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I. Respect for Human Diversity

a. The Wetmore Public Library maintains a policy for appreciation of and respect for human diversity which may characterize the people we serve and the people with whom we work. Library employees will respect differences in race, color, religion, gender, age, national origin, disability, veteran status and any other characteristic of human diversity.

II. Library Lending

a. In order to make materials available to all persons on an equal basis, the Wetmore Public Library Board of Trustees has adopted the following policy for the circulation of library materials.

i. Who May Borrow

1. All libraries that are members of the Northeast Kansas Library System have agreed to allow anyone in the NEKLS regional system to use their library without charge. Charges made by other libraries for films, interlibrary loan, etc. will be passed on to the user. Residents or property owners in the Nemaha County area are entitled to a free library card by completing a written application form. Any card holder may check out circulating materials on presentation of their library card. If a person does not have their card with them at the time of checkout, they may be asked for identification. The Kansas State Library Card and the Wetmore Public Library Card will be honored.
ii. Limits on Borrowing

1. There is no limit on the number of fiction or nonfiction items that may be borrowed by an individual except:

a. New Fiction

b. Juvenile Holiday Books

c. Audio Books

d. Videos and/or DVDs

2. Reference books, rare or historically valuable books will not circulate.

iii. Length of Loan Periods

1. Materials are loaned for the following lengths of time:

a. Books – 2 weeks

b. Videos/DVDs – 2 weeks
c. Video Games- 2 weeks

iv. Renewals

1. All books may be renewed up to 2 times after the initial checkout with the exception of the following which cannot be renewed after the initial checkout:

a. Interlibrary Loan materials (unless special request)

b. New Books

c. New Videos / DVDs

2. Renewals may be made in person, via email or by phone

v. Reserved Materials

1. The library patron may reserve materials currently in circulation but unavailable at the time of the request. The patron will be notified when the material becomes available. Books and other materials must be picked up within one week of notification. 

vi. Use of Equipment

1. The Wetmore Public Library has four (4) computers available for patron use. 

a. Patrons must sign a Computer Use Agreement before using this equipment. (See Appendix A, this section)

2. The Wetmore Public Library has a computer available to the public to search the Kansas Library Catalog.

3. The Wetmore Public Library will permit patrons to check out audio equipment, if it is available for a 2 week period.

4. A copier and scanner are available to be used by library staff for patrons. 

a. A charge of 10 cents per black/white copy will be charged
b. A charge of 25 cents per color copy will be charged

5. The Librarian will send FAX messages for 20 cents per page, unless it is a toll free number.
6. The library also has laminating services available. Must make arrangements for services via the library director. 

a. Laminating will cost $2 per foot of lamination used.

7. Die cut services are available to patrons

a. If patron provides own paper it is free

b. If patron needs paper it will be 25 cents per 8 ½ x 11 sheet of paper

vii. Return of Materials
1. The patron has the responsibility of returning the materials on or before the due date. If items are overdue, the patron may not check out further materials or use the library’s electronics(computers, game system, tablets etc.) until the missing materials are returned or replacement costs are paid.
viii. Lost or Damaged Materials

1. Patrons are responsible for all materials checked out and are liable for the damages which may occur to library materials. The assistant/director will notify the patron of payment due for the replacement of the damaged or lost items. Patrons may not check out until items have been returned or paid or.
III. Service Hours

i. As posted at library 
b. The Library may be closed for the following holidays:

i. New Years Day



January 1

ii. President’s Day



3rd Monday in Feb.
iii. Memorial Day




Last Monday in May

iv. Independence Day



July 4th
v. Labor Day




First Monday in Sep
vi. Columbus Day



2nd Monday in October
vii. Veterans Day




November 11

viii. Thanksgiving




4th Thursday in Nov.

ix. Friday after Thanksgiving


4th Friday in Nov.

x. Christmas Eve Day



December 24

xi. Christmas Day




December 25
xii. New Year’s Eve



December 31

xiii. Others as decided by the Library Board
IV. Inclement Weather

a. The Wetmore Public Library will close due to inclement weather if the local school district closes for the day. (Jackson Heights)
V. Patron Registration

a. Local Card

i. A local library card will be issued to patrons who present current, accurate identification such as a driver’s license, plus a verified address and phone number. The patron’s name will not appear on the library card. Only numbers will be used. A registration card will be filled out for each patron with name, address, phone number, and birthdate. The registration card will be renewable every year. 

ii. At the time of Registration all patrons needing computer use must fill out and sign a computer use agreement form. No patron shall use a computer until this is done.
iii. Parents/Guardians must mark on the form if a minor has permission to access the internet from the Libray.
b. Kansas Library Card

i. The Kansas Library Card serves as a standard means of identification and qualifies nonlocal residents for borrowing privileges at the Wetmore Public Library. We honor current Kansas Library Cards issued by any other Kansas Library.

ii. The Wetmore Public Library will issue Kansas Library Cards to Kansas current card holders residing in or around the city of Wetmore.

