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I.
MISSION AND GOAL STATEMENT
A. The mission of the Lester Public Library of Rome is to provide quality, high-interest materials and services which fulfill educational, informational, and recreational needs of our community and surrounding areas.

B. The general library goals of the Lester Public Library of Rome are:

1. To acquire and make available to all residents of the above areas such books, periodicals, and most frequently requested material.
2. To place special emphasis on materials and services for children and adults that encourages a lifelong interest in reading and learning.

3. To integrate new technology with traditional library resources.

4. To strive consistently to discover new methods and improvements for better service for the library’s patrons.

5. To develop a long range plan to meet the growing needs of the Rome Library and the Rome Community.

6. To review annually the goals of the Lester Public Library of Rome and revise them according to need.
II.
WHO MAY USE THE LIBRARY

A. This library will serve all residents of the community and surrounding area according to the state statutes and contracts.  Service will not be denied or abridged because of religion, race, creed, and economic or political status; or because of mental, emotional or physical condition; age; or sexual orientation. 

B. The use of this library may be denied for due cause.  Such cause may include, but not be limited to the failure to return library materials, or to pay penalties for lost or damaged materials, destruction of library property, disturbance of other patrons, or any other illegal, disruptive, or objectionable conduct on the library premises or at any other library. 
III.
PATRON RESPONSIBILITIES AND CONDUCT
A. It is the patron’s responsibility to maintain necessary and proper standards of behavior in order to protect the individual’s rights as well as the rights and privileges of other patrons.  If a patron creates a public nuisance, that patron may be restricted from the library and from the use of the library facilities.  Those who are unwilling to leave or do not leave within a reasonable amount of time, after being instructed to do so by the staff, will be subject to law enforcement.  For more details please reference APPENDIX P: APPROPRIATE LIBRARY BEHAVIOR POLICY.
B. Young children under six must be accompanied by a parent or designated responsible person while in the library.  All disruptive children will be asked to leave the library after a second warning.  The parent or guardian will be called and the child will be asked to wait in the foyer until the parent or guardian arrives.

IV.
OPERATIONS

HOURS:  Monday, Wednesday, and Friday 10 – 5 p.m.; Tuesday & Thursday 10 – 7 p.m. & Saturday 9 – 2 p.m. except on holidays as set by the Library Board of Trustees.

REGISTRATION:  
New patrons must fill out an application form to register for a library card.  One form of identification must be presented.  Applicants under age 18 must have their parent or guardian’s signature and one form of the parent’s identification. All borrowers must be registered and must have a valid library card to borrow library materials.

CIRCULATION:
A valid library card is mandatory for checkout of available library materials.

1. Four (4) week loan period:  books, audio books
2. One (1) week loan period:  non-current periodicals, games, music CD’s
3. One (1) week loan period:  fiction or nonfiction videos & DVD’s
4. One (1) week loan period:  most reference materials.  Some may be used only in the library and not available for checkout.
5. Two (2) renewal periods will be allowed for each library material available for checkout, unless on reserve for another patron.
FINES/CHARGES FOR OVERDUE, LOST OR DAMAGED MATERIALS:

Overdue fines are $.05 a day on all print and audio books.  Overdue fines for reference materials are $.25 a day.  Overdue fines for videocassettes and DVD’s are $2.00 a day.  The maximum fine charge per item is $6.00.  There is a limit of any combination of six (6) videos or DVD’s per family.  
Patrons are responsible for returning all material in a timely manner.   The staff will make one reminder phone call, or an email notification.  If no response is received, an overdue notice will be mailed to the patron and finally a bill will be sent if there is no further response.  Worse case scenario, the local authorities will be asked to collect the materials from the patron’s residence.   If the material(s) is not returned and/or in unusable condition within a designated period, a bill will be sent for the replacement cost.  Patrons will be denied borrowing access if charges in excess of $2.00 exist.  Borrowing privileges will be limited to those patrons with fines due under $2.00.  Privileges will be determined by the library staff.
THEFT:

Whoever violates Wisconsin State Statutes 943.61 – Theft of library material is guilty of a Class A misdemeanor if the value does not exceed $500, a Class E felony if the value exceeds $500 but not $2,500, a Class C felony if the value exceeds $2,500.

LOST LIBRARY CARDS:


Replacement cards are issued for a $5.00 fee.
RESERVES/INTERLIBRARY LOAN SERVICES

Reserves may be requested by patrons in person, online, email, or via telephone for materials or interlibrary loan services.

CONFIDENTIALITY:


As specified in Wisconsin State Statutes 43.40, “records of any library which is in whole or in part supported by public funds, including the records of a public library system, indicating the identity of any individual who borrows or uses the library’s documents or other materials, resources or services may not be disclosed except by court order or to persons acting within the scope of their duties in the administration of the library or library system, to persons authorized by the individual to inspect such records, or to libraries authorized under subs. (2) and (3).”  The Lester Public Library of Rome adheres strictly to all sections of this State Statute and Wisconsin State Laws regarding the protection of the confidentiality of its users (see Appendix K).
V.
COMPUTER INTERNET USE POLICY
The Lester Public Library of Rome is providing access to the Internet as a means to enhance the information and learning opportunities for the citizens of the library’s service area.  The Board of Trustees has established the Internet Use Policy and the Internet Use Agreement form to ensure appropriate and effective use of this resource.  See Appendix H for specific guidelines of use.  See Appendix M for Wireless Internet policy.
COMPUTER ACCESS/COPY & FAX MACHINE USE:
Use of the computer is available on a first-come, first-served basis.  Patrons must also adhere to the guidelines set out in the Internet Use Policy and Internet Use Agreement (Appendix H).  There is no charge for computer use.   Printers, copy machine and fax machine are available for use at a suggested donation (see Appendix C).  The library staff is available for assistance with the computers, copy machine and fax machine.  Users are advised of restrictions on copyrighted material and violations via a public posting of copyright law (Title 17, US Code).  The responsibility lies in the hands of the user(s).  Users are responsible for knowing how to configure their own equipment in the case of wireless internet use.  The library cannot be responsible for any changes you make to your computer’s settings.
VI.
SERVICES OF THE LIBRARY
A. This library provides materials and resources for information, entertainment, intellectual development, and enrichment of the people of the community.  This library endeavors to:

· Select, organize, and make available books and materials either locally or through the interlibrary loan service as requested.
· Provide guidance and assistant to patrons and providing services for those with special needs.

· Develop programs, exhibits, displays, book lists and services which appeal to various age groups.

· Cooperate with other community agencies, organizations, and libraries, but not perform the function of school or institutional libraries.

· Provide service during evening and weekend hours to meet the needs of the community.

· Regularly review library services being offered.

· Use media and other public relations mechanisms to promote the full range of available library services.

VII. MATERIALS SELECTION/COLLECTION DEVELOPMENT POLICY

The purpose of the Lester Public Library of Rome is to provide all individuals in the community with carefully selected materials to aid the individual in the pursuit of education, information, research, pleasure and the creative use of leisure time.  The library must have a selection policy due to the volume of published materials as well as limitations on the library’s budget.  The Library Bill of Rights (Appendix D), the Freedom to Read Statement (Appendix E), and the Freedom to View Statement (Appendix F) have been endorsed by the  Lester Public Library of Rome Board of Trustees and are integral parts of this policy.  This policy will be reviewed as the need arises.  Responsibility for selection of library materials rests with the Library Director who operates within the framework of the policies determined by the Library Board of Trustees.  The Director has the authority to select or reject any item contrary to the recommendations of the staff.

CRITERIA FOR SELECTION OF PURCHASED OR DONATED MATERIALS:  
The following points are considered in the selection of materials:  individual merit, popular appeal or demand, suitability of material for the clientele, existing library holdings and budget.  Reviews are a major source of the selection of new materials.  The lack of a review or an unfavorable review shall not be the sole reason for rejecting the material that is in demand.  Materials are judged on the basis of the work as a whole, not on a part taken out of context.  Consideration is given to requests from library patrons as well.
The Lester Public Library of Rome Library encourages and appreciates gifts and donation of money and materials.  Acceptance of these is with the understanding that the materials will be added to the collection only if appropriate and needed, and that the Director may sell or dispose of materials not needed because of duplication, condition, or dated information.  Consultation with the Director may be necessary before specific material may be accepted. By law, the library is not allowed to appraise the value of donated material, though it can provide an acknowledgment of receipt of the items if requested by the donor. Donated materials are also subject to the same withdrawal criteria of all other library materials, even if they have bookplates in them.

