EQUIPMENT POLICY

A. Public Copy Machine 

The WCPL Board of Trustees has determined the following policy for the use of the copier by persons and organizations other than the Library. The copier is available for individuals to have items copied at a cost of $.15 per page on one side or $.30 for both sides if using 8 ½ x 11 or 8 ½ X 14 paper.  The cost per side for 11 X 17 paper is $.25.  The patron may operate the copier; however, patrons are responsible for all copies they make.  Patrons may bring their own paper to use in the copy machines upon the approval of the library staff (resume paper, etc).  The charge for using the copier will remain the same as the set prices stated above.  The Library abides by the National Copyright Code.

B. Color Copy Machine  (Adopted 2/9/07 and revised 7/21/09))
Patrons MUST use paper provided by the library for color copies.  Prices for color copies are:  $.25 for one page of regular weight (20 lb-24 lb) copy paper, $.50 for one page of bright white paper (32 lb) and $1.00 if a patron requests a heavier grade paper intended for poster or photo quality.  Library staff is available to make color copies as the copier usage is restricted to staff only.
C. Microfilm Printer

The copies from the reader/printer machine used for microfilm are 15 cents per sheet.

D. Public Fax Service (Adopted 7/12/07)
The fee for outgoing domestic faxes will be $1.00 for the first page and $.50 for each subsequent page.  International faxing fees will be determined by the most current international rate chart from AT & T.   The fee for incoming faxes is $.50 each page.  No charges will be incurred for cover sheets.

To send a fax: Patron shall fill-out the library provided cover sheet with the information regarding the fax. WCPL is NOT responsible for the condition of material after faxing or for incomplete transmissions at the receiving site. WCPL personnel will fax information and return patron originals once the fax has been completed and the fee has been assessed and paid.

To receive a fax the patron shall provide the library’s fax number to the sending party and notify the library that a fax is coming.  Patrons must pay the fax fee before obtaining/viewing their received faxes. Unclaimed faxes will be shredded after 24 hours of receipt.

E. TV/VCR/DVD:

Groups using the meeting room in the library may be allowed to use these items upon prior approval from the library director or a staff member.  The TV/VCR/DVD equipment must never be taken from the library.

F. Digital Camera/Portable DVD Player/Laptop Computers/Ereaders
The library has a digital camera, portable DVD player, laptop computers and ereaders to be used only for library related activities and operated (or supervised)  by a trained staff member.  At no time may any of the equipment be taken from the premises unless prior approval is given by the Director.  

