

SWISHER COMMUNITY LIBRARY

Policy Manual

This manual shall serve as the guideline for the actions and decision of the Swisher Community Library.  All policies are developed and approved the Board of Trustees of the Swisher Community Library.  It is the intent of the Board of Trustees that these policies will provide for clear and consistent understanding of library actions by the Board of Trustees, Library employees and the public.  
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Hours
· Open hours at the Swisher Community Library are set by the Board of Trustees and shall be posted at the main entrance, on the library website and on community signage as appropriate.  

·  Hours are currently:
· Monday - Thursday
 
1:00 pm to 7:30 pm
Friday



1:00 pm to 5:00 pm
Saturday


10:00 am to 12:00 pm (noon)
Summer hours will be voted on prior to the end of May and posted on door.

· In case of inclement weather, Library Closings will be posted at the main entrance, on the library website and in appropriate local media. (KCRG, KGAN)

Approved 3/27/12 Updated August 2015 Approved 8/13/2018 Approved 8/29/21
Collection Development Policy
Introduction

· This policy exists to guide librarians selecting materials and to inform the public about the principles guiding collection development decisions. Collection development is the ongoing process of accessing materials available for purchase or licensing, and making decisions on their inclusion and on their retention.  It includes materials for circulation, library programs and professional development. The goal is to increase both the quality and quantity of the whole collection.

· Responsibility for collection development lies with librarians who apply professional knowledge, experience, and this policy in making decisions. Librarians maintain collection plans for developing individual components of the collection. Ultimate responsibility for collection development lies with the Director.

Guidelines

· Materials selected for the collection will meet the current and long-term needs of Swisher Community residents of all ages and abilities for information, education, culture, and recreation. The City of Swisher has a population of 879 people with 27.5 % of them under the age of 18 and 11% over the age of 65, with a median age of 39.5.  There are 344 households, with 46.5 % of them having children under the age of 18 and 24% without family.  Less than 3% of all households are below the Federal poverty line and the median income is $75,000 as of the 2010 census. The Library strives to offer the widest possible range of subjects and views in a variety of formats, treatments, and levels of difficulty, within the limits of cost and space and considering current holdings and demand.

· Generally, collections are broad, current and popular, not archival or comprehensive.

· The Library subscribes to the principles embodied in the LIBRARY BILL OF RIGHTS and its interpretations, FREEDOM TO READ, and FREEDOM TO VIEW statements adopted by the American Library Association. (See Appendix A, B, C)

· Including materials in the collection does not constitute endorsement of their contents. The Library recognizes that any given item may offend some patrons, but, because the Library follows accepted principles of intellectual freedom, it will not remove specific titles solely because individuals or groups may find them objectionable.

· Librarians will be guided by both professional review sources, such as Booklist, vendor reviews, such as Baker &Taylor or Amazon, general publications, such as the New York Times or CR Gazette, as well as school usage and patron requests.

· The Library welcomes suggestions and comments from the public. User suggestions for purchase will be evaluated in accordance with this policy and collection development plans.

Collection Maintenance
· To ensure that the library's collection is up-to-date and relevant to the community's needs, the usefulness of materials previously added to the collection is reevaluated on a regular basis.

· Materials will be withdrawn if they are out-of-date, badly worn, damaged, or no longer being used. Space, the cost of replacement, and the appearance of the collection are also factors. Locally significant materials are not held to these standards and may be retained. Withdrawn materials may be donated to other libraries, or sold at a public sale, recycled, or discarded.

Gifts

· The Library accepts gifts of materials with the understanding that the same guidelines of selection are applied to gifts as to materials acquired by purchase.

· Gift items not used for the collection will be donated to other libraries, or sold at public sale, or recycled, or discarded.

· Gift items that become part of the collection will be evaluated for retention on the same basis as other items.

