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The Official name of the library will be the 
Effingham Community Library 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Our Vision 
 
The Effingham Community Library strives to provide quality materials to the patrons of the community and to meet the educational and recreational needs of the library and the community. 
 
Our Mission 
 
Our mission is to provide opportunities to the community to educate themselves and to meet all their library needs.

 
Objectives: 
Long Range objectives: 
To meet the needs of the library and the community, and to keep our technology updated. 
 
Short Range objectives: 
To get more patrons to use the library.  To get more teens to use the library. 
 
 
History of Library 
In 1927 the Homemakers Club established the Effingham Community Library.  The club was organized in 1914 when World War I erupted in Europe.  During the war, the women worked faithfully for the Red Cross.  In 1918 when the war ended by the signing of the Armistice’s the club’s treasury held over $200.00.  The women continued to meet and in 1920 the club became federated.  By 1927 the Club had accumulated $500, and the ladies decided to give the City of Effingham a memorial gift. 
After agreeing on a library, the Effingham City Council gave their blessing to the project along with the understanding that the women would have to manage the library themselves since the city was unable to help financially.  Then the ladies purchased for $450 the former Leonard Beauty Shoppe at the corner of Howard and Seventy Street.  The women spent $50 on books and they also canvassed the town for used books to fill the 10 by 15 building.  The library opened December 7, 1927.  The library was open two afternoons a week for two hours a day.  
Library cards were 50 cents for club members and $1.00 for all others. 
When the library opened its door, the roaring twenties were winding down, prohibition was still in effect and the dirty thirties and the depression were still in the future.  In 1927 Effingham’s Main Street bustled with business activities.  The thriving community was a reflection of a larger population both in the city and surrounding area.  According to 1925 Kansas Census, the City’s population was approximately 625 as compared to the population 540 that the 1990 census shows.  Since farms were much smaller then, the rural population was several times larger than todays.  In fact, Benton Township’s population in the 1920s was much larger than Effingham’s.  
Atchison County 1930′s population was listed as 23,945 compared to 17,890 in 1988′s listing. The pages of the 1927 November edition of the Effingham News Leaf give a glimpse of the community.  In those days a dollar went a long way.  The Elmer McClanahan Grocery Store sold three boxes of crackers for 40 cents, 10 bars of Pick Wick Soar for 39 cents and 4 boxes of macaroni for 29 cents—the grand total is $1.08, which is much less than what a box of crackers costs today.  A chicken dinner cost 40 cents at the Elite Café. The Stutz Drug store advertised Pancea chicken feed that would feed a hen for 6 months for the price of one egg.  Another grocery store owned by George Van Wagoner wanted to buy eggs and poultry. 
Considering inflation, interest rates then seemed high compared with today’s rates.  Farmers could get a loan for 5 per cent, or people could receive 5 ½ per cent  on a tax free bond.  The same could be said about the price of a new car.  A 1928 Buick sedan cost from $1195 to $1995, but servicing them seen reasonable.  The Linley Motor Company for $5.50 would do 18 separate adjustments to an automobile. 
Some other business advertisements were Searles and Werle, who offered gas, tires and tubes. 
Snyder Coal and Grain Co, Hegarty Grain Company, Stutz and Shifflett mortuary, C. A. Benjamin, tinner and plumber, and C. A. Hawk, livestock and general auctioneer.  Two doctors and a dentist also ran ads in the newspaper. 
These items from the paper show various signs of the times.  The two banks, The State Bank of 
Effingham and the Farmer and Merchants State Bank, were closed on November 11, for Armistice Day, which today is celebrated as Veterans Day.  A copy of the Kansas City Star cost fifteen cents.  The city spent $385.24 in October but still had a balance of $633.10.  The paper did list one divorce. 
But just as Effingham has continued to change so did the library and the Effingham Community Club.  They both changed to accommodate themselves to the needs of the community where they lived and served.  In 1927 the club became the Library Club and when the homemakers and library clubs were united and federated in 1945, the Effingham Chapter changed its name to the Effingham Community Club.  In 1988 the club reorganized as an un-federated club.  Today the club is still actively contributing to the library.  Through all the change the library has remained the club’s primary project. 
For many years the library remained in the small building, which is vacant today.  In 1958, the library was moved to the front part of the City Building (the former State Bank Building on Main Street).  In later years the library became a free library and was supported by state and local taxes.  The library also receives support from many local organizations and donations from individuals.  The days and hours were also extended.  The library joined the Northeast Kansas Library System in 1965, and it is still a member of NEKLS. 
The same community spirit that established the library enabled it to survive the bitter blow of having the building condemned in 1978.  The library moved to temporary quarters in a small house at 404 Seabury Street while the Library Board and the Effingham City Council looked for ways to finance a new building.  In the quest they had the support of the community.  Working together the City Council and PRIDE brought up for a election a general obligation bond to pay for a new municipal building that would include the library.  The bond issue was approved by the votes.  In 1982 the library was moved back to Main Street in the new multi-purpose building, which also contains the City Office and Council Meeting Room. 
The community had contributed wholeheartedly to the new library facility.  The support came not just from tax dollars but through generous donations by local organizations, businesses, former club members, and community friends.  The Lions Club donated money, and the members helped the library move into their new facilities.  The Farmers and Merchants State Bank donated money for furniture for the reading area. The Walter Page Memorial fund purchased reading tables and bookshelves.  Other local organizations contributing were the 
Lucky 7 Unit, American Legion Auxiliary and This ‘nd That Club.  Support came from outside of the community, too. Dick Cameron, Atchison and Egan’s Furniture, St Joseph gave donations. Over the years the library has been served by dedicated women.  At first club members took turns as librarians, but they eventually decided to hire a permanent librarian. There are no records available indicating who the first librarians were, but it is known that Mrs. Franklin Hole and Mrs. H. Panzeram, and Mrs. W. H Sells were among the first ones.  Mrs. Sells served as head librarian for 30 years until her death in 1965.  She was succeeded by her assistant, Lois 
Asher.  The Children’s Reading Corner was a memorial gift in honor of Mrs. Asher.  After Mrs. Asher’s death in 1971, her assistant, Ether Page was appointed librarian and served until her death.  Then Katherine Lee was the librarian for a short time.  Her assistant, Mrs. Rosie Falk was appointed as library/director in 1989 until them library staff had always included a librarian and an assistant.  Since then the 
Library has only a director although Beth Barnett served as part time help for a short time. In 2007 Mrs. Falk retired after working 20 years in the Effingham Library.   Elizabeth Lane served for one year and she was replaced by Amy Stanton in June 2008. 
The Library is governed by the Library Board.  The board meets the second Monday of the month.  Meetings are open to the public. 
The library continues to be an essential and vital asset to Effingham. One of the library’s main goals is to encourage children to read.  Every summer they take part in the Summer Reading Program.  The library is a full-service library.  The library collection has a large array of children and adult books including fiction and nonfiction, large print books, large collection of paperbacks and magazines both for adults and children and youth.  It also has CDs, videos, and DVDs. Six computers are available for patrons to use.  Five are connected to the internet and one is for younger children to use. 
One of the biggest challenges the library was keeping up with the latest technology. 1997 the library purchased its first computer for the Library Director Rosie Falk’s use. In 1998 the Library went online, but it was not for public use. In 2001 the Effingham Lions Club purchased a computer and some computer programs for children to use. In 2002 the library received 5 computers for public use through a Bill Gate’s Grant. The computers are still in use until 2014 and the public computers are well used by the public including children, adults who are going to school and by other adults who want to check their email or do some research. The library will be taking one more step in embracing the latest technology when it automates this fall.  That will make the Effingham Library’s whole collection available to the whole state. 
Over the years, the library has served three and four generations of families. First they come as small children with their parents for books to be read to them.  Next they come as school age children for books to read to themselves.  As parents they come for books to read to their children as their parents read to them.  Perhaps they will bring their grandchildren. 
What a legacy those women bequeathed to Effingham in 1927.  Their legacy was a lifetime of learning, adventure and entertainment.  Those women knew that reading opens doors to a whole new world, and they also know that reading not only could change the world but could make the world a better place.  As the world continues to change, so will Effingham and so will the library. As long as the Library Board and the Effingham Community Club along with the assistance of the community continue to see that the library is a source of pride for the community the library will flourish.   It is their legacy to future generations. 
 
Alice Johnson Updated July 2008 
 
SERVICE POLICY 
 
Physical Facilities: 
The Effingham Community Library is located at 414 Main, Effingham Kansas.  The Library staff and volunteers strive to keep the library clean and in good repair. 
 
 
Library Hours: 
Monday          	 10:00 - 4:00 
Tuesday           10:00-4:00 
Wednesday      10:00 - 4:00
Thursday     	 2:00 - 6:00 
Friday          	     10:00 - 2:00
Saturday     	 10:00 - Noon 
Sunday     	 CLOSED 
 
 
Closing for Holidays: 
The Effingham Community Library observes all established Federal holidays.  The Library Director has the discretion to open the library on holidays.  Established Federal Holidays are: 
New Year’s Day, Martin Luther King, Jr. Day, Presidents Day, Memorial Day, Juneteenth, Independence Day, Labor Day, Indigenous Peoples Day/Columbus Day, Veterans Day, Thanksgiving Day, and Christmas Day.  In addition, the Library will be closed the Friday after Thanksgiving, Christmas Eve day, and New Year’s Eve day.  The Library Director has the discretion to have the Library open on any designated holiday. 
 
 
 
 
Library Services Offered: 
Regular library books and materials may be checked out for a period of three [3] weeks.  
Books and special materials may be ordered from interlibrary loan [ILL] for any patron.  Music 
CDs, videos, and DVD’s may be checked out for two [2] weeks.  Music CDs, videos, and DVDs may also be borrowed from ILL, for any patron.  If a book, music CD, DVD/Blu-Ray or video is checked out a patron may ask to have it reserved.  Reserved material will have a note placed on the item with patron’s last name and first initial. Patron has one week to retrieve held item before it is returned to rotation. 
 
If the Library is not open, there is a return box located outside the library for return of materials. CDs & DVDs are not to be returned in the drop box. 
 
