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This document has been adopted by the Library Board of Trustees. It supports the Mission and
Vision of the Library by defining policies and procedures for the Library’s daily operations.
These policies can be modified, in whole or in part, by a majority vote at a monthly meeting of
the Library Board of Trustees.

A full review of this document will be conducted by the Library Board of Trustees every three
years. A complete review was conducted in 2007; the next complete review is scheduled for
spring 2010.
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ADMINISTRATION A1

EXPENDITURES

POLICY:

The Board of Trustees is responsible for approving the expenditure of all library funds over
which it has control. However, the Library Director is authorized and directed to take such action
with respect to the expenditure or commitment of the library funds as may be defined in the
pertinent rules of the Board.

RULES:

1. The Library Director shall secure informal written proposals from suppliers and contractors
when an expenditure for a single item of equipment or service is expected to be over
$5,000.00 but less than $20,000.00. Such proposals shall be submitted to the Board for
action through the appropriate committee.

2. The Library Director shall secure formal bids from suppliers and contractors when an
expenditure for a single item of equipment or service is expected to exceed $20,000.00.
Such bids shall be submitted to the Board for action through the appropriate committee.

3. The Library Director is authorized to make purchases of supplies, materials, library
resources, and other normal recurring items without prior Board approval so long as these
purchases are covered within budgeted amounts. The Library Director is further authorized
to purchase individual items of equipment and to authorize repairs up to $5,000.00 without
prior Board approval so long as these are covered within budgeted amounts.

4. The Library Director is authorized to obligate the library for expenses in excess of $5,000.00
for emergency repairs and equipment without prior Board action provided such expenditures
can be accommodated within the budget limitations for such items. The Board of Trustees
will act on the expenditure at the next appropriate meeting.

5. The Library Director shall not enter into any contract for services for a period exceeding one
year or for an amount exceeding $5,000.00 without appropriate committee discussion and
subsequent Board action.

Revised May 15, 2007
Revised April 17, 2001
Revised June 20, 1995
Revised November 21, 1989
Revised July 16, 1985
Approved Mar 13, 1979



ADMINISTRATION A2

CONFIDENTIALITY OF LIBRARY RECORDS

POLICY:

The Park Ridge Public Library observes the provisions of the lllinois Freedom of Information Act
pursuant to procedures established by the City of Park Ridge.

RULES:

1. Allrequests for information covered by the provisions of the lllinois Freedom of Information
Act should be submitted in writing to the Library Director at the Library Business Office
between 9:00 a.m. and 5:00 p.m. Monday-Friday.

2. Requests for information in Library personnel records will be accepted in keeping with
policies governing such records as stated in the current City of Park Ridge Personnel
Manual.

3. All such requests for information are subject to review by legal counsel.

4. Any charges to be incurred for copying of Library records must be paid by the requester in
advance at the time of filing the request.

Revised December 16, 2003
Revised July 16, 1985
Approved November 13, 1979



ADMINISTRATION A3

CONFIDENTIALITY OF PATRON INFORMATION

POLICY:

It is the policy of the Park Ridge Public Library to respect the right to privacy of patrons with

regard to information contained on applications for library cards as well as circulation records in
accordance with the lllinois Records Confidentiality Act (75ILSC 70/1-2).

The Library will generally refuse to disclose any patron-identifiable information unless required
to so do by subpoena, court order, warrant or other process appropriate under the
circumstances which is properly issued and authorized by federal, state or local law relating to
civil, criminal, or administrative discovery procedures or legislative investigatory power.

There are several limited exceptions, which permit or require the Library to voluntarily disclose

RULES:

information under the Federal Electronic Communication Privacy Act and the USA Patriot Act.

All patron-identifiable information is confidential. This includes all records, files, computers
and electronic media that might contain information that links a patron to use of the Library’s
materials or services. It does not include statistical records relating to the use of the Library
or its materials and services that cannot be used to identify individual patrons.

Only the Library Director, Assistant Library Director or designated Privacy Officers are
authorized to disclose any patron-identifiable information as required by law.

There are several limited exceptions which permit or even require the Library to voluntarily
disclose certain electronic communications under the Federal Electronic Communication
Privacy Act. This law permits the Library in certain circumstances to disclose the contents of
certain electronic communications, such as email, temporary Internet files, and other content
transmitted, received, viewed, downloaded or printed on a Library computer. Authorized
staff (see above) may divulge the contents of an electronic communication:

a. To an addressee or intended recipient of the communication;
b. In any way consistent with the consent of the originator or an addressee or intended
recipient of the communication; or
c. To alaw enforcement agency:
a. If the contents were inadvertently obtained by the Library and appear to pertain
to the commission of a crime; or
b. If the Library reasonably believes that an emergency involving immediate
danger of death or serious injury to any person requires disclosure of this
information without delay.

If law enforcement asks the Library to retain electronic communications in storage (such as
on the computer hard drive, disk or other storage medium), it must preserve such
communications for at least 90 days following the request, and for an additional 90 days if
the request is being renewed. The Library will require the appropriate legal process before
providing access to preserved communications.
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4. The USA Patriot Act contains a voluntary exception for emergency situations. Under this
exception, if any Library personnel reasonably believe that an emergency involving
immediate danger of death or serious physical injury to any person justifies the disclosure of
certain information; such information may be disclosed to a law enforcement agency.

