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LIBRARY BILL OF RIGHTS

The American Library Association affirms that all libraries are forums for information and ideas,
and that 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 the 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 partisan or
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 which 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,inclusion of
AAage@@ reaffirmed January 23, 1996, by the ALA Council.



HARVEY COMMUNITY PROFILE

According to the most recent census, in 2000, Harvey had a total population of 30,000. The
2000 figure represents the following racial composition:

Race Percent of Total Population

Black 75.8
White 10.0
Other 14.2

Hispanic or Latino heritage represents 13% (or 3,834 persons) of the total population of Harvey.

In regards to age, the population is skewed toward the younger age groups as seen below

Age Group Percent of Population

Under 18 35.1
18 – 24 10.8
25 – 44 26.7
45 – 64 18.8
65 and over 8.6

In 1999 there were approximately 8990 households in Harvey with 39.1% with children under
18; married couple families 36.4%; and female households with no husband present 31.8%.

84.4 percent of the Harvey population speaks English. Of those who speak Spanish13.8% speak
English very well and 8.0% speak little or no English. For those who speak other languages, 2%
speak English very well and .06% speak little or no English.

Broken down by ancestry, Harvey appears as follows:

Ancestry Groups Number of persons

Polish 486
German 357
Irish 279
Italian 191
African 757
Others or ancestry no specified 24,347

The City of Harvey is very mobile. Less than one-third of the population was born outside the
State of Illinois. And, only 50.4 percent were living in the same residence as the one they lived
in five years prior to the 2000 census.



As of 1999, there were 20,504 persons in the Harvey labor force and 1,783 unemployed.

The average household income in 1999 was $31,958; the average per capita income was
$12,336. 20.3 percent of the families living in Harvey were below the poverty level.

The following figures apply to Education:

School Enrollment Number of students

Preschool 843
Kindergarten 764
Elementary (grades 1 – 8) 4,928
High School (grades 9 – 12) 2,370
College or Graduate 1,464



Mission and Vision Statement

Mission Statement

Providing traditional library services to our patrons by assisting them with their informational
and cultural needs, applying advances in library functions and by providing the maximum public
space.

Vision Statement

Turning future technologies into traditional library services.



THE BOARD OF LIBRARY TRUSTEES OF THE
HARVEY PUBLIC LIBRARY DISTRICT

BYLAWS

Preamble: Mission Statement

Providing traditional library services to our patrons by assisting them with their informational
and cultural needs, by applying advances in library functions and by providing the maximum
public space.

Article I: Name

Section 1. This organization shall be called “The Board of Library Trustees of the Harvey Public
Library District” existing by virtue of the provisions of Illinois Library Laws Chapter 75 – Act
16 Public Library District Act of 1991, and exercising the powers and authority and assuming the
responsibilities delegated to it under said statue.

Section 2. The Harvey Public Library was created by an ordinance of the City Council of Harvey
enacted on February 2, 1903. On June 1991 the Harvey Public Library District was created by
resolution by the Board of Directors and approved by the City Council of Harvey.

Section 3. The responsibility for operation is vested in the Board of Library Trustees, a seven-
member board elected by the citizens of the Harvey Public Library District. The term of office of
a Trustee is six years beginning with the first meeting following the election, unless an
appointment is made to fill an un-expired term.

Section 4. The organization and operation of the Library is based on the State Of Illinois –
Illinois Library Laws.

Article II: Officers

Section 1. The officers shall be a President, Vice-President, Secretary, and Treasurer, elected
from among the Trustees at the first meeting of the Board of Library Trustees following the
election.

Section 2. THE PRESIDENT, shall preside at all meetings of the board, authorize calls for any
special meetings, appoint all committees, execute all documents authorized by the Board, serve
as an ex-officio voting member of all committees and generally perform all duties associated
with that office.

Section 3. The VICE PRESIDENT, in the event of the absence or disability of the president,
shall assume and perform the duties and functions of the president. In the event of a vacancy, the 
Board shall have the right to restructure its officers immediately.



Section 4. The TREASURER, shall oversee the financial affairs of the library, shall be
responsible for a monthly financial report to the Board, and generally perform all duties
associated with that office. The treasurer shall be bonded in an amount as may be required by
state law. In absence or inability of the treasurer, such other member of the Board shall perform
the duties as the Board may designate

Section 5. The SECRETARY, shall keep a true and accurate record of all meetings of the Board,
shall issue notice of all regular and special meetings, and shall perform such duties as are
generally associated with that office.

.
Article III: Meetings

Section 1. The regular meeting of the Board of Library Trustees shall be held monthly in the
library.

Section 2. The first meeting after the election of Trustees will begin with newly elected Trustees
being seated and sworn in. The oath of office shall be read…

“I do solemnly swear or affirm that I will support the Constitution of the United States of
America, and the Constitution of the State of Illinois, and that I will faithfully discharge the
office of Library Trustee of the Harvey Public Library District to the best of my ability.”

The next order of business shall be the election of officers.

Section 3. Special meetings may be called by the secretary at the direction of the President, or at
the request of two Trustees, for the transaction of business

Section 4. All meetings of the Board shall be conducted in compliance with the Open Meetings
Act of the State Of Illinois.

Section 5. To insure orderly conduct of the meetings and proper consideration by the Board,
requests to speak to the Board must be submitted in writing prior to the meeting.

Section 6. A quorum for the transaction of business at any meeting shall consist of four (4)
members of the Board present in person.

Section 7. Conduct of meetings: Robert’s Rules of Order shall govern Proceedings of all
meetings.



Article IV: Library Director and Staff

The Board shall appoint a qualified Library Director who shall be the executive and
administrative officer of the library on behalf of the Board and under its review and direction.

In keeping with the stated policies of the Board, the Library Director shall be held responsible
for:

 the hiring, the fixing of compensation and the removal of employees
 the proper direction and supervision of the staff
 the care and maintenance of library property
 the adequate and proper selection of books with recommendations from the Selection

Committee1

 the efficiency of library service to the public
 the financial operation within the limitations of the budgeted appropriation

Article V: Committees

Section 1. The president shall appoint standing committees.

A. Building And Grounds - The duty of the Building and Grounds Committee shall be to
recommend steps to be taken to preserve the building and its grounds and to improve both.

B. Finance - The duty of the Finance Committee shall be to review the annual
preliminary appropriations request, the operating budget, and to furnish advice and
recommendations on the financial program of the library.

C. Planning and Development - The duty of the Planning and Development Committee
shall be to review and recommend to the Board, appropriate goals and long range plans for the
library services and operations.

Section 2. The President shall appoint ad hoc committees of one or more members each for such
specific purposes as the business of the Board may require from time to time. The committee
shall be considered to be discharged upon the completion of the purpose for which it was
appointed and after the final report is made to the Board.

Examples:

Personnel – Duties of the Personnel Committee shall be:
1. To review qualifications of the person being considered for the position of Library

Director.
2. To conduct hearings as part of the grievance procedure.
3. To prepare and present to the Board authorized job descriptions and the salaries

range for these positions.

1 Revised May 8, 2008



4. To perform all duties delegated in the personnel policy.

Publicity - The duty of the Publicity Committee shall be to make certain that the public is
informed of the programs, resources, services and accomplishments of the library.

Policy – The duty of the Policy committee shall be to review policy at least once a year. The
committee shall recommend revisions or additions to policy as necessary.

Fund Raising – The duty of the fund raising committee shall be to find additional sources of
funding for the library district.

Section 3. All committees shall make a progress report to the Board at each of its meetings.

Section 4. No committee will have other than advisory powers unless, by suitable action of the
Board, it is granted specific power to act.

Article VI: General

Section 1. An affirmation vote of the majority of all members of the Board present at the time
shall be necessary to approve any action before Board. The President may vote when the vote
will affect the results.

Section 2. The BYLAWS may be amended by two-thirds of all members of the Board present at
the time, provided written notice of the proposed amendment shall have been mailed to all
members prior to the meeting at which such action is proposed to be taken.

Section 3. Proposed revisions and/or additions to the policy manual shall be adopted by the
majority vote of a quorum of members of the Board present at the time, provided written notice
of the proposed revisions and/or additions shall be mailed to all members of the Board prior to
the meeting at which such action is proposed to be taken.
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Ethics Statement for Public Library Trustees 001

The Harvey Public Library District endorses the ALTA Ethics Statement for Public Library
Trustees, which is made a part of this policy. The American Library Trustee Association is a
division of the American Library Association.

Trustees in the capacity of trust upon them, shall observe ethical standards with absolute truth,
integrity and honor.

Trustees must avoid situations in which personal interests might be served or financial benefits
gained at the expense of library users, colleagues, or the situation.

It is incumbent upon any trustee to disqualify himself/herself immediately whenever the
appearance or a conflict of interest exists.

Trustees must distinguish clearly in their actions and statements between their personal
philosophies and attitudes and those of the institution, acknowledging the formal position of the
board even if they personally disagree.

A trustee must respect the confidential nature of library business while being aware of and in
compliance with applicable laws governing freedom of information.

Trustees must be prepared to support to the fullest the efforts of librarians in resisting censorship
of library materials by groups or individuals.

Trustees who accept library board responsibilities are expected to perform all of the functions of
library trustees.

Adopted by the Board of Directors of the American Library Trustee Association, July, 1985.

Adopted by the Board of Directors of the Public Library Association, July, 1985.

Amended by the Board of Directors of the American Library Trustee Association, July, 1988.

Approval of the amendment by the Board of Directors of the Public Library Association,
January, 1989.



Board of Library Trustee Benefits 002

1. It shall be the policy of the Harvey Public Library District to pay the Illinois Library
Association membership fees for all trustees.

2. It shall be the policy of the Harvey Public Library District to reimburse Trustees for
expenses incurred on library related activities when approved by the Board of Library
Trustees. A per diem of $125.00 per day will be given to trustees when attending out
of state Library conferences.2

3. It shall be the policy of the Harvey Public Library District to allow the use of the
copy machine for free when preparing materials for Board use.

4. The Board of Library Trustees shall be eligible to participate in the Harvey Public
Library District’s Health Insurance plan, at the expense* of the trustee. This privilege
is extended to the trustees only. Upon retirement or end of term, if not re-elected,
group eligibility shall cease and the trustee will become eligible for COBRA
participation for as long as the law allows. **

* Rate determined by insurance carrier.
** Currently eighteen (18) months

5. It shall be the policy of the Harvey Public Library District to charge no fines to the
Board of Library Trustee members for overdue materials. Fines, however will apply
to the following:

a. Overdue entertainment videos or DVD’s after five (5) days.
b. Overdue non-fiction videos or DVD’s after seven (7) days.
c. Overdue language videos or DVD’s after fourteen (14) days.
d. Current rewind fees also apply.

6. It shall be the policy of the Harvey Public Library District to permit Board members
to examine new materials before they are placed on public shelving, and place
reservations on them.

7. It shall be the policy of the Harvey Public Library District to allow entertainment
videos to be checked out for five (5) nights.

8. It shall be the policy of the Harvey Public Library District that trustees placing
reserves on videos or DVD’s will be restricted to two or three times a year and the
video / DVD will be picked up in the workroom or in the Library Director’s office.

9. It shall be the policy of the Harvey Public Library District that trustees will not be
allowed to checkout any additional materials, videos, DVD’s, etc., if they are
delinquent, until the items are returned.

2 Revised January 10, 2008



10. Current and former Trustees will be responsible for all damaged or lost library items.

11. It shall be the policy of the Harvey Public Library District that trustees will be
allowed to purchase books through the library.

12. These privileges are also extended to former board members of the Harvey Public
Library and former trustees of the Harvey Public Library District, who reside in the
District’s community served area.



Monetary Donations 003

The Harvey Public Library District does not make monetary donations to any individual, party,
for-profit agency or organization, or not-for profit agency or organization.



Cash Management and Investments 004

1. All significant regular sources of revenue shall be deposited (directly from the payer, if
possible) into this District’s account at the Illinois Funds.

2. Funds required for the District’s current operating needs shall be transferred to the
checking account at current local bank used by the District, as and when anticipated to be
needed.

3. This District’s Library Director shall have the authority to withdraw up to two thousand
dollars ($2,000.00) and this District’s Treasurer along with the Library Director or any
other trustees shall have authority to withdraw funds in any amount from any of the
District’s bank accounts with the approval of a majority vote of the Board of Library
Trustees for financial needs of the District.

4. The Illinois Funds - Money Market Fund and/or Prime Fund is designated (pursuant to
section 235/2 (e) of the Public Investment Act) as the investment for all of the District’s
funds and to fulfill all of the District’s requirements under section 2.56 (a) of Public act
90-688.



Capitalization 005

Fixed Assets shall be defined as any item owned by the Harvey Public Library District that has a
value equal to or greater than $500. Fixed asset records should list capital assets by description,
location, estimated useful life, original cost, current year depreciation, accumulated depreciation
and net book value.3

3 Approved October 13, 2005



006 
RULES FOR PARTICIPATION IN MEETINGS BY TELEPHONE 
CONFERENCE CALL OR OTHER ELECTRONIC MEANS 

Members may be permitted to attend, participate and vote at meetings by telephone conference 
call or other electronic means under the following conditions: 

A. The definitions of the terms --meeting;' --public body,'' --other means,'' ··quorum,'' or any 
other defined term used in these rules, which is also found in the Open Meetings Act, 
shall have the same definitions as contained in the Open Meetings Act (5ILCS 120/1 et. 
Seq.), as amended. 

B. All pertinent provisions of the Open Meetings Act must be complied with, including 
specifically the proper notice of any regular or special meeting, the proper record keeping 
or minutes of each meeting, the appropriate agenda preparation for each meeting, which 
in addition shall be posted along with the notice of meeting; and in particular, any use of 
closed sessions shall be in compliance with the provisions of the Act. 

C. Pursuant to the Open Meetings Act, as amended, public bodies are prohibited from 
establishing a quorum to conduct business at an open or closed meeting through the 
attendance of board members by the use of telephone conference calls or other electronic 
means. A quorum of members of the board or committee MUST be physically present at 
the location of an open or closed meeting. Only additional members, i.e., those members 
not part of the required physically present quorum, may attend by telephone conference 
call or other electronic means. 

D. If a quorum of the Board is physically present, a majority of the Board may allow a board 
member to attend a meeting through telephone conference call or other electronic means 
if his or her physical presence at the meeting is prevented due to ( 1) personal illness or 
disability; (2) employment purposes or the business ofthe Board; or (3) a family or other 
emergency. 

E. That sunicient security and identification procedures be employed, either at the outset of 
any meeting or at any time during the meeting as appropriate, to ensure that any and all 
members attending for discussion or voting purposes are in fact an authorized member 
with the right to speak and vote. 

