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[bookmark: _Toc230953507][bookmark: _Toc230956655][bookmark: _Toc235782370][bookmark: Section1]KDL Policy 1.1 Materials Selection
LAST REVISED 2.16.2023
The purpose of this policy is to: (1) serve as a guide for the librarians of Kent District Library in the process of materials selection; and (2) inform the public of the principles upon which selections for the Library are made. Basic to this policy is the Library Bill of Rights as affirmed by the Kent District Library Board of Trustees. Kent District Library strives to provide current, factual information to supplement and enrich individual learning, and to provide materials for recreational reading and other leisure time activities. This information should be readily available to the total community regardless of gender, age, education, language, religion, ethnic and cultural background, or mental and physical ability.
STANDARDS FOR SELECTION
Kent District Library is a popular materials library and maintains a varied and up- to-date collection. It attempts to acquire materials of both current and lasting value. Since one library cannot afford all the available materials, it must employ a policy of selectivity. The Executive Director has the overall responsibility for the selection and development of the materials collection according to the principles established by the Materials Selection Policy and other approved policies and procedures. In practice, the responsibility for materials selection is shared with other staff.
Materials are selected to meet patron needs and reflect a variety of viewpoints and opinions. Criteria for consideration include popular demand, literary merit, enduring value, accuracy, authoritativeness, local interest, social significance, importance of subject matter to the collection, timeliness, cost, scarcity of information on the subject, availability elsewhere, and quality and suitability of format.
Fiction
The Library maintains a representative collection of novels and works of fiction to satisfy a wide range of tastes. Ideas of literary merit vary greatly with individuals. Therefore, the Library purchases fiction in many categories.
Non-Fiction
The Library attempts to provide a large general collection of reliable materials embracing the broader fields of knowledge. Legal and medical works will be selected to the extent that they are useful to the lay person.
Minor
Materials are selected to encourage children and families to discover the joy of reading. In order to meet the varied abilities and interests of children, the collection includes materials covering a wide range of knowledge and reading levels, both fiction and non-fiction. The illustrations in books for young people are given as much critical attention as the literary quality of fiction.
Media
The Library recognizes its responsibility to provide access to information, cultural enrichment and recreation through as wide a variety of media as possible. Media is evaluated by the same criteria as printed materials. As new technologies are developed, the Library will investigate the appropriateness of new media formats and will acknowledge the need for experimentation.
Digital Materials
Digital items such as but not limited to eBooks and eAudiobooks shall be selected using the same criteria as printed materials as described above.
Online Databases
The Library makes available a variety of online resources purchased to supplement and enhance the Library’s collection. These resources are evaluated on the basis of timeliness, ease of use, and ability to meet patrons’ information needs.
Objects
The Library’s collection makes a variety of objects available to patrons. Objects are typically high-priced items not needed for regular, sustained use and which provide access to technology that is either helpful or enriching. These objects are evaluated based on their benefit to the community, patron demand, and use of library resources, with the goal of increasing access to technology or high-cost items that patrons would not otherwise have.
[bookmark: _KDL_Policy_1.2][bookmark: _Toc225327363][bookmark: _Toc230953508][bookmark: _Toc230956656][bookmark: _Toc235782371]KDL Policy 1.2 Gifts
LAST REVISED 7.17.25
Kent District Library may legally receive gifts as authorized by the Public Library Gifts and Donations Act 1921 PA 136 (MCL 397.381 et seq.). KDL accepts monetary gifts as well as certain gift materials that reflect the Library’s strategic plan. Gifts must be unconditional and non-returnable to be used for the good of the Library System as a whole and housed in the most appropriate location. Gifts of money are acknowledged formally by the Kent District Executive Director.
GIFT FOR THE COLLECTION
Gift materials to be added to the Kent District Library collection must meet the Library's needs and the general standards of selection, based on the KDL Materials Selection Policies. Any large donations of materials which would comprise a unique or coherent collection would be subject to restrictions as determined by the Kent District Library Board of Trustees.
Gift materials not accepted into the Library collection may be repurposed at the staff's discretion. Gift materials accepted into the collection become the property of KDL, subject to KDL’s Materials Selection Policies. No monetary appraisal is made of materials donated for the collection. The quantity of gift materials may be acknowledged for tax purposes at the request of the donor. Gifts of gifts including memorial gifts for the purchase of collection materials are accepted by the Library with the understanding that the Library retains the right to select materials it deems appropriate for the collection.
OTHER GIFTS
Gifts other than collection materials are reported at their estimated fair market value at the time of donation and recorded according to Kent District Library’s Fixed Assets Policy 5.13.
[bookmark: _KDL_Policy_1.3][bookmark: _Toc225327364][bookmark: _Toc230953509][bookmark: _Toc230956657][bookmark: _Toc235782372]KDL Policy 1.3 Intellectual Freedom
LAST REVISED 2.15.2024
Kent District Library upholds the principles of intellectual freedom as a basic right that is guaranteed by the First Amendment of the United States Constitution. By virtue of the Fourteenth Amendment, the First Amendment's constitutional right of free speech and intellectual freedom also applies to state and local governments. Government agencies and government officials are forbidden from regulating or restricting speech or other expression based on its content or viewpoint.
· It is the right of every individual to seek and receive information from all points of view without content restriction. It provides free access to expressions of ideas where any and all sides of a question, cause or movement may be explored, including presentation of all points of view on current and historical issues.
· Materials should not be proscribed or removed because of partisan or doctrinal disapproval.
· The exchange of information and ideas is supported and facilitated in a democratic society, and with respect to each individual's rights to privacy and choice.
· A person's right to use a library should not be denied or abridged because of origin, age, background, or views.
· The core purpose of the Library is to further all people by enriching lives through access and personal discovery for all.
The Library assures equal access, without censorship or scrutiny, to all library resources by patrons within the constraints of Michigan law. Patrons are free to select or reject for themselves any item in the collection. In dividual or group prejudice about a particular item or type of material in the collection may not preclude its use by others. Parents or legal guardians have the right and the responsibility to restrict the access of their children to library resources. Pa rents or legal guardians who do not want their children to have access to certain library services, materials, or facilities shall so advise their children. Library staff lack legal authority to assume the role of parents or the functions of parental authority.
[bookmark: _KDL_Policy_1.4][bookmark: _Toc225327365][bookmark: _Toc230953510][bookmark: _Toc230956658][bookmark: _Toc235782373]KDL Policy 1.4 Collection Maintenance
LAST REVISED 7.17.2025
Kent District Library staff routinely evaluates the collection and removes materials in accordance with KDL’s weeding guidelines. These materials include those that are worn out, damaged, out of date, no longer needed in the quantity originally purchased, no longer circulating, or in formats that have become obsolete.
[bookmark: _KDL_Policy_1.5][bookmark: _Toc225327366][bookmark: _Toc230953511][bookmark: _Toc230956659][bookmark: _Toc235782374]KDL Policy 1.5 Reference & Research
LAST REVISED 7.17.2025
[bookmark: _KDL_Policy_1.6][bookmark: _Toc225327367]Patrons’ questions will receive courteous, prompt, and high-quality service responses with complete confidentiality. In instances of legal, medical, investment, or tax reference questions, the staff may only guide the patron to the material available on the topic of interest. Staff may not evaluate or interpret the information provided nor may staff define the meaning of terms, offer investment advice, select income tax forms, or serve as a surrogate for a professional in any of the fields listed above. Patrons will be advised to consult with a professional from the fields listed above for additional information or advice.

[bookmark: _Toc230953512][bookmark: _Toc230956660][bookmark: _Toc235782375]KDL Policy 1.6 Shared Collection
LAST REVISED 1.19.2008
Kent District Library offers a shared collection whereby most materials travel between all KDL Branches. This practice is necessary to offer patrons access to the full range of the KDL collection and for the efficient use of system-wide resources.
[bookmark: _KDL_Policy_1.7][bookmark: _Toc225327368][bookmark: _Toc230953513][bookmark: _Toc230956661][bookmark: _Toc235782376]KDL Policy 1.7 Interlibrary Loan
LAST REVISED 3.17.2011
Interlibrary loan transactions, in which materials are made available from Kent District Library to another library outside of KDL (or vice versa), are essential library service to patrons. Kent District Library agrees to participate in interlibrary loans to and from other libraries. A fee may be charged for this service. Certain types of materials may not be available through interlibrary loan.
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LAST REVISED 9.19.2024
All residents within the Kent District Library service area are eligible for a library card. Persons living outside the Kent District Library service area who pay property t axes that include payment of the KDL millage to a governmental unit within the District are also eligible for a Kent District Library card.
Library cards are non-transferable. All items borrowed are the responsibility of the individual to whom the card is issued.
Minor (under age 18) registrations may be signed by any adult (age 18 or older) willing to assume legal responsibility for library resources. Signatures indicate an acceptance of responsibility for:
· the minor’s use of all library resources including access to the Internet;
· supervision of the minor’s choice of materials;
· return of all materials when due;
· all losses and damages to materials and equipment borrowed.
When a minor patron turns 18 years of age, he/she assumes responsibility for the library account bearing his/her name including all borrowed items on that account. Any bills for lost or damaged items on the card may be moved to the co-signer’s card. If the co- signer does not have a card, a bill will be mailed.
Library cards will have an expiration date to update accounts as needed.
[bookmark: _Toc230953349][bookmark: _Toc230953367][bookmark: _Toc230953549][bookmark: _Toc230954631][bookmark: _Toc230954646][bookmark: _Toc230954661][bookmark: _Toc235782379][bookmark: _Toc235784435]KDL Policy 2.1.1 Institutional Cards
LAST REVISED 8.21.2025
If an agency, institution, or business within the Kent District Library service area requests a library card for use by its residents or staff (in their institutional role), a card may be issued if the institution's head or director agrees in writing that the institution will be responsible for bills on any materials lost or damaged items. Such a card may be used by residents or staff of the institution at the discretion of the institution's director. The card itself must be presented to be honored. KDL will not accept personal identification in lieu of the institutional card. Institutional cards will allow remote access to electronic databases and the digital collection for demonstration purposes.
Exceptions for issuing non-resident institutional cards may be made for non-profit organizations that serve patrons within the KDL service area and are recognized as systemwide partners, with approval from the Executive Director or their designee.
[bookmark: _Toc230953350][bookmark: _Toc230953368][bookmark: _Toc230953550][bookmark: _Toc230954632][bookmark: _Toc230954647][bookmark: _Toc230954662][bookmark: _Toc235782380][bookmark: _Toc235784436]KDL Policy 2.1.2 Non-Resident Cards
LAST REVISED 9.19.2024
Ensley Township residents who do not qualify for a library card at any Lakeland Library Cooperative location may purchase a KDL non- resident library card for an annual fee of $84.00 or a monthly fee of $7.00 per month. The fee covers all family members in one household, and each family member may be issued their own non-resident card. Residents of area s previously covered by library services overturned by a vote of the people are not eligible for KDL non-resident library cards. Non-resident cardholders will be issued full access KDL cards, allowing cardholders the same access as standard KDL service area resident cardholders, including KDL’s digital collection and Michigan eLibrary (MeL) access. Exceptions to full- service usage are Lakeland Library Cooperative reciprocal borrowing privileges. Non-resident cards may only be used at the issuing library and are distinguishable from regular resident cards.
[bookmark: _Toc230953351][bookmark: _Toc230953369][bookmark: _Toc230953551][bookmark: _Toc230954633][bookmark: _Toc230954648][bookmark: _Toc230954663][bookmark: _Toc235782381][bookmark: _Toc235784437]KDL Policy 2.1.3 Limited Access Student Cards
LAST REVISED 4.16.2026
Students who attend any K-12 school in the Kent District Library service area are eligible for a limited access student card with co-signer notification. Students need not to be residents. A maximum of three lost books will be allowed on this card. The card will be deactivated after three lost books.
Students who are residents may upgrade their student card to a full access standard KDL minor library card with a co- signer’s valid form of identification to record on file.
[bookmark: _Toc230953352][bookmark: _Toc230953370][bookmark: _Toc230953552][bookmark: _Toc230954634][bookmark: _Toc230954649][bookmark: _Toc230954664][bookmark: _Toc235782382][bookmark: _Toc235784438]KDL Policy 2.1.4 Cards for Visiting Students
LAST REVISED 8.21.2025
High school exchange students and college students residing in the Kent District Library service area while attending high school or college are eligible for a Kent District Library card.

[bookmark: _Toc230953353][bookmark: _Toc230953371][bookmark: _Toc230953553][bookmark: _Toc230954635][bookmark: _Toc230954650][bookmark: _Toc230954665][bookmark: _Toc235782383][bookmark: _Toc235784439]KDL Policy 2.1.5 Teacher Cards
NEW 8.21.2025
Teachers who are employed at a school located within the Kent District Library service area are eligible for a Teacher Card in addition to any personal library card they may hold.
This card is intended to support classroom libraries, curriculum materials for students, and professional development. Teachers must provide school ID to register for a card, and a maximum of $200 lost items will be waived for the life of the card. If threshold is met, the card will be deactivated and will not be eligible for renewal.
[bookmark: _Toc230953354][bookmark: _Toc230953372][bookmark: _Toc230953554][bookmark: _Toc230954636][bookmark: _Toc230954651][bookmark: _Toc230954666][bookmark: _Toc235782384][bookmark: _Toc235784440]KDL Policy 2.1.6 Temporary Cards for Adults
LAST REVISED 7.16.2026
Adults who are unable to provide proof of residency, can have access to library services with a Temporary Card for Adults. This card does not require proof of residency, but adults do need to show an ID card to verify their identity. A maximum of three items in any format may be checked out on this card, excluding Beyond Book items. Internet access will also be available. Temporary Cards for Adults will expire after one year and full privilege cards may be obtained with proof of residency.
[bookmark: _Toc235782385][bookmark: _Toc235784441]KDL Policy 2.1.7 Guest Pass Use for Public Computers 
NEW 7.16.2026
Kent District Library provides guest passes for individuals who do not have a usable library card and need access to public computers. 
Guest passes may be issued to visitors, non-residents, or residents who do not have a library card or whose card is temporarily restricted. 
Guest passes are valid for one (1) day. Only one (1) guest pass may be issued per individual per day. 
Use of public computers with a guest pass is subject to KDL’s time limits, availability, and all applicable Library policies, including KDL Policy 4.3 Acceptable Technology Use and Patron Behavior policies. 
The Library reserves the right to limit or restrict guest pass access as needed to ensure equitable use of public computers. 

[bookmark: _Toc230953355][bookmark: _Toc230953373][bookmark: _Toc230953555][bookmark: _Toc230954637][bookmark: _Toc230954652][bookmark: _Toc230954667][bookmark: _Toc235782386][bookmark: _Toc235784442]KDL Policy 2.2 Lakeland Library Cooperative Member Library Cards
LAST REVISED5.19.2011
All current Lakeland Library Cooperative member library cards will be honored by Kent District Library with the exception of:
· non-resident local use library cards;
· underfunded contract service area cards; and
· institutional cards.

[bookmark: _Toc230953356][bookmark: _Toc230953374][bookmark: _Toc230953556][bookmark: _Toc230954638][bookmark: _Toc230954653][bookmark: _Toc230954668][bookmark: _Toc235782387][bookmark: _Toc235784443]KDL Policy 2.3 Lost or Stolen Library Cards
LAST REVISED 5.19.2019
It is the patron's responsibility to notify Kent District Library promptly of a lost or stolen library card. If the loss or theft is not reported, the patron is responsible for all materials charged to the library card. Patrons will be held responsible for lost and damaged item bills accrued prior to the date the loss or theft of the library card is reported. Patrons will not be held responsible for bills accrued after the date on which the loss or theft is reported.
[bookmark: _Toc230953357][bookmark: _Toc230953375][bookmark: _Toc230953557][bookmark: _Toc230954639][bookmark: _Toc230954654][bookmark: _Toc230954669][bookmark: _Toc235782388][bookmark: _Toc235784444]KDL Policy 2.4 Privacy of User Records
LAST REVISED 10.23.2014
Kent District Library is bound by the Michigan Library Privacy Act (PA 455 of 1982) in which a “library record” is defined as a document, record, or other method of storing information retained by the library that personally identifies a library patron including the patron’s name, address, email address, or telephone number, or that identifies a person as having requested or obtained specific materials from a library. The Library Privacy Act provides that a “library record” is not subject to disclosure under the Freedom of Information Act and may not be released or disclosed to any person without the written consent of the person identified in the record unless ordered by a court. Accordingly, Kent District Library will not release nor disclose a “library record” except as provided by the Library Privacy Act or as otherwise required by state or federal law. The Library, however, may use the “library record” for the purpose of retrieving overdue materials, collecting fines, and other library business permitted by law. A Kent District Library employee who receives a request for a public record shall promptly forward that request to the Executive Director.
[bookmark: _Toc230953358][bookmark: _Toc230953376][bookmark: _Toc230953558][bookmark: _Toc230954640][bookmark: _Toc230954655][bookmark: _Toc230954670][bookmark: _Toc235782389][bookmark: _Toc235784445]KDL Policy 2.4.1 Library Documents
LAST REVISED 5.19.2016
Library documents and records (other than patron records covered by the Michigan Library Privacy Act [PA 455 of 1982]) shall be available to the public in accordance with the Michigan Freedom of Information Act (FOIA) [PA 442 of 1976] upon a request which precisely describes the exact library public records desired. The Library need not create new public records to satisfy a request, nor must the Library make a compilation, summary or report of information. Costs associated with responding to a request will be charged to the requester.
The Kent District Library Board of Trustees authorizes the Executive Director to serve as the FOIA Coordinator and to accept and process requests for public records. The Director shall report action taken on FOIA requests at the next regularly scheduled Kent District Library Board of Trustees meeting.
Upon providing Kent District Library’s FOIA Coordinator with a written request that describes a public record sufficiently to enable KDL to find the public record, a person has a right to inspect, copy, or receive copies of the requested public record. A Kent District Library employee who receives a request for a public record shall promptly forward that request to the Executive Director. Kent District Library may charge a fee for a public record search, the necessary copying of a public record for inspection, or for providing a copy of a public record. The Library may also require a good faith deposit from the person requesting the public record or series of public records, if the fee exceeds $50.00. The deposit shall not exceed half of the total fee.
[bookmark: _Toc230953359][bookmark: _Toc230953377][bookmark: _Toc230953559][bookmark: _Toc230954641][bookmark: _Toc230954656][bookmark: _Toc230954671][bookmark: _Toc235782390][bookmark: _Toc235784446]KDL Policy 2.5 Lost and/or Damaged Materials
LAST REVISED 4.16.2026
Kent District Library is not required to send notices for lost or damaged materials, and failure to receive a notice does not relieve the borrower of responsibility to return materials when due.
When lost and damaged item(s) with a combined total of $ 50.00 or more has been on the account for more than sixty (60) days, Kent District Library will invoice the patron. Kent District Library will suspend a patron’s borrowing privileges when the bills on a patron’s account exceed $50.00. A patron’s borrowing privileges will be restored once the account balance is reduced to $50.00 or under.
[bookmark: _KDL_Policy_2.5.1][bookmark: _Toc230953360][bookmark: _Toc230953378][bookmark: _Toc230953560][bookmark: _Toc230954642][bookmark: _Toc230954657][bookmark: _Toc230954672][bookmark: _Toc235782391][bookmark: _Toc235784447]KDL Policy 2.5.1 Fees
LAST REVISED 3.16.2023
Kent District Library may charge a fee for specific library services. These may include, but are not limited to, the following:
· faxing;
· interlibrary loan services;
· photocopying;
· printing.

