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MISSION STATEMENT:

The McCracken County Public Library empowers everyone to discover, grow, learn and
play through our programs, services and resources. We enrich our community by providing
innovative programs, a diverse materials collection, access to technology and exceptional
customer service.

Core values:
We are welcoming to all.

We are helpful and professional.

We are innovative.

We are responsible stewards of public resources.

We treat our patrons and each other with respect, dignity and kindness.

Strategic initiatives:

(1) Sustainability and fiscal responsibility: we are good stewards of public dollars
and resources.

(2) Community engagement: we connect with the community through outreach,
partnerships and collaboration.

(3) Customer experience: we provide exceptional customer service and maintain a
comfortable, safe and welcoming library.

(4) Learning and discovery: we connect people to information, experiences and ideas
that help them learn, grow and be successful. We look for creative ways to increase
access to learning and discovery for all in our community.

(5) Innovation: we embrace new ideas and technology for the betterment of our library
and our community.

Approved by the McCracken County Public Library Board of Trustees

12/5/17

Page 7



BOARD OF TRUSTEES

Organization

The Library is governed by the Board of Trustees (KRS173.340), a corporate body in which
is vested management and control, including fiscal control, of the Library. The purpose of the
Board is to provide library services to the people of McCracken County. The Board consists
of five members. Members are appointed by the Kentucky State Librarian, McCracken County
Judge Executive and the County Commissioners. Board members serve afour-year term and
may serve two consecutive terms. The Board operates in accordance withthese statutes,
ordinances and its own By-Laws. A copy of the By-Laws is available upon request.

Officers of the Board are the President, Vice-President, a Secretary and a Treasurer. Officers
are elected by the Board, and serve two-year terms. Officers may succeed themselves.

The Board holds a regular meeting once each month, normally at 4 p.m. on the Fourth
Tuesday of the month.

Powers and Duties
In its concern for continued improvement of the McCracken County Public Library, the Board
of Trustees shall:

e Adoptby-laws and regulations.

e Supervise the management and care of Library property.

e Employ a Director and such personnel as the Director shall recommend
consistent with the requirements of KRS 171.260. The Board shall not employ
as a member of the Library staff any member of the Board of Trustees or
anyone related more closely than second cousin.

e Fix the compensation of the Director and remove them for cause.

e Approve annually a budget for expenditure of Library funds.

e Approve extraordinary expenditures of Library funds.

e Encourage and receive gifts to the Library.

e Determine Library policies.

e Work for enhancement of the status of libraries and librarians.

Page 8



Trustee Orientation

Once a Library Board member has been appointed and taken the oath of office, the Board
member will go through an orientation process that encompasses the information and tools
needed to understand the duties and responsibilities of being a Board member. This
orientation process will be conducted collaboratively by the Director, President, and the
Kentucky Department of Libraries and Archives Regional Consultant.

Once the new Board member has been appointed, the Director or President will contact the
Board member to welcome him/her to the Board and set up an appointment to have an
orientation session. The Director will assist in scheduling an opportunity for the regional
consultant to provide additional orientation information in conjunction with, or in addition
to, the Library orientation.

Board member orientation includes introducing the Board member to the following
documents, as well as any other documents necessary for compliance with Kentucky law
governing libraries and information specific to the McCracken County Public Library:

e The Kentucky Public Library Trustee Manual

e Alist of Board members with their contact information, terms of office, and offices
held

e The location and schedule of Board meetings, Board bylaws and policies

e Asample agenda

Additional documents that may be provided by the Director as part of the Board member
orientation process may include the following documents, among others:

The Library’s latest Annual Report

The Library’s Standards Report

The Library’s long-range or strategic plan

The Library’s current and previous year’s budget

The Library’s tax rate (taxing districts only)

Board packets from the previous three months meetings, including minutes,
statistics, and financial reports

An organizational chart of the Library staff with names and titles

A copy of the Library’s policies or the location where they can be accessed
Brochures or other concise information about the library or library services
PR or information on any recent Library accomplishments
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The orientation process shall also include a tour of the Library facilities and an introduction
to the Library staff, allowing the new Board member to ask questions in context as they view
the different services, activities, and areas of the Library facilities.

Some topics that could be addressed and discussed during the tour include:

How the Library is operated on a day-to-day basis

How the Library is linked to other resources and libraries

How the Library serves the needs of the community

How the Library could better serve the needs of the community

Every attempt will be made by the President, Director and Kentucky Department of Libraries
and Archives Regional Consultant to provide the new Board member with any additional
pertinent information requested to assist in equipping the Board member with the
knowledge and skills necessary to succeed in their new role.
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Communication with the board

Communication with the Board as a whole, or to individual members, is normally carried out
through the Director; however, staff with pressing issues may contact the Board. A Board
contact list will be posted in the staff lounge area.

Conflict of interest

The McCracken County Public Library Board believes that it is fundamentally important that
the public perceives that all policies and decisions of the Board are fairly and impartially
determined, and that the personal financial interests of the Board members do not conflict
with the interests of the Library. To that end, the Board has adopted the following policy:

A Board member shall not participate, directly or indirectly, in the making of any
contract on behalf of the Library in which he or she has a personal financial interest;
nor shall a Board Member participate in any decision or recommendation involving
the Library in which they have a personal financial interest.

Any Board member aware of a personal conflict of interest regarding a matter coming
before the Board shall bring this to the attention of the Board. The Chair of the Board
shall rule as to whether the situation constitutes a conflict. If a conflict exists, the
Board member shall abstain from voting and excuse him/her from any discussion
regarding the matter by leaving the room, and shall not be counted in determining
the quorum if that has not already been established for the meeting. These points
shall be recorded in the Minutes of such meetings.

In the event that the Chair has a conflict or perceived conflict, the Vice-Chair will fulfill
the role of investigating and ruling on the conflict.

The Board, in accordance with this policy and applicable law, shall deal with any
conflict of interest brought to its attention.
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OPEN RECORDS AND RECORDS RETENTION
The McCracken County Public Library is subject to the Kentucky Open Records Act (KRS
61.870-61.884) and certain requirements with regard to records retention.

Retained Records

The McCracken County Public Library will maintain and retain its records in accordance with
applicable laws and regulations. Unless otherwise provided by law, records may be retained
or discarded according to the Records Retention Schedules as adopted by the State Archives
and Records Commission.

Public Records

Not all records of the McCracken County Public Library will necessarily be “public records”
under the Open Records Act, and even some public records are exempt from operation of the
Act. "Public record" generally means all books, papers, maps, photographs, cards, tapes,
discs, diskettes, records, or other documentary materials prepared, owned, used, in the
possession of, or retained by the Library. It does not include any records owned by a private
person or corporation that are in the possession of the Library or one of its employees.

Requests for Records

The McCracken County Public Library Director (or designee) acts as Custodian for all of the
Library’s public records. Any person may request to inspect or receive copies of the Library’s
non-exempt public records. All requests to view or copy the Library’s public records
pursuant to the Kentucky Open Records Act must be made in writing and must contain the
requester’s name and signature. Requesters may use the Request to Inspect Public Records
form, but are not required to do so. All Open Records Requests must be submitted via U.S.
Mail, facsimile transmission, or hand delivery. Emailed Open Records Requests will not be
honored. Open Records Requests should be directed to the attention of the Library’s Records
Custodian. If a requester is requesting to be provided with copies of non-exempt public
records, they must provide a sufficiently precise description of the documents they are
seeking so as to allow the Records Custodian to readily identify them.
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Response

The McCracken County Public Library has three business days in which to respond to an
Open Records Request. This time begins to run the next business day after the request is
received.

The response to an Open Record Request may:

(1) grant the request,

(2) deny the request,

(3) explain that there will be a delay in responding to the request;
(4) or any combination thereof.

To the extent a request is granted, the response will provide a timeframe when the requested
non-exempt public documents may be inspected in person, or will inform the requester of
the applicable copying charge and postage fee required to be paid before copies of the non-
exempt public documents may be provided. To the extent a request is denied, the response
will provide the legal cause for the denial. To the extent the full response to a request is
delayed, the initial response will give a detailed explanation of the cause for any delay and
an estimate of when a complete response may be expected.

Copies

To the extent a request is granted, copies of the responsive non-exempt public records
requested may be provided at a cost of $0.10 per page, along with any applicable postage
costs, all of which must be pre-paid by the requester. Requests for specialized or non-
standard copies (e.g. color or oversized copies) will be provided at the cost incurred by the
Library to produce them. The McCracken Public Library may also recover costs associated
with staff time expended in responding to a request made for a commercial purpose. Non-
public or exempt information may be redacted as appropriate from copies of otherwise non-
exempt public records provided.
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On Site Examinations of Records

To the extent a request is granted, individuals requesting to review records will be allowed
to schedule a time to conduct on-site inspection of non-exempt public records during the
regular hours of the McCracken County Public Library. An on-site inspection may berequired
by the Library if the request is not precise in nature or if the requester resides or maintains
his or her principle place of business within McCracken County. Public records must be
inspected in the location set by the Library. During their inspection, a requester may copy
non-exempt public records (at their own cost), but may not remove, alter or add to
documents provided for review. The Library is responsible for protecting the security of
public records in its custody, and may require that a staff member be present during any
inspection or copying of its public records.

Denial of Inspection

Certain public records are exempt from inspection under the Open Records Act. Circulation
and Library use records for individual patrons are exempt from inspection, and requests to
inspect or receive copies of these records will be denied, as will a request to inspect or
receive copies of any other records which either are not public or which are exempt under
the Act. Under certain circumstances, the Library may find that a request would create an
unreasonable burden to comply with, and may deny such a request for that reason. Requests
that the Library believes are intended to disrupt its essential functions will also be denied.
Reasons that a request may be deemed unduly burdensome for compliance, or which may
be disruptive to the Library may include time and expense involved in retrieving and
duplicating the records, or in the type and nature of the request. To the extent a request is
denied, the Library will provide the legal basis for the denial to the requester.
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INFORMATION SECURITY POLICY

In accordance with KRS 61.931-934, McCracken County Public Library will take reasonable
precautions to ensure that any personal information that is kept by the Library for any
purposeis safeguarded from unauthorized access.

