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KEWANNA-UNION TOWNSHIP PUBLIC LIBRARY

POLICY MANUAL

INTRODUCTION:

The guidelines provided by this policy and procedure manual have been developed to assist in maintaining more consistent and efficient operations of the library.

This manual will be reviewed, revised and added to as needed.

All policies and procedures in this manual have been reviewed and approved by the Kewanna-Union Township Public Library Board of Trustees.

The Library Board may act upon any special situation as it arises.

Originally reviewed and approved by the Kewanna-Union Township Library Board

Approved by the Board of Trustees on March 26th, 2012

KEWANNA-UNION TOWNSHIP PUBLIC LIBRARY
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KEWANNA-UNION TOWNSHIP PUBLIC LIBRARY

PERSONNEL POLICIES AND PROCEDURES

1. Employee Professionalism:
The Kewanna-Union Township Public Library is a public institution, which belongs to the community.  Each patron, whatever their age, sex, sexual orientation, race, appearance, social, or intellectual status, should be given prompt, efficient, impartial, and courteous service.   Staff members in contact with the public should bear in mind that they are immediate representatives of the library and do much to form public opinion regarding the institution. 

As an employee of Kewanna-Union Township Public Library I will:

Protect each user’s right to privacy with respect to information sought or received, and materials viewed, consulted, borrowed, or acquired.

Distinguish clearly, in my actions and statements, differences between my personal philosophy and attitudes and those of the library.

Not speak or act in ways that are detrimental to my fellow staff members, the library, or the library board.  
 Exercise discretion in public discussion of library matters. Criticism of the library policies, service, and personnel will be directed to those individuals in authority for the purpose of improving the library.

Always be alert and approachable to patrons seeking assistance.

Show children and young adults the same courtesy as adults.

1.1 Employee Dress Code
1) Employees will dress in clean, neat, respectable clothing while on duty for the library.

2)  Jeans and slacks are permitted with no rips or holes.  Pants should be of proper waist size and be worn at the waist. Cuff length can touch the floor but not be able to be walked on. Extreme baggy/sagging jeans, slacks and shorts are not acceptable.                                                                        

3)  Skirts and dresses must be knee length or longer                                                                                           

4) Shirts must be able to be tucked in or else they are too short. Shirts must have some type of sleeve and, for girls, cover bra straps.

5) Employees must wear some kind of soled footwear. For safety reasons, “flip-flop” type footwear will not be permitted.

6)  Employees clothing, person, and hair must be neat, clean, and appropriate at all times. Hair must be natural colors, neatly groomed and well kept, not to bring undo attention or be a distraction to others.

7)  Employees who wear unacceptable clothing will be sent home to change clothes. The absence will count as an unexcused absence.

The following will not be allowed:

1) Any head wear, unless for Religious reasons.

2)  Clothing with unacceptable writing or pictures (i.e., advertising tobacco, alcohol, obscene language, sexual innuendoes, or drug use, etc.).

3) No type of cloth, such as handkerchief or other material wrapped around the head, legs, or arms.

4)  Wearing of sunglasses, pajamas, shorts or slippers, unless for a designated programs.

5)  Employees should have no other piercing visible besides earrings worn in the ears.

6)  Hooded sweatshirts and shorts.
2. Fair Employment and Sexual Harassment Policies: 

Every employee and candidate for employment has the right to be judged on his or her job-relevant qualifications and job performance, free of discrimination on the basis of sex, sexual orientation, age, race, national origin, religion or physical disability. The library shall maintain an environment free of employee intimidation and harassment. Sexual harassment is any unwelcome sexual advances, requests of sexual favors and other verbal, physical or visual conduct of a sexual nature. Any person aware of or experiencing such behavior from an employee or patron shall report it immediately to the Director. If the situation is not handled to the satisfaction of the employee, he/she shall follow the Library Governance Policy [3G] Executive Linkage -- Employee Protection.

3. Hiring Process: 

The Kewanna-Union Township Public Library is an equal opportunity employer.  All appointments are made by the Director and are based upon job-relevant qualifications. Appointment titles: Director, Head Librarian, Assistant Librarian, Library Assistant, Student Assistant. 

When positions became vacant the library will seek qualified individuals to fill those positions.  The best candidate for the position will be selected after applications have been reviewed and interviews conducted by the Library Board, Director or his/her appointee.  All appointments will be free from discrimination on the basis of sex, sexual orientation, age, race, national origin, religion, or physical disability. 

The Library Director shall avoid appointing, to a permanent position, more than one member of the same family to work in the same building, the same hours or have direct supervision of a family member.

Those seeking employment with the Library should be aware of the following:  

Application forms are available at the Circulation Desk.

Unsolicited applications will be accepted.

Applications will be dated and held for one year only.

3.1. APPOINTMENT CATEGORIES:

Full-time exempt employee: an employee who has successfully completed the probationary period and has been appointed to a full-time position. Full-Time position is 40 hours per week.
Part-time: an employee who normally works 20 hours and/or less than 40 hours per week. 

Hourly: an employee who receives strictly an hourly rate and is not eligible for employee benefits.  

Temporary: an employee who has been appointed to a position which is expected to last three months or less or is hired to fill a position of a staff member on leave. Temporary employees shall be paid an hourly rate for actual hours worked.

4. SCHEDULE OF WORK HOURS: 

Work must be scheduled between the hours of 9:00 AM and 8:00 PM Monday - Friday; and 8:00 AM - 4:00 PM Saturdays.

Minimum hours that may be scheduled any one day for a full-time employee shall be 4 hours and the maximum hours that may be scheduled any one-work day shall be 12 hours.  Part-time staff will be scheduled for the convenience and needs of the library. 

The Director will prepare and/or approve the library work schedules.   Employees' preferences will be followed when possible and only if they are consistent with other Library policies.  

Any change in work schedules must be reported to the administrative office or Director. 

At least two (2) employees will be scheduled during times the library is open for public service.

5. WORKING CONDITIONS: 
Breaks of fifteen minutes are allowed for every four hours an employee is scheduled to work.  Staff members are allowed and encouraged to take breaks of no greater than 15 minutes after completing at least 2 hours of work.  No more than two breaks should be taken for an eight-hour shift.   Break time may not be accumulated or used for other purposes. Disciplinary action may be taken if this privilege is abused.

Each staff member is responsible for cleaning up after using utensils and workspace provided.  Additionally, the Library cannot be responsible for lost or stolen personal possessions.

In order to maintain good working conditions for all staff members adherence to the following are expected:  

1. PUNCTUALITY: Staff members should be ready to work at assigned times.  Excessive tardiness is unacceptable. 

2. CONVERSATIONS:  At no time shall a patron be left waiting while a personal conversation is being held.
3. READING: Personal reading and class work are to be held to a minimum.

4. SMOKING: Smoking is not permitted anywhere in the Library.  

5. EATING: Eating or chewing gum in public service areas is discouraged. Eating, other than lunch periods should be limited to appropriate snacks at the desk.
6. PHONE CALLS: Personal phone calls are to be held to a minimum.

7. WORK AREAS: All work areas should be neat in appearance at all times.  All full-time and part-time staff members have assigned work areas. Staff members are to respect the privacy of one another and are not to remove items from one another’s work areas.  `


8. PERSONAL HEATERS, HOT POTS, AND OTHER ELECTRIC DEVICES: They shall not be permitted.  Issues of heating and air conditioning must be addressed via the central systems.  

5.1. UNEMPLOYMENT INSURANCE:

The library carries unemployment insurance as required by law.  