[bookmark: _KDL_Policy_2.6][bookmark: _Toc230953361][bookmark: _Toc230953379][bookmark: _Toc230953561][bookmark: _Toc230954643][bookmark: _Toc230954658][bookmark: _Toc230954673][bookmark: _Toc235782392][bookmark: _Toc235784448]KDL Policy 2.6 Audio-Visual Materials Use
LAST REVISED 3.16.2018
Kent District Library assumes no responsibility for damage to patrons’ electronic equipment used to play library audio-visual materials.
[bookmark: _KDL_Policy_2.7][bookmark: _Toc230953362][bookmark: _Toc230953380][bookmark: _Toc230953562][bookmark: _Toc230954644][bookmark: _Toc230954659][bookmark: _Toc230954674][bookmark: _Toc235782393][bookmark: _Toc235784449]KDL Policy 2.7 Beyond Books Collection
LAST REVISED 9.19.2024
To borrow a Beyond Books item, the borrower must:
· be 18 years of age or older
· present a valid picture ID
· be a KDL cardholder in good standing
Kent District Library (KDL) reserves the right to refuse service to anyone who damages equipment or exhibits a pattern of returning equipment late, beyond reasonable exception.
By borrowing any Beyond Books items from Kent District Library, the borrower agrees to be bound by the terms as identified below:
· I understand that I am financially responsible for the Beyond Books item(s) and accessories borrowed and for the safe and timely return of the item(s) and accessories.
· If the item(s) and/or any of its accessories are damaged, lost or stolen, I understand that I am responsible for all applicable charges to replace the item(s) and agree to pay all costs associated with lost or damaged item(s) that were borrowed on my KDL account. By borrowing any Beyond Books item(s), I agree that I have read, understand, and agree to the Conditions of Use listed below.
· I agree to use all Beyond Book item(s) at my own risk and that KDL is not responsible for any damages resulting from my use of Beyond Books item(s).
· I agree to return all Beyond Books item(s) by the time and due date listed on all digital or printed receipts. I understand that item(s) not returned by the billing date may be assumed stolen and the authorities could be contacted. I will be financially responsible for replacement costs for the borrowed item(s). I consent to KDL’s release of any information or library records to the authorities or third parties who might assist in the recovery of borrowed Beyond Books item(s) or prosecution for item(s) not returned.
[bookmark: _Toc230953363][bookmark: _Toc230953381]CONDITIONS OF USE
KDL Beyond Books item(s) are for use by authorized borrowers of Kent District Library who have no outstanding library obligations.
With the KDL Go Pro Camera, authorized borrowers must provide their own Micro SD card and remove it before returning the item to the library. KDL is not responsible for lost or stolen Micro SD cards. Hotspots may only be used in the continental US. In other words, they cannot be used in Alaska, Hawaii, Canada or Mexico. Any charges accrued for using a mobile Hotspot outside of the continental U.S. will be the patron’s responsibility.
[bookmark: _Toc230953364][bookmark: _Toc230953382]OVERDUE HOTSPOTS
At ten days overdue, the KDL Hotspot will be deactivated, and the borrower will be charged the replacement cost.
[bookmark: _Toc230953365][bookmark: _Toc230953383]REPLACEMENT/DAMAGE COSTS
If Beyond Books items and/or accessories are lost, stolen or damaged, the borrower will be held responsible by KDL for all applicable costs as determined by the Library’s cost paid at the original time of purchase. More information may be obtained by asking a staff member or by calling KDL at 616-784- 2007.
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[bookmark: _Toc230953972][bookmark: _Toc230956822][bookmark: _Toc235782395][bookmark: Section3]KDL Policy 3.1 Exhibits
LAST REVISED 7.18. 24
Kent District Library (KDL) provides a venue for local artists/exhibitors to display visual art and artifacts to increase awareness and appreciation of history and the arts.
Suitable space for exhibits is not available at all branches. Some local governmental units may have guidelines on how and where materials are displayed in the facility and KDL will honor those guidelines.
The Regional Manager will work with staff members (or a local community committee) to make decisions regarding the selection of materials to be displayed. In making decisions regarding the suitability of the work to be exhibited, the branch manager or his/her designee will take into consideration the use of the library by all segments of the community and all age groups. Selection priority may be given to local artists/exhibitors and those who have not previously exhibited in the library.
The exhibit space shall not be used for advertising or political purposes. The artist/exhibitor assumes all liability for the loss of, or damage to, materials on display. The library reserves the right to cancel the exhibition for any reason.
[bookmark: _KDL_Policy_3.2][bookmark: _Toc230953973][bookmark: _Toc230956823][bookmark: _Toc235782396]KDL Policy 3.2 Literature Display, Distribution and Tabling
LAST REVISED 9.18.2025
KDL adheres to the principle that the Library is an institution that reflects the community and is a venue for all points of view including political, social, and religious, no matter how controversial or objectionable these views may be to some people. To support this basic principle and to foster positive relationships within the community, this policy has been established.
BULLETIN BOARDS AND DISTRIBUTION AREAS- RESERVED FOR USE BY KDL
In areas reserved for KDL’s exclusive use, KDL posts and distributes materials:
· Related to KDL services, programs and events.
· Provided by the Friends groups of KDL.
· Provided by other governmental entities such as city and townships within the KDL service area, Kent County, state and federal governments.
OTHER BULLETIN BOARDS AND DISTRIBUTION AREAS
A limited number of bulletin boards and distribution areas are available within the KDL system for the posting and passive distribution of materials provided by nonprofit organizations, educational institutions and governmental agencies. In each facility, the Regional Manager or designee may designate specific areas as available for these purposes and must authorize all posting and distribution before it occurs. For the display and distribution of materials in more than one library branch, requests are reviewed and considered by the KDL Marketing Communications Department. Authorization will be based on the provisions of this policy and not on the viewpoint, beliefs, or affiliations of the nonprofit group or the viewpoints expressed in the materials. Posting or distribution of any such materials in the Library does not indicate KDL’s endorsement of the ideas, issues, or events promoted by those materials.
TABLING (INFORMATIONAL TABLES)
Tabling for non-profit organizations, educational institutions or governmental agencies may be considered to provide information to the public about their services. Providing the space does not imply a Library endorsement of the tabling organization or the services they provide.
1. Requests to have an informational table must first be approved by the Regional Manager of the library branch, then approved by the local municipality.
2. The space provided cannot be used to provide a forum for the expression of views or opinions of individuals or groups. The only purpose is to provide information about programs and services that members of the community might be interested in.
3. The tabling organization must provide the table and seating.
4. The name of the organization must be prominently displayed on the table.
5. In fairness to the numerous community organizations, the Library may limit the frequency with which an organization may use the space. Organizations that provide services to the KDL service area will have priority.
6. Table must be staffed by someone from the exhibiting organization and may be located outside of the library or between doorways, so it does not interfere with traffic entering or leaving the library.
7. Library management has the right to limit the size, location of the space and length of time that the organization has access to the space.
8. The requirements of the Library and the municipality take precedence over those of outside organizations.
9. No selling or fundraising is permitted.
10. Neither the Library nor the Library’s Board of Trustees accepts responsibility for loss or damage of materials or equipment brought in by the organization.
The following will not be accepted for tabling.
· Organizations endorsing or opposing the election of any candidates for public office.
· Organizations endorsing or opposing the adoption of federal, state or local legislation.
· Organization promoting commercial products or services.
Tabling authorization is based on the provisions of this policy and not on the content, viewpoints, beliefs or affiliations of the organizations permitted to table. Failure to comply with this policy may result in denial of tabling privileges.
GENERAL RULES
The amount of bulletin board and distribution area space varies and is limited. To provide KDL visitors with the opportunity to review materials from nonprofit organizations that they might not otherwise have the opportunity to review, the following rules apply:
Bulletin Boards Event Announcements
Bulletin board space is provided for announcements of dated local events whose principal sponsors are nonprofit organizations. Individual KDL branches may give priority to announcements for events scheduled to take place in a geographic area near the library.
Distribution Areas
Nonprofit organizations may provide, for passive distribution only, dated materials related to their nonprofit purpose. These materials may only be displayed in the areas designated for this purpose. Passive distribution means leaving the materials with KDL staff for library visitors, if they choose, to review and/or take with them. Passive distribution does not include verbally or visually (by means of signs, placards, etc.) encouraging library visitors to review or take any materials with them.
Prohibitions
The Regional Manager or their designee may decline requests to display materials due to, and not limited to:
· Information promoting or condoning illegal activity, violence, discrimination and profanity
· commercial for-profit promotion
· fundraising or sales, except for Friends Group used book sales
· local relevance
· lack of available space within the designated distribution area or bulletin board
Election-Related Information
Before an election, branches may have available, equally, voter information and campaign literature about political candidates appearing on local ballots. Any materials that directly or indirectly refer to an election or a candidate must be removed prior to Election Day if within 100 feet of any entrance to a polling place or in a hallway used by voters to enter or exit a polling place.
Prior to an election, campaign material relating to ballot issues may be placed in library branches for display and/or distribution to the public. If there is formal opposition to a ballot issue, equal consideration shall be given. Campaign materials that directly or indirectly refer to a ballot issue must be removed prior to Election Day if located within 100 feet of any entrance to a polling place or in a hallway used by voters to enter or exit a polling place.
Petitions may not be displayed or circulated in library buildings except as permitted by local municipal ordinance.
TERMS FOR USE
All materials posted or distributed must comply with this policy and any other applicable Library policy, procedure or guideline. No other materials may be posted or distributed.
To ensure equitable access to limited display space available at each facility, a Region al Manager or his/her designee may establish criteria for that facility regarding posting and distribution of materials, including:
· The maximum size of material to be posted or distributed.
· The maximum length of time that materials may remain posted or displayed.
· The maximum amount of time before or after an event a posting may occur.
· The frequency with which material may be posted or displayed by the same nonprofit organization.
· Consistent methods for allocating space should the amount of material exceed the space available for posting or distribution.
All posting and placement of materials in distribution areas shall be done by Library staff. Individuals requesting posting or distribution shall not themselves post or leave materials in distribution areas.
Materials left for posting or distribution without authorization from the Library will be discarded.
The Library assumes no responsibility for the preservation or protection of materials posted or distributed. Materials will not be returned.
[bookmark: _KDL_Policy_3.3][bookmark: _Toc230953974][bookmark: _Toc230956824][bookmark: _Toc235782397]KDL Policy 3.3 Media Inquiries and Public Relations
LAST REVISED 7.18.2024
The Chairperson of the Library Board of Trustees is the official spokesperson for the Board. The Executive Director is the official spokesperson for the Library.
The Director of Engagement serves as media liaison for the Board and the Library Administration. Whenever official media statements are required pertaining to library operations (emergencies; or policies, procedures, programs, services, positions on district-wide issues, etc.) the Marketing Communications Department will coordinate with local newspapers, magazines, professional journals, radio and television stations. Staff are not to provide “off the record” comments to the media.
[bookmark: _KDL_Policy_3.4][bookmark: _Toc230953975][bookmark: _Toc230956825][bookmark: _Toc235782398]KDL Policy 3.4 Websites, Privacy and Online Accessibility
New 5.21.26
KDL utilizes its websites and other online platforms to connect with its patrons by informing them of Library services and providing a forum for public feedback. All such sites will have prior authorization from KDL’s Marketing Communications office to act as official KDL sites and will be branded in accordance with KDL standards.
[bookmark: _KDL_Policy_3.4.1]KDL recognizes and respects differences in opinion. Comments, posts and messages are welcome and will be reviewed. Content deemed inappropriate may be removed. However, KDL is not obligated to take such actions, and will not be responsible or liable for content posted by users of KDL sites or social media platforms.

[bookmark: _Toc230953976][bookmark: _Toc230956826][bookmark: _Toc235782399]KDL Policy 3.4.1 Social Media
New 9.18.2025
SOCIAL MEDIA USAGE RULES
KDL operates and maintains social media sites as a public service to provide information regarding Library services, programs, materials, events and activities. Although KDL welcomes the comments, posts and messages of other social media users and recognizes and respects differences in opinion, the social media sites are limited public forums and are subject to review by Library staff members. KDL reserves the right to (but is not required to) remove any comment, post or message that it deems in violation of this Policy. The Rules are as follows:
Privacy
Users should have no expectation of privacy when commenting on KDL posts or tagging KDL. Comments and posts may be read by anyone once posted, regardless of one’s friends, followers or subscribers list. KDL advises users against posting their personal information or contact information on social media sites. Comments and posts may also be subject to disclosure under the Freedom of Information Act.
Library’s Rights
KDL reserves the right to reproduce comments and posts tagging KDL in other public venues (ex: testimonials). Reproductions of this nature may be edited for space or content, but the original intent of the comment or post will be maintained.
No Endorsement
KDL is not responsible for the content of posts made by third parties, including patrons, reviewers, advertisers and others who may post comments. Public posts by third parties do not reflect the positions of the Library, its employees or any individual Board member.
Unauthorized Content:
To ensure a healthy, safe space to discuss Library services, resources and events, content containing any of the following may be removed immediately from any Library social media forum:
· Obscene, illegal, sexually harassing, threatening or abusive speech or nudity.
· Any post that affects the safety and security of the Library, its property, patrons and staff or creates a hostile work environment.
· Private or personal information, including phone numbers and addresses, or requests for personal information.
· Any statement by a user under a false name or any falsification of identity.
· Comments, links or information unrelated to the purpose of the limited public forum.
· Spam or other commercial messages.
· Any postings that would violate the Michigan Campaign Finance Act, KDL Privacy Act or other Michigan or federal laws.
· Solicitation of funds.
· Any comment, post or other content that violates any person’s intellectual property rights, including but not limited to violations of the Copyright Act.
· Any information deemed harmful to minors in violation of the Michigan Library Privacy Act.
· Any post that violates any Library policy. Any images, links or other content that falls into the above categories.
Third Party Usage Rules
In addition, users are expected to abide by the terms and conditions set by third party social media platforms as well as follow appropriate federal and state laws.
VIOLATIONS AND APPEALS OF USAGE RULES
KDL reserves the right to ban or block users who have posted in violation of this Policy or to delete posts or comments. To the extent KDL has sufficient contact information, KDL will message users who have been blocked or whose content is deleted to explain the issue and notify the person of the action. Any person who has been blocked or whose post or comment has been deleted has the right to appeal that decision to the KDL Board. The appeal should be sent to KDL Executive Director within 10 business days of the (1) decision to block or ban or (2) deletion of the post or comment, whichever is applicable. The KDL Board shall decide the appeal.
PRIVACY INFORMATION
KDL takes very seriously the issue of patron privacy. We ask all patrons, including minors, using services on the website or on websites affiliated with K DL to limit the amount of personal information they provide. We do not require more personal information than is necessary to participate and providing additional information is optional. We encourage everyone to be mindful of (i) not revealing personal information online and (ii) asking for permission before giving their last name or personal information to any website. The latter is particularly important for parents and caregivers to oversee and inform their children about the importance of privacy.
For details on privacy of user records, refer to KDL Policy 2.4.
THIRD-PARTY SERVICES
KDL enters into agreements with third parties to provide online services, digital collections and streaming media content, as well as to improve the website. When using some of these services, you may also connect with social networks and other users of these services.
Third-party services may gather and disclose your information, including:
1. Personal identifiable information you knowingly provide, including when you register for the site, provide feedback and suggestions, request information or create shared content;
2. Other information that could be used to identify you, such as your IP address, search history, location-based data and device ID;
3. Non-personally identifiable information, such as your ad views, analytics, browser information (type and language), cookie data, date/time of your request, demographic data, hardware/software type, interaction data, serving domains, pageviews and the web page you have visited immediately prior to visiting the site; and
4. Other data that third- party services may collect as described in the vendor’s privacy policy and terms of use.
For more information on these services and the specific types of data that may be gathered and disclosed by each service, please refer to the Terms of Use and Privacy Policies for the services you use. You may choose not to use these third- party services if you do not accept their Terms of Use and Privacy Policies; please read them carefully. In cases where patrons leave the Library's website to visit one of its partners' websites, patrons are encouraged to learn about the privacy policies of the websites they visit.
COOKIES
A cookie is a small amount of data, which often includes a unique identifier that is sent to your computer, mobile phone or device browser from a website's computer and is stored on your device's hard drive. Each website can send its own cookie to your browser if your browser preferences are set to allow it. Many websites do this whenever a user visits their website to track online traffic flows. Websites also use cookies to customize your user experience to your preferences.
KDL uses cookies to verify that you are an authorized user in order to allow access to licensed KDL resources, to customize web pages for your use, to help make the website more useful to
visitors and to learn about the number of visitors to the website and the types of technology that visitors use.
Some of the applications or external sites that you may be referred to from KDL web pages, devices or equipment also use cookies. For more information on the use of cookies by each service, please refer to the Terms of Use and Privacy Policies for the services you use. You may set the preferences in your web browser to refuse cookies or to tell you when a cookie is being sent. This may result in an inability to access some KDL services from computers outside the Library.
PRIVACY STATEMENT FOR KDL.ORG
Kdl.org is the primary website used for online access to resources and information about services, including programs. Most of the information on kdl.org may be used anonymously. Users with a valid KDL card may log in to access additional information that is specific to their account and use of library services. Refer to the Privacy Statement specific details on privacy for use of kdl.org. (kdl.bibliocommons.com/info/privacy) 
COMMITMENT TO ONLINE ACCESSIBILITY FOR KDL.ORG
1. Kdl.org is maintained to comply with Web Content Accessibility Guidelines (WCAG). Refer to the Accessibility Statement for specific details. (kdl.bibliocommons.com/info/accessibility)
2. Restrictions and Terms of Use.
a. Because communication via social media constitutes a limited public forum, KDL reserves the right to reject, restrict, remove, or block any content or user, that it deems to be in violation of this Policy or any applicable law.
b. Comments shall relate to the topic being discussed in KDL’s original post and should be intended to further civil discussion.
c. Content and comments posted to KDL social media accounts that contain any of the following shall not be permitted and are subject to removal and/or restriction by KDL social media account managers:
i. Discriminatory messages and hateful speech of any kind toward any individual or group, including, but not limited to, age, gender, race, religion, nationality, sexual orientation, or disability.
ii. Information that may compromise the safety or security of the public or public systems.
iii. Links to outside sites.
iv. Statements that are defamatory, harassing, threatening, profane, obscene, violent, bullying, sexual in nature and/or containing sexual references, libelous, or knowingly false with reckless disregard for the truth.
v. Comments that suggest, promote, or encourage illegal activity.
vi. Copyrighted material posted without permission or content that violates the legal ownership interests of another party.
vii. Personal information, including, but not limited to, identification numbers, home addresses, personal phone numbers, email addresses, or other sensitive information.
viii. Commercial advertisement or solicitation.
ix. Comments and/or hyperlinks that are not topically related or out of context to the particular social media post or article being commented on.
x. Multiple or repetitive posts that are copied and pasted.
xi. Details about an ongoing investigation or legal or administrative proceeding that could prejudice the process or could interfere with an individual’s rights and may interfere with or compromise current investigations, police tactics, and the safety or security of public safety staff and/or the public or public systems.
xii. Comments with attached documents of any kind.
xiii. Posts or links that contain malicious software (malware) such as viruses, worms, trojans, rootkits, spyware, adware, or any other software.
xiv. Anonymous postings or multiple postings by the same user or individual using a fictitious or different name.
d. Emergency Situations, Issue Reporting, and General Questions.
i. KDL social media accounts are not constantly monitored by KDL social media administrators, and the public should not report a crime, emergency, make general reports, or submit questions on social media. If you have an emergency, need immediate assistance, or want to report a crime, call 911.
e. Responsibility for Content.
i. KDL is not responsible for and neither endorses nor opposes comments placed by visitors on KDL’s social media pages or accounts. Commenters are personally responsible for their own comments, username, and any information they post to this page.
ii. Users should keep in mind that KDL’s social media channels are Internet pages that are owned and operated by private corporations. Each of these corporations have their own policies and standards regarding what may or may not be posted and the actions they may take regarding unauthorized posts, and users are responsible for reviewing and complying with all such policies.
iii. KDL reserves the right to reproduce comments and posts tagging KDL in other public venues (e.g., testimonials).
f. Content Removal and Access Restriction.
i. KDL social media accounts are monitored during normal business hours. Content that a KDL social media account manager determines violates this Social Media Policy, based on the criteria defined above, may be removed from KDL social media accounts. By utilizing or posting comments to any KDL social media account, a user agrees to the same.
ii. KDL reserves the right to block users or restrict access to users that violate applicable law or violate this Policy based on the criteria defined above.
g. Archives and Record Retention.
i. KDL reserves the right to remove and archive its posts when no longer relevant or timely (e.g., after an event announced has taken place, etc.) and will otherwise remove its posts on a regular schedule as determined by KDL.
ii. KDL reserves the right to archive all content posted by members of the public, and such content may be subject to disclosure under the Michigan Freedom of Information Act (FOIA).
[bookmark: _KDL_Policy_3.5][bookmark: _Toc230953977][bookmark: _Toc230956827][bookmark: _Toc235782400]KDL Policy 3.5 Library Programs
LAST REVISED 7.18.2024
Responsibility for library program development is vested in the Director of Engagement, and such members of the staff whose job descriptions include program responsibilities. Library programs may utilize volunteers and may be developed cooperatively with Friends groups, governmental units, community organizations, and individuals. A program is any presentation given in or out of the Library (in person or by technological means) by a Library staff member or other presenter and sponsored by the Library, the Friends, or a partnership including the Library.
Library programs support the KDL mission and strategic plan. They are planned in advance to meet staffing and publicity deadlines. Library programs may require registration. Limits on the number of people able to attend may be necessary due to facility, program, performer limitations or other requirements pertaining to safety.
Library programs are funded in part by the operating budget with additional support from KDL fundraising activities, grants, contributions from the Friends, gifts, endowments and partnerships.
No individual or organization who presents a program at the library will be permitted to sell their product or services during their presentation or during their time at the library (with the exception of authors who come to speak about their books or performers who have recordings of their music). KDL requires a contract to be executed by program presenters.
Organizations or business affiliation of presenters or co-sponsoring agencies will be used by the Library in promoting programs. This does not constitute endorsement.
[bookmark: _KDL_Policy_3.6][bookmark: _Toc230953978][bookmark: _Toc230956828][bookmark: _Toc235782401]KDL Policy 3.6 Lost & Found Policy
LAST REVISED 5.21.26
KDL will retain valuable lost and found items at the branch location where the items are found. When possible, staff will contact the owner to inform him/her that a lost item has been found and note how long the library will hold the item.
If a purse or wallet is found, staff will look through the item to identify information and call the patron, if possible, to arrange a time for pickup. ID or credit/debit cards or cash in a wallet will be put in the safe for patrons to reclaim at the desk. These items will be dated. Branches should keep them for two weeks and then hand them over to the local office.
Purses with no money, ID, or cards/cash in them should go in the lost and found.
Other valuable items, such as electronics and jewelry, will be held for three months. After three months, all unclaimed items will be turned over to the Kent County Sheriff’s Department.
Loose money found at the library will be held until the close of business each day if the amount is less than $20.00. If unclaimed, it will be donated to the branch’s Friends group (or to KDL in the absence of such a group). Loose money in an amount of $20.00 or more will be retained for a period of three months and then donated to the branch’s Friends group (or to KDL in the absence of such a group), if unclaimed
Non-valuable items (such as clothing) found at KDL locations will be placed in the lost and found bin at the branch where the items are found. As needed, the contents of these bins will be donated to a local charity.
[bookmark: _KDL_Policy_3.7][bookmark: _Toc230953979][bookmark: _Toc230956829][bookmark: _Toc235782402]KDL Policy 3.7 Branch Library Locations
LAST REVISED 7.18.2024
KDL strives to make efficient and effective use of its resources. Therefore, it is the policy of the KDL to work with local communities in locating new branch sites a minimum of four miles apart, unless justified by demographics.
[bookmark: _KDL_Policy_3.7.1][bookmark: _Toc230953980][bookmark: _Toc230956830][bookmark: _Toc235782403]KDL Policy 3.7.1 Building, Enlarging or Renovating Library Buildings
LAST REVISED 7.18.2024
KDL cooperates with all governmental units in making library materials and services available to the public in the buildings owned by the governmental units.
When library buildings are being built, expanded, or renovated, KDL will provide the same services that were provided prior to the building changes. In addition, KDL staff will work with the governmental units to provide desired changes within both KDL budget constraints and strategic plan goals. KDL must balance the needs of the whole system while considering the desires of individual branches. Changes may include additional open hours, personnel, computers, equipment and moving expenses for KDL-owned computers, equipment and materials. If library buildings are downsized, library services will be reevaluated in conjunction with the governmental units affected.
When changes are being considered by the KDL staff or the governmental unit, KDL staff must be involved with personnel from the governmental unit in order to achieve the best possible results for all. When evaluating library facility needs, KDL staff will apply recognized state and national guidelines and standards.
Those municipalities that currently do not have a library facility in their community, but are considering building one, are encouraged to consider partnering with other communities.
[bookmark: _KDL_Policy_3.7.2][bookmark: _Toc230953981][bookmark: _Toc230956831][bookmark: _Toc235782404]KDL Policy 3.7.2 Support for Building Projects
LAST REVISED 7.18.2024
KDL staff will work with local governmental units to plan new buildings or expansions of existing buildings. Staff will advise planners, architects, and elected officials of Library needs and building requirements. In support of the expansion or building improvement efforts of local governmental units, the Marketing Communications Department will provide communications and publicity support. KDL may also provide factual informational mailings to library patrons consistent with campaign and privacy act laws. Informational mailings as well as printing and design support work will be provided as approved by the Executive Director and within budget limitations.
Michigan law forbids the expenditure of public funds to advocate a vote in favor of a millage or bond issue election. Therefore, KDL staff may not, on paid library time, work on political activities to promote millage or bond issue elections or disseminate materials which advocate a favorable vote on a millage or bond issue election. Nothing in this policy prevents staff members, in their personal time, from expressing their own personal views, expending their own personal funds, or providing their own personal volunteer services consistent with campaign laws.
[bookmark: _KDL_Policy_3.7.3][bookmark: _Toc230953982][bookmark: _Toc230956832][bookmark: _Toc235782405]KDL Policy 3.7.3 Acceptance of Non-KDL Technology
LAST REVISED 7.18.2024
The planning and funding for future technology is the responsibility of KDL. However, KDL constituent communities, if they so desire, may donate monetary funds locally to enhance technology service to their community. These monetary funds will be used to purchase specific technologies that are either new and emerging in nature or consistent with the current year’s KDL purchases for other branches.
Specific technology gifts may also be occasionally accepted if they are consistent with the current year’s KDL purchases for other branches, and/or approved by KDL Information Technology Director to ensure the devices can be effectively supported and maintained by KDL staff. Any potential technology donation must be coordinated in advance of donation (and, if necessary, actual purchase) with KDL Information Technology Director. The equipment purchased by or with the approval of KDL becomes the property of KDL and its future use and ultimate disposable will be at the sole discretion of KDL.
[bookmark: _KDL_Policy_3.8][bookmark: _Toc230953983][bookmark: _Toc230956833][bookmark: _Toc235782406]KDL Policy 3.8 Meeting Room Use
LAST REVISED 7.18.2024
Meeting rooms in the Kent District Library Branches are made available for use according to local governmental unit guidelines.
Programs in public meetings room must not disrupt normal Library operations and use. Persons attending the meeting are subject to all Library rules and regulations concerning behavior in the building.
[bookmark: _KDL_Policy_3.9][bookmark: _Toc230953984][bookmark: _Toc230956834][bookmark: _Toc235782407]KDL Policy 3.9 Planned Closings
LAST REVISED 5.20.2021
Every effort will be made to keep KDL facilities open to serve the public as scheduled. In some instances, however, building closures may be required for the maintenance and upkeep of facilities. Closures may also be necessary due to special events in the vicinity of a library building or other circumstances outside the control of KDL. All planned closings are appr oved by the Library Board and announced to the public with as much forewarning as possible.
[bookmark: _KDL_Policy_3.9.1][bookmark: _Toc230953985][bookmark: _Toc230956835][bookmark: _Toc235782408]KDL Policy 3.9.1 Emergency Closings
LAST REVISED 5.20.2021
Every effort will be made to keep KDL facilities open to serve the public as scheduled. Whenever a situation arises that, in the judgment of the branch manager or his/her designee, jeopardizes anyone’s personal safety or well-being, the building may be closed. Such situations could include, but are not limited to power failure, flooding, fire, vandalism, or extreme weather. In certain instances, the KDL Executive Director may close the entire system.
[bookmark: _KDL_Policy_3.9.2][bookmark: _Toc230953986][bookmark: _Toc230956836][bookmark: _Toc235782409]KDL Policy 3.9.2 Bereavement or Funeral Closings
LAST REVISED 4.19.2019
[bookmark: _KDL_Policy3.10_Library]In the event of an employee’s death, arrangements may be made for staff to attend the memorial service/funeral. These arrangements may include, at the discretion of the Executive Director, closing the library branch(es) for a period of time.