Reconsideration of Material
· Library customers may request books or other materials to be added to the collection. The Swisher Community Library Board supports intellectual freedom and subscribes to the principles of the American Library Association Library Bill of Rights.  The library staff applies the criteria described in the Library Bill of Rights and the Library’s Materials Selection Policy to provide books and materials that reflect the diversity of viewpoints within the community.
· The Library Board recognizes that individuals may question library materials that do not support their tastes and views. Individuals or groups wishing to protest the presence of an item in the collection will contact the Director. The Director, upon receiving the complaint, will send a written response to the complainant within ten (10) days of receipt.

· If the complainant wishes to carry his/her objections further, a Reconsideration of Library Materials Request Form will be filled out and signed. The party making the complaint must be an eligible to receive a Swisher Community Library card and have read, listened to, or watched the entire material in question. 

· The written complaint will be taken to the Library Board of Trustees at their regularly scheduled meeting. The complainant may appear before the Board if desired. The Board will reply within thirty (30) days in a written response. No item shall be removed from the library collection without a court order if the Board of Trustees and Director deem it appropriate for the collection. If the decision given by the Board of Trustees is refused, the complainant may then direct their appeal to the district court system. 

· The material in question will remain in the collection and available to patrons during the reconsideration process. Items the Board deems appropriate for the collection will be not be removed except by court order.
· See Appendix D for Request for Reconsideration of Material Form

Approved 3/27/12 Updated August 2015  Updated and Approved 8/13/2018
Circulation Policy

Introduction

· This policy exists to provide library staff and patrons with a clear statement of the rights and responsibilities of patrons in regard to access to materials within the library collections.

Registration

· Free library registration and cards will be issued to residents of the City of Swisher, contracting cities, rural Johnson County and users of all Iowa Open Access libraries.

· BRIDGES registration will only be issued to residents of the City of Swisher, contracting cities, and rural Johnson county residents, per the contractual agreement with BRIDGES.

Access to Materials 

· Access to Library materials will not be restricted based on age, gender or any other consideration.  Certain items, due to cost or condition,  may be withheld from interlibrary loan and reciprocal borrowing agreements at the discretion of the Library Director.

· Specialized resources available in other local libraries will not be needlessly duplicated. 

· The library participates in programs designed to provide patrons access to materials not owned, such as interlibrary loan, reciprocal borrowing agreements, and access to Internet resources. 

· Materials selected for the collection may be physically owned by the Swisher Community Public Library or may be accessed through the library’s or a vendor’s web site.

Circulation

· Books and Audiobooks may be checked out for three weeks.

· DVD’s may be checked out for one week.

· Hot Spots may be checked for one week and will require a signed “Mobile Hotspots Lending Agreement” (see Appendix F) on file before the item can be checked out.  This agreement will be considered a part of this Circulation Policy. 

· Back issues of periodicals circulate following regular circulation rules. At the discretion of the Library Director back issues may be discarded.

· E-books, downloadable Audiobooks, and all other materials from BRIDGES (online resource) may be checked out on-line.  Lending periods, renewals and return policies for these materials are established by BRIDGES.
Renewals

· Books, Audiobooks, and DVD’s may be renewed twice, provided there are no holds on the materials.  Further renewals are at the discretion of the Library Director.

· Hot Spots may be renewed once, provided there are no holds with no further renewals.

· Renewals may be done in person, over the phone, or by email.

Fines and Overdue Materials

· The Swisher Community Library does not collect overdue fines, except for Mobile Hotspots.  A fine schedule for Hotspots is contained within the Lending Agreement (App. F)

· Patron will be notified by text message or e-mail 3 days before materials are due.
· Overdue notices will be sent by e-mail once materials are more than 5 days overdue.

· Items shall be declared lost and replacement charges billed after 12 weeks or at the Library Director’s discretion.

· Replacement cost for items returned more than 12 weeks past the due date will be billed to the library patron who has the items checked out, along with a $5 processing fee per item. 
· Parents or legal guardians are responsible for all assessed library fees for minor children according to Iowa Code section 613.16.