 
Library Card Registration: 
Any person wishing to acquire an Effingham Community Library card will need to show their driver’s license or state issued identification card. If the individual is 17 years of age or under, the parent’s or guardian’s identifying information will also be required.  The individual will also have to provide a current address and valid telephone number.  If a library number is not used for over two [2] years, it will be pulled and the number reused.  Patrons who move or change their telephone number should notify the library so the patron’s records can be updated.  Failure to do so could result in loss of library privileges. If ID does not reflect address on application, the library will mail a postcard that must be returned to library to receive card. 
 
 
Library Cards: 
The Effingham Community Library will issue one [1] library card free of cost for each patron number.  If said card is damaged or lost there will be a $1.00 replacement charge for each card. 
 
 
Lending Library 
 
Who May Borrow: 
Any Kansas library and individuals who have a valid Effingham Community Library card may borrow books, music CDs, videos, and DVDs from the Library or through Interlibrary Loan.                                  
 	  
 
Exclusions From Loan: 
Certain materials designated “To be used only in the library” may not be checked out. 
 
 
Book Reserve Service: 
Books may be reserved upon request. 
 
Borrowing limits on items: 
Five [5] videos or DVDs per family, Fifty (50) limit on books per person, three [3] music CDs per person. 
 
Length of Loan Period: 
Three [3] weeks for books and magazines 
Two [2] weeks for video, DVD, MIFI and music CDs 
 

Renewals: 
Books may be renewed for three [3] additional weeks, unless the book has been reserved for check out. 
 
Books return services: 
There is a return box outside of the library. There is a book drop on the circulation desk. for the book drop box outside; CDs, DVDs, MiFis are not permitted to drop off due to weather extremes, they will need to returned to inside the library. Any damage from items dropped in book drop will be charged to patron. 
 
 
Music CD and Movie Video Policy: 
It is the policy of this library that no one shall be denied the right to check out a music CD or movie video according to its rating.  Any person who checks out library material will be responsible for any charges for late, lost or damaged items.  The library will NOT be held responsible for the content of any CD or video checked out of this library.  It will NOT be the responsibility of the library to deem what is appropriate for younger children to watch.  It WILL be the responsibility of the child’s parent/guardian to deem what is appropriate. 
 
 Interlibrary Loan [ILL] 
 
ILL – Patron Use: 
For a patron to be able to use ILL said patron must have a library card from Effingham Community Library.  Patron will be notified before placing the order if there will be a cost to them.  The library will pay regular shipping cost for ILL’s, if necessary.  Each patron will be allowed no more than five [5] ILL’s at a time. 
 
ILL – Borrowing Library: 
ILL items will be treated the same as our own books.  Check out times will be the same unless otherwise specified.  The Library will not ILL books that the library already owns. 
 
 
ILL – Lending Library: 
Library material will be checked out the same as “in” library material.  Leniency will be allowed due to delivery times. Fines are the responsibility of the receiving library.  ILL’s will be held for seven [7] days for pick up.  If not picked up at the end of seven [7] days, the item will be sent back to the originating library. 
 
 
 
 
 
 

Overdue Materials: 
Late notices may be made by annotated phone call, e-mail, text message, verbal contact, or mail.  Ideally, the first notice will be made after one week late, second notice will be made after two weeks late, and third notice will be made after three weeks late. 
After the library materials are two weeks late, library privileges may be suspended until the matter is settled.  Library privileges may be reinstated when Library Director can be assured that patron will return material in a timely manner. 
Upon library materials being three weeks late, the cost of postage may also be added as a fine.  
If patron accrues more than $50.00 in fines, patron’s name and information will be sent to the State for collection purposes.  Amount owed will include cost of missing library material and fines.  The Library Board sets costs for replacement items.  These costs are set out on pages II6 of this manual. 
If the patron does not comply within three months, said patron’s library number will be removed from the file.  A notation will be kept that said patron will not be allowed any library privileges until said fine is paid and items are returned or replaced.  After items are replaced or returned and fine is paid, said patron may apply for a new library card number. 
If the patron pays their fine by check and said check is returned, the Library will require a fifteen dollar [$15.00] check fee plus any fees assessed by the bank.  The library will accept cash only for fees on returned checks and accrued fines. 
 
LENGTH OF LOAN PERIODS AND OVERDUE FINE SCHEDULE: 
 
The Effingham Library is a No Fine library. If a patron has a fine due to a lost, stolen or damaged material, they will be responsible for replacement of the item. Their account will be restricted, meaning they are not allowed to check out any materials from the library. This procedure is followed up on in Charges for Lost or Damaged Materials.



Charges for Lost or Damaged Materials: 
Patrons will make restitution as determined by the Library Director for damages to material[s].  If the patron loses material[s], said patron will be expected to pay cost of the material[s] as set by the Library Director.  If the individual is 17 years of age or younger, the parent or guardian is responsible to make restitution.  If the item is found after restitution has been made, the Board will determine whether partial reimbursement will be assessed.  If six [6] months have passed since restitution was made and the item is returned, there will be no patron reimbursement. 
 
 





Library Material Replacement Price List 
 
The cost of replacement is the original purchase price of the item, which includes: 
 
Adult & YA Hardcover Books   
  	  
Adult Paperback Books   	  
    	  
Young Adult Paperback Books    	  
    	  
Junior & Children’s Hardcover Books   	  
        	  
Junior & Children’s Paperback Books    
 	  
Audio Books      
    	  
DVD’s    	  
   
Videos  
 
    
      
 
 
Spring Break: 
The Effingham Community Library will try to have at least one [1] program or event during the Atchison County Public School spring break.  The Director will be in charge of planning the program or event. 
 
 
Summer Reading Program: 
The Library will have a summer reading program each year.  The Director is in charge of the summer reading program.  The Library will try to have at least two [2] summer reading events each month of the program.  More may be scheduled as money and time allows. 
 
 
  
Use of Meeting Rooms by Non-Profit Groups and Organizations: 
The library may be used as a meeting place for small groups by making arrangements in advance. 
Non-profit groups and organizations, if they wish, may meet at the library upon approval of the Library Director and ot the Library Board.  If the meeting is held after Library hours, the group or organization needs to coordinate with the Library Director a week in advance.  A Library employee may be present at meetings.                                                               	  
Light refreshments, excluding alcoholic beverages, may be served. 
Anyone using the library meeting room will be responsible for setting the room up according to their own needs and then restoring the room to the order in which it was found. 
The library will not be listed as a sponsor for any non-library meeting. 
There must be at least one [1] adult present, other than a library employee, at all functions. 

Patron Behavior Policy
The Effingham Community Library reserves the right to determine what is considered to be disruptive or inappropriate behavior by the patrons in the Library to ensure that all patrons and staff can do so in a comfortable and safe environment. In order to ensure that every patron has the opportunity to enjoy the benefits of the Library, patrons visiting or using the Library’s facilities or services must comply with Effingham Community Library Policy while on the Library’s premises.

A. Dangerous, destructive or illegal conduct, including but not limited to the following, WILL NOT BE TOLERATED:

· Physical abuse or assault, including fighting or challenging others to fight.
· Engaging in intimidating or harassing behaviors, including following or stalking other patrons or Library staff, staring fixedly or leering at others, or attempting to peer under another patron’s or staff member/s clothing.
· Making violent or threatening statements to others; and
· Damaging, destroying, stealing, or otherwise vandalizing Library property.

Any patron engaging in one or more of the above behaviors will be instructed to leave the library immediately and may have their Library privileges suspended for a period of up to (1) one year depending on the severity of the violation. In addition, law enforcement may be called to enforce any appropriate staff decision, and if necessary further legal action may follow.

B. The following behaviors are also prohibited:

· Using harassing, obscene, abusive, or insulting language or gestures.
· Intentionally annoying other patrons by talking, shouting, or otherwise interfering with their ability to read, study, contemplate, or otherwise use the library.
· Interfering with Library staff’s performances of their duties.
· Entering the Library with animals other than service animals authorized by law or without permission from the staff.
· Entering the Library with bicycles, shopping carts, or other bulky items excluding items necessary to assist individuals with disabilities.
· Using roller skates, skateboards, scooters or other similar devices on Library property.
· Smoking inside the Library as prohibited by Kansas Law sections KSA 21-4016 and KSA 21-6109 through 21-6116.
· Possessing, consuming, exchanging, selling or being under the influence of alcohol or illegal drugs inside or outside the Library building.
· Lying on the floor or sleeping. Sleeping in chairs for more than 15 minutes unless given permission by staff members.
· Using the public restroom in any manner that is not usual or customary, including laundering ot bathing.
· Failing to wear a shirt, top, pants, skirt, shorts, dress or shoes.
· Making loud or unreasonable noises, including but not limited to the use of electronic equipment or mobile phones at a volume that disturbs others. Patrons talking on cell phones at high volumes, or on speaker phone, will be asked to hang up the phone or to take the phone outside of the Library to continue the call.
· Petitioning, soliciting, or selling merchandise or services including the distribution of handbills or flyers without written approval of the director.
· Loitering outside the library.
· Adults (suspiciously) loitering in the children’s area without a child.
· Refusal to follow reasonable direction from Library staff, including but not limited to leaving the Library during normal closing procedures or following a suspension of Library privileges or refusing to evacuate during an emergency. 

C. Engaging in any of the above behaviors may result in one or more of the following consequences, depending on the severity of the violation:

· Initial warning, suspension of library privileges for a period of 10 minutes to 4 hours.
· Library privileges suspended for (1) one day.
· Library privileges suspended for (1) one week.
· Library privileges suspended for (1) one year.
· Depending on the severity, time may be determined at the discretion of the Director or staff, and may go before the Library Board of Trustess.
 
     


Unattended Children Policy: 
It is the policy of the Effingham Community Library that children ten [10] years of age or younger need to be supervised while in the library.  The individual supervising the child ten [10] years of age or younger should be at least thirteen [13] years old.  If a child ten [10] years of age or under is unsupervised in the library said child will be sent home.  If a child shows up without supervision the parents or guardian of said child will be sent a copy of this policy with a note that child is not allowed back into library without proper supervision. 
 
 
Library Complaints: 
Persons wishing to file a complaint about the Effingham Community Library should do so by contacting the Library Director.  If the Director cannot resolve or explain the issue, she/he will then advise the Board of the issue.  If said person wishes to speak to the Board, they may do so by asking to be put on the agenda of the next Board meeting. 
Persons wishing to file a complaint about the library director should contact the current library board chair.  If wishing to file a complaint about any other library employee, the individual should contact the Library Director. 
 