5. Federal law requires the Library to report possible violations of child pornography laws to the
Cyber Tip Line at the National Center for Missing and Exploited Children
(www.cybertipline.com). Reports received are forwarded to the appropriate law enforcement
agencies. The Library is protected from liability for good faith disclosure to the Cyber Tip
Line.

6. Staff authorized to handle government officers’ investigatory requests about Library patrons
is limited to the Library Director and designated “Privacy Officers” - Department Managers
that have special authority with respect to confidentiality and privacy issues. Designated
“Privacy Officers” must be thoroughly familiar with the Library’s policies and procedures and
its Constitutional duties and mission, as well as the general requirements of applicable laws.

7. Staff, other than designated Privacy Officers, will under no circumstances disclose any
patron-identifiable information about any patron to the public, the press, or to any
government agency.

Staff will not permit anyone access to, or a view of, any non public computers, files, or
records which might contain patron-identifiable information.

Staff is not authorized to accept any subpoenas, warrants, court orders, and other
investigatory documents directed to the Park Ridge Public Library or pertaining to Library

property.

Staff is required to know the location of a Privacy and Confidentiality Policy Card kept in
every department and are encouraged to present the card to any government officer, to
indicate the Library’s policy and demonstrate that the staff member does not intend to be
uncooperative.

Revised May 15, 2007
Approved December 16, 2003



ADMINISTRATION A4

NAMING POLICY

POLICY:

The Park Ridge Public Library Board of Trustees shall have the sole responsibility for naming
the Library building, spaces within and immediately outside of the Library.

RULES:
1. In the event of a major addition/renovation to the existing Library or for the construction of a
new Library, the Board of Trustees will consider naming the building after a donor who
requests naming rights and who contributes a minimum of 51% of the total project cost.

2. No naming opportunities will be considered for corporations, religious or political entities.

3. While it is the intent that all such names will be used for many years to come, the Board
cannot promise that a name will be used in perpetuity.

4. The Board of Trustees and the Library Director will be responsible for determining the
manner in which the name is recognized.

5. Other naming opportunities may be available within the existing facility or within a new or
renovated and expanded facility, and could include such areas as meeting rooms, reading
areas, collections, equipment, gardens or other interior and exterior spaces.

6. Naming opportunities for interior and exterior spaces are available for individuals, families

and foundations making a significant contribution to the project as determined by the Board
of Trustees.

Approved: February 15, 2005



ADMINISTRATION AS
BUY A BRICK POLICY
POLICY:

To raise funds for special projects that are not part of the regular operating budget, the Park
Ridge Public Library will sell engraved bricks that will be installed in the new Reading Garden
Area in front of the Library.

RULES:

1. Bricks will be available in three sizes:
a. 4’x7 $75
b. 77x8” $150
c. 8x13" $250

Bricks may be engraved with names, date and/or any of the following messages:
¢ grade class, School”, “Best Wishes”, “Book Lover”, “Class of (year)”,
“Congratulations (to our)”, “In Appreciation”, “In Gratitude,” “Love”, “Reader”, “Thank You”,

LI T] ”

“With love”, “In Honor of (our)”, “In Memory of (our)”, “In Loving Memory of (our)”, “Happy
Birthday”, “Happy Anniversary,” “In Recognition of (our)”, “The Family of,” and “The (insert
family name) Family. Bricks may also include titles for family members (such as mother,

father, grandmother) or official military designations (such as U.S. Army, USAF, USMC).

2. Company names, dates, and/or logos are permitted. Logos may be added for an additional
charge of $50 on 8” x 13” bricks.

3. When all spaces in the Reading Garden Area are filled, bricks may be installed in other
areas of the property around the Library at the discretion of the Board of Trustees/Library
Director.

4. The Library Director will review all applications. The Library Director will notify the Board of
Trustees of any message that does not comply with this policy. The Board of Trustees will
make the final decision regarding whether a message complies with this policy. Any
message that does not comply with this policy will be rejected by the Board of Trustees and
any money accepted by the Library will be returned to the applicant.

Revised: September 18, 2007
Revised: October 17, 2006
Revised: May 16, 2006
Approved: February 21, 2006



ADMINISTRATION A6

ANNUAL LIBRARY AWARD POLICY

POLICY:

A Library Award will be presented to honor an individual who has performed extraordinary
service to the Library.

RULES:
1. The annual presentation will be held during National Library Week in April.

2. The honoree may be selected either for service during the past year or for service over a
period of years.

3. Except for past honorees and current members of the Board of Trustees, anyone is eligible
for the award.

4. The Marketing and Fund Raising Committee will solicit nominations from the public, staff and
Board members.

5. All nominations will be due one week prior to the March Committee meeting.

6. The Marketing and Fund Raising Committee will review the nominations and make a
recommendation for approval by the full Board at their regular meeting in March.

7. The honoree will be presented with an inscribed award.

8. A perpetual plaque inscribed with the names of each annual honoree will be displayed in a
place of prominence in the Library.

Revised May 15, 2007
Revised May 16, 2006
Approved: January 17, 2006



ADMINISTRATION A7

LIBRARY FUND

POLICY:

The Board of Trustees will maintain adequate reserves in the Library Fund to support operations
in the event that revenues are not realized or expenditures exceed expectations.