McCracken County Public Library will comply with best practices established by the
Department for Local Government (as required in KRS 61.932). See Security and Incident
InvestigationProceduresand Practicesfor Local GovernmentalJnits for these best practices.

Per the Department of Local Government’s guidance, a “Point of Contact” is

designated byMcCracken County Public Library to
1) Maintain the library’s adopted Information Security Policy and be familiar
with its requirements;
2) Ensure the library’s employees and others with access to personal information
areaware of and understand the Information Security Policy;
3) Serve as contact for inquiries from other agencies regarding its Information
SecurityPolicy and any incidents;
4) Be responsible for ensuring compliance with the Information Security Policy; and
5) Be responsible for responding to any incidents.

The Director is McCracken County Public Library’s Point of Contact for thepurpose of
adherence to Department for Local Government guidance.
(Revised June 22, 2021)

Patron information

McCracken County Public Library acts to limit the amount of personally identifiable
information that it retains. Some information, however, is necessarily and understandably
retained for the transaction of day-to-day business.

Most information related to patrons is kept for the purposes of circulating materials and
ensuring that responsibility is attributed to the correct person when an item is borrowed.
This information is not publicly available and, beyond interactions between the library and
the patron, will be shared only with third-party vendors with whom the library has
contracted services necessary for conducting business and law enforcement personnel
upon valid, legal request. Information related to delinquent patrons may be shared with a
third party vendor for the purposes of collection. The library will not share personally
identifiable patron information for any other purpose.

When a patron record has been inactive for five years and carries no outstanding debt
(financial or in borrowed materials), the record is deleted from the Library’s computer
system and is not archived.

Personal information about patrons is generally only retained in electronic format with
appropriate back-up devices in place for recovery in the event of a database failure. All
back-up devices are kept secured at all times in areas that are not accessible to the general
public and with limited accessibility by staff.
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Staff information

McCracken County Public Library retains information about its staff that is directly related
to the work environment. Social security numbers, health information, and performance
records are retained only as a part of standard human resources processes (such as
payroll, retirement,or health insurance). This information is subject to records retention
policies of the Commonwealth of Kentucky and McCracken County Public Library. Records
will be retained and destroyed according to the records retention schedule.

Personal information about staff members is, in some cases, subject to the Open Records
Act and will be shared with anyone properly requesting that information as specified by
Kentucky Revised Statute. Information protected from disclosure under the Open Records
Act will not beshared with any outside agency for any purpose other than for the reason it
was collected (i.e. to a payroll vendor for tax purposes).

Personal information about staff will be kept secured at all times in areas that are
not accessible to the general public and with limited accessibility by staff.

Security Measures

The library does not share any information with any outside agency for any reason other
thanthe purposes for which it was collected. Third party vendors with whom the library
does business are required by KRS 61.932 to provide their own security measures to
protect any personal information. Where possible, the library has informed each entity in
writing that appropriate security and breach notification is required.

The library provides an internal, closed network for the collection and use of most patron
data.The network is not accessible to the general public and access to it is limited to third
party vendors with whom the library has contracted services.

Where the library’s systems do have interaction with any outside vendor or patron (i.e.
through the internet-based catalog), transactions will take place using secure
transmission protocols. Such interactions will be limited to the purpose of the transaction
only and will notallow access to any more information than is required for the purpose of
the transaction (i.e. a patron reviewing a list of items that are currently checked out to
him/her).

Personal information stored on computers or back-up devices is not accessible to the
general public and is protected by a computer firewall and anti-virus systems.

Security Breachesand Notifications

If McCracken County Public Library becomes aware of a breach that would allow outside
access to its network or access to devices used to store personal information, action will
immediately be taken to remove the device from the network or to close the network to all
external traffic.

McCracken County Public Library will notify vendors of their responsibilities to inform

the librarz of any breach in their own systems which would expose or comEromise the
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security of personal information provided by the library. Notification of such must
conform to the requirements of KRS 61.932 and will include any reports of investigations
that are conducted into the breach. Contracts that are made or amended with the library
after January 1, 2015, nust contain provisions to account for the requirements under
KRS 61.932.

In the event McCracken County Public Library’s own computer network or data storage
systems are breached, the library will immediately take action to secure the network or
system,to prohibit any off-site access, and to determine the extent of the data that was
obtained by the unauthorized party. Where appropriate, the library will notify any/all
affected parties within the guidelines of KRS 61.933 or as directed in guidance from the
Department for Local Government. Investigations which follow such a breach will be
reported as required by the same statute.

Adopted: 12/4/2017
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INVESTMENTS

General

It is the policy of the McCracken County Public Library to invest public funds in a manner
which will provide the highest investment return with the maximum security while meeting
the daily cash flow demands of the Library and conforming to all state and local statutes
governing the investment of public funds.

Prudent Person Rule

Investments shall be made with judgment and care - under circumstances then prevailing -
which persons of prudence, discretion and intelligence exercise in the management of their
own affairs, not for speculation, but for investment, considering the probable safety of their
capital as well as the probable income to be derived.

The standard of prudence to be used by the Investment Committee shall be the "prudent
person” standard and shall be applied in the context of managing an overall portfolio.
Investment Committee members acting in accordance with the investment policy and
exercising due diligence shall be relieved of personal responsibility for an individual
security's credit risk or market price changes, provided deviations from expectations are
reported in a timely fashion and appropriate action is taken to control adverse
developments.

Investment Committee

The Board authorized the Investment Committee (which shall be comprised of the
Treasurer, as Chair of the Committee, the President, the Vice President and the Executive
Director of the Library) to invest the Library's funds, pursuant to the terms and conditions
of this investment policy. The Investment Committee may make a recommendation to the
Board to rely on the services of the professional investment advisors who are managing the
Library’s funds. In such case, the monthly statements will be reviewed by Investment
Committee members and action/recommendations will be taken as needed.

Investment Objectives
The primary objectives, in priority order, of the McCracken County Public Library's
investment activities shall be:

o Safety: Safety of principal is the foremost objective of the investment program.
Investments of the McCracken County Public Library shall be undertaken in a manner
that seeks to ensure the preservation of capital in the overall portfolio. To attain this
objective, diversification is required in order that potential losses on individual
securities do not exceed the income generated from the remainder of the portfolio.

e Liquidity: The McCracken County Public Library's investment portfolio will remain
sufficiently liquid to enable the Library to meet all operating requirements which
might be reasonably anticipated.
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¢ Return on Investment: The McCracken County Public Library's investment portfolio
shall be designed with the objective of attaining a market rate of return throughout
budgetary and economic cycles, taking into account the Library's investment risk
constraints and the cash flow characteristics of the portfolio.

Authorized and Suitable Investments
Funds not needed for current expenses or obligations of the Library may be invested in any
of the following:

e Obligations of the United States and of its agencies and instrumentalities, including
obligations subject to repurchase agreements, provided that delivery of these
obligations subject to repurchase agreements is taken either directly or through an
authorized custodian.

e Obligations and contracts for future delivery or purchase of obligations backed by the
full faith and credit of the United States or a United States government agency.

e Obligations of any corporation of the United States government.

e Certificates of deposit or other interest-bearing accounts of any bank or savings and
loan institution having a physical presence in Kentucky which are insured by the
Federal Deposit Insurance Corporation or similar entity, or which are collateralized,
to the extent uninsured, by any obligations permitted by KRS 41.240(4).

e Bonds or certificates of indebtedness of the Commonwealth of Kentucky and of its
agencies and instrumentalities.

e Securities issued by a state or local government, or any instrumentality or agency
thereof, in the United States, and rated one (1) of the three (3) highest categories by
a competent rating agency.

e Shares of mutual funds, exchange traded funds, and individual equity securities and
individual high-quality corporate bonds meeting specified requirements as outlined
in KRS 66.480 (1) (j through 1), and provide that the investment of the funds allowed
under this bullet point does not exceed 40% of the total money invested.

e At the time the investment is made, no more than 5% of the total amount of any
investment may be with any one issuer unless:

O The issuer is the United States government or an agency or instrumentality of
the United States government, or an entity which has its obligations
guaranteed by either the United States government or an entity, agency, or
instrumentality of the United States government;

O The money is invested in a certificate of deposit or other interest bearing
accounts as authorized by KRS 66.480 subsection (1)(d) and (e) of this section;

O The money is invested in bonds or certificates of indebtedness of this state and
its agencies and instrumentalities as authorized in KRS 66.480 subsection
(1)(h) of this section; or
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O The money is invested in securities issued by a state or local government, or
any instrumentality or agency thereof, in the United States as authorized in
KRS 66.480 subsection (1)(i) of this section.

Limitations

The Library shall not purchase any investment on a margin basis or through the use of any
similar leveraging technique. Investments shall not exceed a term of 5 years except with
the prior authorization of the McCracken County Public Library Board of Trustees.

Written Agreements

The Chairperson of the Investment Committee is authorized to sign written agreements
necessary to institute such investments, as described above, without separate approval by
the Board of Trustees. Further, the Chairperson may delegate his/her authority to sign
written agreements to any member of the Investment Committee.

Internal Control

The Board of Trustees shall receive at each regular meeting a “Cash Accounts” Report. This
report should include month end summaries of each bank account, including checking,
savings, and investments at cost basis, not market value. The list should indicate all
investments and whether or not they are secured by FDIC, government securities or bank
pledges.

Investment Policy and Review

The investment policy of the McCracken County Public Library will be reviewed at least
annually by the Board of Trustees and any modification made thereto must be approved by
the Board of Trustees.