 
Library Material Challenge: 
It is the policy of the Effingham Community Library that we will listen to any patron who challenges library material.  Patrons wishing to challenge any material in the library will be required to fill out a “Request for Reconsideration of Library Resource” form [found in Forms section of this manual] and submit it to the Library Director.  The Director will read the form and review the material.  The material will then be reviewed by at least one [1] Board Member and be discussed at the next Board meeting.  The Board will then hold a discussion about the material, and the patron will be notified of the decision. 
If the patron disagrees with the decision, they may choose to address the Board in person.  If they request, the patron will be put on the agenda of the next board meeting, or the patron may ask the Board Chairman to hold a special meeting.  The decision about a special meeting will be left up to the Board Chairman. If the patron does not show up at library board meeting, the challenge may be dismissed.
 
 
Steps for a request for reconsideration of library resource: 
Talk with Director and one staff or Board member about policy and freedom statements. If further review is wanted, fill out form. (Appendix) Must be filled completely with identification noted.  
Discussion and decision made by committee  
Patron informed of decision 
 
 
 



American Disabilities Act [ADA] Plan: 
The Effingham Community Library embraces the primary goal of the American Disabilities Act [ADA] of 1990 to eliminate discrimination against people with disabilities.  The Library’s ADA Plan can be found in Appendix C of this manual. 
 
 
 
RESOURCE COLLECTION POLICY: 
 
 
 
[bookmark: _Toc55061]Who Selects Books: 
 
The Library Director is responsible for the library collection.  The Board has given the Director the responsibility as part of his/her job description.  The Director will buy/order books, magazines DVDs, music CD’s, videos and other appropriate Library material.  The Director will take into consideration requests from Library patrons, staff and the Library Board.  The final decision will be left up to the Library Director. 
  
In compliance with our constitutional right of freedom of speech and freedom of the press, the Library will attempt to provide the widest range of viewpoints based on the quality, cost, and availability of the materials for purchase, as much as the Library budget allows. 
 
 
[bookmark: _Toc55062]Suggestions: 
Book and movie suggestions are welcome from patrons and Trustees. 
 
 
 
[bookmark: _Toc55063]Criteria for selection: 
Materials are selected to meet the reading needs of the community.  We strive to have material with literary and cultural value, as well as books that are merely for entertainment. 
 
[bookmark: _Toc55064]Library Bill Of Rights: 
    We subscribe to the “Library Bill of Rights” found at Appendix A. 
 
 
[bookmark: _Toc55065]The Freedom To Read: 
We subscribe to “The Freedom to Read” statement.  This statement is with our library policy (found at Appendix B)  
 
[bookmark: _Toc55066]The Freedom to View: 
We subscribe to “The Freedom to View” statement.  This statement is with our library policy (found at Appendix E) 
 
 
 
[bookmark: _Toc55067]Special Collections: 
Special books and items given to the library that are not for patrons to check out will be kept in the cabinet on the adult side of library.  These items include old school annuals, old maps, and Effingham history items.  These items may be viewed in the library with permission by the Library Director. 
 
 
[bookmark: _Toc55068]Local History: 
The library will strive to keep a record of as much of the local history as it can.  We have books in our Kansas collection, as well as our Genealogy collection. 
 
 
[bookmark: _Toc55069]Gifts: Books, movies and other items: 
We will gladly accept donated books, DVDs, music CDs, and videos and add them to our circulation if they are deemed useful for the Library.  Excess books will be sold for the benefit of the Library.  If they cannot be sold, they will be taken to the book shop in Topeka.  If the material is not useful to the Library [i.e. pages falling out, mold, torn pages] or accepted at the book shop it may be destroyed.  A Donated Library Material Form [found in the Forms section of this manual] may be requested at the time of the donation.  If patron wishes to have a value put on the form, the Donor must set the value.  Other gifts such as food or clothing may be accepted by the librarians.  Food will be for all Library staff to share.  Gifts other than food will be deemed Library property.  Exception will be gifts given to staff at NEKLS events. 
 
 
 
 
[bookmark: _Toc55070]Rebinding: 
If a book is new, a best effort will be made to repair.  The Director will make the determination on whether older books are worth saving. 
 
 
[bookmark: _Toc55071]Withdrawal and Discard [Weeding]: 
The Library needs to continuously evaluate its collection in response to the changing nature of its community through the weeding and replacement of its titles.  The weeded material will then be sold for profit to the library or discarded if in bad shape. 
 
The process will be done by the librarians and may be assisted by a trained volunteer.  Weeded material in fair condition will be sold.  All proceeds will go to the Effingham Community Library.  Any non-usable material will be discarded. 
  
     
 
[bookmark: _Toc55072]


PUBLIC RELATIONS POLICY 
 
 

Publicity News Releases: 
New releases are sent to the “Effingham Newsleaf” newspaper.  They are also reported in the Library newsletter, the library website and on Facebook. 
 
 
Human-interest stories: 
Human-interest stories are sent to the “Effingham Newsleaf” newspapers.  They are also reported in the Library newsletter, the library website and on Facebook. Also released to KAIR and KNZA radio and may also be sent for publication in the NEKLS newsletter. 
 
 
Media Requests: 
The Library Director shall serve as contact persons for the media and will respond to media requests for information and interviews.  If this individual is unavailable to take requests, Library staff will take a message from the media and convey it to a contact person at the earliest opportunity. 
 
 
National Book Week: 
National Book Week will be observed through a children’s activity and/or a special storyteller. 
 
 

National Library Week: 

National Library Week is observed. 
 
School – Public Library Relationship: 
The Library will cooperate anyway we can.  The Library will sponsor a summer reading program for local children.  We will work with other organizations to sponsor special programs.   
 
 
Displays: 
Informational displays are welcome in the window or on the bulletin boards with approval of the Library Director. 
 
 
Talks: 
As budget permits, book talks and informational speakers will be hosted by the Library at the discretion of the library board.
 
 
Book Lists: 
A list of new books is sent to the newspapers previously indicated and noted in the Library newsletter, Facebook and Webpage.  
 
 
Community Service Hours: 
The Effingham Community Library will offer community service hours.  The Library Director will have the option to offer community service hours on a person by person basis.  Individuals needing to complete community services hours will have to agree to show up at the library at specified times and do the job that is given to them without complaint.  Individuals who will not cooperate will be asked to leave and no credit will be given. 
 
 
 
 
 PERSONNEL POLICY 
 
 
No aspect of employment with the library will be influenced in any manner by race, color, religion, gender, age, national origin, disability, veteran status or any other basis prohibited by law 
 
 
Number of Paid Personnel: 
The Effingham Public Library shall have no more than four [4] paid personnel.  The Board of Trustees will be responsible for the hiring of the Library Director.  The Library Director will be responsible for the hiring of no more than three [3] additional personnel. 
 
 
Personnel appointment: 
The Board of Trustees hires and fires the Director.  The Director hires other employees and assigns their duties.  The Director will also be responsible for firing other employees and 
volunteers. 
 
 

Volunteers: 
Volunteers are welcome to help at any time but must be approved by the Director. 
 
 
Tenure: 
The Board of Trustees will evaluate the Director’s job performance every October (or on the one [1] year anniversary of he/she start date and yearly afterward).  The Director will evaluate other employees’ job performance every October. 
 
 

Job Descriptions: 
 
Library Director: 
 
The Library Director will advise the staff of their job duties, hire and fire employees, fill out all required paperwork, keep the website and social media up to date, check library email and list services, and make the agenda for monthly Board meetings.  He/she will buy all Library materials, as needed.  He/she will also have the same responsibilities as the Circulation Desk Clerk when none is on duty.  He/she will be responsible for keeping the Board apprised of the actions and/or events at the library, and will be expected to attend monthly Board meetings.  He/She will be the only one responsible for determining when Library materials are overdue.  The Director will attend at least two [2] workshops per year and have a general knowledge of computers.  He/she will be responsible for Story Hour and all other reading and/or craft programs in the library. 
 
The Library Director will act as the Freedom of Information Officer with regard to information requests submitted under the Kansas Open Records Act. 
 
This employee must have a high school diploma or GED.  Part of this job may involve lifting heavy objects.  This employee must be at least 18 years of age and have a general knowledge of different genres [categories or types]. 
 
The Library Director must be certified by the State Library of Kansas or the equivalent as specified by NEKLS.  The Library Director will have three [3] years from the date of hiring to complete this certification requirement. 
 
This position is classified as a full-time employee. 
 
 
Circulation Desk Clerk: Paid or Volunteer 
 
The Circulation Desk Clerk will usually work only one [1] to six [6] hours per week.  They may be asked to work when other employees take vacation or sick leave and will be paid their regular hourly rate.  This employee will help with the Summer Reading, and any additional special programs, when needed.  He/she will keep track of the daybook, keep the library clean, watch over use of the computers, check library materials in and out of the library and other duties as assigned.  He/she will attend at least two [2] NEKLS workshops per year. 
 
This employee must have a general knowledge of computers.  This employee must have a high school diploma or GED.  Part of this job may involve lifting heavy objects.  This employee must be at least 18 years of age and have a general knowledge of different general [categories or types] or be willing to learn. 
 
 
 Volunteers: 
The Director will find an appropriate job for volunteers.  This will be thought of as a job and volunteers are expected to show up on time when scheduled.   
 
 
Full-time and Part-Time Classification: 
For the purpose of this policy, full time will mean 20 hours or more a week.  Part time will mean less than 20 hours.  Weeks will be Sunday through Saturday. 
 
 
 LIBRARY PAY SCALE: 
 
 
Library Director: 
 
The Library Director will be paid a minimum starting salary of no less than $10.10 per hour and not more than $14.00 per hour.  The Director will be paid an hourly rate for librarian and administrative time on a monthly basis.  The Library Director will be paid hourly wages if working for another employee going to NEKLS workshops, and programs or special projects.  He/she will be offered two [2] extra hours of pay each week from June 1st to August 15th for the Summer Reading program.   
 
The Board will take into consideration schooling, degrees and continuing education [CE] credits when setting and raising the hourly rate for the Library Director.  The Board will strive to pay the Library Director higher wages as they accumulate more training [e.g. APPLE, CE hours].  The Board will give the Library Director an official evaluation annually in June.  The Board will give the Library Director a yearly cost of living raises in November based on the annual evaluation and will strive to meet the NEKLS pay scales, as the budget allows.  The cost of living raise will become effective on January 1st of the next year. 
 
