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 SEQ CHAPTER \h \r 1CAROLYN BOATMAN BROOKS MEMORIAL LIBRARY
Welcome TC \l1 "Welcome to the Carolyn Boatman Brooks Memorial Library at Clear Creek Baptist Bible College.  We hope to assist you as a library user and help you develop reference skills.  We believe that growing in wisdom is a lifetime process for a Christian, and we hope you will continue to use other libraries throughout your ministry.

Our Policy is:  (1) to help you learn how to locate information,  (2)  to aid in the process of locating information.  We hope you will use the library as a place for study and recreational reading.

MISSION STATEMENT AND OBJECTIVES TC \l1 "MISSION STATEMENT AND OBJECTIVES
The Carolyn Boatman Brooks Memorial Library exists to support the objectives and programs of Clear Creek Baptist Bible College by providing appropriate resources and services.  The library is committed to:


1.
Providing a variety of materials to meet the current and anticipated 

information needs of its constituency.


2.
Assisting library users in the utilization of on-site resources and in 


locating and obtaining information from other sources.


3.
Maintaining a facility conducive to study and research.


4.
Organizing and providing bibliographic access to all materials 


acquired.


5.
Preserving significant historical materials related to the college.


6.
Maintaining cooperative relationships with other educational 


institutions.
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LIBRARY INFORMATION TC \l1 "LIBRARY INFORMATION
This library owns approximately 39,000 print volumes and has access to over 6,000 electronic books; about 281 print periodicals and access to over 17,000 full-text periodicals, 1700 titles of video cassettes, 2500 audio cassette tapes, and 300 filmstrips and records, along with various computer programs.  It has an audio-visual lab, a curriculum lab, a computer lab, an archive room, a conference/recording room and a children’s room. 

PHONE # 606-337-1456
FAX # 606-337-2372
EMAIL library@ccbbc.edu
LIBRARY SCHEDULE  TC \l2 "LIBRARY SCHEDULE 
FALL & SPRING SEMESTERS                    
Monday, Tuesday, Thursday

7:30 a.m. - 10:00 p.m.

Wednesday, Friday


7:30 a.m. - 5:00 p.m.

Saturday



10 a.m. - 2:00 p.m.

SUMMER SCHOOL SESSIONS

Monday - Friday


8:00 a.m. - 5:30 p.m.

Saturday



10:00 a.m. - 2:00 p.m.

SUMMER

Monday-Friday


8:00a.m. - 4:00 p.m.

No Saturday hours

LIBRARY CLOSED ON HOLIDAYS LISTED IN SCHOOL CALENDAR AND ONE HOUR BEFORE ANY CAMPUS WIDE EVENT.

PRICES TC \l2 "PRICES:
Sending a fax: $ .20/page - no charge for receiving

Photo copies or printing - $ .10/copy

Laminating 


large laminator - $1 /ft


small laminator - 
card size - $ .25







letter size - $ .50





legal or ledger - $1.00



Book covering - $ .50/book

Transparencies - $ .30 each

Book sale table - $ .25/hardback; $ .10/paperback

GENERAL TC \l1 "GENERAL USE
LIBRARY REGULATIONS TC \l2 "LIBRARY REGULATIONS
The library is a place for research and study.  Please show consideration for others by speaking in a soft voice and showing fairness in use of materials.  Please observe the hours the library will be open.  The library assistant will dim the lights five minutes before chapel and closing time as a signal to prepare to leave, allowing the assistant to close up on schedule.  Students will not be allowed to remain in the library during chapel time.  Materials are not to be removed from the library without properly checking them out.  As representatives of Christ, students are expected to be good stewards of the resources our Lord has provided.  If a user has a need that conflicts with regulations, he or she should discuss this with the library staff rather then violating established procedures for the use of the library.

CIRCULATION TC \l2 "CIRCULATION
Library users may borrow as many as 15 books from the 2-week circulation collection, and 4 video cassettes/DVDs per check out.  Occasionally there may be further restrictions placed on the number of materials checked out according to the professor's or librarian's instructions.

Children must bring a parent’s library card in order to borrow materials.

When returning materials to the library, place them into the book-drop at the circulation desk or the exterior book drop.  If materials are too big, hand such to library staff.  Do not lay them down without the attention of library staff.

There is a $10.00 limit on the overwriting of checks.