Revised: May 21, 2013; December 18, 2018; July 23, 2019

Fund Balance Policy

When both restricted and unrestricted fund balances are available for use, the library will
use the restricted fund balance first, then unrestricted fund balance. Furthermore, the
committed fund balances are reduced first, followed by assigned amounts, and then
unassigned amounts when expenditures are incurred for purposes for which amounts in
any of those unrestricted fund balance classifications can be used.
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BOARD REIMBURSEMENT OF EXPENSE

The McCracken County Public Library Board members may be reimbursed only for pre-
approved out-of-pocket travel expenses actually incurred in the performance of their duties
for the McCracken County Public Library, including attendance of continuing education
events. Prior authorization by a vote of the Library Board is required for expenditures to
qualify for reimbursement. Travel expenses must always be minimized to the extent
reasonably possible under the circumstances.

Original receipts must document claimed expenses. No expenses will be reimbursed for
friends or relatives accompanying a Board member on McCracken County Public Library
business. No expenses will be paid or reimbursed for non-business-related travel or
extension of stay beyond completion of the business of the Library. All travel expenses must
be pre-approved to be eligible for reimbursement.

Travel meal expenses

Board members who engage in pre-approved out-of-town travel on official McCracken
County Public Library business will be reimbursed for any reasonable expenses incurred for
meals while travelling up to the per diem maximum. The Library will not reimburse for the
cost of alcoholic beverages. To request reimbursement, the Board member must submit a
Travel Expense Voucher with receipts attached. The Travel Expense Voucher will be signed
by the Board President and Secretary and submitted to the Library Director/Bookkeeper for
reimbursement.

Business meeting meals

The McCracken County Public Library’s Board members do, on occasion, meet during meals
or invite special guests (such as visiting performers/authors, and potential employees) for
meals. The Board will approve all expenditures for business meeting meals in advance.
Expenditures for business meeting meals will be made on the Library credit card. No charges
for alcoholic beverages will be paid by the Library. Business meeting meals should be
reasonably priced, appropriate for the event, with care taken to limit the expense to the
Library. Excessive expenses will become the responsibility of the Board members. Receipts
for all business meeting meal expenses are required before reimbursement may be made.

Mileage reimbursements

When pre-approved out-of-town travel on official McCracken County Public Library business
is conducted using a Board member’s personal vehicle, mileage shall be recorded and will be
reimbursed by the Library. Mileage will only be reimbursed for the shortest of the most
direct routes between either the Board member’s residence and the destination, or the
Library and the destination. Mileage will be reimbursed at the rate approved by the
Commonwealth of Kentucky Finance and Administration Cabinet on a quarterly basis. Please
ask the Director or contact the Business Office for the current rate.
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Requests for reimbursement for mileage should be made to the Business Office using the
Travel Expense Voucher which should be submitted within 30 days of returning from the
event.

Special transportation

Airline fares for a Board member’s pre-approved out-of-town travel on official McCracken
County Public Library business will be paid for by the Library in advance. Taxi cabs must be
paid using the Board member’s own personal funds. The Library will reimburse reasonable
taxi cabs expenditures upon the Board member’s return. Pre-approved rental vehicles
should be paid for with Library credit card. Board members should take reasonable efforts
to seek the most economical means of travel available.

Lodging

Pre-approved hotel expenses for pre-approved out-of-town travel on official McCracken
County Public Library business should be paid for with the Library credit card. Reasonably
priced accommodations (for conferences, at the conference rate) should be sought. Only
reasonable expenses related to the lodging itself will be paid for by the Library. No other
expenses (telephone service, internet service, meals, etc.) should be added to the hotel
expense.

Requests for reimbursement

All requests for travel expense reimbursements must be submitted on appropriate forms
with appropriate supporting documentation. For special trips (such as conference
attendance), reimbursement requests may be made upon the Board member’s return.

Safety

Board members traveling on Library business are required to wear seatbelts at all times.
Traffic violations and citations are the responsibility of the driver.
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BOARD OF TRUSTEES AND STAFF ETHICS

The McCracken County Public Library depends on the trust of the community to successfully
achieve its mission. Therefore, it is crucial that all Board members and employees conduct
business on behalf of the Library with the highest level of integrity and avoid the appearance
of any impropriety.

Guiding Principles of the Board of Trustees and Staff:

Board members and employees should uphold the integrity of the Library and should
perform their duties impartially and diligently.

Board members and employees should not engage in discrimination of any kind,
including that based on: race, gender, age, country of origin, class, ethnicity, religion,
sexual orientation, or belief system.

Board members and employees should protect and uphold library patrons’ right to
privacy in their use of the Library’s resources.

Board members should immediately disclose to the Board, any conflict of interest
they may have with regard to any official action or business before the Board, and
abstain from any involvement in or decision-making on said issue if they do have such
a conflict of interest.

Board members and employees should avoid situations in which there is a reasonable
probability that their personal interests may appear to be in conflict with the best
interests of the Library.

Board members should abstain from any official action in which their personal
interest could reasonably be perceived as compromising their ability to act in a fair,
impartial and objective manner.

Board members and employees should not act in any way that may reasonably create
an impression that they are engaged in conduct that violates their responsibilities as
Board members or employees.

Board members and employees should not use or attempt to use their position with
the Library to obtain personal privileges or advantages for themselves, their friends,
or their families.

Board members and employees should not be swayed by partisan interests, public
pressure, or fear of criticism when carrying out their official duties.

Board members and employees should strive to uphold the integrity of the Library
and be respectful to their fellow Board members and Library employees in public
settings.
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Compliance

If any Board member or the Director appears to be in conflict of the “Guiding Principles”
above, he or she will be asked to meet with the Board as a whole to discuss the issue. The
Board will make a recommendation to the Board member or Director as to how he or she
may rectify the conflict. Failure to rectify the conflict to the satisfaction of the Board or law
may result in a Board recommendation for the removal of the offending Board member or
termination of the Director. Employees who are or appear to be in conflict with the “Guiding
Principles” will be asked to meet with the Director who will make a determination as to
discipline or termination based on his or her findings.
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Whistle Blower

The McCracken County Public Library is committed to operating in compliance with all
applicable laws, rules and regulations, and it prohibits unlawful retaliatory practices
against its employees by any of its board members, officers, employees, or agents. This
policy outlines a procedure for employees to report any actual or suspected violations of
law or policy, or any facts or information relative to actual or suspected mismanagement,
waste, fraud, abuse of authority, or substantial and specific danger to public health or
safety to any public body with apparent authority to remedy or report such actions. This
policy applies to any matter which is related to the Library’s business and does not relate
to private acts of an individual not connected to the business of the Library.

The McCracken County Public Library will not subject any employee to reprisal, either
directly or indirectly, for having made a good faith report of suspected wrongdoing of the
type set-forth above, either internally to the Board or Director, or externally to any public
body with apparent authority to remedy or report such wrongdoing, nor will the Library
take any such retaliatory action against any person who supports, aids, or substantiates
such an employee in having done so.

In addition, the McCracken County Public Library will not, with the intent to retaliate, take
any action harmful to any employee who has provided to law enforcement personnel, or a
to court, truthful information relating to the possible commission by any of its employees,
officers, Board members or other agents, of any wrongdoing of the type set-forth above.

If a McCracken County Public Library employee has a reasonable belief that any of the
Library’s officers, employees or Board members has engaged in any wrongdoing of the type
set-forth above, that employee is encouraged to immediately internally report such
information to the Library Director or to the Board of Trustees.

Suspected wrongdoing of the type set-forth above may be internally reported by the
employee confidentially or anonymously. Reports of suspected wrongdoing will be kept
confidential to the extent possible, consistent with the need to conduct an adequate
investigation.

All internal reports of suspected wrongdoing of the type set-forth above will be promptly
investigated as appropriate. In conducting its investigations, the McCracken County Public
Library will strive to keep the identity of the reporting employee(s) as confidential as
possible.

The McCracken County Public Library may take disciplinary action (up to and including
termination) against any employee who has engaged in unlawful retaliatory conduct in
violation of this policy.
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FISCAL RESPONSIBILITY

General Purpose:

It is the policy of the McCracken County Public Library that a public office not be used for
personal gain, and that Board members and the Director are to remain objective in their
duties and responsive to the needs of the public they serve. Accordingly, the Director and
Board members must maintain the highest commitment to their responsibilities as stewards
of the Library.

District Funds:

The McCracken County Public Library Board defines all district funds as “Public Funds." This
includes, but is not limited to, all sums actually received in cash or negotiable instruments
from all sources, whether or not the money has ever been deposited into a Library account.
Any money controlled by the Library, including gifts, fines, fees and all funds received from
any source, are considered “public funds” and are governed by this policy.

Personal Use of District Assets:

Neither the Director nor any Board member will use or permit the use of Library funds,
vehicles, equipment, telephones, materials or property for their own personal benefit or
profit. Neither the Director nor a Board member will ask or require a Library employee to
perform services for the personal benefit or profit of a Board member or the Director. The
Director and all Board members will safeguard Library property, equipment, moneys and
assets against unauthorized use or removal, as well as from loss due to criminal act or breach
of trust.

Segregation of Fiscal Duties and Internal Controls:

No one person should control or perform all key aspects of a transaction or financial event.
Segregation of duties is an important internal control activity that helps detect errors in a
timely manner and deters improper activities. Internal controls instituted by the Library will
assist the Board in maintaining adequate fiscal oversight of the expenditure of funds.

The McCracken County Public Library shall institute a system of internal controls and a
segregation of duties which meet or exceed the 32 guidelines outlined in the Kentucky
Auditor of Public Accounts Recommendatios for Public and Nonprofit Boarde@March 2010
revision). The adequacy of these guidelines and our compliance efforts should be reviewed
after each audit and as otherwise needed. Procedures shall be modified to correct any
deficiencies discovered during regular audits or at any other time.

Enforcement:
All Library employees, the Director and Board members are bound by this policy.

Any alleged violation of this policy by Library staff shall be investigated by the Director. If
actual violation is determined, the Director shall impose sanction appropriate to the degree
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of violation, up to and including termination. Any employee impacted by an action under this
policy may appeal to the Board, as allowed by the district’s general employee policy.