[bookmark: _Toc230953987][bookmark: _Toc230956837][bookmark: _Toc235782410]KDL Policy 3.10 Library & Personal Vehicles
LAST REVISED 7.18.2024
All employees who operate company and private vehicles on KDL business, as well as employees who are subject to perform any driving duties as assigned must have a valid Michigan driver’s license, proof of insurance (if driving their own vehicle) and obey state laws while using KDL and personal vehicles. State Motor Vehicle Records (MVRs) will be obtained and utilized as the source of verifying driver history. MVRs will be obtained and updated by the State of Michigan through subscriptions services to comply with KDL’s insurance provider guidelines. KDL will obtain written authorization from employees who drive for regular KDL business. Major violations on the employee record may prohibit an employee from driving on KDL business. Smoking, using e- cigarettes, vaping, or chewing tobacco is prohibited in the KDL vans and Bookmobile. Use of cell phones, taking calls, making calls or texting, is prohibited while driving KDL vans or Bookmobile.
[bookmark: _KDL_Policy_3.11][bookmark: _Toc230953988][bookmark: _Toc230956838][bookmark: _Toc235782411]KDL Policy 3.11 Building Safety
LAST REVISED 7.18.2024
KDL is concerned about the health and welfare of all employees. Therefore, it is the policy of KDL that no employees work alone at any KDL branch during all open public access hours. Staff scheduling must be arranged in such a way to ensure that there is always a minimum of two Library employees in the building.
[bookmark: _KDL_Policy_3.11.1][bookmark: _Toc230953989][bookmark: _Toc230956839][bookmark: _Toc235782412]KDL Policy 3.11.1 Keys to Buildings
LAST REVISED 5.20.2021
[bookmark: _KDL_Policy_3.11.2]In the interests of safety and security, only authorized individuals will be given keys to KDL facilities.
[bookmark: _Toc230953990][bookmark: _Toc230956840][bookmark: _Toc235782413]KDL Policy 3.11.2 Library Access When Closed
LAST REVISED 7.18.2024
In the interests of safety and Library liability, only authorized individuals or other individuals approved in writing by the KDL Board, or the Executive Director may have access to the physical spaces occupied by the KDL Branches when they are closed.
[bookmark: _Toc235782414][bookmark: _Library_Patron_Responsibilities][bookmark: _Toc230954025][bookmark: Section4]SECTION 4: PATRON BEHAVIOR
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[bookmark: _Toc235782415]Library Patron Responsibilities
LEGAL REVIEW 6.3.2026
Kent District Library and its branches support the right of all individuals to use the library safely and without discrimination. In order to properly maintain a clean, safe, and comfortable environment for our patrons and employees, the Kent District Library Board has adopted the following rules and responsibilities:
· Obey all laws, library policies, and local ordinances. Stealing, defacing, or damaging library equipment, materials, or facilities is not allowed.
· Respect other patrons and employees. Do not annoy or harass other persons, engage in loud or disruptive conduct, or cause a public disturbance.
· Solicitation and loitering are not allowed.
· For your children’s safety, do not leave them unattended.
· To protect your personal belongings, do not leave them unattended.
· Shirts and shoes are required.
· The library is a smoke-free building.
· No pets are allowed in the library. 
· *Service animals are permitted.
· Offensive odors, including, but not limited to odors due to poor personal hygiene or overpowering perfume or cologne, which cause a nuisance are not allowed.
· Sleeping, when disruptive to others, is prohibited in the library.
[bookmark: _KDL_Policy_4.1]Patrons who violate these rules and responsibilities will be asked to leave the library. They can appeal this decision by contacting the Executive Director or the Executive Director’s authorized designee, in accordance with KDL Policy 4.5: Right of Appeal.
[image: ]




[bookmark: _Toc230954026][bookmark: _Toc230956856][bookmark: _Toc235782416]KDL Policy 4.1 Safety & Personal Behavior
LAST REVISED 10.17.2024
LEGAL REVIEW 6.3.2026
The Kent District Library (the “Library”) is open for specific and designated civic, educational and cultural uses, including reading, studying, writing, participating in scheduled Library programs and using Library materials. In order to provide resources and services to all people who visit the Library facilities in an atmosphere of courtesy, respect, and excellent service, the Library Board has adopted this Patron Behavior Policy. The purpose of the Patron Behavior Policy is to assist the Library in fulfilling its mission as a community resource enriching life, stimulating intellectual curiosity, fostering literacy and encouraging an informed citizenry.
The following rules of conduct shall apply to all buildings and all branches —interior and exterior —and all grounds controlled and operated by the Library (“Library facilities”) and to all persons entering in or on the premises, unless otherwise specified.
[bookmark: _KDL_Policy_4.1.1][bookmark: _Toc230954027][bookmark: _Toc230956857][bookmark: _Toc235782417]KDL Policy 4.1.1 Violations of Law
LAST REVISED 10.17.2024
LEGAL REVIEW 6.3.2026
Committing or attempting to commit any act that violates federal, state, or local law, ordinance or regulation (including but not limited to assault, larceny, and removing library material from the property without authorization through the approved lending procedures or vandalism) is prohibited.
[bookmark: _KDL_Policy_4.1.2][bookmark: _Toc230954028][bookmark: _Toc230956858][bookmark: _Toc235782418]KDL Policy 4.1.2 Weapons
LAST REVISED 10.25.2018
LEGAL REVIEW 6.3.2026
Carrying guns, pistols or other weapons, except as specifically permitted and exempt from local regulation by law, is prohibited.



[bookmark: _KDL_Policy_4.1.3][bookmark: _Toc230954029][bookmark: _Toc230956859][bookmark: _Toc235782419]KDL Policy 4.1.3 Drugs, Alcohol & Smoking
LAST REVISED 10.17.2024
LEGAL REVIEW 6.3.2026
Possessing, selling, distributing, or consuming any alcoholic or intoxicating beverage, illegal drug, or drug paraphernalia is prohibited; Alcohol may be permitted at certain Library-sponsored events if specifically approved by the Library, and within compliance of state and local laws.
Persons noticeably under the influence of any controlled substance or alcoholic or intoxicating liquor are not allowed on Library property.
Smoking, e-cigarettes, vaping, and chewing tobacco are prohibited on Library property.
[bookmark: _KDL_Policy_4.1.4][bookmark: _Toc230954030][bookmark: _Toc230956860][bookmark: _Toc235782420]KDL Policy 4.1.4 Animals
LAST REVISED 7.16.2026
LEGAL REVIEW 6.3.2026
Animals are not permitted in the Library, except for the following: service animals (as defined by law) for those individuals with disabilities, animals used in law enforcement by law enforcement personnel, or therapy animals brought as a part of official Library programming.
Patrons are legally responsible for the behavior of their service animals. Per state law, animals will be asked to leave if the animal is out of control and causes a significant disturbance, or if the animal is not housebroken, has an accident, or otherwise damages or soils any library property. Before asking a service animal to leave due to unruly behavior, the Library will attempt in good faith, to seek the handler's cooperation to bring the service animal under control, unless the animal's behavior is unsafe. 
At all times, a service animal must be under the control of the person with a disability and must have a harness, leash or other tether. If the person with a disability is unable because of a disability to use a harness, leash or other tether or if the use of a harness, leash or other tether would interfere with the service animal's safe and effective performance of its work or tasks, the service animal must otherwise under the control of the person with a disability. Violations of this requirement may result in a request that the service animal be brought under control. 
[bookmark: _KDL_Policy_4.1.5][bookmark: _Toc230954031][bookmark: _Toc230956861][bookmark: _Toc235782421]KDL Policy 4.1.5 Personal Property
LAST REVISED 10.20.2025
LEGAL REVIEW 6.3.2026
Personal property brought into the Library is subject to the following:
1. The Library personnel may limit the number of parcels carried into the Library. The Library may also limit the size of items. For example, the Library prohibits large items such as suitcases, duffle bags or large plastic garbage bags.
2. The Library is not responsible for personal belongings left unattended.
3. The Library does not guarantee storage for personal property.
4. Personal possessions must not be left unattended or take up seating or space if needed by others.
The Executive Director or the Executive Director’s authorized designee may make exceptions and accommodations for patrons.
[bookmark: _KDL_Policy_4.1.6][bookmark: _Toc230954032][bookmark: _Toc230956862][bookmark: _Toc235782422]KDL Policy 4.1.6 Blocking of Aisles, Doors & Entrances
LAST REVISED 10.17.2024
LEGAL REVIEW 6.3.2026
All doors, aisles, and entrances must remain obstacle-free to keep in compliance with fire code and to prevent tripping hazards for other patrons. This includes prohibiting the running of power cords across aisles or other areas that are used for walking.
[bookmark: _KDL_Policy_4.1.7][bookmark: _Toc230954033][bookmark: _Toc230956863][bookmark: _Toc235782423]KDL Policy 4.1.7 Staff-Only Areas
LAST REVISED 10.20.2025
LEGAL REVIEW 6.3.2026
Patrons shall not be permitted in any areas designated as “staff only” unless otherwise permitted by the Executive Director, or the Executive Director’s authorized designee or accompanied by a staff member.

[bookmark: _KDL_Policy_4.1.8][bookmark: _Toc230954034][bookmark: _Toc230956864][bookmark: _Toc235782424]KDL Policy 4.1.8 Interference with Staff
LAST REVISED 10.17.2024
LEGAL REVIEW 6.3.2026
Patrons may not interfere with staff performing their duties in the Library or on Library property. This includes conversation or behavior that monopolizes or forces staff attention for a long time on non- library-related topics, inappropriate personal comments, sexual advances, or physical and/or verbal harassment.
[bookmark: _KDL_Policy_4.1.9][bookmark: _Toc230954035][bookmark: _Toc230956865][bookmark: _Toc235782425]KDL Policy 4.1.9 Unauthorized Use
LAST REVISED 10.20.2025
LEGAL REVIEW 6.3.2026
Patrons must leave the Library at closing time and may not use the library after closing time unless authorized by the Executive Director or the Executive Director’s authorized designee. Furthermore, any patron whose privileges to use the Library have been denied may not enter the Library. Any patron whose privileges have been limited may not use the Library in any manner that conflicts with those limits placed on the patron by the Executive Director, the Executive Director’s authorized designee, or the Library Board.
[bookmark: _KDL_Policy_4.1.10][bookmark: _Toc230954036][bookmark: _Toc230956866][bookmark: _Toc235782426]KDL Policy 4.1.10 Considerate Use
LAST REVISED 7.16.2026
LEGAL REVIEW 6.3.2026
Behaviors that disrupt other patron's use of the library or in any way endanger staff or other patrons are prohibited. Such behaviors include but are not limited to:
1. Spitting;
2. Running, pushing, shoving or other unsafe physical behavior;
3. Climbing on furniture that is not intended to be climbed upon (such as play furniture);
4. Using obscene or threatening language or gestures.



[bookmark: _KDL_Policy_4.1.11][bookmark: _Toc230954037][bookmark: _Toc230956867][bookmark: _Toc235782427]KDL Policy 4.1.11 Noise
LAST REVISED 7.16.2026
LEGAL REVIEW 6.3.2026
Producing or allowing any loud, unreasonable, or disturbing noises in designated “quiet areas” of the Library that interfere with other patrons’ use of the Library, or which can be reasonably expected to disturb other persons or have the intent of annoying other persons, including yelling, cheering, talking (with others or in monologues) or noises from electronic, entertainment, and communication devices, such as cell phones, tablets, headphones, and radio, is prohibited. Youth areas are not designated as quiet areas, and greater volumes of noise will be permitted. 
[bookmark: _KDL_Policy_4.1.12][bookmark: _Toc230954038][bookmark: _Toc230956868][bookmark: _Toc235782428]KDL Policy 4.1.12 Odor
LAST REVISED 10.20.2025
LEGAL REVIEW 6.3.2026
Offensive odors, including odors due to poor hygiene or overpowering perfume or cologne that causes a nuisance, are prohibited.
[bookmark: _KDL_Policy_4.1.13][bookmark: _Toc230954039][bookmark: _Toc230956869][bookmark: _Toc235782429]KDL Policy 4.1.13 Bodily Fluids & Waste
NEW 3.18.2021
LEGAL REVIEW 6.3.2026
Patrons may not be in the library with bodily fluids and/or waste on themselves, their clothes or their belongings. Patrons must also not allow bodily fluids or waste to spill onto others or otherwise come in contact with furniture or other surfaces in the Library where patrons or staff could be exposed.
[bookmark: _KDL_Policy_4.1.14][bookmark: _Toc230954040][bookmark: _Toc230956870][bookmark: _Toc235782430]KDL Policy 4.1.14 Food & Drink
LAST REVISED 7.16.2026
LEGAL REVIEW 6.3.2026
Eating or drinking only permitted in designated areas of the Library. Eating or drinking in Library meeting rooms is subject to rules of the local governmental unit and library branch. 
[bookmark: _KDL_Policy_4.1.15][bookmark: _Toc230954041][bookmark: _Toc230956871][bookmark: _Toc235782431]KDL Policy 4.1.15 Restrooms
LAST REVISED 5.18.2023
LEGAL REVIEW 6.3.2026
[bookmark: _KDL_Policy_4.1.16]Misuse of restrooms, including laundering, sleeping, shaving, hair cutting or trimming, bathing, sexual activity and cooking is prohibited. Library materials may not be taken into restrooms.
[bookmark: _Toc230954042][bookmark: _Toc230956872][bookmark: _Toc235782432]KDL Policy 4.1.16 Dress Code
LAST REVISED 10.25.2018
LEGAL REVIEW 6.3.2026
Shirts and shoes are required for health reasons and must be worn at all times inside the Library and on Library property.
[bookmark: _KDL_Policy_4.1.17][bookmark: _Toc230954043][bookmark: _Toc230956873][bookmark: _Toc235782433]KDL Policy 4.1.17 Harassment
LAST REVISED 10.20.2025
LEGAL REVIEW 6.3.2026
Staring, photographing, video recording, audio recording, following, stalking, harassing, arguing with, threatening, or behaving in a manner (1) which can reasonably be expected to disturb Library patron s or staff while such staff or patrons are in the Library or on Library property; and (2) that interferes with the Library patrons’ use of the Library or the ability of the staff person to do their job is prohibited.
[bookmark: _KDL_Policy_4.1.18][bookmark: _Toc230954044][bookmark: _Toc230956874][bookmark: _Toc235782434]KDL Policy 4.1.18 Identification
LAST REVISED 10.25.2018
LEGAL REVIEW 6.3.2026
Patrons must provide identification to Library staff when requested. Reasons for identification include but are not limited to safety, the filing of an incident report, and library card registration.