F. Members who wish to attend a meeting by telephone conference call or other electronic 
means must give the Library Director at least 24 hours advance notice before the 
commencement of the meeting so that a call-in number may be established, unless such 
advanced notice is impracticable, and a call-in number has already been established. 

G. As soon as it becomes apparent to the Board that a meeting will including telephone 
conferencing or other electronic means, all subsequent notices of the meeting shall 
indicate that one or more Board members will or may be attending by electronic means. 
In the event that the notice of the meeting has already been disseminated and posted, a 
follow-up notice indicating the above shall be placed as soon as possible. In the event 
any news media have filed the annual request for notice of meetings, they shall receive an 
updated notice in the same manner as given to all members of the Board or as the original 
notice was given. 



H. All board members attending meetings by telephone conference call or other electronic 
means shall be entitled to vote as if they were personally and physically present at the 
meeting site so long as the telephone or other electronic connection exists and a physical 
quorum of the Library Board is present, but their votes shall be recorded by the Secretary 
as done by electronic attendance. 

I. The meeting minutes shall indicate (i) the members of the Board who were either present 
or absent from the meeting and whether those members in attendance were physically 
present or present by telephone conference calL video conference or other electronic 
means; and (ii) for those Board members who attend by telephone conference call or 
other electronic means. and in the event the entire meeting is not so attended by such 
members. the minutes shall indicate those portions of the meeting that were attended by 
telephone conference call or other electronic means. 

J. The location of the meeting included on the notice shall be equipped with a suitable 
speaker phone system or transmission system in order that the public audience, the Board 
members in attendance, and any staff or guests will be able to hear any input, vote, or 
discussion of the teleconference or other electronic conferencing. 

K. This policy shall not be construed to mean that conferencing by electronic means shall be 
regularly used or used at every meeting of the Board but shall be used only as necessary 
to allow the participation of Board members who are unable to attend in person due to 

such circumstances as listed in these rules. 4 

4 Adopted June 5, 2013 



RESOLUTION OF THE HARVEY PUBLIC LIBRARY DISTRICT TO AMEND 
BYLAW, ARTICLE 2, SECTIONS 3 

 

007 

 
WHEREAS, the Harvey Public Library Board of Trustees has the authority to make and amend 
its Bylaws; 

WHEREAS, the Bylaws may be amended by two-thirds of all members of the Board present at 
the time; 

WHEREAS, all Board members were given written notice of proposed revisions prior to the July 
11, 2013 meeting; and  

WHEREAS, the Board on July 11, 2013, by two-thirds vote, approved a change of Bylaw, 
Article 2, Section 3 

 NOW, THEREFORE BE IT RESOLVED BY THE BOARD OF LIBRARY TRUSTEES 
OF THE HARVEY PUBLIC LIBRARY DISTRICT that the bylaw, article 2, section 3 shall be 
amended as follows: 

Section 3: The VICE-PRESIDENT, in the event of the absence or disability of the President, 
shall assume and perform the duties and functions of the President.  In the event of a vacancy, 
the Board shall have the right to restructure its officers immediately.  

 

 

 

 

 

 

 

 

 

 

____________________ 

5 Adopted July11, 2013  
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HARVEY PUBLIC LIBRARY DISTRICT FIREARMS AND WEAPONS POLICY 

 

 
I. Statement of Purpose 

 

Harvey Public Library District (hereafter referred to as "HPLD") hereby establishes the Harvey 

Public Library District Concealed Carry Policy (hereafter referred to as "Policy") pursuant  to the 

authority granted by the Illinois Local Library Act (75 ILCS 5) and Public Library District Act 

of 1991 (75 ILCS 16) and in conjunction with the 2013 Illinois Firearm Concealed Carry Act (430 

ILCS 66).  HPLD is committed to providing a safe and secure environment for the HPLD 

community and its guests. In support of this commitment, HPLD establishes restrictions on the 

ability to carry firearms or weapons on the HPLD property in accordance with the Board of 

Trustees' authority to promulgate rules and regulations. 

 
II. Persons Covered by this Policy 

 

This Policy applies to all employees, visitors, persons conducting business, or individual(s) visiting 

the HPLD, as "District" is defined in this Policy. Visitors include, but are not limited to, patrons 

and vendors. 

 
III. Prohibited Activities 

 

A.  Weapons or Firearms 

HPLD maintains a Weapons and Firearms-Free District. "District" includes, but is not limited to, 

the Harvey Publ ic  Library  i n  Harvey, I l l i n o i s  and sites, whether owned, leased or controlled 

by HPLD, where HPLD programs and/or activities are held. No person covered by this policy, 

unless authorized by law or specifically exempted by federal or state Jaw, is authorized to possess a 

weapon or firearm while engaged in HPLD-related business or activities. 
 

It is the Policy of HPLD to prohibit: 
 

( I ) Any person covered by this Policy from possessing a weapon or firearm on property owned, 

leased or controlled  by HPLD, even if that person has a valid federal or state license to possess a 

weapon or firearm. 
 

(2) Any  person  covered  by this  Policy  from  displaying,  brandishing,  discharging  or  otherwise 
using any and all weapons or firearms, including concealed weapons or firearms. 

 
B.   Other Prohibited Activities 

 

It is the Policy of HPLD to prohibit all persons covered by this Policy from making threats, 

intimidating or engaging in acts of violence. Such behavior or actions will not be tolerated and 

may result in discipline, up to and including but not limited to, immediate discharge, expulsion, 

and/or banishment from the District. 
 

C.   Exceptions 
 

The provisions of this Policy do not apply to the possession of weapons or firearms in HPLD 

vehicles, HPLD buildings, on HPLD grounds, or at any HPLD-sponsored activity if the possession 

of weapons or firearms is related to one of the following exceptions: 

 
1.  The weapon or firearm is carried by an on-duty Jaw enforcement officer 

required to carry a weapon or firearm as a condition of his or her 

employment; 
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2.   The weapon or firearm is carried by an enforcement officer from an external 

agency conducting official business at HPLD; or 

3.   Any other exception i s  deemed necessary  as determined b y  the H P L D 

Director. 
 

The exceptions to the prohibitions of concealed carry do not apply to off-duty law enforcement 
officers on District property. 

 
IV. Locations at Which Policy Applies 

 

For purposes of this Policy, "HPLD Property" includes any vehicle, building, room, or venue 

whether owned, leased or operated by HPLD, and any real property, including parking areas 

under the control of HPLD. 

 
•  Parking 
A weapon or firearm may be transported into a parking area within a vehicle if the weapon or 
firearm and its ammunition r e ma in  locked in a case out of plain view within the parked vehicle. 
"Case" is defined as a glove compartment or console that completely encases the weapon or 
firearm and its ammunition, the trunk of the vehicle, or a weapon or firearm carrying box, shipping 

  box or other container. The weapon or firearm may only be removed for the limited purpose of 
storage or retrieval from within the trunk of the vehicle.   A weapon or firearm must first be 
unloaded before removal from the vehicle. 

 
•  Storage and Confiscation of Weapons or Firearms 
The primary place of storage for a weapon or firearm is within a locked case out of plain view 
within a parked vehicle in a parking area. 

 

 
V. Enforcement 

 

Any individual visiting or conducting business on HPLD Property found to have carried a weapon 

or firearm onto HPLD property knowingly, or under circumstances i n  which the person should 

have known that he or she was in possession of a weapon or firearm, may be banned from the 

HPLD property. 
 

Any employee found to have carried a weapon or firearm on HPLD Property knowingly, or found to 

be carrying a weapon or firearm under circumstances in which the employee should have known 

that he or she was in possession of a weapon or firearm, may be subject to discipline up to and 

including, but not limited to, immediate termination of employment, subject to such other 

employment rules or regulations in place. 
 

Any individual found to have carried a weapon or firearm on HPLD Property, or found to be 

carrying a weapon or firearm under circumstances in which the individual should have known that 

he or she was in possession of a weapon or firearm, may be subject to possible arrest and 

prosecution.  Violations of this Policy may result in referrals to external law enforcement agencies. 
 
 
 
 
VI. Distribution of lnformation Regarding Policy 

 

HPLD's Director shall be responsible f o r  the development and distribution o f  information 
regarding this Policy to the HPLD community. 
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VII. On-Site Notification 

 
HPLD’s Director, in consultation with HPLD’s Building and Grounds, shall determine placement of 

clearly and conspicuously posted signs at all building and parking area entrances stating that 

concealed firearms are prohibited. Signs shall be in accordance with the design approved by the 

Illinois State Police. 
 

HPLD’s Director, in consultation with HPLD’s Building and Grounds, shall be responsible for the 

placement and maintenance of signage at all building and parking area entrances stating that 

concealed firearms are prohibited. 
 

 
 

VIII. Definitions 
 

A.   A "firearm" is defined as a loaded or unloaded handgun. A "handgun" is defined as any 

device, which is designed to expel a projectile or projectiles by the action of an explosion, 

expansion of gas, or escape of gas that is designed to be held and fired by the use of a single hand. 
 

 
B.   A "weapon" is defined as any device, whether loaded or unloaded, that shoots a bullet, pellet, 

flare or any other projectile including those powered by C02. This includes, but is not limited to, 

machine guns, rifles, shotguns, handguns or other firearm, BB/pellet gun, spring gun, paint ball 

gun, flare gun, stun gun, taser or dart gun and any ammunition for any such device. Any replica of 

the foregoing is also prohibited. 
 

Any explosive device including, but not limited to, firecrackers and black powder. 
 

Any device that is designed or traditionally  used to inflict harm including, but not limited to, bows 

and arrows, any knife with a blade longer than three inches, hunting knife, fixed blade knife, 

throwing knives, dagger, razor or other cutting instrument the blade of which is exposed. 
 
 

IX. Delegation 

 
HPLD’s Director shall be responsible for the development and promulgation of policies and 

procedures that ensure compliance with this Policy in connection with HPLD activities. 

 
HPLD's  Board of Trustees authorizes  HPLD's Director to promulgate  protocols for the 

implementation of this Policy  including,  but  not limited  to, delegating  required  reporting 

responsibilities  and protocols related to storage and confiscation of weapons or firearms. 

 
HPLD’s Board of Trustees hereby delegates to the Director the authority to promulgate additional 

policies, regulations and procedures related to and consistent with this Policy, the 2013 Illinois 

Firearm Concealed Carry Act and other relevant laws and regulations. 
 

 
HPL D 's Director shall from time to time, but not later than 30 days from the development  of any 

additional policies, report to HPLD's  Board of Trustees of such additions,  policies, regulations or 

procedures and the status of implementation  of this Policy. 



INVESTMENT POLICY 009 

It is the policy of the Harvey Public Library District to invest public funds in a manner which will provide 

the highest investment return with the maximum security while meeting the daily cash flow demands of 

the library and conforming to all state and local statutes governing the investment of public funds. 

PURPOSE 

The purpose of this policy is to outline the responsibilities, general objectives, and specific guidelines for 

management of public funds by the Harvey Public Library District (the "Library District"). 

SCOPE 

This policy includes all funds of the Library District governed by the Board of Trustees, including without 

limitation, any bond accounts and related project funds, debt service funds, and debt service reserve 

funds. 

PRUDENCE 

The standard of prudence to be used by investment officials shall be the "prudent person" standard. 

Investments shall be made with judgment and care, under circumstances then prevailing, which persons 

of prudence, discretion and intelligence exercise in the management of their own funds, not for 

speculation, but for investment, considering the probable safety of their capital, as well as the profitable 

income to be derived. Investment officers, acting in accordance with this policy and the written 

procedures of the Library District, and exercising due diligence, shall be relieved of personal 

responsibility for a security's credit risk or market price/value changes, provided deviations from 

expectations are reported in a timely fashion and appropriate action is taken to control adverse 

developments. 

RESPONSIBILITIES 

All investment policies and procedures of the Library District will be in accordance with Illinois law. The 

authority of the Board of Trustees to control and invest public funds is defined in the Illinois Public 

Funds Investment Act, and the investments permitted are described therein. Administration and 

execution of these policies are the responsibility of the Treasurer who is hereby designated "chief 

investment officer" of the Library District acting under the authority of the Library Board of Trustees. 

DELEGATION OF AUTHORITY 

Management and administrative responsibility for the investment program is hereby delegated to the 

Treasurer or his/her designee. The Treasurer, and by designation, the Library Director, is responsible for 
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establishing internal controls and written procedures for the operation of the investment program and 

designed to prevent loss, theft, or misuse of funds. 

OBJECTIVES 

In selecting financial institutions and investment instruments to be used, the following general 

objectives should be considered in the priority listed : 

1. Legality- conformance with federal, state and other legal requ irements. 

2. Safety- preservation of capital, including diversification appropriate to the nature and amount 

of the funds and protection of investment principal. 

3. Liquidity - maintenance of sufficient liquidity to meet current obligations and operating 

requirements and those reasonably to be reasonably anticipated. 

4. Return on Investment - the investment portfolio shall be designated with the objective of 

obtaining a positive market rate of return on investments throughout the budgetary and 

economic cycles, taking into account the investment risk constraints and the cash flow 

characteristics of the portfolio. 

5. Simplicity of Management- the Treasurer, Library Director, and other designated administrative 

staff must be able to manage Library District investments effectively and efficiently within the 

time constraints imposed by other responsibilities and limitations imposed by their respective 

levels of financial expertise. The Treasurer and by delegation, the Library Director shall review 

the portfolio periodically as to its effectiveness in meeting the Library District's need for safety, 

liquidity, rate of return, diversification, and performance. 

ETHICS AND CONFLICT OF INTEREST 

Officers and employees involved in the investment process shall refrain from personal business activity 

that could conflict with the proper execution and management of the investment program, or that could 

impair their ability to make impartial investment decisions. 

AUTHORIZED FINANCIAL DEALERS AND INSTITUTIONS 

The Board Treasurer shall maintain a list of financial institutions authorized as depositors for funds and 

to provide investment services. 

The Board of Trustees may approve contracting the services of an investment advisor or money 

manager. 

AUTHORIZED AND SUITABLE INVESTMENTS 

Authorized investments include and will primarily consist of: Certificates of Deposit, Treasury Bills, 

Bonds, Notes, and other securities guaranteed by the U.S. Government, participation in the State of 

Illinois Public Treasurer's Investment Pool or any other local government pool approved by the Illinois 

Department of Insurance, and any other investments allowed under Illinois state law that satisfy the 
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investment objectives of the Library District provided any such investment is specifically approved and 

authorized in advance by the Board of Trustees at a duly constituted public meeting. 

COLLA TERALIZATION 

Funds on deposit (checking accounts, Certificates of Deposit, etc.) in excess of FDIC limits must be 

secured by some form of collateral or private insurance, witnessed by a written agreement and held at 

an independent-third party institution in the name of the Harvey Public Library District. 