Any alleged violation of this policy by the Director shall be investigated by the Board, or by
a committee appointed by the Board for this purpose. If actual violation is determined, the
Board shall impose sanction appropriate to the degree of violation, up to and including
termination.

Any alleged violation by a Board member shall be investigated by the remaining Board
members. If actual violation is determined, the Board may impose sanction as warranted, up
to and including requesting the resignation of the Board member. At the option of the Board,
and in accordance with KRS 65.007, the fiscal court may be requested to instigate removal
proceedings for any Board member found in violation.

The Library District reserves the option of reporting any significant violation of this policy
to appropriate law enforcement agencies for investigation and possible prosecution.

LIBRARY SPONSORSHIPS

The McCracken County Public Library welcomes sponsorships from local business,
corporations, families, and individuals. The aim of sponsorships is to obtain funding or in-
kind support to provide services and equipment that may not otherwise be available. The
Board believes that libraries play an essential role in the quality of life of our citizens, and in
this important function, the Library should be supported through public funding. Therefore,
sponsorship revenue should only be used to fund additional, optional services or new,
"startup" services.

Guiding Principles
The following principles will guide the McCracken County Public Library in the solicitation

and acceptance of gifts, grants or other support to enhance or develop library programs and
services:

o All gifts, grants and/or support must further the Library’s mission, goals, objectives
and priorities. They must not drive the Library’s agenda or priorities.

o All gifts, grants and/or support must not compromise equity of access to Library
services. Sponsorship agreements must not give unfair advantage to, or cause
discrimination against, any sectors of the community.

e All gifts, grants and/or support must protect the principle of intellectual freedom.
Sponsors may not direct the selection of collections or require endorsement of any
products or services.

o All gifts, grants and/or support must ensure the confidentiality of user records. The
Library will not sell or provide access to Library records in exchange for gifts or
support.
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o All gifts, grants and/or support must leave open the opportunity for other actual or
potential donors to have similar opportunities to provide support to the Library.

e Gifts of books or other Library materials will be accepted in accordance with the
terms outlined in the Library’s Collection Development Policy.

Recognition and Acknowledgement

The Library will ensure that each sponsor receives acknowledgement, and to the degree that
the donor is willing, public recognition. The following guidelines will be used in providing
acknowledgement to and recognition of sponsors:

e Aletter of acknowledgement for gifts of money and in-kind support will be sent to all
sponsors and a copy will be placed on file.

e Any special recognition agreements will be stipulated in the letter.

e Public acknowledgement of sponsorship in the Library’s promotional materials will
normally be restricted to a statement of the sponsor's name and a display of logo.
Standards controlling the size format and location of such acknowledgment will be
developed by the appropriate staff person to ensure both consistency and quality of
appearance. Such acknowledgement will not take precedence or have prominence
over the library's own logo or promotional material.

e For gifts and/or sponsorships valued at over $500, the Library may submit a press
release to local newspapers and/or publish an article regarding the sponsorship in
their own newsletter if the sponsor is willing.

e Acknowledgement of sponsorship may also take the following forms at the Library’s

discretion:

Launch of a special program or media campaign to announce the gift.

Include sponsor's name on promotional materials.

Small standardized plaques may be placed on donated furniture or equipment.

Library bookplates will be placed on donated items.

In all cases, the type and scope of donor recognition required by the donor will be

weighed against the benefit to the Library.

Approval

All gifts, grants or in-kind support given with special requirements must be approved by the
Director. The solicitation of gifts valued must receive prior approval of the Director.

Authority for Implementation

The Library reserves the right to make decisions regarding the implementation of each grant,
gift, or offer of in-kind support. Purchasing decisions, including type of equipment, materials,
furnishings, and other components of a gift will reside with Library management. All details
as to design of programs and allocation of resources will also reside with Library
management. The Library reserves the right to deny partnerships or sponsorships for any
reason and to end these arrangements at any time if, in the opinion of the Director, the
services or image of the Library warrant such action.
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LIBRARY PURCHASING

The Library operates under the Kentucky Local Government Model Procurement Code, KRS
45A.345-460, with the following exceptions by board policy:

The Library Director shall not make any unbudgeted expenditures in excess of $10,000
without prior Board approval. The only exemption to this policy is collection development,
salary and benefits payments.

All checks over $300 shall require dual signatures. Library Director and Board of Trustees
are authorized to sign.

CHANGE ORDER POLICY

Change orders may be issued to authorize revised work that is required resulting in
unanticipated developments that arise during the performance of a contract. A change order
may be issued by the contractor, provided the revised work can be considered a reasonable
part of the original scope and intent of the contract and where it clearly would be contrary
to the public interest to halt the work and call for bids.

All change orders shall be achieved through written addendums to the applicable contract.
The Director may approve and execute change orders for any contract up to an amount, in
the aggregate, equal to 10 percent of the original contract price or $10,000, whichever is
lower.

Change orders that result in a final contract cost that exceeds the bid amount may be
approved by the Library Director if the changes made are in accordance with the above and
executed in writing.

The Board of Directors may authorize any change order that is not within the powers of the
Director.

(Adopted 4/27,2021)

LIBRARY CREDIT CARD

The Board of Trustees adopted the following policy so the Library Director, the Business
Manager, the Head of Adult Services, the Head of Youth Services, the Technical Services
Manager and the purchasing agent may have access to a major national credit card to be
utilized for library business only:

1. All charges to the credit card will be approved by the Library Director.
2. No personal expenditures will be allowed on the Library credit card.
3. Credit card expenditures shall be reported to the Board of Trustees monthly with
an itemization of category expenditures.
4, Receipts with explanations of charges will be submitted.
(Approved 4/23/19)
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LOCAL CREDIT ACCOUNTS

In order to prevent personal abuse of Library Accounts, the following were established for
local credit card usage:

e Many local places of business offer charge accounts as a convenience to the Library.
Use of these charge accounts is limited to $500.00 without an approved purchase
order.

¢ Included in monthly financial statements will be a list of all checks written with a brief
description of items purchased. Should any personal items be paid for by Library
funds all details of the purchase and reimbursement made will be attached.

e Items purchased shall be for Library use only. No personal items may be charged on
any Library charge account.
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SERVICE HOURS
Library hours of service are established by the Board of Trustees.

Library hours:
Monday through Thursday 9:00 a.m. - 7:00 p.m.
Friday and Saturday 9:00 a.m. - 5:00 p.m.
Sunday 1:00 p.m. - 5:00 p.m.

(Revised 6/22/21)

Emergency Closings

Community service patterns, staffing, remodeling, emergencies, inclement weather and
other conditions may affect the established hours of operation of an individual service
location.

Emergency conditions may require the Library closing before the scheduled closing time and
it may be necessary to delay opening at the scheduled times or close for the day. The decision
to close will be made by the Library Director and local media will be notified.
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USE OF COMMUNITY ROOMS

The Library reserves the right to approve, revoke, or deny permission to use the Library
Community Rooms. The Library Rules and Regulations of Conduct apply to any individual
or group using the Community Rooms.

The Community Rooms are open to groups and organizations whose purposes are
considered by the Library administration to be consistent with the general objectives and
goals of the Library. These include groups and organizations engaged in educational,
cultural, intellectual, civic, social, or charitable activities.

The Community Rooms are open to activities which are not likely to disturb regular library
functions, activities which do not involve more than normal wear and tear on the room, and
activities which are lawful.

No group may conduct commercial or solicitation activities while using the Community
Rooms. Meetings to promote sales or advertise products may not be held. Meetings by
private employers may be held if it is for the purpose of staff training, employment testing,
or other activities unrelated to sales and/or promotion.

All Library programs are open and are free to the general public. No admission fee may be
charged by any group using the Community Rooms without written permission in advance
from the Library Director. The only exception is a paid registration necessary to cover
expenses of one or two day institutions. However, this registration shall be waived for any
individual who would be prevented from attending because of lack of ability to pay.

The Library does not advocate or endorse the viewpoints of meetings or Community Room
users. Groups shall not issue publicity indicating Library sponsorship, and the Library
reserves the right to post disclaimers as applicable. Neither the name nor the address of the
McCracken County Public Library may be used as the official address or headquarters of an
organization.

The Director or any designated staff members have the right to review handout literature
and press releases in advance of the scheduled meeting.

All programs scheduled for the Community Rooms will conclude by five minutes prior
to closing time of the Library

Library facilities will be left in a clean and orderly condition. Specific room arrangement is
the responsibility of the user, and the rooms will be left in the same arrangement as they
were found.

Any problems or complaints shall be submitted in writing to the Director, who will then
take appropriate action.
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Booking of reservations for the Community Rooms shall be made on a first come, first
served, reserved basis, according to the following procedures:

There shall be no priorities among activities for public use of the Community Rooms
(except first-come, first served) and equal access shall be provided to individuals or groups
on an equitable basis, regardless of the beliefs or affiliations of individuals or group
requesting its use; except that library-sponsored activities shall be given priority in the
consideration of the use of the rooms. The rooms may not be used if the meeting conflicts
with normal Library operations or a Library sponsored activity.

Reservations are not confirmed until a representative of the group has filled out an
application. Applications can be filled out online.

Reservations must be made by an adult (18 years of age or older) representative of an
applying group who agrees to act as a responsible party in connection with:

Paying for any damages to Library property occurring during or in connection with the
meeting.

Enforcing the Community Room regulations.
Cleaning up the room at the conclusion of the meeting.

Reservations should be made at least one business day prior to the meeting, and not more
than 9 months in advance of the meeting date. Same day reservations may be made with
special permission from the Director or designated staff member pending room
availability. All cancelations should be reported as soon as possible. If the Library is not
notified of cancelations for two consecutive times by the same group we will assume all
future meetings are canceled and reservations will be canceled.