WITHDRAWAL/WEEDING:  

An up-to-date, attractive and useful collection is maintained through a continual withdrawal and replacement process and based on the CREW method.  Replacement is dependent on current demand, usefulness, recent acquisitions, and availability of newer editions. Weeding is the responsibility of the Director and is authorized by the Library Board of Trustees.   
CHALLENGED MATERIALS:  

Selection of materials will not be made on the basis of anticipated approval or disapproval, but solely on the basis of the principles stated in this policy.  The responsibility for what a child reads or views rests with the individual’s parents or legal guardians.  Although materials are carefully selected, differences of opinion can arise regarding suitable materials.  Patrons requesting specific materials be withdrawn from or restricted within the collection may complete a “Statement of Concern about Library Resources” form which is available in the library (Appendix G).  
CHALLENGED MATERIALS (cont’d):
The Director will first attempt to resolve the issue with the patron while also informing the Library Board of Trustees.  A follow-up letter to the patron will be sent to the patron informing the action taken on the issue in question.  If the Director’s attempt to resolve the issue is not accepted by the patron, the Director will place the inquiry on the agenda of the next regular meeting of the Lester Public Library of Rome Board of Trustees. The Library Board of Trustees will then decide the action to be taken on the inquiry in question.

VIII. RESPONSIBILITIES, DUTIES, AND AUTHORITIES OF LIBRARY BOARD TRUSTEES

According to Wisconsin Statutes 43.58 the Lester Public Library of Rome Board of Trustees will be composed of 7 members with appointments made by the Rome Town Board for three-year terms, which may be extended with Library Board and Rome Town Board approval. One member shall be a school district administrator or the administrator’s representative.  Only one member shall be a member of the municipal governing body. For additional information see Appendix A: Bylaws of the Library Board.
A. BILLS FOR APPROVAL

Bills for approval are received into the library and looked over by the Library Director.  The Director then presents the bills to the designated Board member for a signature.  Bills are then coded by the Director and sent to the Town for payment.  Bill amounts are listed and sent to all library board trustees for final approval at each board meeting.

B.  Credit Card Policy


Any credit card issued to the Lester Public Library of Rome will be used by the Library Director for purchases for the library only and not personal use.  For billing purposes, the receipts should be cross referenced against the billing statements.  All credit card bills should be handled in the same manner as all other library related bills and should coincide with Section VIII: A of the Lester Public Library of Rome General Policy.
IX. PERSONNEL POLICY

The Library Board shall select, appoint, and when necessary for valid reasons, dismiss the Director of the library.  The Director will be responsible to the library board in matters pertaining to and concerning the library.  The Director will be present at monthly board meetings, preparing and presenting reports as requested.  The Director will maintain financial records in an efficient manner, present monthly reports to the Library Board and to the Town of Rome Town Board, and prepare annual budgets to be presented to the Town Board by the president of the Library Board and the Director.  The Director will educate the staff and volunteers on matters of board policy.  If necessary, special meetings will be held for this purpose.  The Director will have the responsibility for collection development for all materials in the library.  This includes selection, ordering, processing, withdrawing, and the inventory of the collection according to the guidelines in the policy.  The Director will be charged with the sole administration of the library.  See Appendix B for Job Descriptions.

The Director is an at-will employee and abides by the personnel policy set forth by the Town of Rome.  The Library Board determines the wages and salary for library personnel.  
The Director and the staff attending continuing education opportunities to aid the library will be allowed expenses at the discretion of the Library Board according to the amount appropriated in the budget.  The Director, staff, and trustees are encouraged to attend and participate in continuing education activities.

X.  VOLUNTEERS AND FRIENDS

The Lester Public Library of Rome Board of Trustees encourages individuals and groups to volunteer time and talent in the service of the library.  In appreciation of volunteer services, the library acknowledges the need to organize volunteer activities and provide for appropriate recognition.  The Friends of the Lester Public Library of Rome is a formal association of individuals who unite to plan, and execute in conjunction with library goals and the needs of the library, programs and events that will benefit the library.  
This group serves at the pleasure of the Library Board which is the only body with legal authority to set policy for the development of the library.  Ex-officio representation from the library board is encouraged to join the Friends of the Library.  The Friends of the Lester Public Library of Rome function under their own By-laws and serve as an organization that assists the library in numerous tasks.
XI. DISPLAYS AND EXHIBITS POLICY
As an educational and cultural institution, the Lester Public Library of Rome welcomes exhibits and displays of interest, information and enlightenment to the community.  The Director shall accept or reject material offered for display based on its suitability and availability.  The library assumes no responsibility for the preservation or protection, and assumes no liability for possible damage or theft of any item displayed or exhibited.  All items placed in the library are there at the owner’s risk.
XII.
BULLETIN BOARD POLICY

The bulletin board may be used for community sponsored programs, non-profit or charity organizations.  The library does not accept commercial, political, campaign, personal or employment advertisements.  All items are subject to the approval of the Library Director or a designee of the director.  All items require the name of the sponsoring agency, the name of a contact person and their phone number. Anyone may appeal such approval/disapproval in writing to the Library Board of Trustees.  The decision of the Library Board of Trustees is final.

XIII. REVIEW AND REVISION OF LIBRARY POLICIES

The preceding statements of policies of the Lester Public Library of Rome will be subject to review and needed revision at least every two years by the Library Board.  Individual policies will be reviewed or added as needed.
Approved December 7, 2004
Revised July 11, 2012

Revised March 15, 2013

​​​​​​​​​​​​​​​​​President, Library Board of Trustees

Library Director
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APPENDIX A:  BYLAWS OF THE LESTER PUBLIC LIBRARY OF ROME
ARTICLE I

Identification

The name of this organization is the LESTER PUBLIC LIBRARY OF ROME in Rome, Wisconsin, existing by virtue of the provisions of Chapter 43 of the Wisconsin Statutes, and exercising the powers and authority and assuming the responsibilities delegated to it under said statute.

ARTICLE II
Board of Trustees

Section1.  Number and qualifications:  The governing body of the library is composed of 7 members as appointed by the Town Board and representing the residents of the local area.
Section 2.  Terms of office:  The terms of office of trustees shall be three years, which may be extended.
Section 3.  Vacancies:  Any vacancies will be handled in accordance with the current Town of Rome policy.
ARTICLE III
Officers

Note: Section 43.544(2), Wisconsin State Statute requires board members only to elect a president “and such other officers as they deem necessary.”
Section 1.  The officers shall be a president, a vice-president, and a secretary, elected from among the appointed trustees at the annual meeting of the board.  An officer may succeed him/herself.  

Section 2.  :  The terms of office of trustees shall be three years, which may be extended. 
Section 3. The president shall preside at all meetings of the board, authorize calls for any special meetings, appoint all committees, and execute all documents authorized 
ARTICLE III (cont’d)
Officers

by the trustees, serve as ex-officio voting member of all committees, and generally perform all duties associated with that office.  

Section 4.  The vice-president, in the event of the absence or disability of the president, or of a vacancy of that office, shall assume and perform the duties and functions of the president.

Section 5.  The secretary shall keep a true and accurate record of all meetings of the board, shall issue notice of all regular meetings, and shall perform such other duties as are generally associated with that office.  The library director, a member of the staff, or an outside agency may be designated to perform any or all of the above duties.

ARTICLE IV

Meetings

Section 1.  The regular meetings shall be held as called.   
Section 2.  The order of business for regular meetings shall include, but not be limited to, the following items:


(a)  Call to order


(b)  Certify postings


(c)  Roll call of members, introduction of visitors
(d)  Disposition of minutes of previous regular meeting and any intervening special or closed meeting

(e)  President’s report 
(f)  Bill approval
(g)  Budgets
(h)  Foundation/Friends of the Library/Town of Rome
(i)  Librarian’s report
(j)  New business

(k)  Set Next Agenda Items

(l)  Set Next Meeting Date

(m)  Adjournment

ARTICLE V

Duties of the Board of Trustees

Section 1.  Determine the policies of the library and develop the highest possible degree of operating efficiency in the library.
Section 2.  Select and appoint a competent library director.

Section 3.  Advise in the preparation of the budget, approve it, and make sure that adequate funds are provided to finance the approved budget.

Section 4.  Through the library director, supervise and maintain buildings and grounds, as well as regularly review various physical and building needs to see that they meet the requirements of the total library program.

Section 5.  Study and support legislature that will bring about the greatest good to the greatest number of library users.