RULES:

1. The Board will review the cash report at their regular monthly meeting and confirm that
adequate funds exist to maintain operations.

2. The Library Director will keep the Board informed on issues that affect the Library Fund such
as a delay in the receipt of anticipated revenues.

3. The Library Fund may only be used for one time capital expenses and emergencies with the
approval of the Board.

4. All unspent funds from the annual operating budget will remain in the Library Fund.

5. Atyear-end the Library Fund will have reserves equal to six months of operating expenses.

Approved April 21, 2009



ADMINISTRATION A8

GIFTS AND DONATIONS

POLICY:
The Park Ridge Public Library accepts gifts and monetary donations that enhance the Library’s
collections, services, programs and facility as deemed appropriate and fit within the Library’s
mission. All gifts are accepted at the discretion of the Library Director or Board of Trustees as
specified in the rules.

RULES:

MONETARY GIFTS
1. Monetary gifts given without restriction will be utilized to purchase materials or equipment,

support Library programs or in other ways that the Board of Trustees and the Library

Director deem appropriate.

2. Monetary gifts to the Restricted Gift Fund will be used as specified by the donor with the
approval of the Library Director.

3. Monetary gifts to the Endowment Fund will become a permanent part of the Library’s
Endowment Fund. Interest earned from the Endowment Fund is used to purchase materials
for the Library’s collections.

4. Monetary gifts offered with specific restrictions, including endowment funds, require Board
approval of such restrictions before such gifts are accepted by the Board.

HISTORICAL DOCUMENTS

1. Historical documents of local significance including newspapers, letters, journals, diaries
and photographs will be accepted for the Library’s historical collection.

2. Donors will be required to sign a Gift Agreement form, transferring sole and exclusive
ownership of the documents to the Library.

ARTWORK

1. Donations of art work will be accepted at the discretion of the Board and the Director who
reserve the right to determine the location and means of display.

2. The Board may require that an art work be accompanied by a current appraisal of value.

3. A Gift Agreement form, transferring sole and exclusive ownership of the art work to the
Library will be required.



| A 8 (cont’d)

EQUIPMENT AND FURNISHINGS

1. Donations of equipment and furnishings will be accepted at the discretion of the Library
Director.

2. A Gift Agreement form, transferring sole and exclusive ownership of the equipment or
furnishings to the Library will be required.

OWNERSHIP

1. Once a gift is accepted by the Library, it becomes the property of the Library, to be used or
disposed of in accordance with the policies established by the Board of Trustees.

ACKNOWLEDGEMENT
1. Donations may be acknowledged with a letter from the Director.

2. Donations to the Endowment Fund will have the name of the donor(s) added to the
Endowment Fund Registry.

3. Public recognition of significant gifts may include a press release and/or photographs
submitted to the local media outlets or posted on the Library’s website, as determined by the
Library Director or Board of Trustees.
TAX DEDUCTIONS

1. While gifts to the Library as a governmental unit qualify as tax deductible, donors should
seek the tax advice of counsel or their accountant.

See Policy | E 3 regarding donations of books and other materials.

Approved July 21, 2009



GIFT AGREEMENT FORM

Donor

| A 8 (cont’d)

Address

(Street) (City)

Description of material donated:

(State)

(Zip)

Unrestricted gift

Restrictions (please specify)

This Gift Agreement transfers legal title of the gift to the Park Ridge Public Library.
I have read the gift policy provisions of the Park Ridge Public Library and agree that they

are acceptable.

Donor signature: Date
Accepted for the Library by: Date
Library Director
For special restrictions only:
Date
President of Library Board signature
Date

Secretary of Library Board signature

Date of Board Approval




ADMINISTRATION A9

SPONSORSHIPS

The Library welcomes sponsorships of programs, projects and events from individuals and
groups including but not limited to businesses and service organizations. All sponsorships are
accepted at the discretion of the Library Director or Board of Trustees as specified in the rules.

RULES:

1. Sponsorships must be approved by the Board or Library Director. In assessing the suitability
of the sponsorship, the Board and Director will consider the public image of the sponsor, its
line of business, and all of its products and services.

2. Sponsorships are pursued if the Board or Director determines that an association between
the potential sponsor and the Library is suitable and will positively affect the public image that
the Library has established in the community.

3. Individual projects may have more specific guidelines for sponsorship as determined by the
Board and Director.

4. Public recognition of the sponsor may include:

a.

cooo

A statement of the sponsor’'s name and logo on the Library’s promotional
materials for the sponsored service or event

An announcement or short article in the Library newsletter

A verbal announcement at the beginning of the program

A press release and/or photograph submitted to the local media outlets
A notice on the Library website

as determined by the Library Director of Board of Trustees.

Approved July 21, 2009



ADMINISTRATION A 10
PAYMENTS & MONETARY DONATIONS
POLICY:

The Park Ridge Public Library offers several ways to pay for late fees, lost or damaged items and to
make monetary donations to the Library.