VI. Library Services

a. Reference Service

i. Reference service will be provided by maintaining a core collection of reference materials, using the NEKLS references, using the Kansas Library Catalog and the sources the KLC provides. 

b. Children’s Services

i. Special services for children include, but are not limited to: Summer Reading Programs, Day Care Picture Book delivery, ABC Club.

c. Adult Services

i. Services for adults include Book Club

d. Services to Groups and Organizations

i. The library will actively assist in civil, cultural, and educational organizations in locating and using materials for planning programs, for conducting projects and for furthering the education of patrons.
e. System Membership

i. The Wetmore Public Library is a member of the Northeast Kansas Library System and adheres to the policies and by-laws of that organization. The Wetmore Public Library participates actively in the programs and services offered. The Board of Trustees of the Wetmore Public Library appoints a System representative according to the System’s by-laws to represent the Wetmore Public Library.
f. Outreach

i. The Library staff or volunteers organized by the staff will deliver and pick up materials to patrons who are homebound or are unable to come to the Library temporarily. Regular outreach services will be available to extended care, senior citizens, daycare providers and any other organization requesting the service. The library also offers an Adult Book Club once a month.
g. Cooperation with other libraries

i. In addition to the Wetmore Public Library’s membership with the Northeast Kansas Library System, the Board of Trustees and the Director will be alert to opportunities of cooperation with other libraries to strengthen the services and resources of the library.
VII. General Services
a. Use of Meeting Room
i. The Wetmore Public Library welcomes the use of its meeting room to governmental agencies, non-profit groups engaged in educational, civic, cultural and charitable activities who agree to abide by this policy. The meeting room is primarily for use by the library, library sponsored programs and library related organizations. However, when not required for these functions, the meeting room is available for other groups. See Appendix C.

b. Public Relations Policy

i. The public library must work for two-way communication with the community. It is a responsibility of the library whose constituency is all the people, to notify them of services that are available. The library is also responsible for designing its services to meet the community’s needs.

ii. Library trustees, the public and the library staff should be involved with better communication between the library and the community and each has a role to play in developing and maintaining good public relations. All three can exercise creativity in promoting the public library. Each employee is a public relations officer. Each trustee should be willing to support and adequately fund planned marketing programs to promote library service. The trustees and librarian must assume responsibility for developing and writing the public relations policy.

iii. In recognition of the Wetmore Public Library’s responsibility to maintain continuing communication with present and potential users of the library’s services and resources so as to assure effective and maximum usage by all citizens, the Board of Trustees of the Wetmore Public Library adopts the following resolution as a matter of policy.

The objectives of the library’s public relations program are:

1. To promote community awareness of library services.

2. To stimulate public interest in and usage of the library.

3. To develop public understanding and support of the library and its role in the community.

The following means shall be used to accomplish these objectives:

1. An annual plan of specific goals and activities shall be developed, sufficient funds shall be allocated to carry out the program, and the program shall be evaluated periodically.

2. The library director or a designated qualified staff member shall have the responsibility for coordinating the public relations and public information activities. 

3. Surveys of the community shall be made as needed to assure the Wetmore Public Library’s responsiveness to the interests and needs of all citizens.

4. Personal and informational contacts shall be maintained with government officials, opinion leaders, service clubs, civic associations, and other community organizations by library staff and board members.
5. Training sessions, workshops and other aids shall be made available to library staff members to assure courteous, efficient, and friendly contact with library patrons and the general public.

6. The Wetmore Public Library may sponsor programs, classes, exhibits, and other library-centered activities and shall cooperate with other groups in organizing these to fulfill the communities need for educational, cultural, informational, or recreational opportunities.

