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Appendix A1

LIBRARY BILL OF RIGHTS 

The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services. 

1. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of origin, background, or views of those contributing to their creation. 

2. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of doctrinal disapproval. 

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

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

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

6. Libraries that make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use. 

Adopted June 18, 1948, amended February 2, 1961 and January 23, 1980

Appendix A2

Free Access to Libraries for Minors

An Interpretation of the Library Bill of Rights

Library policies and procedures that effectively deny minors equal and equitable access to all library resources available to other users violate the Library Bill of Rights. The American Library Association opposes all attempts to restrict access to library services, materials, and facilities based on the age of library users.
Article V of the Library Bill of Rights states, "A person's right to use a library should not be denied or abridged because of origin, age, background, or views." The "right to use a library" includes free access to, and unrestricted use of, all the services, materials, and facilities the library has to offer. Every restriction on access to, and use of, library resources, based solely on the chronological age, educational level, literacy skills, or legal emancipation of users violates Article V.
Libraries are charged with the mission of developing resources to meet the diverse information needs and interests of the communities they serve. Services, materials, and facilities that fulfill the needs and interests of library users at different stages in their personal development are a necessary part of library resources. The needs and interests of each library user, and resources appropriate to meet those needs and interests, must be determined on an individual basis. Librarians cannot predict what resources will best fulfill the needs and interests of any individual user based on a single criterion such as chronological age, educational level, literacy skills, or legal emancipation.
Libraries should not limit the selection and development of library resources simply because minors will have access to them. Institutional self-censorship diminishes the credibility of the library in the community, and restricts access for all library users.
Children and young adults unquestionably possess First Amendment rights, including the right to receive information in the library. Constitutionally protected speech cannot be suppressed solely to protect children or young adults from ideas or images a legislative body believes to be unsuitable for them.1 Librarians and library governing bodies should not resort to age restrictions in an effort to avoid actual or anticipated objections, because only a court of law can determine whether material is not constitutionally protected.
The mission, goals, and objectives of libraries cannot authorize librarians or library governing bodies to assume, abrogate, or overrule the rights and responsibilities of parents. As "Libraries: An American Value" states, "We affirm the responsibility and the right of all parents and guardians to guide their own children's use of the library and its resources and services." Librarians and governing bodies should maintain that parents—and only parents—have the right and the responsibility to restrict the access of their children—and only their children—to library resources. Parents who do not want their children to have access to certain library services, materials, or facilities should so advise their children. Librarians and library governing bodies cannot assume the role of parents or the functions of parental authority in the private relationship between parent and child.
Lack of access to information can be harmful to minors. Librarians and library governing bodies have a public and professional obligation to ensure that all members of the community they serve have free, equal, and equitable access to the entire range of library resources regardless of content, approach, format, or amount of detail. This principle of library service applies equally to all users, minors as well as adults. Librarians and library governing bodies must uphold this principle in order to provide adequate and effective service to minors.
1See Erznoznik v. City of Jacksonville, 422 U.S. 205 (1975)-"Speech that is neither obscene as to youths nor subject to some other legitimate proscription cannot be suppressed solely to protect the young from ideas or images that a legislative body thinks unsuitable [422 U.S. 205, 214] for them. In most circumstances, the values protected by the First Amendment are no less applicable when government seeks to control the flow of information to minors. See Tinker v. Des Moines School Dist., supra. Cf. West Virginia Bd. of Ed. v. Barnette, 319 U.S. 624 (1943)."


Adopted June 30, 1972, by the ALA Council; amended July 1, 1981; July 3, 1991, June 30, 2004.
Appendix B
The Freedom to Read Statement

The freedom to read is essential to our democracy. It is continuously under attack. Private groups and public authorities in various parts of the country are working to remove or limit access to reading materials, to censor content in schools, to label "controversial" views, to distribute lists of "objectionable" books or authors, and to purge libraries. These actions apparently rise from a view that our national tradition of free expression is no longer valid; that censorship and suppression are needed to counter threats to safety or national security, as well as to avoid the subversion of politics and the corruption of morals. We, as individuals devoted to reading and as librarians and publishers responsible for disseminating ideas, wish to assert the public interest in the preservation of the freedom to read.

Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the ordinary individual, by exercising critical judgment, will select the good and reject the bad. We trust Americans to recognize propaganda and misinformation, and to make their own decisions about what they read and believe. We do not believe they are prepared to sacrifice their heritage of a free press in order to be "protected" against what others think may be bad for them. We believe they still favor free enterprise in ideas and expression.

These efforts at suppression are related to a larger pattern of pressures being brought against education, the press, art and images, films, broadcast media, and the Internet. The problem is not only one of actual censorship. The shadow of fear cast by these pressures leads, we suspect, to an even larger voluntary curtailment of expression by those who seek to avoid controversy or unwelcome scrutiny by government officials.

Such pressure toward conformity is perhaps natural to a time of accelerated change. And yet suppression is never more dangerous than in such a time of social tension. Freedom has given the United States the elasticity to endure strain. Freedom keeps open the path of novel and creative solutions, and enables change to come by choice. Every silencing of a heresy, every enforcement of an orthodoxy, diminishes the toughness and resilience of our society and leaves it the less able to deal with controversy and difference.

