Bookmobile Procedures
Driving and Operating the Truck
           

Before leaving the library make sure that the tires are checked for correct air pressure and that all fluids are checked to ensure proper operating levels.  Also make sure to check all gauges and light indicators to insure the truck is running properly.  Before leaving the library make sure that the mileage for the last trip was written down and clear the trip counter.  It is also important to make sure that you have all important supplies with you before leaving.   This includes: the Tablet PC, an extra Tablet battery, the barcode scanner, appropriate library cards, a cell phone, and all needed library materials for check out. 

Upon arrival back to the library after a route make sure that the truck is straightened and all materials are returned to the library before completely shutting off the truck.  Before locking up the truck double check to make sure that all heaters and air conditioners are turned off.

It is the Bookmobile Coordinator’s responsibility to follow the approved route schedule as approved by the Director and the Library Board.  This should not be deviated from without express permission.  It is also the coordinator’s responsibility to report any anomalous problems are issues occurring on the route, in regards to patrons, the truck, and/or the route itself.

Truck Maintenance
Truck maintenance should be done daily to some degree.  It is the Bookmobile Coordinator’s responsibility to ensure that the inside of the truck is cleaned daily and that the outside of the truck is cleaned as needed.  It is also the Bookmobile Coordinator’s responsibility to service the truck as needed.  Diesel fuel is purchased from Malvern Oil Company and is billed to Mid-Arkansas on a monthly basis.  Elrod’s Garage on 67 South for oil and filter changes for the truck and the generator.  Some maintenance issues, including the generator and its parts, are handled by Cummins Mid South in Little Rock, but make sure that issues involving warranty are handled by the authorized dealer.   Chassis work is done by Freightliner in Little Rock.  Conversion issues should be handled by American Emerald in Ft. Smith, AR, as they were the ones to convert the truck.

It is the Bookmobile Coordinator’s responsibility to notify the Director of any maintenance issues and service schedules.  The coordinator should make sure to notify all patrons of any scheduling change due to maintenance or service issues.  Truck maintenance and servicing is the responsibility of the Bookmobile Coordinator.

The Generator
The generator is designed to shut off when the truck fuel level falls to one quarter.  If this or any other generator issue occurs, the routes can still be run, but the air conditioner and florescent lights will not work.

Bookmobile Collection
Materials in the Bookmobile Collection are selected by the Director based on the Collection Development Policy.  Suggestions for selection are encouraged, but can not be guaranteed to be purchased.

De-selection of Bookmobile materials should be done at the direction of the Director.  This should be done on a regular basis due to space restrictions.

Bookmobile Routes and Patrons
Bookmobile routes are determined by the Director and the Library Board based on community need, financial efficiency, and scheduling constraints.

Bookmobile patrons may use any bookmobile stop as well as the main library.  Bookmobile patrons are required to follow the same guidelines and restrictions as traditional patrons with the exception that bookmobile materials are checked out for 90 days.

Bank Cards, Expenses, Cell Phones and Other Financial Responsibilities
The Bookmobile Coordinator will be issued a Mid-Arkansas Regional bank card and cell phone.  These items are to be used for business purposes only.  The bank card should only be used in case of emergency or pre-approved transactions.  The cell phone should be used to maintain contact with the library and bookmobile stops to insure positive and effective communication.  The cell phone should not be used for personal calls. 

Any expenses, with the exception of emergencies, should be pre-approved by the Director.  Items and services purchased by the Bookmobile Coordinator will not be reimbursed unless pre-approval for those expenses was acquired.

Allowable expenses include all bookmobile maintenance; however the Director should be notified of the expenditures before the transaction occurs.   

All items given into the care of the Bookmobile Coordinator are the complete responsibility of the Bookmobile Coordinator.

