CROOKED TREE DISTRICT LIBRARY POLICIES

September 2023

SERVICE AREA
The Crooked Tree District Library (“the Library”) includes the main library located in Walloon Lake, MI and the Boyne Falls Branch located in Boyne Falls, MI.  The service area includes the townships of Boyne Valley, Melrose, Chandler and Hudson in Charlevoix County and Warner Township in Antrim County.

I. GENERAL OBJECTIVE AND MISSION STATEMENT
A. To promote opportunities for the public for communication of ideas and enriched personal lives through the collection of books and related educational and recreational materials.
B. Objectives
1. The Board of the Library, in recognition of its commitment to provide superior library services to the citizens of Melrose and Boyne Valley Townships, has established the following priority roles:
a) Popular materials library: the Library will emphasize current, high demand, high interest materials in a variety of formats for persons of all ages.
b) Children’s door to learning: the Library encourages children to develop an interest in reading and learning through services for children and for parents and children together.
c) Independent learning: the Library will support individuals of all ages in their pursuit of information using computers.
2. In addition to fulfilling these priority roles, the Library will develop its ability to serve as a community activity center for small groups and foster and develop close communication about what library services the community wants and needs. 
  

II. THE LIBRARY BOARD
A. The Library is governed by a board of trustees (“the Board”) as outlined in the Library By-Laws. Duties of board members are as follows.
1. Must attend meetings regularly.
2. Must be responsible for funds to operate the Library.
3. Shall serve as liaison between the Library and community.
4. Shall determine and formulate the Library policies.
5. Shall deal with written communications from the public.
6. Shall perform all other duties and responsibilities authorized by the District Library Establishment Act and other laws.









III. PERSONNEL POLICIES
A. The Library Director (“the Director”) shall be considered the administrative officer of the Board and shall have charge of the administration of the Library, under the direction and review of the Board.
B. Duties of the Director
1. Shall be responsible for care of the buildings and equipment.
2. Shall be responsible for the hiring and direction of employees.
3.	Shall be responsible for selection of materials and the efficiency of services to the public.
4. Shall be responsible for preparation of the budget with assistance from the Board Treasurer.
5. Shall operate the Library under the financial conditions set forth in the annual budget.
6. Shall represent the Library to the Northland Library Cooperative.
7. Shall prepare yearly employee evaluations, including wage recommendations.
C. Employees shall meet Library of Michigan qualifications for a Class II library and be personally responsible for maintaining certification.
D. Employees schedules will be based on the needs of the business and are subject to change.
E. Employees should speak in a positive manner when discussing the library or the Director. Insubordination will not be tolerated.
F. Staff should present themselves in a professional manner during working hours, including practicing good hygiene. Jeans are acceptable, dark wash preferred, when paired with a dressier shirt. Shorts are appropriate in the summer months, preferably city shorts.
G. The Director shall attend all Board meetings and employees are encouraged to attend whenever possible.
H. All employees are encouraged to attend workshops/conferences that would broaden their knowledge of professional issues.  Employees attending professional meetings will be paid their regular hourly rate for time spent in meetings.  Unless covered by another organization, expenses for one car shall be allowed at the IRS standard mileage allowance.
I. If the Library is closed for emergency purposes and events such as the Boyne Falls Polish Festival scheduled employees shall be paid.
J. Inclement weather- If any of the following occur the director may consider.
closing:

· Schools in the area are closed
· Police ask the public to stay off the roads
· It is dangerous for staff to be traveling to and from the library
This will apply to both the Walloon and Boyne Falls locations.

Power outage:

Should the power go out in either location, Walloon or Boyne Falls, and not come back on within 30 minutes, the library will close to the public.

Process for closing:

The director will make the closing decision. If the director is not in the building, the staff person will make the decision and inform the director. The director will notify the Board president or one of the trustees.

The director or staff person will make signage for the door and update the website and Facebook and contact any groups or presenters that were scheduled to use the library.