MATERIAL CLASSIFICATIONS TC \l2 "MATERIAL CLASSIFICATIONS
The four classifications of materials are:

1)
2 week circulation



Books



Audio-Visuals (filmstrips,  cassette tapes,

   

records, study aids, and puppets)

2) 
Four Days

 

Video-cassettes  & DVDs
3) 
Overnight

  
Reserve Materials (due by 8:30 a.m. next day or Monday, if



 borrowed on Friday.)**

**There will be a 50¢/hour fine on all reserve books.

4)
Library Use Only



Curriculum Lab



Reference Books

 

Antique Books

 

Any book marked "Library use only."



Periodicals (magazines, newspapers, & state

 

papers)

               
Vertical File

The equipment in the library is divided into 3 categories:

              
 Faculty and Staff

              
 Library Use Only

              
 Student

Equipment available for student check out includes:



cassette tape players



slide projector



overhead projector



projector screen

RENEWAL TC \l2 "RENEWAL
If no one else has requested them, materials may be renewed at the end of the normal loan period either by bringing in the material, phoning, or emailing the library.

OVERDUE MATERIALS AND FINES TC \l2 "OVERDUE MATERIALS AND FINES
It is the duty of the borrower to carefully observe due dates and return borrowed materials on time.  Fines are charged for overdue materials and are automatically assigned by the computer.  Please be considerate of fellow library users and return books on time.

Fines are:


1)   2 week circulation - 5 cents per day


2)   Video and over-night materials - 50¢ per day.

Fines are counted only for the days that the library is open.  If a book is lost, it should be reported to the library staff.  The fine will stop the day it is reported as lost, but if it is not found, the borrower is responsible for the fine and price of the book.  The borrower is responsible for materials checked out in his/her name, regardless of to whom they may be loaned.

At the end of each semester, all books should be turned in and fines paid.  Unpaid fines, plus a $5.00 processing fee, will be assessed to students' accounts at the end of each semester.  Off-campus library users will be denied borrowing privileges until overdue fines are paid.

MATERIAL USAGE WITHIN THE LIBRARY TC \l2 "MATERIAL USAGE WITHIN THE LIBRARY
When materials are used within the library, the user should leave them on the tables or place them in the book drop.  This prevents misplaced books on the shelves.

PLEASE DO NOT RE-SHELVE BOOKS, PERIODICALS or MICROFICHE.

ARRANGEMENT OF LIBRARY MATERIALS TC \l2 "ARRANGEMENT OF LIBRARY MATERIALS
The library uses the Dewey Decimal System to classify books:

000-009        General Works (including encyclopedias)

100-199        Philosophy and Psychology

200-299        Religion

300-399        Social Science (economics, law, government)

400-499        Language

500-599        Pure Science (mathematics, chemistry, physics)

600-699        Technology (applied science, agriculture,

               
engineering, etc.)

700-799        Arts and Recreation (painting, music)

800-899        Literature and Rhetoric (poetry, plays)

900-999        History, Geography

The location of a book is shown in the electronic catalog on the right side of the record.  The top line is the Dewey Decimal number and the second line indicates the author's last name along with a number.

BOOK ABBREVIATIONS TC \l2 "BOOK ABBREVIATIONS
A
Antique books

B
Biography

E
Easy Children

F
Fiction

J
Juvenile

R
Reference

R2
Duplicate reference (currently located upstairs)

Y
Youth

OV
Oversized

SC
Story Collection

SPC
Special Collection

AUDIO VISUAL ABBREVIATIONS TC \l2 "AUDIO VISUAL ABBREVIATIONS
AV
Cassette, flannel graph, multiple booklets etc.

     
Bagged audio-visuals hanging on a circular

    
stand.  Includes cassette with accompanying

     
papers.

CT
Individual cassette in wall unit or multiple

     
cassette in manufacturer's folder with manual.

E
Children's audio-visual.  Located 

     
in children's room. 

EQ
Maps and large boxes, tubes, etc, that will

     
not sit on shelf or hang in bags.

FS
Filmstrips in bags hanging on circular stand.

LP
Recordings

OH
Overheads in hanging bags on circular stand.

S
Slides in hanging bags on circular stand.

SA
Boxed Audio-Visuals that sit on a shelf

T
Reel to reel tapes.

VC
Video-Cassette


DISTANCE LEARNING RESOURCES TC \l1 "DISTANCE LEARNING RESOURCES
Library materials are available to all students enrolled in distance learning centers.  Working with the instructor teaching the class, the library staff will determine specific arrangements for circulation after evaluation of facilities at individual sites. The library will also provide URLs, IDs, and passwords along with instructions for accessing available databases from off-campus computers with Internet access.