RULES:

1. The Library accepts cash, personal checks, Visa, Master Card and Discover credit cards at the
Circulation Desk for the following:

Late Fees

Lost or damaged items
Replacement library cards
Non-resident library cards

Book bags

Monetary donations to the Library

2. Library patrons may use their Visa, Master Card and American Express credit cards with the
online lllinois ePay system for the following:

Late fees
Monetary donations to the Library

3. The Library accepts cash or personal checks at the Reference, Reader Services and Children’s
Services Desks for the following:

Ear buds
USB Drives

4. The Library accepts cash or personal checks at the Reference Desk for test proctoring fees.
(see policy | B 4)

5. The Library accepts cash or personal checks at the Circulation Desk for used books and
magazines from the Friends of the Library Sale Corner.

Approved September 15, 2009



ADMINISTRATION

LOANS OF ART WORK

POLICY:

The Park Ridge Public Library may accept, for a limited loan period, items that enhance the
educational, cultural and historical mission of the Library. All items are accepted at the
discretion of the Library Board of Trustees as specified in the rules.

RULES:
ARTWORK
1. Loans of art work will be accepted at the discretion of the Board who reserve the
right to determine the location, means and length of display.
2. The lender must sign the loan agreement prepared and authorized by the Library
Board of Trustees or its designee.
3. The Library agrees to maintain all items within the facility at 20 S. Prospect Ave. and
will provide the same care given all Library property.
4. The Library Board of Trustees, staff and City of Park Ridge will not be held
responsible for loss or damage in excess of one thousand dollars ($1000.00).
5. The item(s) on loan will not be covered by the Library’s Fine Art insurance policy.
6. The Board may require that an art work be accompanied by a current appraisal of its
value.
7. The lender's name will be posted with the item(s) unless the lender wishes to be
anonymous.
8. The lender will be encouraged to provide historical and cultural information on the
item(s) that may be used in the display or in publicity on the loaned material.
9. The Library or the lender may terminate the loan with 30 days notice. The lender

must withdraw the item(s) within sixty days following termination of the agreement.

10. Any item left after sixty days shall become the property of the Library.

Approved November 17, 2009
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AGREEMENT FORM FOR LOAN OF ART WORK

Name of Lender:

Address:

Phone:

Description of item(s) including historical, educational or cultural significance to the community:

| agree to loan the item(s) described above to the Park Ridge Public Library for a period of
from the date of this agreement according to the rules of Policy | A 11 of
the Park Ridge Public Library. | understand that the Library may terminate this loan, upon providing
thirty (30) days written notice. If the Library provides such written notice to the Lender, | understand that
the item(s) must be removed within sixty (60) days of receiving such written notice and that if | fail to
remove the item(s) during the sixty (60) day-period, the item(s) shall become the property of the
Library. | also agree that the Library’s limit of liability for any damage to the item(s) after installation
shall not exceed the value of the item(s) or one thousand dollars ($1,000.00), whichever is less.

Park Ridge Public Library: Lender:

By: By:

Date: Date:




LIBRARY SERVICES IB1

LIBRARY PROGRAMS

POLICY:

As part of its goal of providing information to the community, the Park Ridge Public Library
provides programs in addition to its collections of Library materials.

RULES:

1.

Adult and Young Adult programs are planned by the Reader Services Department to appeal
to different age groups and to individuals with varying interests. The Children's Department
is responsible for programs pertaining to children from birth through sixth grade programs on
parenting and programs for educators. The Young Adult librarian is responsible for
programs for middle and high school age students.

Some programs may be limited to a given number of participants if the nature of the
program so demands. In most cases, however, number of participants is limited only by the
authorized capacity of the room.

No fee or donation is charged or solicited for programs presented. Only in a workshop
situation is the participant charged for the cost of materials used.

The Reader Services Department and the Children's Department shall be responsible for
coordinating publicity for their respective programs.

Revised May 15, 2007
Revised May 17, 2005
Revised April 18, 2000
Revised July 16, 1985
Approved June 12, 1979



LIBRARY SERVICES IB2

PAGING PATRONS

POLICY:

It is the policy of the Park Ridge Public Library not to page patrons except in an emergency or in
special situations as deemed necessary by the appropriate library supervisor.

RULES:

1. If, in the opinion of the staff member answering the telephone, a critical situation exists,
efforts are made to contact the patron and convey a message.

2. Library telephones are available for public use in the event of an emergency, or at the
discretion of the staff on duty.

3. Because of the relatively compact area occupied by the Children's Department and the
ability of the staff there to have personal contact with many of the children, the staff will
attempt to transmit messages to children from parents who call the Children's Department
with a reasonable request. Children may use the telephone in the event of an emergency or
to call for a ride.

Revised April 21, 2009
Revised May 16, 2006
Revised July 16, 1985
Approved March 13, 1979



LIBRARY SERVICES B3

LIBRARY MATERIALS DEPOSITORIES

POLICY:

As a service to patrons, the Park Ridge Public Library shall maintain depositories for library
materials.

RULES:

1. The building depositories adjacent to the Prospect Avenue entrance are open during the
hours the Library is closed.

2. The drive-by depositories in the parking lot are open at all times except when the Library will
be closed the following day.

3. All materials may be returned through the depositories except bi-focal kits, big books, theme
bags, music kits, parenting kits, magnifiers and MP3 players.

Revised April 21, 2009
Revised May 17, 2005
Revised May 21, 2002
Revised February 21, 1995
Revised April 18, 1991
Revised July 16, 1985
Approved March 13, 1979



LIBRARY SERVICES IB4

TEST PROCTORING

POLICY:
The Reference Services Department will proctor written tests for a fee of $5 per test.