· Items that patrons “claim return” will be searched for in the library for 12 weeks and then will be considered lost and the cardholder may be billed replacement and processing fees.

Interlibrary Loan

· If the Library does not have certain material requested by a patron, the librarians will be glad to request the sought-after materials from SILO (State of Iowa Libraries Online). If not found on SILO, the materials will be requested from OCLC-First Search.

· Limits: Patrons will be limited to 3 items requested at one time. Additional items may be requested at the Library Director’s discretion. When items are returned by the patron, more items can be requested.  There is no cap on the number of items a person may request in the course of a fiscal year (July-June).

· Circulation Period:  The circulation period is set by the lending library. Renewals are up to the discretion of the lending library. If a renewal is requested by a patron, we will e-mail the lending library and request an extension; then contact the patron with the answer.

· Patrons will be contacted up to 2 times when an item is received at the library and contact dates will be noted in the patron record. If the item(s) is not picked up by the patron by the date due, the item will be returned.

Approved 3/27/12 Updated 8/25/15  Updated and approved 10/22/18  
Updated and approved 6/27/2021
Personnel Policy
· As employees of the City of Swisher, all Library employees will be guided by the City of Swisher Employee Handbook as approved by the Swisher City Council.
· The Board, or their designees, shall conduct an annual review of the Library Director before the annual budget is submitted to City Council for consideration.

· The Director shall conduct an annual review of each staff member before the annual budget is submitted to City Council for consideration.
Approved 3/27/12 Updated August 2015  Reviewed and Approved  11/26/2018
Internet Use Policy
Introduction

· The Swisher Community Library has no control of the Internet and its resources, and assumes no responsibility for the quality, accuracy or currency of any Internet resource. A well-informed consumer should question the validity of information found on the Internet.

· Public access to the Internet is intended to augment the library’s collection and to support informational needs, lifelong learning opportunities, and the cultural and leisure activities of all members of the Community.

Responsibilities of Users

· Internet resources and computer access through the library are provided equally to users.  Each user is entitled to private, confidential use of Internet, whether on public computers or private.

· Children have access to the same resources as adults. As in book selection, it is the library’s policy that parents or legal guardians, not library staff, are responsible for deciding what resources are appropriate for their children.

· Users may not incur any costs to the Swisher Community Library through access to fee-for-service information providers, shopping online or any other Internet use.

· Users may not change the configuration of software or hardware on the Internet computers.

· The library is not responsible for damage incurred to a patron’s personal storage devices or personal laptops or for any loss of data, damage or liability that may occur from patron use of the library’s Internet services. 

Staff Assistance

· While we cannot provide in-depth training to each patron, staff may be able to answer basic questions or help locate resources on the Internet or use of the computer resources.

· The library cannot accept the liability of handling patron’s computers. Patrons must understand how to configure their own computers.

Ethical Use

· Public Access computers are located in a public area. Given the public setting, patrons are asked to respect the sensibilities of others when accessing potentially offensive information and images.

· Use of the Library’s Internet connection, including HotSpot Connections, in an illegal, disruptive or destructive manner may result in the loss of Internet or library privileges. 

Wireless Access

· The Internet Policy applies to all computers use in the library, as well as to use of Library HotSpots when checked out.

· Unfiltered, wireless Internet access is provided free of charge to anyone using their personal laptop computer or device equipped with functioning wireless or wired network connection.

Approved 3/27/12 Updated August 2015 Reviewed and Approved 1/28/2019

Updated and Approved 11/7/21

Public Access Computers

· The library has two computers available for patron use.  Please refer to posted “Rules for Use of Public Access Computers” and to the above Internet Policy for more information.

· Time limits on use of the Public Access Computers will be at the Library Director’s discretion.  Time limits will be used, when necessary, to provide for fair and equitable access for all library patrons.