Now as always in our history, reading is among our greatest freedoms. The freedom to read and write is almost the only means for making generally available ideas or manners of expression that can initially command only a small audience. The written word is the natural medium for the new idea and the untried voice from which come the original contributions to social growth. It is essential to the extended discussion that serious thought requires, and to the accumulation of knowledge and ideas into organized collections.

We believe that free communication is essential to the preservation of a free society and a creative culture. We believe that these pressures toward conformity present the danger of limiting the range and variety of inquiry and expression on which our democracy and our culture depend. We believe that every American community must jealously guard the freedom to publish and to circulate, in order to preserve its own freedom to read. We believe that publishers and librarians have a profound responsibility to give validity to that freedom to read by making it possible for the readers to choose freely from a variety of offerings.

The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand firm on these constitutional guarantees of essential rights and will exercise the responsibilities that accompany these rights.

We therefore affirm these propositions:

1. It is in the public interest for publishers and librarians to make available the widest diversity of views and expressions, including those that are unorthodox, unpopular, or considered dangerous by the majority. 

Creative thought is by definition new, and what is new is different. The bearer of every new thought is a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain themselves in power by the ruthless suppression of any concept that challenges the established orthodoxy. The power of a democratic system to adapt to change is vastly strengthened by the freedom of its citizens to choose widely from among conflicting opinions offered freely to them. To stifle every nonconformist idea at birth would mark the end of the democratic process. Furthermore, only through the constant activity of weighing and selecting can the democratic mind attain the strength demanded by times like these. We need to know not only what we believe but why we believe it.

2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they make available. It would conflict with the public interest for them to establish their own political, moral, or aesthetic views as a standard for determining what should be published or circulated. 

Publishers and librarians serve the educational process by helping to make available knowledge and ideas required for the growth of the mind and the increase of learning. They do not foster education by imposing as mentors the patterns of their own thought. The people should have the freedom to read and consider a broader range of ideas than those that may be held by any single librarian or publisher or government or church. It is wrong that what one can read should be confined to what another thinks proper.

3. It is contrary to the public interest for publishers or librarians to bar access to writings on the basis of the personal history or political affiliations of the author. 

No art or literature can flourish if it is to be measured by the political views or private lives of its creators. No society of free people can flourish that draws up lists of writers to whom it will not listen, whatever they may have to say.

4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve artistic expression. 

To some, much of modern expression is shocking. But is not much of life itself shocking? We cut off literature at the source if we prevent writers from dealing with the stuff of life. Parents and teachers have a responsibility to prepare the young to meet the diversity of experiences in life to which they will be exposed, as they have a responsibility to help them learn to think critically for themselves. These are affirmative responsibilities, not to be discharged simply by preventing them from reading works for which they are not yet prepared. In these matters values differ, and values cannot be legislated; nor can machinery be devised that will suit the demands of one group without limiting the freedom of others.

5. It is not in the public interest to force a reader to accept the prejudgment of a label characterizing any expression or its author as subversive or dangerous. 

The ideal of labeling presupposes the existence of individuals or groups with wisdom to determine by authority what is good or bad for others. It presupposes that individuals must be directed in making up their minds about the ideas they examine. But Americans do not need others to do their thinking for them.

6. It is the responsibility of publishers and librarians, as guardians of the people's freedom to read, to contest encroachments upon that freedom by individuals or groups seeking to impose their own standards or tastes upon the community at large; and by the government whenever it seeks to reduce or deny public access to public information. 

It is inevitable in the give and take of the democratic process that the political, the moral, or the aesthetic concepts of an individual or group will occasionally collide with those of another individual or group. In a free society individuals are free to determine for themselves what they wish to read, and each group is free to determine what it will recommend to its freely associated members. But no group has the right to take the law into its own hands, and to impose its own concept of politics or morality upon other members of a democratic society. Freedom is no freedom if it is accorded only to the accepted and the inoffensive. Further, democratic societies are more safe, free, and creative when the free flow of public information is not restricted by governmental prerogative or self-censorship.

7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing books that enrich the quality and diversity of thought and expression. By the exercise of this affirmative responsibility, they can demonstrate that the answer to a "bad" book is a good one, the answer to a "bad" idea is a good one. 

The freedom to read is of little consequence when the reader cannot obtain matter fit for that reader's purpose. What is needed is not only the absence of restraint, but the positive provision of opportunity for the people to read the best that has been thought and said. Books are the major channel by which the intellectual inheritance is handed down, and the principal means of its testing and growth. The defense of the freedom to read requires of all publishers and librarians the utmost of their faculties, and deserves of all Americans the fullest of their support.

We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for the value of the written word. We do so because we believe that it is possessed of enormous variety and usefulness, worthy of cherishing and keeping free. We realize that the application of these propositions may mean the dissemination of ideas and manners of expression that are repugnant to many persons. We do not state these propositions in the comfortable belief that what people read is unimportant. We believe rather that what people read is deeply important; that ideas can be dangerous; but that the suppression of ideas is fatal to a democratic society. Freedom itself is a dangerous way of life, but it is ours.



This statement was originally issued in May of 1953 by the Westchester Conference of the American Library Association and the American Book Publishers Council, which in 1970 consolidated with the American Educational Publishers Institute to become the Association of American Publishers.

