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Appointment Policy
Library Mission
The mission of the Union County Library is to inspire our residents to explore, create, and learn.
Library Vision

Union County Library will be at the heart of our community's educational and cultural interests
by enriching the lives of all people through diverse services and innovative programming.

Purpose

The Appointment Policy, approved by the Library Board of Trustees, outlines the Union County
Library’s policy regarding requesting and booking appointments across the Library’s service
areas.

General Appointment Guidelines

e All appointment services are available to Library cardholders in good standing unless
otherwise specified.

e All appointments must be logged into the online booking system for confirmation of
appointment.

e Appointments are 60 minutes unless otherwise specified. Extensions may be available
based on staff availability.

e Failure to cancel or show up for scheduled appointments will result in temporary
suspension of booking privileges. Patrons arriving 15 minutes or more late to their
designated appointment time will forfeit the appointment and have the opportunity to
reschedule. Late arrivals do not receive extensions to appointment time blocks.

e Availability of appointments is based on staff and room availability. The Library reserves
the right to limit appointments and group visits during peak seasons.

e Advance notice is required for those in need of special accommodation.

Exam Proctoring Appointments

Patrons must submit their request at least five business days in advance of the test. The Library
reserves the right to refuse to proctor for any student who does not comply with the terms
established by the educational institution and with the policy of the Library. Exam proctoring
appointments are offered as a complimentary service to Library cardholders in good standing,
but some transactional fees may apply. Appointments can be requested through the Library’s
online booking system, by phone, or in person at a Library location.
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Library staff are available to provide 30-minute appointments based on schedule/staff
availability. Dependent upon the scope of the appointment request, Library staff may book a 60-
minute appointment. Library cardholders in good standing may book up to three Job Assist
Appointments in the course of one month through the Library’s online booking system, by
phone, or in person at a Library location.

Job Assist Appointments

STEAM Tool Orientation Appointments

STEAM appointments are primarily available for patrons ages 13 and up. Children ages 12 and
under may have an appointment, but the parent or guardian must make the appointment and be
present to supervise their child for the full duration of the appointment.

Appointment requests must be submitted at least two weeks in advance of the preferred date to
ensure that tools and technologies are fully operational.

Each STEAM appointment is limited to one tool or technology and corresponding project
curated by Library staff. Appointments in the STEAM Lab are intended primarily for
exploration, learning, and skill development—not for mass production.

Orientation appointments are required for the use of certain STEAM Lab makerspace tools and
technologies.

One appointment can be requested per month. Appointments can be requested up to 30 days in
advance through the Library’s online booking system, by phone, or in person at a Library
location.

Technology Appointments

Technology appointments are for patrons ages 18 and up who need help learning a specific
device, website, or program. Limited to assistance with basic use and fundamentals of various
tools, software, and applications, Technology Appointments are intended primarily for
instruction which follows cyber security protocols. Any device that needs to be used during the
appointment should be fully charged and chargers need to be brought to the appointment. Patrons
must also bring all account information (username and passwords, etc.) needed to achieve the
goal of the appointment.

One appointment can be requested per month. Appointments can be requested up to 30 days in
advance through the Library’s online booking system, by phone, or in person at a Library
location.

unioncountync.gov/library


https://unioncountync.gov/library