H. Paid days: Each employee will receive ten (10) paid days per year.  A paid day is defined as six (6) hours per day.  
1. Employees may choose when to receive pay for these days, which will be distributed on a yearly basis each December.  
2. Paid days may be used for holidays, vacation, personal days, or illness, as scheduling permits.
3. Pay for a day will be determined by a six (6) hour work day and each employee’s hourly wage.
4. To claim a paid day, the employee will write “PAID DAY” on his/her time card in the appropriate block.  It is the responsibility of each employee to make sure that they are compensated for a paid day.
5. Paid days remaining at year end will be added to the employee’s paycheck in the final pay period of the calendar year.  
6.	Upon separation of employment, no reimbursement will be made for remaining paid days.
7.	New employees are not eligible until six months after hire date.
	I. No relative of the Board or an employee may be employed by the Library.
J.  Community service and volunteer workers must follow all Library rules (see Appendix A).
K.	People who wish to volunteer will fill out an application. Volunteers will indicate the type of work they are willing to do from a list prepared by the employees. Training will be given by employees when necessary. Volunteers will be contacted by the Director and will be expected to complete scheduled tasks as assigned.  
L.  Disciplinary action and dismissal:  The Director is authorized to administer disciplinary action and dismiss employees.

IV. OPERATING POLICY
A. The Board supports the Library by affiliating with professional associations such as the Northland Library Cooperative and the Michigan Library Association.
B. All bills will be paid as directed by the Board Treasurer.  Each library shall have a petty cash fund not to exceed $100.00.
C. Library hours will be as follows:
1. Walloon Lake				Boyne Falls
Mon. 10-5				Mon. 12-7
Tues. 10-5				Tues. 10-5
Wed. 10-5				Wed. 10-5
Thurs. 12-7				Thurs. 10-5
Sat. 10-2				Sat. 10-2
2. In special circumstances, the Director with consent from the Board President or a Board member may change regular operating hours.
3. The Library will be closed New Year’s Day, Memorial Day, Independence Day, Labor Day, the Wednesday before Thanksgiving, Thanksgiving Day,  Christmas Eve, Christmas Day, and the day after Christmas.
4.	Only employees will be given keys to the buildings and PO box. A key inventory will be maintained by the Director. Only employees should be in the building before or after normal operating hours, with the exception of pre-scheduled Board meetings in which case the Director or a staff member is present.

D. Building use policy
1. Groups that wish to use the Library for small meetings must be groups whose purpose is community service or developing programs for the betterment of the communities of Walloon Lake and Boyne Falls.
2. The Library will be available for meetings for groups in the community during regular operating hours at the discretion of the Director. It can be used after normal operating hours if an employee is present.
3.  Groups are responsible for cleaning up their space.  
4. The group must provide their own supplies. 
	E.  Pet policy:  All pets are prohibited from entering the Library with the exception of 		 service animals or service animals in training.

V. MATERIALS LENDING POLICY
A. Any person borrowing books or other materials from the Library must have a library card with an assigned number in order to comply with the Library Privacy Act (P.A. 455 of 1985). Cards are issued to residents of the Library’s legal and contractual service areas.
B.	Any person who does not qualify for residency shall be considered a non-resident and may apply for an annual library card for a fee of $75.  This fee allows the purchaser to use the Library for one year and is NON-REFUNDABLE.  Interlibrary loan services outside of the local PAC2 Library Consortium are not permitted.  Immediate family members may use the purchaser’s annual card with permission; however, the purchaser will be responsible for all charges on the account (see Appendix B).
C. Patrons are responsible for all materials checked out on their cards. A maximum of 50 items are allowed to be checked out at one time. A parent or guardian who signs for a child’s card is responsible for all materials checked out on the child’s card.  Library card applications must be signed by a parent or guardian for any child age 17 and under before a card is issued; both child and parent/guardian must be present when the card is issued.
D. Items checked out will be due three weeks from the date of issue with the following exceptions: one week for movies, sewing machines and ukeles and two weeks for new books. Books are considered new for 6 months from the date of purchase. Patrons are allowed two renewal periods for materials checked out on their card. Patrons will be notified of available holds by either a text or an email. Locals holds will be held for seven days and MEL items will be held for ten days. Items not picked up within that time frame will be returned to the owning library.