Use of the Community Room may include the use of audio/visual materials and equipment.
The Library must be informed of any equipment needed for programs when registration is
scheduled. Organizations may provide and operate their own equipment or Library
equipment may be used.

(Revised June 22, 2021)
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USE OF LIBRARY EXTERIOR

The Board of Trustees of the McCracken County Public Library will make the exterior
property of the Library available to any citizen, not-for-profit, civic, cultural or educational
group with the understanding that they meet the following regulations:

1.

10.

The user will be responsible for all clean-up following any event held on Library
property. There will be a $50.00 deposit required to insure proper clean-up.
Tentative reservations for the Library garden may be made by telephone, however,
reservations are not confirmed until a representative of a group or individual has
filled out an application at the upstairs circulation desk.

Functions held on Library property should conclude at the normal closing of the
Library; however, exceptions may be allowed providing written request is made
on the initial reservation application. Under no circumstances will the Library
remain open beyond regular hours to accommodate any function held on Library
property.

No admission fee may be charged by any individual or group using the Library
property without written permission in advance from the Library Director.

For the use of the grounds, the Library will not be held responsible to furnish any
equipment, chairs and tables or any other items. All groups and/or individuals

will be responsible for set-up and removal of any equipment or furniture or
decorations placed on Library property.

Normal and reasonable use of the Library's exterior 110 volt electrical outlets will
be acceptable. The Library assumes no responsibility to provide any other
electrical connections or equipment. All user furnished electrical devices or
equipment must meet the state and city electrical codes.

Food and non-alcoholic drink will be allowed in the Library garden area

providing a written request is made on the initial reservation application and

has been approved by the Director.

In consideration for use of Library property, the user agrees that:

e All damage to any property of the Library resulting directly or indirectly
from the conduct of any member, officer, employee, agent or any of its
invitees will be paid by the user.

e The Library will be held harmless from and against any and all liability which
may be imposed upon it for any injury, to persons or property caused by any
person connected with the use of the property.

The user agrees that he/she/they do not intend to, and will not, use said premises
for purposes that will constitute any violations of City, State or Federal Law.

No unauthorized activities may occur in the Library Garden, including social
activities, camping, sleeping, or other use.

(Revised August 24, 2021)
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USE OF LOCAL AND FAMILY HISTORY ROOM

The McCracken County Public Library maintains a Local and Family History research room
on the first floor of the library. This room includes historical collections on area
communities, the State of Kentucky, and genealogy and is available all the hours the library
is open.The Local and Family History Library Assistant is responsible for the services
offered by this research room. This responsibility includes oversight of the collection and
approval of items purchased or added, items weeded from the collection, gifts of materials
or funds, budget allocation, and budgetary oversight.

Materials are collected in a variety of formats including books, microform, documents, CDs,
photographs, maps, audio and video tapes, and serials. Limited weeding is performed
periodically to remove items that are not likely to be used. A permanent depository is
provided for the preservation and use of rare materials with historical value relating to the
local area. These items may require specialized handling and storage.

Open books should not be placed face down on the table; pencils should not be used as
bookmarks; all items should be handled gently and individual papers only by the edges.

Researchers who wish to use materials from the locked cabinets should ask a staff member at
one of the service desks to unlock the cabinet. These books shouldbe returned to the service
desk after use.

All materials are to be used in the room and do not circulate.

The researcher should consult with a staff member before photocopying old or fragile
materials.

Researchers are asked to return books and vertical files to the cart at the end of the shelves
and not to re-shelve material.

Researchers should sign for machine use.

Material on microfiche and microfilm can be obtained from microfilm and microfichecabinets
and returned to the top of the cabinets after use.

The researcher is responsible for complying with the copyright law of the United States in
making photocopies. Permission to publish or quote extensively from unpublished
manuscripts or copyrighted works must be obtained from the copyright holder. It is the
researcher's responsibility to secure that permission.
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The Copyright Law of the U.S. (Title 17 U.S. Code) governs the making of photocopiesor other
reproduction of copyrighted material. Under certain conditions specified in the law, libraries
and archives are authorized to furnish a photocopy or other reproduction. One if these
specified conditions is that the photocopy or reproduction is not to be “used for any purpose
other than private study, scholarship, or research.” If a user makes a request for, or lateruses,
a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for
copyright infringement. Responsibility for possible copyright infringement lies solely with the
user and the McCracken County Public Library District disclaims any responsibility or liability
resulting there from. The person using this equipment is liable for any infringement.

The Library is not responsible for personal articles left unattended.

A correspondence research service is available for long distance researchers. Local and Family
History staff will answer requests for specific information that canbe found in indexed
materials, at up to thirty minutes per search. A written request is required which includes the
full name of the individual to be searched, type of record, and approximate date. The exact
date of death is required for an obituary. The fee for the service is $5.00, paid in advance by a
check made out to "McCracken County Public Library," along with a stamped, self-addressed
envelope. Requests are answered in the order they are received. Customers should submit
only one request at a time and should waitfor a reply before submitting another.

(Revised June 22, 2021)
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USE OF THE QUIET READING ROOM

In the McCracken County Public Library’s last building expansion, a need for a quiet
reading space for patrons was fulfilled by the development of the W. David Denton Quiet
Reading Room. These are the following rules for this space:

1. Cell phones and devices must be used in silent mode only.
2. Conversations must be kept to a minimum.

3. No eating or drinking allowed.

USE OF LOBBY DISPLAY CASES

Any display must be for purposes considered by the Library administration to be consistent
with the general mission and roles of the Library. The display cases may not be used for the
following purposes:

Campaigns for specific partisan political issues or candidates.
Non-library related groups soliciting or actively selling items or services.
Commercial purposes such as the promotion of products.

Alist of the reservations for the display cases is available at the 1st Floor Circulation Desk.

Approval for display of materials must be obtained from the Library Director and/or
Department Manager. The Library Director is authorized to deny permission to use the
Library display cases to any group or individual.

The Library will not be responsible for any materials left in the display cases.
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USE OF BULLETIN BOARDS

The bulletin boards and information counters in the Library are intended primarily to
promote activities and services of the Library. Any remaining space is available for
organizations engaged in educational, cultural, intellectual or civic activities.

Approval for display of materials must be obtained from the Library Director and/or
Department Manager.

Printed pieces should be legible and tastefully worded.

Items will be displayed for four weeks or until the event has occurred. Items not picked up
will be recycled by the Library.

The Library Director is authorized to deny permission to use the Library bulletin board to
any group or individual.
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RULES AND REGULATIONS OF CONDUCT

The children’s and teen areas of the Library are intended for use by youth, their caregivers,
and/or adults using the collection and resources. As a safety measure, unaccompanied
adults in areas designated for youth may be asked to relocate to another area of the
Library.

Any behavior that disrupts Library service is not allowed.

Any violation of a city or county ordinance or State or Federal laws will be cause for
involvement of law enforcement. This includes but is not limited to, the possession or
consumption of alcohol or illegal drugs, being under the influence of alcohol or illegal
drugs, theft, violence, threatening behavior, indecent exposure, vandalism, or disorderly
conduct.

Neither selling of any items nor soliciting of any services is allowed on the library premises
without the expressed permission of Library management.

Tobacco may be used only in the areas marked for smoking. These areas are located
approximately 15 feet from the public entrances to the building. This policy also applies to
the use of all forms of electronic cigarettes. The use of electronic cigarettes is prohibited
where smoking is prohibited.

Sleeping in the Library or on Library property is prohibited.

Service animals, as defined by the Americans with Disabilities Act, are welcome in the
Library. All other animals or pets are only allowed when invited for participation in a
program organized by the Library.

Intentionally loud and/or disruptive noises created by persons or electronic equipment are
prohibited within the Library.

The Library has the right to restrict visitors from entering the Library with large bundles,
carts, bicycles, or similar items.

Library materials can only be removed from the premises through established lending
procedures. Theft of Library materials will be punished by law.

Children under 12 years of age must not be left alone in the Library.
Library restrooms are not to be used for washing, bathing or disrobing.
Shoes and shirts must be worn at all times by all visitors.

(Revised August 24, 2021)
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Anyone in violation of these rules and regulations may be asked to leave the Library at any
time. The Library may take appropriate legal measures to enforce these rules and
regulations. Further, the Library may prevent access to the premises for individuals who
refuse to comply with these policies in accordance with the Library’s Public Safety Policy.

Approved the McCracken County Public Library Board of Trustees 9/22 /2020

PUBLIC SAFETY POLICY

The Library may ban individuals in response to violations of the Rules and Regulations of
Conduct. Individuals may be banned for a limited time or indefinitely depending on the
circumstances surrounding the incident. The length of the ban will be determined by the
Director and depend on factors surrounding the incident which shall include, but not be
limited to:

@ Severity of offense

® Number of offenses previously committed by offender
@ Likelihood of possible continued offenses

@ Safety of staff and patrons

When an individual is banned, that person will be notified via certified letter where
possible. In the case of a juvenile offender, the letter will be sent to the parent/guardian
where possible. The information relating to the ban will be made available to all Library
staff. Should a banned individual return to the Library in violation of the ban, staff may
contact the Paducah Police Department.

Individuals who have been banned may appeal to the Library Board of Trustees by
requesting a hearing within 10 days of the institution of the ban.

Individuals given an indefinite suspension may request to have their case reviewed after
one year has passed. A written request for review must be submitted to the Director.

(Approved September 22, 2020)
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COMPUTER ACCESS

The library’s public computers offer access to the internet using filtering software. The
McCracken County Public Library has no control nor any responsibility for the material
posted on the Internet outside of the official library website. Information found through an
internet search might be current and reliable, or it may be inaccurate, out-of-date, biased,
or unavailable at times. Library patrons use the Internet at their own discretion.

Activities which disrupt the Library or its network are prohibited and may result in
permanent loss of Internet privileges.

Library users have both the right of confidentiality and the right of privacy. Internet users
should be advised, however, that because security is technically difficult to achieve,
electronic transactions and files might become public.