The Library Director will be paid holiday pay when a holiday falls on their normal workday.  If the Library Director determines to open the Library on a holiday, he/she will receive their regular hourly wage for hours worked plus holiday pay.  The Library Director will also be offered a set mileage each month for Workshops and NEKLS trips.  This amount may be raised as the Board sees fit. 
 
 
 ANNUAL AND SICK LEAVE: 
 
For use in this policy, the Library will use a regular calendar year January 1 to December 31 of each year.  For use in this policy, days eligible for pay will be days that the employee usually works. 
 
 
Library Director: 
 
After having been employed by the Library for at least one [1] full year the Library Director shall be entitled to annual paid vacation to the equivalent of one [1] week of his/her normal working and administrative days.  After being employed for five [5] years, the Library Director shall be entitled to two [2] weeks.  The Board Chair shall be informed when the Library Director will be on leave, training, or other Library business.  All vacation time must be taken within the calendar year.  The Library Director will receive a check for any unused vacation time on December 31st of the calendar year. Vacation time cannot be carried over from year to year, and accrued vacation time will not be paid upon resignation or termination. 
 
After having been employed by the Library for at least one full year, the Library Director shall be entitled to paid sick days annually to the equivalent of three [3] normal working and administrative days.  Sick leave days may be carried over from year to year.  Accrued sick days will not be paid upon the Library Director’s resignation or termination. 
 
 
Other Employees: 
All other employees working at least 20 hours a week and have been employed by the Library for at least one full year shall be entitled to three [3] paid sick days.  Sick leave days may be carried over from year to year, and accrued sick days will not be paid upon the employee’s resignation or termination. 
 
 
OTHER LEAVE: 
 
 
Bereavement Leave: 
An employee experiencing a death in the family will be granted days with pay as follows.  Days eligible for pay will be days that the employee usually works, providing employee has been employed with the Library for at least one [1] full year. 
 
If working at least 20 hours a week, an employee will be granted three [3] days leave with pay. If normally working less than 20 hours a week, employees will be allowed leave and not have it counted as an unexcused absence.   
 
Bereavement leave applies to the death of spouse, significant other, child, parent, parent of spouse or significant other, grandparents, grandchildren, brothers, sisters, aunts, uncles, brothers and sisters of spouse or significant other, or other relative residing in the employee’s household. 
 
 
Civil Leave: 
An employee shall be paid necessary time off with pay for the following.  Days when an employee usually works provided that the employee has been employed with the library for at least one [1] full year. 
 
 
 
Jury duty: 
Court appearances as a witness in answer to a subpoena or as an expert witness when acting in an official capacity in connection with the library. 
 
 
Family Leave: 
Any library employee who has a new child by birth or adoption will be allowed up to six [6] weeks off without pay, but with the guarantee of continued employment when done with said leave. 
 
 
Paid Holidays: 
In addition to established Federal holidays, the following days shall be paid holidays for employees that have been employed for at least one [1] full year and are working at least 20 hours a week, provided that the day is one they would normally work: Friday after Thanksgiving and Christmas Eve Day, and New Year’s Eve day.  The Board has given the Library Director the option to be open on any holiday. 
 
 
Employee Complaints: 
Employees who wish to register complaints must do so with the Library Director.  The Library Director will have final say in resolution of employee complaints. 
 
If the Library Director has a complaint, he/she will register their complaint with the Board of Trustees. 
 
Continuing Education: 
Any Library employee who attends CE workshops will be paid some compensation for workshop attendance.  Employees may be offered pay for travel time.  Travel time will be counted from time of departure to workshop destination, and time of end of workshop to immediate return to Effingham.  The Library Director will be paid for time and travel to CE workshops.  Other Library staff will receive their normal hours of pay when attending CE workshops on their regular workday[s]. 
 
 
Other Workshops and Programs: 
The Library Director will be paid for time and travel to all workshops or other Library related meetings.   
 
Other library employees who attend library-oriented workshops or programs will be reimbursed the same as CE workshops, with the approval of the Library Board. 
 
 
Tobacco, Alcohol & Drugs: 
 
Public libraries in Kansas are legally designated as non-smoking institutions under K.S.A. 214009. 
No employee or volunteer may use, possess, sell, transfer, purchase or be under the influence of alcohol, or controlled substances, unless prescribed by a licensed physician or nurse practitioner, while on library property or library business.  Repeated violations of this policy shall lead to disciplinary action and possible termination. 
 
Library Staff & Volunteer Service Recognition: 
Library staff and volunteers will be acknowledged for their service every five [5] years.  
Acknowledgements will be based on Library’s budget. 
 
Patron Privacy: 
The Effingham Community Library believes in the patron's right to privacy; we insure that patrons records are protected from “Search and Seizure” until such time as a court order is presented, as stated in K.S.A. 45-221 §23 of the Open Records Act. 
 
 
Confidentiality Clause: 
Librarians will give as much assistance as possible to patrons in library, while not ignoring other patrons or responsibilities.  Library employees will NOT discuss patron’s information, questions, or anything to do with patrons with others. 
 
 


Injury: 
All injuries that occur on the job, however slight, should be promptly reported to the Director.  If the Director is injured, she/he should inform the Board Chair.     
 
 

Employee/Volunteer Fringe Benefits: 
Employees and volunteers will be allowed a few fringe benefits provided by the library.  Fringe benefits for employees and volunteers apply to employees and volunteers only.  Employees and volunteers will be allowed to print, copy or fax at no cost.  They will also be excused late fees. 
 
 
Continuing Education Rewards: 
Library staff and Board members will be acknowledged for certificates awarded for continuing education and certification by the State Library of Kansas.  The acknowledgments will be based on the Library’s budget. 
 
 
 
 Emergency Procedures: 
 
In the event of an emergency, please refer to the emergency procedures sheets.  The emergency procedures sheets are located in the following places: 
 
the Daybook on the front desk the Employee’s handbooks 
the Library Board Chair’s policy manual 
 
 
Library Closings: 
The Library may be closed at the discretion of the Library Director with notification to the current Board Chair. If due to weather, wages will be paid for the employee for hours on schedule. 
 
 
Library Keys: 
The library director and librarians who work by themselves shall have a key to the library.  A key will be left if Director and/or Circulation Desk Clerk will be gone, but only for the time they are gone. The treasurer will also be allowed a set of keys.
 
 
     


EXPECTATIONS OF EFFINGHAM COMMUNITY LIBRARY 
EMPLOYEES AND VOLUNTEERS 
 
Employees and volunteers will be courteous. 
Employees and volunteers will keep track of the daybook. 
Employees and volunteers will keep the library neat. 
Employees and volunteers will check books in and out. 
Employees and volunteers will put books on shelves in the right order and will straighten the shelves. 
Employees and volunteers will keep an eye on patrons and provide assistance as needed. If no one is in the Library, employees and volunteers will straighten shelves, put books away, clean library. 
Do not let patrons have too much candy.  The Library does have to pay for the candy.  Children should receive only one piece of candy while in the library. 
Patrons may watch videos on the television in the teen section as long as they are not being rowdy. 
Keep others away from computer when someone is using it unless patron wants to share. If an employee or volunteer does not know what to do, call Director. 
 
 
Scott Strine  [913-426-6196] if he’s not home call current board chair [number will be in book on desk] 
 
 
TRUSTEE POLICY 
    	 	  
BYLAWS 
 
 Time and Place of Regular Meeting:    	  
Regular monthly meetings will be held at the Effingham Community Library.  Monthly meetings will be held on the first Monday of the month at 7:00pm., unless otherwise ordered by the Board.  The regular meeting in April shall be the annual meeting. 
  
 
Special Meetings: 
The Chairman of the Board of trustees will call special meetings, as needed.  The Chairman will contact board members by phone if a special meeting is required.  No business other than that stated in the call shall be transcribed at such meeting. 
 
 
Election of Officers: 
 
The annual meeting will be held in April of each year.  Election of officers will be at the regular April meeting. 
 
Elections are to be held for the following officers:    	  
    	 Chairman 
    	 Vice-Chairman 
    	 Secretary 
    	 Treasurer 
    	 System Representative 
     
 
Annual Reports: 
Annual reports are given at the January meeting and filed with City Clerk.  State reporting is done with the Statistical Report filed each year; NEKLS has access to this report.     
 
  
GENERAL DUTIES OF TRUSTEES: 
 
Trustees: 
Each Trustee is expected to attend monthly meetings, attend special meetings, read and vote on agenda items, keep up to date on the Library policy and the goings on at the library.  
Trustees will be courteous, literate, have a willingness to learn and use common sense.  Trustees must be at least 18 years of age and be a willing advocate for the Library. 
 
 
Chairman: 
The Board Chairman should conduct regular monthly board meetings and call special meetings, if necessary.  He/she will check the agenda before each meeting.  This position will be one [1] of two [2] required signatures on the library checking and savings accounts.  The Board Chairman will be responsible for making sure other Board members know when and where meetings are to be held. 
 
 
Vice-Chairman: 
The Board Vice-Chairman will fill the duties of the Chairman in his/her absence.    
 
Secretary: 
The Board Secretary will keep an accurate record of the business taking place at each meeting and to read the minutes at the next meeting for Board approval.  As need arises, he/she will check back and answer questions.  He/she will correspond with others as directed by the Chairman. 
 
 


Treasurer: 
The Board Treasurer will calculate and pay monthly payroll and quarterly taxes, and pay monthly bills.  He/she will report to the Board at each regular meeting on the library’s financial status.  This position will be one [1] of two [2] required signatures on the library checking and savings accounts. 
 
 
System Representative: 
The Board System Representative will attend meetings as a representative of the Effingham Community Library, when needed.  This Board member will try to attend the Spring and Fall Assemblies held by NEKLS each year. 
 
 
Historian: 
Archives letters and articles from newspapers pertaining to the library. Also pictures that have been taken during events. 
     	  
 
Committees 
 
Budget Committee:     
    	 Chairman 
 Vice Chair     	 Treasurer 
    	 Director 
 
[The budget committee should meet in April and have a copy of the budget to the city council at their May meeting.] 
 