SAFE KEEPING AND CUSTODY 

All security transactions, including collateral for repurchase agreements, entered into by the Library 

District shall be conducted in a manner that ensures security. The Library District is required to keep 

receipts and a written record of all transactions. 

DIVERSIFICATION 

The Harvey Public Library District shall diversify its investments to the best of its ability based on the 

nature of the funds invested and the cash flow needs of those funds. 

REPORTING 

Investments, fund balances, and the status of such accounts will be reported at each regularly scheduled 

meeting of the Library Board of Trustees and at least quarterly include information regarding securities 

in the portfolio by class or type, book value, income earned, and market value as of the report date. At 

least annually, the Treasurer, or his/her designee, shall review this Policy for any needed modifications 

and report to the Board of Trustees on the investment portfolio, its effectiveness in meeting the Library 

District's need for safety, liquidity, rate of return, diversification and general performance. 

CONFLICT WITH OTHER POLICIES, RULES, OR LAWS 

Any policy, rule or law of the District or parts thereof in conflict with this Policy is hereby repealed to the 

extent of such conflict. 

INVESTMENT POLICY ADOPTION 

The Board of Trustees shall adopt an Investment Policy. The Policy shall be reviewed on a Oi-annual or 

as needed basis. The Board of Trustees, by the majority vote of a quorum of the members of the Board 

present at the time, must approve any modifications made to this Policy at a duly constituted public 

meeting, provided written notice of the proposed modifications shall be provided to all members of the 

Board prior to the meeting at which such action is proposed to be taken. 
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Selection of Staff 101

RECRUITMENT AND APPOINTMENT

The Harvey Public Library District is an Equal Opportunity Employer, and selection of staff
members shall be without regard to sex, race, age, religion, or national origin, and follow
immigration guideline, but shall be determined solely by the qualifications of the persons being
considered and by the requirements of the position to be filled.

RECRUITMENT, APPOINTMENT AND PROMOTION

1. The Board of Library Trustees shall appoint and fix the compensation of the Library
Director. The Board of Library Trustees gives approval for the Library Director to hire
other employees deemed necessary by the Library Director, fix their compensation and
remove those employees. (75 ILCS 16/30-55.35)

2. All job vacancies shall be advertised in local media, and such state and national media as
would be appropriate for the position to be filled. Job vacancies will also be posted in the
Library, and announced to present staff.

3. When a vacancy occurs on the staff at other than entry level, first consideration shall be
given to present employees, upon written application to the Director.

4. Local residents shall be given preference in employment. Immediate relatives of present
staff and Trustees shall not be eligible for employment. (Stipulation of "Immediate
Relative" is defined as spouses, siblings children and parents of staff and trustees.)



Equal Opportunity Employment 102
& Minority Recruitment

Equal employment opportunities shall be provided to all persons regardless of their race, color,
religion, national origin, alienage, sex, age, ancestry, marital status, physical or mental handicap
unrelated to activity, or unfavorable military discharge.

No person will be dismissed from employment or denied employment by the Harvey Public
Library District because of his/her race, color, religion, national origin, alienage, sex, age,
ancestry, marital status, physical or mental handicap unrelated to ability, or unfavorable military
discharge, except where any of these conditions is a bona fide occupational qualification.

It is the policy of the Harvey Public Library District to actively recruit and hire minority
employees.

Nothing in this policy shall be interpreted to require any particular, quota or statistical criteria for
employment of any person. Neither shall this policy be interpreted to create any hiring
preference for minority applicants.

For purposes of this policy the term minority, shall be defined as defined in Section 2 of the
Illinois Consortium for Educational Opportunity Act.

Leg. Ref.: Title VII Civil Rights Act
Immigration Reform and Control Act
Illinois Human Rights Act, Section 2-105 (775 ILCS 5/2-105
Illinois Consortium for Educational Opportunity Act,
Section 2 (110 ILCS 930/2)



Criminal Background Investigation 103

The Library Director may, at his or her discretion, request criminal conviction information from
the Illinois Department of State Police in relation to any applicant for employment with the
Harvey Public Library District.

Except as otherwise provided herein, all applicants for employment with the Harvey Public
Library District shall, as a condition of employment, authorize the Library District in writing to
perform a background investigation for purposes of discovering whether the applicant has been
convicted of any criminal or substance abuse offenses.

The Library Director or a designee will, prior to employment obtain from the prospective
employee, and the employee shall provide, his/her legal name, sex, race, date of birth and social
security number and other pertinent data necessary for the implementation of the background
investigation.

When a potential employee is found through the background investigation to have a conviction,
that information will be held as confidential by the Library Director and will only be shared with
the Personnel Committee as necessary.

Persons convicted of any offenses as revealed in a Criminal History Record Information Report
from the Department of State Police shall be carefully scrutinized by the Library Director to
determine if the Library District should employ such persons.

A copy of the record of conviction discovered in the background investigation will be provided to
the potential employee. (Applicant)

LEG. REF: Illinois Criminal Identification Act, Section 3 (20 ILCS 2630/3)
Illinois Human Rights Act, Section 2-103 (775 ILCS 5/2-103)
Illinois Constitution, Article VII



Salaries and Hours of Work 104

1. Salaries are based on the position classification and salary schedule as adopted by the
Board of Library Trustees.

2. The normal work week shall begin on Friday and runs through the following Thursday.

3. Salaries shall be paid every other Friday. All employees’ checks will reflect a one-week
delay.

4. All employees shall be paid for the time scheduled but not worked due to temporary
emergency closing. Such pay will not exceed three days without approval of the Board of
Library Trustees.

5. It shall not be the policy of the library to award overtime pay. In compliance with the Fair
Labor Standards Act, compensating time will be granted at one hour per hour worked for
36 – 40 hours per week, and one and one half hours worked for the time over 40 hours.

6. All employees shall be paid one and one half hours per hours worked on Sunday.

7. Normal working hours of full-time professional and clerical employees shall be thirty-
five (35) hours a week. Employees are expected to work evenings, Saturdays and
Sundays as needed. Senior Management will be considered exempt and shall work an
average of forty (40) hours a week over the course of the year. (Example: In a two week
period, it would be possible to work eighty (80) hours one week and zero (0) hours the
other.) Senior Management shall report to the Library Director of any unscheduled leave
from the building. The Library Director and the Managers are considered Senior
Management.

8. It is expected that some staff members, particularly those in supervisor positions, will
sometimes work an irregular schedule in performance of their duties. In compliance with
the Fair Labor Standards Act, compensating time off will be allowed to full-time
employees who have been scheduled to work more than the normal workweek. Such time
off will be arranged in advance with the Director.

9. The normal work day shall include a fifteen-minute break in each consecutive four hours
of work. Such breaks shall not be taken; at the beginning or end of the daily schedule, in
conjunction with a meal period, to make up lost time, or joined together in one half hour
period.

10. Habitual tardiness adversely affects the smooth operation of the library and it shall be the
responsibility of the Director to take appropriate action toward any employee who is
consistently late.



Staff Positions and Classifications 105

Authorized Positions by Classification

10 Library Director - Responsible for overall daily library operations.

9 Public Services Manager - Responsible for Public Services in the library.
Technology Manager - Responsible for advancing technology in the library.
Facilities Manager - Responsible for maintaining library facilities.

8 Adult Services Supervisor - Responsible for adult collection and programming.
Youth Services Supervisor - Responsible for youth collection and programming.
Reference Services Supervisor - Responsible for patron questions and requests.

7 Reference Librarian - Full Time - Assists Reference supervisor.
Computer Services Supervisor - Responsible for maintaining technological systems in
library.

6 Circulation Supervisor - Responsible for patron records.
Technical Services Supervisor - Responsible for collection records.
Administrative Assistant - Assists management with daily operations.

5 Clerk – Full Time - Assists department supervisors.
Maintenance Worker - Full Time - Assists in maintaining library facilities

4 Reference Librarian - Part Time - Assists Reference Supervisor
Youth Services Librarian - Part Time - Assists Youth Services Supervisor
Computer Services Assistant - Assists Computer Services Supervisor

3 Reference Assistant - Assists Reference Supervisor
Youth Services Assistant - Assists Youth Services Supervisor
Adult Services Assistant - Assists Adult Services Supervisor
Circulation Assistant - Assists Circulation Supervisor
Technical Services Assistant - Assists Technical Services Supervisor

2 Clerk – Part Time - Assists department supervisors
Maintenance Worker - Part Time - Assists in maintaining library facilities.

1 Page - Assists department supervisors



Classification Salary Range 106

10 $60,000.00 -

9 $43,000.00 - $60,000.00

8 $36,000.00 - $43,000.00

7 $29,000.00 - $36,000.00

6 $25,000.00 - $36,000.00

5 $17,000.00 - $25,000.00

4 $13.00 - 19.00 (HRLY)

3 $9.00 - $13.00 (HRLY)

2 $7.00 - $10.00 (HRLY)

1 $5.15 - $8.00 (HRLY)4

4 The top end of each category will increase annually according to the cost of living index.
Policy amended September 22, 2005.



Evaluation of Personnel 110

All library employees shall be evaluated annually to revue the progress of the employee’s
performance. New employees shall be reviewed at three months, and annually thereafter.
Employees receiving an unsatisfactory evaluation shall be evaluated again in three months.

The Director shall evaluate performance of Department Supervisors and Professional Staff and
review the evaluation with the staff member.

Supervisors shall evaluate performance of staff in their departments, consult with the Director,
and then review the evaluation with the staff member.

Performance evaluations shall be done in accordance with recommended guidelines and form,
and shall become part of the employee’s personnel record. Evaluations may be used to
recommend merit increase for the employee. Evaluations may also be used as a basis for
remediation or termination.



Personnel Records 111

ACCESS

The Library Director shall keep and maintain personnel records for each employee. Personnel
files are confidential and available only to the Director and to the employee upon written request
to the Director, with 48 hours notice. Should a personnel problem arise, the files are available to
the Personnel Committee upon written request to the Director. The employee shall be notified of
such request. The file will be examined in the presence of the Director.

CONTENT
Employee Personnel files include.

 Employee’s full name, home address, and phone number
 Date of birth
 Date of hire
 Social Security Number
 Job Application
 Letter of appointment
 Wage history / Position history
 Evaluations, notifications of change of positions, salary increases
 Attendance records
 Vacation / disability / sick leave and leave of absence records
 Statements of commendation and / or complaint
 Employment Eligibility Verification
 Emergency phone numbers
 Written grievances

Upon Termination:
 Letter of resignation or notification of termination
 Exit Interview (optional)



Job Related Expenses 112

 When attendance at an approved activity involves expenses for registration, materials,
meals, travel, or lodging, such expenses will be paid by the library, as funds permit.

 When the total cost for any activity exceeds a $2,000.00, specific authorization must be
secured from the Board of Library Trustees.

 Should a private car be used for travel, an allowance will be granted of an amount equal
to that allowed by the IRS for tax purposes. The responsibility for proper insurance of
any vehicle used for library business rests with the driver.

 The library shall pay lunch only when it is part of the meeting. Lunch shall be paid up to
a maximum of $15.00 when meeting adjourns before lunch and does not reconvene.



Professional Development 113

 It shall be the policy of the library that attendance of the Director and designated staff is
to be encouraged at professional, civic, and community meetings, which will promote the
library and/or enhance job performance.

 It shall be the policy of the library that the Director shall oversee the equitable
distribution of available funds, in order to promote professional development of the staff,
for the greatest good of the library.

 Such attendance shall be considered working time when scheduled by the Director.
Expenses will be paid in accordance with the library Policy # 112, “Job Related
Expenses.

 It shall be the policy of the library to pay for individual professional memberships of
Trustees and Staff. The Director will determine staff memberships.



Insurance and Retirement Benefits 114

 All full time employees will participate on the Harvey Public Library District Life
Insurance program after 30 days and in the Health Insurance program after 90 days.

 The Harvey Public Library District pays coverage for all full time employees in the
Health Insurance program. Full time employees have the option to include their
dependents at their expense at the Library’s current cost of health coverage. If a full
time employee declines insurance coverage they will receive $200 each month as
compensation.

 Employees who work less than 35 hours per week shall not be included in the Health
Insurance program.

 All employees who work 1000 hours or more annually, shall be included in the in the
Illinois Municipal Employees Retirement Fund (IMRF) program.5

5 Amended September 22, 2005



Grievance Procedures 115

1. An employee with a grievance shall first review the problem with his or her immediate
supervisor.

2. If still unresolved, the employee may appeal to the Library Director.

3. Should the employee feel that the grievance has not been justly and amicably settled with
the immediate supervisor or Library Director, he or she may request a hearing before the
Personnel Committee of the Board of Library Trustees.

4. The request for a hearing must be in writing and give a complete statement of the
grievance and the previous steps taken toward solution.



Sick Leave 120

1. Sick leave is a designated amount of compensated leave that may be granted to an
employee who is unavoidably absent because of an inability to work due to personal
illness or injury, quarantine at home, or the necessity to care for a member of the
immediate family as defined below.

2. Family, as used in this section, means “immediate family” which includes parents,
spouse, siblings, children, grandparents, parents-in-law, sisters-in-law, brothers-in- law,
legal guardians, or any dependent living in the immediate household.

3. Allowance for sick leave for all full time employees, i.e. employees whose regular
working hours (35) or more per week, shall be fifteen (15) days annually, during which
the employee shall receive their regular pay.

4. Part-time employees, i.e. employees whose regular working hours are less than (35)
hours per week, shall not be eligible for paid sick leave.

5. Paid sick leave shall be cumulative up to 120 days but may not be used for any other
purpose. Should the period of absence extend beyond the employees paid sick leave, the
employee shall petition the Board of Library Trustees in writing for extended leave. Such
leave, if granted, shall be without pay and benefits, except insurance.6

6. Following November 30th of each year, full-time employees shall be compensated at the
rate of $10.00 per day for each unused sick day during the preceding year.

7. Employee will be entitled to receive payment for unused sick leave upon retirement.
There shall be no allowance for unused sick leave for any other termination of
employment.

8. The Library Director shall review the employees’ use of sick leave. If this review
indicates that any employee’s use of sick leave is excessive or questionable, the Director
may require the employee to submit written certification from a physician confirming the
necessity of absences due to illness.

9. When a major illness causes an employee to exhaust all accumulated sick leave,
application may be made for disability pay under the provisions of the Illinois Municipal
Retirement Fund, provided such employee is covered by IMRF.

6 Revised January 10, 2008



Vacation Leave 121

1. Paid vacation leave will be granted to all library employees who work at least twenty (20)
hours per week on a regular basis, based on eligibility.