7. Local media shall be used to keep the public aware of and informed about the Library’s resources and services.

8. Newsletters, brochures, and other promotional materials shall be produced and distributed through regular mailings and other effective methods of reaching the public. 

c. Exhibits and Displays
i. Exhibits and displays in the Library will be determined by the Librarian and the Board of Trustees. Library personnel will make every effort and take every precaution for the safety of material in the library. The Library will not be held liable for damaged or stolen property.

d. Americans with Disabilities Compliance

i. The provisions of the Americans with Disabilities Act of 1990 will be 
upheld.
VIII. Patron Behavior

a. General Restrictions

Privileges may be limited for the following reasons:

1. Damaging or throwing  library property or materials

2. Stealing library or other patron materials

3. Physically harming staff or patron

4. Engaging in bullying, either physically or via the Internet
5. Not picking up after one’s self
ii. Activities not allowed in the Library

1. Eating or drinking at the computers
2. Playing of audio equipment so that others may hear it

3. Smoking

4. Carrying a weapon into the Library, unless authorized by law.

5. Bringing animals into the Library except service animals or animals in a library sponsored program.

6. Leaving a child under the age of 8 unattended in the library.

7. Talking loudly, making noise or engaging in other disruptive behavior.
8. Any person or persons interfering with another person’s use of the library or with the library personnel’s performance of their duties can or will be asked to leave the library 

iii. Unattended Children

1. Parents may not leave children under the age of 8 unattended in the library. Children under 8 years of age must be supervised by a caregiver 16 years or older. Parents or caregivers (over the age of 16) are responsible for their children’s behavior in the library. Please pick up after them, and monitor them grabbing books from the shelf.
2. Disruptive children are defined as children who are violating the library rules and regulations as defined in library policy. Disruptive children age 8 or over will be asked to leave after receiving one warning.

3. All Children are required to clean up after themselves.
iv. Sick Patrons

1. A patron needs to be 24 hours free from a contagious illness before visiting the library.

a. Fever, puking, diarrhea, etc. anything that could be contagious/harmful to our other patrons/Staff.

b. If a child is called in sick to school they should not be visiting the library, and need to be sent home.
IX. Personal Devices

Uses of Personal Devices are not prohibited in the Library however Patrons will still be bound by all rules and safety policies of the Library. 
X. The Kansas Open Records Act (KORA) 

The Kansas Open Records Act (KORA) is addressed in K.S.A. 45-215 through 45-223.  Public records are records made, maintained, created or possessed by a public agency.  They may be in any form, including electronic storage.  The content of records varies widely; some track the routine activities of government while others contain personal information about citizens and businesses.  For additional information, visit: http://ag.ks.gov/open-government/kora-faq

As part of KORA, each library must designate a local Freedom of Information Officer.  Many library boards designate the library director to serve this role.  Kansas Statute 45-226 states,

“(a) The governing body of every public agency in Kansas which maintains public records shall designate a local freedom of information officer.

(b) The local freedom of information officer or the local freedom of information officer's designee shall:

(1) Prepare and provide educational materials and information concerning the open records act;

(2) be available to assist the public agency and members of the general public to resolve disputes relating to the open records act;

(3) respond to inquiries relating to the open records act;

(4) establish the requirements for the content, size, shape and other physical characteristics of a brochure required to be displayed or distributed or otherwise make available to the public under the open records act. In establishing such requirements for the content of the brochure, the local freedom of information officer shall include plainly written basic information about the rights of a requestor, the responsibilities of a public agency, and the procedures for inspecting and obtaining a copy of public records under the open records act.”
The Wetmore Public Library Freedom of Information Officer Appointment will be the director or any future director.
APPENDIX A
COMPUTER USE AGREEMENT

For purposes of this agreement, the term “computer” shall include all physically attached hardware, both local and remote, plus software which includes all programs or other sequences of instructions that the computer processor can be enabled to carry out. This includes but is not limited to firmware, applications software and systems software such as resident monitor programs, language translators, and operating systems.

I understand and agree to follow the regulations and conditions governing the use of the computer at the Wetmore Public Library

I also agree to pay the cost of replacement and/or repair for those computer items lost or damaged while in my use or care. I acknowledge that the Wetmore Public Library reserves the right to discontinue computer privileges for failure to comply with computer or general Library rules and regulations.

The Wetmore Public Library will not be responsible for injury or damages to individuals or groups resulting from the use of the computer.