Planning Committee: 
    	 Chairman 
    	 System Rep 
    	 2 Library employees 
 
 
 
Publicity Committee: 
    	 2 Library employees 
    	 2 Library Board members 
    	 1 Outside person [if needed, someone from the Community Club group?] 
 
 
 

Book Challenge Committee:    
 	     
    	 Director 
    	 1 board member 
    	 1 outside person if needed 
 
 
Quorum: 
Four members will constitute a quorum for the transaction of business.  In the absence of the Board Chair and Vice-Chair, the members present shall elect a temporary chair. 
 
Order of business: 
 
Call to order         	   Minutes read 
    	 Treasurer’s Report 
    	 Librarian’s Report 
    	 Old business 
    	 New business 
 
 
Board meetings are open meetings.  Any citizen may speak at the board meeting if they ask ahead of time to be put on the agenda, or if they have been invited to speak to the board by a board member or the library director.  If an agenda item is tabled it must be discussed the following month.  No agenda item can be tabled more than two times. 
 
The library will follow Robert's Rules of Order when conducting their meetings. 
 
 
Annual review of policies:     
Library policies will be reviewed as needed changes arise. 
 
Annual review of total program: 
The total library program will be reviewed in January of each year for the previous year.  Review shall include summer reading program, spring programs, Open house, and any other program the library hosts. 
 
 




Financial audit: 

The Effingham Community Library financial records will be audited or at least reviewed by an accountant at least every two years in April. Paid for in-kind by the city. 
 
 
Ethics Policy: 
 
Trustees in the capacity of trust upon them, shall observe ethical standards with absolute truth, integrity and honor. 
 
Trustees must avoid situations in which personal interests might be served or financial benefits gained at the expense of library users, colleagues, or the situation. 
 
It is incumbent upon any trustee to disqualify himself/herself immediately whenever the appearance of a conflict of interest exists. 
 
Trustees must distinguish clearly in their actions and statements between their personal philosophies and attitudes and those of the institution, acknowledging the formal position of the board even if they personally disagree. 
 
A trustee must respect the confidential nature of library business while being aware of and in compliance with applicable laws governing freedom of information. 
 
Trustees must be prepared to support to the fullest the efforts of librarians in resisting censorship of library materials by groups of individuals. 
 
Trustee who accept library board responsibilities are expected to perform all of the functions of library trustees. 
             	  
 
 
TRUSTEE/ LIBRARIAN POLICY 
 
 
Trustee – Librarian and staff relationship: 
Trustees are to be honest and straightforward.  All issues and problems should be discussed at the regular monthly meeting. 
 
Professional meetings: 
At least one [1] librarian will attend the NEKLS spring and fall conferences.  
At least one [1] librarian should try to attend the Summer Reading workshop.                 Librarians will attend other workshops as the need arises.                                                            A majority of the Board of Trustees shall try to attend the special trustee meeting each summer. 
 Ethics Policy: 
 
The Effingham Community Library follows the “Code of Ethics of the American Library Association” as found at Appendix G of this manual. 
 
Mileage and Lunches: 
Library employees driving to and from NEKLS approved workshops and events will be offered mileage.  Employees and trustees will be reimbursed for meals if they have a receipt.  Meal costs should not exceed $15.00 per person, per meal.  Whenever possible meals should be charged on the library credit card, with a receipt.  Trustees driving personal vehicles may be offered mileage to these workshops and events.  Mileage will be the same guidelines that NEKLS uses.  Employees will be offered mileage for going to other library-oriented places, such as going to bookstores or getting supplies for the library.   
 
Reimbursements: 
Reimbursements by the library must have a receipt and description of the item that is being reimbursed.  If no receipt is available, there will be no reimbursement. 
 
BOARD OF TRUSTEES 
 
Consist of the following members: 
Chairman      	  
Vice Chairman    	  
Treasurer        	 
Secretary    	 	  
System Rep     	 
Board Member      	   
Board Member                                                                                                                                                         
 	  
 RESPONSIBILITIES OF THE BOARD OF TRUSTEES 
 
The Board consists of seven [7] members.  At least four [4] members from within the city limits of Effingham and three [3] members can be from rural Effingham area.   
 
Board members are allowed to serve two [2] consecutive terms each.  A term consists of four [4] years.  Exception to this rule will be if a Board member resigns before his/her term is up a new Board member will be appointed to take his/her place and finish their term.  Once a new Board member has completed the unfinished term, they can then be appointed to two [2] consecutive terms.  A Board member who has served two [2] terms may be appointed to the Board again after having been off the Board for a period of one [1] year. 
 
Board members shall attend monthly Board meetings.  Board members who miss more than 
two [2] consecutive meetings may be replaced by a majority vote from the rest of the Board.  Exceptions may be that said Board member is ill, a family member has passed away or is seriously ill, or a family event will take him/her out of town. 
 
A majority of the Board shall try to attend the Trustee meeting held by NEKLS every summer.  At least one Board member will attend the Spring Assembly and Fall Conference.  [This will usually be the System Representative.]  If the System Representative is unable to attend the Spring Assembly, the Board Chairman will attend and vote in his/her place. 
Each Board member will be expected to review and discuss the yearly budget, employee salaries, and the monthly budget.  Trustees should review all forms and paperwork handed out at the monthly meeting.  Each Trustee should have a copy of the Effingham Community Library Policy manual.  This may be taken home or kept at the library.  Said policy manual should be revisited at least once a year to see if any changes need to be made. 
 
 
Board Member Fringe Benefits: 
Board members will be allowed a few fringe benefits provided by the library.  Fringe benefits for Board members apply to Board members only.  Board members will be allowed to print, copy or fax at no cost.  They will also have late fees excused. 
 
Board Member Trustee Certification: 
Members of the Effingham Community Library Board of Trustees will obtain Trustee certification.  Certification training may be obtained by completing trustee training workshops, Web Junction internet training, and other approved Trustee training sessions.  Trustee certification will be obtained within 18 months of Board appointment. 
 
 
Library Keys: 
The Library Board Chairman shall have a key in case of emergencies.  Other members of the library board shall not possess their own library key. 
 
 
 
 
 FINANCIAL POLICY 
 
 
 
Library Expenditures: 
The Library Director will be responsible for purchasing library materials and supplies.  She/he will have use of a Visa card issued to the Library.  If a purchase is over $250.00, the Library Director must first have approval from the Board of Trustees. 
 
 
COLLECTION MATERIALS BUDGET:  12% 
 
Approximate percentage of budget to be spent for books: 85% for book budget.  Children’s and adult books 
 
 
Approximate percent of budget to be spent for Movies: 
5% for movie budget 
 
 
Approximate percent of budget to be spent for Periodicals: 
5% for Periodical budget 
 
 
Approximate percent of budget to be spent for Software: 
5% for computer software     	 	 	 	 	 	   	        	  
 
 
Library Savings Account: 
The Effingham Community Library will keep a general savings account.  This fund will be used for improvements made to the library and, if help is needed, to pay monthly bills.  Exceptions may be made only if the Board of Trustees votes to approve. 
 
 
Capital Improvement Fund: 
The Effingham Community Library will keep a Capital Improvement Fund.  This fund will be used to hold monies for improvement to the library.  When needed and at Board approval, money will be transferred to the library checking account for the approved purpose.      
 
 
Insurance: 
Insurance is purchased from an insurance agency within our county.  Library Board Treasurer’s bond will also be purchased from an agency within the county. 
Gifts [other than books]: 
All monetary gifts are very much appreciated.  Gifts for special purposes are solicited from local businesses. 
 
 
Regarding annual reports, budgets, Etc.: 
We do not publish.  The city council receives a copy of the library budget each year. 
 
 

Petty Cash: 
Monies received from printing, book sales, faxes, postage, book replacement fees and fines will be designated as “Petty Cash”.  This money will be kept in a bank pouch in the drawer.  No more than $25.00 will be kept in the drawer at a time.  All excess funds will be deposited into the library checking account. 
  
Money received and spent from this account will be itemized monthly in a special “Petty Cash” ledger.  Expenditures from this account will be for postage, lunches, schoolbook order, or any small expense that might need paid when the treasurer is not here. 
 
 
Prices for services: 
It shall be the policy of the Effingham Community Library that copies and faxes may be made and or sent from or to the library.  There will be a small fee to the library for the use of these services.  The fees will be as follows: 
 
    Black & White Copies     .15 cents per sheet    
    Color                               .50 cents per sheet 
    	  
    Faxes    	 	          $1.00 each .50 for after first page 
                                               .15 per cents to receive       
    Laminating:                        $2.00 a yard with a $4.00 minimum 
 
 
Patrons who use these services without paying will be subject to losing any or all other library privileges as the director sees fit. 
 
 
  
LIBRARY COMPUTER POLICY 
The Library is providing computers and making the Internet available to the public as an information and educational resource in support of our role as this community’s information and lifelong learning center. 
Consistent with our mission and the professional principles of public librarianship, this Computer and Internet Use Policy affirms the safeguarding of First Amendment Rights, Intellectual Freedom, equity of access, confidentiality of information about users and their use of all library resources including electronic, and individual responsibility. The Library affirms the following principles and user rights as defined in the American Library Association’s Library Bill of Rights in Cyberspace: 
· Electronic information, services, and networks provided by libraries should be readily, equally, and equitably accessible to all library users. 
· Libraries and librarians should not deny or limit access to information available via electronic resources because of its controversial content or because of personal beliefs or fear of confrontation. 
· Information retrieved or utilized electronically should be considered constitutionally protected unless determined otherwise by a court with appropriate jurisdiction. 
· All Internet resources accessible through the Library are provided equally to all library users. Parents or legal guardians, not the Library or its staff, are responsible for the Internet information selected and/or accessed by their children. Parents, and only parents, are advised to supervise their children’s Internet usage. Computer and Internet Policies 
1. In the interest of serving all customers, the Library reserves the right to set time limits on any workstation. 
2. A guest pass to use the computer and Internet can be given to out-of-town visitors. 
3. Computers may not be reserved in advance.  
4. Effingham Library computers do not allow the user to save documents or personal files to the hard drive. All documents that are saved must be saved to a disk or USB key-drive belonging to the user.  
5. Library computers designated for public access may be used without charge, but a fee will be charged for each page printed. 
6. Library staff is available at the public service desks to provide limited assistance in the use of computers and of the Internet. Staff may limit the amount of time spent in assisting a user in order to provide adequate support of all other library services. Patrons requiring more training than can be given at the public service desk are encouraged to schedule a training session by contacting the Library’s in house technician or the Library director. 
7. In compliance with CIPA (Children’s Internet Protection Act) all Internet access is filtered. Adult patrons may request unfiltered access to the Internet when using the Library’s computers. The Library has 48 hours to acknowledge and honor the request. 
8. The Library does not have the ability to give unfiltered access to the Internet for individuals using their own computer. 
9. The Library will comply with all state and federal laws applicable to computer use and the Internet. 
10. Patrons with unpaid service charges or overdue materials may be denied library computer privileges. 
11. Misuse of library computers may result in the suspension or loss of the privilege to use them. 
12. Children under the age of sixteen (16) must have a waiver signed by his/her parent/legal guardian in the presence of library staff before he/she may have access to the Internet. 
13. Patrons under the age of ten should be accompanied by an adult present in the children’s department in order to use the children’s computers. Parent/caretaker should supervise children who are non-readers at all times while using a computer. 