FINDING INFORMATION TC \l1 "FINDING INFORMATION   
The first step in locating information on a subject is finding the appropriate tool.  These tools include the electronic catalog (OPAC), reference section, and subject and general bibliographies.

ELECTRONIC CATALOG TC \l2 "ELECTRONIC CATALOG
The library uses The Library Corporation’s YouSeeMore Public Access Catalog available through the college website or at http://www.youseemore.com/ccbbc on all Internet accessible computers.  Searching can be done by title, author, subject, or key word.  New records are added almost daily.

REFERENCE BOOKS TC \l2 "REFERENCE BOOKS
Reference books are excellent tools for locating information.  Reference books include indexes, encyclopedias, bibliographies, dictionaries, yearbooks, and other books which contain concise information.  These books are located in the Reference Section of the library and classified with an "R."  Reference books are for library use only.

INTERLIBRARY LOAN (ILL) TC \l2 "INTERLIBRARY LOAN (ILL)
Materials not found in our library can be borrowed through ILL.  A request form found near the circulation desk or in the Appendix of this handbook should be filled out and given to the Reference Librarian.  Any charges made by the lending library will be paid by the person requesting the material.  

COMPUTERS TC \l2 "REFERENCE COMPUTERS
Wi-Fi is available throughout the building by obtaining a code from the Director of Computer Services.  There are two Internet accessible computers on the first floor in the library, and 13 in the computer lab.  Students may use these computers to set up email accounts through Yahoo, Hotmail, and other free services.  These computers are intended for use in research related to classroom activities.  Recreational use is discouraged, and we ask that chat rooms NOT be visited.  Children and their parents are asked to sign a form available in the library which will enable our staff to determine who has permission to use the Internet computers.  Clear Creek students will have precedence over children of students and community library users.  The library staff reserves the right to terminate a session if inappropriate use of the computer is observed.  All workstations belonging to CCBBC will be monitored to ensure responsible Internet usage.

SPECIAL AREAS TC \l1 "SPECIAL AREAS
COMPUTER LAB TC \l2 "COMPUTER LAB

A computer lab is available for faculty, staff, students and their spouses.  Children of students are not to be in the computer lab unaccompanied by a parent.  At present there are 13 computers and a laser printer. Computers are on a first-come, first-served basis.  


The following programs are available on all computers in the lab:

c 
MS Office 2013 – Word, Power Point, Excel, Access, Outlook

The Library’s Online Catalog, along with many helpful links (www.youseemore.com/clearcreek)

c 
The following files are available on all network computers through the campus intranet:
� 
Class notes (professor notes)

� 
Christian Service Database (weekly reports)

� 
Registration Database

� 
Kentucky Virtual Library* *

� 
EBSCO**

� 
ProQuest**

�          Credo Reference**

� 
Infotrac**

**These are websites, available on or off campus through the Internet, using IDs and passwords.  For a current list email the librarian or ask at the circulation desk.

PERIODICALS TC \l2 "PERIODICALS
The periodical area, located on the first floor of the library contains magazines, journals, and newspapers that support the curriculum of our college.  It also provides current materials for information and leisure reading.

Current periodicals are arranged alphabetically on the display shelves with the most recent issue on the top.  Back issues are stored alphabetically and chronological.

To assist in finding information in these periodicals, various online and print indexes are available. 

Online: EBSCOhost, Proquest, Credo Reference, Kentucky Virtual Library and Southern Baptist Periodical Index.

Print: National Geographic Index, Guide to Social Science and Religion, and Southern Baptist Periodical Index.
Baptist state papers are located in the first floor lounge area. Periodicals are for use in the LIBRARY ONLY.  Articles may be photocopied or scanned, but they may not be taken out of the library.  Please observe the copyright laws (posted on the copier).