Section 6.  Cooperate with other public officials and boards and maintain vital public relations.

ARTICLE VI
Library Director

The library director shall be considered the ex-officio member of the board and shall have sole charge of the administration of the library under direction and review of the Library Board.  The director shall be responsible for the care of the buildings and equipment, for the employment of the staff, for the efficiency of the library’s service to the public, and for the operation of the library under the financial conditions set forth in the annual budget.  The director shall attend all board meetings but shall have no vote.

ARTICLE VII

General

Section 1. An affirmative vote of the majority of all members of the board present at the time shall be necessary to approve an action before the board.

Section 2. Any rule or resolution of the board, whether contained in these bylaws or otherwise, may be suspended temporarily in connection with business at hand, but such suspension, to be valid, may be taken only at a meeting at which a quorum is established.  Four or more members present constitute a quorum.
Section 3.   These bylaws may be amended at any regular meeting of the board by majority vote of all members of the board.

Section 4.  A quorum for the transaction of business at any meeting shall consist of majority members of the Board present in person. (For municipalities see S.43.54(1)(e), Wis Stats.). In rare circumstances and on pre-approval by the President, members may participate by telephone or other means of telecommunication or electronic communication. Any voting conducted by telephone, or by other means of telecommunication or electronic communication, shall be subject to the same quorum requirements of meetings at which members are present in person. A person appearing electronically shall state on the record that no other individuals are able to hear the closed session discussion.

These bylaws will be in force upon adoption by the board of trustees of the Lester Public Library of Rome on the 11th Day of July 2011.
APPENDIX B:  JOB DESCRIPTIONS AND QUALIFICATIONS
Library Director/ Administrator

Responsibilities and duties:

1.
Know and keep up-to-date library concerns; local, county, system, state and federal levels by reading, attending meetings, workshops and classes.

2.
All phases of librarianship and literature:

a.
Collection development of all materials (books, periodicals, audio visual, pamphlets) selecting, ordering, cataloging, processing of material for checkout, repair of materials, review of collection for outdated material and withdrawal from the collection.

b.
Material record management of the electronic catalog.

c.
Patron application for library card, patron record management of electronic catalog and oversee patrons in the library.

d.
Circulation of materials and collecting materials when they become overdue.



e.
Reference service for walk-in, email and digital requests, and telephoning patrons.



f.
Inventory and collection.

3.
Plan the budget and administer it.  Prepare monthly vouchers for bills and payroll.  Keep records of all bills.

4.
Prepare financial and service reports for the Library Board & Town Board, the Library System and the State by month, semi-annual and annual.

5.
Schedule staff time.

6.
Select, train, and supervise all non-professional staff with approval of the Library Board.

7.
Develop and implement, with board approval, a Volunteer Policy

8.
Public relations persons – talk to local groups, businesses, create displays, booklists, news articles, plan for development of library services and make recommendations, cooperate with other libraries and systems, meet with city officials and governing bodies.
9.
Programming – summer reading program, preschool story time, book talks, adult programming. 

10.
Know how to use and troubleshoot for all equipment (automated circulation system, computers, electronic catalogs, email, printers, networks, typewriter, copy machine, telephone, projectors, and camera).

11.
Oversee maintenance and appearance of the library and grounds.

QUALIFICATIONS OF LIBRARY DIRECTOR/ADMINISTRATOR:

1.
Grade 2 - State of Wisconsin Certification.  
2.
Ability to meet the public and work well with others.

3.
Ability to supervise library when in charge.

4.
Typing, computer and office equipment skills.

5.
Knowledge of library skills.

Grade 2 Certification:  Administrators of municipal, joint and county libraries with a municipal, joint municipal or county population between 3,000 and 5,900 are required to hold at least grade 2 Certificate.

The educational requirements for grade 2 certification are a Bachelor’s Degree plus twelve semester credits for the following courses:

· Public Library Administration

· Selection of Materials

· Organization of Materials

· Reference and Information Services

After these courses have been completed, individuals certified at grade 2 must participate in 100 contact hours of continuing education in the five-year period prior to re-certification.
Assistant Director

Responsibilities and duties:

Under the general direction of the Library Director, The Assistant Director independently performs in the following areas: circulation, reference service, and collection development.  This position also encompasses general supervisory responsibilities relating to scheduling volunteers and the oversight of duties.  In the absence of the Library Director, this position assumes responsibility for the staff and building.

DUTIES/EXAMPLES OF WORK

1.  
Plans, organizes and conducts library services in the areas of circulation, interlibrary loan and serials management.  Assists with technical services duties as assigned by the Library Director.

2.
Assists in training, directing and evaluating the work of persons in volunteer positions.

3.
Carries out library policies and procedures.

4.
Assists patrons with ready-reference questions, readers’ advisory, bibliographic 
instruction and database searching.

5.
Assists with cataloging of all types and levels of materials.

6.
Provides information and recommendations for materials selection.

7.
Assists in updating of library procedures; collects and organizes statistics.

8.
Serves as staff liaison to and coordinates activities with the Friends of the Library organization.

9.
Performs light housekeeping as necessary.

10.
Performs other related tasks.

EDUCATION AND EXPERIENCE

1.
Wisconsin Grade 3 certificate or the equivalent

SPECIAL QUALIFICATIONS DESIRED

1.
Prior experience working in a public library.

2.
Library course work in pertinent areas.

3.
Valid Wisconsin vehicle operator’s license.

DEGREE OF INDEPENDENT JUDGMENT EXERCISED

1.
For complex tasks supervisor provides oral or written instructions on what to do, how or when to do it.  Otherwise position requires a high degree of independent judgment.

OTHER POSITIONS AND EMPLOYEES SUPERVISED

1. Library Assistants and Volunteers in absence of Library Director 
Library Assistant/Librarian
Responsibilities and duties:

1. Oversee the day to day operation of the library as assigned by the director including:  opening and closing of the library; daily circulation, reference, and processing of library materials.
2. Familiarize oneself with the overall organization of the library in order to take charge of the library when the director is not on duty.

3. Circulation desk duties:

a. Materials check-in and check-out

b. Register and issue patron library cards

c. Take reserves, prepare overdue reports and send notification

d. Answer simple reference questions in person and over the telephone

e. Process interlibrary loan requests, orders and returns

f. Answer reference and circulation questions

g. Computer station troubleshoot

h. Locate requested materials

i. Assist with fax, copier and printer use

j. Answer incoming telephone calls

k. Calculate fine and be able to handle money

4. Process and manage bulk loans, serial and magazine materials

5. Process and repair library materials

6. Promote and assist with planning of library programs
7. Attend workshops, meetings and continuing education opportunities

8. Communicate suggestions/problems with the director

9. Assist with cataloging library materials

QUALIFICATIONS OF THE LIBRARY ASSISTANT/LIBRARIAN
1. High school graduate,  completion of the A-50 Basic Library Services certification and at least one year of library experience

2. Ability to work with people of all ages, display good customer service skills, demonstrate good communication skills and have a love of reading

3. Ability to supervise the library when in charge

4. Possess a base knowledge of computer skills and a willingness to learn the library’s circulation and cataloging software

Junior Library Aide
Responsibilities and duties:

Assist with planning and organizing the Summer Library Program. Assist with events surrounding the program which may include running games, teaching crafts, collecting reading records, keeping statistics and miscellaneous clerical tasks as assigned.
Qualifications:

Applicants must be currently enrolled in high school or a recent graduate and be in good academic standing.  Is also required to have past experience working with children and/or in a library environment with children.  Ability to communicate effectively, both orally and in writing.  Ability to maintain adequate attendance. Familiarity with computers and keyboarding desired.  Student must be willing to work with children ages Preschool - Middle School.

APPENDIX C: CHARGES

1.
Photocopying and printer use are as follows:

Suggested donation for photocopies, scanning and printer copies

Photocopies and printer copies

$ .10/page B&W; $.25/page Color

Fax




$1.00/page up to 5 pages







$ .50/ page thereafter


Scan to removable media and/or email
$1.00/page up to 5 pages 







$.50/ page thereafter
2.
Replacement of lost or damaged library materials


i.
The replacement cost of the material

3.
Book & Video Fines

i.
$.05/day for books, periodicals, audio books, after a 3 day grace period


ii.
$2.00/day for videos & DVD’s after a 3 day grace period


iii.
$.25 for reference materials after a 3 day grace period.
APPENDIX D: 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.

I. 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. 
II. 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. 

III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 

IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas. 

V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views. 