· The library has three Mobile HotSpots available to check out for patron use.  Please refer to “HotSpot Lending Agreement” (Appendix F) for more information.

Approved 3/27/12 Updated August 2015 Reviewed and Approved 1/28/2019 

Updated and Approved 11/7/21

Behavior

Introduction

· Please enjoy the library while respecting the rights of others. 
Guidelines

· Children can be in the building unattended when they are able to follow library rules in a clear and consistent manner.
· Food will be allowed in the library at library staff discretion. However, no food or drink will be allowed at the computers.

· Theft of any item from the library is considered a crime and will be dealt with accordingly.  If necessary, law enforcement will be contacted. 

· Vandalism of any kind to either the Library or Library property will not be tolerated and can be considered a crime.  If necessary, law enforcement will be contacted.  

· Library property includes both the grounds and the building.
· The following behaviors are not considered appropriate within the Library or on Library Property When such behaviors are observed, Library staff may ask the patron to leave the premises. If behaviors persist, disciplinary action may be taken, up to and including the involvement of law enforcement as necessary.

· Unreasonable noise
· Profane, obscene, or abusive language; racial or ethnic epithets.
· Any harassment or intimidation of staff or customers.
· Fighting, challenging someone to fight, or physical abuse or assault.
· Displaying weapons of any kind.
· Being under the influence of drugs or alcohol.
· Service Animals ONLY are allowed inside the building.  

Approved 3/27/12 Updated August 2015 Updated 2/25/2019
Library Access for Registered Sex Offenders

Introduction

· It is the purpose of this policy to ensure that the Library is in compliance with Iowa State law (692A.113) that excludes registered sex offenders convicted of sex offenses against minors from public libraries. A copy of that law is attached to this Policy for reference (see Appendix E).

Library Administrator
· The Library Director acts as “library administrator for purposes of Iowa Chapter 692A.  Requests for permission to be on library property will be considered by the Library Director. Permission may be granted, may be granted for a single, specific visit,  or may be denied all together after consultation with law enforcement and/or other appropriate governmental officials.  Issuance of a library card to a sex offender convicted of sex offenses against minors does not constitute written permission from the library administrator for that offender to be present on Library property. Individuals may appeal this decision, as it relates to them, to the Library Board of Trustees.  Anyone aggrieved by this decision may appeal it to the Library Board of Trustees.

Eligible for Service
· Registered sex offenders convicted of sex offenses against minors may be eligible for library service, depending on their residence address. They may register for a card directly via telephone or online with the Library Director, or by designee, making arrangements for a person of their choosing to select, check out, and return materials using that card. That individual’s name must be registered with the library and s/he shall provide identification when using the restricted patron’s card. Under any of these circumstances, a sex offender convicted of sex offenses against minors will remain responsible for all activity on their card. They may access information resources via telephone or online. 
· Sex offenders convicted of sex offenses against minors may not loiter, as defined under Iowa Code Section 692A.101(17), as amended, within three hundred (300) feet of library property. 
Violations of Policy
Violations of this policy will be immediately reported to law enforcement and violators will lose all library privileges.  
Approved August 2015  Reviewed and Approved  04/22/2019 Updated 5/23/2021
Community Bulletin Board Policy
Introduction

· A limited amount of space is available in the library to educational, cultural and other non-profit community groups for posting notices and information.  

Guidelines

· Only spaces designated for community use are available for posting notices and information.  No community information shall be posted on boards designated for Library use only.  The Library Director will designate community use spaces.

· Only educational opportunities or a non-profit community based group’s information may be displayed. 

· No commercial advertising will be posted

· Posting materials does not imply Library endorsement of content, nor will Library accept responsibility for the accuracy of information

· Name and contact information of the group posting notices must be part of the posting.