COFFEE LOUNGE

Located on the main floor, the Coffee Lounge is a place in the library for refreshment and fellowship. Patrons will be able to enjoy a cup of coffee or tea free of charge while relaxing in our comfortable seating area or browsing the near-by periodicals.   SEQ CHAPTER \h \r 1Coffee is made available through the donation of a friend of the college.  Donations of tea, hot chocolate, creamer, sugar/sweetners, coffee filters and money are also welcome to supplement this amenity.
CURRICULUM LAB

The Curriculum Lab located on the second floor of the Clear Creek Library offers a wide selection of Southern Baptist material for browsing.  Displayed are current materials from the Sunday School Board, WMU, Brotherhood, Lifeway Resources, and other agencies of the SBC.  The LifeWay Curriculum service is currently under restructuring
The curriculum lab is designed to give access to these materials for personal review or for a church to examine without having to make a purchase or travel to the nearest LifeWay Store.  Feel free to browse through the materials to determine what best meets your needs or the needs/interests of your church. The current materials are to be used in the lab area only.  Order forms and promotional materials are available in the lab or online. Occasionally materials can be loaned for the purpose of presenting them to a department or committee for approval before placing an order.

Sunday School materials over one year old become available to students at no cost.  These items will be placed on a table and labeled “Free”.  Customers are encouraged to take advantage of these good resources.

ANTIQUE BOOKS TC \l2 "ANTIQUE BOOKS
A collection of old and rare books is located on the second floor.  These books may not be checked out, but may be used within the library with care.  Some of the books are very brittle with age and require careful handling.

VERTICAL FILE TC \l2 "VERTICAL FILE
The vertical file contains pamphlets, maps, newspaper clippings, catalogs, and other helpful information.  This file is located in file cabinets on the first floor.  A Rolodex file of subjects is kept for the vertical file.  Please ask a library assistant for help.

CHILDREN'S ROOM

 TC \l2 "CHILDREN'S ROOM
Children are welcome in the library.  However, parents are not to leave children in the library while they attend class.  The Children's Collection offers a wide variety of educational and recreational reading and listening opportunities.  Materials used within the Children's room should be placed in the blue basket for re-shelving by the library staff.  The class of 2001 provided a TV, VCR, DVD, stereo, and re-winder for videos for the children’s room. 

AUDIO-VISUAL LAB TC \l2 "AUDIO-VISUAL LAB
The listening equipment available in the library includes a turntable, tape deck, and headphones.  These items are located in the audio-visual lab on the second floor.

RESERVE BOOKS TC \l2 "RESERVE BOOKS
Reserve books are shelved behind the circulation desk and may be checked out overnight only.  They can leave the library one hour before closing and must be returned by 8:30 a.m. the following morning.  A fine of 50¢ will be charged each hour the book is late.  Reserve books may be checked out only by the students in the class for which the material is needed.

Road Atlases for the United States, along with county maps for the states of Kentucky, West Virginia and Tennessee are located behind the circulation desk for Library Use as well.

VIDEO ROOM

The Video Room, located next to the Cataloging Librarian’s office contains video cassettes and DVDs that support the curriculum of our college.  It also provides current items for leisure viewing.

Videos/DVDs are separated into the categories of documentaries/instructional, children’s, family entertainment, sermons, and music. 

APPENDICES TC \l1 "APPENDICES
1. 
Computer Lab Guidelines

2. 
ILL Request Form

3. 
Internet Permission Form 

4. 
Local Internet Service Providers

COMPUTER LAB GUIDELINES
COMPUTER LAB GUIDELINES

1.  The computer lab is for use by campus family only, except when seminars or workshops are offered by the college.
2.   A student may be asked to present his/her library card in order to use the lab.
3.   No children may use the computer lab unsupervised.

4.   Use of chat rooms or instant messenger programs (AOL, MSN, Yahoo, etc.) on Internet computers is prohibited for anyone.
5.   The computer lab is to be used for personal research/work and not for commercial use such as paid typing.
6.   Computer users must provide and work from their own formatted external storage devices (CDs, DVDs, USB devices).
7.   All research and work must be done on programs which are owned/licensed by the school.    Personally owned software such as word-processing programs, games, etc. and Internet files may not be loaded onto any of the library computers.  
8.   Absolutely no copying of copyrighted materials will be permitted.
9.   No food or drink is allowed in the computer lab.
10.   No equipment or software is to be removed from the lab.
11.   External storage devices should be scanned with the anti-virus program to prevent the spread of viruses.
12.   All lab computers print to a network printer.  Please click print only once.  If the document does not print, ask a staff person for assistance.  This will prevent unnecessary cost to the user, as responsibility of paying for printed copies rests with the person giving the print command.
13.   Printing from the Internet: the number of pages in an article may be determined by printing the first page, which will state, “Page 1 of ___”.