E. When items are four weeks overdue, they are assumed lost and the patron will be charged for the price of the item, plus a $5.00 processing fee. When the actual price of the item is not available, $25.00 will be used as the default replacement cost.
F.	Patrons that have long overdue items associated with interlibrary loan materials will also have a restricted status placed on their account for a period of no less than six months from the date on which the account is paid in full.   Patrons will be allowed to check out one item at a time from their home library; no interlibrary loan privileges will be allowed during this time.  At the discretion of the Director, and after discussion with the Board, a patron with a repeat long overdue status may be barred from borrowing materials from the Library.  
G.	The Library allows the use of the “claims returned” function to clear disputed items from a patron’s record.  A patron account may have a maximum of three (3) “claims returned” items that have not been found and cleared.  The “claims returned” function absolves the patron of responsibility for the item including responsibility for the replacement cost if the item is never found.  Once the patron has been billed for an item and the item status is “billed”, the “claims returned” function may not be used for that item.  The “claims returned” function does not apply to interlibrary loan items.  
H. The Director will decide what materials are to remain in the Library and designate those materials as non-circulating.
I. The Library is a member of the PAC2 Library Consortium which provides an integrated library system and support services as need by its members.  

VI. COLLECTION DEVELOPMENT POLICY
A. Books and other materials shall be selected on one or more of the following criteria:
1. Importance of subject matter.
2. Timeliness and permanence.
3. Authoritativeness and need for a variety of opinion regarding matters of controversy.
4. Popular demand and generally recognized literary or artistic merit.
5. Space and budgetary consideration (see Section VII, F).
B. Donations of suitable library materials will be accepted at the Director’s discretion and handled according to the gift policy (see Section VIII). Accepted items become part of the collection and are treated the same as a purchased item.
C. Gift memberships in community organizations cannot be accepted.
D. If requested, memorial books may be purchased by the Director from donated funds with a notation in the catalog record and/or a book plate to indicate donor and memorial.
E. It is not the function of the Library to censor reading materials.  If any person desires to protest any materials in the Library, that person shall protest by filling out a Reconsideration of Library Materials Form available in the Library (see Appendix C).  The protest shall then be considered by the Board at a regular meeting with the protestor present. The Board’s decision will not be reconsidered for a period of one year.  The item under protest will remain available to the public until a decision is reached.
F.	Weeding of library materials will be left to the discretion of the Director and be performed in a consistent and timely manner.