Adopted June 25, 1953, by the ALA Council and the AAP Freedom to Read Committee; amended January 28, 1972; January 16, 1991; July 12, 2000; June 30, 2004.

A Joint Statement by: 

American Library Association 
Association of American Publishers 

Subsequently endorsed by: 

American Booksellers Foundation for Free Expression 
The Association of American University Presses, Inc. 
The Children's Book Council 
Freedom to Read Foundation 
National Association of College Stores 
National Coalition Against Censorship 
National Council of Teachers of English 
The Thomas Jefferson Center for the Protection of Free Expression
Appendix C
REQUEST FOR RECONSIDERATION OF LIBRARY MATERIALS 

Format: Book __________________________ Periodical _________________________________

Other (name format)_______________________________________________________________ 

Title ______________________________________ Author _______________________________

Publisher _______________________________ Other Info _______________________________ 

Request Initiated by _______________________________________________________________

Address _________________________________________________________________________

City/State/Zip ____________________________________________________________________

Telephone(s): Day_________________________ Home __________________________________

Do you represent: Yourself __________ Organization or Group ____________________________ 

1. To what in the work do you object? (Please be specific. Cite pages) ______________________

________________________________________________________________________________

2. Did you complete the entire work? _____________What parts? _________________________ 

________________________________________________________________________________

________________________________________________________________________________

3. What do you feel might be the result of exposure to this work? __________________________ 

________________________________________________________________________________

________________________________________________________________________________

4. For what age group would you recommend this work, and why? _________________________ 

________________________________________________________________________________

5. What do you believe is the theme of this work? _______________________________________

________________________________________________________________________________

________________________________________________________________________________

6.   What would you like the library to do about this work? ________________________________

Lend to adults only _________ Restrict circulation ________________________________

Return to library selection committee for reevaluation ______________________________ 

Other (explain) _____________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

7.   What would you recommend as a replacement for this work? ___________________________ 

________________________________________________________________________________

Note: Use other side of this form, if necessary.

Your signature: ___________________________________  (date) __________________________

                       COMPUTER USE POLICIES                           Appendix D1 

Following are rules governing the use of computer(s) at the Meriden – Ozawkie Public Library. 

1. User must show resources are being used in accordance with ethical standards of the Library, which prohibit: 

•   Violations of computer security. 

•   Unauthorized use of computer accounts or access codes. 

•   Use of computer which impedes activities of others. 

•   Violations of software license agreements. 

•   Violations of network usage policies and regulations. 

•   Violations of user privacy. 

2. User must use computer resources for legal purposes only. Unacceptable purposes include, but are not limited to, the following: 

•   Destruction or damage to equipment, software or data belonging to the Library. 

•   Unauthorized monitoring (or disruption of) electronic communications. 

•   Unauthorized use or destruction of data of other users. 

•   Unauthorized copying of copyright-protected material. 

•   Harassing, libeling or slandering other users. 

ILLEGAL ACTS INVOLVING LIBRARY RESOURCES MAY BE SUBJECT

TO PROSECUTION BY LOCAL, STATE OR FEDERAL OFFICIALS.
3. There will be a 10 cents charge for black and white copies and a 25 cents charge for colored copies printed via the computer. 

INTERNET ACCESS POLICY

The Meriden Community Library does not monitor and has no control over the information accessed through the Internet and cannot be held responsible for its content. To be more specific -- The Library does not censor your access to materials or protect you from information you may find offensive. Also, not all sources on the Internet provide accurate, complete or current information. You will need to be a good information consumer, questioning the validity of the information you find. 

Guidelines for accessing the Internet at the Meriden – Ozawkie Public Library. 

1. There is no time limit assigned, but as a condition of use, the computer will be made available within 15 minutes of being informed by the staff that another person is waiting. 

2. You may use the Library's computer to send or receive e-mail. However, you must subscribe to an email provider in order to use the e-mail service. 

3. You may not use your own software programs on the Internet Access Computer. 

MISUSE OF THE COMPUTER OR INTERNET ACCESS 

WILL RESULT IN THE LOSS OR YOUR COMPUTER PRIVILEGES. 

Computer Use Policies and Internet Access Policy Adopted September 15, 2014 by the Meriden – Ozawkie Public Library Board














Appendix D2

75-2589. Kansas children's internet protection act; public libraries; school districts; state librarian; rules and regulations; liability. (a) Any school district that provides public access to a computer shall implement and enforce technology protection measures to ensure that no minor has access to visual depictions that are child pornography, harmful to minors or obscene. Each board of education shall adopt policies for the enforcement of this subsection. Such policies and any standards or rules promulgated pursuant to such policies shall be made available to the public. (b) (1) Any public library that provides public access to a computer shall implement and enforce technology protection measures to: 

(A) Ensure that no minor has access to visual depictions that are child pornography, harmful to minors or obscene; and 

(B) ensure that no person has access to visual depictions that are child pornography or obscene. 

(2) An employee of a public library may disable a technology protection measure if: 

(A) Requested to do so by a library patron who is not a minor; and 

(B) the technology protection measure is disabled only to enable access for legitimate research or other lawful purpose. 

