward.  This is for rooms that are used beyond scheduled library 
hours. 

9. Neither the name nor address of the library may be used as the official address or 
headquarters of an organization without the permission of the Library Director. 

10. Use of the library meeting rooms does not constitute endorsement by the library of 
points of view expressed by participants of the program.  No advertisement or 
announcement implying such endorsement will be permitted. 

 
Approved by ACPL Board: January 4, 1989. 
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4.5 Photocopying & Printing  
 
An electrostatic style copy machine shall be provided.  The cost of this service shall be 
determined by the Board. 
 
Approved by ACPL Board: April 4, 1973. 
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4.6 DVD Cleaning Service  
 
The Library’s disc repair and cleaning system will be available for patrons’ items as staff or 
volunteer time allows. Movies and audio books can be dropped off at any time the library is 
open.  The patron must leave with the disc(s) their current contact information and sign a 
release waiving any claims against the library.  Library staff will contact the patron when the 
item is ready to pick up.  Allow at least a week for this service.  The charge for cleaning and 
repairing is $1.00 per disc. Patrons may bring in a maximum of five (5) discs at a time.  
Library staff will not accept discs to clean or repair if there is a current backlog or if the disc 
is obviously cracked or broken.  The money raised will go toward maintaining the library’s 
collection of movies and audio books.   

 
The library is not responsible for any damaged or scratched discs, or any damage that may 
occur during the cleaning or repair process.  No refunds will be provided for this service, 
even if the library is unable to clean or repair a disc. 
 
Approved by ACPL Board: February 11, 2013. 
 



ACPL – Public Services 

PUB-8 

4.7 Adult Programs in the Library  
 
The library shall hold regular film shows for adults. 
 
Approved by ACPL Board: April 4, 1973. 
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4.8 Youth Programs in the Library  
 
The library shall hold regular programs for children such as the “Make Believe Hour” program 
for preschool children wherein film, slides, puppets, story hour, and an occasional magic 
show are used. 
 
Approved by ACPL Board: April 4, 1973. 
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4.9 Special Events  
 
National Library Week and Children’s Book Week, as well as other special events of a similar 
nature, will be observed to spotlight the services and resources of the library. 
 
Approved by ACPL Board: April 4, 1973. 
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4.10 Tours  
 
Guided tours of the library will be conducted as a means of better acquainting the 
community with all of the resources of the library. 
 
Approved by ACPL Board: April 4, 1973. 
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4.11 Test Proctoring 
 
Arkansas City Public Library is not a testing center but does provide a proctoring service to 
support the long-distance learning students in our community.  If it is determined that the 
proctoring request is unreasonable or its demands are too burdensome to administer, the 
Library reserves the right to deny this service. 
 
Guidelines 
 
A. The Library does not charge a fee for proctoring. All expenses, including copying and 
postage, are the responsibility of the test-taker. When a test is to be mailed to the school or 
professor/instructor, a self-addressed stamped envelope with appropriate postage must be 
provided by the school or the test-taker before the test is administered.  Copies of 
completed exams will not be retained.  
 
B. The Library provides a public computer workstation with word processing software and 
Internet access for online exams. These workstations do not allow installation of any 
additional software. It is the test-taker’s responsibility to ensure that the Library’s computer 
resources are adequate for their test-taking requirements. 
 
C. The exam or the instructions for taking the exam online must be sent to the Reference 
Librarian at the library’s street address, fax number, or via e-mail to arkcitypl@acpl.org.  The 
test-taker must contact the Library, by e-mail, phone, or in-person, at least 48 hours in 
advance to schedule an appointment to take the test. A member of the library staff will 
proctor the test. 
 
D. The Library cannot guarantee quiet conditions for test-taking. The Library does not 
guarantee that the test-taker will be under observation at all times.  
 
E. Staff will verify the identity of the test-taker by requesting presentation of picture 
identification before administering the exam. Test-takers should not bring cellular phones or 
other equipment, or materials prohibited by the exam instructions into the Library. If such 
materials are brought into the Library, they may be left at the service desk during the exam; 
however, the Library is not responsible for them. 
 
F. Test-takers are responsible for supplying all materials, such as pencils and calculators.  
Scratch paper is available at the service desk.   
 