5.2. RETIREMENT BENEFITS: 
The Library participates in the Public Employee Retirement Fund (PERF). The Library pays the full amount for full-time employees.

5.3. TAX SHELTERED ANNUITY: 
The Library will make available to each full-time employee the opportunity to participate in a voluntary tax sheltered annuity program.  Those wishing to participate should contact the Director.  

5.4. EDUCATIONAL INCENTIVE PROGRAM:

The Library offers an incentive for continuing education beyond the high school level for full-time and part-time employees.  Full and part-time employees who take courses from an accredited college, university, business or technical school will be eligible for a pay increase. Coursework must have prior approval of the Board of Directors. 

Upon successful completion of an approved course and certification, the amount of $1 dollar per credit hour earned will be added to the monthly base salary, up to a maximum of $30 dollars per month.  

The increase shall become effective on the first of the month following receipt of certification and continue until termination or promotion to a position for which the coursework or degree is a requirement.

5.5. PROFESSIONAL ASSOCIATIONS AND MEETINGS:

All staff employees are encouraged to join professional organizations.  Employees attending professional association meetings with the approval of the Board will be reimbursed the costs associated with their attendance: mileage, meals, lodging, etc. The associated costs of attendance to other meetings or trainings will be reimbursed if attendance is approved by the Board.
5.6. STAFF AND LIBRARY BOARD MEMBERS PURCHASING:

Staff and board members may order materials through the library’s vendors and receive the library discount.  

6. SALARY 

6.1. SALARY PAYMENT:

Salaries are paid every 2 weeks. Payment being for the pay period immediately preceding the one just worked. There are 26 pay periods in a year.

If payday falls on a holiday, or when the library is closed, salaries will be paid on the last workday proceeding the regular day of payment. Salaries will be paid by Friday of that week.
If an employee wishes someone else to pick up his/her paycheck a signed authorization must be on file.

6.2. MANDATORY DEDUCTIONS: 
Deductions from the paycheck are automatically withheld for Federal, State, Local income taxes Medicare and Social Security.

7. LEAVES OF ABSENCE

7.1. SNOW DAYS: 

The Director will close the Library when they feel it is unsafe for patrons to use the Library. Staff scheduled to work on a snow day may make up scheduled hours.

7.2. SICK LEAVE:

Sick leave with pay is granted to employees when they are incapacitated by illness or injury or for medical, dental and optical examination and treatment.

Ten (10) working days of leave with pay are allowed each full-time staff member per year. Upon employment and annually thereafter, January 1, two (2) days of sick leave will be allotted, with one (1) additional day granted for each full month of service to a maximum of ten (10) days.

Part-time employees working 20 hours or more per week shall receive sick leave proportional to schedule hours worked.

Sick leave with pay is not available for hourly or temporary employees. 

The Director, in the interest and welfare of the staff, may determine that an employee is too ill to work and ask the employee to take a sick leave.

Suspected abuse of sick leave may result in the requirement of a doctor’s certificate of illness. Failure or inability to comply may result in dismissal.                                                                                                                                                                                                                              
7.3.                                                                                                                           REPORTING SICK LEAVE: 
If it becomes necessary to remain at home due to illness, the employee shall notify the Library Director as soon as possible, but no later 1 hour prior to their shift, to allow schedule adjustments to be made. If all of available sick leave is used, absences will be automatically charged against available vacation. Further absence may be considered for emergency leave without pay.

7.4.                                                                                                                         VACATION LEAVE:

Vacations are figured from January 1 to December 31 and are prorated for the length of time employed. After 1 year of employment, an employee is entitled to all vacation they are eligible for as of January 1; an employee may take all vacation for which they are eligible that year. A maximum of one half (½) of the eligible vacation days may be carried over from one year to the next. It is preferred that vacation days be scheduled 1 week at a time.

Vacations are scheduled at the convenience of the Library. In an emergency, vacations may be cancelled until a more convenient time for the Library.

Director


20 days after 1 year 



22 days after 3 years

Full-time

10 days after 1 year




15 days after 5 years

+1 day additional day each year thereafter to a maximum of 20 days.

Part-time
shall receive prorated vacation time with compensation (based on a maximum of 10 days)

The number of eligible vacation days shall be determined by the seniority as of January 1 of the incoming year. Seniority is determined by uninterrupted service from time of employment. In the case of conflict on vacation schedules, seniority will determine eligibility.

7.5. HOLIDAYS:

The Library Board gives time off with pay for holidays as determined yearly. To receive pay for a holiday a full-time staff member must work either the scheduled day prior to the holiday or the scheduled day after the holiday. Days that the library closes early for a holiday: Full-time staff will adjust their work hours to equal a regular Saturday workday.
In general the following days are considered holidays:

New Year’s Day

Memorial Day

Independence Day

Labor Day

Veteran's Day

Thanksgiving Day -- close Wednesday prior to 4:00 PM

Christmas -- close December 24, 25 & 26

New Year’s Eve -- close at 4:00 PM

*Full-time staff members will be granted a compensatory day off when a legal holiday falls on a day off or during a scheduled vacation day.

7.6. COMPASSIONATE LEAVE:

Three (3) days leave with pay is allowed in the case of the death of a member of a full-time employee's immediate family or household.

Part-time employees shall have compassionate leave proportional to their hours worked.

If travel out of state is required, or in the case of the death of a spouse, child, or parent, an additional 2 days with pay will be granted.

If still further time is required, or in the event of other deaths, personal business leaves, vacation, or leave without pay may be used. A member of the immediate family is considered: spouse, parent, child, parent-in-law, brother, sister, grandparent or grandchild.

7.7. PREGNANCY LEAVE: 
A full-time employee who becomes pregnant may continue in active employment as late into the pregnancy as she desires, as long as she is able to perform the requirements of her work assignment. The Director may request a doctor's certificate of ability to work.

She is entitled to up to 6 months leave without pay if she has been employed at the Library at least 1 full year prior to the start of such leave and if she notifies the Director 2 weeks before the start of such leave. Her notice should include the expected length of leave. 

In case of medical emergency, she shall be granted leave immediately upon request and with later certification of the emergency from her physician.

Notification of intent to return must be given 2 weeks prior to the date she intends to return.

The employee will be given a comparable position upon her return but not necessarily, the same position she held when she left.

This policy would also apply in the case of adoption of a non-school age child.

7.8. PATERNITY LEAVE:

A employee may request up to 1 week of leave without pay at the time of birth to attend to the delivery and/or aid their spouse upon return home.

If additional leave is desired, sick leave or vacation time may be used.

This policy would also apply in the case of adoption of a non-school age child.

7.9. JURY DUTY:

Full-time staff members who are called for jury duty or as a witness in court will be granted leave with pay less the amount of jury pay received.

7.10. MILITARY LEAVE:

A military leave of absence without compensation shall be granted to any full or part time employee called to active duty.

A staff member who is a member of the reserve component shall be granted a leave of absence without pay during his/her annual tour of duty.

Vacation and sick leave accrue during leave for reserve duty.

7.11. LEAVE WITHOUT PAY:

If convenient to the Library, a staff member may be granted, upon the Director's recommendation to the Board (and their approval) leaves of absence without pay. Leave without pay will not count for accumulation of sick leave or vacation and will not affect seniority.

Provisions to continue benefit payments on an individual basis must be arranged during an employee's extended leave.

7.12. REPORTING LEAVES OF ABSENCE:

Any staff member who takes leave, whether sick, vacation, or, without pay, must record such leave on the weekly time sheets maintained by the Director for payroll purposes.