RULES:

1. The Reference Services staff will proctor written tests only.

2. In addition to the $5.00 fee per test, the student will be responsible for any incidental costs,
such as postage to mail the exam.

3. The Library reserves the right to deny this service at the discretion of the Reference
Services Manager if s’lhe deems the proctoring request to be unreasonable in its demands
or too burdensome to administer. The Library cannot provide proctoring if a librarian is
required to be with the student during the entire exam.

4. Tests will be returned to the institute issuing the test the next business day by mail, FAX or
prepaid delivery service. The Library is not responsible for completed examinations which
go astray due to postal delays or problems.

Revised April 21, 2009
Revised May 15, 2007
Approved May 20, 2003



USE OF LIBRARY FACILITIES IC1

MEETING ROOMS

POLICY:

In keeping with the American Library Association's Library Bill of Rights, meeting space at the Park
Ridge Public Library is available to non-profit organizations engaged in educational, cultural, intellectual
or charitable activities serving the Park Ridge community on a reservation basis.

All meetings must be open to the public.
There may be some charges for the use of the meeting room, as indicated below.

In allowing use of Library meeting rooms, neither the Library nor its Board of Trustees endorse any
position expressed by any group using the rooms. Any situation not specifically covered by this Policy
will be resolved by the Library Director or designee.

RESERVATIONS

Reservations can be made by calling the Business Office between 9:00 a.m. and 5:00 p.m., Monday
through Friday. Once a date and time is selected, applicants must complete a meeting room use
application. Application forms and policies are available from the Business Office or online at
www.parkridgelibrary.org under “Services, Use of Our Facility, Meeting Rooms”. Applications should be
returned to the Business Office no later than two weeks after the form is received. If the form is not
returned within two weeks, the room will be released for another reservation. Completed applications
are reviewed by the Library Director and returned to the applicant, with the Meeting Room Application
Approval and Attendance Recording Form, indicating the status.

In order for the Library to obtain valid statistics of the use of our facilities, the Attendance Recording
Form should be completed by the person responsible for reserving the room and returned to the Library
not later than 1 week after the organization has used the meeting room.

Failure to give the Library notice of meeting cancellation may prevent future scheduling of rooms by
that group.

ROOM CAPACITIES
Attendance at a meeting may not exceed the maximum number of people certified by the Fire
Department as the occupancy limit for the room.

Attendance Capacity:

Large meeting room (1st floor) = 90 seated. If setup consists of a combination of tables and chairs, the
limit is determined by the setup requested (see charts below)

Small meeting room (3rd floor) = 20.

ACCESSIBILITY

Meeting rooms are accessible to the disabled. All meetings must comply with current the Americans
with Disabilities Act (ADA) and the applicant/organization is responsible for providing qualified
interpreters or auxiliary aids to meeting attendees upon request.
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PRIORITIES FOR USE

Priorities for use of the meeting rooms are:

1. Library-sponsored meetings or programs

Library-related meetings or programs

| C 1 (cont’d)

2.
3. Meetings sponsored by agencies of the City of Park Ridge
4. Educational, cultural, intellectual or charitable meetings or programs of non-profit

organizations serving Park Ridge

HOURS

Meetings may be held in Library meeting rooms between the following hours on days the Library

is open.
Monday - Thursday 9:30 a.m. - 9:00 p.m.
Friday 9:30 a.m. - 6:00 p.m.
Saturday 9:30 a.m. - 5:00 p.m.

Sunday 12:30 p.m. - 5:00 p.m.

If additional time is needed, it should be requested at the time of application for the use of the

rooms.

A rate of $20 per hour will be charged for extension of time beyond closing. Since it will be
necessary for the Library to make staffing provisions to accommodate these requests,
arrangements must be made and all fees paid in advance. These requirements will not be
waived. A Library employee must be in the Library at all times the meeting rooms are in use.

EQUIPMENT AVAILABLE

The following equipment will be provided by the Library upon request:

Available in first floor meeting room:
card tables (limit 8)
chairs limit 90 depending on setup
DVD player /CD player/VCR ***

easel

grand piano (See | C 10.)
lectern/podium

microphone

overhead projector (transparencies)

Available in third floor meeting room:
Chairs and board table
DVD player /CD player/VCR
easel

LCD Projector (PC only, not Mac, user

must provide laptop)***
projection screen

projection cart

projection screen, ceiling mounted

projection system (PC only, not Mac; user
must provide laptop) ***

slide projector

8’ tables (limit 9)

television

white board/ flip chart

wireless connection (user will

provide own laptop with wireless capability)

slide projector

television

overhead projector (transparencies)

white board/ flip chart

wireless connection (user will

provide own laptop with wireless capability)
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Because some electronic equipment requires Library staff setup and monitoring, use of this
equipment (designated with ***) will require a $20 charge per reservation, payable in advance.

The Library does not provide porter services for groups meeting in the building nor storage
space for their property.

POLITICAL MEETINGS

The Library’s meeting rooms may be used for political activities in conformance with City
Ordinances related to an election, until one hundred days prior to the election, except for
municipal or township election activities. Municipal or township election activities may be held
until the petition filing deadline, which is seventy-one days before the election. After these
deadlines, the meeting rooms may only be used for candidate forums when the following
conditions are met:

1. All candidates are invited to attend.
2. The forum is sponsored by a hon-partisan group.

3. Candidates for a particular office must agree in writing to attend the forum or indicate in
writing that they do not oppose the forum being held even though they are unable to attend.