VII. FINANCIAL POLICY
A. The Director and Board Treasurer shall prepare an annual budget and present it to the Board at its May meeting.
B. The Board will review, amend and approve the annual budget pursuant to the requirements of the budget hearings of the Local Government Act (P. A. 43, 1963).
C. All invoices, credit card bills, sales receipts, etc. shall be billed directly to the Library. Following approval by the Director, they shall be paid as directed by the Board Treasurer.
D. Disbursements shall be presented to the Board for approval prior to disbursement; except that the Board authorizes the payment, without prior approval, of expenditures for
	1.	Payroll (including related payroll taxes and withholdings); 
	2.	Utilities (including telephone, internet, gas, electric and water);
	3.	Goods and services provided under a contract or agreement previously 	approved by the Board (including Northland Cooperative, PAC2/Sirsi, 	computer and building and grounds maintenance);
	4.	Emergency purchases; and
	5.	Payments that must be made between regular meetings of the Board to avoid 
		finance or late charges;
	provided, however, that such disbursements shall be presented to the Board at a subsequent meeting for approval.  Furthermore, if in any month the Board does not meet for any reason, including absence of a quorum, a committee appointed by the Board President may approve disbursements.  These disbursements shall also be presented to the Board at a subsequent meeting for approval.
E. The Board Treasurer’s accounts will be audited bi-annually at the end of the fiscal year.
F. The Director shall make final decisions concerning the purchase of library materials.  Purchases made within the approved budget need no further board approval. 
G.  Expenditures in excess of the amount provided for in the budget must be authorized by a budget amendment adopted by the Board.  
H. The Director shall apply for a credit card in the name of the Library. The Director will use the credit card for appropriate expenses; official business expenses and the purchase of goods or services for the Library.
1. The Director is responsible for the issuance, monitoring, retrieval and overseeing the use of the credit card.
2. The Director must submit an invoice or receipt detailing the goods or service or the official business of the Library for which the card was used. 
3. The Director is responsible for the card’s protection and custody and will immediately notify the credit card company and the Board if lost or stolen.
4. The Director must surrender the card upon termination of employment.
5. The balance including interest due on an extension of credit under the credit card arrangement shall be paid not more than 60 days after the initial statement date.
6. The total combined authorized credit limit of all credit cards shall not exceed $3,000.00.
I.  The Director may dispose of surplus items in any legal manner.  All disposals of individual items that cost more than $1,000 to purchase should be reported to the Board.  Any disposal of individual items that cost more than $5,000 should be approved by the Board prior to disposition.
J. Investment Policy
1. Scope. This investment policy applies to all financial assets of the Library. These funds are accounted for in an annual financial report and include all funds unless specifically exempted by the Board.
2. Objectives. The objectives of the Library’s investment policy are 1) safety, 2) liquidity and 3) rate of return. Safety is the highest priority since the Library wishes to safeguard against the loss of principal of all public funds. Liquidity must be considered due to the cyclical nature of tax revenues and irregular spending patterns common in a library. Maximizing return within the constraints of safety, liquidity and risk-free investments is a major objective. Idle funds should be invested as they become available to maximize the return.
3.	Depositories. The investment officer will be the Board Treasurer. The responsibility for investments of the Library rests with the Board Treasurer under the guidance of the Board. The Board will be responsible for deciding which investments to purchase.  The Board Treasurer will report investment activities to the Board at least annually.
4. Authorized investments. The Library is permitted to invest funds in instruments allowed by State of Michigan statutes and meeting the criteria of this policy. Examples of such investments, assuming they are fully secure, are:
a) Interest bearing savings and checking accounts.
b) Negotiable certificates of deposit.
c) Non-negotiable certificates of deposit.
d) Repurchase agreements.
e) U. S. Treasury bills.
f) Bankers acceptance of United States banks.
g) Federal agency instruments.
h) Money Market funds/investment pools in accordance with P. A. 20 and its amendments. Money market funds must maintain a net asset value of $1.00 per share. Investment pools must be organized in accordance with the surplus funds Investment Pool Act of 1982 or the Loan Investment Pool Act of 1985.


i) Commercial Paper with the following ratings: 
S&P		Moodys
Highest quality		A-1		Prime 1
High quality		A-2		Prime 2
These instruments provide the library with sufficient latitude to select and meet its investment objectives.
5. Safekeeping. Investment securities purchased by the Library shall be held in third-party safekeeping by an institution designated as primary agent. The Director, with approval from the Board, will execute a safekeeping agreement with a third party if necessary.  Not included in the safekeeping are certificates of deposit, mutual funds, direct purchase of commercial paper and bankers acceptances.
6. Prudence. Investments shall be made with judgment and care, considering prevailing circumstances, which persons of prudence, discretion and intelligence exercise in the management of their own investments, weighing the probable safety of capital as well as the revenue to be derived.
7. Ethics and Conflict of Interest. The Board Treasurer and all other persons involved in investment activities of the Library shall refrain from personal business activity that could conflict with the investment program or could impair their ability to make impartial investment decisions. These persons will disclose to the Board any material financial interests in financial institutions that could be related to performance of the Library’s portfolio.