VI. 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 18, 1948. 
Amended February 2, 1961, and January 23, 1980,
inclusion of “age” reaffirmed January 23, 1996,
by the ALA Council.
APPENDIX E: FREEDOM TO READ STATEMENT

The freedom to read is essential to our 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 our national tradition of free expression is no longer valid; that censorship and suppression are needed to avoid the subversion of politics and the corruption of morals. We, as citizens 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 citizen, by exercising critical judgment, will accept the good and reject the bad. The censors, public and private, assume that they should determine what is good and what is bad for their fellow citizens. 
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 need the help of censors to assist them in this task. 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 not 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. 

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. 

APPENDIX E: FREEDOM TO READ STATEMENT (CONT.)
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: 

1.
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 or unpopular with 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. 
2.
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. 
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3.
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. 

4.
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. 
5.
It is not in the public interest to force a reader to accept with any expression the prejudgment of a label characterizing it 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 the citizen. 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. 
6.
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. 
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 
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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. 
7.
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 citizens 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, by the ALA Council and the AAP Freedom to Read Committee. 

APPENDIX F: 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: 

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. 

Endorsed by the ALA Council January 10, 1990
APPENDIX G: 
STATEMENT OF CONCERN ABOUT LIBRARY RESOURCES


Name__________________________________Date_____________


Address________________________________Phone____________


City____________________________State_________ZIP________


Resource on which you are commenting:


____Book



____Audio-Visual


​​____Magazine


____Content of Library Program

____Newspaper


____Other


Title:__________________________________________________


Author/Publisher or Producer/Date:___________________________



1. What brought this resource to your attention?



2. To what do you object?  Please be specific as possible.

3. Have you read, or listened to, or viewed the entire content?  If not, what parts have you read, listened to or viewed?



4. What do you feel the effect of the material might be?



5. For what age group would you recommend this material?



6. In its place, what material of equal or better quality would you recommend?



7. What do you want the library to do with this material?



8. Additional comments:
APPENDIX H:  INTERNET   POLICY AND GUIDELINES

I.  Purpose

Lester Public Library of Rome is committed to providing access to informational, educational, recreational and cultural resources for all library users. The Library provides access to the Internet through library computers connected to the Internet, and through wireless Internet access during open library hours.

II. Disclaimer

The Library's computer system provides the opportunity to integrate electronic resources from information networks around the world with the Library's other resources. However, not all sources on the Internet are accurate, complete, legal, trustworthy, or up-to-date. The Library assumes responsibility only for the information provided on its web sites, web-based resources, and social media pages. The Library cannot monitor or accept responsibility for material in other Internet sources.

III. Responsibilities of Users

Users should be aware that they are working in a public environment shared by people of all ages and sensibilities. Users should refrain from the use of Internet sounds and visuals which might disrupt the ability of other library patrons to use the library and its resources.  Library users are individually responsible for their own access, use, or dissemination of information via the Internet in the Library.  Users agree to follow the Internet Policy and Guidelines in the Library and to contact staff immediately if experiencing problems or concerns.  In the case of minors, use of library computers and library's wireless network is a joint responsibility of the user and the parent or guardian.  

Users should safely share personal information (name, address, password, telephone number, school or work, credit card number, etc.) on the Internet. This includes but is not limited to email, instant messaging, online purchasing, social media sites, and commercial sites. The Library cannot be responsible for security of personal information shared on or with non-library sites.

Users should evaluate Internet sources just as they do print materials, questioning the accuracy and completeness of the information. Users must use the Internet at their own risk, realizing that beyond the Library's web sites, web-based services, and social media pages they may encounter material they find offensive. 
III. Responsibilities of Users (Continued)
All users of electronic information resources such as the Internet are expected to use these resources in a responsible manner, consistent with the educational and information purpose for which they were provided and follow these rules and regulations.

The use of the Internet and e-mail is not guaranteed to be private.  Messages relating to or in support of illegal activities will be reported to the proper authorities.

Responsible, ethical use of such resources includes the following:

-Users are expected to obey all federal, state, and local laws.  Users will not use the Internet to harm or harass others; (e.g. sending unwanted e-mail/chain messages).  This is in violation of Wisconsin State Statutes.

-Users are expected to obey library policies and procedures.  Failure to comply may result in the loss of Internet privileges.

-Users will respect the privacy of others by not misrepresenting oneself as another user; by not attempting to modify or gain access to any files, passwords, or data belonging to others or to the Library.

-Users will not send, receive or display text or graphics, which may reasonably be construed as obscene according to Wisconsin State Statutes Obscenities Law.

-Users agree not to make changes to the setup or configuration or the software or hardware of Library electronic equipment.
Top of Form

IV. Guidelines

•
Patrons may use the Internet for the receipt and transmission of electronic mail (e-mail) as long as they use free or personal e-mail service which will establish and maintain an account for them; the library is unable to manage mail accounts for any organizations or individuals.

•
Internet use is offered in thirty (30) minute sessions on a first-come, first-served basis June 1 – September 1; each user is allowed two sessions per day. Internet use is offered in forty-five (45) minute session on a first-come, first-served basis September 2 – May 31, each user is allowed two sessions per day. 

•
Patrons will respect and uphold copyright laws and all other applicable laws and regulations and will not use the Internet for illegal purposes.

•
Patrons will respect the rights and privacy of others by not accessing private files.

•
Patrons agree not to incur any costs for the library through their use of the Internet service.

•
Patrons shall not create and/or distribute computer viruses over the Internet.

•
Patrons shall not deliberately or willfully cause damage to computer equipment, programs, or change any and all parameters.

•
The library is not responsible for any removable media left in the computers, or copies left in the printers.  Any information saved on the computers will be erased at the end of each session.  
V.  Printing

A suggested donation of $.10 per page for black & white, $.25 page for color for printing will be requested for any information printed from the Internet to the network printers.  Please pay the library staff immediately after your Internet session.
VI. Scan to Email or Removable Media

Library Staff will honor patron requests for documents to be scanned and sent to an email address or placed on a removable storage device provided by the patron.  A suggested donation of $1.00 per page up to 5 pages and $.50 per page thereafter will be requested for any information scanned or copied into email or onto removable storage devices. The Library takes no responsibility for errors in transmission, errors with email addresses or the receipt of the item sent per the patron’s instructions.
VII. Supervising Use by Children and Teens

Children eight and under must use the Internet with their accompanying adult.
Please be aware that all public Library computers are shared by children and adults in the same physical area of the library
The Library supports the right for each family to decide what appropriate Internet use is for their children and teens.  Use of the Internet presents an opportunity for each family to discuss sites and content they feel is appropriate or inappropriate. 

Parents, guardians, and caregivers are expected to instruct minors to safely share personal information (name, address, password, telephone number, school, credit card number, etc.) on the Internet. This includes but is not limited to email, instant messaging, online purchasing, social media sites, and commercial sites. Before giving out any personal information via email, minors need to be confident that they are dealing with someone who is known and trusted by them and their parents or guardians.

For more information on children, teens, and the Internet see content on SafeKids.org, SafeTeens.com, and ConnectSafely.org.
VIII. Illegal and Unacceptable Uses

People may only use the Library's computers and networks for legal purposes.  Examples of unacceptable uses include, but are not limited to, the following:

· Harassment of other users or violation of their privacy (see Appendix P. Appropriate Behavior and/or Illegal Conduct);

· Libeling, slandering or maliciously offending other users; 

· Violation of software licensing agreements; 

· Overuse of system resources such as bandwidth;

· Attempting to crash, degrade performance of or gain unauthorized access to the Library's or other computer systems and networks; 

· Damaging equipment, software or data belonging to the Library or other users;

· Failure to follow Internet Policy and Guidelines in the Library including but not limited to time limits, printing policies, and use of headphones;

· Exposing children to harmful or inappropriate materials as outlined in Sec. 948.11 of the Wisconsin Statutes 

Violations may result in restrictions on library use. Illegal uses of the Library's computers or wireless networks may also be subject to prosecution by local, state or federal authorities.

The Library expressly disclaims any liability or responsibility arising from access to or use of information obtained through its electronic information systems, or any consequences thereof.

IX.   Responsibilities of the Library

The Library strives to maintain Internet access via library computers, networks, and wireless access at all times the library is open.  Short downtimes do occasionally occur, and will be announced ahead of time whenever possible.  Library staff assists users with library computers, printers, library software, and general Internet use, and can also verify that the library's wireless network is functional. Library staff may be able to assist users with laptops, phones, e-readers or other wireless devices or answer software questions.  Library staff also may direct users to library resources, Internet resources, or training classes that can help users explore software or wireless devices.