(c) The state librarian shall establish standards and promulgate rules and regulations for the enforcement of the provisions of subsection (b). Such standards and rules and regulations shall be distributed to the public libraries in this state, posted in a conspicuous place in such public libraries and made available to the public. 

(d) The governing body of each public library shall adopt a policy to implement and enforce the provisions of subsection (b) in accordance with the standards and rules and regulations described in subsection (c). Such policy shall be reviewed at least once every three years by such governing body and shall: 

(1) State that the purpose of the policy is to restrict access to those materials that are child pornography, harmful to minors or obscene; 

(2) provide how such public library will meet the requirements of this section; 

(3) require such public library to inform its patrons of the standards and rules and regulations that library employees follow to enforce the provisions of this section; and 

(4) require such public library to inform its patrons that procedures for the submission of complaints about the standards and rules and regulations, the enforcement thereof, or observed patron behavior, have been adopted and are available for review. 

(e) Any school district or public library that is in compliance with the provisions of this section shall not be liable for any damages arising out of or related to a minor gaining access to visual depictions that are child pornography, harmful to minors or obscene through the use of a computer that is owned or controlled by such school district or public library. 

(f) As used in this section: 

(1) "Board of education" means the board of education of any school district; 

(2) "child pornography" means a visual depiction of a minor shown or heard engaging in sexually explicit conduct with intent to arouse or satisfy the sexual desires or appeal to the prurient interest of the offender or any other person; 

(3) "harmful to minors" shall have the same meaning as that term is defined in K.S.A. 2013 Supp. 21-6402, and amendments thereto; 

(4) "minor" means any person under 18 years of age; 

(5) "obscene" shall have the same meaning as that term is defined in K.S.A. 2013 Supp. 21-6401, and amendments thereto; 

(6) "public library" means any library established pursuant to article 12 of chapter 12 of the Kansas Statutes Annotated, and amendments thereto, and any other library which serves the general public and is funded in whole or in part from moneys derived from tax levies; 

(7) "school district" means any public school district organized under the laws of this state; 

(8) "technology protection measure" means any computer technology or other process that blocks or filters online access to visual depictions; and 

(9) "visual depiction" shall have the same meaning as that term is defined in K.S.A. 2013 Supp. 21-5510, and amendments thereto. 

(g) This act shall be known and may be cited as the Kansas children's internet protection act. 

History: L. 2013, ch. 98, § 1; July 1. 

Wireless Use Policy







Appendix D3
Meriden – Ozawkie Public Library Wireless Network Acceptable Use Policy

In order to use the wireless network I agree to comply with all of the following conditions:

I will comply with all state and federal laws and the Meriden – Ozawkie Public Library policies and procedures.

I will not use the network in a way that disrupts the use of the network by others. This includes but is not limited to downloading large files and streaming audio or video.

I understand    Meriden – Ozawkie Public Librarie's wireless network does not filter the viewing of questionable material. As such, patrons shall not access or exhibit obscene material on computers while in the library. Disseminating or exhibiting obscene material is a crime in the state of Kansas (see K.S.A. 21-4301 as amended).

I will not plug a personal device into the Library’s computer network via an Ethernet/CAT5 cable.

I understand library staff must have my permission to provide any troubleshooting assistance for my personal device.  If I give permission, I will not hold library staff responsible for any damage to my device. There is no guarantee that a wireless connection can be made or maintained.

I understand the wireless is not secure. Information sent from or to your personal device can be captured by anyone else with a wireless device and the appropriate software, within five hundred feet.

I understand Meriden – Ozawkie Public Library assumes no responsibility for the any loss, theft, or damage to data, personal equipment or software resulting from connection to the wireless network.

Meriden – Ozawkie Public Library reserves the right to prohibit an individual from accessing the wireless network if that individual is violating any of the policies or guidelines of the Meriden Ozawkie Public Library.

Appendix E
KANSAS PUBLIC RECORDS LAW

The Kansas public records law defines what records are not required to be disclosed at the request of citizens or public officials. Records, which are not within these specific definitions, are "open records" and are to be available for public examination. 

In the words of the statute, "Each request for access to a public record shall be acted upon as soon as possible, but not later than the end of the third business day following the date that the request is received." 

The statute also identifies the very limited conditions under which access to open records may be refused and the conditions related to the required access and the charging of copy fees for reproductions of records, which may be requested. 

"Public record" means any recorded information, regardless of form or characteristics which is made, maintained, or kept by, or is in the possession of any public agency. (The wording is from the statute.) 

Records which libraries are not required to disclosed are: 

• Patron registration records and circulation or loan records which pertain to identifiable individuals (exception #23). 

•   Library, archives and museum materials, if restrictions have been imposed as- conditions of a contribution (exception #7). 

•   Personal records and performance ratings; however, employee names, positions, salaries, and length of service are designated as public information (exception #4). 

•   Building security information (exception #12). 

•   Correspondence between the library and a private individual (exception #14). 

•   Software programs for electronic data processing; however, each public agency must maintain a register which describes the information stored in computer accessed format (exception # 1 6). 

•   Public records containing information of a personal nature where the public disclosure thereof would constitute a clearly unwarranted invasion of personal privacy (exception #30). 

The Kansas public records law is cited as K.S.A. 45-215 et. seq., 1984. 