RULES:

1. Only one meeting is allowed per quarter. Meeting room requests cannot be submitted more
than three months in advance.

2. No admission fee may be charged, or donations collected, for programs presented in the
Library.

3. The Library is not responsible for equipment, supplies, materials or any personal possessions
owned by those sponsoring or attending meetings held at the Library.

4. THE USE OF THE MEETING ROOMS MAY NOT INTERFERE WITH NORMAL
OPERATION OF THE LIBRARY.

5. The Library reserves the right to change a scheduled meeting date which conflicts with
Library sponsored programs. The Library will contact the appropriate officer of the
organization as early as possible to arrange rescheduling. The Library accepts no
responsibility for any meeting-related expenses.

6. Publicity is the responsibility of groups booking meeting rooms. Groups must provide and
produce their own publicity. The Library will post any suitable publicity on the 2nd floor
community bulletin board only as determined by Library Administrator. Groups must be
identified on all publicity as sponsoring the meeting. Publicity may not imply that the Park
Ridge Public Library is in any manner connected with the meeting except for providing
meeting space.
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11.

12.

| C 1 (cont’d)

Wording must appear on all publicity for meetings in the meeting rooms follows: “Except for
providing meeting space, the Park Ridge Public Library is not in any manner connected with
this meeting, and neither the Library nor the Board of Trustees endorses any position
expressed by the group.”

. With the exception of the Friends of the Library, organizations meeting in the Library may not

use the Library’s mailing address or telephone number to conduct their business. Keys to the
building are not available to user groups.

. Non-alcoholic beverages and prepared food may be served in the 1% floor meeting room

subject to the approval of the Library Director. Major food preparation is not permitted except
at designated Library events. There is a $20.00 fee, payable in advance, for the privilege of
serving food.

Beverages or foods which may stain the carpeting, such as red punch, should not be served.
Food is not permitted outside the meeting rooms.

There is a small kitchen with a sink and counter adjacent to the first floor meeting room which
may be used as a work area and for cleanup. The group must provide all necessary supplies,
coffee pots, serving pieces, utensils, cleaning supplies etc. (Library supplies may not be used
for the event.) The group is responsible for leaving the room in the condition in which it was
found. Charges will be assessed for damages or extra cleanup required.

Individual, covered beverages may be brought to the 3" floor meeting room; however no food
or beverages may be served.

. The Library is a smoke-free environment conforming to the Smoke Free lllinois Act. Smoking

is not permitted in the Library or within fifteen feet of the entrances.

Participating groups are responsible for the cost of repairing or replacing any item that is
damaged during its assigned time through careless or malicious usage. The cost of damage
will be determined by the Library Director.

Groups of persons under eighteen years of age must be accompanied by a responsible adult.

For the safety of our patrons only staff are allowed to rearrange or set up equipment and
furnishings

Failure to comply with the above Library Meeting Room policy may prohibit future use of the rooms

Revised April 15, 2008 Revised September 19, 2000 Revised February 25, 1992
Revised May 15, 2007 Revised April 18, 2000 Revised January 17, 1989
Revised January 16, 2007 Revised November 16, 1999 Revised July 16, 1985
Revised June 20, 2006 Revised November 18, 1997 Revised April 19, 1983
Revised August 17, 2004 Revised October 30, 1997 Revised May 13, 1980

Revised May 21, 2002 Revised October 21, 1997 Approved May 8, 1979
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HERITAGE ROOM

POLICY:
The Heritage Room was established as a Bicentennial project to provide a centralized source
for material relating to the history of Park Ridge, Maine Township, the Chicago metropolitan
area, and the State of lllinois.

RULES:

1. The collection is designed to include the following types of materials:

A. Books and pamphlets concerning the geographical areas outlined above; local city and
telephone directories; yearbooks of local schools; local memorabilia.

B. Park Ridge newspapers, either in paper or microform; periodicals relating to the history
of the area covered.

C. Maps of Maine Township and local communities which show topographical, political,
street and geographical features; a selected number of similar maps of the metropolitan
area and the State.

D. Photographs of people, places, and events important in Park Ridge history.

E. Printed materials published by Park Ridge clubs, organizations, and governmental
bodies.

F. Digital records of documents, photographs and books on Park Ridge history.

2. Because of space limitations, the Library cannot accept bulky artifacts such as furniture and
clothing.

3. All material donated will become the property of the Park Ridge Public Library and will be
used or disposed of at the discretion of the Library.

4. Unless otherwise designated, material will be considered reference information and will not
be available for circulation.

Revised May 15, 2007
Revised May 16, 2006
Revised July 16, 1985
Approved May 8, 1979
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DISPLAY CASES/EXHIBITS

POLICY:

Display cases for exhibits of different forms of art and collections or special exhibits for non-
commercial organizations are available at the Park Ridge Public Library. Exhibits stimulate
interest in a variety of library materials, provide information, develop aesthetic appreciation,
and furnish an opportunity for individuals and non-commercial organizations to display artistic
and educational materials.