Computer use information, as well as library cardholder information, is confidential as defined through the Library Confidentiality Policy. All files are removed and internet search history is deleted from library computers at the end of each user's session.  The library does maintain Internet use records for ten days via the online signup system used by the library. 

The Library's wireless networks are offered as unsecure wireless networks.  Users should use wireless access accordingly.  
X.  CONSEQUENCES FOR MISUSE AND VIOLATIONS
The following guidelines will be used to assess consequences for violation of any portion of these policies:

First Offense: A first offense will result in automatic suspension of the user’s Internet privileges and prohibition from use of the Internet and possibly non-Internet computer uses for a minimum of 4 weeks.

Second Offense: A second offense will result in automatic suspension of the user’s Internet privileges and prohibition from use of the Internet and possibly non-Internet computer use for a maximum of 6 months.
XI. APPEALS
Users have the right to a full and impartial review of disciplinary action of a decision they consider unjust.  Appeals must be made by the parent/guardian of the child under the age of 18.  An adult may also make appeals.  Appeals will be made to the following:

1.
The Director.  The Director will convene with appropriate staff and any other person(s) involved in a timely manner to hear the appeal and discuss alternatives, if appropriate.  A decision must be reached by this group or conveyed to the juvenile/parent/guardian/adult at the completion of the hearing.

2.
Library Board Members.  If the above parties do not satisfy the complaint, a further appeal may be made to the Lester Public Library of Rome Board of Trustees.

X.  Copyright

Copyright law of the United States (Title 17, U.S. Code) protects created works (including email, text, music, videos, web sites, images, programs or data), and describes permissible and prohibited uses of protected works. The U.S. Copyright Office notes that while “use of works may be permissible for criticism, comment, news reporting, teaching, scholarship, and research.....the distinction between fair use and infringement may be unclear and not easily defined."1 Except as permitted by fair use or other copyright exemptions, Lester Public Library of Rome internet users may not reproduce, display, or distribute copyrighted materials. Responsibility for any consequences of copyright infringement lies with the user; Lester Public Library of Rome expressly disclaims any liability or responsibility resulting from such use.

1 U.S. Copyright Office fair use factsheet. <<http://www.copyright.gov/fls/fl102.html>>. Accessed 3 January 2011.

Approved 04/10/2013
_________________________  _____________________




Library Board President

Library Director
APPENDIX I:  SEARCH WARRANT & SUBPEONA PROCEDURES

If any library staff member is approached in or on the library premises and presented with a SEARCH WARRANT 
  OR A SUBPEONA
 by a police officer, FBI or CIA agent or any other law enforcement official follow the procedure below. 

Please ask to see identification and then tell the officers present that you need to contact your supervisor before you do anything else.  

All telephone numbers
 are found on the following page.  Do not leave a message on their answering service; only speak directly with each person to notify them of this situation.
1. Contact the library director.

2. If you cannot reach the library director, call the Library Board President (ask the President to contact the Town of Rome Chairman).

3. If you cannot reach either of the above mentioned, call the Town Chairman.

4. If you cannot reach any persons named above proceed to call the Library Board Trustees until you reach a person to speak to.  

5. If a SEARCH WARRANT is served, you must give the officers all the items and information listed exactly on the official document, no more and no less.

6. If a SUPEONA is presented, you do not have to give the officers anything at this time.  Tell them you will give the SUBPEONA to your Supervisor and the attorney from the Town of Rome will be in contact with them.

[image: image1.png]SEARCH WARRANT

STATE OF WISCONSIN )
) Ss. In the Circuit Court of the
COUNTY OF DANE ) County of Dane.

THE STATE OF WISCONSIN, to the Sheriff, or any other peace officer for said
County:

WHEREAS, Detective Sergeant Bernadette Baltzer, has this day complained in
writing to this Court of the County of Dane, upon oath, that on February 19, 2002, in the
County of Dane, there are now located and concealed in or upon certain computers and
hard drives obtained in the search warrant from 1350 Linnerud Drive, Sun Prairie Public
Library in the City of Sun Prairie, in said Dane County, Wisconsin, and more particularly
described as follows:

Your affiant personally observed the computers, which were seized from, Sun Prairie
Public Library, at 1350 Linnerud Drive, Sun Prairie, Wisconsin, on February 15 2002, at
3:45PM. The computers are currently in the custody of the State of Wisconsin, Crime
Laboratory, located at 17 W. Main St. Madison, Wisconsin 53702: :

All the computers taken from the Sun Prairie Public Library were marked #1
through #26 by Officer Verhalen.

The computers are described as: Twelve (12) Nobilis CPUS, Two (2) Aspect CPUS,
Eleven (11) Dell CPUS, and One (1) Ultraplex CPU.

COMPUTERS OBTAINED AS EVIDENCE:

Computer #1:Nobilis, cream colored CPU, model Intel Celeron, no serial
number.

Computer #2: Nobilis, cream colored CPU, model Intel Celeron, no serial
number.

Computer #3: Nobilis, cream colored CPU, model Intel Celeron, no serial
number.’



[image: image2.png]Computer #4: Nobilis, cream colored CPU, model Intel Celeron, no serial
number.

Computer #5: Nobilis, cream colored CPU, model Intel Celeron, no serial -
number.

Computer #6: Nobilis, cream colored CPU, model Intel Celeron, no serial
number.

Computer #7: Aspect, model Pentium 133, cream colored CPU, horizontal,
serial number 14556.

Computer #8: Aspect, cream colored CPU, model Pentium 133, horizontal,
serial number 14543.

Computer #9: Taken from the kids area, Nobilis, cream colored CPU, model
Intel Celeron, no serial number. |

Computer #10: Employee computer, Nobilis, model Intel Celeron, cream
colored CPU, no serial number.

Computer #11: Employee computer, Dell Optiplex, model Pentium 4, black
computer, serial number JSJF311.

Computer #12: Employee computer, Ultraplex, PII 300, cream-colored
CPU, no serial number.

Computer #13: Employee computer, Nobilis, model Intel Celeroh, cream-
colored CPU, no serial number.

Computer #14: Nobilis, Intel Celeron, cream colored CPU, no serial
number. '

Computer #15: Employee computer, Nobilis, model Intel Celeron, cream-
colored CPU, no serial number.

Computer #16: Employee computer, Dell Optiplex, black CPU, model
Pentium 4, serial number HSJF311.



[image: image3.png]Computer #17: Employee computer, Dell Optiplex, model Pentium 3,
cream-colored CPU, serial number D094101.

Computer #18: Employee computer, Dell Optiplex, model Pentium 4, black
CPU, serial number GSJF311.

Computer #19: Employee computer, Dell Optiplex, model Pentium 3,
cream-colored CPU, serial number J094101.

Computer #20: Employee computer, Dell Optlplex model Pentium 4, black
CPU, serial number 3TJF311.

Computer #21: Employee computer, Dell Optiplex, Pentium 3, cream
colored CPU, serial number 2194101.

Computer #22: Employee computer, Nobilis, model Intel Celeron, cream-
colored CPU, no serial number.

Computer #23: Employee computer, Dell Optiplex, model Pentium 3,
cream-colored CPU, serial number B094101.

Computer #24: Employee computer, Dell Optiplex, Pentium 4, black CPU,
serial number FSJF311. \

Computer #25: Employee computer, Dell Optiplex, model Pentium 3,
cream-colored CPU, serial number 4194101.

Computer #26: Employee computer, Dell Optiplex, model Pentlum 3,
cream-colored CPU, serial number G094101.

certain things, to-wit:

Any and all items of evidentiary value used in the commission of the crime of Possession
of Child Pornography including but not limited to the following:

1) Any and all information electronically stored in any form within the computers,
from the Sun Prairie Public Library described above.



[image: image4.png]NOW. THEREFORE, the Courts find probable cause exists for the issuance of a search
warrant upon the grounds that the above items may constitute evidence of a crime, to-wit:

Possession of Child Pornography, in violation of Section 948.12;

The Court further finds probable cause exists to believe that the above described property
and things are in the above-described computers now located at the State of Wisconsin

Crime Lab.

NOW, THEREFORE, in the name of the State of Wisconsin, you are commanded
~ forthwith to search said computers in an expeditious manner for said property and, return
this warrant within forty-eight (48) hours, before said court.