VIII. GIFT POLICY
A. The Library is pleased to accept gifts of books and materials.  All such gifts become the property of the Library and will be evaluated and handled in the same manner as purchased materials. No conditional terms of acceptance are permitted. 
B.  If the materials can be used by the Library, they will be integrated into the collection and standard circulation procedures will be followed. If materials can’t be added to the Library’s collection, i.e. the library already owns it, they will be sold in the book sale.
IX. TECHNOLOGY AND INTERNET POLICY
A. Purpose: In keeping with its stated goal to be an independent learning center, 	the Library is committed to providing its patrons with Internet access for 	information purposes, in compliance with Michigan Public Act 397.601 et 
	seq., Library Privacy Act.
B. Disclaimer: 
1. Access to the Library computers is a privilege, not a right. The Library has no control over the Internet and its resources, and assumes no responsibility for the quality, currency, or accuracy of any Internet resource. 
2. The Internet, even on the Library’s filtered workstations, may contain information that is controversial, sexually explicit or offensive. Patrons use the Internet at their own risk. Parents or guardians of minor children are responsible for their child’s use of the Internet through the Library’s connection.
3. All users of the electronic resources of the Library agree to hold the Library harmless for any and all claims, losses, damages, obligation, or liabilities directly or indirectly relating to the use of the Internet or computers.
C. Internet Safety Policy: As with all Library resources, the Library affirms the 	right and responsibility of parents/guardians, NOT library employees, to 	determine and monitor their minor children’s use of the Internet. (Minors are 	defined in this policy as children and young people under the age of 17 years.) 	Parents may wish to consult the pamphlet “Child Safety on the Information 	Highway” for more information about minors’ use of the Internet. The Library 	has installed filtering software on all computers with Internet access, in 	compliance with the Children’s Internet Protection Act (CIPA), and will 	enforce the operation of same, to prevent minors from accessing visual 	depictions that are (1) obscene, (2) child pornography, or (3) harmful to 	minors, as defined by the Communications Act of 1934 (47 USC Section 254 	[h][7]. Filtering software is not foolproof. It diminishes the likelihood that 	searchers will inadvertently retrieve text or images that they may find 	offensive, but does not eliminate that possibility. Patrons are encouraged to 	report to employees any display of images possibly covered by CIPA in order 	that adjustments may be made to the filters. Filters may block access to sites 	that users would consider both inoffensive and useful. Filtering may be 	disabled by an employee, as necessary, for lawful purposes by people aged 17 	and older.
D. Prohibited behaviors: 
1. Any behavior that could damage the Library’s equipment.
2. Any activity that violates U.S. or State laws, or encourages others to violate the law, including, but not limited to viewing or transmission of obscenity, child pornography or defamatory speech.
3. Uses that cause harm to others or damage to their property: engaging 
in defamation; uploading a worm, virus, or other harmful form of programming; or participating in “hacking” activities or any form of unauthorized access to other computers, networks, or information systems.
4. Uses that compromise the safety and security of minors when using email, chat rooms and other forms of direct electronic communications. Minors under age 17: Giving others private information about one’s self or others including credit card numbers and social security numbers; arranging a face-to-face meeting with someone one has “met” on the computer network or Internet without a parent’s permission. 
5. The use of personal software, the attachment of equipment to the Library’s computers or network or the modification of any operating system or network configuration.
	E. Guidelines
1. Computer use by a patron is limited to one hour, if others are waiting. Extension of the time limit may be granted if no one else is waiting. 
2. Employees cannot provide in-depth personal training in the use of the Internet or software, but if time allows, they may provide assistance. 
3. Patrons may print from the computer at a cost of $.10 per page.  Color copies are $.25 per page.
4. Patrons may also use their own USB storage device to save work.
F. Violations:  Failure to follow these guidelines may result in the loss of the privilege to use library computers.


X. AMENDMENT POLICY
A. These policies may be amended at any regular meeting of the Board, with a quorum present, providing the amendment was stated in the call of the meeting.
B. Copies of this policy statement shall be available to the public upon request.