· All notices posted in the Library become property of the Library and may be removed and discarded at any time. 
· Youth (under 18) owned and operated service businesses  may post at Librarians discretion.
· Approved 3/27/12  Updated August 2015.  Updated 6/24/2019
Confidentiality
See also Code of Iowa, Chapter 22, Examination of Public Records (Open Records) and Section 22.7, Confidential Records. 

Introduction

· Confidentiality of library records is central to intellectual freedom and directly related to the ability of citizens to use library materials and pursue information without fear of intimidation. The purpose of this policy is to explain how the Library will respond to requests for information about library users. 

Access to Records

· The Swisher Community Library Board of Trustees recognizes that library circulation records and other records identifying specific users are confidential in nature. No individual except authorized library staff shall have access to circulation or patron records other than his or her own without the cardholder's consent. 

· Confidentiality extends to information sought or received and materials consulted, borrowed, or acquired and includes Internet and electronic resource search records; reference interviews and transactions, circulation records, interlibrary loan records, and other personally identifiable uses of library materials, equipment or services. 

Other 

· Contact information for displays and meetings is provided by the user and considered public information. 

· Persons attending library programs or public meetings may be videotaped or photographed as an audience member. These images may be used for library programming or promotion, including the Library website, the Internet, and other media. 

· The Library cannot guarantee the confidentiality of information sought or received, or materials consulted or borrowed from third-party digital services to which we provide access. 

Approved 3/28/2016 Reviewed and Approved 8/13/2019
LIBRARY WEB PRESENCE
Introduction
· The Swisher Community Library believes a presence on the Internet is necessary for the modern library. As such, the sites, such as a webpage or a Facebook page serve as both a gateway to the Library's resources and services and a public relations tool which presents and promotes the Library in a virtual environment.
Content and Design

· The content and design of webpages will be managed by the Director, or a designee, and will strive to reflect the services the Library offers and of the Swisher Community.  While it may change in design and/or content pages will at all times provide: the library name and location, phone number, contact email, and hours of operation.  
· Currently, the Library has both the website SwisherLibrary.org and a Facebook page.  As other platforms emerge, they may be added at the discretion of the Director in consultation with the Board of Trustees. Everything in the policy applies to all places the Swisher Community Library officially appears on the Internet.

Links to other sites
· Sites linked by the Swisher Community Library must: 1) provide materials the library pays a fee for patrons to use, such as Bridges or Tumblebooks, 2) be a partner site, such as Bedtime Math or Learning Express or 3) be a local community site, such as the City of Swisher, or Swisher Fun Days.

· No private party or strictly commercial websites or Facebook pages will be linked to the Swisher Library pages.

Approved 7/25/16 Reviewed and Approved 9/27/2019
Meeting Room
Fees 
· The Library Meeting Room and Library Lawn are available at no charge to any educational, cultural, or other civic group. All meetings of this type must be open to the public and no charge may be made for admission.  A fee for materials is allowed.

·  Local businesses will be allowed to use the room for meetings or training for a nominal donation. 

Reservations & Access 

· Library activities and programs will always take priority in the use of the meeting room and lawn. 

· Reservations should be made at the circulation desk during regular library hours. 

· If the activity is to be held when the library is not open, a key should be obtained in advance from the circulation desk, during regular open hours.

· After the event, the key must be placed in the book drop. If the key is not
· returned, there will be a charge for replacement of the door locks. 

Regulations 
· In accordance with state law, no smoking is allowed in any part of the library or on library grounds. The serving of alcoholic beverages is prohibited. 

· No commercial sales allowed.  Sales to benefit the Library or other civic groups are allowed at the Directors discretion.

· Farmer’s Market vendors are allowed to make commercial sales only under the regulation of the Swisher Farmer’s Market Committee and only at the time of the Market.

· Groups are responsible for the orderly use of the facility. Use of the meeting room or lawn shall not interfere with normal library functions. Adult supervision is required at all times for youth activities. 

· Groups are responsible for setting up the meeting room and lawn with the chair and table arrangement desired and leaving the space as they found it. 