WITNESS, the Honorable ~Z£>7 < N7 exs , Judge of the
Circuit Court, Branch & , Dane County, Wisconsin, this &2 7  day of
February, 2002. '

Judge

ENDORSEMENT

Received by me this / g day of W ,2002,at /0. 54

Oclock { M.
DBnton éﬂ,/é/

(Peace Officer)
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UNITED STATES DISTRICT COURT
DISTRICT OF

SUBPOENA IN A CIVIL CASE

Case Number:!

TO:

G YOU ARE COMMANDED to appear in the United States Dlstrlct court at the place, date and time specxﬁed below
testify in the above case.

PLACE OF TESTIMONY

COURTROOM

DATE AND TIME

G YOU ARE COMMANDED to appear at the place, date, and time specified below to testify at the taking of a deposition
in the above case.

PLACE OF DEPOSITION

DATE AND TIME

G YOU ARE COMMANDED to produce and permit inspection and copying of the following documents or objects at the
: p
place, date, and time specified below (list documents or objects):

PLACE

DATE AND TIME

G YOU ARE COMMANDED to permit inspection of the following premises at the date and time specified below.

PREMISES ~ | DATE AND TIME

Any organization not a party to this suit that is subpoenaed for the taking of a deposition shall designate one or more officers,
directors, or managing agents, or other persons who consent to testify on its behalf, and may set forth, for each person designated, the
matters on which the person will testify. Federal Rules of Civil Procedure, 30(b)(6).

ISSUING OFFICER’S SIGNATURE AND TITLE (INDICATE IF ATTORNEY FOR PLAINTIFF OR DEFENDANT)

ISSUING OFFICER’S NAME, ADDRESS AND PHONE NUMBER

_— —_—m--—--s M M_—_ @0 —
(See Rule 45, Federal Rules of Civil Procedure, Parts C & D on next page)

! If action is pending in district other than district of issuance, state district under case number.



[image: image6.png]PROOF OF SERVICE
DATE PLACE
SERVED
SERVED ON (PRINT NAME) MANNER OF SERVICE
SERVED BY (PRINT NAME) TITLE
DECLARATION OF SERVER

I declare under penélty of perjury under the laws of the United States of America that the foregoing information
contained i the Proof of Service is true and correct.

Executed on

DATE SIGNATURE OF SERVER

ADDRESS OF SERVER




[image: image7.png]Rule 45, Federal Rules of Civil Procedure, Parts C & D:
(c) PROTECTION OF PERSONS SUBJECT TO SUBPOENAS.

(1) A party or an attorney responsible for the issuance and service of a
subpoena shall take reasonable steps to avoid imposing undue burden or expense
on a person subject to that subpoena. The court on behalf of which the subpoena
was issued shall enforce this duty and impose upon the party or attorney in breach
of this duty an appropriate sanction which may include, but is not limited to, lost
earnings and reasonable attorney’s fee.

(2) (A)Apersoncommanded to produce and permit inspection and copying
of designated books, papers, documents or tangible things, or inspection of
premises need not appear in person at the place of production or inspection unless
commanded to appear for deposition, hearing-or trial.

(B) Subject to paragraph (d) (2) of this rule, a person commanded to
produce and permit inspection and copying may, within 14 days after service of
subpoena or before the time specified for compliance if such time is less than 14
days after service, serve upon the party or attorney designated in the subpoena
written objection to inspection or copying of any or all of the designated materials
or of the premises. If objection is made, the party serving the subpoena shall not
be entitled to inspect and copy materials or inspect the premises except pursuant
to an order of the court by which the subpoena was issued. If objection has been
made, the party serving the subpoena may, upon notice to the person commanded
to produce, move at any time for an order to compel the production. Such an
order to comply production shall protect any person who is not a party or an
officer of a party from significant expense resulting from the inspection and
copying commanded.

(3) (A) On timely motion, the court by which a subpoena was issued shall
quash or modify the subpoena if it

(i) fails to allow reasonable time for compliance,

(i) requires a person who is not a party or an officer of a party to
travel to a place more than 100 miles from the place where that person resides,
is employed or regularly transacts business in person, except that, subject to the
provisions of clause (c) (3) (B) (iii) of this rule, such a person may in order to
attend

trial be commanded to travel from any such place within the state in which the
trial is held, or

(iii) requires disclosure of privileged or other protected matter and
no exception or waiver applies, or
(iv) subjects a person to undue burdeén.

(B) Hf a subpoena

(i) requires disclosure of a trade secret or other confidential
research, development, or commercial information, or

(ii) requires disclosure of an unretained expert’s opinion or
information not describing specific events or occurrences in dispute and resulting
from the expert’s study made not at the request of any party, or

(1it) requires a person who is not a party or an officer of a party to
incur substantial expense to travel more than 100 miles to attend trial, the court
may, to protect a person subject to or affected by the subpoena, quash or modify
the subpoena, or, if the party in who behalf the subpoena is issued shows a
substantial need for the testimony or material that cannot be otherwise met
without undue hardship and assures that the person to whom the subpoena is
addressed will be reasonably compensated, the court may order appearance or
production only upon specified conditions.

(d) DUTIES IN RESPONDING TO SUBPOENA.

(1) A person responding to a subpoena to produce documents shall produce
them as they are kept in the usual course of business or shall organize and label
them to correspond with the categories in the demand.

(2) When information subject to a subpoena is withheld on a claim that it is
privileged or subject to protection as trial preparation materials, the claim shall
be made expressly and shall be supported by a description of the nature of the
documents, communications, or things not produced that is sufficient to enable
the demanding party to contest the claim.




APPENDIX J: PRIVACY POLICY

Confidentiality of Patron Records

Privacy Policy
A. Purpose

A patron’s right to privacy is a primary concern of the Lester Public Library of Rome.  Patrons have the right to be able to choose and use materials and services without fear of these records becoming public knowledge.

B. Statutory Reference

Pursuant to Wisconsin State Statute 43.30 “Public Library Records,” the public library is responsible for maintaining the confidentiality of all patron registrations, circulation records, and materials use and service usage.

43.30 Public library records.  (1) Records of any library which is in whole or in part supported by public funds, including the records of a public library system, indicating the identity of any individual who borrows or uses the library’s documents or other materials, resources or services may not be disclosed except by court order or to persons acting within the scope of their duties in the administration of the library or library system, to persons authorized by the individual to inspect such records, or to libraries as authorized under subs. (2) and (3).

(2)  A library supported in whole or in part by public funds may disclose an individual’s identity to another library for the purpose of borrowing materials for the individual only if the library to which the individual’s identity is being disclosed meets at least one of the following requirements:

(a) The library is supported in whole or in part by public funds.

(b) The library has written policy prohibiting the disclosure of the identity of the individual except as authorized under sub. (3).

(c)The library agrees not to disclose the identity of the individual except an authorized under sub. (3).

(3) A library to which an individual’s identity is disclosed under sub. (2) And that is not supported in whole or in part by public funds may disclose that individual’s identity to another library for the purpose of borrowing materials for that individual only if the library to which the identity is being disclosed meets at least one of the requirements specified under sub. (2) (a) to (c).

APPENDIX J: PRIVACY POLICY (CONT.) 
(4) Upon request of the custodial parent or guardian of a child who is under the age of 16, a library supported in whole or part by public funds shall disclose to the custodial parent or guardian all library records relating to the use of the library’s documents or other materials, resources, or services by that child. (State Stat. 43.30 (4).
C. Staff responsibility

When linked with a person’s name, library registration, circulation information, materials usage and service usage are confidential.  Employees have a legal responsibility not to reveal information about our patrons or their use of the library and should access patron information only when it is necessary to complete their job responsibilities.

Patron’s registration, circulation details, or materials and service usage must never be discussed with any individual except when needed in the performance of one’s job.  Such information should never be discussed with anyone outside the library.  Gossip and careless remarks regarding a patron’s use of the library, in or out of the library, are violations of trust and the library’s confidentiality policy.  Such violations may be cause for immediate dismissal, regardless of position or length of service.

D.  Requests for information

The normal reply to any request for patron information or materials and service usage, outside the described above should be that this information is confidential.  If the requester is persistent, please refer to the library director, or in the director’s absence, the current supervisor in charge.  All requests from law enforcement personnel should be referred to the director.