[bookmark: _KDL_Policy_4.1.19][bookmark: _Toc230954045][bookmark: _Toc230956875][bookmark: _Toc235782435]KDL Policy 4.1.19 Recreational Equipment & Personal Transport Devices
LAST REVISED 7.16.2026
LEGAL REVIEW 6.3.2026
Use of skateboards, rollerblades, roller skates, or other wheeled forms of recreational equipment is not allowed in the Library or on Library property. Library patrons must park bicycles or other recreational vehicles only in authorized areas. The use of wheelchairs and other assistive personal transport devices are permitted by those individuals with disabilities or injuries.
[bookmark: _KDL_Policy_4.1.20][bookmark: _Toc230954046][bookmark: _Toc230956876][bookmark: _Toc235782436]KDL Policy 4.1.20 Panhandling, Solicitation & Selling
LAST REVISED 6.14.2019
LEGAL REVIEW 6.3.2026
Panhandling or soliciting Library staff or patrons for money, products, or services inside the Library or on Library property is prohibited. Sales of products or services that are incidental to Library programming may be permitted if approved in advance by the Executive Director.
Selling merchandise on Library property without prior permission from the Executive Director is prohibited.
[bookmark: _KDL_Policy_4.1.21][bookmark: _Toc230954047][bookmark: _Toc230956877][bookmark: _Toc235782437]KDL Policy 4.1.21 Campaigning, Petitioning, Interviewing, Etc.
LAST REVISED .20.2025
LEGAL REVIEW 6.3.2026
Campaigning, petitioning, interviewing, survey-taking, pamphleteering, canvassing and soliciting are prohibited inside the Library building.
Campaigning, petitioning, interviewing, survey-taking, pamphleteering, canvassing and soliciting outside the Library building but on Library property are subject to the following:
1. Persons or groups are required to notify staff at the Service Desk in advance.
2. Use of the Library property does not indicate the Library’s opposition or endorsement of the candidate or issue that is the subject of the petition, interview, campaign or discussion.
3. Permitted areas for campaigning, petitioning, interviewing, survey-taking, pamphleteering, canvassing and soliciting outside of the Library building are determined by the municipality that owns the Library facility.
4. No person shall block ingress or egress from the Library building.
5. Permitted times will be limited to the operating hours of the Library.
Campaign material, literature or petitions may not be brought into the Library, posted at the Library or left on Library property.
[bookmark: _KDL_Policy_4.1.22][bookmark: _Toc230954048][bookmark: _Toc230956878][bookmark: _Toc235782438]KDL Policy 4.1.22 Children in the Library
LAST REVISED 7.16.2026
LEGAL REVIEW 6.3.2026
USE BY CHILDREN
Children are welcome and encouraged to use the Library at all times. The Library desires to make each visit an important one for every child. A “child” means a minor under the age of 18.
RULES AND REGULATIONS REGARDING CHILDREN
1. All patrons, including children, are expected to comply with the Library's policies. Parents, guardians or responsible caregivers shall review and be fully aware of all Library policies governing children, particularly the Internet Use Policy.
2. Parents, guardians and responsible caregivers are responsible for the behavior, safety, and supervision of their children regardless of age while in the Library or on Library property. A parent, guardian, or responsible caregiver must be at least 14 years old and must be able to manage the child’s behavior and safety.
3. Subject to the exceptions below, children under the age of 8 must be accompanied by a parent, guardian or responsible caregiver. The parent, guardian or responsible caregiver shall remain in the immediate vicinity of the child and shall maintain visual contact with the child at all times. 
4. In the event a child under the age of 8 is attending a Library-sponsored program on the premises, the parent, guardian, or responsible caregiver is to remain on the premises for the duration of the program and promptly rejoin the child at the end of the program. If a child under the age of 5 is attending a Library-sponsored program on the premises, the parent, a guardian, or responsible caregiver is to accompany the child, remain in the immediate vicinity of the child, and maintain visual contact with the child for the entire duration of the program.
5. The Library and its branches may be equipped with play furniture intended for child use. Such play furniture will be located within a designated children’s area and must be removed from its designated area. Library staff do not assume the responsibility of supervising or monitoring a child’s use of any play furniture. A child must be accompanied by a parent, guardian, or responsible caregiver as required herein when using any play furniture. The play furniture and any play accessories or toys must be used as intended and shall be used only at the user’s own risk. 
6. Children of any age who, because of developmental disability, mental illness, or physical disability, require supervision or personal care shall be attended by a parent, guardian, or responsible caregiver at all times.
7. Staff will not be responsible if unattended children of any age leave the Library premises alone or with other persons. Further, staff will not be responsible for children 8 years or older who may be asked to leave the Library if the child is in violation of Library policy.
8. We request that all unattended children be picked up at least ten minutes before closing time. Parents, guardians and responsible caregivers need to be aware of when the Library closes.
9. Children 8 years or older must know their telephone number and other contact information if they are unattended at the Library. It is a violation of Library policy to not pick up your unattended child immediately if the Library calls.
CONTACT OF PARENT OR GUARDIAN
Library staff may attempt to contact a parent, legal guardian, custodian or caregiver when:
· The health or safety of an unattended child is in doubt.
· A child is frightened while alone at the Library.
· A child has been left unattended for an extended period of time, or multiple times.
· The unattended child has not been met by a parent, legal guardian, custodian or responsible caregiver at closing time. A child is considered unattended at closing time if the child is under the age of 8 or the child needs assistance procuring transportation.
UNATTENDED CHILDREN AT CLOSING
If a parent, legal guardian, custodian or caregiver cannot be reached by closing time or fails to arrive within a reasonable time after being contacted, Library staff may contact law enforcement officials to take charge of the situation involving the unattended child. Library employees are not permitted to transport an unattended child or vulnerable adult under any circumstances.
If the parent, legal guardian, custodian or responsible caregiver can be reached by closing time, the staff member shall explain the Library’s policy and provide a copy of this policy.
[bookmark: _KDL_Policy_4.1.23][bookmark: _Toc230954049][bookmark: _Toc230956879][bookmark: _Toc235782439]KDL Policy 4.1.23 Face Mask Requirement During Pandemic
LAST REV ISED
7.16.2026
LEGAL REVIEW 6.3.2026
It is the policy of the Kent District Library (KDL) to follow all federal, state and local orders, including the Executive Orders of the Michigan Department of Health and Human Services (MDHHS).
When there is a federal, state or local order requiring people to wear face coverings (as defined by such order) while in indoor public spaces, KDL shall also require all patrons to wear face coverings while visiting all KDL locations.
Refusing to follow the mask requirement will be considered a violation of the Library Patron Responsibilities. Patrons who violate these rules and responsibilities will be asked to leave the library. Patrons may appeal this decision by contacting the Executive Director, or the Executive Director’s authorized designee, in accordance with KDL Policy 4.5: Right of Appeal.
[bookmark: _KDL_Policy_4.1.24]Curbside service will be offered as a reasonable accommodation to those who do not wish to wear a mask.
[bookmark: _Toc230954050][bookmark: _Toc230956880][bookmark: _Toc235782440]KDL Policy 4.1.24 Sleeping in the Library
NEW 5.18.2023
LEGAL REVIEW 6.3.2026
Sleeping in the library is prohibited when the behavior is disruptive to others using the Library. Staff may intervene when the sleeping is disruptive, if the patron may need medical help, or if the patron is unresponsive. Behaviors that may be considered disruptive include but not limited to:
1. fully laying out on a couch with feet on the furniture;
2. snoring loudly;
3. occupying multiple workspaces;
4. sleeping at a public PC that is needed by others;
5. leaving a child unattended while sleeping.
[bookmark: _KDL_Policy_4.2][bookmark: _Toc230954051][bookmark: _Toc230956881][bookmark: _Toc235782441]KDL Policy 4.2 Use & Preservation of Library Materials & Property
LAST REVISED 10.20.2025
LEGAL REVIEW 6.3.2026
Patrons must not deface, vandalize, or damage Library property, or improperly remove Library materials, equipment, or furniture. Patrons shall be responsible to reimburse the Library for costs incurred by the Library for violating this provision.
[bookmark: _KDL_Policy_4.2.1][bookmark: _Toc230954052][bookmark: _Toc230956882][bookmark: _Toc235782442]KDL Policy 4.2.1 Pest Management
NEW 3.20.2025
LEGAL REVIEW 6.3.2026
Kent District Library is committed to maintaining a safe and clean environment for all patrons and staff. Library materials and equipment suspected or confirmed to be infested with bed bugs, fleas, cockroaches, or other pests will be isolated, treated, or discarded, as necessary.
Patrons experiencing a bed bug or pest infestation in their residence must refrain from borrowing physical materials until the infestation is eradicated.
In addition to KDL Policy 4.1.5, patrons must not bring personal property with evidence of bed bugs or other pests into the Library.
If a patron returns materials with evidence of bed bugs or other pests:
1. The patron will receive a warning, be informed of this policy, and be provided with resources on pest identification and eradication.
2. If a patron returns materials with evidence of pests on more than one occasion, they may be charged for replacement costs and have their borrowing privileges suspended. Written notice of the restriction will be provided, along with additional information and resources.
3. Full borrowing privileges will be restored once the patron provides written proof from a licensed pest control professional confirming their residence has been treated.
Patrons may appeal a borrowing restriction under KDL Policy 4.5 by submitting a written appeal to the Library Board within 10 business days. The Board’s decision is final.
Library staff will be trained to inspect all incoming materials for signs of pests and follow proper handling procedures. KDL will maintain supplies for detecting, isolating, treating, or disposing of affected equipment and materials.
Suspected or confirmed infested items will be immediately sealed, treated, or discarded. Staff must notify management when materials are suspected or confirmed to have been exposed to pests.
[bookmark: _KDL_Policy_4.2.2][bookmark: _Toc230954053][bookmark: _Toc230956883][bookmark: _Toc235782443]KDL Policy 4.2.2 Copyright Policy
LAST REVISED 5.18.2023
LEGAL REVIEW 6.3.2026
U.S. Copyright law (Title 17 U.S. Code) prohibits the unauthorized reproduction or distribution of copyrighted material, except as permitted by the principles of fair use. Additionally, individuals may not copy or distribute electronic materials including email, text, images, programs, or data without the explicit permission of the copyright holder. Any responsibility for the consequences of copyright infringement lies with the user. Kent District Library expressly disclaims any liability or responsibility arising from use of equipment or technology, including use of information obtained through its electronic information systems.
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LAST REVISED 7.16.2026
LEGAL REVIEW 6.3.2026
The Library allows access to a variety of electronic resources. This includes the KDL catalog, the catalogs of other libraries, a variety of databases, and the Internet. The Internet stations also provide access to a variety of office software. No station provides support for all file types, browser plug-ins, or Internet technologies. The Library recognizes this is a dynamic environment with programs and content that constantly change.
Kent District Library neither has control over resources offered through the Internet nor has complete knowledge of what is on the Internet. Information on the Internet may be reliable and current or may be inaccurate, out-of-date, and unavailable at times. Some content may be offensive. Library users access the Internet at their own discretion. The Internet is not governed by an entity, so there are no limits or checks on the kind of information contained there. Only a user can decide on the accuracy, completeness, and currency of the content. The library is not responsible for decisions or actions taken based on information gathered from the Internet.
Library users may encounter various Artificial Intelligence platforms (AI) while using Library owned computers and accessing the internet. Such platforms include but are not limited to AI-enhanced search engines, chatbots, or recommendation algorithms. There are risks in using AI, including uncertainty about who owns and can access AI generated content, and privacy concerns with inputting sensitive information into an AI system. Additionally, content generated via an AI platform may be outdated, misleading or (in some cases) fabricated or fictitious. Library users access and utilize all AI platforms at their own discretion and risk. Unless otherwise explicitly stated, the Library does not endorse any AI platform or product, nor does it claim to confirmed or verify the accuracy of any information generated by an AI platform. Only a user can decide on the accuracy, completeness, and currency of the content produced by an AI platform. The Library is not responsible for decisions or actions take based on information gathered from AI generated content. 
Consistent with the Library Privacy Act, MCL 397.601 et seq. (“Privacy Act”), and this Acceptable Use Policy, Kent District Library respects the privacy of patrons when they use a Library computer. The Library reserves the right, however, to monitor a patron’s use of a Library computer for compliance with this Acceptable Use Policy. Although the Library generally shall not retain a record of a patron’s use of a Library computer beyond 24 hours, the Library may retain such a record for any investigation and determination of a potential or actual violation of this Policy (including appeals).
In particular, and without limiting the foregoing, Library staff may produce a record of site visited of a Library computer for evidentiary purposes if a Library staff member has a reasonable suspicion that a patron is using the computer in violation of this Acceptable Use Policy. Any record of a patron’s use shall be retained by the Library only so long as appropriate for any investigation and determination regarding a potential or actual violation. By accepting this Policy prior to using a Library computer, a patron is consenting to monitoring the patron’s use of the Library computer.
FILTERING
In accordance with Federal and State law (the Children's Internet Protection Act, 47 USC §254 and 20 USC §101, and Section 6 of the Privacy Act), all Library computers with Internet access are filtered. Note, however, that no filter is 100% effective. Parents or legal guardians are responsible for their minor child’s reading, listening, and viewing of Library material, including the Internet.
Compliance with the Children’s Internet Protection Act (CIPA) requires filters that block access to visual depictions that are obscene or child pornography, as defined by 47 USC §254. CIPA also requires protection against access by patrons under age 17 to visual depictions that are harmful to minors, as defined by 47 USC §254. A patron who is at least 17 years of age may request the disabling of software used to filter visual depictions on a computer used by that patron, provided that they will use the unfiltered computer for bonafide research or other lawful purposes. Library staff will not inquire into the reasons for disabling the filter.
Patrons are responsible for complying with this Policy when accessing the Internet. In addition to other provisions of this Policy, patrons (including minors) shall not access visual depictions that are obscene or child pornography as defined by Federal law (47 USC§254(h)(7)(E), (F)) and shall not access or view obscene matter as defined in §2 of 1984 PA 343, MCL 752.362 (PA 343). In addition, patrons who are minors for purposes of Federal law shall not access visual depictions that are harmful to minors as defined by Federal law (47 USC§254(h)(7)(G)) and patrons who are minors under State law shall not access or view sexually explicit matter that is harmful to minors as defined in PA 343. Subject to other demands on staff time for library services, the Library staff will make a good faith effort to periodically monitor the use of Library computers by minors. Notwithstanding the foregoing, the Library holds the parents or legal guardians responsible for their minor children’s use of the Internet in light of the fallibilities of filters and other demands on Library staff time.
In order to further comply with CIPA the Library has taken certain measures to assist in the safe and effective use of the Internet by individuals under the age of 17, as follows:
To address the issue of access by minors to inappropriate matter on the Internet, including material that is harmful to minors, the Library:
1. Maintains the filtering program described above to block Internet access to visual depictions that are obscene, child pornography and, in the case of use by minors, harmful to minors.
2. Allows adults to request that content filters be turned off.
To address the issue of the safety and security of minors when using electronic mail, chat rooms, and other forms of direct electronic communications, as well as unauthorized disclosure of, use, and dissemination of personal identification regarding minors, the Library urges minors to follow the safety guidelines below:
1. Never give out identifying information such as home address, school name, or telephone number.
2. Let parents or guardians decide whether personal information such as age or financial information should be provided online.
3. Never arrange a face-to-face meeting with someone through a computer without parent or guardian approval.
4. Never respond to messages that are suggestive, obscene, or threatening.
5. Remember that people online may not be who they say they are.
To address the issue of unauthorized access, including so-called "hacking" and other unlawful activities by minors online, minors and all other Library Internet users are required to agree to an online Internet User Agreement that states that “Library computers are not to be used for any illegal activity.”
In addition, if a patron requests a specific site to be unblocked from the filtering program, the Regional Manager shall refer the request for review by administrative staff to determine whether it contains obscene matter or sexually explicit matter that is harmful to minors. If it does not, the administrative staff may authorize the system wide unblocking of the site. The patron will be informed of the decision in writing. The decision may be appealed in writing within ten (10) business days to the Executive Director, or the Executive Director’s authorized designee, whose decision shall be final.
VIOLATIONS
The Library's computers, network, and Internet connection may not be used for any illegal activity or in an unauthorized manner in violation of this Acceptable Use Policy. Illegal acts will be prosecuted to the full extent of the law.
Users violating this Policy will first be asked to comply. For individuals who repeatedly violate this Policy after previous warnings, the Library reserves the right to prohibit use of the Library’s computers, network, Internet connection, and/or the Library for a period up to 72 hours by action of the Regional Manager or the staff member in charge. An individual may appeal this decision to the Executive Director, or the Executive Director’s authorized designee.
The Library also reserves the right to prohibit use of the Library’s computers, network, Internet connection, and/or the Library for a period of time exceeding 72 hours by action of the Executive Director. In such instances, an individual will be informed of the decision in writing by certified mail and may appeal this decision in writing within ten (10) business days to the Executive Director, or the Executive Director’s authorized designee, whose decision shall be final.
TIME AND OTHER LIMITS
Each individual is all owed to use the Library’s public computers for one (1) hour per day. More time may be allowed if computer stations are free. Extensions for additional time are done electronically at those branches with reservation software. At branches without this software, patrons may ask staff to extend the time limit.
All computers will be electronically shut down five (5) minutes before the Library closes.
PRECAUTIONS
Software and other files downloaded from the Internet may contain viruses or spyware that may infect other computers. Kent District Library is not responsible for damage or loss that may occur from use of the Library’s computers.
Since the Internet and AI platforms are not secure, patrons are responsible to ensure that their personal data is not compromised. Sending or inputting any information, including credit card numbers, via the Internet or to an AI platform is at the sole risk of the user. Kent District Library has no control over the security of this data.
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LAST REVISED 10.20.2025
LEGAL REVIEW 6.3.2026
The Kent District Library permits photography and other forms of recording (videography, filming, audio, etc.) under the conditions listed below to the extent that it does not interfere with the operations, programs and activities of the Library.
1. Casual amateur photography and other forms of recording are permitted for patrons and visitors provided it does not interfere with the operations of the Library or individuals using the Library and does not capture any identifiable likenesses of individuals without their permission. Photographers are responsible for securing the necessary releases. Anyone photographing or recording in the Library must respect other patrons and employees. Do not annoy or harass other persons, engage in loud or disruptive conduct or cause a public disturbance (See Library Patron Responsibilities which detailed in Section 4.2).
2. No commercial, media photography or recording may occur in Library facilities without prior written permission.
3. [bookmark: _KDL_Policy_4.4]Permission may be revoked at any time if the photographer or person recording fails to comply with the terms of this policy or other rules and regulations of the Library.
4. 
[bookmark: _Toc230954056][bookmark: _Toc230956886][bookmark: _Toc235782446]KDL Policy 4.4 Disciplinary Process for Library Facilities
LAST REVISED 10.20.2025
LEGAL REVIEW 6.3.2026
The Executive Director or the Executive Director’s authorized designee may restrict access to Library facilities with immediate dismissal of the patron from the premises, by suspending the patron’s access to Library facilities for a set period of time, or by denying access to specific services and/or programs pursuant to this policy. If necessary, the local police may be called to intervene.
INCIDENT REPORTS
Library staff shall record in writing in the form of an Incident Report any violation of this policy that resulted in multiple verbal warnings or a suspension of Library privileges. By the end of the day on which the incident occurred, an Incident Report shall be written and forwarded to the Executive Director for logging and review. The report should include physical descriptions in addition to the name of the patron when known.
VIOLATION OF THE POLICY – SUSPENSION OF PRIVILEGES
Unless otherwise provided in this policy, (see Section C below), the Library shall handle violations as follows:
Initial Violation:
Library patrons observed violating this policy will be asked to cease the violation with a verbal request. If the patron does not comply with the request, they will be asked to leave the building for the day. If they refuse, the police may be called.
Subsequent Violations
The Executive Director or the Executive Director’s authorized designee may further limit or suspend the patron’s Library privileges if infractions continue. Such limitation or revocation shall be in writing specifying the nature of the violation. Subsequent violations of the same rule shall result in additional suspensions of increasing length.
VIOLATIONS THAT AFFECT SAFETY AND SECURITY
Violations involving verbal abuse, violence, threatening behaviors, sexual harassment, vandalism, drug sale or use or attempted drug sale or use, intoxication, theft or attempted theft, physical harassment, sexual misconduct or any behavior that threatens the safety and security of staff and/or patrons shall be handled as follows:
Initial Violation
The police will be called immediately if patron is asked to leave and does not comply. If the conduct constitutes a violation of local, state, or federal law, arrest or criminal prosecution may ensue. Violations of this nature will result in an immediate minimum two-week suspension of Library privileges in order to give the Library sufficient time to investigate the incident. After the investigation is completed, the Executive Director or the Executive Director’s authorized designee may add additional time to the initial limitation or suspension period.
Subsequent Violations
The police will be called immediately. If the conduct constitutes a violation of local, state, or federal law, arrest or criminal prosecution may ensue. The Executive Director or the Executive Director’s authorized designee may further limit or suspend the patron’s Library privileges in escalating responses, which will be documented in writing. Subsequent violations of the same rule will result in additional suspensions of increasing length.
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LAST REVISED 10.25.2018
LEGAL REVIEW 6.3.2026
Patrons may appeal a decision to limit or suspend privileges by sending a written appeal to the Library Board within ten (10) business days of the date the privileges were suspended or limited. The appeal should be sent to the President of the Library Board. The decision of the Library Board is final.
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NEW 9.18.2025
LEGAL REVIEW 6.3.2026
Patrons who have had their library privileges suspended for one year or longer must first meet with a Regional Manager before they may have their library privileges reinstated. This reinstatement policy will apply regardless of the nature of the policy violation that led to the patron’s suspension, and it will apply regardless of whether the patron appealed their suspension to the Library Board.
During the meeting, the Regional Manager will review the KDL Library Patron Responsibilities statement and related KDL Policies with the patron. Further, the patron must sign a Reinstatement Agreement before their privileges will be reinstated. Once the patron has signed the Reinstatement Agreement the patron will be placed on a 90-day probationary period. Any policy violation during the probationary period will result in the patron’s library privileges being again suspended for one year.
The patron’s privileges will remain suspended until the meeting is completed, and the patron has signed the Reinstatement Agreement.
After the probationary period has elapsed, any further policy violations will be handled in accordance with KDL’s standard progressive discipline processes.
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LAST REVISED 7.16.2026
STATEMENT OF PURPOSE
It is the policy of Kent District Library to invest its funds in accordance with the investment objectives listed below in order to meet the daily cash flow needs of the Library while complying with all state statutes governing the investment of public funds.
SCOPE OF POLICY
This investment policy applies to all financial assets of Kent District Library. These assets are accounted for in the various funds of the Library and include the general fund, special re venue funds, debt service funds, capital project funds, enterprise funds, internal service funds, fiduciary funds, permanent funds, and any new fund established by Kent District Library.
INVESTMENT OBJECTIVES
The primary objectives, in priority order, of Kent District Library’s investment activities shall be:
Safety
Safety of principal is the foremost objective of the investment program. Investments shall be undertaken in a manner that seeks to ensure the preservation of the capital in the overall portfolio.
Diversification
The investments shall be diversified by security type and institution in order that potential losses on individual securities do not exceed the income generated from the remainder of the portfolio.
Liquidity
The investment portfolio shall remain sufficiently liquid to meet all operating requirements that may be reasonably anticipated.
Return on Investment
The investment portfolio shall be designed with the objective of obtaining a market average rate of return during budgetary and economic cycles while taking into account investment risk constraints and liquidity needs. Return on investment is of secondary importance compared to the safety and liquidity objectives.
DELEGATION OF AUTHORITY TO MAKE INVESTMENTS
Authority to manage the investment program is derived from MCL 397.182. Management responsibility for the investment program is hereby delegated to the Board Treasurer (or Director of Finance as designee of the Board Treasurer) who shall establish written procedures and internal controls for the operation of the investment program consistent with this investment policy. Procedures shall include references to: Safekeeping, delivery vs. payment, investment accounting, repurchase agreements, wire transfer agreements, collateral/depository agreements, and banking service contracts. No person may engage in an investment transaction except as provided under the terms of this policy and the procedures established by the Board Treasurer. The Board Treasurer shall be responsible for all transactions undertaken and shall establish a system of controls to regulate the activities of subordinate officials.
The Board Treasurer may delegate any day-to-day functions under this investment policy to the Director of Finance as their designee.
LIST OF AUTHORIZED INVESTMENTS
Kent District Library is limited to the following investments authorized by MCL - Act 20 of 1943 - Michigan Legislature, as amended and may invest in the following:
1. Investment pools organized under the MCL - Act 121 of 1985 - Michigan Legislature, 1985 PA 121, MCL 129.141 et seq.
2. Bonds, securities, and other obligations of the United States or any agency or instrumentality of the United States and investment pool consisting of these securities and other obligations.
3. Certificates of deposit, savings accounts, deposit accounts or depository receipts of a financial institution as defined in MCLA 129.91 provided that the financial institution is eligible to be a depositor y of funds belonging to the state under a law or rule of the State of Michigan or the United States.
4. Repurchase agreements consisting of instruments listed in 2. above.
AUTHORIZED FINANCIAL DEALERS & INSTITUTIONS
Cash equivalents or deposits shall be authorized with those Financial Institution(s) through a Resolution by the Board of Trustees, to perform the banking function of the Organization. The approved financial institution shall certify that they have: (1) received KDL’s investment, (2) have read the policy, and (3) will comply with said terms of the policy.
STATEMENT CONCERNING SAFEKEEPING AND CUSTODY
All security transactions, including collateral for repurchase agreements and financial institution deposits, entered into by Kent District Library shall be accounted for via modified accrual basis of accounting. Securities may be held by a third-party custodian designated by the Board Treasurer (or Director of Finance as designee of the Board Treasurer) and evidenced by safekeeping receipts as determined by the Board Treasurer (or Director of Finance as designee of the Board Treasurer).
STANDARD OF PRUDENCE
The Board Treasurer (and the Director of Finance as designee of the Board Treasurer) shall make such investments and only such investments as a prudent person would make in dealing with the property of another having in view the preservation of the principal and the amount and the regularity of the income to be derived.
STATEMENT OF ETHICS
The Board Treasurer, the Director of Finance as designee of the Board Treasurer, and any other Board members and staff involved in the investment of funds shall refrain from personal business activity that could conflict with the proper execution and management of Kent District Library investments or that could impair their ability to make impartial investment decisions.
INVESTMENT ACTIVITY REPORT
The Board Treasurer and the Director of Finance shall provide monthly reports to the Board concerning the investment of District Library funds. The Director of Finance shall provide a detailed annual investment report, including account and fund information. The KDL Board will annually designate its depositories and/or its investment advisors for the coming year during the adoption of the budget.
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LAST REVISED 12.18.2025
The Kent District Library Board of Trustees will establish an annual budget at its November meeting for the following calendar year. The Executive Director and Director of Finance will present the annual budget with historical data and future projections to the Board at its annual budget work session in October.
The budget is a working document. Changes in projections, projects, or unknown events are cause for variations from budget to actual numbers. As such, during the course of the fiscal year (January – December), budget adjustments will be presented by the Executive Director and Director of Finance to the Board as needed to keep the budget accurate. Budget adjustments will be requested as needed.
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LAST REVISED 11.21.2024
This policy has been adopted by the Kent District Library Board of Trustees to address the implications of Governmental Accounting Standards Board (GASB) Statement No. 54. The policy is created in consideration of unanticipated events that could adversely affect the
financial condition of the Library and jeopardize the continuation of public services. This policy will ensure that the Library maintains adequate fund balances and reserves in order to:
· Provide sufficient cash flow for daily financial needs;
· Offset significant economic downturns or revenue shortfalls;
· Provide funds for unforeseen expenditures related to emergencies; and
· Secure and maintain investment grade bond ratings.
The following definitions of fund types will be used in reporting governmental fund activity. The Library may or may not report all fund types in any given reporting period based on actual circumstances and activity.
General Fund: used to account for all financial resources not accounted for and reported in another fund.
Special Revenue Fund: used to account and report the proceeds of specific revenue sources that are restricted or committed to expenditures for specific purposes other than debt service or capital projects.
Debt Service Fund: used to account for all financial resources restricted, committed, or assigned to expenditures for principal and interest.
Capital Projects Fund: used to account for all financial resources restricted, committed, or assigned to expenditures for the acquisition or construction of capital assets.
Permanent Funds: used to account for resources restricted to the extent that only earnings, and not principal, may be used for purposes that support the Library’s objectives.
Internal Service Fund: used to report an activity that provides services or goods to departments of the library on a cost-reimbursement basis.
The following categories will be used to report governmental fund balances in accordance with the definitions provided by GASB Statement No. 54:
Non-spendable Fund Balance: amounts that cannot be spent because they are either not in a spendable form or are legally or contractually required to be maintained intact. Classification of non-spendable amounts will be determined before all other classifications and consist of the following:
· The Library will maintain a fund balance equal to the balance of any long- term outstanding receivables due from others;
· The Library will maintain a fund balance equal to the value of inventory balances and prepaid items unless those items are offset with liabilities and result in fund balance;
· The Library will maintain a fund balance equal to the principal of any permanent funds that are legally or contractually required to be maintained intact; and
· The Library will maintain a fund balance equal to the balance of any land or other non-financial assets held for sale.
Restricted Fund Balance: amounts that can be spent only for specific purposes stipulated by the constitution, external resource providers, or through enabling legislation.
Committed Fund Balance: amounts that can be used only for the specific purposes determined by a formal action of the KDL Board. (Authority to Commit: a majority vote is required to approve a commitment, and a two-thirds majority vote is required to remove a commitment.)
Assigned Fund Balance: amounts intended to be used by the Library for specific purposes, but do not meet the criteria needed to be classified as restricted or committed. In governmental funds, other than the General Fund, the assigned fund balance represents the remaining amount that is not restricted or committed. (Authority to Assign: the KDL Board delegates to the Director of Finance the authority to assign amounts to be used for specific purposes. Such assignments cannot exceed the available [spendable, unrestricted, uncommitted] fund balance in any individual fund.)
Unassigned Fund Balance: is the residual classification for the Library’s General Fund and includes all spendable amounts not included in the other classifications. In other funds, the unassigned classification is used to report a deficit balance from overspending amounts that have been designated as restricted, committed, or assigned.
The following guidelines address the classification and use of fund balance in governmental funds:
Classifying Fund Balance Amounts: Fund balance classifications indicate the nature of the net resources that are reported in a governmental fund. An individual governmental fund may include non-spendable resources and amounts that are restricted, committed, or assigned, or any combination thereof. The General Fund may also include an unassigned amount.
Prioritization of Fund Balance Use: When an expenditure is incurred, when both restricted and unrestricted (committed, assigned, or unassigned) amounts are available, it will be the policy of the Library to consider restricted amounts to have been reduced first. If an expenditure is made that is applicable to any of the unrestricted fund balance classifications, it will be the policy of the Library to reduce committed amounts first, followed by assigned amounts, and then unassigned amounts.
Minimum Unassigned Fund Balance: The Board has designated a minimum unassigned fund balance for the Library’s General Fund of 15-20 percent of the subsequent year’s budget. This minimum fund balance is to protect against cash flow shortfalls related to timing of projected revenue receipts and to maintain a budget stabilization commitment. The Executive Director and Director of Finance will provide a report of the fund balance as part of setting the annual budget, approving budget adjustments, as requested.
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LAST REVISED 7.16.2026
This policy provides the framework for the purchase of all goods and services by Kent District Library personnel. The purchase of goods or services needed by Kent District Library shall be made using sound purchasing practices and business procedures to ensure the timely receipt of goods, services and works of improvement of a quality appropriate to the needs of the Library at the lowest responsible costs. Guidance and direction for the implementation of this policy and the related acceptable procedures and best practices will be governed by administrative guidelines produced by the Finance Department.
Reason for Policy:
· Provide clear directions to all Kent District Library staff and vendors on the purchasing process.
· Provide institutional consistency, discipline and accountability over all funds entrusted to Kent District Library by taxpayers, donors and other sources of funding.
· Avoid the intent and appearance of unethical or compromising practice in relationships, actions, and communications.
· Avoid any personal business or professional activity that would create a conflict between personal interests and the interests of Kent District Library.
· Promote positive supplier relationships through professionalism, courtesy and impartiality.
· Ensure procurement is open, non-discriminatory, and fair to all who participate.
· Additionally, we actively seek to provide opportunities for diverse and small local businesses.
The purchases of all goods and services, unless noted by exemption, are subject to the requirements and restrictions in this policy. No purchase of goods or services on Kent District Library’s behalf may be made in any manner, which violates this policy. The amounts below, “Commitment to Purchase,” shall be applied to orders, contracts, agreements, and any other
similar arrangement, which obligates or commits Kent District Library’s funds to purchases at these levels. Splitting orders, contracts, or agreements to circumvent these limits is prohibited.
APPROVAL THRESHOLDS
For individual purchase transactions and commitments, the Executive Director and Director of Finance are each authorized to make purchases for all items when the cost per item is under $25,000. For individual purchase transactions and commitments when the cost per item exceeds $25,000 and is under $50,000, the Executive Director and Director of Finance are authorized to make purchases after obtaining a minimum of three quotations. The above-noted purchases require the approvals of both the Executive Director and the Director of Finance.
For Commitments to Purchase costing over $50,000, a Request for Proposal (RFP) will be generated, and a bid process will be used. RFPs will be available on the Kent District Library’s website. The Library Board of Trustees’ approval is required prior to awarding the contract for such goods or services. Kent District Library reserves the right to accept or reject any or all bids, to waive defects or irregularities in any bid, or to accept or eliminate any portion of any bid.
When necessary, Kent District Library personnel responsible for making the purchase may reach out to one vendor for an estimate so Kent District Library personnel can determine the appropriate approval process. If a quote/competitive proposal/RFP process is determined to be required by Kent District Library personnel, this estimate shall not replace the required quotes, competitive proposals, or RFP responses and the vendor shall be responsible for responding to the same requests required of the other potential vendors. The same information shared with the vendor providing the estimate shall be shared with all other potential vendors and the vendor providing the estimate will not receive preferential treatment.
The following purchases are exempt from the approval thresholds and quote requirements as outlined in this policy and may be awarded without obtaining quotes and/or Library Board of Trustees’ approval if the price is considered to be reasonable by the Executive Director or Director of Finance:
· Water, sewer, steam, gas, electrical utility, and telephone services
· Library materials (including but not limited to items such as books, databases, subscriptions)
· Other regularly recurring expenditures as approved by the Executive Director and Director of Finance.
Notwithstanding any other provision of this Section 5.2, the Board may waive the requirement for bids for the purchase of goods and services if the Board determines that such action is in the best interest of Kent District Library under the circumstances of a particular contract.
SOLE SOURCE PURCHASES
The number of bids or quotes requirement can be foregone if the purchase can only be made from a single source. Justification for each sole source purchase shall be documented in writing and approved by the Library Board of Trust ees prior to any purchase. The sole source justification does not relieve the responsibility of the purchaser to obtain a fair and reasonable price. Sole source purchases may include:
· Product or service is available from only one vendor
· Purchase must match an existing product or service
· There is a compelling and valid interest in selecting a particular vendor
· The proposed vendor is uniquely qualified to provide the product or service
EMERGENCY PURCHASES
If there is evidence of imminent danger to persons or property and when deemed necessary to guarantee the safety of patrons, staff, and visitors, emergency purchases may be authorized by the Executive Director or their designee in excess of the $25,000 limit outlined above. Emergency purchases may also be necessary if there is an occurrence of technology failure, technology security breach, or other circumstances caused by forces of nature. Prior to authorizing these emergency purchases, the Executive Director must consult with the Chairperson of the Library Board of Trustees or their designee. The Executive Director shall document the reason for any emergency purchase and inform the Library Board of Trustees at the next regularly scheduled meeting.
CONTRACTS
The Kent District Library will have outside legal counsel evaluate all new contracts with a Commitment to Purchase of greater than $ 250,000. The Kent District Library shall have the option of renewing expired contracts (up to two times) provided a fair price can be negotiated and the Kent District Library has determined the renewal to be in its best interest. Renewal terms shall not require Library Board of Trustees approval, with the exception of audit and legal services. These services are commissioned by the Library Board of Trustees and will need to be renewed by a majority vote upon contract expiration.
NON-DISCRIMINATION
When soliciting and selecting vendors, Kent District Library shall not in any way discriminate against any vendor because of age, race, color, religion, marital status, sex/gen der, pregnancy, sexual orientation, gender identity, gender expression, height, weight, national origin, disability, political affiliation, familial status, veteran status or genetics and/or any other legally protected class not heretofore mentioned. Nor shall Kent District Library patronize or continue to patronize vendors known to practice any form of discrimination.
GOVERNMENT CONTRACTS
To obtain the benefits of volume purchasing or reduced administrative expenses when purchasing similar goods and services, Kent District Library may utilize existing governmental contracts. Examples of these could be from the State of Michigan, the Regional Education Media Center (REMC), MiDeal, Sourcewell, MiCTA, and NCPA. If an existing, beneficially priced agreement is active, the Kent District Library may forego its normal quoting or bidding process and negotiate for goods and services using the terms of another governmental unit’s contract. Any purchase through this process must be documented on the purchase order, with reference to the governmental unit and contract number.
UNIVERSAL SERVICE ADMINISTRATIVE CO. FUNDING
For all eRate eligible products and services Kent District Library has applied for or will be applying for Universal Service Administrative Co. (USAC) funding or reimbursement, the Kent District Library shall forego the policy outlined here and instead follow the competitive bid process as required by USAC.
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LAST REVISED 11.24.2024
Kent District Library complies with Michigan Compiled Laws 15.321 et seq. Members of the Board of Trustees will annually sign a Conflict of Interest Statement (see below) to ensure compliance with the law.
CONFLICT OF INTEREST STATEMENT: BOARD
I have read and understand the law pertaining to conflicts of interest (Michigan Compiled Laws 15.321 et seq.), which was provided to me. There are no present or potential future conflicts of interest other than those listed below. I have and will continue to observe the law carefully including, without limitation, the obligation to promptly disclose any pecuniary interest in a contract to be considered by the Board.
Signature: _____________________________________________Date: _____________ DISCLOSURES (Indicate “none” if applicable. Otherwise, please give a brief explanation of the conflict):
Trustees may not use their position or the knowledge gained because of their position for private or personal advantage or to obtain financial gain. Specifically, if a trustee recognizes an actual or potential conflict of interest, the trustee is expected to disclose to the board any financial or personal beneficial interest, direct or indirect, and abstain voluntarily from discussion or voting on any issue that raises such conflict of interest.
CONFLICT OF INTEREST STATEMENT: STAFF
Kent District Library respects the rights of its employees in their activities that are private in nature and in no way conflict with or reflect upon the Library. Financial or personal obligations such as part-time employment with outside firms or individuals which affect judgment in carrying out Library business, or that would create the appearance of impropriety, shall be avoided.
To that end, all supervisors and non-union staff will annually read and sign Conflict of Interest Statements. All other staff will sign a Conflict of Interest Statement at the time of hire. If there are any situations which arise during the year that create a potential conflict as described in this policy, the employee shall make a written disclosure to the Executive Director who shall provide it to the Kent District Library Board of Trustees.
STAFF CONFLICT OF INTEREST STATEMENT
I have read and understand Kent District Library Policy 5.3 governing conflict of interest. I understand that by signing this statement, I certify that I and my family have no direct or indirect interest in firms or individuals doing business with Kent District Library (other than those disclosed below). I also certify that neither I nor my family act in a fiduciary capacity for firms or individuals doing business with Kent District Library (other than those disclosed below). I understand and agree that if a potential conflict arises after the filing of this statement, I will disclose it to the Executive Director in writing and receive approval from the Library Board before proceeding to become involved.
Signature: _______________________________________________Date: ___________ DISCLOSURES (Indicate “none” if applicable. Otherwise, please give a brief explanation of the conflict):
[bookmark: _KDL_Policy_5.3.1][bookmark: _Toc230954154][bookmark: _Toc230956907][bookmark: _Toc235782455]KDL Policy 5.3.1 Contest Participation
LAST REVISED 8.15.2019
To promote Library services and support the Library’s mission, KDL sponsors contests for its patrons. Contests are open to all KDL cardholders and interested parties regardless of affiliation with the Library pursuant to the specific rules and regulations of each contest. KDL strives to administer all contests fairly and impartially, awarding prizes in accordance with the specific rules and regulations of each contest.