Acceptable Use of Computers and Internet 
1. Only library provided software maybe used on the library’s computers. Software owned or supplied by users may not be installed or used on library computers. 
2. Users may not alter or attempt to alter the setup of library computers. 
3. Users must save their work on to a removable storage medium. 
4. Computer programs are protected by copyright laws and must not be copied for personal use. 
5. Users are asked to respect the privacy of other computer users. This includes not representing oneself as another user, not modifying passwords, not trying to gain access to someone else’s data or search history, and not “hovering” over others using the computers while waiting for their turn to use them. 
6. The Library’s computers are set-up for optimal use by a single individual. However, in some cases, it may be important for two or more individuals to sit together at a single computer. Where space is limited, a maximum of two people may sit together at any one computer. 
7. All users of the Internet are expected to use this library resource in a responsible and courteous manner, that is consistent with the purposes for which it is provided, and to follow all Internet-related rules, regulations and procedures established for its use including, but not limited to, those of the library. 
8. The Library’s Internet access or computers may not be used for the following: ● 	sending, receiving or viewing pornography or obscenity as defined by federal, state or local code; 
· sending, receiving or viewing obscene, pornographic, sexist, racist, hate or inflammatory messages; 
· unauthorized disclosure, use or dissemination of personal identification information of any other person (regardless of age) unless you are the legal guardian of that person; 
· copyright infringement; 
· uploading or downloading information, programs or viruses from the Internet, floppy disks, CD’s, DVD’s, or USB devices, for the purpose of illegal use, malicious intent, or to purposely harm any individual or entity; 
· hacking or gaining unauthorized access to or adversely affect another computer, system or network for illegal, malicious or harmful use; 
· sending spam, conducting phishing or other unlawful or fraudulent e-mail communication; 
· sending, receiving or viewing any other material or information that is considered illegal by federal, state, or local code. 
9. 	Anyone engaging in these or other inappropriate or illegal uses of the Library’s Internet access will be asked to cease their inappropriate behavior and/or asked to leave the Library premises. Inappropriate use of the Library’s Internet access may be the cause for the revocation of his or her computer privileges, library privileges, and/or the use of the library system and its facilities. The Library Director, at his/her discretion, has the ability to determine appropriate action determined on the severity and nature of the situation. Illegal or criminal activity will be reported to the appropriate legal authorities.  
 
 
 
 


Internet Safety Policy 
1. The Library assumes no responsibility for any damages, direct or indirect, arising from its connections to the Internet. The Library makes no guarantee, either expressed or implied, with respect to the quality or content of the information available on the Internet. Not all the information available via the Internet is accurate, current or complete. Users are encouraged to be good information consumers by evaluating the validity of information accessed via the Internet. 
2. Users are cautioned that ideas, points of view and images can be found on the Internet which are controversial, divergent and/or inflammatory. The provision of access does not mean or imply that the Library endorses or sanctions the content or point of view of any of the information or commentary which may be found on the Internet. Because the Internet is a vast and unregulated information network, it enables access to ideas, information, images and commentary beyond the confines of the Library’s collection, mission, selection criteria and collection development policies. Because of this and the fact that access points on the Internet can and do change often, rapidly and unpredictably, the Library cannot protect individuals from information and images which they might find offensive or disturbing. 
3. Because the library computers on which the public can access the Internet are located in public areas which must be shared by library users of all ages, backgrounds, and sensibilities, individuals are asked to consider this when accessing potentially controversial information and images. Library staff cannot consistently and effectively monitor the public’s use of the Internet. Yet the Library reserves the right to ask individuals to discontinue the display of information and images which cause disruptions. 
4. Users are cautioned that security in the electronic environment such as the Internet cannot be guaranteed. All transactions, files, and communication are vulnerable to unauthorized access and use and; therefore, should be considered public. 
5. Parents and/or legal guardians are responsible for the Internet information selected and/or accessed by their children. Children who use the Internet unsupervised may be exposed to inappropriate or disturbing information and images. Parents are encouraged to discuss the use of the Internet in relation to family values and boundaries with their children and to monitor their children’s use of the Internet. 
Disclaimer 
1. The Library is not responsible for any damage done to computer users’ disks, data, hardware or software by any virus, which may leave or has been contacted on or through library equipment. Although the Library has installed virus protection software on its computers, it is always possible for a new virus to appear. Protection cannot be guaranteed. 
2. The Library is not responsible of any damage done to computer users’ disks, data, hardware or software as a result of the malfunctioning of library hardware or software. 
 

WIRELESS NETWORK POLICY 
To use the Effingham Community Library's wireless network (WiFi), patrons agree to comply with all of the following conditions: 
I will comply with all state and federal laws and all Effingham’s Library policies and procedures, including the Computer Use and Internet Safety Policy. 
I will not use the network in a way that disrupts the use of the network by others. This includes but is not limited to downloading large files and streaming audio or video in certain cases (e.g. excessive bandwidth and/or sound volume). 
I understand Effingham Library’s wireless network uses filtering technology to comply with the 
Kansas Children’s Internet Protection Act (CIPA). This technology is not infallible and the Library cannot be held responsible for prohibited information that may be displayed or for useful information that may be blocked while filtering online access to visual depictions that are child pornography, harmful to minors, or obscene as described in the Computer Use and Internet Safety Policy. Disseminating or exhibiting obscene material is a crime within the state of Kansas (See K.S.A. 21-6401 as amended).  
I will not plug a personal device into the Library’s computer network via an Ethernet/CAT5 cable. I understand library staff must have my permission to provide any troubleshooting assistance for my personal device.  If I give permission, library staff will not be held responsible for any damage to my device. There is no guarantee that a wireless connection can be made or maintained. 
I understand the wireless service is not secure. Information sent from or to my personal device can be captured by anyone else with a wireless device and the appropriate software. 
I understand the Effingham Library assumes no responsibility for the any loss, theft, or damage to data, personal equipment or software resulting from connection to the wireless network. Effingham Library reserves the right to prohibit an individual from accessing the wireless network if that individual is violating any of the policies or guidelines of the Library. 
 
 
Also must abide by all Effingham Community Library computer and internet policies. 
 
Failure to comply with these laws will result in immediate termination of use of the library’s network, and /or termination of library privileges. Violations may be reported to law enforcement authorities if deemed necessary. 
 
Effective Policy Date: June 16, 2015 
 
 



APPENDIX A 
 
LIBRARY BILL OF RIGHTS 
 
The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services. 
 
Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves.  Materials should not be excluded because of the origin, background, or views of those contributing to their creation. Libraries should provide materials and information presenting all points of view on current and historical issues.  Materials should not be proscribed or removed because of partisan or doctrinal disapproval. 
Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 
Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas. 
A person’s right to use a library should not be denied or abridged because of origin, age, background, or views. 
Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use. 
 
 
Adopted June 19, 1939.  Amended October 14, 1944; June 18, 1948; February 2, 1961; June 27, 1967; and January 23, 1980; inclusion of “age” reaffirmed January 13, 1996, by the ALA Council. 
 
APPENDIX B 
 
THE FREEDOM TO READ 
 
The freedom to read is essential tour democracy.  It is continuously under attack.  Private groups and public authorities in various parts of the country are working to remove or limit access to reading materials, to censor content in schools, to label “controversial” views, to distribute lists of “objectionable” books or authors, and to purge libraries.  These actions apparently rise from a view that or national tradition of free expression is no longer valid; that censorship and suppression are needed to counter threats to safety or national security, as well as to avoid the subversion of politics and the corruption of morals.  We, as individuals devoted to reading and as librarians and publishers responsible for disseminating ideas, wish to assert the public interest in the preservation of the freedom to read. 
 
Most attempts at suppression rest on a denial of the fundamental premise of democracy; that the ordinary individual, by exercising critical judgment, will select the good and reject the bad.  
We trust Americans to recognize propaganda and misinformation, and to make their own decisions about what they read and believe.  We do not believe they are prepared to sacrifice their heritage of a free press in order to be “protected” against what others think may be bad for them.  We believe they still favor free enterprise in ideas and expression. 
 
These efforts at suppression are related to a larger pattern of pressures being brought against education, the press, art and images, films, broadcast media, and the Internet.  The problem is no only one of actual censorship.  The shadow of fear cast by these pressures leads, we suspect, to an even larger voluntary curtailment of expression by those who seek to avoid controversy or unwelcome scrutiny by government officials. 
 
Such pressure toward conformity is perhaps natural to a time of accelerated change.  And yet suppression is never more dangerous than in such a time of social tension.  Freedom has given the United States the elasticity to endure strain.  Freedom keeps open the path of novel and creative solutions, and enables change to come by choice.  Every silencing of a heresy, every enforcement of an orthodoxy, diminishes the toughness and resilience of our society and leaves it the less able to deal with controversy and difference. 
 
Now as always in our history, reading is among our greatest freedoms.  The freedom to read and write is almost the only means for making generally available ideas or manners of expression that can initially command only a small audience.  The written word is the natural medium for the new idea and the untried voice from which come the original contributions to social growth.  It is essential to the extended discussion that serious thought requires, and to the accumulation of knowledge and ideas into organized collections. 
 