XI. UNATTENDED OR DISRUPTIVE CHILD POLICY
A. The Library wants children who use our libraries to find them inviting, enjoyable and secure.  To ensure their complete safety, children should be attended by a responsible party. For the protection and well-being of children using our libraries, the following policy has been established.
B. The responsibility for children using the Library rests not with the employees but with the parent/guardian/assigned chaperone (at least 13 years of age).
C. A child under 6 years of age or an older child who, because of evident stress or special circumstances, may need constant assistance, must be attended by a parent/guardian/assigned chaperone who is within sight of the child at all times.
D. Disruptive behavior by children shall be dealt with by the following Policy – Patron Rule of Conduct.  Disruptive behavior is defined as any behavior that is in violation of the above mentioned policy.

XII. PATRON CODE OF CONDUCT

The Crooked Tree District Library Board of Trustees and staff expect all patrons to behave in a manner that does not disrupt library use. Patrons must show respect for:

· Staff
· Other Patrons
· Library Property
· Library Policies
Non-compliance

First offense: Code of Conduct is given and must be signed to continue to use the facility. If given to a minor, parent or guardian must come in to the library to sign.

Second offense: Patron is banned from the library and library property for one month. If patron is a minor, a letter will be sent to the parent or guardian.
 
Third offense: Patron is banned from the library and library property. If patron is a minor, a letter will be sent to the parent or guardian. In order to return to the library and library property, the patron must appeal to the Library Board of Trustees. Patron would need to contact the director for procedures.

Fourth offense: Patron banned from the library and library property.

Violent offense: There is zero tolerance for threats, acts of violence, vandalism and theft. This includes all illegal activities. If such act(s) is viewed, 911 will be called and the patron banned from the library. Patron then must follow rules for the third offense to be reinstated.

Trespassing offense: Trespassing is defined as failure to leave the library or library property as instructed, or entering the library or library property while banned. Trespassing will be handled by calling the police for assistance.

Brief Description of Non-compliance:

(completed by staff member who saw/heard offense; signed by offender; copied for library files)
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Date: ___________________________

Individual’s Name______________________________________________

Signature_____________________________________________________

Staff Member’s Initials_____________________

Under 18 years of age:

Parent Name________________________________________________________________

Phone____________________________________________

Parent Signature_____________________________________________________________

Staff Member’s Initials_________________________

Date Code of Conduct Returned______________________________________


Staff Guidelines for Acceptable Behavior on Library Property

Appropriate Actions of Patrons:

· Treat staff with respect
· Beverages must be securely covered
· Keep conversations at an appropriate level
· Be appropriately attired
· Understand that the library staff is not responsible for lost, damaged, or stolen items
· Certified service animals or an animal in a library event are welcome; other pets should be left outside. 
Disruptive behavior includes, but is not limited to the following:

· There is zero tolerance for threats, acts of violence, vandalism and theft or any other illegal activities. 
· Responsibility for children using the library rests with the parent or assigned caregiver.
· Using tobacco, e-cigarettes, & tobacco-like products or consuming alcohol is strictly prohibited
· Rough housing, including, but not limited to: pushing, running, throwing snowballs, fighting, etc.
· Using profanity or other abusive language
· Soliciting inside and near the building. Solicitation activities shall not interfere with the safe and efficient operation of the library nor cause a nuisance to staff or patrons.
· Sleeping
· Abuse of library equipment, furniture, or other materials
The library reserves the right to:

· Limit group size based on available space and noise level of the group
· Supervise people in any area of the library
· Call 911 if there is physically intimidating behavior & threats of violence, or other issues where assistance is needed.

XIII. USA PATRIOT ACT
A.  The Director or his/her designee is the only person authorized to release records.


XIV. BEREAVEMENT POLICY
A. Upon the death of an immediate family member, an employee will be given five (5) consecutive days off and be paid for the scheduled days they were to work. Additional time may be granted without pay on a case-by-case basis at the discretion of the Director after consultation with the Board President.  
B. A memorial donation of $50.00 will be given to the CCCF or other charitable organization upon the death of an immediate family member.