8. CHANGE OF STATUS (NAME, ADDRESS, ETC.)
Any change in status, such as a change in name, address or phone number, must be reported to the Director within 5 working days so that an up-to-date record can be maintained for office information, insurance and tax purposes.

9. STAFF MEETINGS:

Staff meetings are held at a minimum once a month for all employees.  Employees will be compensated for the time spent at the meeting.
10. KEYS:

Key distribution shall be the responsibility of the Director.
All keys shall be numbered and recorded.

11. COMMUNITY APPOINTMENTS:

Staff members appointed by or approved by the library board to serve on community boards, as official representatives of the library will be compensated at regular pay for official meetings. Staff members may attend during a regularly scheduled workday if schedules can be so arranged. 

12. SEPARATIONS OF SERVICE:

12.1. DISMISSAL:

All employees must meet reasonable standards of performance required by the position.

The Director may dismiss employees with due cause, which includes, but is not limited to: employee's incompetence, willful neglect of duties, or insubordination.

Due cause may also include such infractions as habitual tardiness, excessive absenteeism, objectionable treatment of the public or a fellow employee, infractions of library policies, or sleeping while on duty.

In the case of deficiencies of performance this sequence will be followed:

A written counseling report will be given to the employee notifying them of their return to probationary status and detailing deficiencies in performance.

A probationary employee whose performance, attitude or personal philosophy of library service does not meet the standards, requirements and philosophy of this Library may be dismissed at any time during the probationary period without further recourse.

An evaluation will be held at mid-point and toward the end of the probationary period and a decision made as to retain, release, or continue the probationary period of the employee.

12.2. ABSENTEEISM:

For annual absenteeism rates greater than 3%, the following steps shall be followed:

The Director may place the employee on a probationary period of 30-90 days.

If absenteeism continues the Director may re-classify the position held by a full-time employee to a part-time position. 

The Director shall authorize the reduction of hours for a part-time position.

Absenteeism shall be calculated after all, sick, and vacation time has been used.

A reasonable time, to be determined by the Director, will be allowed for the employee to correct such deficiencies.

Two weeks notice of dismissal will be given in writing if the deficiencies are not corrected.

12.3. IMMEDIATE DISMISSAL: 
Employees may be dismissed immediately for any of the following reasons: insubordination to the Director, conviction of a crime, theft of library materials, intoxication or drug abuse during working hours, and any other misconduct in serious conflict with the best interests of the Library.

12.4. RESIGNATIONS:

If an employee wishes to resign, a letter of resignation shall be presented to the Director.
Full–time employees are asked to give four (4) weeks notice and part-time staff is asked to give two (2) weeks notices to maintain smooth operations of the library. 

12.5. LAYOFFS:

Whenever it becomes necessary to lay off an employee because of elimination of the employee's position or reduction in force due to budget cuts or changes in service, the Director shall notify the employee in writing at least 2 weeks prior to the effective date.

Every effort will be made to place an employee in good standing in another position in the Library.

12.6. RETIREMENT:

It is suggested that an employee anticipating retirement should notify the Director at least 3 months in advance of the scheduled leave.

13. JOB TITLES AND DUTIES:

General Duties

In addition to assigned responsibilities, all employees of the Kewanna-Union Township Public Library will share in the completion of the following duties. 

Completion of these duties will be determined by the Director.  It is understood that all staff members will share in fulfilling the functions of the Circulation desk at assigned times.  

Stated qualification statements are minimal requirements.

Circulation Desk

· Check materials in and out

· Handle renewals
· Operate the fax machine

· Collect fees and fines
· Answer reference questions

· Assist patrons in locating materials, basic computer help, etc

· Issue new and replacement cards
· Input and update patron records
· Call reserves
· Issue overdue notices
· Other duties as assigned by the Director
College/ Temporary Help

Qualifications:  Enrolled in an Indiana college 

Duties and Responsibilities:

· Assist in circulation, reference, and reception areas

· Assist in processing and mending of library materials

· Other duties as assigned
Student Assistants/ Pages

Qualifications: High School graduate or current student.
Duties and Responsibilities:  

· Reshelf library materials

· Assist in maintaining the library collection by shelf reading, shifting collection, etc.

· Assist in circulation
· Other duties as assigned

14. PERFORMANCE EVAULATIONS:

Performance evaluations will take place annually for current employees.

Annual reviews will be done in November.
Performance evaluations will occur for new employees 60 days after start date with 6 month review to follow then they will be part of the annual personnel review.  

The Director will do all employee reviews. The Board will do the Directors review.
Additional performance evaluations will take place as Director or Board deems necessary.
15. PROBATION:

Each appointment, promotion, demotion or transfer to a full-time or part-time position shall be subject to a probationary period of not less than 3 months.

The Director may extend the probationary period for any position to a period not to exceed 6 months.

The purpose of the probationary period is to allow time to determine the probationary employee's capabilities, compatibility with staff and organization, and adjustment to the objectives of the Library

A probationary employee whose performance, attitude or personal philosophy of library service does not meet the standards, requirements and philosophy of this Library may be dismissed at any time during the probationary period without further recourse.

An employee may be returned to probation if his/her performance at any future time falls below acceptable standards.

16. PROGRESSIVE DISCIPLINE POLICY :
KUTPL’s best interests lie in ensuring the fair treatment of all employees, making certain that disciplinary actions are prompt, uniform, and impartial.  The purpose of any disciplinary action is not to punish, but to correct a problem, prevent recurrence, and prepare the employee for satisfactory service in the future.  

KUTPL may use progressive discipline at its discretion.  Disciplinary action may call for any of four steps: Verbal Warning, Written Warning, and Suspension with or without pay, or Termination of Employment.  Each incidence, depending on its severity and number of occurrences, will dictate which steps are taken.  Some circumstances will require one or more steps to be bypassed.

Progressive discipline means that, with respect to most disciplinary problems, these steps will normally be followed:

          First offense - verbal warning

          Repeated offense - written warning

          Repeated offense - suspension, with or without pay, for up to 1 day to 2 weeks
          Repeated offense -  termination of employment

 If necessary, written steps or instructions to improve will be given. An evaluation will then be conducted to determine if progress is being made. If little or no progress has been made, the next step will be additional disciplinary action. If no significant change in behavior or attitude becomes apparent, the next step will be additional disciplinary action. The next step will be a decision, made by the Director whether to continue employment for the individual or to dismiss. Dismissal at that time will be immediate. 

The employee has the option to appeal his/her case before the Library Board,
through the use of the Staff Grievance Procedure.  If more than 6 months have elapsed since the last disciplinary action, the process will begin again. Certain types of employee problems are serious enough to justify immediate suspension or termination of employment, without going through the usual progressive steps. 
17.                                                                                                                               CONFLICT RESOLUTION POLICY:
The library is committed to providing the best possible working conditions for its employees.  Part of this commitment is encouraging an open and frank, atmosphere in which any problem, complaint, suggestion, or question receives a timely response from library administration.

If an employee disagrees with established rules of conduct, policies, practices, or has a conflict with another employee, they can express their concern through the conflict resolution procedure.  No employees will be penalized formally or informally for voicing a complaint with the library in a reasonable business-like manner or for using the conflict resolution procedure.  The conflict resolution policy is an important tool in maintaining staff morale and all complaints will be handled as expediently as possible.  

Employees are encouraged to offer positive and constructive criticism, and encouraged to take the following steps if they believe that a condition of employment or a decision affecting them is unjust or inequitable.