[bookmark: _KDL_Policy_5.4][bookmark: _Toc230954155][bookmark: _Toc230956908][bookmark: _Toc235782456]KDL Policy 5.4 Board Code of Ethics
LAST REVISED 7.6.2026
The Kent District Library Board of Trustees recognizes that sound, ethical standards of conduct serve to increase the effectiveness of the Library Board, promote public confidence, and further the attainment of Library goals. The Board has determined that it is in the Library’s best interests to adopt a code of ethics setting forth the following standards of conduct required of all Library Board members.
1. Mission and Policies: A trustee shall abide by and support the mission statement of the Library and the policies adopted by the Board.
2. Matters before the Board: A trustee shall not receive or enter into any agreement, expressed or implied, for compensation for services to be rendered in relation to any matter before the Library Board of Trustees.
3. Confidential Information: No trustee shall disclose confidential information acquired in the course of their official duties or use such information to further their personal interest. In addition, Trustee shall not disclose information regarding any matters discussed in a closed session of the Board of Trustees.
4. Board Action: Unless delegated by the Board, a trustee has no individual authority to bind the Board. Board decisions may only be made by a majority vote at an open meeting. A trustee shall abide by a majority decision of the Board even if they personally disagree and shall take no public or private action that compromises or disparages Board decisions and actions.
5. Participation: A trustee shall participate in official Board discussions and decisions and reach conclusions after deliberation and full public debate with fellow trustees in a public meeting.
6. Improper Influence: A trustee shall not improperly influence or attempt to improperly influence other officials, including fellow trustees, to act at their behest. A trustee shall follow only legal and ethical procedures to bring about desired changes.
7. Cooperation: A trustee shall work cooperatively and effectively with government agencies, political subdivisions, and other organizations to further the interests of the Library.
8. Gifts: No trustee shall directly or indirectly solicit, accept, or receive any money or gift, whether in the form of cash, check, loan, credit, services, travel, entertainment, hospitality or any other form, under circumstances in which it could reasonably be infer red that the money or gift was intended to influence them in the performance of their official duties or was intended as a reward for any official action on their part.
9. Complaints: A trustee shall not act on complaints from the public or staff on Library matters but shall refer complaints to the Executive Director. Unresolved complaints may be taken up for Board action if a policy revision is necessary or legal consequences result.
10. Investments in Conflict with Official Duties: No trustee of the Library shall engage in or have a financial or other interest, directly or indirectly, in any activity that conflicts with their duties and responsibilities in the Library. When a trustee determines that the possibility of a personal interest conflict exists, they should, prior to the matter being considered by the Board or administration, disclose their interest (such disclosure shall become a matter of record in the minutes of the Board) and shall not be involved in the deliberation or vote on matters where the disclosed conflict exists. 
11. Private Employment: No trustee of the Library shall engage in, solicit, negotiate for, or promise to accept private employment or render services for private interests when such employment or service creates a conflict with or impairs the proper discharge of their official duties.
DISTRIBUTION OF THIS CODE
A copy of this code shall be distributed annually to, and acknowledged by, every trustee of the Library. Each trustee appointed thereafter shall be furnished with a copy before entering upon the duties of their office and shall acknowledge receipt thereof.
CODE OF ETHICS: ACKNOWLEDGEMENT
I understand that the purposes of this policy are to increase the effectiveness of the Library’s decision-making process, to enable Library constituents to have confidence in the Library’s integrity, and to further Library goals.
I understand that this policy is meant to supplement good judgment and will respect its spirit and wording.
Signature: ________________________________________________
Print Name: ______________________________________________
Date: ____________________________