XV. PUBLIC RELATIONS POLICY
A. A newsletter is produced by the Friends of the Library, with the assistance of the Director, twice per year in April and November.
B. The website and Facebook page will be updated and maintained by the Director.
C. Posters and/or flyers are displayed inside the Library as well as at various other locations in the community to promote programs at the Library.
D. At the discretion of the Director, bulletin boards in the Library will be maintained and provide information to the public.	
	














APPENDIX A
Court-Ordered Community Service Policy


Purpose:  As part of its community outreach service to benefit the community, the Crooked Tree District Library supervises court-ordered community service workers. 

Who may qualify for community service? 

Melrose and Boyne Valley Township residents 

Minimum age of 12 years old. 

English language fluency 

Offenses which are non-threatening, non-violent, not drug-related, not theft-related, and not sex-related. 

What time is available? 
2-4 hour blocks, once a week. Scheduling is variable depending upon the librarian’s schedule. Day and evening hours are available. Weekend hours are not available. 

What are the conditions? 

• CS workers must be scheduled according to librarian availability. 

• CS workers must call 24 hours in advance to re-schedule appointments. 

• CS workers who do not show up and do not call in advance will not be able to complete their service at the library. 

• CS workers who are unable to follow directions and perform tasks adequately will not be able to complete their service at the library.  

Who are the community service supervisors at the library? 
The library director.

How do I schedule my community service? 
Contact the Director at 231-535-2111



Court Appointed Community Service Application Form

Please print clearly and complete each section.
Name _________________________________________ Date _____________
Street ___________________________________________________________
City ________________________State _________Zip Code_______________
Phone (H) _____________________ Phone (W) __________________________
E-mail ___________________________________________________________
Age (if under 18) ______

Have you ever been convicted of a felony or misdemeanor? Yes No
(The applicant does not have to disclose information regarding a misdemeanor arrest, detention or disposition where
a conviction did not result.)
If yes, describe the crime______________________________________________
Date and Location ___________________________________________________

Court Appointed Contact: Please list the name and phone number of your assigned
court appointed contact. Please attach court papers, information concerning your court
assignment, deadlines, and other requirements or related information..
Name of Agency/Organization: __________________________________________
Contact Person: ____________________________________________________
Address: __________________________________________________________
Phone: _______________________ E-mail: ______________________________

Volunteer Interests - Please check all that apply. Activities may not be available at all
times:



 [ ] Dust Shelves [ ] Shelve Books [ ] Label Books [ ] Assist with Programs [ ] Summer Reading [ ] Garden [ ] Outdoor Projects [ ] Shelf Reading  [ ] Displays [ ]Research  [ ] Computers













Person to Notify in Case of Emergency

	Name			
	

	Relationship			
	

	Home Phone
	

	Work Phone
	




Will you require the Library to provide documentation of your volunteer service?
YES   NO

If so, to whom?

Number of Hours Required?

Inquiry Notification & Authorization

You are hereby notified that a consumer or an investigative consumer report may be obtained from a consumer-reporting agency, other agency or directly by this employer for the purpose of evaluating you for employment, volunteer work, promotion, reassignment or retention as an employee.  The report may contain information bearing on your credit worthiness, credit standing, credit capacity, character, general reputation, personal characteristics or mode of living from public and private record sources or through personal interviews.



Release Form for Consumer Reports

In connection with my application for employment (including contract services), I understand that consumer reports or investigative consumer reports which may contain public records information may be required or made on me including consumer credit, criminal records, driving records, education, prior employment verification and others.  I understand that information may be requested from various federal, state, local and other agencies, and regarding my prior employment and experience.  I hereby authorize without reservation, any party or agency contacted by this employer to furnish the above-mentioned information.

I have the right to make the request of Crooked Tree District Library, upon proper identification and the payment of any authorized fees, for the information in its files on me at the time of my request.  A photocopy of this signed authorization will carry the same effect as the original.  