2. The Library Director shall arrange the vacation schedule and vacations shall be arranged
to suit the employees’ requests when possible

3. Senior Management shall be entitled to four (4) weeks vacation upon hire, five (5) weeks
vacation after three (3) years, and a maximum of six (6) weeks vacation after five (5)
years of employment.

4. Full-time staff shall be entitled to two (2) weeks vacation after one (1) year of
employment, three (3) weeks vacation after three (3) years of employment, and a
maximum of four (4) weeks vacation per year after five (5) years of employment.

5. Part-time staff shall be entitled to one (1) week vacation after one (1) year of
employment, and a maximum of two (2) weeks vacation per year thereafter.

6. Extension of vacation leave beyond the earned period may be granted only by action of
the Board of Library Trustees and such extension, if granted, will be without pay.

7. Vacation leave must be used within the calendar year. Employee will be entitled to
receive payment for unused vacation leave upon retirement or any other termination of
employment.7

8. Having qualified for a vacation by a minimum of one (1) year of service, an employee
who resigns from his / her position is entitled to and shall receive pay for the vacation
time earned.

7 Revised September 10, 2009



Maternity Leave 122

1. Any employee whose pregnancy, spouse’s pregnancy, or petition to adopt commences
after satisfactorily completing six months employment and becomes pregnant and/or
adopts an infant child may request a leave of absence at any time between the
commencement of the pregnancy or adoption to three months after the birth of the child
or adoption. The request shall be in writing and shall include o physician’s statement
certifying pregnancy or a copy of the adoption certificate.

2. A staff member may continue to work during the pregnancy unless such pregnancy
interferes with job performance.

3. If granted, maternity leave shall be without pay or benefits, except insurance benefits.
Sick leave shall not be used during the period of the leave, but may be taken before the
leave begins.

4. Maternity leave shall not constitute a break in continuous service.

5. The initial request for maternity leave shall not exceed six (6) months.

6. Should extenuating circumstances necessitate a longer leave, the employee may request
an extension of the maternity leave, in writing at least two (2) weeks prior to the end of
the scheduled leave.

7. The Board of Library Trustees may extend or shorten a maternity leave upon the request
of the Library Director.



Holiday Leave 123

1. Full-time employees shall receive their regular pay for Library observed holidays.

2. The Library shall observe as a holiday…

New Year’s Day
Martin Luther King’s birthday
Presidents Day
Good Friday
Easter Sunday
Memorial Day
Independence Day
Labor Day
Columbus Day
Veterans Day
Thanksgiving Day
Christmas

When a holiday falls on a Sunday, the Library will be closed on the following Monday. In
addition the Library will be closed all day on Christmas Eve Day and New Year's Eve Day.
When Christmas and New Year’s falls on a Monday, the Library will close on December 23rd

and December 30th. When Christmas and New Year’s falls on a Friday, the Library will also be
closed on Saturday.8

3. Part-time employees and those who work less than twenty (20) hours per week will not
be paid for Library observed holidays. But may reschedule lost hours due to such
closings with the Library Director.

8 Amended September 10, 2009



Educational Leave 124

1. Continued education is encouraged. The Library Director will adjust schedules when
feasible to accommodate approved educational endeavors.

2. All employees who work at least twenty (20) hours per week shall be eligible for
educational leave.

3. Employees must apprise the Library Director of their intentions before enrolling in any
course.

4. Any leave, which is granted, on an hourly basis must be made up and will be rescheduled
by the Library Director.

5. An employee may request an extended leave without pay or benefits, except insurance,
for educational purposes after two (2) years of satisfactory service. Such leave will not
exceed one (1) school semester or quarter subject to Library Director approval in light of
staffing requirements.

6. Any employee who works more than twenty (20) hours per week and is enrolled in an
approved course of study will be eligible for a stipend as follows:

 Half the current tuition cost for up to two (2) graduate courses per semester
acceptable towards a master’s degree in Library Science.

 Half the current tuition cost for up to two (2) undergraduate courses per semester
acceptable toward a Bachelor’s degree.

 Half the current tuition cost for up to two (2) Library technician courses per
semester.

7. The stipend will be paid upon completion of the course and the submission of a
satisfactory grade report. The stipend will be limited to one (1) of the above per employee
in any Library fiscal year.



Bereavement Or Serious Family Leave 125

1. In case of a serious illness or death of a member of any employee’s immediate family or
household, a Leave of Absence of no more than four (4) consecutive days with pay will
be allowed to all employees after thirty (30) days of service.

2. Immediate family means the grandparents, parents, spouse, child, grandchild, sibling,
parent-in-law, and any relative or dependent living in the immediate household of the
employee.

3. In case of a death or illness outside the immediate family or household as defined, such
leave may be granted at the discretion of the Library Director.

4. Should any employee require more than four (4) days leave, such extensions may be
granted at the discretion of the Library Director without pay.9

9 Amended September 22, 2005



Religious Observances Leave 126

1. All full- time employees shall be granted paid leave for Library observed holidays which
coincide with religious observances.

2. Time off for religious observances other than Library observed, the Library Director must
approve holidays in advance. Such time off will be without pay, but may be rescheduled
with the Library Director’s approval.



Jury Duty Or Witness Leave 127

1. Any staff member shall be granted paid leave to serve as a jurist or subpoenaed to appear
as a witness in a court proceeding.

2. The Library shall not request exemption from jury duty for staff members.

3. Official notification of the summons and verification of completed jury service shall be
required if the absence is to be excused. It is the employee’s responsibility to request
certification of completed service from the court if such is not provided immediately on
completion of service. Verification must be submitted at the time the employee returns to
work.



Other Leave 128

1. Time off for personal, political, or civic activities must be scheduled and prearranged as
vacation or compensatory time.

2. Personal appointments on an hourly basis should be scheduled outside regular working
hours. If this is inconvenient, an employee may request the Library Director to rearrange
scheduling whenever possible.

3. All full-time employees will be allowed two (2) business days per calendar year to
accommodate personal appointments. Personal business days may be taken in not less
than half day increments. These days must be scheduled ahead of time and may not be
accumulated or taken on days preceding or following holidays, vacation, or sick days.



Reduction In Force 130

1. Due to budget considerations and/or service needs, should it become necessary to reduce
or reorganize staff, such changes will be made for the overall good of the library.

2. In the event that it may become necessary to cut back the staff, those employees most
recently hired, whose responsibilities can be transferred to other staff with the least effect
on the quality of service, shall be the first terminated without prejudice.

3. Having qualified for a vacation by minimum of at least one (1) year of service, an
employee thus terminated is entitled to and shall receive pay for unused vacation earned.

4. There shall be no allowance for unused sick leave on termination of employment.



Resignation 131

1. Notice of resignation should be given in writing explaining the reason for resigning and
the last working day.

2. Professional staff members and Department heads are requested to give at least one (1)
months notice. All others are requested to give at least two (2) weeks notice.

3. Having qualified for a vacation by a minimum of at least one (1) year of service, an
employee who resigns from his/her position is entitled to and shall receive pay for unused
vacation time earned.

4. There shall be no allowance for unused sick leave on termination of employment.



Retirement 132

1. Retirement shall be in accordance with Illinois Municipal Retirement Fund (IMRF).

2. Employees are requested to submit a written statement of their intention to retire at the
earliest possible date.

3. An employee who retires is entitled to and shall receive pay for all unused vacation time
earned.

4. An employee who retires is entitled to and shall receive pay for unused sick leave.

5. Employees will receive a gift deemed appropriate by the Board of Library Trustees.



Dismissal of Employees 133

A. All employees of the Harvey Public Library District, other than those employees who
have a written employment agreement with the Board of Library Trustees which provides
to the contrary, serves at the will of the Board of Library Trustees and are terminable at-
will.

B. Nothing herein is intended to limit the authority of the Board of Library Trustees to
discharge an employee as provided for The Illinois Library Laws – Public Library
District Act Of 1991 (75 ILCS 16/30-55.35) or as otherwise provided and authorized by
law.

C. The Library Director may terminate an employee when the best interests of the Library
District require removal of the employee.

D. The Library Director shall notify the Chairman of the Personnel Committee of the Board
of Library Trustees immediately of all terminations.

E. Dismissal of all employees, other than the Library Director, shall be by the Library
Director subject to approval of the Board of Library Trustees. Dismissal of the Library
Director shall be by the Board of Library Trustees. In all cases, a dismissed employee
may request the opportunity to address the Board of Library Trustees concerning his or
her dismissal.

F. Any dismissed employee shall receive payment for unused accrued vacation time.

G. There shall be no allowance for unused sick leave upon dismissal.

H. Upon dismissal, the employee shall turn in all Library property.

I. In connection with any action taken under policy the Board shall provide such due
process as is necessary and appropriate under applicable Constitutional standards.

Leg. Ref.: Illinois Library Laws in effect January, 2001.



Alcohol / Drug Free Workplace 140

It is the policy of the Harvey Public Library District that its workplace
shall be free from drugs and alcohol.

Purposes

The purpose of this policy include the following:

1. To establish and maintain a safe, healthy, and productive working environment for all
employees.

2. To ensure the reputation of the Library District and its employees within the
community.

3. To reduce the occurrence of accidental injuries to persons or property.
4. To reduce absenteeism and tardiness, and improve quality of the services provided by

the Library District.
5. To recommend rehabilitation assistance to any employee who needs such help.
6. To comply with the requirements of applicable state and federal laws, rules, and

regulations.

Definitions

For the purpose of this policy, the following definitions shall apply:

1. A controlled substance is one:
a. Which is identified in Schedules I thru V of the Controlled Substance

Act (21 U.S.C. 812), as further defined by regulation at (21 C.F.R.
1308.11 – 1308.15).

b. Which is not legally attainable.
c. Which is being used in a manner different from that prescribed.
d. Which is legally obtainable but has not been legally obtained.

2. Alcohol is any beverage that may be legally sold and consumed and has alcoholic
content.

3. A conviction is defined as a finding of guilt (including a plea of no contest) or
imposition of a sentence, or both, by any judicial body charged with the
responsibility of determining violations of the federal or state drug statutes.

4. A criminal drug statute is defined as any criminal law involving the manufacture,
distribution, dispensation, use, or possession of any controlled substance.



Regulations

1. The unlawful manufacture, distribution, dispensing, possession or use of a controlled
substance by any employee while on the property of the Harvey Public Library District,
while performing work for or on behalf of the Harvey Public Library District, or while
engaged in any Harvey Public Library District activities, is prohibited.

2. The distribution, consumption, or possession of alcohol by any employee on Harvey
Public Library District property or any facilities operated by the Harvey Public Library
District, while performing work for or on behalf of the Harvey Public Library District, or
while engaged in any Harvey Public Library District activities, is prohibited.

3. Being under the influence of alcohol or any controlled substance while on Harvey Public
Library District property or any facilities operated by the Harvey Public Library District,
while performing work for or on behalf of the Harvey Public Library District, or while
engaged in any Harvey Public Library District activities, is prohibited.

4. A copy of this policy shall be distributed to all Harvey Public Library District employees
personally and by posting in a place where employment notices are commonly posted.
All Harvey Public Library District employees are hereby notified that compliance with
the standards of conduct referenced in this policy are mandatory.

5. Effective as of the date of adoption of this policy, every employee directly or indirectly
engaged in the performance of work pursuant to the provisions of a grant from any
governmental agency shall, as a condition of employment:

a. Abide by the terms contained in this policy.
b. Notify the Library Director in writing of any criminal drug statute

conviction for a violation occurring on Harvey Public Library District
property or any facilities operated by the Harvey public Library
District or while performing work for or on behalf of the Harvey
Public Library District, no later than five (5) calendar days after such
conviction.

The Harvey Public Library District shall attempt in all instances to maintain a drug-free
workplace for its employees in compliance with the requirements of the federal Drug-Free
Workplace Act of 1988. (11 U.S.C. 701 t seq.), the Illinois Drug Free Workplace Act (775 ILCS
5/1-101 et seq.)
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Transmissions Of Bloodborne Pathogens

Universal precautions must be observed. This method of infection control requires the employer
and employee to assume that all human blood and specified human body fluids are infectious for
HIV, HBV, and other bloodborne pathogens. Where differentiation of types of body fluids is
difficult or impossible all body fluids are to be considered as potentially infectious.

The adoption of the following precautions by all employees is mandatory.

1. Employees who have uncovered open lesions or weeping dermatitis shall be excluded until
the condition resolves.

2. Employees should wear disposable rubber gloves anytime they come in contact with non-
intact skin, mouth or eyes of others, mucous membranes, bodily secretions, blood, or
blood stained articles. Patrons should be instructed to avoid such contact with others.

3. At-risk employees will have rubber gloves available to them at all times.

4. Used disposable rubber gloves and disposable materials coming in contact with non-intact
skin, mouth or eyes of others, mucous membranes, bodily secretions, blood or blood
stained articles, should be sealed in a plastic bag. These bags will be provided for each
department by the Library. The bags should then be taken to the mechanical room,
placed in a red bag for proper disposal by the maintenance worker.

5. Small amounts of one’s own blood or bodily secretions on clothing may be removed by
the individual or other staff member wearing disposable gloves.

6. Hands should be thoroughly washed with soap and water after coming in contact with
non-intact skin, mouth or eyes of others, mucous membranes, bodily secretions, blood, or
blood stained articles even when disposable rubber gloves are worn. If gloves are not
used, a bleach solution should be used to clean the skin.

7. An area soiled with blood or bodily secretions must be covered and contained with paper,
paper towels or Powder Dam if available. Any staff on duty in any department is
responsible for clean up in that department if the maintenance person is not in the
building at the time.

The area should be cleaned using the following 3-step approach (disposable gloves should
always be worn).

1. Dry clean the area first with Powder Dam (See instructions for proper use; a bottle is
located in each department) or paper towels to remove the contaminated secretions
and place all materials in a sealed plastic bag.



2. Wipe the contaminated area with a solution of 1:10 bleach and water (or other
approved disinfectant). Do not flood the area with the solution, as this may enlarge
the contaminated area rather than contain it.

3. Wipe the area with clean, dry paper towel and dispose in a plastic bag.

8. Sharp objects must be handled with care to prevent accidental injuries.

9. The Administrative Assistant must make sure each department and staff room is

equipped with a universal precaution kit.

10. Departments must obtain replacement kits from the Administrative Assistant.

11. Maintenance must check the washrooms daily to make sure soap dispensers are filled.

12. Sanitary napkins must be disposed of in red plastic lined covered containers in the
restrooms.

13. Equipment which has become contaminated with blood or other potentially infectious
materials shall be decontaminated as necessary.
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The Harvey Public Library District shall accept service workers from the community. The
Harvey Public Library District may limit the number of workers used at one time.
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The Harvey Public Library District employees are expected to dress neatly in clothes that are
appropriate for their work.