· Simple refreshments may be served, provided the room is properly cleaned after use. Users must bring their own utensils, coffeemaker, and supplies. Cleaning equipment is available. We ask that you refrain from food and liquid that can stain.

· The Library Board of Trustees, the employees of the library, and the City of Swisher are not responsible for accidents, injury, or loss of property while using the meeting room or lawn. 

· The Library Board of Trustees, the employees of the library, and the City of Swisher neither approves nor disapproves of content, topics, subject matter, points of view, or of individuals or groups using the meeting room. 

Equipment Available 

· A smart TV, DVD video player, and multimedia projector are currently available for use in the meeting room. These need to be reserved if needed when the room reservation is made. Users will assume full responsibility for their proper use, and agree to pay for damaged equipment. 

· Picnic tables and a trash can are available on the Library Lawn.  These must be put back into place at the end of any use of the lawn.

Approved 7/31/17   Updated  and approved 6/29/18

Appendix A
ALA 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 that 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, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2, 1961; June 27, 1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996.
Appendix B
ALA Freedom to Read
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 of 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 mark 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 group 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 individuals or groups with wisdom to determine by authority what is good or bad for others. It presupposes that individuals must be directed in 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 a 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, they 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, by the ALA Council and the AAP Freedom to Read Committee; amended January 28, 1972; January 16, 1991; July 12, 2000; June 30, 2004.
Appendix C

ALA Freedom to View

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:

1. 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. 
  
2. To protect the confidentiality of all individuals and institutions using film, video, and other audiovisual materials. 

3. 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. 

4. 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. 

5. 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.

Appendix D
Request for Reconsideration of Material

Author: ____________________________________________________

Title: ______________________________________________________

Date request received by staff: _________ Staff initials: _________
Type of Material: [ ] Book [ ] Movie [ ] Music [ ] Digital [ ] Game [ ] Other

1. Would you describe your concern about the material? Please be specific including pages.

2. What do you believe is the central theme of this material?

3. In your opinion, is there anything good about this material, any redeeming quality?

4. Are you aware of any professional or literary reviews of this material?

5. What materials can you suggest to counterbalance the point of view of this material?

Name: _________________________________________________________________

Representing: [ ] Self [ ] Organization: _______________________________________

Address: ________________________________________________________________

Telephone: __________________________

Adopted: 8/2015  Reviewed and approved 8/13/2018
Appendix E
Iowa Code 692A.113

EXCLUSION ZONES AND PROHIBITION OF CERTAIN EMPLOYMENT=RELATED ACTIVITIES.

A sex offender who has been convicted of a sex offense against a minor shall not do any of the following:

Be present upon the real property of a public or nonpublic elementary or secondary school without the written permission of the school administrator or school administrator's designee, unless enrolled as a student at the school.

Loiter within three hundred feet of the real property boundary of a public or nonpublic elementary or secondary school, unless enrolled as a student at the school.

Be present on or in any vehicle or other conveyance owned, leased, or contracted by a public or nonpublic elementary or secondary school without the written permission of the school administrator or school administrator's designee when the vehicle is in use to transport students to or from a school or school=related activities, unless enrolled as a student at the school or unless the vehicle is simultaneously made available to the public as a form of public transportation.

Be present upon the real property of a child care facility without the written permission of the child care facility administrator.

Loiter within three hundred feet of the real property boundary of a child care facility.

Be present upon the real property of a public library without the written permission of the library administrator.

Loiter within three hundred feet of the real property boundary of a public library.

Loiter on or within three hundred feet of the premises of any place intended primarily for the use of minors including but not limited to a playground

available to the public, a children's play area available to the public, recreational or sport=related activity area when in use by a minor, a swimming or wading pool available to the public when in use by a minor, or a beach available to the public when in use by a minor.