(please print)

Date______________

NAME OF USER ________________________________________________________

ADDRESS ______________________________________________________________

TELEPHONE ___________________________________________________________

NAME OF ORGANIZATION (if applicable) __________________________________

LIBRARY CARD NUMBER ____________________

SIGNATURE OF PERSON ASSUMING CONTRACTUAL AND FINANCIAL RESPONSIBILITY _______________________________________________________

HAS READ AND AGREED TO THE ABOVE COMPUTER USE AGREEMENT

Retain one copy for the library and give the patron a copy.

Appendix B

Wetmore Public Library

Patron Behavior


1.General Restrictions
Privileges may be limited for the following reasons:

1. Damaging or throwing library property or materials

2. Stealing library or other patron materials

3. Physically harming staff or patron

4. Engaging in bullying, either physically or via the Internet

5. Not picking up after oneself

2.Activities not allowed in the Library
1.
Eating or drinking at the computers

2.
Playing of audio equipment so that others may hear it

3.
Smoking

4.
Carrying a weapon into the Library, unless authorized by law.

5.
Bringing animals into the Library except service animals or animals in a library sponsored program.

6.
Leaving a child under the age of 8 unattended in the library.

7.
Talking loudly, making noise or engaging in other disruptive behavior.

8.
Any person or persons interfering with another person’s use of the library or with the library personnel’s performance of their duties can or will be asked to leave the library

9.
If you are sick or have contagious symptoms you will be asked to leave until symptoms have subsided for 24 hours.

3.Unattended Children
1.
1.
Parents may not leave children under the age of 8 unattended in the library. Children under 8 years of age must be supervised by a caregiver 16 years or older. Parents or caregivers (over the age of 16) are responsible for their children’s behavior in the library. Please pick up after them, and monitor them grabbing books from the shelf.
2.
Disruptive children are defined as children who are violating the library rules and regulations as defined in library policy. Disruptive children age 8 or over will be asked to leave after receiving one warning.

3.
All children are required to clean up after themselves.
1st Offense

_______________________ has violated one or more of the above Wetmore Public Library Patron Behavior Policy on _______________. Please review the Library Policies then sign and date this form. (Return to the Librarian)

__________________________________


___________________

     Child Signature           


                   Date

2nd Offense

_______________________ has violated one or more of the above Library Patron Behavior Policy on _______________. Please review the Library Policies with your child then return this form signed and dated by the child and guardian. Child may not return until form has been signed by both.
__________________________________


___________________

     Child Signature           


                   Date

__________________________________


___________________

  Guardian Signature           


          Date

3rd Offense

_______________________ has violated one or more of the above Library Patron Behavior Policy on _______________. Please review the Library Policies with your child then return this form signed and dated by the child and guardian.

Your child may resume regular library activities on ________________.

__________________________________


___________________

     Child Signature           


                   Date

__________________________________


___________________

  Guardian Signature           


          Date
Appendix C

Wetmore Public Library

Meeting Room Policy

The Wetmore Public Library welcomes the use of its meeting room to governmental agencies, non-profit groups engaged in educational, civic, cultural and charitable activities who agree to abide by this policy. The meeting room is primarily for use by the library, library sponsored programs and library related organizations. However, when not required for these functions, the meeting room is available for other groups.

Open Access

All meetings must be open to the public, unless the purpose of the meeting is continuing education for a commercial organization’s employees.

The Wetmore Library reaffirms the American Library Association’s Bill of Rights which states that facilities should be made available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use. Permission to use the library meeting room does not in any way constitute an endorsement by the Library of the group’s policies or beliefs, and no claim to that effect may be used, either implicitly or explicitly in advertising. The Wetmore Public Library will make no effort to censor or amend the content of a meeting when granting meeting room access.

Meeting Room Usage

Eligible Organizations (in priority order):

Library Programs 

Library Related Groups 

Civic, School and nonprofit groups presenting meetings of public interest

Other groups not included above, and not specifically excluded in the Wetmore Public Library Meeting Room Policy

The requestor must obtain confirmation of the reservation before they can consider the room available for their use. Submission of the request does not guarantee approval of the request. In most cases, approval can be granted at the time the request is made, but not always. The requester should expect the library to provide a confirmation of approval (or denial) of the reservation within 24 hours.

When approved, the library will provide a receipt confirming the reservation (specifying the date/time the room is reserved).