From Kansas Libraries, February 1984

Appendix F 

COPYRIGHT COMPLIANCE 

1. The Meriden – Ozawkie Public Library adheres to the provisions of the Copyright Act of 1976 (Title 17 of the United States Code). No copy is made with any purpose of direct or indirect commercial advantage for the library; copies are made on a cost recovery basis only. The library maintains records of all copies of periodical articles obtained from outside sources for which it has not already paid royalties, and pays all royalty fees or acquires additional subscriptions as required by federal regulations. 

2. Library employees do not copy materials which under federal law cannot be copied, or which the copyright holder has specifically prohibited from being copied, except where Fair Use Doctrine applies. The Library does not make multiple copies of copyrighted documents for a single user. The Library provides notice of copyright as required by law. Library employees are trained to operate  within the parameters of the Copyright Act and to provide public assistance within the Fair Use Doctrine, which provides that, not withstanding the exclusive rights of the copyright owner, the fair use of a copyrighted work for purposes such as criticism, content, news reporting, teaching, (including multiple copies for classroom use), scholarship, or research is not an infringement of the copyright. Factors to be considered in determining where the use made of a work in any particular case is a fair use include: whether such use is of a commercial nature or is for nonprofit educational purposes, the nature of the copyrighted work, the amount and substantiality of the portion used in relation to the copyrighted work as a whole, and the effect of the use upon the potential market for or value of the copyrighted work. The Fair Use Doctrine applies to the electronic as well as the print environment.

3. Any copy made at the request of a patron will become the property of the patron with any charges made only for recovery of both direct and indirect library costs. Copies not retained by the patron are destroyed. Copies are made only at the request of the patron and not in anticipation of such need. The library's use of clippings to create Vertical Files does not fall within the purview of the Copyright Act. 

4. Library employees will refuse to make copies for patrons whom they discover to be violating the Fair Use Doctrine, i.e., copying for commercial purposes or in a systematic manner, because of the substantiality of the material that the patron proposes to copy, or because the amount or systematic nature of the patron's copying of certain material would obviously impact the market for that material. Library employees who know that a patron is violating the Copyright Act by making copies in an unauthorized way are to request that the patron stop. If the patron refuses to stop, the librarian may suspend the patron's library privileges. 

5. Music, audio, and video recordings are never copied. Copyrighted sheet music is never copied or faxed.

Appendix G
JOB DESCRIPTION                                                






(7-8-04) 

JOB TITLE        
Library Director 

SUPERVISED BY:  
Board of Trustees, Meriden – Ozawkie Public Library 

JOB OVERVIEW:  
40 hours per week. Hours of operation may vary. Responsible for implementing policies of the library board, responsible for supervision of personnel, general library operation, and confidentiality service to the public. 

DUTIES:

· Attend all board meetings, except when position is evaluated. 

· Report pertinent information to board. 

· Attend required programs sponsored by NEKLS. 

· Prepares annual budget in cooperation with the board treasurer for approval by the board. 

· Supervises staff/volunteers, assigns tasks, evaluates employees/volunteers, and trains new staff/volunteers. 

· Upgrading computer hardware and software. Ongoing automation of patronage information and incoming materials. 

· Selects and discards library materials; responsible for overall collection. 

· Collection and records information from new patrons. Also, maintain current patronage information. 

· Coordinate and arrange library-sponsored events and programs, including advertising, space accommodations, presentation, Story-time, Summer Reading Program, etc. 

· Public relations associated with vendors and patrons, includes presentation to civic groups, schools, and other organizations 

· Processing materials for check-out and after check-in. 

· Maintenance of circulation records. 

· Identifying overdue material and mailing notices. 

· Custodial care of entire library to include public areas and store rooms. 

· Supervises the maintenance and repair of physical facility. 

· Picks up mail and processes library Email 

· Arranges interlibrary loans 

· Orders general library supplies 

· Repairs and cleans books 

· Copies and faxes for patrons 

· Completes State Grant in Aid Report 

· Completes statistical report 

· Graduates from KPLACE within 5 years of becoming library director

QUALIFICATIONS: 

· Graduate of high school. 

· Library Administration Experience preferred 

· General knowledge of all phases of public library services. 

· Desire to serve the public in a friendly, comfortable environment.

Appendix H
Return to the Meriden – Ozawkie Public Library, 7272 HWY K-4, Meriden, KS 66512 by 

APPLICATION FOR EMPLOYMENT 

Application date:______________________

Full Name: ______________________________ Telephone No. _______________________________ 

Address: ______________________________________ Soc.Sec. No: ___________________________

Position applied for: __________________________________ ( ) Full-time ( ) Part-time ()Temporary 

Date available for work: _____________________ Are you able to meet attendance requirement? ____

EDUCATION (note year and type of diploma/ received): _____________________________________

____________________________________________________________________________________

____________________________________________________________________________________

EMPLOYMENT HISTORY: 

Employer: ________________________________________  Supervisor: ________________________ Employer address:________________________________________ Telephone No. _______________ Dates employed: From _____________________TO _________________ Salary range:____________ Work performed: _____________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Employer: ________________________________________  Supervisor: ________________________ Employer address:________________________________________ Telephone No. _______________ Dates employed: From _____________________TO _________________ Salary range:____________ Work performed: _____________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Employer: ________________________________________  Supervisor: ________________________ Employer address:________________________________________ Telephone No. _______________ Dates employed: From _____________________TO _________________ Salary range:____________ Work performed: _____________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

What skills and experiences do you have that qualify you for this job?  ______________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________

REFERENCES: (name/address/phone) 

_____________________________________
_______________________________________

_____________________________________
_______________________________________ 

_____________________________________
_______________________________________ 

By signing I certify that all statements on this application are true and complete and that I have not withheld anything which would, if disclosed, affect this application unfavorably. Omitted information or false or misleading information provided on this application form or during the interview, may subject me to denial of employment or termination if later employed. I authorize investigation of all statements contained in this application for employment as may be necessary in arriving at an employment decision. 