[bookmark: _KDL_Policy_5.5][bookmark: _KDL_Policy_5.6][bookmark: _Toc230954157][bookmark: _Toc230956910][bookmark: _Toc235782457]KDL Policy 5.5 Acceptance of Non-Book Gifts
LAST REVISED 12.18.2025
Kent District Library may accept non-book gifts (e.g., plants, art, musical instruments, aquariums, office equipment, etc.), if the cost of supporting the ongoing maintenance is part of the gift. If maintenance is not part of the original gift, the gift will be accepted only if the funding for the maintenance is within the budget of the Library. Gifts involving ongoing maintenance costs require the approval of the Executive Director prior to acceptance. No gifts are accepted with restrictions. All gifts may be utilized, sold, or disposed of in the best interest of the Library.
PROGRAM/ EVENT SPONSORSHIPS
Events that are hosted and promoted as KDL programs that are underwritten by an individual or corporate sponsor may be acknowledged in promotions and during the event.
ACKNOWLEDGING SPONSORSHIP OF EQUIPMENT, FURNITURE, AND FIXTURES
Signage acknowledging a donor’s sponsorship of durable equipment, furniture, and/or fixtures that stay at the branch until and if the Library deems it appropriate to remove it. Such signage shall remain near the sponsored equipment/furniture and will list the name of the donor(s).
The Library reserves the right to have the donor’s name engraved on certain types of furniture such as benches, play stations, outdoor playsets, etc.
[bookmark: _KDL_Policy_5.7][bookmark: _Toc230954158][bookmark: _Toc230956911][bookmark: _Toc235782458]KDL Policy 5.6 Credit Card Use
LAST REVISED 11.24.2024
Kent District Library recognizes that bank corporate credit cards offer an alternative to existing procurement processes and prov ide a convenient, efficient method of purchasing goods and services. Library employees, authorized by the Executive Director, may use credit cards for Library-related purposes and only those types of expenditures that are for the benefit of the Library and service a valid and proper public purpose and only in accordance with this policy, the approved budget, and Library purchasing guidelines. Credit cards shall not be used to circumvent the general purchasing procedures required by Michigan law and Board policy.
The Director of Finance shall be responsible for the issuance, accounting, monitoring, and general oversight of credit card use in the Library system and shall develop the administrative guidelines. The credit limit of individual credit cards shall be authorized and monitored by the Director of Finance.
The Director of Finance shall conduct independent regular reviews of each cardholder’s activity to verify that the credit card is being used in accordance with this policy and administrative guidelines. Card holders are required to provide receipts for all card usage and provide those as substantiation for purchases.
Cardholders must use common sense and good judgment when using Library resources. This policy and related administrative guidelines cannot cover every issue, exception, or contingency that may arise during the cardholder’s use of the credit card. Cardholders will immediately surrender their cards upon request of the Director of Finance and shall surrender their cards upon separation from employment. Cardholders are required to take reasonable prudent measures to protect the use and custody of the card and shall immediately notify the Finance Department if the card is lost or stolen.
The credit card may never be used to purchase alcohol or personal items or services. Library issued credit cards may never be attached to an employee’s personal accounts. Inappropriate use of a credit card may result in a loss of credit card privileges and other disciplinary action. The Kent District Library will seek restitution, including any costs associated with obtaining restitution, for any inappropriate charges made to an account.
All credit card charges shall be approved according to the Library’s purchasing approval processes prior to payment. All credit card charges will be paid monthly to the issuing financial institution.
[bookmark: _KDL_Policy_5.8][bookmark: _Toc230954159][bookmark: _Toc230956912][bookmark: _Toc235782459]KDL Policy 5.7 Non-Sufficient Funds (NSF) Check Return Fee
LAST REVISED 11.21.2024
Kent District Library will charge $30.00 per check for all returned checks. The $30.00 fee covers the cost of labor to handle the returned check and the bank fee charged to KDL for the return.
[bookmark: _KDL_Policy_5.9][bookmark: _Toc230954160][bookmark: _Toc230956913][bookmark: _Toc235782460]KDL Policy 5.8 Fraud Prevention
LAST REVISED 12.18.2025
Fraud generally involves a willful or deliberate act with the intention of obtaining an unauthorized benefit, such as money or property, by deception or other unethical means. All fraudulent acts or related misconduct are included under this policy and include, but are not limited to:
· Embezzlement, theft, misappropriation or other financial irregularities.
· Forgery or alteration of documents (checks, time sheets, contractor agreements, purchase orders, other financial documents, electronic files).
· Improprieties in the handling or reporting of financial transactions.
· Misappropriation of funds, securities, supplies, inventory, or any other asset belonging to the Library, its employees, or Library visitors (including collection materials, furniture, fixtures, or equipment).
· Authorizing or receiving payment for goods not delivered/received or services not performed.
· Authorizing or receiving payments for hours not worked.
Fraud or related misconduct will not be tolerated. Employees found to have participated in such conduct will be subject to disciplinary action, up to and including termination.
Any employee or trustee who knows or has reason to know of fraud or related misconduct shall report that to the Executive Director or the Chair of the Board of Trustees. Trustees and employees are expected to use their best efforts to be aware of indications of fraud and related misconduct in their areas of responsibility.
When fraud or related misconduct is reported, the Director of Finance, under the direction of the Executive Director, will conduct an appropriate investigation and take all necessary action, including reporting such activity to the appropriate authorities.
[bookmark: _KDL_Policy_5.10][bookmark: _Toc230954161][bookmark: _Toc230956914][bookmark: _Toc235782461]KDL Policy 5.9 Capture of KDL Millage
LAST REVISED 12.18.2025
Kent District Library is a taxing authority permitted to levy ad valorem taxes for library purposes by virtue of a voter approved millage (“Library Millage”). In keeping with the designated purpose of the approved millage, the Kent District Library Board seeks to maintain and preserve Library Millage for library purposes.
Municipalities located within the district served by Kent District Library are authorized to establish various tax increment authorities under state law and to adopt development and tax increment financing plans that may result in the capture of a portion of Library Millage by such authorities. These tax increment authorities may include, but are not limited to, downtown development authorities, local development finance authorities, and corridor improvement authorities.
Under certain circumstances, the Kent District Library Board of Trustees is authorized to exempt Library Millage from capture by such authorities. As a means of preserving Library Millage for library purposes, the Library Board will exercise
Its right to exempt Library Millage from capture by such authorities to the extent permitted by law.
[bookmark: _KDL_Policy_5.11][bookmark: _Toc230954162][bookmark: _Toc230956915][bookmark: _Toc235782462]KDL Policy 5.10 Fundraising
LAST REVISED 7.21.2017
Kent District Library will adhere to the highest ethical standards while engaging in fundraising activities. Kent District Library supports the Association of Fundraising Professionals’ Code of Ethical Principals and Standards.
[bookmark: _KDL_Policy_5.12]Kent District Library believes that responsible stewardship and respect for donors are essential. Kent District Library supports a Donor Bill of Rights to direct our relations with current and prospective donors.

[bookmark: _Toc230954163][bookmark: _Toc230956916][bookmark: _Toc235782463]KDL Policy 5.11 Records Retention
LAST REVISED 7.21.2017
In order to meet the administrative, legal, fiscal, and archival requirements of the State of Michigan, Kent District Library will manage its records in accordance with the General Schedule #17 (GS #17) developed for Michigan public libraries. If and when GS #17 is amended, Kent District Library will modify its procedures as necessary to remain in compliance with this schedule.
[bookmark: _KDL_Policy_5.13][bookmark: _Toc230954164][bookmark: _Toc230956917][bookmark: _Toc235782464]KDL Policy 5.12 Fixed Assets
LAST REVISED 11.21.2024
Kent District Library purchases short-term and long-term fixed assets. Fixed Assets include land, land improvements, buildings, building improvements, equipment, furniture, physical collection, and fixtures that:
1. Have a useful life of more than one year;
2. Are acquired for use in the KDL operation; and
3. Are not intended for resale.
THRESHOLD
The cost of an individual asset item to be capitalized shall exceed $5,000. Any asset not meeting this threshold shall be expensed in the current period.
ADDITIONS
The acquisition cost of land, buildings, and equipment shall include all reasonable and necessary expenditures to get the item(s) in place and ready for the intended use. This includes, but is not limited to, invoice price, legal fees, installation costs, and freight. All additions shall be made in compliance with Policy 5.2 and recorded in the current period and correctly classified.
DISPOSALS
No item of property or equipment shall be removed from Library property without the approval of the Finance Department. Furniture and equipment valued at less than $500 may be offered to KDL employees for purchase at fair market value, determined by the Library, on a first-come, first-served basis. Furniture and equipment valued at more than $500 will be offered to the public.
The Library is not responsible or liable for the condition of any surplus furniture or equipment, nor will the Library provide support or maintenance for furniture or equipment purchased by staff or through public auction.
When the property is retired, it will be recorded as required by generally accepted accounting principles. When the disposal is via a trade-in of a similar asset, the acquired asset should be recorded at the book value of the trade-in asset plus any additional cash paid. In no instance should such cost exceed the fair market value for the new asset. Fully depreciated assets remain on the fixed asset list with related accumulated depreciation if the property is still in use.

[bookmark: _Toc235782465]SECTION 6: PERSONNEL
KDL Policy 6.1 Equal Employment Opportunity
KDL Policy 6.1.1 Harassment
KDL Policy 6.1.2 Americans with Disabilities Act (ADA)
KDL Policy 6.2 Position Authorization
KDL Policy 6.2.1 Applications
KDL Policy 6.2.1.1 Internships
KDL Policy 6.2.2 Interview & Selection
KDL Policy 6.2.3 Initial Employment Period
KDL Policy 6.2.4 Promotions
KDL Policy 6.2.5 Nepotism
KDL Policy 6.2.6 “Acting” Capacity
KDL Policy 6.2.7 Outside Employment
KDL Policy 6.2.8 Employee Termination of Employment
KDL Policy 6.3 Personnel Files & Employee Records
KDL Policy 6.3.1 Access to Employee File Information
KDL Policy 6.3.2 Continuous Length of Service
KDL Policy 6.3.3 Disclosure of Employee File Information
KDL Policy 6.3.4 Employee References
KDL Policy 6.3.5 Applicant/Employee Background Verification & Drug Screening
KDL Policy 6.3.6 Social Security Numbers Privacy
KDL Policy 6.4 Compensation
KDL Policy 6.4.1 Performance Evaluation
KDL Policy 6.4.2 Benefits
KDL Policy 6.4.3 Sick Leave and the Earned Sick Time Act (ESTA)
KDL Policy 6.4.4 Disability Leave of Absence
KDL Policy 6.4.5 Workers’ Disability Compensation Supplemental Pay
KDL Policy 6.4. 6 Emergency Closing Compensation
KDL Policy 6.5 Work Week
KDL Policy 6.6 Progressive Action Policy
KDL Policy 6.6.1 Complaint Resolution Process
KDL Policy 6.7 Vacation Eligibility
KDL Policy 6.7.1 Vacation: Part Time
KDL Policy 6.7.2 Vacation: Carry Forward
KDL Policy 6.7.3 Bereavement Leave
KDL Policy 6.7.4 Family & Medical Leave Act (FMLA)
KDL Policy 6.7.5 Personal Leave of Absence without Pay
KDL Policy 6.7.6 Personal Leave of Absence with Pay
KDL Policy 6.7.7 Jury Leave
KDL Policy 6.7.8 Military Leave
KDL Policy 6.7.9 Holiday Accrual & Eligibility
KDL Policy 6.8 Transportation Reimbursement
KDL Policy 6.8.1 Honoraria
KDL Policy 6.8.2 Professional Association/Community Organization Memberships
KDL Policy 6.9 Drug-Free Workplace
KDL Policy 6.10 Electronic Communications Policy
KDL Policy 6.11 Whistleblower Policy
KDL Policy 6.12 Board Member Compensation
KDL Policy 6.13 Board & Staff Conference Attendance
KDL Policy 6.14 Volunteers
KDL Policy 6.14.1 Volunteer Background Verification