We believe that free communication is essential to the preservation of a free society and a creative culture.  We believe that these pressures toward conformity present the danger of limiting the range and variety of inquiry and expression on which our democracy and our culture depend.  We believe that every American community must jealously guard the freedom to publish and to circulate, in order to preserve its own freedom to read.  We believe that publishers and librarians have a profound responsibility to give validity to that freedom to read by making it possible for the readers to choose freely from a variety of offerings.  The freedom to read is guaranteed by the Constitution.  Those with faith in free people will stand firm on these constitutional guarantees of essential rights and will exercise the responsibilities that accompany these rights. 
 
We therefore affirm these propositions: 
 
It is in the public interest for publishers and librarians to make available the widest diversity of views and expressions, including those that are unorthodox, unpopular, or considered dangerous by the majority. 
 
Creative thought is by definition new, and what is new is different.  The bearer of every new thought is a rebel until that idea is refined and tested.  Totalitarian systems attempt to maintain themselves in power by the ruthless suppression of any concept that challenges the established orthodoxy.  The power to a democratic system to adapt to change is vastly strengthened by the freedom of its citizens to choose widely from among conflicting opinions offered freely to them.  To stifle every nonconformist idea at birth would make the end of the democratic process.  Furthermore, only through the constant activity of weighing and selecting can the democratic mind attain the strength demanded by times like these.  We need to know not only what we believe but why we believe it. 
 
Publishers, librarians, and booksellers do not need to endorse every idea or presentation they make available.  It would conflict with the public interest for them to establish their own political, moral, or aesthetic views as a standard for determining what should be published or circulated. 
 
Publishers and librarians serve the educational process by helping to make available knowledge and ideas required for the growth of the mind and the increase of learning.  They do not foster education by imposing as mentors the patterns of their own thought.  The people should have the freedom to read and consider a broader range of ideas than those that may be held by any single librarian or publisher or government or church.  It is wrong that what one can read should be confined to what another thinks proper. 
 
It is contrary to the public interest for publishers or librarians to bar access to writings on the basis of the personal history or political affiliations of the author. 
 
No art or literature can flourish if it is to be measured by the political views or private lives of its creators.  No society of free people can flourish that draws up lists of writers to whom it will not listen, whatever they may have to say. 
 
There is no place in our society for efforts to coerce the taste of others, to confine adults to the reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve artistic expression. 
 
To some, much of modern expression is shocking.  But is not much of life itself shocking?  We cut off literature at the source if we prevent writers from dealing with the stuff of life.  Parents and teachers have a responsibility to prepare the young to meet the diversity of experiences in life to which they will be exposed, as they have a responsibility to help them learn to think critically for themselves.  These are affirmative responsibilities, not to be discharged simply by preventing them from reading works for which they are not yet prepared.  In these matters values differ, and values cannot be legislated; nor can machinery be devised that will suit the demands of one groups without limiting the freedom of others. 
 
It is not in the public interest to force a reader to accept the prejudgment of a label characterizing any expression or its author as subversive or dangerous. 
 
The ideal of labeling presupposes the existence of individual or groups with wisdom to determine by authority what is good or bad for others.  It presupposes that individuals must be directed to making up their minds about the ideas they examine.  But Americans do not need others to do their thinking for them. 
 
It is the responsibility of publishers and librarians, as guardians of the people’s freedom to read, to contest encroachments upon that freedom by individuals or groups seeking to impose their own standards or tastes upon the community at large; and by the government whenever it seeks to reduce or deny public access to public information. 
 
It is inevitable in the give and take of the democratic process that the political, the moral, or the aesthetic concepts of an individual or group will occasionally collide with those of another individual or group.  In free society individuals are free to determine for themselves what they wish to read, and each group is free to determine what it will recommend to its freely associated members.  But no group has the right to take the law into its own hands, and to impose its own concept of politics or morality upon other members of a democratic society.  Freedom is no freedom if it is accorded only to the accepted and the inoffensive.  Further, democratic societies are more safe, free, and creative when the free flow of public information is not restricted by governmental prerogative or self-censorship. 
 
It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing books that enrich the quality and diversity of thought and expression.  By the exercise of this affirmative responsibility, the can demonstrate that the answer to a “bad” book is a good one, the answer to a “bad” idea is a good one. 
 
The freedom to read is of little consequence when the reader cannot obtain matter fit for that reader’s purpose.  What is needed is not only the absence of restraint, but the positive provision of opportunity for the people to read the best that has been thought and said.  Books are the major channel by which the intellectual inheritance is handed down, and the principal means of its testing and growth.  The defense of the freedom to read requires of all publishers and librarians the utmost of their faculties, and deserves of all Americans the fullest of their support. 
 
We state these propositions neither lightly nor as easy generalizations.  We here stake out a lofty claim for the value of the written word.  We do so because we believe that it is possessed of enormous variety and usefulness, worthy of cherishing and keeping free.  We realize that the application of these propositions may mean the dissemination of ideas and manners of expression that are repugnant to many persons.  We do not state these propositions in the comfortable belief that what people read is unimportant.  We believe rather that what people read is deeply important; that ideas can be dangerous; but that the suppression of ideas is fatal to a democratic society.  Freedom itself is a dangerous way of life, but it is ours. 
 
 
 
This statement was originally issued in May of 1953 by the Westchester Conference of the American Library Association and the American Book Publishers Council, which in 1970 consolidated with the American Educational Publishers Institute to become the Association of American Publishers. 
 
Adopted June 25, 1953; revised January 28, 1972, January 16, 1991, July 12, 2000, June 30, 2004, by the ALA Council and the AAP Freedom to Read Committee. 
 
A Joint Statement by: 
American Library Association 
Association of American Publishers 
 
APPENDIX C 
 
EFFINGHAM COMMUNITY LIBRARY ADA PLAN 
 
The Effingham Community Library embraces the primary goal of the American Disabilities Act [ADA] of 1990 to eliminate discrimination against people with disabilities. 
 
Section 1:  DISCRIMINATION ON THE BASIS OF DISABILITY 
PROHIBITED 
 
No qualified person with a disability [as defined in the ADA] shall be excluded from participation or denied the benefits of the Effingham Community Library. 
 
 
Section II:  PROVISION OF AIDS, BENEFITS AND SERVICES 
 
The library shall provide an individual with disabilities an opportunity to participate in and benefit from programs or services equal to that afforded by others. 
Services provided to individuals with disabilities shall be as effective as those provided in the most integrated setting appropriate. 
Organizations shall use eligibility criteria and methods of administration that do not have the effect of discriminating on the basis of disability. 
Organization shall make reasonable modifications to policies and practices where necessary to avoid discrimination on the basis of disability unless an organization can demonstrate that making modifications would fundamentally alter the nature of the services provided. Organizations may not place a surcharge on people with disabilities to cover the measures required to provide those individuals with nondiscriminatory treatment, such as the provision of auxiliary aids or program accessibility. 
 
 
 
 
 
 
 
 
Section III:  PROGRAM ACCESSIBILITY 
 
The standard of evaluation under Title II of the ADA is program accessibility.  Services, programs and activities must be made accessible to the maximum extent possible, but this does not mean that every part of every facility must be architecturally accessible to and usable by individuals with disabilities. 
 
The Effingham Community Library is not required to make structural changes in existing facilities where other methods are as effective in achieving program accessibility under Title II. Methods of achieving program access may include: redesign of equipment, assignment of aides to beneficiaries, home visits. 
Modifications of policies, practices, and procedures necessary to achieve program accessibility will be implemented as soon as possible. 
All new construction and alteration of existing facilities must comply with the requirements of the ADA. 
 
 
Section IV:  COMMUNICATION 
 
The Effingham Community Library will take appropriate steps to ensure that communication with applicants, participants, and members of the public with disabilities are as effective as those with others. 
 
The Effingham Community Library, with advance notice will make every effort to provide services where necessary to an individual with a disability an equal opportunity to participate in or benefit from the service, program, or activity being offered. 
The Effingham Community Library will provide signs at inaccessible entrances directing users to an accessible entrance. 
 
Section V:  NOTES REGARDING OTHER ADA REGULATIONS 
 
The Effingham Community Library receives tax money; therefore, it is subject to Title II of the ADA regulating nondiscrimination on the basis of disability in state and local government services.  [29 CFR Part 35]  The Effingham Community Library may also be subject to other ADA laws.  To the extent that it is an employer or provides public accommodations and services or commercial facilities. 
 
Title I regulate equal employment opportunities for individuals with disabilities.  Title I is enforced by the Equal Employment Opportunity Commission. 
Title II regulates nondiscrimination on the basis of disability in public accommodations.  Title II is enforced by the U.S. Department of Justice.  The requirement for existing facilities under Title III is the removal of architectural barriers where removal is readily achievable, i.e., accomplished without much difficulty or expense. 
 
APPENDIX D 
 
Free Access to Libraries for Minors 
An Interpretation of the Library Bill of Rights 
 
 
Library policies and procedures which effectively deny minors equal access to all library resources available to other users violate the Library Bill of Rights.  The American Library Association opposes all attempts to restrict access to library services, materials, and facilities based on the age of library users. 
 
Article V of the Library Bill of Rights states, “A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.”  The “right to use a library” includes free access to, and unrestricted use of, all the services, materials, and facilities the library has to offer.  Every restriction on access to, and use of, library resources, based solely on the chronological age, educational level, literacy skills, or legal emancipation of users violates Article V. 
 
Libraries are charged with the mission of providing services and developing resources to meet the diverse information needs and interests of the communities they serve.  Services, materials, and facilities that fulfill the needs and interests of library users at different stages in their personal development are a necessary part of library resources.  The needs and interests of each library user, and resources appropriate to meet those needs and interests, must be determined on an individual basis.  Librarians cannot predict what resources will best fulfill the needs and interests of any individual user based on a single criterion such as chronological age, educational level, literacy skills, or legal emancipation.  Equitable access to all library resources and services shall not be abridged through restrictive scheduling or use policies. 
 
Libraries should not limit the selection and development of library resources simply because minors will have access to them.  Institutional self-censorship diminishes the credibility of the library in the community, and restricts access for all library users. 
Children and young adults unquestionably possess First Amendment rights, including the right to receive information through the library in print, nonprint, or digital format.  Constitutionally protected speech cannot be suppressed solely to protect children or young adults from ideas or images a legislative body believes to be unsuitable for them.#  Librarians and library governing bodies should not resort to age restrictions in an effort to avoid actual or anticipated objections, because only a court of law can determine whether material is not constitutionally protected. 
 