Signed ___________________________________________________ 

 As an equal opportunity employer, the Meriden – Ozawkie Public Library will not discriminate unlawfully against any staff member or applicant for employment on the basis of race, color, religion, national origin, sex, ancestry, age, veteran status, disability, or any other legally protected status. No questions on the Application for Employment are intended to secure information to be used for such discrimination. This application will be given every consideration, but its receipt does not imply that the applicant will be employed. 

ATTACH TO THIS APPLICATION ANY ADDITIONAL INFORMATION YOU WOULD LIKE CONSIDERED. 

Appendix I1
INTERVIEW PROCEDURES 

1. Use team approach. It will save time and allow for comparison of applicants by team members. 

The interview team may consist of the entire board or two or three individuals recommended by the board. 

2. Familiarize the interviewer(s) with the job position and with the major duties and responsibilities and the essential knowledge required for skills and abilities at entry level. Each interviewer must have a copy of the job description for careful review. 

3. The selection criteria must be consistent with the complexity and level of the job. Focus on performance factors that can be demonstrated in the selection procedure. Understand the goals of the library as they relate to the position. Such criteria must be job related and may include performance during the interview, relevant training, education and experience, etc. Example: To what extent is job success dependent upon effective oral communication skills, on-the-spot reasoning, and the ability to effectively present oneself to strangers? 

4. Prepare questions that are job related and appropriate for the complexity and level of the position. Categories commonly used by interviewer(s) are: 

a. Open-ended questions. These are the most effective, yielding the greatest amount of information, and allows the applicant latitude in responding. Example: "What did you like about your last job?”

b. Close-ended questions. These questions are helpful at the onset of the interview to formulate certain information or to determine specific knowledge. Example: "Could you name five specific applications involved in ... ?"

c. Probing questions. These questions allow the interviewer(s) to delve deeper for needed information. Example: "Why?, What caused that to happen?, or Under what circumstances did that occur?”

d. Hypothetical questions. Hypothetical situations based on specific job-related facts are presented to the applicant for solutions. Example: "What would you do if .. ?. or How would you handle ... ?"

e. Loaded questions. These questions force applicants to choose between two undesirable alternatives. An effective way to employ a "loaded question" is to recall a real-life situation where two divergent approaches were both carefully considered, then frame the situation as a question, starting with "What would be your approach to the situation where ... ?"

f. leading questions. The interviewer(s) sets up a question that allows the applicant to provide the             desired response. When leading questions are asked, the interviewer cannot hope to learn anything about the applicant.

Interview Procedures (continued)                                                                                             

5. Ask only job-related questions. How many children do you have? Does your husband work in our city? These questions do not usually relate to the job qualifications and are not allowed. "Nice to know" questions are not permitted! Lawsuits may result from applicants who were rejected on the basis of irrelevant questions asked by interviewers. 

6. Develop interviewing strategies appropriate for the position level and skill requirements. Following are examples of three different perceptive strategies. 

a. Situational Interviewing. Could involve taking a tour of the workplace and asking the interviewee to perform some aspect of the job or a closely related aspect of the job. 

b. Behavioral Interviewing. The interviewer(s) is looking for a behavioral pattern. AR questions are based on the past with the assumption that the interviewer(s) might get an idea of what action the interviewee might take in the future. 

c. Stress Interviewing. The strategy calls for the use of tough or negatively phrased questions. The interviewer(s) is trying to keep the candidate off balance while evaluating poise and quick thinking under pressure. This style is not suitable if the employee will not face undue stress on the job. 

The sensible approach is to take the best aspects of each style and combine them to produce a fair and comprehensive strategy. 

7. Establish a system to evaluate the responses. A formula for rating or ranking the applicant's responses to questions based on the selection criteria should be developed to make the selection process easier and more objective. 

The board and/or director may use the following process when interviewing prospective employees: 

PRE-INTERVIEW 

1. Schedule interview to allow sufficient time for post interview discussion, completion of notes, etc. 

2. Interview in a setting that is free from distractions and interruptions. 

3. Review applications and resumes provided by the applicants. 

4. Provide an accurate position description to each applicant and allow adequate time for reading before the interview begins. 