Library Board Approved 5/5/203
APPENDIX K:  CONTACT NUMBERS

LIBRARY & TOWN CONTACT TELEPHONE NUMBERS
Library Director: 

Lore Ponshock 

(715)323-0961
Library Board President:
Jeanne Osgood

262 Cranbrook Ct.

Home (715) 325-6244

Cell (262) 370-4756 
Town of Rome Town Chairman:

Phil McLaughlin

Home: (715) 325-7329 
Email : pmclaughlin83@yahoo.com
Library Board Trustees:

Jill Reese






Elaine Momsen



(715) 325-7717





(715) 325-7753





Pam Hyland





Bill Lindroth


(715)325-5020





(715) 254-4361
Jerry Wiessinger





Keith Johnson

(715)325-3152





(715) 818-8074
Town of Rome Attorney:

Dan Wood, P.O. Box 98, 407 Main St., Friendship, WI 53934 (608) 339-9200; Fax 608-339-9201; Email:  woodlaw@frontier.com
APPENDIX M: LIBRARY CLOSURE POLICY
I.
Purpose of Policy

A. At times when the weather becomes hazardous to the health and safety of the public and/or library staff, the library will close or take safety precautions.

II.
Library Closures:

A. The library will post a notice reminding library customers that whenever there is severe weather, or severe weather is in the forecast, they should call the library before venturing out.  The recorded message on the library answering service will provide them with guidance on status of any library closure.  Although the library is an essential service, it is not an emergency service and we should not endanger our staff or patrons. 

B. The Library Director or his/her chosen substitute will have the authority to close the library, either for an entire day or to close early, after consulting with the Library Board President and various roadway advisors.  In all cases, employee and library customer safety will be the primary consideration.  

III.
Library Safety Measures Due to Inclement Weather:

A. There are times when the weather becomes dangerous while the library is open.  At times, this may require closing the library so staff and the public can get home safely.  When the National Weather Service issues a Severe Thunderstorm Warning or a Winter Storm Warning the library staff will notify patrons of the impending weather.  When a Tornado Watch is issued, library staff will inform patrons of the possibility of a tornado developing.  If a Tornado Warning is issued, the library will require you to take cover or leave the library immediately.
B. Designated safety areas for Tornado events include:  the Restrooms.  The bathrooms are not reinforced, but they do not have windows.  As a last resort, the Storage Room can be used.  It is not an interior room, but it does not have windows.  If the Lakes Medical Center next door is open, and time allows they do have a basement to seek shelter in.

Library Board Approved February 10, 2010
APPENDIX N:   Naming Rights Policy 
Policy Statement 
The Lester Public Library of Rome Board of Trustees shall have sole responsibility for naming or renaming library facilities and/or subunits of facilities. Naming opportunities may be considered when there is a strong community desire for a specific name for a facility or when the Library Board desires to honor an individual, foundation or corporation for outstanding contributions that are consistent with the nature and mission of the Library.  

Naming opportunities within a facility may include such areas as meeting rooms, special use areas, collections and equipment. A naming opportunity can be offered to an individual, foundation or corporation in recognition of substantial funding for the library and its programs. Donors seeking such opportunities will have the choice of (a) honoring a leading community figure or local hero, or (b) requesting that either they or another individual or entity of their choice be recognized. When a substantial gift or pledge is committed to the Lester Public Library of Rome Foundation or the Community Foundation of Greater South Wood County, the Foundations shall notify the Library Board of Trustees and the Library Director of the terms of the commitment. The Board of Trustees will have thirty (30) days to modify a commitment.

A naming opportunity can also be offered to an individual, foundation or corporation in recognition of outstanding contributions that are consistent with the nature and mission of the library. Any Trustee, staff member or citizen of the Town of Rome may nominate a library supporter for special recognition. In such a case, the Library Board of Trustees will evaluate the appropriateness of such a nomination and determine the proper recognition.  

Naming opportunities do not extend beyond the useful life of the spaces or facilities within which they are located. A named area within a facility shall bear a commemorative plaque citing the significant role of the donor or library supporter. The Library Board of Trustees will provide plaques or other commemorative items.

Library Board of Trustees approved on December 14, 2011
APPENDIX O:  SOCIAL NETWORKING POLICY

The Lester Public Library of Rome will implement and maintain various social networking applications and services for the purpose of facilitating an online platform of communication between library staff and library users about library related subjects and issues. Social networking is maintained and monitored by the Lester Public Library of Rome staff.

Comments, posts and messages are welcome. However, the Lester Public Library of Rome reserves the right to monitor content before or as it is posted on all of their social software web sites and accounts. The following will be removed:

· Obscene or racist content

· Personal attacks, insults or threatening language

· Potentially libelous statements

· Plagiarized material

· Private or personal information submitted without consent

· Comments totally unrelated to the content of the forum

· Hyperlinks to material that is not directly related to the discussion

· Commercial promotions, organized political activity or spam

· Any messages deemed to be in violation of copyright, trademark right or other intellectual property right of any third party

· Photos or images which may fall into any of the above categories

Abuse of the above policy may result in the responsible poster being barred from posting any subsequent messages to the Library social media site. Violation of the terms can lead to legal liability. 

The Lester Public Library of Rome is not responsible or liable for content posted by any subscriber in any forum, message board, or any other area within the service.

Approved by the Library Board of Directors on March 14, 2012 

APPENDIX P:  Appropriate Library Behavior Policy

Purpose:

Lester Public Library of Rome has established this Behavior Policy to ensure that library facilities are safe, welcoming and provide equitable access to materials and services for all library users. Appropriate library conduct includes activities such as reading, studying, properly using library materials or computers and other similar conduct normally associated with a public library.

 Overview and Definitions:

No individual may engage in inappropriate conduct on the premises of Lester Public Library of Rome, or when using library facilities, or when participating in library programs. Patrons shall be engaged in normal activities associated with the use of a public library while in the building. Patrons not engaged in reading, studying, or using library materials or computers may be asked to leave the building.

Inappropriate conduct includes any individual or group activity which is unreasonably disturbing to other individuals lawfully using library facilities, materials and/or premises or is otherwise inconsistent with activities such as reading, studying, properly using library materials and other similar conduct normally associated with a public library.

When possible, staff will first educate individuals about the applicable policies before taking stronger measures to enforce those policies.

Inappropriate Behavior, shall include, without limitation by enumeration, the following conduct or behaviors 
· Committing or attempting to commit any activity that would constitute a crime or a violation of Town or County ordinances.

· Possessing, selling, distributing, displaying or using any dangerous weapon as that term is defined in Wis. Stats. sec. 939.22(10) upon library premises or using or threatening the use of any other object in such a manner that it may be considered a weapon.

· Engaging in any physically intimidating or assaultive behavior. Making any threats of violence or unlawful activities. The Library has a policy of zero tolerance for threats and acts of violence. Any person engaging in such behaviors will be immediately ejected from the Library. 
· Possessing, selling, distributing, consuming or being under the influence of any alcoholic beverage or controlled substance.

· Trespassing by entering or remaining on library premises after having been notified by an authorized individual not to do so, and entering or remaining on the library premises during the period in which an individual has been banned from the premises. 
Appropriate Library Behavior Policy (Cont’d.)
· Refusing to follow the reasonable directions of library staff to include, failing to take shelter in an emergency as directed by staff.

· Engaging in any behavior that a reasonable person would find to be disruptive, harassing, or threatening in nature to library users or staff including stalking, prolonged staring at or following another with the intent to annoy or intentionally behaving in a manner that could reasonably be expected to annoy or disturb other patrons.

· Leaving children under the age of 7 unattended on Library premises. (See Addendum Concerning the Behavior and Supervision of Minors and Children’s Areas of the Library)

· Engaging in any sexual contact, activities or conduct.

· Selling, soliciting, surveying, distributing written materials, panhandling or canvassing for any political, charitable or religious purposes inside a library building, doorway or vestibule without prior authorization of the Library Director or designee.

· Smoking or other use of tobacco products.

· Drinking from open containers without lids or tops.

· Sleeping, napping in or on library premises.

· Engaging in excessive or disruptive conversations, talking loudly, using personal electronic equipment at such a volume or making ongoing noise that is unreasonably disturbing to other library users.

· Not wearing shoes or shirt within the library.

· Entering or remaining upon library premises with a bodily hygiene so offensive that it constitutes a nuisance to others.

· Moving furniture without the express consent of the library staff or use of furniture in any manner that may damage the furniture, to include placing feet on the furniture.

· Using library materials, furniture, equipment or facilities in any manner inconsistent with the customary use thereof or the theft or intentional damaging of library materials, furniture, equipment or facilities.

· Bringing in more than 2 bags. No bag may be brought into the Library facility that exceeds the following dimensions: 26"x14"x14". 