The mission, goals, and objectives of libraries cannot authorize librarians or library governing bodies to assume, abrogate, or overrule the rights and responsibilities of parents and guardians.  
As Libraries: An American Value states, “We affirm the responsibility and the right of all parents and guardians to guide their own children’s use of the library and its resources and services.”  Librarians and library governing bodies cannot assume the role of parents or the functions of parental authority in the private relationship between parent and child.  Librarians and governing bodies should maintain that only parents and guardians have the right and the responsibility to determine their children’s – and only their children’s – access to library resources.  Parents and guardians who do not want their children to have access to specific library services, materials, or facilities should so advise their children. 
 
Lack of access to information can be harmful to minors.  Librarians and library governing bodies have a public and professional obligation to ensure that all members of the community they serve have free, equal, and equitable access to the entire range of library resources regardless of content, approach, format, or amount of detail.  This principle of library service applies equally to all users, minors as well as adults.  Librarians and library governing bodies must uphold this principle in order to provide adequate and effective service to minors. 
 
 
Adopted June 30, 1972, by the ALA Council; amended July 1, 1981, July 3, 1991; June 30, 2004; July 2, 2008. 
 
 
APPENDIX E 
 
Freedom to View Statement 
 
 
The Freedom to View, along with the freedom to speak, to hear, and to read, is protected by the First Amendment to the Constitution of the United States.  In a free society, there is no place for censorship of any medium of expression. Therefore, these principles are affirmed: 
 
To provide the broadest access to film, video, and other audiovisual materials because they are a means for the communication of ideas.  Liberty of circulation is essential to insure the constitutional guarantees of freedom of expression. 
 
To protect the confidentiality of all individuals and institutions using film, video, and other audiovisual materials. 
 
To provide film, video, and other audiovisual materials which represent a diversity of views and expression.  Selection of a work does not constitute or imply agreement with or approval of the content. 
 
To provide a diversity of viewpoints without the constraint of labeling or prejudging film, video, or other audiovisual materials on the basis of the moral, religious, or political beliefs of the producer or filmmaker or on the basis of controversial content. 
 
To contest vigorously, by all lawful means, every encroachment upon the public’s freedom to view. 
 
 
This statement was originally drafted by the Freedom to View Committee of the American Film and Video Association (formerly the Educational Film Library Association) and was adopted by the AFVA Board of Directors in February 1979.  This statement was updated and approved by the AFVA Board of Directors in 1989. 
 
Endorsed by the ALA Council January 10, 1990. 
 
 
APPENDIX F 
 
Access for Children and Young Adults 
to Nonprint Materials 
 
An Interpretation of the Library Bill of Rights 
 
 
Library collections of nonprint materials raise a number of intellectual freedom issues, especially regarding minors.  Article V of the Library Bill of Rights states, “A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.” 
 
The American Library Association’s principles protect minors’ access to sound, images, data, games, software, and other content in all formats such as tapes, CDs, DVDs, music CDs, computer games, software, databases, and other emerging technologies.  ALA’s Free Access to Libraries for Minors: An Interpretation of the Library Bill of Rights states: 
 
. . . The “right to use a library” includes free access to, and unrestricted use of, all the services, materials, and facilities the library has to offer.  Every restriction on access to, and use of, library resources, based solely on the chronological age, educational level, literacy skills, or legal emancipation of users violates Article V. 
 
. . . [P]arents – and only parents – have the right and responsibility to restrict access of their children – and only their children – to library resources.  Parents who do not want their children to have access to certain library services, materials, or facilities should so advise their children.  Librarians and library governing bodies cannot assume the role of parents or the functions of parental authority in the private relationship between parent and child. 
 
Lack of access to information can be harmful to minors.  Librarians and library governing bodies have a public and professional obligation to ensure that all members of the community they serve have free, equal, and equitable access to the entire range of library resources regardless of content, approach, format, or amount of detail.  This principle of library service applies equally to all users, minors as well as adults.  Librarians and library governing bodies must uphold this principle in order to provide adequate and effective service to minors. 
 
Policies that set minimum age limits for access to any nonprint materials or information technology, with or without parental permission, abridge library use for minors.  Age limits based on the cost of the materials are also unacceptable.  Librarians, when dealing with minors, should apply the same standards to circulation of nonprint materials as are applied to books and other print materials except when directly and specifically prohibited by law. 
 
Recognizing that librarians cannot act in loco parentis, ALA acknowledges and supports the exercise by parents of their responsibility to guide their own children’s reading and viewing.  Libraries should provide published reviews and/or reference works that contain information about the content, subject matter, and recommended audiences for nonprint materials.  These resources will assist parents in guiding their children without implicating the library in censorship. 
 
In some cases, commercial content ratings, such as the Motion Picture Association of America (MPAA) movie ratings, might appear on the packaging or promotional materials provided by producers or distributors.  However, marking out or removing this information from materials or packaging constitutes expurgation or censorship. 
 
MPAA movie ratings, Entertainment Software Rating Board (ESRB) game ratings, and other rating services are private advisory codes and have no legal standing (Expurgation of Library Materials).  For the library to add ratings to nonprint materials if they are not already there is unacceptable.  It is also unacceptable to post a list of such ratings with a collection or to use them in circulation policies or other procedures.  These uses constitute labeling, “an attempt to prejudice attitudes” (Labels and Rating Systems), and are forms of censorship.  The application of locally generated ratings schemes intended to provide content warnings to library users is also inconsistent with the Library Bill of Rights.The interests of young people, like those of adults, are not limited by subject, theme, or level of sophistication.  Librarians have a responsibility to ensure young people’s access to materials and services that reflect diversity of content and format sufficient to meet their needs. 
 
Adopted June 28, 1989.  Amended June 30, 2004, by the ALA Council. 
 
[ISBN 8389-7351-5] 
 
 
 
 
 
 
 
APPENDIX G 
 
Code of Ethics of the 
American Library Association 
 
 
As members of the American Library Association, we recognize the importance of codifying and making known to the profession and to the general public the ethical principles that guide the work of librarians, other professionals providing information services, library trustees and library staffs. 
 
Ethical dilemmas occur when values are in conflict.  The American Library Association Code of Ethics states the values to which we are committed, and embodies the ethical responsibilities of the profession in this changing information environment. 
 
We significantly influence or control the selection, organization, preservation, and dissemination of information.  In a political system grounded in an informed citizenry, we are members of a profession explicitly committed to intellectual freedom and the freedom of access to information.  We have a special obligation to ensure the free flow of information and ideas to present and future generations. 
 
The principles of this Code are expressed in broad statements to guide ethical decision making.  These statement provide a framework; they cannot and do not dictate conduct to cover particular situations. 
 
I. We provide the highest level of service to all library users through appropriate and usefully organized resources; equitable service policies; equitable access; and accurate, unbiased, and courteous responses to all requests. 
 
II. We uphold the principles of intellectual freedom and resist all efforts to censor library resources. 
 
III. We protect each library user's right to privacy and confidentiality with respect to information sought or received and resources consulted, borrowed, acquired, or transmitted. 
 
IV. We respect intellectual property rights and advocate balance between the interests of information users and rights holders. 
 
V. We treat co-workers and other colleagues with respect, fairness, and good faith, and advocate conditions of employment that safeguard the rights and welfare of all employees of our institutions. 
 
VI. We do not advance private interests at the expense of library users, colleagues, or our employing institutions. 
 
VII. We distinguish between our personal convictions and professional duties and do not allow our personal beliefs to interfere with fair representation of the aims of our institutions or the provision of access to their information resources. 
 
VIII. We strive for excellence in the profession by maintaining and enhancing our own knowledge and skills, by encouraging the professional development of coworkers, and by fostering the aspirations of potential members of the profession. 
 
 
Adopted January 22, 2008, by the ALA Council 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	    REQUEST FOR RECONSIDERATION OF LIBRARY RESOURCE FORM  	  
 
      	AUTHOR:  _________________________________________________ 
 
      	TITLE: ____________________________________________________ 
 
      	FORMAT: __________________ PUBLISHER: ___________________ 
 
      	PUBLICATION DATE: _______________ 
 
    Request initiated by: ____________________________________________ 
 
    Address: ___________________________________ City: ______________ 
 
    Zip Code: ________________       Phone: __________________________ 
 
    Is this request made on behalf of? 
 
    	 _____ Yourself 
 
    	 _____ Relative ___________________________________________ 
    	 	 	 	 	 [Relationship to] 
    	 _____ Organization ________________________________________     	 
 	 	 	 [Name of Organization] 
 
    Have you read/ viewed this title in its entirety? __________ 
 
    What is your objection to the resource? [Please be specific; i.e. cite pages.] 
 
 
____________________________________________________________________________ 
 
Is there anything positive about the resource?  
 
_________________________________________ 
 
 
 
Please state the reason for your request  
 
____________________________________________________________________________ Action Requested: 
______________________________________________________________ 
 
____________________________________________________________________________ 
 
Have you read the Effingham Community Library Resources Selection Policy? 
_________________ 
 
Page 1 
Are you aware of the judgment of this resource by literary critics or area subject specialist? [Please provide names of reviewers and citations for reviews, if known.] 
 
 
 
 
 
 
Can you recommend resourced of comparable literary quality or another title that would convey the same perspective of the subject treated? 
_______________________________________________ 
 
 
 
 
 
 
Date: __________________ Signature of Patron: 
______________________________________ 
 
Date: __________________ Received by Staff Member: 
________________________________ 
 
 
 
 
 
 
 
 
 
Decision of Director: 
 
Keep book on shelf___ 
 
Remove book from shelf____ 
 
Move book to another part of the library___ 
 
 
If you do not agree with this decision you may request that the Library Board takes a look at the book.  Their decision will be final. 
    	 	  
    	 	 	 	 	  
Please be aware that no book shall be removed from the shelves until a decision has been made. 
 
 
 
Effingham Community Library.  Collection Development and Resource Access Plan for the Effingham Community Library: 
 June 2014 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    	 	 DONATED LIBRARY MATERIAL FORM 
 
We have accepted the following number of titles at the Effingham Community Library: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Value asked by the Donor: 
 
$___________________ 
 
 
 
Name of Person receiving: 
 
Date: 
 
Library Stamp 
 
 
 
 
 
Material donated to the Effingham Community Library will become property of the library to be used or sold as the library sees fit. 
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