When a problem arises, the grievant must discuss the matter with the Director rather than fellow employees.  This should be done within five (5) working days of the problem.

The Director will review the problem and any relating policies.  If possible, the Director will respond through discussion.  If not, they will respond within two (2) working days.  (This response may be no more than a promise to take the matter to the next level of authority.)  The Director will document this discussion, including steps, which are to be taken.

If no satisfactory solutions can be arrived at through this discussion, the grievant is to approach the Director a second time.  A record will be a written out in duplicate, and should detail what the grievant sees as a satisfactory solution.  The Director and the grievant will sign both copies, and each will keep a copy.

The Director will re-assess the problem and meet with the grievant again, in a timely manner, to further discuss the options for solutions. 

If no satisfactory agreement for both parties can be reached, the grievant may petition for a private consultation with the Board. The Board will provide 3 members to hear the grievance.  The Board will adhere to the Board Grievance Policy.
18)        Patron Behavior Policy
The Kewanna Union Township Public Library is dedicated to providing a welcoming, pleasant, and safe environment for all patrons. Patrons are encouraged to use the Library’s resources and services, to enjoy the Library as a place of study and inquiry, and to participate in Library’s programs.

The Library Board of trustees is responsible for determining the rules for public behavior in the Library that are necessary to protect the rights of individuals to use the Library property, materials, and services; to protect the rights of Library employees and volunteers to conduct Library business without interference; to preserve Library materials and facilities from harm; and to ensure the safety of Library patrons, employees, and volunteers.

Adults and children are expected to adhere to the Library’s Behavior Policy. For the safety and comfort of children, a responsible adult or caregiver should accompany children while they are using the Library.

Incidents of problem behavior. Problem behaviors are specific instances of disruptive actions that interfere with staff work or patron use of the library.

Disorder. The Board reserves the right to cause to be ejected from the Library and to refuse further admission to those individuals who display inappropriate behavior, may violate the rights of the staff or Library users, or create disorder on Library property including the following:

1) Any situation in which the actions of a person present an imminent danger to the life or safety of others on Library property, or

2) Any situation in which a person is observed in an attempt to steal Library property or that of another Library user or employee, or to maliciously destroy Library property, or

3) Any situation in which a person willfully and purposefully disturbs the staff or other Library users or whose behavior is in any way disruptive to the legitimate use of Library facilities by others, or

4) Any situation in which a person’s behavior is inappropriate to the use of the Library building or outside the grounds for the purposes for which it is legally constituted. 

Inappropriate Behavior. Inappropriate behavior includes but is not limited to:

1) Neglecting to provide proper supervision of children

2) Sleeping

3) Smoking inside the Buildings

4) Gambling

5) Begging/ Panhandling/ Solicitation for unlawful purposes

6) Voyeurism/ Public indecency/ Molestation

7) Unwanted sexual advances

8) Using threatening or abusive or obscene language

9) Possessing Alcohol, Illegal drugs/ Public Intoxication

10) Carrying a firearm, or weapon (other than lawfully allowed)

11) Fighting/ Vandalism

12) Misuse of Library computer resources                                                                                                                 

13) Not wearing shoes and clothing that substantially covers the torso

14) Exhibiting a pervasive Oder that unreasonably interferes with others use of the Library

15) Violating any Federal, State, or Local laws, codes, or ordinances

Threatening Behavior. Threatening behavior includes any situation in which a person exhibits an expressed or implied threat to interfere with an individual’s health or safety, or with the property of the Library, or property on the Library premises belonging to others, which causes a reasonable apprehension or fear that such harm or injury is about to occur. Examples of threatening behavior include, but are not limited to:

1) Direct or indirect threats of harm or injury

2) Words or gestures which create a reasonable fear of harm or injury                              

3) Prolonged or frequent shouting which creates a reasonable fear of harm or injury          

4) Threats to employees, staff, patrons, volunteers, or Board members         
Public Meetings. The Library prohibits the intentional display of firearms during public meetings

Violators. Those persons who violate these rules will be asked to leave the Library, or, when appropriate, be subject to arrest. Further, any patron who violates the rules and regulations of the library may be denied the privilege of access to the library by the Board of Trustees, on recommendation of the Director. Therefore the Board of trustees reserves the right to cause to be ejected from the library premises and refuse further admission to any individuals, and /or groups, who violate the rules and regulations of the library, who infringe upon the rights of any library staff or patrons in their proper use of library facilities, or who create disorder on the premises of the library in any situation so as to interfere with the functions which the library was designed to fulfill. Repeated violators and/or those who refuse to leave will be subject to arrest and prosecution under IC35-43-2-2 entitled “Criminal Trespass”. Records of violators will be maintained. 

Documentation of Offense. The library will use a written documentation record of each offense. The first document will be a written statement of a verbal warning. The second documentation will be a written statement of a 90 day suspension. The third documentation will be a written statement of revoked library privileges. Records of violators will be maintained by the Director. The Library Board and Director reserve the right to suspend Library privileges to any patron during review of the offense. Upon approval by the Board of Trustees and the Director a suspended patron may have their library privileges reinstated.
Posting of Rules. These policies and rules as stated will be prominently posted in a public area of all Library buildings.
This policy was reviewed and approved by the Board of Trustees on March 26th, 2012.
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V. Issuance of KUTPL Card

VI. New patrons

VII. Replacement of card

1. MEETING ROOM USE: 
The Kewanna Union Township Public Library will provide local residents and organizations space at no charge. Donations will be accepted. 

A “first come, first served” policy will be used for scheduling all non-library programs.  Therefore, groups wishing to use the space provided must schedule in advance, but no more than six months in advance.  If janitorial services are needed following the event, the group could be charged a minimum of $25.
When scheduling space, priority is to be given to;                                                                                   1. Library Programs 
2.  Non-profit educational and cultural events 

3.  For-profit educational and cultural events 

4.  Other activities as reviewed and approved by the Director. 

No activity will be scheduled that:

Does not have the sponsorship of a Kewanna or Union Township resident or organization.       Approval of the Director
May endanger the safety and security of library patrons

Leaves minors unsupervised by an adult. 
       Sells products or items for profit

Will extend beyond regular library hours, without prior approval of the Director at least two weeks prior to the event.  Failure to vacate at the agreed time could result in the group being charged at a rate of thirty-cents ($.30) per minute past the agreed departure time.      
                                                                                                                                                      The library reserves the right to cancel or move any meeting that conflict with the priorities of the library or if the group fails to comply with library rules of behavior. 

Library staff members will enforce all library rules and guidelines during scheduled events and check conference rooms after the conference, to insure the rooms have been left in the appropriate condition.  

2. INTERLIBRARY LOAN:

Interlibrary loan services are made available through the library’s participation with INCOLSA.  Requests should be made for materials the library does not have in its collection.  Library patrons will be required to pay postage cost for interlibrary loans, and other associated costs, i.e., copies, late fees, etc. 

Interlibrary loan request forms are located at the circulation desk.  Questions regarding ILL requests should be directed to the Director.

3. SCHOOL CLASS VISITS: 
Classroom teachers may schedule classroom visits to the library to allow students to become familiar with the library.  These visits may be a one-time field trip or a reoccurring activity throughout the school year.  Those classrooms making the library a regular part of their schedule may check out materials during this time.

 Teachers wishing to visit the library must:

Make prior arrangements with the library for class visits. 

Determine and communicate the purpose before each visit – research of a class project, recreational reading, etc. 

Provide the library with a class roster before the first visit with registration cards for those students needing new library cards

Enforce the library rules of behavior, policies and procedures as well as school rules.