· Blocking of aisles with personal items or leaving such items unattended on library premises at any time. Items may be removed from the library premises if they reasonably appear to be abandoned or have been left unattended for 30 minutes or more.

· Interfering with the safe and free passage of library staff or patrons on the premises, including but not limited to the placement of objects in hallways, aisles, flooring or elsewhere in a manner that impedes the free passage of such persons about the library.

· Bringing any animal into the library except service animals. 

· Entering non-public areas of the library without permission. 

· Improperly using library restrooms or facilities for purposes such as bathing, shaving, washing or changing clothes on the premises. 

Appropriate Library Behavior Policy (Cont’d.)
· Taking library materials into rest rooms. 

· Engaging in any other activities that are inconsistent with those activities normally associated with the use of public library facilities that include reading, studying, and using library materials.

· Violating the library’s rules for acceptable use of the internet and library public computers. A user accepts these rules before accessing the Internet through a library computer. Copies of these rules will be made available by staff upon request.

 Addendum Concerning the Behavior and Supervision of Minors and Children’s Areas of the Library

Lester Public Library of Rome welcomes children. Parents/caregivers are responsible for their child’s safety and behavior while in the Library whether the parent/caregiver is present or not. Library employees cannot function as caregivers or babysitters. The Library is not equipped—and it is not the Library’s role—to provide long-or short-term childcare. The Library assumes neither responsibility nor liability for the actions, care, supervision or safety of minors.

For the safety and comfort of children, a responsible adult or an older responsible individual must accompany children under age seven when they are using the Library. This responsible individual must supervise, guide and control the behavior of their charge or charges at all times.

When a child is unattended or under-attended/ignored and

· the behavior of the child is disruptive or inappropriate (or)

· the child appears to be a danger to herself or himself or others (or)

· the child appears to be threatened by others (or)

· the child appears to be ill or upset (or)

· the child has not been met by a parent or caregiver at closing.

Library staff will attempt to contact the parent or guardian of the child. In the event that the parent or guardian cannot be located, staff will contact the Rome Police Department. In the event of an emergency, staff will call 911.

Inappropriate Use of Children’s Spaces/Youth Services: Adults are permitted in children’s areas of the Library when accompanied by a child or if the adult is actively reading, studying and using library materials. Any adult not in compliance with this provision will be asked to use other areas of the library. If the individual does not comply with staff direction or repeatedly violates this policy, the individual may be banned from the Library.

Appropriate Library Behavior Policy (Cont’d.)

Staff Response to Infractions:

Violation of these rules is misconduct that can result in expulsion from the library and forfeiture of library privileges. Minor violations of these rules will first result in library staff attempting to educate or warn individuals about the policies before enforcing such policies. If an individual continues to violate these policies, staff may order them to leave for the day. However, any conduct that threatens the life or safety of any person or that is damaging to library property, equipment or facilities may result in immediate expulsion from the library premises. Library staff are authorized to contact the Rome Police Department to respond to such situations. Repeat misconduct or severe offenses (even if a single isolated event) may result in individuals being banned from the library from a week to a year. Staff will follow the established procedures below. Staff will call the police for severe or illegal behavior or when an individual refuses to leave when told by staff to do so.

 Banning Procedure: 
After staff determines that a person has engaged in severe or repeat misconduct and staff has determined that the individual involved should be banned:

1. Staff will inform the Director in writing a description of the underlying behavior, the name and description of the individual.  After consultation, if the Director agrees with the reasons for a ban, then the Director initiates the banning process. 

2. The Director will issue a written ban letter to the individual involved notifying the individual that they are banned from the Lester Public Library of Rome. The letter shall indicate the reasons for the ban and the time period of the ban. If, after consultation with staff, the Director deems it appropriate to rescind or modify the terms of the ban, the Director shall notify the banned individual in writing, all staff, and the Library Board President, in writing, about the decision to rescind or modify the ban and specify the reasons for the rescission or modification. The Director shall also notify the banned individual of the process for appealing the ban.
3. The Director will review and may reconsider the decision to ban an individual upon written request of the individual and may shorten or terminate the banning period if information submitted by the individual warrants such modification. Director may consult with the Town’s Attorney's Office before issuing the response to the banned individual. Until such time as the banning letter has been reviewed and/or modified by the Director or reversed on appeal by the Library Board, the individual may not use the library. 

Appropriate Library Behavior Policy (Cont’d.)

Alternative Juvenile Banning Procedure

Discretionary Restricted Library Use for Juveniles: As an alternative to banning a juvenile, a supervisor and a staff member may restrict a juvenile from independent use of a specified library site for a period of 30 (first restriction) days or 90 (second restriction) days. The juvenile whose library use is restricted may use the library during the specified period only when the juvenile is accompanied by a responsible parent or guardian. The juvenile's parent or guardian must be notified of the restriction via certified mail. Failure to abide by the restriction may lead to banning of the juvenile from all library premises.

SAMPLE Banning Letter:

TO:__________________________________________
On ____________ at approximately ____________ you were observed at the
Lester Public Library of Rome. At that time you were:

_____ INTOXICATED

_____ LOUD AND DISTURBING

_____ IN THE LIBRARY DESPITE BEING

PREVIOUSLY BANNED UNTIL

______________________

_____ OTHER CONDUCT (As set forth below)

COMMENTS:

You are banned from entering the Lester Public Library of Rome because of the behavior listed above, and/or other history of inappropriate behavioral conduct at the Lester Public Library of Rome until the date listed below. If you enter the Lester Public Library of Rome before the return date listed below, police will be called and you will subject to being arrested for trespassing under the Town of Rome’s Ordinance 9.01.
You may file a written request to Director, Lester Public Library of Rome, 1157 Rome Center Dr., Nekoosa, WI 54457 to reconsider this ban from the Lester Public Library of Rome. Your written request shall set forth your reasons for reconsideration of the ban. THE LENGTH OF THIS BAN FROM THE LESTER PUBLIC LIBRARY OF ROME SHALL REMAIN AS STATED IN THS DOCUMENT UNLESS THE DIRECTOR ISSUES A WRITTEN DETERMINATION ALTERING THE TERMS OF THIS DOCUMENT.
BANNED FROM LIBRARY ________________________
RETURN DATE __________________________________
Director’s initials: ______________

 Appeal Procedure:

1. Notice of Appeal. The Director's written determination may be appealed to the Library Board, if the individual aggrieved files a written notice of appeal within 10 days after he/she receives the determination. Such notice shall be filed with: both the Library Director and the Library Board President, c/o Lester Public Library of Rome; 1157 Rome Center Dr., Nekoosa, WI 54457). The Board shall hold a hearing within 30 days after the notice has been filed. The appellant shall be notified at least 10 days before the hearing. 

2. Hearing: At the hearing, the appellant may be represented by counsel, may present evidence, and may call and examine witnesses and cross-examine witnesses of the other party. The President of the Board shall conduct the hearing and shall follow the Rules of Evidence provided in the Wisconsin Statutes, 227.08, for administrative proceedings. The staff shall record all of the proceedings on tape.

3. Decision. Within 30 days of the completion of the hearing, the Board shall issue a written decision stating the reasons therefore. The Board shall have the power to affirm or reverse the written determination or to remand it to the Director or designee with instructions for reconsideration. The decision, except for remand, shall be a final determination for the purposes of judicial review. 

 

Non-compliance with Ban - Trespassing:

If a banned individual enters the Lester Public Library of Rome before the return date listed in the ban letter, police will be called and individual may be arrested for trespassing under Town of Rome’s Ordinance 9.01.
(Library Board Approved 2/13/2012)  

APPENDIX Q. SMOKING AND TOBACCO USE POLICY

PURPOSE

Patrons of the library have the right to use materials and services without being unduly disturbed or impeded by other users.  While patrons and staff have the right to a secure and congenial environment, smoking and second-hand smoke pose a health risk and create an unpleasant environment for non-smokers.

POLICY

1. Smoking, rolling cigarettes, using electronic cigarettes (“vaping”), or chewing tobacco is not permitted in or on Library property.

2. Staff who observe persons in violation should see that they are informed of the policy and ask them to comply.  In case of non-compliance, staff may ask patrons to leave library property until they comply or summon the Police for assistance.  Repeat and flagrant offenders may forfeit library use privileges.

Board approved 4/9/14

� See example of a Search Warrant in Appendix J.


� See example of a Subpoena in Appendix J.


� See telephone numbers in Appendix L.
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