Although the library computers are filtered, the Internet may contain material that is

unsuitable for viewing by children. Parents are expected to monitor and supervise their
children’s use of the Internet; the Library staff cannot provide such supervision.
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LIBRARY COMPUTER USE

Computer access is available on a first-come, first-served basis with a 4 hour time limit
each day for each patron. Desktop computers are available on the first floor in the area
behind the circulation desk and on the second floor in the Tech Lab. In addition,
Chromebooks are available for checkout for use in-house. AWE Computers loaded with
children’s software are also available for use in-house. Chromebook and AWE computer
usage does not count against each person’s total allocated computer time. The building has
WiFi throughout. The use of any computer or mobile device on the library property is
subject to this policy.

McCracken County Public Library cards are non-transferable. Users must use their own
library card to access a public computer. The use of another patron’s library card is not
permitted and may result in the suspension of computer privileges.

Computer users should have their library cards with them unless their photograph is
available in their library record; a photo [.D. will also be accepted. Passes will be given for
one day only at the Information Services Desk.

Material from the Internet may be printed and downloaded. U.S. Copyright Law (Title 17,
U.S. Code) prohibits the unauthorized reproduction or distribution of copyrighted material
except as permitted by the principles of “fair use.” The responsibility for any consequences
of copyrighted infringement lies with the user.

Patrons may download data to a personal storage device. Patrons who do not bring their
own storage devices may purchase a USB flash drive at the Information Desk. Headphones
are required for listening to any resource with an audio component. Headphones and USB
cords are available for one day checkout.

Users may not

e Make any attempt to damage computer equipment or software; alter
software configurations; cause degradation of system performance

e Use any workstation for illegal or criminal purposes [including
pornography] (Paducah City Ordinances 66-111 et. Seq.)

e Engage in any activity which is disruptive or offensive.

e Use sounds or visuals which might be disruptive to others

e Violate another user’s privacy

Violation of the rules described above will be dealt with in a serious and appropriate
manner. [llegal acts involving library-computing resources may also be subject to
prosecution by local, state, or federal authorities.

Revisedand approvedby Board of Trustees,July2017
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DIGITAL INCLUSION PILOT PROGRAM POLICY

The Library has laptops and mobile hotspots available for circulation outside of the
building. Laptops circulate with a companion hotspot in a kit known as a digital toolbox.
Hotspots may also circulate individually.

The Library’s Digital Toolbox consists of the following items:

e One laptop computer

e One mobile hotspot

e One wired mouse

e One USBdrive (this will become patron property at the end of the checkout period)
e One travel case

Patrons who borrow a digital toolbox or hotspot from the Library must sign an agreement
to the following terms and conditions:

The Library is not responsible for any liability, damages or expense resulting from use or
misuse of the device(s), connection of the device(s) to other electronic devices, or data loss
resulting from use of device(s). Any use of the device(s) for illegal purposes, unauthorized
copying of copyright-protected material in any format, or transmission of threatening,
harassing, defamatory or obscene materials is strictly prohibited.

Digital toolboxes and hotspots check out for a period of 90 days and are limited to one per
household. Patrons must be 18 or older to check out a toolbox and have a library card in
good standing (i.e. not blocked because of unpaid fines or billed items).

Holds may be placed and do not affect the lending period. Patrons may download their
personal data to the library-provided USB drive and keep the drive after the lending period
is over.

Mobile hotspots check out for a period of 21 days and are limited to one per household.
Patrons must be 18 or older to check out a hotspot and have a library card in good standing
(i.e. not blocked because of unpaid fines or billed items).

Patrons may place a hold on a hotspot. Holds do not affect the lending period.

Digital toolboxes and hotspots do not accrue daily fines nor can they be renewed. Once the
hotspot is 1 day overdue, it will be deactivated. If a kit is more than seven (7) days overdue,
it will be billed to the patron at a cost of $550. If a hotspot is more than seven (7) days
overdue, it will be billed to the patron at a cost of $120. Patrons who return the toolbox or
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hotspot in satisfactory condition will have their bill waived. Lost or damaged components
of the digital toolbox or hotspot will be assessed and charged at an item-by-item basis.

A household may not have both a digital toolbox and an individual mobile hotspot checked
out concurrently.

Laptops are equipped with theft recovery software. The Library reserves the right to turn
overdue accounts over to appropriate authorities if items are not returned in a timely
manner.

Patrons who borrow a digital toolbox or hotspot from the Library may be asked to
complete a survey about their usage of the items after they return them. Survey
information will be collected to help Library personnel improve services. All information
obtained from the survey will be kept confidential.

Approved by the Board of Trustees7/25/17: AmendedSeptember25,2018

LIBRARY SOCIAL NETWORKING

The Library Social Networking Policy applies only to those Library-sponsored sites created
and maintained by the McCracken County Public Library. While McCracken County Public
Library recognizes and respects differences in opinions, all comments, posts and messages
will be monitored and reviewed for content and relevancy by the Director or other
designated employee(s).

Social networking is used to:
e Announce programs
e Postnews such as special events, holiday hours, exhibits, and new item arrivals
e Update resources
¢ Remind of important resources
e Announce new services
e Serve as a public relations/marketing tool

The types of content that will not be posted include:

e Obscene or racist content
e Personal attacks, insults, or threatening language
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e Potentially libelous statements

e Private, personal information published without consent

e Comments totally unrelated to the content of the forum

e Hyperlinks to material not directly related to the discussion

e (Commercial promotions or spam

e Postings/comments in violation of the copyright, trademark right, or other
intellectual property right of any third party

The Library reserves the right to edit or modify any postings or comments. Public
participation in social networking services implies agreement with all Library policies.

WEBSITE PRIVACY POLICY

The McCracken County Public Library takes the privacy of its users seriously and makes every
effort tosafeguard the information transmitted or collected via its website.

These policies govern information collected on or transmitted to mclib.net and its subdomains.

Personal Information Collected
The library collects personal information via its website only when you specifically provide it
to us.Examples of places where personal information is collected and how it is used:

e Mailing list signup form
0 We use a third-party email platform to send occasional emails promoting library
servicesand events. The information you provide when you complete the signup form
is governed by their Privacy Policy. You may unsubscribe at any time by clicking the
unsubscribe link in any email you receive from the mailing list, or by contacting the
library.
e New library card application
0 Information from the new card application is sent to our library system software
and isused to create a library account. The privacy of this information is governed
by our library circulation records privacy policy.
e Suggest a Purchase form
0 Information collected is sent to our suggestion management system which allows
staffto organize requests and track their status. Personally identifiable information
is encrypted and only visible to authorized library staff.
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o Employment application
0 Information from the employment application is collected and sent to our third-
partystaffing service. Only staff at the third party service and authorized library
staff members have access to employment applications.

The library also collects your library card number when you log into your personal library
account and creates a temporary file (a cookie) that allows you to remain logged in as you do
things like place holdsor manage your account. This file is destroyed when you log off or leave the
online catalog.

Anonymous Information Collected
We collect statistical information from online visitors about the way that our website is used and to
helpcustomize and enhance your experience. This is done via cookies.

Website use statistics

The Library uses Google Analytics to gain insight into the use of our website. Reports from Google
Analytics tell us which areas are most popular, the timing of website visits, the type of devices and
software used to view our website and types of searches performed via our online catalog. The
information from Google Analytics does not contain any personally identifiable information and is
usedto improve the content and design of the website.

About cookies

A cookie is small amount of data, including a unique identifier, sent to and stored on your computer
by awebsite. Cookies are used to set or remember user preferences for a website and to track
online traffic flow. The cookie does not contain any personally identifiable information and can only
be read by the website from which it originated. You may disable cookies or be notified of websites
using cookies in your browser preferences.

About encryption

The library uses the HTTPS protocol for transmitting information to and from our website and
yourbrowser. You can verify that your connection is secure by the presence of a lock icon next
to our website address in the address bar of your browser.

The S in HTTPS stands for Secure, and means that the data sent to and from our website and your
browser is encrypted. This means that your data is strongly protected against anyone that may be
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attempting to intercept it as it is transmitted to us, or vice versa. Where possible, we try to ensure
thatour connections to third party services also use the HTTPS standard.

Third parties

The library website links to a number of third party vendors, such as eBook lenders or research
databases. Some third party services connect directly to our library system to check the validity of
thebarcode number you use to log into their product. These sites are each governed by their own
privacypolicies. We recommend you review the policies for any third-party services you may use.

(Adopted 11/27/2018)

Library Account Passwords (PINs)

The library requires a password (PIN) for all patron accounts. This additional level of security
protects the personally identifiable information contained within a library account from
unauthorized access. Bydefault, the PIN is set to the last four (4) digits of the patron’s library card
number.

Library staff will not provide your PIN to you or anyone else, but it may be reset by following
the stepsoutlined below.

Where the PIN is used

The library account PIN is required when accessing services such as the following:

e Patron accounts via the library’s website at www.mclib.net or online catalog at
search.mclib.net.

e Patron accounts via the library’s mobile app (myMCLIB).

e Digital Library resources (ex. eBooks), both online and through the respective mobile apps
e Some online research databases where a library card number is required.

e Library public access computers

Resetting the account PIN
It is suggested that patrons change their PIN from the default as soon as possible. PINs can be reset
oneof the following ways:

e Online via the library’s website or online catalog. The online login form includes a link for
resetting a PIN. A valid email address in the patron account is required to reset a PIN
usingthis method, as a verification email is sent as part of the reset process.

e Inperson at the library. Library staff can reset a PIN, provided the patron (a) has an
identifiablephoto attached to their account or (b) provides a physical library card AND
verifies personal information when asked.
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e Over the phone. Library staff can reset a PIN over the phone IF the patron provides the
library card number AND correctly verifies personal information as it exists in the account
at the timeof the call. If a patron cannot provide both, they will need to reset their PIN in
person.