Name ________________________________________________________________________
	(last)					(first)				(middle)

Other Name(s) Used ____________________________________________________________

Date of Birth _______________________________

Street Address _____________________________________________________________

City _______________________________ State ______________ Zip _______________

Signature ______________________________ Date ______________________________

Witness/Parent or Guardian _________________ Date ____________________________
							
State Criminal Check _____



APPENDIX B

Materials Lending Policy Guidelines

A. Resident – any person borrowing books or other materials from the Library must have a library card with an assigned number in order to comply with the Library Privacy Act (P.A. 455 of 1985).  A library card will be issued free to anyone who resides or owns property in the Library’s legal service area:

CHARLEVOIX COUNTY
Melrose Township
Boyne Valley Township
Chandler Township
Hudson Township

ANTRIM COUNTY
Warner Township

All applicants for a resident card must present legal proof of identification and proof of current address.  In addition, all out-of-state property owners must provide both local AND home addresses with complete contact information on their registration card.  Also, make sure the application is signed and dated.  

Examples of current proof of ID and address include:
· Valid driver’s license
· Passport
· State ID only with date of birth
· Piece of mail postmarked in the last month
· Pay stub issued in the last month
· Voter’s registration card
· Lease/deed agreement
· Current utility bill dated within one month

Patrons are responsible for all materials checked out on their cards.  A parent or guardian who signs for a child’s card are responsible for all materials checked out on the child’s card.  Library card applications must be signed by a parent or guardian for any child age 17 and under before a card is issued; both child and parent/guardian must be present when the card is issued. 

B. Non-Resident – Any person who does not qualify for residency shall be considered a non-resident and may apply for an annual library card for a fee of $75.  This fee allows the purchaser to use the Library for one year and is NON-REFUNDABLE.  Interlibrary loan services outside of the local PAC2 Library Consortium are not permitted.  Immediate family members may use the purchaser’s annual card with permission; however, the purchaser will be responsible for all charges on the account.

APPENDIX C

Collection Development Policy

Request for Reconsideration of Library Materials

(This form must be fully completed and returned to the director for the item to be reconsidered.) 

Requested by: ________________________________ Date: ___________________ 
Address: ____________________________________ Zip: ____________________ Telephone: _______________ Library Card #: ______________________________ 

Representing: Self ___ or Organization ___ 

Name of organization: ______________________________ 

Item to be reconsidered:

Author: _________________________ Title: _______________________________

Have you read/viewed/listened to the entire item? Yes ____ No _____ 
What is your objection to the item? (Please cite pages) _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

In what section is the item housed? Adult _____ Teen _____ Juvenile _____ 

What are your recommendations for the item? _____________________________________________________________________ __________________________________________________________________________________________________________________________________________________________________________ 

Signature of requestor ____________________________________________________________________ 

Staff member receiving completed form: ___________________ Date ___________ 

Although careful consideration is given to items purchased, we are always willing to re-evaluate them. You will be notified of the outcome of this reconsideration. Thank you for your interest in the library's collection.



APPENDIX D


Crooked Tree District Library
Social Media Policy

Definition:
The Crooked Tree District Library defines social media as any online application, account or website created and maintained by the library.
Purpose:
The Crooked Tree District Library maintains a social media presence via various social media platforms to share information about programs and events, resources, and services. The library’s social media presence is maintained and monitored by the Director.
While the library respects differing opinions and beliefs, posts and messages will be monitored and reviewed for appropriateness, content and relevance. The Crooked Tree District Library reserves the right to remove content that violates this policy and to block users that repeatedly disregard the policy. An example of disallowed content is:
· Postings that are racist, sexist, or hateful
· Personal attacks or threats against staff or the library
· Postings not pertinent to the discussion
· Commercial promotions or spam
· Postings endorsing a candidate or campaign
· Postings which violate or potentially violate local, state, or federal laws, including, without limitation, intellectual property and copyright laws
Content posted on library social media sites can be considered public records under the Michigan Public Records laws. Individual user complaints or concerns should be addressed with the Director.
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