A clean neat appearance is appropriate for all employees. Staff members are expected to be well
groomed and maintain an appearance, which conveys a positive image to the public and to each
other. Although the position of custodian and on some occasions pages (when a great deal
shifting must be done) may call for more protective or comfortable clothing, all other staff,
unless a specific situation indicates a variance, should wear clothing suitable for a place of
business.

If your clothing is deemed inappropriate by your supervisor, you will be told not to wear the
clothing again. You may also be asked to go home, change, and return to work.
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GENERAL POLICY. It is the policy of the Harvey Public Library District to comply with the
State’s Gift Ban Act through the promulgation of this policy. Neither the Open Meetings Act
nor the Freedom of Information Act of Illinois, or any policies of this Library in furtherance of
those Acts shall be applicable to proceeding, meetings or documents involved here, which are
exempt therefrom

EXEMPTION. Due to the high costs of compliance for uncompensated and non-salaried,
appointed and/or elected members of the Board of Library Trustees, and given that the
experience of gifts of any kind or value to them is virtually non-existent and certainly has not
been a source of improper action, influence or effect in this Library or any Public Libraries in
Illinois, it is the Policy to exempt all non-salaried appointed or elected officials of the Library
from this Policy and the State Act, as permitted by that Act.

DEFINITIONS. The terms “gift,” “prohibited source,” and “employee” whether used in the
singular or plural form and as used in this Policy, have the meaning as defined in the State’s Gift
Ban Act.

PROHIBITED GIFTS. The solicitation and acceptance of any “gifts,” from any “prohibited
source,” are banned and prohibited for all Library employees except as provided in the following
section of this Policy.

EXCEPTIONAL GIFTS. The restrictions in the foregoing section do not apply to the following

1. Anything for which the employee pays market value or anything not used and promptly
returned to the donor or given to an appropriate charity;

2. A contribution, lawfully made under the Election Code or attendance at a fund raising
event sponsored by a political organization;

3. A gift from a relative as defined in the State Act;
4. Anything provided by an individual on the basis of a personal friendship, unless there is

reason to believe that under the circumstance the gift was provided because of the
employee’s position and not because of personal friendship;

5. A commercially reasonable loan evidenced in writing with repayment due by a date
certain made in the ordinary course of the lender’s business;

6. Payments to a legal defense fund established for the employee that is otherwise lawfully
made;

7. Intra-office and inter-office gifts meaning any gifts from an employee of the Library to an
employee of the Library;

8. Food, refreshments, lodging, transportation and other benefits resulting from outside
business or employment activities if they have not been enhanced by the position of
employment with the Library and are customarily provided to others in similar
circumstances or in connection with bona fide employment discussions by a prospective
employer, or provided in connection with a fund raising or campaign event sponsored by
the organization;

9. Pension and other benefits resulting from continued participation in an employee welfare



and benefits plan maintained by a former employer;
10. Informational materials sent to the employee in the form of books, articles, periodicals,

other written materials, audio tapes, video tapes, or other forms of communication;
11. Awards or prizes that are given to competitors in contests or events open to the public,

including random drawings;
12. Honorary degrees ( and associated travel, food, refreshments and entertainment provided

in the presentation of degrees and awards);
13. Training (including food and refreshments furnished to all attendees as an integral part of

the training if the training is in the interest of the Library;
14. Educational missions, including meetings with government officials intended to educate

them on matters of public policy;
15. Bequests, inheritances and other transfers at death;
16. Anything that is paid for by the federal government, the State or the Library or secured

by the government under a government contract;
17. A gift of personal hospitality of an individual other than a registered lobbyist or foreign

principal including hospitality extended for a nonbusiness purpose by an individual at
their personal residence or facilities owned by that individual or the individual’s family;

18. Free attendance at a widely attended event permitted un Subsection 24 below;
19. Opportunities and benefits that are available to the public or to all employees whether or

not geographically restricted, offered to a class of members which is unrelated to
employment or official positions, offered to members such as an employee’s association
or credit union, offered to a group that is not defined in a manner that specifically
discriminates on the basis of branch of government or typ of responsibility or on the basis
that favors those of higher rank or pay, in the form of loans on terms generally available
to the public or in the form of reduced membership or other fees for participation in
organization activities offered to all government employees;

20. A plaque, trophy or other item that is substantially commemorative in nature and that is
extended for presentation;

21. Golf or tennis, food or refreshments of nominal value and catered food or refreshments,
meals or beverages consumed on the premises from which they were purchased;

22. Donations of products from an Illinois company that are intended primarily for
promotional purposes and are of minimal value;

23. An item of nominal value such as a greeting card, baseball cap or T-shirt;
24. Attendance at events: an employee may accept an offer of free attendance at a widely

attended convention, conference, symposium, forum, panel discussion, dinner, viewing,
reception, or similar event provided by the sponsor of the event if the employee
participates as a speaker or panel participant or by performing a ceremonial function
appropriate to their employment or position or attendance at the event is appropriate to
the performance of civic affairs in Illinois or the official duties of the employee. The
acceptance of a sponsor’s unsolicited offer of free attendance at such an event may
include an accompanying individual. An employee may accept a sponsor’s unsolicited
offer of free attendance at a charity event except reimbursement for transportation and
lodging may not be accepted in connection with the event. This “free attendance” may
include waivers of all fees and unless otherwise stated the provision of transportation,
food, refreshments, entertainment and instruction materials but does not include
entertainment collateral to the event or food or refreshments taken other than in



the group setting with substantially all of the attendees except as permitted under
Subsection 21 above.

ENFORCEMENT. Any employee who violates this policy shall be subject to termination or
other discipline, including but not limited to suspension (with or without compensation) of
employment for a stated term, a requirement to reimburse, return or turnover of any prohibited
gift as directed by the Board of Library Trustees.

ETHICS OFFICER. The President of the Board of Library Trustees shall designate an Ethics
Officer for the Library who shall review Statements of Economic Interests and disclosure forms
for members, officers and employees of the library before they are filed and provide guidance to
members, officers and employees in the interpretation and implementation of the State Gift Ban
Act.
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General Personnel – Sexual Harassment

The Illinois Human Rights Act defines sexual harassment as any unwelcome sexual advances or
requests for sexual favors or any conduct of a sexual nature when (1) submission to such conduct
is made either explicitly or implicitly a term or condition of an individual’s employment, (2)
submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual, or (3) such conduct has the purpose or effect of substantially
interfering with an individual’s work performance or creating an intimidating, hostile or
offensive working environment. (Sexual harassment is illegal.)

Examples of sexual harassment may include the telling of sexually oriented jokes, repeatedly
asking a junior employee to date, etc.

It is the policy of the Harvey Public Library District to provide an employment environment free
of unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct
of a sexual nature constituting sexual harassment as defined and otherwise prohibited by this
policy or by state and federal law.

It shall be a violation of this policy for any Harvey Public Library District employee, any person
who is authorized to recommend or take personnel actions affecting a Harvey Public Library
District employee, or any person who is authorized to transact business or perform other acts or
services on behalf of the Harvey Public Library District:

1. To make unwelcome sexual advances or requests for sexual favors or engage in other
verbal or physical conduct of a sexual nature when:

a. submission to such conduct by an employee is made either explicitly or implicitly
a term or a condition of the employee’s employment;

b. submission to or rejection of such conduct by an employee is used as a basis for
an employment decision affecting such employee; or

c. such conduct has the purpose or effect of unreasonably interfering with an
employee’s work performance or creating an intimidating, hostile or offensive
working environment.

2. To recommend, impose, grant, withhold, or refuse to take any personnel action consistent
with an employees duties and responsibilities because of sexual favors.

3. To disregard and fail to investigate allegations of sexual harassment covered by this
policy, whether reported by, the employee who is the subject of the alleged harassment or
a witness thereto, or to fail to take immediate corrective action in the event misconduct
has occurred.

Any violation of this policy will result in swift and severe discipline of all responsible
parties. Such discipline may include discharge from employment.

There shall be no express time limits for initiating complaints and grievance under this
policy; however, every effort should be made to file such complaints as soon as possible,
while facts are known and potential witnesses are available.



Employees who feel aggrieved because of sexual harassment shall make their concerns
known to the Harvey Public Library District administration in one of the following manners:

1. Aggrieved employees who feel comfortable in doing so shall directly inform the person
engaging in sexually harassing conduct or communications that such conduct or
communications are offensive and must stop.

2. Aggrieved employees who do not wish to communicate directly with the person whose
conduct or communications is offensive or who feel that the direct communications with
the offending party has been unavailing, shall report such conduct in confidence to the
Library Director’s designated administrative representative.

All Harvey Public Library District personnel have a special responsibility for implementing
and for responsible administration of this policy. If behavior is observed which violates this
policy, the person observing such behavior shall bring the matter to the attention of either the
Library Director or the designated administrative representative for appropriate action. If an
employee files a complaint, the Library Director or other administrative representative with
whom the complaint is filed shall inform the complainant of his/her rights under this policy
and undertake corrective action.

In all cases, and regardless of the individual remedial measures that have been undertaken,
any administrative representative to whom a complaint has been referred shall provide the
Library Director with a complete written report of each complaint. This report shall be
submitted within ten (10) days of; the date the complaint was first filed with the
administrative representative. Such report shall include at a minimum:
 the date of the receipt of the complaint;
 identification of the complainant;
 identification of the party or parties involved and a description of the actions complained

of, including all relevant background facts and circumstances;
 a statement detailing the scope of the investigation that has been undertaken and the

result thereof;
 a statement of corrective measures pursued, the date

such measures were undertaken and the results
achieved; and

 where possible, a written statement signed by the complainant detailing the conduct
complained of.

Aggrieved employees alleging sexual harassment by anyone with supervisory authority or failure
by administrative staff to take immediate action on the individual’s complaint may also file a
formal grievance with the Harvey Public Library District Board of Library Trustees.

Aggrieved employees may also seek legal recourse through the Illinois Human Rights
Commission, which provides an investigative, and complaint process for persons subject to



sexual harassment. The offices of the Illinois Department of Human Rights are located in the
State of Illinois Center, 100 West Randolph Street, Chicago, Illinois 60601 on the tenth floor;
and may be contacted at (312) 814-6245.

Regardless of the means selected for resolving the problem, the initiation of a complaint of
sexual harassment will not adversely affect the complainant’s employment, compensation, work
assignments, or other conditions of employment. Retaliating against any person because he or
she has opposed that which he or she reasonably, and in good faith, believes to be sexual
harassment, or because he or she has made a charge, filed a complaint, testified, assisted, or
participated in an investigation, proceeding or hearing under the Illinois Human Rights act is a
civil rights violation.

A copy of this policy shall be provided to the Illinois Department of Human Rights upon request.

Leg, Ref. :
Illinois Human Rights Act, 775 ILS 5/2, 5/2-102 and 5/20105.
U.S. Equal Employment Opportunity Commission Regulations, 29 C.F.R., 1604.11, Title VII,
703; Title IX

Cross Ref.: Board Policy Re; Patron-Staff Interaction
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The Board of Library Trustees of the Harvey Public Library District encourage all staff members
to interact with the library patrons and actively support the academic progress and maturation of
students and other young patrons of the library. However, staff members should be careful to
avoid excessive attention to a particular patron or patrons, in order to avoid the appearance of
favoritism or differential treatment.

Staff members should limit all verbal communication and physical contact with a patron to that
which is appropriate to the age and maturity of the patron.

It shall be a violation of this policy for any library employee to make sexual advances, request
for sexual favors, or otherwise exchange in verbal or physical conduct of a sexual nature with a
library patron.

Staff members are encouraged to seek the advice and guidance of the Library Director or other
administrators in addressing the application of the policy to particular situations.

Conduct, in violation of this policy will subject the staff member to appropriate discipline,
including discharge.

Cross Ref: Policy On Sexual Harassment.



Smoke Free Building 147

The Board of Library Trustees of the Harvey Public Library District have resolved to make the
entire library building smoke free.
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1. Staff pays no fines or fees for the use of library materials or services.

2. Staff may purchase books through the library.

3. Staff may hold an SLS Library Card.

4. It shall be the policy of the Harvey Public Library District to reimburse staff for
expenses incurred on library related activities when approved by the Library Director. A
per diem of $125.00 per day will be given to staff when attending out of state
conferences.10

10 Amended January 14, 2010
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Purpose and Selection of Library Materials 201

The purpose of the Harvey Public Library District Collection development is to meet the
informational, educational, cultural, and recreational needs of the communities served, as they
become evident, through the variety of materials provided representing diverse points of view.

The Harvey Public Library District subscribes in principle to the statements of policy on library
philosophy as expressed in the American Library Association Library Bill Of Rights, Freedom
To Read Statement, and Freedom to View Statement, copies of which are appended to and made
part of this policy.

Legally the responsibility of the Board, the authority and responsibility for the selection of
library materials is delegated to the Library Director, and under his/her direction, to the
professional staff who are qualified for this activity by reason of education, training and
experience.

Responsibility for the reading of children and adolescents rests with their parents and legal
guardians. Library materials are not marked or identified to show approval or disapproval of
contents. No book or other item are sequestered, except for the purpose of protecting it from
injury or theft.



Method and Criteria for Selection 202

Reviews published in professional, literary or general periodicals, and requests from members of
the community are used as a basis of selection in conjunction with selection criteria by
professional librarians under the direction of the Library Director.

In order to build collections of merit and significance, all acquisitions are considered in terms of
the following objective standards. Some materials may be judged primarily on artistic merit,
while others are considered because of scholarship value as human documents, or ability to
satisfy the recreational and entertainment needs of the community.

1. Present and potential relevance to the community needs.

2. Suitability of subject and style for intended audience.

3. Current and historical significance.

4. Insight into human and social conditions.

5. Relation to existing collection, other materials on subject, and availability of
materials in the area.

6. Attention given by critics, reviewers, professional book selection aids, and the public.

7. Suitability and effectiveness of format.

8. Reliability of publisher and authority of author.

9. Budgetary and space considerations.11

11 Reviewed September 22, 2005, March 13, 2008 & June 10, 2010



Parameters of the Collection 203

Printed materials, such as books, pamphlets, and periodicals are selected for the collection
according to the selection criteria described on Policy # 202. Maintaining an up-to-date reference
collection, including business information, is an important priority.

AREAS OF LIMITED ACQUISITION

Selection of materials in certain areas is limited to very general or basic works, which are not too
specialized or considered beyond the province of public library service.

These areas include:

1. TEXTBOOKS.
The Harvey Public Library District provides materials supplemental to, or correlative
with, various courses of instruction. Students are part of the library’s clientele.
However, the library does not attempt to supply materials required for course work of
elementary or secondary schools or of institutions of higher learning.