Provide guidance and assistance to students and teacher aids or volunteers

Make parents aware of the following: 

         Students using the library are responsible for the library materials and all fees. 
         Parents are responsible for any materials checked out on the student’s library card.

Make the students aware of the following: 

                   Library rules of conduct

They and their parents are responsible for all materials that are checked out on their  card and any fines charges against that card

Library materials must be returned prior to or during each class visit to the library

Fines must be below $10.00 before any additional items can be checked out. 
4. LIBRARY RULES/EXPECTATIONS: 
All patrons are expected to observe the Patron Behavior Policy in section 19 of this manual. The Patron Behavior Policy is posted in the library.
5. BORROWING PRIVILEGES:
Library will issue a library card to any resident, or person paying county property taxes, in Kewanna-Union Township.  The person seeking a library card shall present two (2) pieces of identification to verify address, i.e., Drivers license; envelope with cancelled stamp showing name and address, social security, student I.D., etc. Non-residents who own property in Kewanna-Union Township may present a current tax receipt from Fulton County.

5.1. NON-RESIDENT CARDS: 
Non-residents who do not own property within the county, but: reside in the county:

· may borrow library materials with a reciprocal borrowing agreement, 

· participate in the PLAC program, 

· work within the county, or 

· pay a non-resident fee may be issued a KUTPL library card.   

The Kewanna-Union Township Library Board has established a non-resident fee of $35.00.  This fee must be paid before a non-resident card may be issued to an individual.  Non-residents participating in the PLAC program are not subject to the non-resident fee.  

5.2. PUBLIC LIBRARY ACCESS CARD (PLAC): 
The Public Library Access Card (PLAC) is the name for the statewide library card, enacted by (Indiana Code 4-23-7.1-5.1).  The PLAC program allows an individual to borrow materials directly from any public library in Indiana. Books and non-book materials are eligible for loan through the PLAC program, but at least books that normally circulate must be available for loan. An individual who holds a valid public library card may obtain a PLAC. The fee for a PLAC is adjusted annually by the state.

PLAC PROCEDURES FOR ISSUANCE:

Determine that the individual holds a valid public library card either from KUTPL or from another public library in Indiana.  A Kewanna-Union Township resident must be issued a valid KUTPL card before a PLAC may be issued. 

Determine that the individual is in "good standing" (determined locally).

 Issue the PLAC to an individual who meets the above criteria. Charge the PLAC fee. Individuals may pay by cash or check made out to the issuing public library.

Type or write in ink on the face of the PLAC:

· Name 

· Address

· Expiration Date (one year from date of issue of the PLAC) 

Record name, address, PLAC number and expiration date in the black binder kept at the front desk.  Also record voided card numbers (to be reported on the PLAC Quarterly Report Form). Keep voided cards on file. Mark them VOID. 

*No refunds of fees paid for a PLAC will be made under any circumstance. 

REPLACEMENT OF PLAC:

Issue replacement card if a PLAC is reported lost or stolen or if there is a change of name or address.  Verify PLAC number that was originally issued to the individual.   Determine again if the PLAC cardholder is in good standing.  Charge $1.00 and deposit fees daily in the library's Public Library Access Card Fund.  Issue replacement PLAC. Keep records of name, address, previous PLAC number, and new PLAC number.  

ISSUING A KUTPL CARD TO A PLAC PARTICIPANT:

The issuing library has verified the individual is in good standing at the home library; therefore, no further identification should be required. Put PLAC expiration date on the local registration card and the computer database. 

Register the patron on the computer database.

Put all the information in our database -- use note field for items not listed.

Place a KUTPL bar code on the back side of the card

Read bar code into patron file.

Check out materials on the card as you would a KUTPL cardholders. 

6. PROFESSIONAL/ GUEST CARD:
Non-resident fees shall be waived for non-residents working in Kewanna-Union Township.  Persons providing proof of employment in Kewanna-Union Township shall be issued a temporary KUTPL card and afforded borrowing rights and privileges.  If employment is terminated, purchase of a non-resident card or PLAC will be required. 

PRIVILEGES AND RESPONSIBILITIES of KUTPL CARDHOLDER:

Those seeking any of the aforementioned cards agree to follow the rules and procedures of KUTPL in exchange for the privileges afforded to them by KUTPL.  Violation of the borrowing agreement could result in the suspension of privileges.

4.1) CIRCULATION OF MATERIALS:
Books, magazines, videos, and various other formats are available for the patron to checkout of the library.

The length of checkout may vary with format and it is the patron’s responsibility to be aware of these variances.  

All materials are to be returned on time and in good condition.  

The Library may establish special loan periods for special collections or materials, which are temporarily in great demand, such as special school projects or for other special reasons. These collections would be placed on reserve at the front desk.

4.1)  14 DAY CIRCULATION:

 Kewanna Union Township Public Library will circulate all items for 14 days. Patrons may renew items through the Evergreen system.
4.3) SUPENSION OF KUTPL PRIVILEGES:

Patrons who do not return materials in a timely manner will be assessed a fine or charged for the replacement of materials. Maximum fee or charge for damaged or lost item/s shall not exceed the current cost of the replacement of the item/s.

If the price of the item is less than the maximum fine, maximum fine will be charged.

Borrowing privileges may be suspended/blocked if patron has unreasonable number of overdue items or unpaid fines over $10.00
If materials are not returned and fees paid promptly, patron may be subject to a small claims court suit.

These fees shall apply to all persons responsible for library materials.

4.5) SERVICE FEES/FINES: [01/87]

Daily service fees are .25 cents per day per item overdue.

5.) ISSUANCE OF A KUTPL CARD: [05/86]

The Kewanna-Union Township Public Library issues a universal library card, which provides unrestricted access to the library’s collections for everyone regardless of age.  Children under the age of fourteen must have a parent/guardian’s signature to obtain a KUTPL card.  Parents/guardians are responsible for the materials checked out on the card.  

Library personnel will not censor materials of minors. The responsibility for monitoring what children borrow rests with the parents or caregivers.

However, as some parents or caregivers may wish to restrict their children’s borrowing privileges and cannot accompany them to the library, those wishing to restrict a minor’s Internet use may have their child’s card marked.  

5.1) NEW PATRONS:

Patron fills out registration card. All information must be legible.  

Check identification to verify name and address.  Verification may be in the form of driver’s license, mail, vehicle registration, etc. 

Get new library card. Have patron sign with permanent Script pen.

Give library card to patron. Explain the use of the card.

Enter patron data into the computer database.

File registration card by date issued.

5.2) REPLACEMENT OF CARD:

Check registration card file/computer database.

Verify name, address, and phone number.

Record new library card number and any changes.

Collect replacement card fees. 

Up-date computer database files.

Have patron sign new card.

5.3) REPLACEMENT CARD FEES:

$1.00  for every replacement card 

6.) GENERAL EMPLOYEE PROCEDURES:

7.) TELEPHONE CALLS: 
Always identify the library and yourself when receiving or making a phone call.

Be cordial, gentle and smile on the telephone.  The quality of your voice is important.  Sometimes how something is said is as important as what is said.

Be understanding.  Our job is to educate, not dictate, accuse, or abuse. 

When taking a message get as complete information as possible.  Take 

the name, company, return phone number, and record the date and time 

of the call.

8.) EMERGENCY PROCEDURES:

8.1) FIRE PROCEDURES: 

Determine where the fire is located. Check this area to determine if it is a false alarm or an actual fire. Listen to what the staff or patrons are saying about the situation.