The person signing the application must be at least 18 years of age and will be responsible for ensuring the room use policies and procedures are followed.

In the event a question arises regarding the eligibility of any group requesting use of the meeting rooms, the library director (and if necessary, the library board) will be consulted. The library board will have final authority in granting or refusing permission to use the library’s meeting rooms.

Meeting cancellations should be communicated to the library director as soon as possible.

The library reserves the right to cancel an existing reservation in support of other library programs. Such cancellations are very rare. If they occur, the library will contact the individual who made the reservation to provide notice as early as possible and to work through rescheduling if possible.

Other

Reservation times should include the time required to set-up and clean-up.

In the rare event the library must cancel an existing reservation (inclement weather, facilities issues, etc.), the library director will contact the reservation requester as soon as possible to notify them of the situation and attempt to find a reasonable opportunity to reschedule.

The reservation requestor will be held responsible for any damages to the facilities or equipment. Clean up charges will be assessed in cases of unusual wear and tear on the room.

The library respects the privacy of organizations and will not share with the public information pertaining to a room reservation (e.g., organization name, contact info, etc.)

Basic Rules of Use
A fee of $25/day must be paid up front with the signed Meeting Room Agreement. 
Occupancy may not exceed the maximum for the room.

Groups and organizations using the room are responsible for maintaining order. Appropriate conduct consistent with library operation is expected as a condition of room use.

At least one adult (18 years or older) must be present and responsible for any event involving children under the age of 18. Children must stay with the group or be supervised by a responsible adult as per the library’s unattended children policy. 

No tacks, nails or adhesive are to be placed in or on the walls. 

No admission fees may be charged, nor a collection taken. The only exceptions are in the case of paid registrations, held in cooperation with the Library, or payment of fees for regularly scheduled education courses. 

The use of drugs, alcohol and tobacco products is prohibited.

Open flames and cooking appliances (except for coffeemakers and microwave) are prohibited

Glitter and confetti are not allowed as they are difficult to remove from surfaces and carpet.

Activities which impede the function of the library are prohibited.

Room set-up is the responsibility of the group who made the reservation. Library staff should not be expected to assist with room configuration activities (e.g., setting up tables and chairs)

The room must be returned to the condition it was in before it was used. If not left in the same condition, a minimum fee of $50 will be charged to the responsible party for clean-up. 

Library staff shall have access to the room at all times. Every attempt will be made to respect the privacy of the group using the room.

Damages to the premises, equipment or furnishings as a result of group use will be charged to individual who reserved the room.

The Wetmore Public Library, its staff, board of trustees, or agents shall bear no responsibility whatsoever for personal injury to any member, affiliated person, guest, invitee, or licensee of the using organizations, its members, affiliated person, guests, invitees, or licensees.

Non-Compliance with This Policy

Failure to comply with the meeting room use policies or rules may result in denial of future use of the meeting, financial liability for damages, and/or immediate removal from the room.

Questions about this policy should be directed in writing to the Library Director.

Approved by the Board of Trustees on                                       .
Wetmore Public Library

Meeting Room Reservation Application

Name of Organization _______________________________________________________________

Contact Person _____________________________________________________________________

Full Address of Contact Person________ ______________________________________________

City ________________________________ State___________________ Zip ____________________

Home Number____________________________ Cell Number ______________________________

E-Mail ______________________________________________________________________________

Briefly describe the event:

Date Requested _______________________ Anticipated attendance _____________

Time Requested (Include set-up / clean-up time) * Start time ________ End time _________

Will there be food/beverages? Yes □ No □ (must provide own table service.)

The undersigned agrees to:

(1) Conform to all regulations printed in the Wetmore Public Library Meeting Room Use Policy, (2) hold the Wetmore Public Library, its staff, board of trustees or agents harmless from any and all claims which may arise out of the applicant’s or group’s use of the meeting room, grounds, facilities, and equipment, and (3) fully indemnify the Wetmore Public Library for any or all expenditures and damages relating thereto. The undersigned further represents that he or she is fully authorized to enter into this agreement for and on the behalf of said group or organization.

Meetings room reservations are not confirmed until the completed application has been reviewed and approved by the designated library personnel. Fee must be paid at this time.
Signature of applicant ______________________________ Date __________________

Date received_________ Date Reviewed ______________ Outcome _____________________

Fee Amount$________________


Date Paid:________________
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