2. GENEALOGY
The Harvey Public Library District purchases general guides to help the people trace
their ancestry, but does not attempt to acquire specialized genealogy sources.

3. FOREIGN LANGUAGE
Foreign language dictionaries and foreign language materials will be acquired, if
there is a high incidence of people speaking a foreign language that belong to the
Harvey Public Library District. Materials will be purchased that are written or spoken
in that particular language.

4. LAW AND MEDICINE
Legal and Medical works are acquired only to the extent that they useful to the
general layperson.

AREAS OF SPECIAL ACQUISITION

1. LOCAL HISTORY COLLECTION ON HARVEY AND ITS ENVIRONS.
In order to provide a depository of otherwise unobtainable material

2. BLACK HISTORY AND CULTURE IN AMERICA.
To assist this minority population

3. HISPANIC HISTORY AND CULTURE IN AMERICA.
To assist this minority population



Gifts And Donations 204

Gifts of books and other materials are accepted with the understanding that they may be used or
disposed of as the library sees fit. Any materials added to the collection are subject to the
Standard Selection Criteria. The library reserves the right to decide if gift material will be added
to the collection.

Some materials donated to the library cannot be used, because any item, though of value in itself,
may be a duplicate of an item which the library already has, a title which does not receive
adequate use, a title which does not conform to the selection criteria established to ensure the
library of having a quality, balance collection.

Donations to the library are acknowledged, but no attempt is made to evaluate materials donated,
with respect to monetary value or for tax purposes.

Monetary gifts to the library for the purchase of materials must also conform to the selection
criteria. Therefore, the donor may request that a type of material be purchased or suggest the
subject area for the purchase, but specific titles are made by the library in accordance with the
needs of the community and the selection policies of the library.



Collection Maintenance 205

WEEDING:

The professional staff continuously evaluates the Library’s collections in order to maintain a
useful collection. Library materials are discarded for one or more of the following reasons:

1. Irreparable damage.
2. Out of date.
3. Insufficient use.
4. Space available for housing materials.

REPLACEMENT:

The Library will not automatically replace all items withdrawn because of loss, damage, or wear.
Need for replacement in each case is judged by the following:

1. Likelihood of further use.
2. Existence of adequate coverage of the subject, especially if more current material is

available.
3. Demand for the title.

DUPLICATION:

Duplicate copies of titles shall be purchased only when there is sufficient public demand.



Reconsideration of Library Materials 206

Intellectual Freedom

The Harvey Public Library District subscribes in principle to the statements of policy on library
philosophy as expressed in the American Library Association Library Bill Of Rights, Freedom
To Read Statement, and Freedom to View Statement, copies of which are appended to and made
part of this policy.

Reconsideration

Once an item has been accepted as qualifying under the selection policies and rules, it will not be
removed at the request of those who disagree with it unless it can be shown to be in violation of
these policies and rules.

Formal procedure for the reconsideration of materials:

1. Patron may present concern to a staff member on duty.
2. Matter may be discussed with the Library Director or Librarian in charge.
3. If concern is not resolved, patron may fill request form from Library Director for further

consideration.
4. If Patron requests still further consideration, matter may be referred to the Library Board.
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Code of Ethics of the American Library Association 301

As members of the American Library Association, we recognize the importance of codifying and
making known to the profession and to the general public the ethical principles that guide the
work of librarians, other professionals providing information services, library trustees and library
staffs.

Ethical dilemmas occur when values are in conflict. The American Library Association Code of
Ethics states the values to which we are committed, and embodies the ethical responsibilities of
the profession in this changing information environment.

We significantly influence or control the selection, organization, preservation, and dissemination
of information. In a political system grounded in an informed citizenry, we are members of a
profession explicitly committed to intellectual freedom and the freedom of access to information.
We have a special obligation to ensure the free flow of information and ideas to present and
future generations.

The principles of this Code are expressed in broad statements to guide ethical decision making.
These statements provide a framework; they cannot and do not dictate conduct to cover
particular situations.

I. We provide the highest level of service to all library users through appropriate and
usefully organized resources; equitable service policies; equitable access; and accurate,
unbiased, and courteous responses to all requests.

II. We uphold the principles of intellectual freedom and resist all efforts to censor library
resources.

III. We protect each library user's right to privacy and confidentiality with respect to
information sought or received and resources consulted, borrowed, acquired or
transmitted.

IV. We recognize and respect intellectual property rights.
V. We treat co-workers and other colleagues with respect, fairness and good faith, and

advocate conditions of employment that safeguard the rights and welfare of all
employees of our institutions.

VI. We do not advance private interests at the expense of library users, colleagues, or our
employing institutions.

VII. We distinguish between our personal convictions and professional duties and do not
allow our personal beliefs to interfere with fair representation of the aims of our
institutions or the provision of access to their information resources.

VIII. We strive for excellence in the profession by maintaining and enhancing our own
knowledge and skills, by encouraging the professional development of co-workers, and
by fostering the aspirations of potential members of the profession.

Adopted by the ALA Council , June 28, 1995



Borrowing Privileges 302

The privilege of borrowing books and other library materials shall be extended by use of a
library card.

ELIGIBLE BORROWERS
WITHOUT FEE:

Residents of the Harvey Public Library District and communities served by contract are eligible
for full borrowing privileges, including Suburban Library System reciprocal borrowing without a
fee.

Non-resident property owners, who pay real estate taxes within the Harvey Public Library
District’s service area, are entitled to a Harvey Public District card without payment of non-
resident fee. This no fee privilege is extended to one person only per parcel of taxable property
upon presentation of a current tax bill. With this card, the holder is entitled to one year of
borrowing privileges at the Harvey Public Library District.

WITH FEE:

Non-residents may acquire borrowing privileges upon payment of a “non-resident” fee. This fee
closely approximates the annual cost to an average taxpayer of the Harvey Public Library
District for library service. A non-resident will be required to show his/her most recent property
tax bill or lease for this fee to be determined.
It entitles a non-resident and any member of his/her immediate family and/or household to one
year of library privileges at the Harvey Public Library District.



Registration 303

Application forms for borrower’s cards are available at the main circulation desk. No
applications are to be taken out of the library. All applicants must present proof of identity,
eligibility, and name and phone number of a resident of the communities served as a reference.
Eligibility shall be established by presenting a current Illinois Driver’s License or a current
Illinois State ID with the Harvey Phoenix, or Dixmoor address on it. If you do not have either of
those two (2) forms of IDs, ask to speak with a manager and bring with you at least two (2) of
the following with the current Harvey, Phoenix or Dixmoor address on it…

 A current utilities receipt, with address on it.
 A current rent receipt with applicant’s name and address, also the name, address and

phone number of landlord must be on receipt.
 A current copy of lease.
 A current cable bill.
 A current tax receipt, for property owned in communities served.
 A school ID card for High School and/or College students with the current Harvey,

Phoenix or Dixmoor address on it.
 Mortgage Papers.
 A current Voter’s registration card.

College students or an adult living in a parent’s home, must bring with them two of the
following:

 An income tax filing.
 A check.
 Official letter from the college currently attending.
 Three (3) pieces of mail in the person’s name addressed to current

address, in addition to any other requirement that is necessary.

Homeless and distressed individuals must show proof of residency from the shelter they are
staying at. This card is good for six (6) months.

One form of current identification is required if the borrower has changed their address but still
lives within the communities served by the Harvey Public Library District.

Children cards shall be issued to all applicants under the age of eighteen (18), providing a
parent or guardian, who is qualified to hold a library card, accompanies them.



The child must be able to print their first and last name legibly on the application card.
Signatures of parent or guardian and child are required on the application, until the child
is 18 years old.

Parent or guardian agrees to be responsible for materials borrowed and fines owed by the child,
and is aware that there is no age restriction on borrowing library materials, and accepts
responsibility for the child’s selection of materials.

Note: Should questions of eligibility arise, matter may be referred to Circulation Supervisor or
Senior Management.12

12 Amended September 22, 2005 Revised May 8, 2010



Responsibility of Borrower 304

1. Each individual is responsible for all materials borrowed on his / her card. The borrower
is expected to return materials on time and in good condition. Borrowers will pay fines on
overdue materials and will pay the cost of damaged or lost materials plus the current
processing fee. For his/her own protection the borrower should inform the library
immediately if a card has been lost, misplaced or stolen. The library should also be
notified immediately of any change of address, telephone number or name.

2. All persons are required to use their own personal library card for all transactions. The
card of a relative, other family member, etc. will not be accepted. The library staff will
reserve the right to request identification, if there is a question about the identity of the
card use.

3. Parents or guardian will be required to sign for financial responsibility for their
dependent children, up to the age of 18, when a library card is first issued.



Delinquent Borrowers 305

The Harvey Public Library District will not issue cards or provide service to patrons who are
known to have overdue obligations (in the form of unpaid fines or overdue, lost, or damaged
materials) at another library in the State of Illinois.

The Harvey Public Library District will not provide service to cardholders whose cards have
expired, until that card has been renewed or reinstated.

Any card, which has shown no activity for four years, will be withdrawn from registration records. Cardholder will then reapply for
borrowing privileges, if they wish to have the card reinstated.

Delinquent patrons whose cards have expired will be kept on file and cards will not be renewed,
until delinquency is waived under one of the following conditions:

 Delinquency is for minor fines only, and card expired at least one year ago.
 Delinquency was incurred seven years ago.

Exception: Any patron who has a Credit Bureau Charge from a reciprocal borrowing library will
be kept on file indefinitely according to Suburban Library System Policy.

Family Delinquencies13

Cards will not be issued in the following circumstances:

If the signing parent(s)/legal guardian are delinquent:
1. No cards will be issued to minor children age 17 or under.
2. Cards will be issued to other adult family members age 18 or over.

Cards will be listed as delinquent in the following circumstances:

If a minor child age 17 or under in a family is delinquent:
1. The card(s) of the signing parent(s)/legal guardian will be listed as delinquent.
2. The cards of other minor children age 17 and under that were signed by the
parent(s)/legal guardian will also be listed as delinquent.

If the signing parent(s)/legal guardian are delinquent:
1. The cards of any minor children age 17 and under that were signed by the
parent(s)/legal guardian will be listed as delinquent.
2. Cards issued to other adult family members age 18 or over will not be affected.

13 Amended March 12, 2009



Confidentiality of Library Records 306

All patron information will be kept confidential by the library, including:

 Patron's registration information.

 Patron’s borrowing records.

Library records are for the sole purpose of protecting and accounting for public property and are
not to be used directly or indirectly to identify the types of materials used, or the kind of
information asked for, by individual library patrons. It is the duty of the Board of Library
Trustees and the library staff to insure the privacy of the patrons of the library and to consider all
library records to be confidential, with exception of those that by statute are public records.

No other library records are made available to casual members of the public, the press, or any
agency of federal, state or local government, except pursuant to such process, order, or subpoena
as may be issued under the authority of and in accordance with federal, state, or local law
relating to civil, criminal, or administrative discovery procedures, or legislative investigative
power. The Board of Library Trustees and library staff may oppose the issuance or enforcement
of any such process, order, or subpoena until such time as a proper showing of good cause has
been made in a court of competent jurisdiction. Moreover, any costs incurred by the Harvey
Public Library District in any search through patron records, even under court order, will be
charged to the agency demanding such search as may be allowed by law.



Circulation Policy 307

The library collection is maintained for the use of its patrons. Rules adopted by the Board
regarding the circulation of materials and assessment of fines or other charges are made only to
maintain the services of the library for its patrons to the greatest extent possible.

Item Limit Loan Fine
Period

Adult Books * None 21 days $ .15
Test Books ** 2 21 days .15
Juvenile Books None 21 days .10
Periodicals None 7 days .15
Juvenile Periodicals None 7 days .10
Pamphlets None 7 days .15
Juvenile Pamphlets None 7 days .10
Compact Disks *** 4 7 days .15
Audio Cassettes None 7 days .15
Language Learning (Audio) None 14 days .15
Language Learning (Video) None 14 days 2.0014

New Release DVDs 4 3 days 2.0015

DVD’s And Video Cassettes 4 3 days 2.0016

Non-Fiction DVD’s and Cassettes 4 7 days 2.0017

Reference Books **** 21 days 1.00
Interlibrary Loan None ***** .50
Videocassette Not Rewound N/A N/A 50

Exceptions:

* Popular books, in demand, limited loan 7 days, no renewal.

** $10.00 deposit per book

*** For sets with five or more discs or a disc costing more than $35.00, a fee of 1/3 of the
cost will be required as a deposit. The minimum deposit will be $10.00.

**** At the discretion of the Adult Services Supervisor

***** As determined by lending library

14 Amended May 13, 2010
15 March 10, 2011
16 Amended May 13, 2010, March 10, 2011
17 Amended May 13, 2010



NUMBER OF ITEMS LOANED

In general, there is no limit on the total amount of material a patron can borrow, but in order to
insure fair access to materials in limited supply, the Library Director may make restrictions as
necessary.

LENGTH OF LOANS

Please refer to the chart. Special items in great demand may be temporarily placed on a short-
term loan of one week.

Note: Extended loans, up to 28 days, are available for vacation periods and other special
circumstances. Request at time of checkout.

FINES
Please refer to the chart. Fines will be charged on all materials returned overdue

RENEWAL OF LIBRARY MATERIALS

Materials may be renewed twice, for twenty one days.
Materials may not be renewed if over one week late, until fine is paid.
No Renewals on short-term loan materials.
No Renewals on materials requested by another person.

NOTE: Renewals on other Illinois Libraries and Suburban Library System materials are subject
to their Policies.

LOST OR DAMAGED MATERIALS

Charges will be assessed according to the following guidelines:

Lost or Destroyed Materials: Current replacement cost, plus processing fee
Damaged Materials:

 Ripped, missing, or marked pages. Per page processing fee.
 Missing Or Damaged Z-Labels: Current Processing fees.

Any materials lost due to a natural disaster must be on a verifiable report (Police, Insurance, etc.)
and the patron will not be held responsible.

Any materials, other than those received through Interlibrary Loan, returned within three months,
the patron will receive the replacement cost minus the fines from due date until the material was
paid for and will not be reimbursed the handling charge. Any materials returned after three
months, no reimbursement would be made.



NOTE: The Harvey Public Library District will not take personal checks as a form of payment
for fines or damaged materials.

RESERVING LIBRARY MATERIALS
 Patrons may request that an item, currently checked out, be held for them when it is

returned.
 Popular books may have waiting lists, and patron's requests will be honored in the order

received.

INTERLIBRARY LOAN

The Harvey Public Library District abides by the Metropolitan Library System Interlibrary Loan
Code (see Appendix IV), and reserves the right to decide whether a particular item should or
should not be loaned.