[bookmark: _Toc230954203][bookmark: _Toc230956932][bookmark: _Toc235782466][bookmark: Section6]KDL Policy 6.1 Equal Employment Opportunity
LAST REVISED 12.19.2024
Kent District Library (KDL) will not unlawfully discriminate against any employee or applicant for employment because of race, color, religion, national origin, age, sex (sexual orientation, gender identity, transgender status), height, weight, marital status, disability (pregnancy and related medical conditions) or veteran status. No personnel action will unlawfully discriminate against an individual based on any of these characteristics. Personnel actions include, but are not limited to recruitment, employment, promotion, transfer, disciplinary action, lay-off, termination, rates of pay or other forms of compensation, and selection for training.
Except where permitted by law, Kent District Library will not deny an individual the full and equal enjoyment of its goods, services, facilities, privileges, advantages, or accommodations because of race, color, religion, national origin, age, sex, height, weight, sexual orientation, marital status, disability, or veteran status.
Kent District Library will observe federal and state laws concerning equal employment opportunity. The Library will make reasonable accommodations, as required by law, for the disabilities of otherwise qualified employees or applicants, which will not impose undue hardship on the Library.
All persons hired by Kent District Library must be eligible to work in the United States pursuant to the Immigration Reform and Control Act of 1986.
[bookmark: _KDL_Policy_6.1.1][bookmark: _Toc230954204][bookmark: _Toc230956933][bookmark: _Toc235782467]KDL Policy 6.1.1 Harassment
LAST REVISED 12.19.2024
Kent District Library is committed to providing a workplace free from harassment. Therefore, Kent District Library prohibits harassment of employees or members of the public by an employee. Harassment can occur with a single incident or through a pattern of behavior where the purpose or effect is to create a hostile, offensive, or intimidating work environment. Harassment can result from a broad range of actions, which might include, but are not limited to, the following:
· physical or verbal intimidation;
· racial, gender, or age insults;
· derogatory ethnic jokes;
· religious slurs; or
· sexual harassment (as defined below).
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or communication of a sexual nature when:
· submission to such conduct or communication is made a term or condition either explicitly or implicitly to obtain employment;
· submission to or rejection of such conduct or communication by an individual is used as a factor in decisions affecting such individual's employment; or
· such conduct or communication has the purpose or effect of unreasonably interfering with an individual's employment or creating an intimidating, hostile, or offensive employment environment.
This policy against harassment also prohibits acts of non- employees which result in an intimidating, hostile, or offensive employment environment or unreasonably interferes with an individual's employment.
An employee who believes that they have been harassed shall promptly report the incident to their immediate supervisor, Executive Director, or the Human Resources Department. Kent District Library will conduct a prompt and thorough investigation of each incident and, if a violation is found, will take prompt and appropriate action against the person, or persons, responsible.
Employees who violate the policy will be subject to discipline up to and including discharge. Kent District Library prohibits any form of retaliation against employees for bringing bona fide complaints or providing information about harassment. However, if an investigation of a complaint shows that the complaint or information was false, the individual who provided the false information will be subject to disciplinary action, up to and including discharge.
Non-employees who violate this policy shall be considered in violation of Section 4.4 of the Policy Manual on Disruptive Behavior (including the Patron Rul es and Responsibilities) and may be barred from use of the library for specified periods of time as provided in Section 4.4.
[bookmark: _KDL_Policy_6.1.2][bookmark: _Toc230954205][bookmark: _Toc230956934][bookmark: _Toc235782468]KDL Policy 6.1.2 Americans with Disabilities Act (ADA)
LAST REVISED 12.19.2024
Kent District Library is subject to the provision of the Americans with Disabilities Act (ADA) of 1992, and the Michigan Persons with Disabilities Civil Rights Act.
Kent District Library has further established itself as an employer of choice through collaboration with the Disability Advocates of West Michigan. Through these efforts, KDL staff are working to make for a more inclusive and accessible environment for both customers and staff.
Kent District Library does not discriminate on the basis of disability in admission or access to programs or activities, or in KDL employment policies and practices. Reasonable accommodations will be made upon request from either the public or employees.
Individuals needing special auxiliary aids or services for access to Library programs and meetings should contact the Library (616-784-2007) at least 72 hours in advance of the program/meeting in order that appropriate arrangements can be made.
[bookmark: _KDL_Policy_6.2][bookmark: _Toc230954206][bookmark: _Toc230956935][bookmark: _Toc235782469]KDL Policy 6.2 Position Authorization
LAST REVISED 12.19.2024
Kent District Library Board shall budget annually for staffing resources. The Executive Director is responsible for identifying staffing allocations for the entire Library system. The criteria for establishing staffing levels and needs are determined by statistical reports and other measurement tools.
The supervisor of the proposed/vacated position is responsible for analyzing the position with administration to make a determination of whether the position is needed and is classified appropriately. Positions may be restructured with regard to hours, location, and classification to meet the organizational needs within the established staffing budget.
New classifications or staffing positions needed beyond the available budget must receive Board approval. Once a final determination is made, electronic authorization must be completed and forwarded to the Human Resources Department to begin the recruitment process.
[bookmark: _KDL_Policy_6.2.1][bookmark: _Toc230954207][bookmark: _Toc230956936][bookmark: _Toc235782470]KDL Policy 6.2.1 Applications
LAST REVISED 12.18.2025
Kent District Library shall accept applications for employment only when a posted position opportunity exists. All employment applications shall be processed centrally at the Human Resources Department in accordance with established personnel procedures.
All applications and required assessments for a posted vacancy must be submitted via the electronic applicant database and received by Human Resources Department by the designated deadline.
[bookmark: _KDL_Policy_6.2.1.1][bookmark: _Toc230954208][bookmark: _Toc230956937][bookmark: _Toc235782471]KDL Policy 6.2.1.1 Internships
LAST REVISED 2.18. 2016
Kent District Library provides opportunities for student interns to be appointed for up to twelve months to allow students to gain work-related experience in their field of study.
Interns can serve in the following ways:
· assisting and learning from experienced employees;
· completing short-term assignments;
· assisting during peak workload periods; and
· assisting in research or project teams.
Interns must go through an informal interview process with the supervisor in order to be selected for an internship. Intern selection will be coordinated with the Human Resources Department. Intern eligibility will be contingent on background verification and drug screening per the standards stated in Policy 6.3.5.
Interns are expected to follow a written education plan, as well as the same policies and procedures as regular KDL employees.
Supervisors will be expected to provide leadership and guidance to the intern by meeting with the intern on a regular basis. Upon completion of the internship, both the supervisor and the intern shall complete an internship evaluation form rating the overall internship experience, along with any documentation required by the intern’s educational institution (when applicable).
[bookmark: _KDL_Policy_6.2.2][bookmark: _Toc230954209][bookmark: _Toc230956938][bookmark: _Toc235782472]KDL Policy 6.2.2 Interview & Selection
LAST REVISED 12.19.2024
Interview teams for both individual and group candidate hiring will include, at a minimum, a Human Resources Department staff member and the hiring supervisor. The hiring supervisor is responsible for the hiring decision. Hiring decisions must be reviewed and approved by the Executive Director.
For Regional Manager positions, a representative from the local governmental unit shall be afforded the opportunity for:
· discussion with the Executive Director concerning the position;
· participation in the interview process; and
· input regarding the candidates interviewed prior to final selection.
Recognizing that the final hiring decision rests with the Executive Director, the local governmental unit shall have no veto or voting rights regarding the selection of the manager.
[bookmark: _KDL_Policy_6.2.3][bookmark: _Toc230954210][bookmark: _Toc230956939][bookmark: _Toc235782473]KDL Policy 6.2.3 Initial Employment Period
LAST REVISED 2.16.2012
All employees shall serve an initial employment period of six (6) months. During the initial employment period, employees shall receive a performance evaluation. During the initial employment period, a newly hired employee may be dismissed at the sole discretion of the Executive Director.
The initial employment period may be extended with the approval of the Executive Director. After completion of the initial employment period, the Library retains the right to terminate, in its sole discretion, but may provide a maximum of two (2) weeks’ notice and/or two weeks termination pay before acting to terminate an employment relationship.
Newly hired employees serving the initial employment period shall not have access to the grievance procedure.
[bookmark: _KDL_Policy_6.2.4][bookmark: _Toc230954211][bookmark: _Toc230956940][bookmark: _Toc235782474]KDL Policy 6.2.4 Promotions
LAST REVISED 9.21.2023
Employees who wish to be considered for a promotional opportunity must apply through the established procedure.
[bookmark: _KDL_Policy_6.2.5]When an employee is reclassified to a classification in a higher salary range, the employee’s salary shall be adjusted to the minimum of the range for the new classification or by that of 2% more than that of the current wag e, whichever is higher.
[bookmark: _Toc230954212][bookmark: _Toc230956941][bookmark: _Toc235782475]KDL Policy 6.2.5 Nepotism
LAST REVISED 12.18.2025
Kent District Library will not hire immediate relatives of current employees who would work within the same branch or department, or who would supervise one another. Under no circumstance may relatives currently on staff (or those who become relatives while on staff) work within the same branch or department or supervise one another. Exceptions to this policy may be granted only by the Board of Trustees, upon recommendation of the Executive Director, for reasons clearly in the best interests of the Library.
An immediate relative is defined as a spouse/partner, father, mother, sister, brother, son, daughter, aunt, uncle, niece, nephew, first cousin, and in-law equivalent, or any other relative living in the same household.
Consideration for promotion, transfer, or other actions of employee movement will not be given if such actions would place relatives in a work location or work relationship as described above.
If a marriage causes a violation of this policy, the Library shall try to transfer one of the employees. If a transfer is not feasible, the employees will be permitted to decide which of them will resign. Failure to select shall result in the Library making the determination based on its view of the best interests of the Library.
[bookmark: _KDL_Policy_6.2.6][bookmark: _Toc230954213][bookmark: _Toc230956942][bookmark: _Toc235782476]KDL Policy 6.2.6 “Acting” Capacity
LAST REVISED 12.19.2024
The Executive Director may appoint a qualified employee to fill a vacant position in an "Acting" capacity. During this assignment, the employee shall be paid an additional 5% of their current salary.
[bookmark: _KDL_Policy_6.2.7]At the end of the "Acting" assignment, the employee will be returned to their regular position and original pay rate. An evaluation of the employee’s performance in the "Acting" position shall be made and pl aced in the employee's permanent personnel file.
[bookmark: _Toc230954214][bookmark: _Toc230956943][bookmark: _Toc235782477]KDL Policy 6.2.7 Outside Employment
LAST REVISED 12.19.2002
Kent District Library employees may engage in outside employment. However, this employment may not be conducted within a Kent District Library facility and may not use Kent District Library materials or equipment or other Kent District Library personnel beyond those resources that would be available to any member of the public. The employee may not engage in this outside employment during the employee’s regular-scheduled working hours. This outside employment must not cause a conflict of interest or the appearance of a conflict of interest with Kent District Library employment and must not interfere with the satisfactory performance of the employee.
[bookmark: _KDL_Policy_6.2.8][bookmark: _Toc230954215][bookmark: _Toc230956944][bookmark: _Toc235782478]KDL Policy 6.2.8 Employee Termination of Employment
LAST REVISED 9.21.2023
Employees are free to resign at any time and for any reason. During the initial employment period, Kent District Library reserves the right to terminate the employment of bargaining unit
employees and non- bargaining unit employees at any time and for any reason with or without cause, and with or without notice. After the initial employment period, Kent District Library reserves the right to terminate employment of non-bargaining u nit employees at any time and for any reason with or without cause, and with or without notice. After the initial employment period, Kent District Library may terminate bargaining unit employees for just cause as set forth in the Labor Agreement.
Upon termination of employment for any reason, employees must return to their supervisor any Kent District Library property, including, but not limited to keys, supplies, equipment, manuals, computer records, and name badges, on or before their last day of employment. Upon termination of Kent District Library employment, all staff privileges will cease.
Benefit and final pay information regarding the terminating employee will be provided by the Human Resources Department, or as soon as the amounts can, with due diligence, be determined.
In general, sick and vacation leave and holidays will not be approved after an employee gives notice of leaving employment. The Executive Director must approve exceptions. Employees who resign or are terminated shall be entitled to receive payment for accrued, but unused, vacation time only after twenty- four months (2 years) of continuous service.
[bookmark: _KDL_Policy_6.3][bookmark: _Toc230954216][bookmark: _Toc230956945][bookmark: _Toc235782479]KDL Policy 6.3 Personnel Files & Employee Records
LAST REVISED 12.19.2024
The Human Resources Department is authorized to maintain the official personnel files and records for all Library employees. Information which is not contained within the official Library personnel file may be restricted from use in any subsequent action pertaining to the employee.
The history record for each Kent District Library employee shall include the employee’s name, address, date of employment, job classification, salary rate, and such other employment information as the Executive Director deems necessary.
The employee record-keeping system shall be sufficient to administer the personnel program for all Library employees and shall comply with legal record-keeping and file retention requirements.
The system of checking payrolls shall determine that all persons in Library service are employed and paid in accordance with the personnel policies, procedures, rules, and regulations.
Supervisors are responsible for forwarding all pertinent employee documents for inclusion in the official personnel files, and to prepare and submit all documents necessary to carry out Kent District Library personnel program. Supervisory notes (i.e., informal documentation of coaching or observations) may be maintained confidentially by the supervisor.
[bookmark: _KDL_Policy_6.3.1][bookmark: _Toc230954217][bookmark: _Toc230956946][bookmark: _Toc235782480]KDL Policy 6.3.1 Access to Employee File Information
LAST REVISED 12.18.2025
Access to information contained in Kent District Library personnel files shall be limited to Human Resources Department personnel, the Executive Director, the employee's Department or Regional Manager, the employee's immediate supervisor on a "need to know" basis, and the individual employee, upon request, in accordance with their statutory access rights. Files pertaining to employees who are bona fide candidates for interdepartmental transfer will be accessible to the prospective supervisor.
The confidentiality of social security numbers contained in personnel files or employment records shall be maintained in compliance with the Michigan Social Security Number Privacy Act (P.A. 454 of 2004) and the Kent District Library Social Security Numbers Privacy Policy (Policy 6.3.6).
Access to employment records containing private health information is limited to the Executive Director, Human Resources Department personnel and the employee, and will only be used in the administration of policies or procedures (e.g., FMLA, Workers Compensation, etc.) that require such records of information. Employee concerns about private health information should be submitted to the Executive Director in writing.
[bookmark: _KDL_Policy_6.3.2][bookmark: _Toc230954218][bookmark: _Toc230956947][bookmark: _Toc235782481]KDL Policy 6.3.2 Continuous Length of Service
LAST REVISED 12.19.2024
Continuous length of service means uninterrupted service from the date of hire. Continuous service is not recognized until the employee completes the initial employment period at which time the employee’s length of service shall include the period from the date of hire.
Irregular or temporary service, which immediately precedes the transfer of an employee to a full- time or part-time position in the same job classification, shall be given full credit in computing continuous service.
Time spent on approved leaves of absence shall be included in continuous length of service as follows:
· Disability Leave: First continuous twelve (12) months of such leave.
· Military Leave: Entire period of such legitimate leave.
· Workers' Disability Compensation Leave: First
· continuous twelve
· (12) months of such leave.
· Personal Leave: No credit for such leave. However, no loss of previous credit. Exceptions may be authorized by the Executive Director, not to exceed the first continuous twelve (12) months of such leave.
· [bookmark: _KDL_Policy_6.3.3]FMLA Leave: Entire period of such legitimate leave.
[bookmark: _Toc230954219][bookmark: _Toc230956948][bookmark: _Toc235782482]KDL Policy 6.3.3 Disclosure of Employee File Information
LAST REVISED 12.18.2025
The Human Resources Department shall be responsible for uniformly handling all requests for disclosure of employee file information.
Disclosure of employee information shall be handled in accordance with the following:
· All requests for information contained within employee personnel files, including requests for employment verification and job references, shall be forwarded to Human Resources. No supervisor shall respond to such requests.
· Upon receiving a request for information, the Human Resources Department shall require authorization from the individual about whom information is being requested before releasing any information, unless the request is pursuant to a subpoena or request from a governmental agency. The authorization must be in writing and signed by the individual who is the subject of the request. It must state the type of information that may be released and the party to whom information may be supplied.
· The information requested shall be released only to the party authorized to receive it. This information may be provided by Human Resources or, in the case of recommendations, by a supervisor, after receiving the approval of the Executive Director or their designee.
· The confidentiality of social security numbers contained in personnel files or employment records shall be maintained in compliance with the Michigan Social Security Number Privacy Act (P.A. 454 of 2004) and the Kent District Library Social Security Numbers Privacy Policy (Policy 6.3.6).
[bookmark: _KDL_Policy_6.3.4][bookmark: _Toc230954220][bookmark: _Toc230956949][bookmark: _Toc235782483]KDL Policy 6.3.4 Employee References
LAST REVISED 12.19.2024
Kent District Library shall not give information on an employee's performance to external reference seekers, except on written request of the current or former employee. Outsiders
contacting the Library for references on past or present employees are told only the date of hire, position title, and whether the person is currently employed with the Library. The Human Resources staff may also verify the employee's current salary as well as provide other information as required by law. Those desiring reference information of greater detail will be advised to either send a letter requesting the specific reference information or provide their contact information which will be forwarded to the employee for follow-up.
[bookmark: _KDL_Policy_6.3.5]References prepared by supervisors or anyone other than the Human Resources Department/Executive Director are considered "personal references" in that Kent District Library cannot substantiate as "official" any statements not contained in employee personnel files. Any "personal reference" that a supervisor may decide to give should state that the reference is personal. Kent District Library assumes no responsibility for references of this nature.