Announce for patrons to evacuate the building. Instruct them to meet in the grassy area next to the bank across the street. Organize staff for the exit procedures.

Check all library areas to make sure the patrons have left the building. Responsibility for checking these areas should be divided among the staff. 

If a fire:

Library staff should evacuate the building.

Staff should check all the emergency exits outside and get any patrons at those locations to the meeting area.

Assemble the staff. Check. Assemble the patrons. 

If anyone is missing, report this to the emergency personnel immediately. DO NOT go back into the building yourself.

Inform patrons when they may return to the building.

8.2) TORNADO/SEVERE WEATHER:
Made public announcement of severe weather

Ask all patrons in the building to go to the basement
Monitor situation, when situation is over release patrons.

9.) LIBRARY DONATIONS:
9.1) GIFT BOOKS:

The acquisitions librarian will review all gift books. Those not selected for the collection may go immediately to the Friends. 

New Gift Books -- “new gift books" will be put in the processing queue or if the book has special significance -- memorial, local author, Indiana author, etc.

10.) TECHNICAL SERVICES AND PROCEDURES:

10.1) DISCARDING BOOKS: 

Books will be selected for discarding:

Books selected for discarding will be stamped "DISCARD." The barcode and spine label will be marked through.

Item record will be revised. If last copy the bibliographic record will be deleted.

10.2) TECHNICAL SERVICES PRIORITIES:

Materials will be cataloged and processed using the following guidelines:

All new items will be given priority in the following order:

a. Reference

b. Non-fiction - with reserve

c. Fiction - with reserve

d. Non-fiction

e. Fiction

Donations will be given priority in the following order:

Donations of current date -- last 3 years

Donations

10.3) Gift and memorials:

Any book with a “special book plate” shall have the following subject headings:

MEMORIALS – last name, first name

GIFTS – last name, first name

LIBRARY SELECTION POLICY: 

Materials selection policy

I. Purpose of the policy

The Board of Trustees of the Kewanna-Union Township Public Library sets forth policies for the overall operation and service of the Library. Recognizing the pluralistic nature of the local community, the Board provides this Selection Policy to guide the library staff in their selection responsibility, and to inform the public of the principles upon which selection of library materials is made.

II. Responsibility for Selection

Within the framework of the materials selection policy, the Board of Trustees delegates to the Director the ultimate responsibility of selecting library materials.

The Director may in turn delegate selection responsibility to the appropriate library staff.

The general public may also made recommendations for consideration.

III. Principles of Selection

A. Library materials selected shall be chosen for values of interest, information and recreation to the people of Kewanna-Union Township.

B. The Library will be selective and aim for areas, which reflect our understanding of the community, its needs and interests and are consistent with the current objectives of the library. It acquires materials which:

1. interpret, document and illuminate the past

2. represent various contemporary points of view reflecting current conditions, trends and controversies, international, national and local.

3. foster a knowledge of self and an understanding of others

4. provide aesthetic appreciation and stimulate the imagination

5. advance the individual’s capacity for understanding the worked in    

which he/she lives.

6. contribute to the enjoyment of life

7. supplement the reference, research and recreational needs and interests of borrowers of all ages.

IV. Some criteria of particular importance in selecting materials are:

authority

the author’s or producer’s standing

documentation used

accuracy

subject content

comparative scarcity of available material

social relevance of the theme

readability and/or understanding

literary or performance merit

effectiveness of presentation

current demand or interest

importance of subject matter to the community

possible future research value

local interest in the author, producer or subject

physical format, limitation of use

specialized format (handicapped, e.g.)

cost

availability in other libraries

inclusion of title in bibliographies, indexes or reviews

V. Judgment for selection is made on the material as a whole, and not on some passage, page, scene or other parts alone.

VI. In fields, which the local library cannot develop extensively, the aim is to acquire basic bibliographic materials by which readers may gain basic information and prepare for use of the larger or specialized collections of other libraries.

VII. A new acquisition shall be measured against the other materials available to determine which selection seems wisest in view of the library’s need, space and available funds. Consideration is given to materials, which may be of interest to a few patrons as well as those of interest to many.

XIII.
The library does not attempt to acquire textbooks and other curriculum related materials or professionally or technically oriented resources except as such materials also serve the general public.

IX. 
The library acknowledges a particular interest in the local and state history and the works of local authors. The library will however, apply the same standards of selection to the works of the local authors as it does to other library materials.

X. 
Kewanna-Union Township Public Library recognizes its responsibility to young adults. The use of the library assists in their development toward adulthood, by awakening new interests, by furthering a taste for good and accurate information, by providing an opportunity to explore new ideas, by contributing to their personal and intellectual growth.

XI.
Selection of juvenile materials is based on the criteria listed above.
Diversified backgrounds, tastes, interest and abilities are acknowledged. The use of such material by children is the responsibility of their parents or legal guardians.


The library’s objectives in serving children are to:

help children widen their interests

stimulate and help satisfy their curiosity

help them in increasing their knowledge and understanding of their world with it varied peoples and cultures.

Help each child realize his own identify as a person of worth.

Help children discover reading and research for understanding is fun

XII.
The Board of Trustees delegates to the Director the ultimate responsibility of discarding materials

Regularly the library re-evaluates its collection and discards materials because they are out of date, badly worn, rarely used by the public or inconsistent with current selection criteria.

Discards materials may be made available to the Friends of the Library 

     for public sale.
XIII. 
The library welcomes gifts, but accepts them with the understanding that it has the right to handle or dispose of them in the best interest of the library. Such material may be added to the collection provided that it meets the library’s standards of selection.

XIV. 
The Library’s Board of Trustees believes that anyone is free to reject for him/herself library materials of which he/she does not approve; however, he/she does not have the right to restrict the freedom of others to use the materials. No books or other library materials shall be excluded because of the race, sex, nationally or political, religious or social views of the author.

11) LIBRARY COLLECTION DEVELOPMENT GUIDELINES

Purpose:

The purpose of these guidelines is to inform the public regarding guidelines and principles for our collection development. They will provide guidance to the Library Board and staff regarding selection and weeding principles. The staff will use the basic library collection development resources to evaluate the collection i.e., Children's Catalog, Public Library Catalog, Fiction Catalog, Reader's advisor, Library literature basic lists, and ALA guidelines, etc.

Collections:

Nonfiction:

Most materials in the nonfiction collection have been published in the last seven to ten years.

Older works are retained as use indicates, space allows, if there is a scarcity of current publications, or as the reputation of "classic" status, or timeless quality of the works warrants.

On controversial subjects, the collection reflects a wide diversity of opinion.

The collection level varies from moderate to basic, depending on the level of demand in each subject. 

These guidelines also recognize that the Kewanna-Union Township Public Library is evolving into a hybrid public/junior college library. This responds to the number of Kewanna-Union Township Citizens pursing educational opportunities provided by local college offerings and most importantly, the opportunities offered by distance education (CCS).

Fiction:

The primary purpose of the fiction collection is to satisfy the heavy demand of recreational readers for popular new titles.  The collection consists of classics, popular best sellers, critically acclaimed first time authors, and genre fiction, such as spy novels, gothics, romances, historical fiction, and westerns.

We know that there are authors and subjects of recurring interest, when these are identified we will keep them in the collection. 

We maintain a modest rental collection. The purpose of the rental collection is to insure current releases are available and to experiment with authors and subjects to determine interest. 

Guidelines based on the Dewey Decimal Classification System:

Generalities (000-099):

The subjects included in the 000's include: mysteries of the universe; computers; bibliographies; library and information science; encyclopedias; news media; and the history, description, and critical appraisal of books.