1. Display case request forms and policies are available from the Business Office.

2. Materials which may be displayed are limited to items of general interest such as arts and
crafts, hobby collections, and educational materials prepared by individuals or groups.
Displays must be of general interest to the public and must be of a non-commercial nature.

3. Priority for use of the display cases is given to Park Ridge residents and to non-commercial
organizations that meet in Park Ridge.

4. Exhibits will normally be limited to a one-month period with definite dates established in
advance.

5 Each exhibitor shall furnish a brief informative article and photo, if desired, adaptable for
publicity purposes.

6. Works which are for sale may be purchased from the artist, but only outside the Library at his
or her home or studio. No price tags may be affixed to the works exhibited. A small notice
may be placed in the display case for identification:

"Displayed by
For further information call

7. Hanging and arrangement of exhibits shall be the responsibility of the artist under the
supervision of the Library Staff Artist.

8. The Library assumes no responsibility for the safety of any items placed on exhibit. Items on
display in the Library are provided the same security as the library collection and equipment;
the glass cases are locked but irreplaceable items or items of great value should not be
included in the display. Insurance covering the value of the exhibit will be the responsibility of
the displaying artist. Prior to the display the artist/owner will sign a Waiver of Liability listing a
description and price/value for each item, releasing the Library from all responsibility.

9. Acceptance of an exhibit will be determined by the Library Director.
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THE DISPLAY CASE REQUEST FORM

PARK RIDGE
PUBLIC LIBRARY

N2

Park Ridge Public Library 20 S. Prospect Park Ridge, IL 60068 (847) 825-3123

Request for Use of 2" Floor Display Case

Name:
(Full legal name of Organization, if applicable)

Address:

Phone: Day

Evening

Type of Exhibit (describe briefly):

Month Preference: (The Library does not guarantee that this preference can be accommodated.)

| understand that the Park Ridge Public Library cannot be held responsible for any damage or theft that
may occur during the period of time the exhibit is on display.

Signature

Approved
Display Date:

Library Staff Artist (Signature) Date

Revised April 18, 2000
Revised July 16, 1985
Approved March 13, 1979



| C 3 (cont’d)
Waiver of Liability

For Display of Works of Art
Collections or Books

The undersigned

whose legal residence is

has delivered to the Park Ridge Public Library the items hereafter described with the understanding that
they will be displayed in the Library during the period to . The undersigned
is the owner of said items and is willing and desirous that the same be exhibited to the public.

The undersigned does hereby release the City of Park Ridge and the Park Ridge Public Library their
officers, agents, and employees of and from all liabilities which may result from any damage to or loss
of such items while in the custody of and while so being exhibited by the Park Ridge Public Library,
which items are here described and valued as follows:

Signature Date

Approved April 18, 2000
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COMMUNITY BULLETIN BOARD
POLICY:

The community bulletin board is available for the display of posters and notices.

RULES:

1. Material displayed is restricted to announcements of:

A. Library-related programs and services.

B. Cultural events of community-wide interest with local community events taking
precedence when space is limited.

C. Non-commercial events of community-wide interest and available to the general public.

D. Items in general support of community service organizations.

2. In general, announcements of events devoted primarily to fund-raising are not acceptable.
3. Size and appearance of material are taken into consideration.

4. Though every attempt will be made to return materials after posting, the Library is not
responsible for materials displayed.

5. Final approval for postings will be the responsibility of the Library Director and may be
subject to approval by the Library Board of Trustees.

Revised May 17, 2005
Revised May 21, 2002
Revised July 16, 1985
Approved March 13, 1979
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HORTICULTURAL DISPLAYS
POLICY:

Suitable horticultural displays (bouquets, plants, dried arrangements, etc.) will be encouraged in

order to provide an aesthetic environment.

RULES:

1. Organizations wishing to arrange for horticultural displays shall submit plans and schedules
to the Library Director so that suitable materials can be attractively displayed within the limits
of library working patterns.

2. Plants or arrangements must be provided with appropriate containers which should be both
attractive and protective of library furnishings.

3. Care of such displays will be the responsibility of the submitting organization which must
provide necessary watering, fertilization, or other care on a regular basis.

4. Final judgment regarding the acceptability of such displays will be the responsibility of the
Library Director.

Revised July 16, 1985
Approved May 8, 1979
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PUBLIC ACCESS COMPUTERS

POLICY:
The Park Ridge Public Library provides computers for use by the general public. Some provide
Internet access (Internet Access policy | C 6a) and word processing software, presentation
software, and spreadsheet software; others provide access to the library’s online catalog.
Several computers in the Children’s Services Department provide access to educational games
and special rules apply (see below)

RULES

1. The Library has an automated PC reservation system for most public computer stations.
Reservations may be made in person or by phone.

2. Occasionally, the computers may be down for reasons beyond our control. Lost time will not
be added on or given to anyone who has lost scheduled time. Staff on duty has the right to
cancel or interrupt use of the computer at any time.

3. The Library reserves the right to determine which peripherals can be used with our
computers.

4. Patrons may not bring their own programs to use on the computers.

5. The Library is not responsible for damage to peripherals that a patron brings into the Library
for use on the computers.

6. Most programs include self-explanatory directions. While the library staff is available for
guidance, they cannot provide in-depth instruction.

7. Printing is charged at $0.10 per page. Color printing is charged at $1.00 per page. The
Library will not provide refunds for pages printed in error.