OPENING THE INTERVIEW 

1. Review the goals, objectives, and mission statement of the library. 

2. Allow the applicant an opportunity to pose questions or seek clarification concerning the position. 

3. Explain the interview process to the applicant. 

QUESTIONING 

1. Question the applicant according to strategies developed beforehand. 

2. Be consistent with all applicants. 

3. Allow sufficient time for the applicant to respond to each question. 

4. Record any relevant information elicited from the questions. 

Interview Procedures (continued)                                                 




CLOSING THE INTERVIEW 

1. Inform the applicant when the decision will be made and how notification will occur. 

2. Confirm the date of the applicant's availability to begin work. 

3. Confirm the applicant's correct address and telephone number. 

4. Give the applicant a final opportunity to raise any questions. 

5. Obtain all necessary information from applicant about references. 

POST-INTERVIEW 

I . Review the selection criteria. 

2.  Review and complete notes. 

3.  Avoid pre-judgment and discussion of applicants between interviews. 

4.  Give the applicant a final opportunity to raise any questions. 

5.  Rank the applications based on selection criteria. 

6.  When possible, decide upon a second and third choice in the event the first choice should decline the offer. 

7.  Document the basis for the final recommendation. 

8.  Notify all applicants interviewed of the results prior to announcing the selection. 













Appendix I2

POSSIBLE INTERVIEW QUESTIONS
1. Have you read the job description? Do you have any questions about it? 

2. Briefly tell us about your library experience and other work history and education that would help qualify you for this position. 

3. What are the strengths you would you bring to this position? Tell us about what you consider to be your most important accomplishments in your current or last job. 

4. Do you have experience working in an automated library? What type of program did you use? Briefly describe your computer skills and programs you are familiar with. 

5. What experience have you had with children? Have you been involved with summer reading programs, school or community presentations? If so, what has been your role? 

6. Keeping records and preparing reports such as financial reports and statistical reports are part of this job. Have you had experience with these types of responsibilities before? 

7. How do you keep up with changes in the library system? 

8. How would you describe your organizational and time management skills? Have you worked in a library without direct supervision before? 

9. If you are considered for the position, is it all right to call your employer? We will also be doing a background check if you are considered for the position. 

10. If selected for the position, when could you start? 

Thanks for coming-and comment on how pleased we are about so many qualified applicants. 

Appendix J 

PERSONNEL POLICY ACKNOWLEDGMENT 

DO NOT SIGN YOUR NAME ON THIS FORM UNTIL YOU HAVE COMPLETELY READ AND UNDERSTOOD THE CONTENTS OF THE PERSONNEL POLICY, AND HAVE SATISFIED YOURSELF WITH ANSWERS TO ANY QUESTIONS YOU MAY HAVE. 

I agree that my employment and compensation can be terminated with or without cause, and with or without notice, at any time, at the option of either the Meriden – Ozawkie Public Library or myself.  I understand that neither the personnel policy nor any other written or oral statements by the Meriden – Ozawkie Public Library or its representatives are contracts of employment. No employee of the Meriden – Ozawkie Public Library, other than the Director or Board of Trustees, has any authority to enter into any agreement for employment for any specified period of time, or to make any agreement contrary to the foregoing, and no such agreement has been made. 

I acknowledge that I have read, reviewed, and understand the contents of the Meriden – Ozawkie Public Library Personnel Policy. 

Employee _______________________________________

Date _____________________________________














Appendix K

EMPLOYEE PERFORMANCE REVIEW 

EMPLOYEE:                                   POSITION TITLE:                                               HIRE IN DATE:                          APPRAISAL PERIOD: FROM                                                                         TO BE APPRAISED BY:  
APPRAISAL DATE: 
1. What are employee's strengths? 

2. Provide specific examples of employee's major achievements during review period: 
3. What areas could employee improve performance? 

SCALE: Unsatisfactory-Improvement Needed-Satisfactory-Exceeds Performance--Outstanding 

_Quality of Work: (results meets job standards for accuracy, completeness, consistency, care): _Quantity of Work (results meet job standards for output): Initiative (extent employee is a self-starter): 

---Planning (extent of jobs scheduled/coordinated to achieve objectives): 

Communications (effectiveness in expressing ideas, opinions, or instructions either written or oral. 

Raises questions, offers practical ideas.): 

----Cooperation & Teamwork (approach to job, acceptance of policies; demonstrates constructive response to criticism and works with others as a team): 

Knowledge (demonstrates ability to perform job satisfactorily): 

Relations (cooperates, contributes to team; positive to suggestions, instructions, or criticism): 

Please use back side for comments and observations to support rating. 

                                                                                                                                






























Appendix L                       

MERIDEN – OZAWKIE PUBLIC LIBRARY

CONFIDENTIALITY OF LIBRARY RECORDS

Because the library must maintain trust with members of the public, the Board of Trustees of the 

Meriden – Ozawkie Public Library shall make every reasonable and responsible effort to see that information about the patron and the patron's individual information choices remain confidential.  For people to make full and effective use of library resources, they must feel unconstrained by the possibility of others being aware of the books they read, the materials they use, or the questions they ask.

Patron registration and circulation records are exempt from required disclosure pursuant to the Kansas Open Records Act (KORA), K.S.A. 45-215 et seq., although this exemption from disclosure has been preempted to a certain extent in the U.S.A. Patriot Act.