Any fees that apply to materials owned by the Harvey Public Library District will also apply to
items borrowed through Interlibrary Loan.

Most materials in the Harvey Public Library District’s collection are always eligible for
interlibrary loan; however, the following type of material may be restricted:

 Reference Books
 Newly Acquired Materials
 Audio – Video Cassettes
 CD’S and DVD’s



Reference Service Policy 308

Purpose of Reference Service:
To define reference services provided by the library, to serve as a foundation for developing
procedures for delivery of services and to provide clarification of reference services to library
users.

Goal of Reference Service:
To assist every library user who requests information or materials from the library, to find what
they seek, either in the library, or by referral to another source.

SCOPE OF SERVICE / GENERAL GUIDELINES

Eligibility:
1. Reference assistance is available to all who request it, regardless of residency
2. Reference service is available to library users of all ages.
3. Reference service is available in answer to requests in person, by phone, or by mail.
4. Harvey Public Library District cardholders have access to services of the Suburban Library

System.
5. Residents of other library service areas are encouraged to seek the services from their home

libraries.

Staffing:
Qualified staff is available to assist library users during all hours that the library is open.

Referral:
If required information / material is not available in the library, referral is made to an appropriate
source – The Metropolitan Library System’s Interlibrary Loan Department or Reference Service,
area agencies or experts.

Sources:
Library users are given the source of information as well as the answer.

Priorities:
Priority is given to in-person request over telephone requests. However, calls in progress are
completed before walk-in users are served.

Whenever possible, questions are answered during a patron’s visit or phone call. If this is not
possible, or if the answer to a telephone reference question can not be provided within five
minutes, the patron will receive answer or status report within forty-eight hours.

Complex questions requiring extensive research are not answered by phone. Staff will encourage
callers to come to the library to be assisted with research. (See also telephone requests)



During busy periods, when staff may need to limit time spent with each person, response time for
complex questions is negotiated with the patron.

Recommendations:
Staff does not give personal opinions, recommendations, or advice in areas outside their
expertise – such as medicine, law, or appraisal of rare books, coins, etc. When staff does offer an
opinion in an area of their expertise, that opinion is identified as such.

Confidentiality:
All requests for information are handled in confidence and with impartiality.

SPECIAL INQUIRES - GUIDELINES

Crisscross Directory:
Information from this directory is available in the library to anyone requesting it.

A maximum of three addresses will be checked per phone call. Information will be given
only for address requested.

Telephone Requests:
A maximum of three books or newspaper or magazine articles per phone call will be checked
for availability, when caller can provide adequate information so that the item may be
checked quickly.

When a caller can not provide such adequate information, staff will encourage caller to come
to the library to be assisted to locate specific item desired.

Reference staff will not read lengthy lists or long passages of statistics, technical, medical, or
legal information to callers. Staff will request that caller see or make a copy of information
personally to insure that accurate information is obtained.

Contest & Quizzes:
Staff will answer if question is factual and an answer can be found quickly, or staff will assist
patron to find probable sources for answers. The library assumes no responsibility for
guaranteeing correct answers for contests or quizzes.

Genealogy:
The library has few resources in this field and cannot do genealogy research.
Staff will request genealogical materials through interlibrary loan, and will refer patrons to
agencies holding appropriate collections.

Homework/School Assignments:



Homework is intended to be a learning experience for the student. School assignment; the help
provided is dependent on the nature and purpose of the assignment, the difficulty of the search,
and the age and sophistication of the student. As appropriate, staff will assist student to find
sources, instruct them in the use of the sources, and assist in the search.

FEE AND CHARGES;

Generally, reference services are available without charge to public. However, if charges are
levied by a supplying agency, they are passed on to the patron. Other fees or charges passed on
to patron can be, but not limited to Data Base Search, Dial-Up and Broadband Internet Services,
Public Computer usage and printing.

NOTE: The Harvey Public Library District will not take personal checks as a form of payment
for reference services other than Dial-Up or Broadband Internet Services.

ETHICS AND STANDARDS:

The library complies with the Suburban Library System’s Minimum Reference Standard for
Public Libraries (See Appendix III), and reference service requirements of the State of Illinois
Standards For Illinois Public Library – Serving Our Public.

The Harvey Public Library District subscribes to the American Library Association’s CODE OF
ETHICS for librarians. (See policy #301).



Service Outlet And Hours 310

The Harvey Public Library District library is located at:

15441 Turlington Avenue
Harvey, Illinois 60426

Service Hours:

 Monday Thru Thursday 10:00am to 8:00pm
 Friday and Saturday 10:00am to 4:00pm

The library is closed on Sundays and the following holidays:
 New Years Day
 Martin L. King’s Birthday
 President’s Day
 Good Friday
 Easter Sunday
 Memorial Day
 Independence Day
 Labor Day
 Columbus Day
 Veterans Day
 Thanksgiving Day
 Christmas Eve Day
 Christmas Day
 New Years Eve Day18

When a holiday falls on a Sunday, the Library will be closed on the following Monday. In
addition the Library will be closed all day on Christmas Eve Day and New Years Eve Day.
When Christmas and New Years falls on a Monday, the Library will close on December 23rd

and December 30th. When Christmas and New Years falls on a Friday, the Library will also
be closed on Saturday.19

18 Amended June 9, 2003
19Amended September 10, 2009



Displays And Exhibits 311

Library displays and exhibits are designed to promote the library’s educational, cultural, and
intellectual goals, and to appeal to the varied interests of the community.

Use of the library’s facilities for displays by individuals or organizations is a privilege and
subject to revue by the Board of Library Trustees.

Community Bulletin Board
Publicity announcing programs sponsored by not-for-profit organizations will be placed on the
bulletin board as space allows. Publicity items are to be delivered to the Administration Office
for approval and posting.

Information Racks
Pamphlets that describe activities of local not-for-profit organizations will be placed in the
Information Racks as space allows. Items are to be delivered to the Administration Office for
approval and placement in the display racks.

Endorsement
The library endorses ALA’s statement on “Exhibit Spaces and Bulletin Boards.” Contents of
exhibits are not meant to reflect the views of the Harvey Public Library District, its trustees, or
its staff.

Exhibit Spaces and Bulletin Boards:
An Interpretation of the Library Bill of Rights

Libraries often provide exhibit spaces and bulletin boards. The uses made of these spaces should
conform to the Library Bill of Rights: Article I states, “Materials should not be excluded because
of the origin, background, or views of those contributing to their creation.” Article II states,
“Materials should not be proscribed or removed because of partisan or doctrinal disapproval.”
Article VI maintains that exhibit space should be made available “on an equitable basis,
regardless of the beliefs or affiliations of individuals or groups requesting their use.”

In developing library exhibits, staff members should endeavor to present a broad spectrum of
opinion and a variety of viewpoints. Libraries should not shrink from developing exhibits
because of controversial content or because of the beliefs or affiliations of those whose work is
represented. Just as libraries do not endorse the viewpoints of those whose works are represented
in their collections, libraries also do not endorse the beliefs or viewpoints of topics which may be
the subject of library exhibits.

Exhibit areas often are made available for use by community groups. Libraries should formulate
a written policy for the use of these exhibit areas to assure that space is provided on an equitable
basis to all groups which request it.

http://www.ala.org/work/freedom/lbr.html


Written policies for exhibit space use should be stated in inclusive rather than exclusive terms.
For example, a policy that the library’s exhibit space is open “to organizations engaged in
educational, cultural, intellectual, or charitable activities” is an inclusive statement of the limited
uses of the exhibit space. This defined limitation would permit religious groups to use the exhibit
space because they engage in intellectual activities, but would exclude most commercial uses of
the exhibit space.

A publicly supported library may limit use of its exhibit space to strictly “library-related”
activities, provided that the limitation is clearly circumscribed and is viewpoint neutral.

Libraries may include in this policy rules regarding the time, place, and manner of use of the
exhibit space, so long as the rules are content-neutral and are applied in the same manner to all
groups wishing to use the space. A library may wish to limit access to exhibit space to groups
within the community served by the library. This practice is acceptable provided that the same
rules and regulations apply to everyone, and that exclusion is not made on the basis of the
doctrinal, religious, or political beliefs of the potential users.

The library should not censor or remove an exhibit because some members of the community
may disagree with its content. Those who object to the content of any exhibit held at the library
should be able to submit their complaint and/or their own exhibit proposal to be judged
according to the policies established by the library.

Libraries may wish to post a permanent notice near the exhibit area stating that the library does
not advocate or endorse the viewpoints of exhibits or exhibitors.

Libraries which make bulletin boards available to public groups for posting notices of public
interest should develop criteria for the use of these spaces based on the same considerations as
those outlined above. Libraries may wish to develop criteria regarding the size of material to be
displayed, the length of time materials may remain on the bulletin board, the frequency with
which material may be posted for the same group, and the geographic area from which notices
will be accepted.

Adopted July 2, 1991, by the ALA Council



Charges For Service 312

MOST services of the Harvey Public Library District are free. However, a few special
services are costly, and these costs must be passed on to the user. Charges for special services
include:

CENSUS MICROFILM:

This microfilm is furnished through a commercial agency at a per roll cost, subject to the
company's policy. Complete cost information is available in the Reference Department.

DATA BASE SEARCHES:

If a patron requests that the library do an on-line search, cost of this search will be charged to
patron.

DIAL-UP and BROADBAND INTERNET SERVICE

PUBLIC COMPUTER USAGE and PRINTING

FAX SERVICE

(NOTE: The Harvey Public Library District will not take personal checks as a form of payment
for fines, damaged materials or services provided other than Dial-Up and Broadband Internet
Service.)



Internet Access 313

The global electronic community, commonly referred to as the "Information Superhighway" or
the "Internet," is a very valuable resource for information and education. The Internet
(including, but not limited to, Internet sites, pages, files, e-mail, on-line services, and bulletin
board systems) provides access to a vast array of resources that can be used to support the
resources, materials and services of the Library District by facilitating resource sharing,
innovation, and communication.

While the Library District offers links to a wide range of useful and interesting sites through its
home page, parents/guardians are advised that all Internet sites remain available, including those
that may contain controversial or offensive material. Due to the nature of networked
communications, it is impractical for the Library District to exclude access to any networked
information source. The Board of Library Trustees believes, however, that the valuable
information and interaction available on this worldwide network far outweighs the possibility
that Internet users may come across material that is inconsistent with the goals of the Library
District. The responsibility for what is viewed and read is that of the individual Library patron,
or, in the case of minors, the responsibility of the parents or guardians of the minor. The Library
District does not monitor and has no control over the Information accessed through the Internet,
and is not responsible for the application of any information acquired by using the Internet.

The District will not take precautions to prevent access to materials that may be defamatory,
inaccurate, offensive, or otherwise inappropriate for younger patrons. On an unregulated
network, it is impossible to control all material and a user may discover inappropriate material.
This material does not simply appear, but rather is sought by the child. Ultimately, parents are
responsible for setting and conveying the standards that their child should follow. To that end,
the Library District supports and respects each family's right to decide whether or not to
authorize Internet access.

All use of the Internet shall be consistent with the Library District's goal of supporting the
intellectual, educational, social, cultural and recreational needs of its patrons by facilitating
resource sharing, innovation, and communication. The failure of any user to follow the library’s
procedures may result in the loss of privileges, disciplinary action, and/or appropriate legal
action.



Use of Library Meeting Rooms 314

The library meeting rooms are not currently available to the public. They are only to be used for
library sponsored events.20

20 Reaffirmed August 14, 2004 and July 13, 2006. Revised October 11, 2007



Freedom Of Information 315

In compliance with the Illinois Freedom of Information Act, PA 83-1013, effective July 1, 1984,
it shall be the policy of the Harvey Public Library District to make available those public records
that are required by law. Public notice is posted in the library in conformity with requirements of
this act. Notice includes the following information about the makeup and operation of the
library:

A. Purpose
B. Functional Subdivisions
C. Operating Budget
D. Operating Centers
E. Employees
F. Composition of Board
G. Availability of Public Records
H. List of Records

AVAILABILITY OF PUBLIC RECORDS:

Members of the public may obtain information and public records available under the Illinois
Freedom of Information Act by:

1. submitting a written request to the District in care of the Library Director
2. specifying information or document requested

Requests for public records will be expeditiously processed. The Harvey Public Library District
will either comply with or deny such written request within seven (7) days after its receipt.
Retrieval and copying of records will be done by employees of the library.

FEES:

$1.00 for first page, and .20 cents each additional page
$ .50 per request for certification
All checks should be made payable to the Harvey Public Library District.

LIST OF RECORDS:
The Harvey Public Library District retains library records according to the guidelines established
by the Local Records Commission in Springfield, Illinois. A list of types of records under its
control will be maintained in the Library Office. It is available for inspection and copying
through the office of the Library Director, at: Harvey Public Library District, 15441 Turlington
Ave., Harvey, IL 60426-3683.

RIGHT OF APPEAL:
In the event that access to public records is denied under the law, PA 83-1013; then the
requestor, under provisions of ILL. Rev. Statutes Ch. 116, secs. 210 & 211, has the right to
appeal such denial to the head of the public body, the President of the Library Board of
Directors.



Public Comment Policy 316

1. Public comments are permitted during the “Public Comments” or “Audience
Participation” portion of the Agenda.

2. The Board President may grant a request to address the Board during public participation
only.

3. The Board President will ask if anyone wishes to address the Board and will determine
the order in which speakers will be recognized.

4. Each speaker shall provide his or her name and address and his or her group affiliation (if
any).

5. Comments should be brief and to the point.
6. An immediate response from the Board is not required.
7. Each person is allowed a maximum of three (3) minutes to speak.
8. Members of the public will not be allowed to speak a second time.
9. Any written materials presented to the Board will be included in the Library’s files rather

than in the minutes.21

21 March 10, 2011
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CODE OF CONDUCT 401

The Harvey Public Library District offers an environment which is conducive to reading and
study. People using the Library are to conduct themselves in a manner which is appropriate to
the Library’s nature and purpose. Anyone who interferes with the proper use of the Library by
other patrons, abuses Library property or materials or otherwise disregards the rules of conduct
of the library is subject to removal from the library and/or restriction of Library privileges.



Rules of Conduct 402

Patrons shall:

 Engage in activities associated with the use of a public library.
 Respect the rights of other patrons and staff members.
 Return library materials and pay charges.
 Comply with requests to open briefcases, shopping bags, or other packages if the book

security system is triggered or upon reasonable concern.
 Take responsibility for the discipline, care and safety of their children and children

assigned to their care.