G. The Library will not hold tests beyond their expiration dates. If the test has not been taken 
by that time, it will be destroyed.  Once a test is sent via mail or fax and confirmation is 
received, any original test documents will be destroyed. 
 
H. Library staff will not sign a proctoring verification that attests to any circumstances or 
conditions that are not accurate in describing the test taking conditions. 
 
Approved by ACPL Board: May 12, 2008. 
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4.12 City Directory Information 
 
It is the policy of the Arkansas City Public Library to give directory information from the City 
Directory for telephone numbers, addresses, and names as requested to patrons who 
telephone the library for this information.  Information on nearbys will not be given on the 
telephone. 
 
Approved by ACPL Board: May 1, 1991. 
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4.13 Genealogy Research  
 
The Arkansas City Public Library owns microfilm of the Arkansas City Traveler from January 
26, 1876 to present.  We can provide basic research from these newspapers for a fee of 
$10.00 per hour of research time, with a one-hour minimum charge.  Photocopies and 
postage will be charged at the current rates. 
 
Approved by the ACPL Board: September 14, 2009. 
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4.14 Solicitation 
 
No solicitation of funds for individuals, groups or organizations, or sale of candies, cookies, 
or items for any causes, or panhandling, is permitted in the Library or on Library property. 
The only exceptions are those activities that are authorized by or on behalf of the Library, or 
on behalf of its affiliate Friends of the Library organization. 
 
Approved by the ACPL Board: February 12, 2018. 
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4.15 Outreach Services  
 
The purpose of the Outreach Services policy is to provide guidelines for how the Library 
serves community members away from its downtown location and provides access to where 
life and engagement organically exist in the community. 
 
Community Outreach 
The primary goal of community outreach within the library is to develop offsite programs 
and services for: 

• non-users (those without registered library accounts and/or those that do not utilize 
onsite services at our physical location) 

• the underserved (those unable to access the library’s physical location due to 
physical, economic, social, transportation, geographic, or other barriers) 

• marginalized populations (those that experience discrimination and exclusion due to 
social, political, and economic pressures) and 

• diverse populations (those of different ages, races, ethnicities, abilities, disabilities, 
genders, religions, cultures, sexual orientations, and/or gender identity as defined by 
federal anti-discrimination laws). 

 
Communities are living things; they are constantly growing and changing. To meet these 
diverse needs, libraries must keep in touch with changes and new developments and tailor 
services to meet those needs. We connect Arkansas City residents to vibrant living and 
learning because libraries go where they are. Some of our services (to name a few) include: 

• cultivating literacy and a love of reading through preschool and daycare story times 
and bookmobile visits throughout the community 

• digital instruction such as resume and career workshops and computer classes 
 
Community Engagement 
Our objective is to build relationships between staff and surrounding communities to 
empower people to take ownership of their library and its resources. Engagement is an 
active partnership that serves the interest of our local community and the public good. We 
recognize that working with community partners is essential for providing effective outreach 
services. Regular communication will be maintained with community partners and goals for 
service will be routinely reviewed. Partnerships that are not mutually beneficial to all parties 
will be modified or discontinued. 
 
Community Events 
Arkansas City Public Library strives to maintain a strong presence within our entire district. 
We attend events of all kinds, from street fairs and block parties to cultural and religious 
events. At these events, we engage with the community, speak about library services, sign 
people up for free library cards, and more. The following guidelines help us decide if we can 
attend or contribute in a meaningful way. 

• Our primary goal is to serve the residents of the City of Arkansas City. This may 
sometimes include events in neighboring communities where Arkansas City residents 
are present. 

• Our objective is to connect the community with library resources and services. 
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• ACPL provides free and easy access to information, ideas, books, and technology that 
enrich, educate, and empower every individual in our city's diverse populations. 

• ACPL participates in events that are free and open to the general public. 
• Attendance/participation is contingent on staff availability. 
• Staff and public safety is a priority.    
• We do not participate in events that promote hateful, threatening, violent, or 

dehumanizing thoughts, speech, and/or actions targeting a specific community. 
 
Approved by the ACPL Board: May 8, 2023. 
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