THEFT POLICY

ANY STUDENT CAUGHT STEALING OR MUTILATING LIBRARY MATERIAL WILL BE BROUGHT BEFORE STUDENT JUDICIARY COURT.

If a patron sets off the security alarm:

( Ask the patron to step to the Circulation Desk.

( Ask the patron if he/she has any material he/she forgot to sign out.

NOTE:  Sometimes we forget to desensitize materials.  If it is our error, please apologize to the patron.

Occasionally books from other libraries or stores activate our system.

( If the patron produces material that is not suspicious, assume an honest error was made and sign out the material.

( If the student continues to set off the security machine, ask the Circulation Supervisor or a Librarian to step in.

Evidence of attempted theft:

( Material concealed under clothing (such as stuffed inside a shirt).

( Items with spine labels, pockets, etc. torn off.

( Parts of books or magazines, such as a few pages from a magazine.

If you find this kind of material:


FOR SUNY COBLESKILL STUDENTS

( Take the student’s name and I.D.

( Verify the I.D. # on the computer.  The name given and the number should match.

( Confiscate the material as evidence.  Material CANNOT be checked out by the student.

( Refer the student to the Circulation Supervisor.
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( If the Circulation Supervisor is not available, inform the student that he/she may be brought up on charges and notify the Circulation Supervisor and the Circulation Librarian about the event.

( As soon as possible, write down a description of the event.  Make sure you include a date, a description of what happened (where the material was found), and your name.  Leave this information for the Circulation Supervisor and the Circulation Librarian.

FOR ALL OTHERS

( Take the person’s name and I.D. (driver’s license, if necessary).

( Confiscate the material as evidence.  Material CANNOT be checked out by the patron.

( Call the University Police Department (5317) and ask them to take over.  The University Police Department will decide whether to press charges.

( Write up the incident and send a copy to the Circulation Librarian and the Circulation Supervisor.

MATERIAL WILL NOT BE GIVEN TO ANYONE WHO DELIBERATELY DAMAGED OR ATTEMPTED TO STEAL LIBRARY MATERIALS, EVEN AFTER REPLACEMENT COSTS ARE PAID.
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