Patrons shall not:

 Remove library materials from the building without charging them out.
 Consume food or beverages, smoke or use tobacco products inside the library.
 Be under the influence of alcohol or drugs.
 Engage in any illegal activity while in the library.
 Have in their possession weapons or illegal substances.
 Interfere with the use of the library by other patrons.
 Interfere with the library staff in the performance of their duties.
 Enter non-public areas of the building.
 Deface or damage or destroy library materials.
 Enter the library without shirt and shoes.
 Shave, bathe, or launder clothes in public washrooms.
 Sell, solicit, panhandle, or loiter
 Bring pets into the library, except for seeing dogs.
 Use cell phones or pagers in the building.

Penalties:

 Any patron not abiding by this policy or other policies of the library may be warned by
any staff member or required by any staff member to leave the library building and
grounds for the remainder of the day. Serious or continued violations may result in a
suspension of privileges for up to 30 days by a department supervisor.

 Any patron who violates these or other rules and regulations may be denied the privilege
of access to the library for a period of longer than 30 days if deemed necessary by the
Library Director.

 A patron whose privileges have been denied may request in writing that the decision be
reviewed by the Board of Library Trustees at its next monthly meeting.



Unsupervised Children 403

Unattended school age children are free to utilize the library’s resources, as long as needed,
provided that they demonstrate purposeful intent to use library resources, and their behavior is
not disruptive to other patrons or staff members. If students are in the library while school is in
session, unless accompanied by a parent or legal guardian, they will asked to return to school or
the school will be called. An unattended child is any young person ten (10) years of age or
younger using the library unaccompanied by a responsible adult. A vulnerable child is any
unattended child over the age of ten (10) whose safety or well-being would be endangered if he
or she were sent out of the building.

A parent/caregiver who, in the opinion of library staff, does not adequately or effectively
supervise the behavior of children in his or her charge, will be made aware of the problem as
quickly and as discreetly as possible. If a problem persists after the caregiver has been made
aware of it and given a reasonable opportunity to correct it, the caregiver and child will be asked
to leave the library.

Additionally, while a parent/caregiver is required to provide supervision for the children in his or
her charge, such supervision is expected to be reasonable and non-abusive. If the
parent/caregiver does not stop abusive behavior, the caregiver and child maybe asked to leave
the library. In cases of serious or chronic violations, library staff will notify local law
enforcement personnel or the Illinois Department of Human Services or the Illinois Department
of Children and Family Services, as appropriate.

If a child is found unattended or engages in inappropriate behavior, library staff will locate the
parent/caregiver in the library and inform him or her of the rules. If the child again is found
unattended or if inappropriate behavior continues, the family may be asked to leave the library.

If a child is alone in the library building at closing time and appears to be vulnerable:

1. Library staff will attempt to call a parent/caregiver. If staff cannot reach a parent
or guardian in the first attempt, the Library staff will call local law enforcement
personnel and DCFS (Department of Children and Family Services).

2. Library staff will contact local law enforcement personnel and DCFS if staff is
able to reach a parent/caregiver but the parent/caregiver is unable to pick up the
child within 30 minutes.

3. Library staff will contact local law enforcement personnel and DCFS if the
parent/caregiver first state that he or she can pick up the child within 30 minutes
but does not arrive at the library by that time.

4. The Librarian on duty and one other staff member will remain with the child
inside the library until a parent, guardian or local law enforcement personnel
arrives.

When local law enforcement has been called to pick up a child, library staff will leave a note on
the door notifying the parent/caregiver.



UNDER NO CIRCUMSTANCES will library staff transport or take the child away from the
library building.

In any situation involving youth safety and specifically whenever parent/caregivers or law
enforcement personnel are contacted, staff will complete an Incident Report. 22

22 December 15, 2011



APPENDIX: I

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 avoid the subversion of politics and the corruption of morals. We, as citizens
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 citizen, by exercising critical judgment, will accept the good and reject the bad. The
censors, public and private, assume that they should determine what is good and what is bad for
their fellow citizens.
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 need the help of censors to
assist them in this task. 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.
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 or unpopular
with 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.

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.

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.

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.



It is not in the public interest to force a reader to accept with any expression the prejudgment
of a label characterizing it 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 the citizen. 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.

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.

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.

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 citizens
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; revised January 28, 1972, January 16, 1991, July 12, 2000, by
the ALA Council and the AAP Freedom to Read Committee



APPENDIX: II

FREEDOM TO VIEW STATEMENT

The FREEDOM TO VIEW, along with the freedom to speak, to hear, and to read, is
protected by the First Amendment to the Constitution of the United States. In a free
society, there is no place for censorship of any medium of expression. Therefore these
principles are affirmed:

1. To provide the broadest access to film, video, and other audiovisual materials
because they are a means for the communication of ideas. Liberty of circulation is
essential to insure the constitutional guarantees of freedom of expression.

2. To protect the confidentiality of all individuals and institutions using film, video,
and other audiovisual materials.

3. To provide film, video, and other audiovisual materials which represent a
diversity of views and expression. Selection of a work does not constitute or
imply agreement with or approval of the content.

4. To provide a diversity of viewpoints without the constraint of labeling or
prejudging film, video, or other audiovisual materials on the basis of the moral,
religious, or political beliefs of the producer or filmmaker or on the basis of
controversial content.

5. To contest vigorously, by all lawful means, every encroachment upon the public's
freedom to view.

This statement was originally drafted by the Freedom to View Committee of the
American Film and Video Association (formerly the Educational Film Library
Association) and was adopted by the AFVA Board of Directors in February 1979. This
statement was updated and approved by the AFVA Board of Directors in 1989.

Endorsed by the ALA Council January 10, 1990

http://www.ala.org/alaorg/oif/first.html


Appendix: III

SLS Minimum Reference Standards for Public
Libraries

Introduction to 1999 Revision
The SLS Minimum Reference Standards for Public Libraries provide the framework for
quality information services among the member libraries of the Suburban Library
System. Since their inception and adoption by the SLS Board in 1986, the Standards have
fostered ongoing improvements in the design and delivery of information services. The
Standards also have helped clarify the role and relationship of the SLS Reference Service
to the member libraries.
In 1992, a survey of the SLS public libraries reported 86% of the libraries supporting the
continuation of the Standards. In 1993, a committee reviewed the Standards in light of the
1992 survey results and proposed revisions which met the approval of the board. In
compliance with the stipulations in the Standards, a new committee was appointed in
1998 to review and evaluate the document. This revision is the result of their work.
The consensus of the committee is that the 1993 SLS Minimum Reference Standards
have continued to serve public library members very well. The document has been a
powerful tool in improving member libraries' ability to provide quality reference service.
This committee also recognizes the direct impact that SLS Reference Service has on the
performance of reference staff at the local library level.
The committee recommends retention of the Standards and proposes several select
revisions that reflect changes in technology, the impact of the Internet on the dynamics of
information service, and the increasing diversity of resources (in any and all formats).
Changes in information and delivery systems continue to underscore the importance of
training, continuing education, and effective use of the SLS Reference Service.
The document is divided into four sections:

I. Standards for a Written Reference Service Policy
II. Standards for Reference Staff

III. Standards for Reference Sources
IV. Reference Standards Evaluation Process

http://www.sls.lib.il.us/reference/standcore/standpl.html#1
http://www.sls.lib.il.us/reference/standcore/standpl.html#2
http://www.sls.lib.il.us/reference/standcore/standpl.html#3
http://www.sls.lib.il.us/reference/standcore/standpl.html#4


I. STANDARDS FOR A WRITTEN REFERENCE SERVICE POLICY
A. A written policy, adopted by the Board, is an essential element in the delivery of
quality reference service. Key staff, representing adult and children's reference personnel,
and administrators will contribute to development of this plan.
B. Policies will apply to at least those persons within the library's legal service area and
will include the following:
1. Assurance that the entire collection is available for reference purposes to patrons of all
ages.
2. Assurance that the library's written reference policy addresses public access to
electronically retrievable information.
3. Assurance that reference service is provided by trained staff (see Section II. C. of this
document) at least 90% of the hours a library is open to the public. If trained staff is not
available, an appropriate sign must be posted.
4. Assurance that reference service is provided in response to all forms of inquiry,
including telephone, fax, mail, and email.
5. Assurance that reference service is provided for any question that cannot be answered
with on-site resources. Referral from the library to any of the following is expected: SLS
Reference Service; other libraries; local or metropolitan resources.
6. Guidelines that address special categories of reference inquiries, e.g., telephoned
homework assignments and contest questions.
7. Definition of those reference services for which the library charges a fee.
8. Assurance that the library's written reference policies are read and understood by all
staff providing reference service.
9. Assurance that the library's written reference policies are available to the
public.
10. A statement of ethics concerning reference service, covering impartiality and
confidentiality.
11. Provision for periodic evaluation of the library's reference service at the local level.
12. Provision for review of the reference service policy at least every three years, by adult
and children's reference staff, administration, and board.

II. STANDARDS FOR REFERENCE STAFF
While budget considerations of many SLS libraries may limit professional staffing, the
importance of the MLS as a benchmark of professional reference service is recognized.
When hiring new personnel who will provide reference service for children, young adults,
or adults, every effort should be made to appoint those individuals who have obtained an
ALA-accredited MLS degree.
A. Each library will designate at least one staff member as the person who has principal
responsibility for reference service.
B. The person(s) who has principal responsibility for reference service will meet the
following requirements:
1. Formal education applies to a newly appointed staff member assuming principal
responsibility for reference service in a member library subsequent to January 1, 2000.
a. Library serving 15,000+ population: ALA-accredited MLS degree or MLS degree
candidate currently enrolled; full-time staff member.



b. Library serving 15,000- population: ALA-accredited MLS degree, MLS degree
candidate currently enrolled, or Bachelor's degree.

2. Responsibilities for providing reference service may be shared but will include the
following:
a. Patron reference interviews.
b. Selection and initiation of orders for reference resources and participation in weeding
of reference collection.
c. Participation in evaluation of nonfiction collection.
d. Instruction in use of reference resources.
e. Referral to off-site sources of information.
f. Provision of Readers' Advisory service, if not provided elsewhere in the library.

C. Staff Training
It is essential that all reference and reader's advisory staff meet basic training
requirements. Credit will be given if the requirements in this section have been met while
working in another position within SLS.
1. All persons who are regularly scheduled to answer reference questions will meet the
following requirements during their first year of employment in this capacity in an MLS
public library:
a. MLS Orientation.
b. MLS Reference Interview workshop or an equivalent approved by MLS Reference
Service.

2. Persons without an ALA-accredited MLS degree who are regularly scheduled to
answer reference questions will attend four additional MLS Reference workshops,
including Reference Strategies I and II, during their first two years of employment in this
capacity in an MLS public library. An equivalent approved by MLS Reference Service
may be substituted for the other two required workshops.
3. Readers' Advisory Staff: A person with regular responsibility for readers' advisory, but
not other reference questions, must attend at least one workshop during the first year of
employment in this capacity in an MLS public library. The workshop need not be MLS-
sponsored, but should deal with improvement of readers' advisory skills.
D. Continuing Education
All persons who are regularly scheduled to answer reference questions will participate in
at least two continuing education activities per year that improve reference skills. (See
Section IV. C. of this document.)
E. In-House Training
All persons who are regularly scheduled to answer reference questions will meet the
following requirements.
1. Orientation to the local library, including all policies, collections, departments, and
services, within the first 60 days of employment.
2. Ongoing training, developed locally or in cooperation with neighboring libraries, will
include:
a. Skill-building techniques.
b. Awareness of area resources.



F. Training for Trainers
The Metropolitan Library System will provide training programs for trainers as need is
evidenced by the membership.

III. STANDARDS FOR REFERENCE SOURCES
All collections in the library that are available to the public will be properly organized
for convenient access.
A. Materials
1. Reference Collection: The collection will meet the requirements of the current Core
Reference List for MLS Public Libraries.
2. Circulating Book Collection: "Supplementary reference value" will be one of the
criteria applied in the selection process.
3. Newspapers and Other Local/Regional Resources
a. The library will provide current issues of at least one community or local newspaper
and retain back files for a minimum of six months.
b. The library will provide current issues of at least one of the two major Chicago
metropolitan newspapers and retain back files for at least one month. Saturday and
Sunday as well as weekday editions will be provided.
c. The library will maintain materials to provide current local information, including the
following:
i. Basic information about local organizations.
ii. Local census information.
iii. Ordinances, codes, and maps for local municipal government(s), unless copies are
denied by units of government.
iv. Minutes of local government meetings, unless copies are denied by units of
government.
v. Basic information about local, state, and government officials.
vi. Voter information, including precinct boundaries and location of polling places.
vii. Information about local history and events.

4. Magazines: "Supplementary reference value" will be one of the criteria applied in the
selection process.. See the Core Reference List for MLS Public Libraries for required or
recommended titles.
5. Information Files: The library will have an up-to-date file that provides access to
current information and ephemera not available in other sources, but important to the
information needs of the library's patrons; file formats may vary.
B. Electronic Resources
1. The library will have in-house access to a bibliographic database that makes available
holdings information for a collection larger than its own, e.g., SWAN, VIC (Virtual
Illinois Catalog), or Illinet Online.
2. Reference staff will have ready access to the Internet, preferably graphical.
3. The library will provide access to electronic reference databases either in-house,
through a cooperative, or through MLS Reference Service.



C. Equipment
1. Reference staff will have ready access to a computer and printer to support the retrieval
and delivery of information.
2. Reference staff will have ready access to a telephone, fax machine, and email.
Reference staff will have authorization to make calls for reference information within the
Chicago Metropolitan area.
3. A photocopy machine will be available to staff and public.

IV. REFERENCE STANDARDS EVALUATION PROCESS
A. Annual Report: Each public library will report annually on compliance with specifics
of these standards, on a form supplied by the Metropolitan Library System. If the report
indicates that minimum standards are not being met, a conference between selected MLS
Reference Service staff and library reference staff will be scheduled. Access to MLS
Reference Service will be withdrawn by the MLS Board only after consideration of the
library's position.
B. Library/MLS Conference: MLS Reference Service staff will schedule a conference
with reference staff at the local library at least once every three years.
C. Continuing Education Workshops: MLS Reference Service will issue a list of their
workshops at least once a year and will include other qualifying workshops in the
monthly calendar of the Metropolitan Library System News. Recognition of a workshop
not included may be requested by submitting a description in advance to the Reference
Manager.
D. Document: Evaluation of the Minimum Reference Standards will take place in 2003.
The evaluation committee, appointed by the MLS Reference Manager, will represent
administrators and adult and children's reference staffs of member public libraries and
MLS Reference Service staff. Findings will be submitted to the MLS Reference Service
Advisory Committee, the MLS Advisory Committee, the administrators, and the MLS
Board.

Adopted by the Metropolitan Library System January 1986
Revised 1987, 1993, 1999