Parents/guardians of children under 18 may reset the PIN of their children’s accounts.
Parents/guardians must have access to the email address on the child’s account for online resets. For
in-person or over-the-phone resets, parents/guardians must be able to verify personal information
fromthe child’s account, or provide reasonable proof of guardianship (ex. An ID with the same
address, or matching information in their own patron record).

PIN requirements
PINs have the following requirements:

e Minimum of 4 characters
e Maximum of 25 characters
e (Caninclude numbers, letters, and special characters (,@#$%&*+()_-?)

It is suggested to use a combination of letters, numbers, and special characters for the greatest level
ofsecurity.

(Adopted: December, 2018)
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CIRCULATION OF MATERIALS

Registration of Customers
All residents of McCracken County and Western Kentucky are eligible for a free library

card. Card registration is valid for one year. At expiration, contact information is verified.
A courtesy replacement card is available at the time of the renewal. At any other time,
replacement cards are available for $2.

(Approved by the Board of Trustees 7/25/17)

In order to receive a card, proof of residence must be established by providing one of the
following:

e Government-issued ID, such as driver’s license or ID card with current address

e Current property tax receipt

e Letter confirming your residence at a local short=-term residential facility

e Printed lease/contract for deed/deed

e Utility bill or piece of mail in your name, received within the last month

e A check with your current address

If none of these is available, the Library can take an application and send a postcard to the
address provided. Upon return of the postcard, the library card will be issued.

(Approved by 8/22/17)

As a security device to help protect the patron from fraudulent use of their library card,
staff will obtain a photograph of each card applicant to go into the library’s database.

Liability for misuse may be avoided by reporting lost or stolen cards immediately.

All items checked out on a library card are the responsibility of the individual owning the

card.
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In case of illness or disability McCracken County residents may designate another
individual to pick up materials using their library card. This permission will be granted on

a case by case basis, must be approved by a manager, and can be revoked.

Patron records should be kept current by informing the library of any changes in personal

information such as name or address change.

Reciprocal Borrowing Agreement
Residents of the following counties are eligible for a free McCracken County Public Library

card: Ballard, Caldwell, Calloway, Carlisle, Christian, Crittenden, Fulton, Graves, Hickman,
Livingston, Lyon, Marshall, Trigg, Union and Webster.
(Approved 8/22/17; Amended May 25, 2020)

Non-Resident Library Cards
Non-resident library cards are available to those who do not live in or own property in

McCracken County or Western Kentucky. The fee for this card is $60 per year. Non-
resident cards are only for use by the individual whose name is on the card and is non-

transferable.
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Digital Services Card

A Digital Services card, offering access to the library’s in-house computers, databases and
e-media, is available to those who are ineligible for a free library card. Those eligible for a
Digital Services card would include temporary residents, McCracken County students with
a signed permission form, Kentucky residents living in counties other than those where the
library has reciprocity and residents of Massac County, Illinois.

A Digital Services card may be changed into a regular library card if the user becomes
eligible for a free card, or pays the non-resident fee. Patrons who have a McCracken County
Public Library card already in the system are not eligible for a Digital Services card.

(Approved December 6, 2017)

Juvenile cards
Children ages 5 and up who are residents of McCracken County or Western Kentucky are

eligible for a free library card. A parent or guardian must sign a statement of responsibility

for children under the age of eighteen (18).
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GENERAL CIRCULATION

The general checkout period for all material types is three weeks, with one three week
renewal available. Items with holds are checked out for two weeks and no renewals are

allowed.

Items types may be checked out in the following quantities:

Item Type Check Out Limit

Books Unlimited

Audiobooks Unlimited

DVDs 10atatime (Revised 6/25/19)
BluRays 5atatime

Video Games 5atatime

Music CDs 5atatime

Magazines (except current issues) Unlimited

Holds

Hold pickup notices may be sent by text, email or mail. Reserved items remain on the hold

shelf for seven (7) days.

Overdue Items

Items that are 28 days overdue will be billed to the patron as lost. Fees for lost or damaged items
that exceed $10 will block borrowing privileges. Borrowing privileges will be restored when the
items are returned or replaced, or fees are paid bringing the account balance under $10.

Upon notification from the library to return library materials, any willful failure to return library
materials after such notice will give rise to presumption of intent to deprive the library of its
property and is subject to prosecution under KRS 415.030.

(Amended April 28, 2020)

Lost or Damaged Materials
Items lost or damaged beyond reasonable repair must be paid for at the initial cost of the

item. If a patron returns the lost item with a receipt for payment dated with 30 days, a
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refund for this fee can be issued by a mailed check.
The patron is responsible for alerting the staff to an item that is damaged at checkout.

A processing fee of $5 will be charged for items returned with a missing or damaged case,
artwork, barcode, or book cover.

(Revised June 22, 2021)

Privacy of Library Circulation Records

The circulation records of the McCracken County Public Library are to be considered
confidential regardless of the source of inquiry. Circulation records shall not be made
available to anyone except pursuant to such process, order or subpoena as may be
authorized by law. Upon receipt of such process, order or subpoena, consultation may be
made with the Library’s legal officer to determine if such process, order or subpoena is in
good form and if defects are noted. Insistence shall be made that such defects be cured
before any records are released. The legal process requiring the production of circulation
records shall ordinarily be in the form of subpoena duces tecum (bring your records),
requiring an employee of the Library to attend court or the taking of a deposition and may
require the employee to bring along certain designated circulation records. The Library
Director may release circulation records without process, order or subpoena if in his/her
judgment a condition of grave emergency exists which can be remedied by the release of
such circulation records. Any problems or conditions relating to the privacy of circulation
records which are not provided for in this policy statement shall be referred to the

Library’s Director for resolution.
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INTERLIBRARY LOAN

McCracken County cardholders in good standing are eligible for use of Interlibrary Loan
(ILL), as this is an efficient, cost-saving way to address specific but limited patron interest.
ILL is available without charge to the patron. A $5 processing fee will be charged to the

patron for each item requested and not picked up.

The checkout period for items obtained through ILL is 21 days. ILL items may not be
renewed. Charges for lost or damaged ILL material, and any processing fees, are set by the

lending library.

Occasionally items may be borrowed through ILL for in-library use only. The lending
library will determine if its materials are not for circulation, and the McCracken County

Public Library will honor their request, requiring such items to be used at the library only.

The due date for ILL items appears on your checkout receipt and/or your online patron
account only. Paperwork from the lending library, book jackets, stickers, or other
processing materials may contain other due dates that the McCracken County Public

Library will not honor.

Materials attained by Interlibrary Loan belong to another institute and are generously lent
to this library’s patrons. Any unreturned ILL material will result in the borrower’s card
being suspended until the material is returned or the fine book not returned attained
through ILL will cause the borrower’s card to be suspended until the material is returned

or the fine and cost of reimbursement is paid.
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FAXING SERVICES

Fax services are available for the public. There is a 50 cent transaction fee, followed by the
cost of 10 cents per page. The Library assumes no liability for anything sent through the fax
service. The user must determine the legality of his/her usage.

Library users are prohibited from:

Making any attempt to damage communications equipment including the fax
machine.

Making any attempt to cause degradation of system performance.

Using the library fax machine for illegal or criminal purpose.

Sending any fax which is deliberately and maliciously offensive, libelous or
slanderous.

Sending multiple “spam” fax messages to one or more destinations.

Sending anything which might be in violation of copyright law.

Representing himself/herself as another person for purposes of fraud or other illegal
activity.

In caseof improper usage,staff from the library may declineto provide the serviceand the
policemay be called.

EQUIPMENT

Library equipment does not circulate.

The McCracken County Public Library is not responsible for damages that may occur to
personal equipment in the playing of library DVDs, Electronic Games or CDs.
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MATERIALS SELECTION

The McCracken County Library subscribes to the materials selection principles contained in
the Library Bill of Rights adopted by the American Library Association in 1948 and amended
in 1961, 1967, 1980 and 1996 (attached). A keen awareness has developed concerning the
necessity of careful evaluation and selection of materials.

1. It is the function of the Library to provide materials for all ages, from preschool
through maturity. As many subject fields as possible are provided with the only
limitation being those of budget and of human understanding.

2. The responsibility for selection of library materials is delegated to the Director and
under his/her direction to those staff who are qualified by their education, training,
and experience.

3. Budgetary constraints dictate that the Library acquire only a limited number of the
thousands of titles published each year; therefore, materials are carefully selected.
Selection is based upon principle rather than personal opinion, reason rather than
prejudice, and judgment rather than censorship.

4. Priorities for selection are: (a) materials to meet information needs, both expressed
and anticipated, of patrons of all ages; (b) materials to meet the continuing education
needs of out-of-school adults and for the enrichment of the formal education needs
of children and young adults; (c) materials to meet the recreational needs of all ages.

5. The aim in selecting adult materials is to make available books and other materials
that will meet the educational, informational, cultural, and recreational interests and
needs of the people of the county. To fulfill this aim, the Library endeavors to
maintain a carefully selected collection of representative books and other materials
of permanent value and of current interest. Materials are selected from many sources
and are chosen with the following in mind: the interests of the community, the
reading tastes of and education levels of the borrowers, the need for items in the
Library, and the reviews found in professional reviewing media.

6. Children’s materials are selected to provide pleasurable reading for the sake of
reading and to provide information in fields of knowledge which are of interest to
children. Materials are carefully selected so that children of all ages and abilities are
served and so that the collections will stimulate imagination, mental growth, and
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intellectual development. Children’s and young people’s titles, almost without
exception, are also reviewed, read, or examined before purchase.

Young adult materials are selected to help teenagers to realize self-actualization and
to live useful, well-adjusted lives in the community and to help them know and
understand the world at large.

Anyone is free to personally reject materials of which he or she does not approve;
however, the choice of library materials for personal use is an individual matter. No
one has the right to exercise censorship to restrict the freedom of use and/or access
of others. Any request for reconsideration of an item in the collection must follow the
procedure outlined in the Library’s policy, “Reconsideration of Materials.”