Therefore, the Board has adopted the following guidelines concerning the disclosure of information about the library patrons:

Information regarding or including:

1.
A patron's name (or whether an individual is a registered borrower or has been a patron).

2.
A patron's address

3.
A patron's telephone number

4.
The library's circulation records and their contents

5.
The library's borrower's records and their contents

6.
The number or character of questions asked by patrons

7.
The frequency or content of a patron's visits to the library or any other information supplied to the library (or gathered by it) shall not be given, made available or disclosed to any individual, corporation, institution or government agency without a court order or subpoena authorized under federal, state or local law.

Parents or legal guardians of children under 14 years of age may, upon presentation of proper identification, obtain the current status of their child's circulation record or withdraw their authorization for the child's library card.

All library employees (and those volunteers who work in its behalf) are hereby instructed to comply with these guidelines.  All outside inquiries regarding access to patron registration and charge records will be referred to the library Director, and no records may be made public without his or her express approval.

Approved by the Meriden – Ozawkie Public Library Board of Trustees

September 15, 2014
Appendix M
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7272 K4 Hwy, Suite D

Meriden, KS 66512

785-484-3393

Meeting Room Policies

The Meriden – Ozawkie Public Library welcomes public use of the library meeting room.

Meeting Room Scheduling

1. Library sponsored programs receive first priority in scheduling. Otherwise, reservations are scheduled in order of request. 

2. Applications to use the meeting room can be picked up at the Library circulation desk or downloaded from the Library’s website. A reservation is not complete until it is confirmed by the Library. 

3. A group or individual must complete the Meeting Room Agreement form. After the group or individual is approved, then they may be granted subsequent use of the meeting room without completion of an application form. The agreement contained in the application form will be binding upon the reserving individual or group for any subsequent meeting room reservation(s). 

4. Reservations for the meeting room can be made up to three months in advance. 

5. Notice of cancellation should be received by the Library at least 24 hours in advance of the reserved time. Failure to notify the Library of a cancellation may result in denial of future meeting room privileges. In cases of inclement weather, exceptions can be made at the discretion of the Library staff.  
6. The Library Director and Library Board reserve the right to cancel any meeting should the conditions warrant. During adverse weather conditions, the group should check with the Library or consult local media outlets for closing information. 

Basic Rules of Use 

1. Permission to use a Library meeting room does not constitute Library endorsement of the group’s policies or beliefs, and no claim to that effect nor claim to Library sponsorship may be used in advertising. Neither the name nor address of the Library may be used as the official address of a group using the Library’s meeting room. 

2. Individuals using the meeting room may not charge admission or solicit donations. 

3. Private parties and receptions are not permitted at this time. 
4. No meetings outside of current library hours. 
Rules of Conduct 

1. Groups using the meeting room are responsible for maintaining order.  Appropriate conduct is expected as a condition of the room use. 

2. The Meriden – Ozawkie Public Library, its staff, board of trustees, or agents shall bear no responsibility whatsoever for personal injury to any member, affiliated person, guest, invitee, or licensee of the using organizations. 

3. Children must stay with the group or be supervised by a responsible adult as per the Library’s unattended child policy. At least one adult must be present and responsible for any event involving children under the age of 18.

4. Room set-up is the responsibility of the user. 

5. No tacks, nails or adhesive tape are to be placed in or on doors, walls, or furniture. 

6. Lighted candles or flames, because of fire hazard, are not to be used within the meeting room. 

Refreshments

1. Refreshments may be served in the meeting room. 

2. Alcoholic beverages are not permitted. 

Clean Up

1. Groups and individuals using the meeting room are responsible for clean up and returning the room to order. 

2. Any equipment or displays brought in for a meeting must be removed at the end of the meeting. The Library is not responsible for lost or stolen items. 

3. If the space or any of its contents are not left in the condition they were found in, a minimum fee of $50 will be charged to the responsible party for cleanup. 

Exceptions for Library Use of Public Meeting Rooms

Events sponsored by the Library are exempt from provisions for this policy. 

Noncompliance with this Policy

   Failure to comply with this policy may result in denial of future use of the Library meeting room, financial liability for loss or damage, and/or immediate removal from the building.
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Meeting Room Agreement 

The person signing this contract will be held personally responsible for any damages occurring during the use of the room by the group or organization. 

I would like to reserve the meeting room for:

Group: __________________________________Phone: _______________________________

Date: ___________________________________

Start Time: _______________________________

End Time: ________________________________

Approximant number of people: ______________

I, ___________________________, hereby enter into this contract with the Meriden – Ozawkie Public Library for the use of the meeting room having fully read the Meeting Room Policies and understand all rules and regulations governing the use of the facility. 

I understand that my group/organization’s reservations are not final until the library approves the Meeting Room Agreement.

I further understand that I will be held financially responsible for any damages made to facilities, appliances, furniture, and equipment including cost of repairing any damage to library furnishings caused by the use of pens, paints, crayons, dyes, markers, food, drinks or other materials. 

I further understand that I will be held responsible for the behavior of the group/organization’s membership and its guests. I understand that the Board of Trustees or Library Director may cancel our use of the facility if I or my group do not comply with the user agreement and the Guidelines for Meeting Room Use. 

___________________________________________                                       
Signature

______________________________

Date

Meriden – Ozawkie Public Library, 7272 K-4 Hwy, Suite D, Meriden, KS 66512
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Date Received_________________


Date Approved________________


Approved by__________________