A sex offender who has been convicted of a sex offense against a minor:

Who resides in a dwelling located within three hundred feet of the real property boundary of public or nonpublic elementary or secondary school, child care facility, public library, or place intended primarily for the use of minors as specified in subsection 1, paragraph "h", shall not be in violation of subsection 1 for having an established residence within the exclusion zone.

Who is the parent or legal guardian of a minor shall not be in violation of subsection 1 solely during the period of time reasonably necessary to transport the offender's own minor child or ward to or from a place specified in subsection 1.

Who is legally entitled to vote shall not be in violation of subsection 1 solely for the period of time reasonably necessary to exercise the right to vote in a public election if the polling location of the offender is located in a place specified in subsection 1.

A sex offender who has been convicted of a sex offense against a minor shall not do any of the following:

Operate, manage, be employed by, or act as a contractor or volunteer at any municipal, county, or state fair or carnival when a minor is present on the premises.

Operate, manage, be employed by, or act as a contractor or volunteer on the premises of any children's arcade, an amusement center having coin or token operated devices for entertainment, or facilities providing programs or services intended primarily for minors, when a minor is present.

Operate, manage, be employed by, or act as a contractor or volunteer at a public or nonpublic elementary or secondary school, child care facility, or public library.

Operate, manage, be employed by, or act as a contractor or volunteer at any place intended primarily for use by minors including but not limited to a playground, a children's play area, recreational or sport=related activity area, a swimming or wading pool, or a beach.

Appendix F

Mobile Hotspots Lending Agreement
Guidelines for Borrowing and Use

· Only residents of the City of Swisher, contracting towns (Shueyville), and Johnson County rural residents who are library cardholders in good standing may borrow a hotspot. “Good Standing” is defined as a library account that is more than three weeks old. 

· The cardholder must be 16 years of age or older to check out a hotspot.

· Borrowers must read, understand, and sign the Hotspot policy upon initial checkout. .

· The cardholder must have a current, working email address on file in their library account.

· Only one Hotspot per household can be checked out at any given time.

· Hotspots can be checked out for one week (7 days) and can be renewed one time if there are no holds. Following a renewal, the hot spot must be returned to the library and placed on the shelf for one day prior to additional checkout.

· Hotspots must be returned to the circulation desk. Do NOT use the book drop. Borrowers, along with a library staff member, will verify that all accessories are present at the time of check-out and check-in:

· Hotspot Device



· Case

· Charging cable

· Power adapter

Fines and Liability

· The overdue fine is $5.00 per day for a maximum of $100. This maximum fine does not include any and all equipment replacement costs, which are billed separately.

· When the hotspot reaches 1 day past due, it will be deactivated, rendering the device unusable.

· Three days past its due date, the library will call patron and send an overdue notice via email.

· Seven days past due date, the library will again send an overdue notice via email.

· Ten days past due date, the borrower’s account will be charged the replacement fee for the device and a Final Notice will be mailed.

· After 30 days, an unrecovered hotspot will be referred to the Johnson County Sheriff’s department as a theft under Iowa Code 714.5.

· The borrower is responsible for applicable replacement costs and processing fees, up to $200.00 for the hotspot and/or accessories if lost, stolen, or damaged while checked out. The library will not accept replacement hotspots or accessories purchased by the customer. The minimum replacement cost of a hotspot is $200.00.

Proper Care and Use

· Do not leave the Hotspot in a hot vehicle, nor should you expose it to moisture.

· Do not remove the SIM card for any reason.

· Please do not leave the hotspot plugged in once it is fully charged, this can cause damage.

· If the Hotspot prompts you to update its software, you may accept. The software update should only take a few minutes.
Hotspot Lending Agreement

I agree to follow the Swisher Community Library’s Guidelines for Borrowing and Use above, which apply to the use of this device. I will return the Hotspot promptly so other patrons may also have access to the device. I will use proper care for the Hotspot as outlined above. It is my responsibility to know, understand, and abide by these guidelines. 

______________________________________

__________

Signature







Date

______________________________________

Print Name
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