14.   Users found guilty of violating these rules will be denied use of the computer lab for a semester.
15.   The library staff will begin shutting down the lab about 10 minutes before the library closes.  Projects should be saved and programs exited within that period.


THESE GUIDELINES ARE SUBJECT TO CHANGE AS DEEMED NECESSARY
ILL REQUEST FORM TC \l2 "ILL REQUEST FORM
Name of Borrower________________________________________________________

Material Requested:  A. Book________________________________________________

                                  B. Article_______________________________________________

A. 
Books  
               1.    Title_________________________________________________________                                                  

B. 
 Author______________________________________________________

C. 
 Publisher; Place and year of publication____________________________

________________________________________________________________

D. 
Edition (If applicable)___________________________________________

B. 
Articles 
                  1.  Name of article_______________________________________________

2. 
Author______________________________________________________

3. 
Periodical Publication:

a. 
Name____________________________________________________

b. 
Volume Number; Year______________________________________

c. 
Page Number______________________________________________

2. 
Periodical Index:

a. 
Name____________________________________________________

b. 
Date_____________________________________________________

c. 
Page Number______________________________________________

Notice:  Warning Concerning Copyright Restriction

The copyright law of the United States (title 17, United States Code) governs the making of photocopies or other reproductions.


Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction.  One of these specific conditions is that the photocopy or reproduction is not to be "used for any purpose other than study, scholarship or research."  If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of "fair use," that user may be liable for copyright infringement.


This institution reserves the right to refuse to accept a copying order if, in its judgement, fulfillment of the order would involve violation of copyright law.

INTERNET POLICY TC \l2 "INTERNET POLICY
Due to the increasing possibilities for deception/corruption on the World Wide Web, the library has a strict Internet policy for children of students.  If parents are willing for their children to use the Internet in the library for either email or research, they must come to the library to obtain a copy of the written agreement, read it to their child/children, and both must sign the agreement before it is returned.  The child will then be issued a card which they must present when desiring to use the Internet.  We want to protect your children as much as possible, while not placing undue restrictions on their use of our facilities.

In His Service,

Marge Cummings

Director of Library Services




See other side for agreement

BROOKS MEMORIAL LIBRARY

AGREEMENT FOR INTERNET USAGE BY CHILDREN & TEENS
Section A. Children’s Agreement:
1. 
I understand that:
a. 
the Internet contains some offensive and inappropriate material.

b. 
Brooks Memorial Library does not use a filtering program at the present time, and that it is possible to access offensive and inappropriate material on the two computers available for Internet use.

2. 
I agree that: 

a. 
if I accidentally access material which is offensive or inappropriate, I will immediately ask a library staff person to help me exit the web site and clear it from the browser’s history.

b. 
if I purposely access material which the library staff deems offensive or inappropriate, my parents will be contacted and I will be denied access to the Internet computers.  

3. 
I understand that:

a. 
 chat rooms can be dangerous 

b. 
if I use the library’s Internet computers for chatting, I will be denied future access.

4. 
I understand that:

a. 
I should only be online for 30 minutes at a time.

b. 
I may be asked to give up my seat at the computer.

c. 
I am not permitted to download game files, either from a diskette, CD or the Internet.


I have read and agree to the above statements concerning use of the Internet computers in Brooks Memorial Library.


_______________________________


_________________



Signature






Date

Section B. Parent’s Agreement:

a. 
I understand that the library staff is not responsible for the material my child may access on the Internet computers, and in no way hold them responsible for protecting my child from offensive and inappropriate materials.

b. 
I understand that it is my responsibility to discuss the dangers as well as the benefits of the Internet with my child, and to encourage healthy use of this information source.

c. 
I understand that the reliability of information contained in Internet sources varies widely, and that it is my responsibility to verify the accuracy of the information.

d. 
I understand that the library’s Internet computers for children of students are limited and my child may be asked to relinquish his/her seat after 30 minutes. 


I have read and agreed to the statements in both sections above concerning the use of Internet computers in Brooks Memorial Library.


_______________________________


_________________



Signature






Date
INTERNET SERVICE PROVIDERS TC \l2 "INTERNET SERVICE PROVIDERS 
for the Pineville local calling area.

Timewarnercable/Internet


855-800-1925
Att.com





888-757-6500
HughesNet
  




866-287-8346
East Kentucky Internet or Mikrotec
866- 438-6648
Interstate 2000




800 895-5593

Consult the current Yellow Pages directory located behind the circulation desk for more choices.