8. USB drives are available for purchase at the Information Desks for saving patron work.

9. The Law forbids duplication of copyrighted software. Library software may not be copied

10. The Library has the right to restrict usage by those people who do not abide by the general
regulations of the Library or the specific regulations governing the computers.

EDUCATIONAL GAME COMPUTERS IN CHILDREN’S SERVICES

1. Reservations may be made in person or by phone at the Information Desk in the Children’s
Services Department for either %2 hour or a full hour. Reservations will be held for 10
minutes after which the computer will be made available.

2. Children must be at least 2 years of age or older to use the computers.

Educational Game computers may be used for one hour per day.

4. There is no printing available through the game computers.

w

Revised April 21, 2009 Revised February 17, 2004 Revised May 18, 1993
Revised May 15, 2007 Revised May 20, 2003 Approved September 17, 1985
Revised May 16, 2006 Revised April 18, 2000

Revised May 17, 2005 Revised February 18, 1997
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PUBLIC INTERNET ACCESS

POLICY:

The Park Ridge Public Library provides access to the Internet as an information-gathering tool
to further enhance the library’s resources.

RULES:

1.

The Internet consists of resources outside the Park Ridge Public Library. Some material
may not be completely accurate, complete or current; some material may be considered
offensive. Except for its own pages on the Park Ridge Community Network, Park Ridge
Public Library has no control over the material on the Internet and cannot assure the validity
of all information, nor can it protect the public from offensive material. The Library also
cannot assure access to all resources at any given time; they may be busy, available only to
authorized people, or closed.

The Library has installed filtering software on all Internet workstations, to help filter out those
sites that may be considered objectionable by the majority of the public. However, the use of
filtering software cannot guarantee that all sites a person might consider objectionable are
filtered out. Parents have the ultimate responsibility to supervise and guide the use of the
Internet by their children. To assist parents with this, the Library links to sites that are
intended for children.

It is not appropriate to use Internet privileges to interfere with or disrupt other users, services
or equipment. Disruptions include, but are not limited to, distribution of unsolicited
advertising, harassment, propagation of computer worms or viruses, or use of the network to
make unauthorized entry to any other machine. Patrons will not use the Internet for any
illegal activity, or place any text, data, graphics, images, messages, communication(s), files
or other material related to any illegal activity on the Internet.

Park Ridge Public Library may suspend or terminate Internet privileges if the Library
reasonably believes that any user has violated these policy guidelines. Park Ridge Public
Library will review these matters on a case-by-case basis.

The Library is not liable for costs incurred through patron use of fee-based services.

Printing is charged at $.10 per page. Color printing is charged at $1.00 per page. The
Library will not provide refunds for pages printed in error. Printing from iBistro catalog pages,
the Park Ridge Public Library and the City of Park Ridge websites will be offered at no
charge. There is a charge for printing from subscription databases, subject links and other
external links.

Users must comply with the United States copyright law and all other applicable laws.

Revised April 21, 2009 Revised May 20, 2003 Revised May 20, 1997
Revised May 15, 2007 Revised April 18, 2000 Revised February 18, 1997
Revised May 16, 2006 Revised April 20, 1999 Approved April 18, 1995
Revised February 17, 2004 Revised November 11, 1998
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PUBLIC ACCESS TYPEWRITERS

POLICY:

The Park Ridge Public Library provides a typewriter for use by the general public in the Reader
Services Department.

RULES:

1.

2.

The public access typewriter is available to all adult patrons and students.
Use of the typewriter is on a first come, first served basis; there will be no advance booking.

The Library will provide limited supplies. Patrons are expected to use their own materials
with the typewriter.

Occasionally, the typewriter may not be available due to damage. The Library will not furnish
substitute equipment.

The Library has the right to restrict usage by those patrons who do not abide with the
general regulations of the Library or the specific rules governing the use of the typewriter.

Revised May 15, 2007
Revised May 17, 2005
Revised May 20, 2003
Revised May 21, 2002
Approved July 19, 1988
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IN-HOUSE AUDIO-VISUAL EQUIPMENT
POLICY:

The Park Ridge Public Library provides audio-visual equipment for patron use in the Adult and
Children's Departments of the Library.

RULES:

1. Patrons must present a valid library card or identification to the staff member on duty in the
Reader Services Department to use the portable equipment. The card will be kept while the
patron is using the equipment. The Children's Services Department does not require
identification to use the equipment. Use of this equipment is available on a first come, first
served basis.

2. The Library has the right to restrict usage by those who do not abide by the general
regulations of the Library or the specific regulations governing the equipment.

3. Patrons are liable for library materials or equipment damaged through careless or malicious
use. The cost of the damage will be determined by the Library Director.

Revised May 15, 2007
Revised May 17, 2005
Revised May 20, 2003
Approved May 17, 1988
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GRAND PIANO

POLICY:

To encourage musical programs, the Park Ridge Public Library provides a piano for use in the
large meeting room.

RULES:

1. Patrons wishing to use the piano must schedule the meeting room according to the Library's
policy. (See |l C 1)

2. The Library will tune and maintain the piano on a regular basis. Patrons wishing additional
tuning must request this service at least two weeks prior to the scheduled program. Library
staff will then employ a qualified piano technician to tune the piano at the p