Considerations: Information dealing with the mysteries of the universe is 

very popular. The library strives to maintain balance (various points of  

 view) in this collection.

The computer book collection is primarily for the nonprofessional user. 
Materials dealing with the most popular systems, programs and 
applications are included. Information dealing with the internet will be 
emphasized. The collection will maintain information on the "history of 
computing" and basic computer dictionaries and encyclopedias.

Appropriate amount of information regarding bibliographies will be 
collected. 

Library and information science collections will reflect the current interest 
of staff and the needs for staff professional development.

Encyclopedias will be purchased on a five-year cycle. Some of the most 
popular ones will be purchased annually -- World Book.

A basic collection shall be maintained on news media and journalism. This collection will also reflect the needs of  local organizations and media.

Selection Guidelines: The main considerations will be demand, price, 
and reputation of the author and publisher. Current editions of titles in 
most demand will be purchased.

Retention and Weeding: Considerations for weeding: publication date
, use, and availability of other information in the collection, status as a 
"classic", and the book's physical condition.

Weeding guidelines: (3-5-10)

Mysteries of the universe, journalism -- discarded after 5 years. 
Computer materials: after 3 years, exception the basic books. 

Bibliographies: will be reviewed every 10 years; Encyclopedias:  
Selected older editions may be transferred to circulation.

Philosophy and psychology (100-199):

Subjects covered in the 100's: Metaphysics; epistemology; paranormal phenomena, including works on witchcraft and magic; philosophical schools; psychology; logic; ethics.



Considerations: The library will consider titles of popular appeal to 

the informed non-professional reader, which are generally for self-

education and pleasure. The collection will strive for a balanced 

presentation of the ethical, social, medical, business,
 professional 
and environmental questions.

There is very little demand for philosophy and the collection is basic. Each of the subject areas will be collected for general interest.

Psychology, particularly self-help and pop-psychology type books are heavily used and in great demand.

Paranormal phenomena are also in great demand and subject to frequent theft. Limited collection will be developed.

Selection plan: the library will buy popular and high quality paranormal and behavioral psychology resources of interest to the general reader. Because of the large number of titles available in the subject area, the author or publisher's reputation will be of prime importance in the selection of materials.

Retention and weeding: Generally the popularity and physical condition of the book will be of prime interest. Items that have not circulated in 3 years will be evaluated for discard. 

Weeding guidelines: (3-5) Psychology materials are weeded to 
assure current accuracy and to reflect new research, through most 
classic titles will be retained. Self-help and pop psychology are 
weeded as there popularity declines. Other works will be reviewed 
for new editions within five year time frames. If a title has not 
circulated in 5 years it will also come under review.

Religion (200-299):

The religion collection is an overview of topics of interest to the general public. The collection will include information on world religions and comparative studies with an emphasis on Judeo-Christian tradition.



Considerations: The collection will reflect the wide range of 

local denominational literature. 

Basic information on Eastern and Native American religions will be 

collected.

Mythology of various forms will be collected. 

Selection plan: Materials that are of interest to lay readers and 
relevant to current social issues will be collected. All religions and 
denominations will be represented as fairly as possible.



Retention and weeding: The physical condition of the materials in 
this area will be a strong factor.  Classic works, histories and
 sacred texts of major religions, and important commentaries will be 
retained.  Books in poor condition and titles of an ephemeral nature 
will be withdrawn on an annual cycle.

Weeding guidelines:(5-10) Materials with copyright dates older 
than ten years or has not circulated in 5 years it will come under 
review.

Social Sciences (300-399):

Subjects covered in the 300's include social sciences; political science; economics; law; public administration; military history; social services; education; commerce; communications and transport; customs; etiquette, and folklore.

Considerations:

Social sciences (301-307): Materials in this section include
 sociology, anthropology, women's studies, and sexuality. 
Controversial subjects will be presented with as many points of 
view as possible. Popular titles will be collected. 

Political science (320s): The collection is intended for the 
nonprofessional. Topics covered will include local, state, regional 
and national political issues, special interest groups, and the history 
of political movements and parties.

Economics (330s): This is a large collection, which covers all 
aspects of economics, investing, the stock market, currency, 
property, and credit. Books selected will provide a general overview 
of each of the subject area. Some specific areas will be developed 
to reflect current and popular local interest.

Law (340s): Information collected will be for the nonprofessional 
and of popular interest. Books that provide instruction as well as 
reproducible 
forms are preferred over those with long lega
l narratives. Indiana Code and Administrative code are current.

Public administration (350s): This area represents public 
Administration and military sciences.

Social services (360s): Information includes topics related to 
welfare, adoption, abuse, abortion, environmental concerns, 
criminology, general clubs, and insurance. Information representing 
all sides of the controversial topics will be collected.

Education (370s): This area includes issues in education. Also
 includes many of the study guides for standardized tests.  These 
books are subject to theft. The Friends of the Library have copies of 
the most popular ones for sale. A basic collection will be included in 
the reference area.

Commerce, communication, and transport (380s): This is a relatively small collection dealing with the history of trains, companies, radio and television. Railroad history will be collected to represent the local history and interests.

Customs, etiquette and folklore (390s): Information of general 
interest of the public will be collected. The collection represents and 
overview of the various topics.

Selection plan: Patron interest and requests are always 
considered, as are the popularity of the subjects in current 
literature. Most of the information in these subject areas changes 
rapidly, so current, accurate information is important. The collection 
emphasized the popular rather than the academic treatment of 
topics and offers good overviews of each of the subjects. Many of 
the titles are updated annually.

Special consideration is given to materials that deal with Indiana, regional 
and specifically Kewanna-Union Township.

Retention and weeding: Factors that are considered: Age of the 

book and physical condition, use, other information that is available, 

whether it is considered a classic.

Weeding guidelines: (5-10) Books on education, folklore, and 
Customs will be considered for discard ten years after copyright. 
Books in the areas of law, public administration, crime, social 
services, etiquette, political science, economics, education, and 
folklore will be reviewed for discard after five years. Any book not 
circulated in the last 5 years will be reviewed for retention.

Language (400-499):

The languages/linguistics collection: consists of standard works for the nonspecialist on subjects such as evolution, use and acquisition of language, and comparisons of languages. Emphasis shall be placed on the English language, its history, structure, and learning. There is also concern for literacy, sign language, and materials on English as a Second Language (ESL). Basic learning materials and dictionaries for non-English language will be represented.

Considerations: Collection will reflect the interest of the general 

public regarding language study and issues.

Selection plan: Will select those items that best reflect the needs 
of the general community. Basic bibliographical lists will be used for 

guidance.

Retention and weeding: Books will be retained as long as they 

are in good condition and continue to be used. Latest editions will 
be purchased to keep the collection current. 

Weeding guidelines: (5-10) Materials with copyrights of more than 
ten years or have not been used in five years are evaluated for 
potential discard.

Pure sciences (500-599):

This area includes mathematics, astronomy, physics, chemistry, earth sciences, paleontology, life sciences, botanical sciences, and zoological sciences. The emphasis of the collection shall be for the non-specialist.



Considerations: There is a demand for information on basic math, 

basic science for the lay person, and identification books. The 
continuing advancements made in the knowledge of the sciences 
require up-to-date materials.  Overall, factors that are considered 
include cost and reputation of the authors and publishers.

Selection plan: Generally look for basic lists and bibliographies to 
select materials in this area.