In general, books and other materials are excluded from the collections for one or
more of the following reasons:

The work has an inadequate characterization, plot, literary style, or
atmosphere;

The work has inaccurate information;

The work shows an obvious lack of integrity;

The work depicts sensationalism;

The work is produced to incite hatred and intolerance;

The work presents an individual or group in a prejudicial manner;

The work presents only one side of a controversial question, and it is written
in a violent, sensational, inflammatory manner; or the title contains false or
undocumented statements. However, it is the Library’s responsibility to
provide materials which will enable patrons to form an opinion; therefore,
the Library will provide materials representing several points of view;

The title is written or produced by an unknown author, privately printed or
fabricated, or issued by obscure publishers. Also, titles may be excluded if no
review can be found in a national publication. An exception is made in the
case of local materials and subjects on which no other material is available;
The work is of a professional nature such as law, medicine, or engineering;
however, these works will be acquired only to the extent that they are useful
to the layman;

The work is obscene or pornographic as defined by community standards of
good taste and morality. Works which present an honest picture of some
problem or aspect of life, however, will not be excluded because of coarse
language or frankness; furthermore, all materials will be judged as a whole
rather than on isolated passages;
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10.

11.

12.

e The material is ephemeral in nature or generates little demand;

e The work is available elsewhere, inappropriate in size, or too costly;

e Thetitle is a textbook and holds no interest for the general public;

e The title is available only in non-standard library formats;

e The work is out of date;

e The work adds nothing new to a field already well covered in other works.

All library materials including gifts and other unsolicited materials will be evaluated
according to this policy. Any items not added to the collection will be given to the
Friends of the Library for inclusion in their annual book sale or sale room.

In essence, each item considered for selection must be evaluated on its own merits.
There is no single standard which can be applied. Some materials must be judged
primarily in terms of their contribution to the continuing exploration of new ideas;
their contribution to the continuing exploration of form in literature, art, and other
artistic endeavors; or their value to humanity through the exploration of cultural or
other differences. Other materials are selected to fulfill the informational,
educational, and recreational needs of the community. Present and potential
relevance of a work to the community should be considered, as well as its importance
as a document of the times.

Discarding or weeding of materials is the best and most economical utilization of
space in the Library. Weeding is selection in reverse. Just as all materials which are
added to the Library’s collections are expected to be useful for the people in the
community which is served by the Library, so they should be withdrawn if they cease
to serve that purpose. It enhances the reputation for reliability of the collection and
assures the orderly growth of a quality collection. Guidelines for weeding are as
follows:

e  Physically damaged works or worn out works will be candidates for weeding;

e Titles containing obsolete information will be candidates for de-selection;

e  Duplicate titles which have waned in popularity may be eliminated;

e Titles which have not circulated for a period of time will be considered for

withdrawal.

Page 58



GIFTS TO THE LIBRARY

Unrestricted Gifts

Individuals, groups, and corporations are encouraged to make gifts that are unrestricted.
That s, once the gift is accepted and delivered to the Library, the Library holds exclusive title
and reserves the right to final disposition of the donation. A donor may request a specific use
for a contribution. Specific requests are subject to Library Board approval.

The Library also encourages donations of securities, real estate and personal property.

Gifts of personal property such as antiques, art objects, etc. are also accepted. However, since
the maintenance of a permanent museum collection is outside the scope of the Library’s
goals, it may not be able to retain such donations. Therefore, the Library cannot accept
personal property which is donated with restrictions.

Books and Library Materials

Donations of books, and other materials normally held by the Library, are always accepted,
as long as such donations are made with no restrictions. Donors who feel strongly about
giving only those materials which the Library will definitely add to its collection should
supply lists of materials to be donated for review by the professional staff.

Distinguished Gifts

Memorial gifts may be donated to the Library in the name of a personal friend or relative.
The donor may suggest a particular book to be purchased or may suggest a subject area and
allow the Library staff to make an appropriate selection. If a particular book is desired as a
memorial gift, the donor should present a new copy of the book or a cash donation in the
amount of the retail price of the book. Memorial gifts will be acknowledged with a bookplate
and the family will be notified, if the donor so desires. The Library reserves the right to
approve any books that are to be placed in its collections. After a gift has been processed and
added to the collection, it is subject to the same standards as any other library material and
may be weeded in the course of time.

Appraisal of Gifts

The library cannot appraise gifts for income tax purposes, as it is the donor who benefits
from the tax deduction and the Library is an interested party. Donors seeking information
on tax deductible donations should consult with the Internal Revenue Service to be advised
of current tax law. Upon request, a receipt can be given for the donation.

Limitations

The Library cannot accept gifts which require an endorsement of a product or service, or
which require an agreement to purchase a particular product or service. The Library will
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not accept gifts which obligate the Library in any way without the approval of the Board of
Trustees and/or legal counsel.

Once a gift is accepted and delivered to the Library, the Library holds exclusive title to the
gift. The operation of the Library is under jurisdiction of the Library Board of Trustees and
acceptance of any gift does not convey any rights or authority to the donor.

Gifts may be acknowledged in a number of ways depending on the wishes of the donor, the
size of the gift and the past practice. It is the policy of the Board to refrain from naming
buildings or areas within a specific building for a donor, regardless of the monetary value of
the gift.

Recognition of Gifts
Donations are acknowledged with a receipt if requested.

RECONSIDERATION OF LIBRARY MATERIAL

A democracy can only succeed if its citizens have access to the information necessary to
form opinions and make decisions on issues affecting their lives. The First Amendment
right to free expression is one of the cornerstones of the democratic process. Free access is
a fundamental objective of the public library.

The library seeks to abide by the principles set forth in the Library Bill of Rightsand the
Library Code of EthicMaterials added to the collection are cataloged and processed in the
manner that best suits the format and ensures open and equitable access. Items are not
labeled to indicate point of view or bias.

In the selection of materials, an attitude of flexibility, open-mindedness, and
responsiveness to the changing needs of the citizens of McCracken County is kept
constantly in mind. Materials are evaluated as complete works and not on the basis of a
particular passage or passages. A work will not be excluded from the library’s collection
solely because it represents a particular aspect of life, because of frankness of expression,
or because it is controversial.

The library ensures free access to its holdings for all customers, who are free to select or
reject for themselves any item in the collection. The responsibility for a child’s reading,
listening, or viewing material is to rest with the parent and/or legal guardian; previewing
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materials is recommended if parents are concerned about content. While one can reject
material for oneself or one’s child, one cannot restrict access to materials for others.

Although the library is divided into sections such as Children’s, Reference, Fiction, Non-
Fiction, etc., for the convenience of the public, customers of any age may use all parts of the
library.

It is a vital obligation of the public library to reflect, within its collection, myriad and
differing points of view. The purchasing of material for the library does not endorse any
particular belief or view nor does the selection of an item indicate an endorsement of any
viewpoint. A diverse collection of material may result in some requests for
reconsideration.

Once an item has been purchased it will not automatically be removed upon request.
However, the library has established procedures to ensure objective and fair
reconsideration of questioned materials. Anyone who wishes to file a reconsideration
request may obtain a Materials Reconsideration Request Form from library staff.

Once the form has been completed it is submitted to the Collection Management Committee
and reviewed accordingtothe Amer i can Li brary Association’s R
Materials:

e The request for reconsideration is assigned to the member of the Collection
Management Committee in whose area the item falls and another member.

e The staff members read, view, or listen to the work, read reviews, and compare the
acquisition decision to the collection development policy.

e Once the staff members have made a preliminary finding, the request for
reconsideration is taken to the Collection Management Committee.

¢ Once a determination is made concerning the item, the Collection Management
Committee drafts a letter for approval by the library director in response to the
person submitting the request.

e Copies of the letter are sent to the person submitting the request.

In the event that the person who initiated the request is not satisfied with the decision of
the Collection Management Committee, they may appeal for a hearing before the Library
Board of Trustees by making a written request to the Chairman of the Board. If a hearing is
granted, the individual will be notified when they may address the Board. The Board of
Trustees reserves the right to limit the length of presentation and number of speakers at
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the hearing. The Board will determine whether the request for reconsideration has been
handled in accordance with stated policies and procedures of the McCracken County Public
Library. On the basis of this determination, the Board may vote to uphold or override the
decision of the Library Director.

PERMISSIONS FOR REPRODUCTION FOR PERSONAL USE

The library makes available images in its collection for personal and/or decorative use.
Images in the collection fall into one of three categories:

e Images in the public domain.
e Images for which the library holds copyright.
e Images for which the library does not hold copyright.

Public Domain Images
The library will reproduce images from its collection that are in the public domain. They

are provided without usage restrictions.

Images for which the Library Holds Copyright
The library will reproduce images from its collection for which it holds copyright or other

applicable usage rights. These reproductions are provided with the following restrictions:

e Reproduced material is provided for the specific use for which permission is
granted and may not be distributed, re-sold, duplicated, or published in any form
outside the restrictions of the licensing agreement.

e No underlying rights to the images will be transferred to the requester or any third
party. The rights to Library copyright-held images are not sold, and images are
provided only for the specific use described in the licensing agreement.

Images for which the Library Does Not Hold Copyright
The library will not reproduce images from its collection for which it does not hold

copyright or other applicable usage rights, except in the event that:

e The requester has obtained written clearance from the copyright holder to allow
reproduction of the material, or

e The requester has, to the satisfaction of the McCracken County Public Library,
completed a “best efforts” search to locate the rights holder.
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Rights and Permissions

The requester assumes all responsibility for determining whether the use of any image
requires the consent of any third party or the license of any additional rights. The
requester is responsible for consulting legal counsel in the event that he or she is unsure
whether additional rights are required for the requested use.

Indemnification/Limitation of Liability

The requester agrees to hold the McCracken County Public Library harmless from any and
all claims and expenses arising from his or her use of the image. Under all circumstances,
the McCracken County Public Library disclaims any and all liability in connection with your
use of an image obtained through the Library.
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