Retention and weeding: the 500s contain subjects,
such as 
physics, and astronomy in which information is quickly dated or 
proven wrong, as well as subjects where the information is nearly 
timeless, such as mathematics. For time-sensitive subjects, 
materials older than two or three years are closely examined for 
interest and accuracy.

Weeding guidelines: (5-10) Materials will be evaluated for discard five years after copyright.  Materials dealing with mathematics, life sciences,and botanical sciences are reviewed for discard after ten years of copyright.  Any items that have not been used in five years will be evaluated for potential discard.

Applied sciences (600-699):

The applied science and technology section serves a wide range of needs: medical information; all aspects of home economics and management, including cookbooks, gardening, home and appliance maintenance and repair; electronics and engineering, including automobile maintenance and repair; management; manufacturing and building trades.

Considerations: There is a great deal of interest in these 

areas. The demand is for relevant and current information for 
these high profile subjects.

Medical/health (610s): Attention is paid to authors and books  
spotlight in the media, with emphasis on materials for the lay 

person. 

Engineering (620s): Popular areas include computer repair, boats, motors, auto repair, VCR repair, and television repair. Broad coverage of the range of years and models is especially important in the auto repair books.

Agriculture (630s): Includes gardening books that emphasize 
Zone 6, northern, or Midwest gardening. Pet information is 
also included.

Home economics/family living (640s): Information in this
 area deals with home economics, cookery, housing and 
household management, sewing, clothing, family living, and 
child rearing.

Management/business (650s): Information about resumes,
 small business accounting, and careers are emphasized. 

Chemical engineering (660s): A small collection, but covers 
basic subjects of interest to the general public.

Manufacturing (650s-690s): Includes books on home workshops, furniture making, printing, toy making, and construction. An area with broad general interest.

Selection plan: Standard reviewing sources including popular magazines are used to select materials. Information will be selected for the general interest.  

Retention and weeding: Weeding is based on the normal 
criteria of age, condition, and usage.

Weeding guidelines: (3-10)

610s: Medical resources are aggressively weeded to ensure 
all sources and accurate and up-to-date. Sources will be 
reviewed for discard  three years after copyright.

620s: Automobile car repair books are retained permanently 
as long as their condition warrants. Major reference 
resources are placed in the reference collections.

630s: General gardening books are permanently retained as 
long as their condition warrant. Materials that discuss chemicals and pesticides are reviewed for discard after five years.

640s: Information that deals with sewing, grooming, and 
child rearing are evaluated for discard five years after 
copyright, unless updated with a new edition.

650s, 660s, 680s, 690s: Materials are evaluated for discard five years after copyright.

670s: Information is quickly out-dated. Materials are 
evaluated for discard five years after copyright or five year 
without circulating.

If materials are not used in five years they are evaluated for 

discard.

Arts and recreation (700-799):

Includes a wide range of subject matter of interest: casual art lovers, collectors, and handicraft and sports enthusiasts. The largest sections cover a wide range of arts and crafts, television and motion pictures, and sports. Virtually all items are at a popular level.

Considerations: Patron interest and demand heavily 



influences purchasing patterns in arts and recreation.

Selection plan: Standard library selection sources are 
consulted and reviewed for purchasing plans.

Retention and weeding: Circulation, condition, and 
currency of information are the standard criteria in the 
weeding process. 

Weeding guidelines: (5) Historical information will be kept Indefinitely. But other items will be reviewed after five ears of 

copyright for discard.

Literature (800-899): 
Literature collection consists of writing, literary history and criticism and collections of speeches, essays, humorous writings and anthologies of short studies.




Considerations: Collection will reflect the interests of the 

community. The collection will assist in continuing education, 
and recreational needs of the public 

Selection plan: Standard library selection tools will be consulted to maintain the literature collection.

Retention and weeding: Classic and current authors are retained, with weeding done on the basis of lasting influence and demand. 


Weeding guidelines: (5) Collection will be reviewed every five years for potential discards and/or replacements. The latest edition of the Public Library Catalog and/or Reader's Advisor will be consulted before an item is discarded.

Geography and history (900-999):

The history and travel collection consists of popular works intended for a general audience, and supplemental material to support student use, such as United States and Western European history. 

Considerations: The main emphasis is basic travel books for all parts of the globe. Most new Indiana history and geography titles and works dealing with Kewanna-Union Township.

Selection plan: Follow the standard library selection tools.

Retention and weeding: (5) Materials in this area will be reviewed for weeding every five years. Classic history works and other books will be retained. Before a title is discarded, it will be reviewed by the local history/genealogy department. Any items that have not been used in five years will also be reviewed for discard.

Biography (B):

This collection consists of materials about people from all walks of life from the earliest times to the present. Autobiographies, memoirs, and collections of letters are included in this collection.




Considerations: General interest of the public will be 

the guidelines for buying and discarding materials in this 

collection.

Retention and weeding: Retention of titles is based on the 

enduring importance of the subject of the biography. 

Weeding guidelines:( 5) Biographies that are not used in 
fiveyears will be reviewed for discard.

Fiction: 

The primary purpose of the fiction collection is to satisfy the heavy demand of recreational readers for popular, new titles.  Classics, popular best-sellers, critically-acclaimed first-time authors, and genre fiction, such as spy novels, gothics, romances, historical fiction, and westerns.




Considerations: Will follow the various library and popular 

magazines as selection tools. 

Selection plan: Multi-copies of popular authors are rented 
until the demand is reduced. Generally one or two copies of 
popular authors are purchased for the collection.

Retention and weeding: Literary classics, regional authors, and well-recognized contemporary authors are retained, sometimes in duplicate, as it relates to demand. 

Weeding guidelines: Weeding of duplicate copies, books in 
poor condition, and ephemeral authors will be reviewed 
annually for discard. Local authors and Indiana authors will 
be moved to the Local History collection.

Mysteries and Science fiction: Older authors have a
 continued interest and therefore will be carefully reviewed 
and checked against the standard public library collection 
guides.

Large print: Generally, books will be reviewed for physical condition or have, a low circulation use will be considered for discard.

Reference collection:

Reference collection is intended to provide basic answers to any number of questions that may come from the public or for public use. Generally, as books are revised and new editions are issued they will purchased. 

Sets are added too as they volumes become available. Complete sets are up-dated on a five-year cycle. 

Often a decision must be made as to the format – paper, internet, cd, etc. If there is significant financial advantage for one format over the other, a decision will be made in favor of the most economical edition.  In most cases, if possible the paper edition will be purchased. 

Periodicals/Newspapers

A general collection of current periodicals will be provided. The current issue will always be on display for the public. Older copies of periodicals may be checked out for home use. Special magazines will be selected if they have a wide appeal.

Library will rely on the Indiana Inspire (the virtual library) program for academic and special titles. 

Most periodicals will be maintained in the collection for 3 years. If the title (full text) is available via Inspire the library will keep only current year + 2 years of the back issues. 

Major newspapers in the local and regional market will be held by the library for three months.

Local newspapers will be microfilmed for archival storage.

A major criteria for selection will be the question of indexing. Is the title indexed in any of the general indexes, i.e., Reader’s Guide, Inspire, etc.?

Pamphlets:

The Pamphlet collection will be minimal.  We will rely on the basic subscriber services like SIRS to keep a pamphlet file current. 

Genealogy will clip articles for the local history/genealogy collection.

Other formats:

Videos, audiocassettes, cds, dvds, e-books will be reviewed and added to the collection as demand develops and methods to organize and protect them are devised. 

We currently maintain a collection of videos and audiocassettes.

The same criteria and weeding guidelines will be the same as the hard copy (book copy). 