[bookmark: _Toc230954221][bookmark: _Toc230956950][bookmark: _Toc235782484]KDL Policy 6.3.5 Applicant/Employee Background Verification & Drug Screening
LAST REVISED 12.19.2024
Kent District Library requires, as a condition of employment, that all candidates consent to and authorize both a pre-employment verification of the background information submitted and a pre-employment drug screen prior to being interviewed.
This release and authorization acknowledges that Kent District Library may obtain the following: a pre- employment drug screen; verification of education; verification of previous employment/work history/personal reference; a motor vehicle record; and any criminal history record information pertaining to the employee which may be in the files of any federal, state, or local criminal justice agency in Michigan or any other states/countries of origin; and/or information as deemed necessary, relevant and applicable to job requirements. Kent District Library will not obtain any type of information from the applicant/employee’s personal credit/financial history record.
The results of this verification process will be used to determine employment eligibility under Kent District Library’s employment policies. No offer of employment will be made without the completion of the background verification and drug screening process. KDL cannot be held liable for inaccurate information received when performing background verification checks and drug screens.
Refusal to consent to and authorize pre-employment verification of background information and a pre-employment drug screen will result in immediate disqualification of consideration for any open position and any future positions.
Kent District Library will not hire anyone with a positive drug screen or who has been convicted of any felony. Kent District Library will not hire anyone who has been convicted of a misdemeanor offense for assault; child abuse; criminal sexual conduct; use, possession, or sale of weapons; or violations of Article 7 of the Michigan Public Health Code (Controlled Substances) (MCL 333.7101 et seq.) The Human Resources Department will review all other convictions and pending criminal charges of a candidate on an individual basis with the final decision resting with the Executive Director.
Kent District Library will provide a candidate whose information found in a background check or drug screen results in an adverse action, with the information as required by the Fair Credit Reporting Act.
All results that are obtained by the background verification and drug screening process will be proprietary and kept confidential to the extent permitted by law. The information obtained will not be provided to any parties other than to designated Kent District Library personnel or legal counsel with a need to know.
[bookmark: _KDL_Policy_6.3.6][bookmark: _Toc230954222][bookmark: _Toc230956951][bookmark: _Toc235782485]KDL Policy 6.3.6 Social Security Numbers Privacy
LAST REVISED 2.23.2006
In compliance with the Michigan Social Security Number Privacy Act, P.A. 454 of 2004 (the “Act”), Kent District Library will ensure, to the extent practicable, the confidentiality of social security numbers (SSN) it possesses, uses, or disposes of. For the purpose of this policy, SSN refers to the use of more than 4 sequential numbers of an individual’s social security number.
Kent District Library will not:
· Publicly display more than 4 sequential numbers of an individual’s complete social security number;
· Use the SSN as the primary account number for any individual;
· Visibly print the SSN on any identification badge or card, membership card, or permit or license;
· Require an individual to use or transmit the SSN over the internet or computer system unless the connection is secure or the transmission is encrypted;
· Require an employee to transmit the SSN to gain access to an internet website or computer system network unless the connection is secure, the transmission is encrypted, or a password or other authentication devise is required to gain access;
· Include the SSN in or on any document sent to an individual if the numbers are visible on or, without manipulation, from outside of the envelope or packaging;
· Include the SSN in or on any document or information mailed to an individual, except in accordance with the Act or other applicable laws, rules, or regulations; or
· Unlawfully disclose social security numbers in violation of the Act or other applicable laws, rules, and regulations.
Only personnel authorized by the Executive Director or the Human Resources Department will have access to documents that contain social security numbers. Documents containing social security numbers will be disposed of in an appropriate manner that protects their confidentiality, such as shredding, when no longer needed and in accordance with the requirements of state and federal law. Penalties for violating this Policy may include discipline up to and including dismissal, and violations of the Act are punishable to the extent of the law (P.A. 454 of 2004).
[bookmark: _KDL_Policy_6.4][bookmark: _Toc230954223][bookmark: _Toc230956952][bookmark: _Toc235782486]KDL Policy 6.4 Compensation
LAST REVISED 11.18.2010
Wage payment plans for employees of Kent District Library shall be approved by the Board of Trustees. Granting pay increases is dependent upon the availability of funds and individual work performance.
Bargaining unit employees shall be compensated as specified in the agreement with the United Auto Workers Union Local 2600.
[bookmark: _KDL_Policy_6.4.1]The Board of Trustees annually approves the pay ranges for management and administrative staff.
[bookmark: _Toc230954224][bookmark: _Toc230956953][bookmark: _Toc235782487]KDL Policy 6.4.1 Performance Evaluation
LAST REVISED 10.26.2023
Kent District Library shall require regular performance evaluations of all staff. Performance evaluations provide a means of recognizing job strengths, as well as developmental opportunities, and help staff to reach their full potential.
Merit increases shall be based upon consideration of the employee's work performance and budget availability. Such consideration shall be documented quarterly, as well as throughout the initial employment period. Pay increases will occur during the first pay period in January, and/or, in a manner consistent with the labor agreement.
[bookmark: _KDL_Policy_6.4.2][bookmark: _Toc230954225][bookmark: _Toc230956954][bookmark: _Toc235782488]KDL Policy 6.4.2 Benefits
LAST REVISED 12.19.2024
Regular employees will receive benefits as outlined in the benefit schedules maintained by the Human Resources Department.
Kent District Library provides health, vision, and dental insurance under a program approved by the Board of Trustees for all eligible full- time employees on the active payroll and their qualified dependents. Benefits and employee contribution amounts are subject to change as Kent District Library deems necessary.
Kent District Library provides life insurance for full-time employees on the active payroll provided that such life insurance shall only apply to deaths which are not compensable under the Worker's Compensation Laws of the State of Michigan or where the death benefits under such laws are less than the face amount of the life insurance policy.
[bookmark: _KDL_Policy_6.4.3]Additional benefits may also be offered at the discretion of Kent District Library. Summary Plan descriptions of all insurance programs are provided to all employees by the Human Resources Department.
[bookmark: _Toc230954226][bookmark: _Toc230956955][bookmark: _Toc235782489]KDL Policy 6.4.3 Sick Leave and the Earned Sick Time Act (ESTA)
LAST REVISED 04.17.2024
Kent District Library provides pay during disability leave of absence and sick leave days for full-time and part-time employees who have accrued sick time in accordance with the following:
· Full-time employees earn 96 hours of sick leave per year, which accrues biweekly at 1/26th of the annual benefit, exclusive of unpaid leaves of absence.
· Part-time employees shall be credited with pro-rata sick leave benefits upon the ratio of their hired hours to a full-time (40-hour) position. Part-time employees hired after December 31, 2009, shall earn Paid Time Off (PTO) in lieu of sick time, at a rate specified by the labor agreement, and such time may be utilized for reasons covered by ESTA.
· Sick time may accumulate up to a maximum of one thousand four hundred and forty (1,440) hours.
· Interns and substitutes will accrue sick time under ESTA. Such time will be available for use if they work for 120 days or more.
ELIGIBILITY REQUIREMENTS
Because KDL policy on PTO/sick time provide s time off that can be used f or the purposes outlined in the Michigan Earned Sick Time Act, as amended (the “Act”), under the same conditions as outlined in the Act, and allows employees to accumulate time at a rate greater than the rate required under the Act, no changes are made to the policy relating to how much time employees can accumulate or use.
USE OF EARNED SICK TIME
To the extent permitted by law, earned sick time will run concurrently with leave taken under other KDL policies and under other applicable laws.
Consistent with the ESTA, earned sick time may be used for any of the following purposes:
1. For the diagnosis, care, or treatment of an existing mental or physical illness, injury, or health condition of, or preventative care for, an employee or an employee’s family member.
2. If an employee or an employee’s family member is a victim of domestic violence or sexual assault, for the medical care or psychological or other counseling for physical or psychological injury or disability; to obtain services from a victim services organization; to relocate due to domestic violence or sexual assault; to obtain legal services; or, to participate in any civil or criminal proceedings related to or resulting from the domestic violence or sexual assault.
3. For meetings at a child’s school or place of care related to the child’s health or disability, or the effects of domestic violence or sexual assault on the child.
4. For closure of the employee’s place of business by order of a public official due to a public health emergency; for an employee’s need to care for a child whose school or place of care has been closed by order of a public official due to a public health emergency; or, when it has been determined by the health authorities having jurisdiction or by a health care provider that the employee’s or employee’s family member’s presence in the community would jeopardize the health of others because of the employee’s or family member’s exposure to a communicable disease, whether or not the employee or family member has actually contract ed the communicable disease.
Under ESTA, the term “family member” means a biological, adopted or foster child, stepchild or legal ward, a child of a domestic partner, or a child to whom the employee stands in loco parentis; a biological parent, foster parent, stepparent, or adoptive parent or a legal guardian of an employee or an employee’s spouse or domestic partner or a person who stood in loco parentis when the employee was a minor child; a person to whom the employee is legally married under the laws of any state or a domestic partner; a grandparent; a grandchild; a biological, foster, or adopted sibling; any individual related by blood to the employee; or any other individual whose close association with the employee is the equivalent of a family relationship.
REASONABLE NOTICE FOR THE USE OF EARNED SICK TIME
Unless otherwise determined to be covered by the Family Medical Leave Act (Policy 6.7.5), if an employee knows in advance that the employee will need to use earned sick time, the employee must provide their supervisor with advance notice (up to seven days) before the day the earned sick time is to begin. If an employee’s need for earned sick time is unforeseeable, the employee must comply with KDL’s usual and customary notice requirements found in both the labor agreement and procedures using the absence reporting system. Failure to comply with the library’s notice requirements may result in disciplinary action, up to and including termination of employment.
RE-EMPLOYMENT, SEPARATION, AND RETIREMENT
Re-Employment
Except as provided below, accrued, but unused earned sick time is not paid out upon termination of employment. If an employee leaves KDL but is subsequently re- employed by KDL, within two months of the employee’s separation, the employe e will have any previously accrued, but unused earned sick time made available to the employee, consistent with ESTA. Following twenty-four months (2 years) of service, those employees in good standing shall receive payment for all accrued but unused vacation leave, holiday leave, and Paid Time Off (PTO) upon termination of their employment with the Library provided they have given proper notice and worked out their notice period. Employees who retire after meeting or exceeding Kent District Library’s normal retirement age shall accrue a pro-rata vacation entitlement as of their last day of employment.
Separation and Retirement
An employee who retires from Kent District Library while having achieved age 62 or older (i.e., normal retirement age), and who has a sick leave balance of 400 hours or more, shall receive Two Thousand Dollars ($2,000) compensation upon retirement as a retirement bonus (consistent with the labor agreement).
RETALIATION PROHIBITED
Consistent with ESTA, employees will not be disciplined for the lawful use of earned sick time. If an employee feels that the employee is being discriminated or retaliated against for exercising rights provided by the Earned Sick Time Act, as amended, the employee may file a complaint with their supervisor, human resources, or the Michigan Department of Labor and Economic Opportunity.
[bookmark: _KDL_Policy_6.4.4][bookmark: _Toc230954227][bookmark: _Toc230956956][bookmark: _Toc235782490]KDL Policy 6.4.4 Disability Leave of Absence
LAST REVISED 12.19.2024
A disability leave of absence will not be granted for a period longer than one (1) year, except that in special circumstances an employee may, at the discretion of the Kent District Library, be granted disability leave for a period of up to two (2) years with approval of the supervisor and the Executive Director. Disability leaves are only authorized for the period of time that an employee is disabled and employees are required to report their availability for work as soon as their physical condition permits.
Employees are required to return to work as soon as they are medically capable of performing their job. Where the work situation and the employee's medical condition permit, Kent District Library may allow the employee to return to limited duties with the review and approval of the supervisor. Kent District Library will provide reasonable accommodation to the extent required by the ADA and other applicable laws to employees who have permanent medical restrictions placed on their work activities. Kent District Library may, at its discretion, attempt to reinstate employees returning from extended disability leaves of absence to their former positions, but such reinstatement is not guaranteed. Kent District Library will determine whether it is necessary to fill the employee's position while the employee is on disability leave.
[bookmark: _KDL_Policy_6.4.5][bookmark: _Toc230954228][bookmark: _Toc230956957][bookmark: _Toc235782491]KDL Policy 6.4.5 Workers’ Disability Compensation Supplemental Pay
LAST REVISED 12.19.2024
In the case of incapacitating injuries or illnesses for which employees are, or may be, eligible for disability benefits under the workers’ compensation law of the State of Michigan, such employees, with the approval of the Executive Director, shall be allowed salary payments, which with their compensation benefit, equal their regular net pay.
The period covered by the above shall not exceed six (6) calendar weeks, after which accrued sick time/P aid Time Off (PTO) may be utilized to maintain the difference between the compensation payment and the employee's regular net pay. Upon the exhaustion of accrued sick time, vacation leave and holiday time may be utilized to maintain the difference between the compensation payment and the employee’s regular net pay.
[bookmark: _KDL_Policy_6.4.]After exhaustion of these benefits, the employee shall be entitled only to those benefits payable under the workers' compensation laws of the State of Michigan. All absence from work due to work-related injury or illness must be accurately reported on the employee time report. Where applicable, all absences that likewise qualify as being covered under the Family Medical Leave Act shall be recorded as such concurrently.
[bookmark: _Toc230954229][bookmark: _Toc230956958][bookmark: _Toc235782492]KDL Policy 6.4. 6 Emergency Closing Compensation
LAST REVISED 12.19.2024
When emergency conditions require that a Kent District Library facility be closed, employees may choose to utilize vacation time/holiday time/Paid Time Off (PTO), or, if approved by their supervisor, they may work alternate hours during the same pay period (provided overtime is not incurred) or be assigned to another location.
If a Kent District Library facility remains closed due to emergency conditions, an interim work schedule will be developed to handle work needs and employees will continue to receive pay based on authorized hours. Job descriptions or duties may be temporarily altered or reassigned. Reasonable effort will be made to maintain a useful work schedule and provide continuous employment for staff affected by an emergency closing.
If the entire Kent District Library system experiences a short-term closure due to life- threatening emergency weather conditions, employees will continue to receive pay based on authorized hours.
[bookmark: _KDL_Policy_6.5][bookmark: _Toc230954230][bookmark: _Toc230956959][bookmark: _Toc235782493]KDL Policy 6.5 Work Week
LAST REVISED 5.19.2005
The work week begins at 12:01 a.m. Monday and ends at midnight on Sunday. Full- time employees shall be required to work 40 hours per week. Part-time employees are scheduled an average number of hours per week which amounts to less than 40 hours. Daily scheduled hours may vary from day to day and may change as scheduling priorities dictate. All employees are scheduled according to Library needs. Changes are left to the discretion of the supervisor.
Employees are subject to scheduling requirements that include all KDL operational hours and locations.
[bookmark: _KDL_Policy_6.6][bookmark: _Toc230954231][bookmark: _Toc230956960][bookmark: _Toc235782494]KDL Policy 6.6 Progressive Action Policy
LAST REVISED 5.19.2005
Kent District Library employees are expected to conduct themselves and their work in accordance with Kent District Library policies when they are on duty in the Library and when they serve as representatives of the Library. All Kent District Library employees are subject to disciplinary action as established by the Library for various offenses or infractions that conflict in spirit or letter with responsibilities of being a Library employee and representative. The degree of discipline will vary according to the magnitude or severity of the offenses, as determined by the Executive Director. Disciplinary action may take the form of verbal and written warnings, suspension, or dismissal.
If an employee’s work record is free of discipline for a period of two (2) years, the employer will not take into account any prior infractions more than two (2) years old in imposing discipline, except in cases of physical violence, sexual harassment, or dishonesty.
While disciplinary records shall be retained by the employer, disciplinary actions shall remain in the employee’s personnel file for a period of twenty-four (24) months for the purpose of progressive discipline.
[bookmark: _KDL_Policy_6.6.1][bookmark: _Toc230954232][bookmark: _Toc230956961][bookmark: _Toc235782495]KDL Policy 6.6.1 Complaint Resolution Process
LAST REVISED 12.19.2024
1. The provisions of this section shall apply exclusively to non-bargaining unit staff. Such staff may file concerns regarding hours of work, wages, and benefits. Such concerns shall be submitted to the Executive Director in writing. Written concerns shall be investigated and addressed by the Executive Director or their designee, and care will be taken to keep the staff member informed of the status of the decision. If the concern is not addressed to the staff member’s satisfaction, the employee may document their lack of satisfaction in a letter to the Executive Director and copied to the staff member’s personnel file.
2. In cases of disciplinary action, including but not limited to suspension, demotion, or discharge, the employee shall be given written notice of the action taken and provided an opportunity to respond. Any non-bargaining unit employee may request a hearing with the Executive Director for review of disciplinary action taken against them. Such a hearing must be requested in writing within five (5) days of the action, precipitating the need for the hearing. In any hearing, the employee has the right to have an attorney or another person present and to present testimony on the employee’s behalf. The Executive Director's decision will be provided in writing within fourteen (14) days of the conclusion of the hearing. This decision will be final.
3. Nothing contained in this policy is intended to create a just-cause employment relationship or to establish a disciplinary policy that precludes the Library from discharging an employee at will.
[bookmark: _KDL_Policy_6.7][bookmark: _Toc230954233][bookmark: _Toc230956962][bookmark: _Toc235782496]KDL Policy 6.7 Vacation Eligibility
LAST REVISED 12.15.2022
Employees are eligible for vacation entitlement if they work or are on paid leaves of absence during each day during the preceding calendar year that they are scheduled to work; provided, however, that full-time employees may have up to one hundred seventy- six (176) hours of employment in an unpaid status in any calendar year without affecting their vacation eligibility. In the event that any full-time employee has one hundred seventy-seven (177) or more hours of employment in an unpaid status in one calendar year, that employee's vacation entitlement shall be reduced on a pro-rata basis for all hours of employment in an unpaid status in excess of one hundred seventy-six (176).
Employees earn paid vacation leave/PTO based upon their length of service with the Library. Vacation leave/PTO accrues on a calendar year basis and is credited to eligible employees on prorated basis each pay period. Benefit schedules detailing allotted vacation leave/PTO for employees are maintained in the Human Resources Department.
[bookmark: _KDL_Policy_6.7.1][bookmark: _Toc230954234][bookmark: _Toc230956963][bookmark: _Toc235782497]KDL Policy 6.7.1 Vacation: Part Time
LAST REVISED 1.31.2017
A part-time employee hired prior to January 1, 2010, who regularly works twenty (20) or more hours per week or forty (40) or more hours per pay period shall be eligible for a vacation benefit in accordance with part-time vacation schedules. A part-time employee hired after January 1, 2010, shall earn Paid Time Off (PTO) in lieu of vacation time.
[bookmark: _KDL_Policy_6.7.2][bookmark: _Toc230954235][bookmark: _Toc230956964][bookmark: _Toc235782498]KDL Policy 6.7.2 Vacation: Carry Forward
LAST REVISED 12.19.2024
Requests to carry forward vacation leave resulting in an excess of 26 days (208 hours) in the employee’s vacation leave bank shall be made in writing to the employee’s supervisor and must note the anticipated dates that the excess leave will be used. All carry forward of vacation leave must be approved by both the supervisor and the Executive Director. Such carry-forward leave shall be allowed only for special personal reasons and for no longer than six months after the year in which the carry-forward was credited.
Kent District Library shall not be required to reimburse an employee for such unused carry forward leave upon voluntary separation if it exceeds the 26-day maximum or is not used within the six (6) month limit.
[bookmark: _KDL_Policy_6.7.3][bookmark: _Toc230954236][bookmark: _Toc230956965][bookmark: _Toc235782499]KDL Policy 6.7.3 Bereavement Leave
LAST REVISED 12.18.2025
Upon notice to the supervisor, leave shall be given to attend the funeral or attend to personal family matters within six (6) months after each death of the employee’s immediate family (this shall apply if the relationship is natural, by marriage, adoptive, step, or foster) according to the following procedure:
1. Spouse/partner, child, father, mother, sister, brother, or equivalent as determined by the employer: up to five (5) days. Employees will receive bereavement pay for the first three (3) days without charge to sick leave/Paid Time Off (PTO). The remaining two (2) days will be charged to sick leave/PTO. In the event that the employee has no spouse, they will be able to name one person for whom they will receive this special benefit of five (5) days off.
2. Father-in-law, mother-in-law, sister-in-law, brother-in-law, grandparent, or grandchild: up to three (3) days, the first day without charge to sick leave/PTO. The remaining two (2) days will be charged to sick leave/PTO.
3. Aunt, uncle, niece or nephew: up to two (2) days pay will be charged to the employee’s sick leave/PTO.
4. General Bereavement Leave (for individuals not listed above): not to exceed eight (8) hours of unpaid or vacation/PTO leave.
5. The Human Resources Department may grant additional unpaid leave for necessary travel. Employees may be permitted to substitute vacation time/PTO for unpaid leave when they prefer, consistent with vacation/PTO and unpaid leave requests. Requests shall be written to the Human Resources Department and copied to the employee’s supervisor.
[bookmark: _KDL_Policy_6.7.4][bookmark: _Toc230954237][bookmark: _Toc230956966][bookmark: _Toc235782500]KDL Policy 6.7.4 Family & Medical Leave Act (FMLA)
LAST REVISED 12.18.2025
Kent District Library offers family and medical leave as provided by the Family and Medical Leave Act of 1993 (FMLA). This law allows a maximum of twelve (12) weeks of leave during a 12-month period of time, except for eligible employees who may take up to 26 weeks of leave to care for a covered military service member during a 12-month period measured from the first day that leave is taken to care for a covered military service member.
Leave time under this federal law and Kent District Library policy is subject to certain requirements and obligations.
FMLA LEAVE ELIGIBILITY
An employee is eligible for FMLA leave if the employee has been employed by the Library for at least twelve (12) months and has worked 1,250 hours during the most recent 12-month period. Leave can only be taken for any one, or more, of the following reasons:
1. Birth of the employee’s child and subsequent care after birth; *
2. Placement of a child with the employee for adoption or foster care; *
3. To care for the employee’s spouse/partner, child, or parent who has a serious health condition;
4. For a serious health condition that makes the employee unable to perform the employee’s job;
5. To care for a family member or next of kin who has experienced a serious illness or injury related to active military duty; or
6. To prepare for or attend to the immediate needs associated with the absence or pending absence of a spouse/partner, child, or parent of an employee who is a member of the National Guard or Reserves.
*Leave for birth, childcare, adoption, and foster care must occur within the twelve months following the event.
DEFINITION OF SERIOUS HEALTH CONDITION
1. A serious health condition generally is an illness, injury, impairment, or physical or mental condition requiring either inpatient care or continuing treatment by a health care provider resulting in necessary absences from work on a recurring basis. Specifically, continuing treatment must involve one of the following:
2. A period of incapacity requiring absence from work, school or other regular daily activities of more than three consecutive calendar days and also involving two or more visits to a health care provider or one visit to a health care provider and a regimen of continuing treatment;
3. A chronic, serious health condition that continues over an extended period of time requires period visits to a health care provider and may involve episodes of incapacity;
4. A permanent or long-term period of incapacity for which treatment may not be effective;
5. Multiple treatments for restorative surgery or for a condition likely to result in capacity for more than three days if not treated; or
6. Prenatal care of incapacity due to pregnancy.
Routine preventative physical and dental exams are excluded.
INTERMITTENT OR REDUCED FMLA LEAVE SCHEDULE
If leave is for the purposes of caring for a sick family member’s or the employee’s own serious health condition, or as permitted under the military care provisions, leave may be requested on an intermittent or a reduced leave (work) schedule if medically necessary. Certification of the medical necessity of intermittent leave or reduced leave (work) schedule is required by the Library from a health care provider (See “Medical Certification” below).
Leave for other purposes may be taken intermittently or on a reduced leave (work) schedule only if first approved by Kent District Library.
PAYMENT OF ACCRUED BENEFIT TIME
FMLA leave is unpaid. Kent District Library requires employees to use accrued paid leave (e.g., vacation, PTO) during FMLA leave, including for birth, adoption, foster care placement, or caring for a family member. Employees may request to retain up to one- half (½) of their accrued vacation/PTO as of the start date of the FMLA leave. This request must be submitted in writing before the leave begins unless an emergency prevents advance notice.
Note: Supplemental Leave grants may be applied only after all accrued paid leave banks have been exhausted.
FMLA NOTIFICATION REQUIREMENTS
An employee must give Kent District Library at least thirty (30) days advance notice when the leave is foreseeable. If this is not possible, or the need for the leave is not foreseeable, then notice is to be given as soon as practicable. When requesting any leave (including sick leave, personal leave, personal days, and vacation), an employee must provide sufficient information to Kent District Library to establish a qualifying reason for the leave, so the Library is aware of the employee’s entitlement, if any, to FMLA leave. An employee using other paid leave for FMLA leave purposes who seeks to extend the leave for FMLA leave purposes must advise the Library of the reasons before any extension.
Employees are expected to follow all other notice and procedural requirements established by Kent District Library for requesting leaves and in such cases, employees are expected to give as much advance notice as possible.
FMLA MEDICAL CERTIFICATION
Kent District Library requires timely medical certification from a health care provider to support leaves requested because of a serious health condition of the employee or family member and may, at its expense, require second or third opinions. Additional medical certifications or recertification may be required in certain circumstances. Employees requesting FMLA leave for the birth of a child, adoption, or foster care placement will be required to submit proof of the qualifying event.
An employee seeking to return to work from leave, involving the employee’s own serious health condition, will first be required to submit a fitness-for-duty medical certification from a health care provider. Failure to do so may delay returning to work.
HEALTH COVERAGE DURING FMLA LEAVE
During the course of the FMLA leave, an employee’s preexisting health coverage benefit program will be maintained under the same terms and conditions established for active employment. This means that an employee is responsible for timely cost payments or contributions (if any) as may be required pursuant to the established Library Policy or applicable bargaining agreement. Except in certain circumstances, if an employee does not return to work from leave, then any health program premiums or payments made by the Library during the leave becomes a debt owed by the employee and must be repaid.
RETURN FROM FMLA LEAVE
Following expiration of the leave and return to work, an employee ordinarily will be reinstated to the employee’s job position held immediately prior to the leave or reinstated to an equivalent position. “Key employees” under the law may be denied reinstatement in certain circumstances, and appropriate employees will be advised of their “key” status and conditions for any denial of reinstatement before FMLA leave starts.
During the leave, an employee may be required to advise the Library from time to time regarding status and intent to return to work.
FAILURE TO FOLLOW FMLA LEAVE REQUIREMENTS
If notification and certification requirements are not followed by an employee, it may result in denial of the requested leave or cancellation of existing leave.
It is the employee’s responsibility to request FMLA leave on the same or next business day after the need for leave becomes known, absent an emergency situation. Employees must submit a completed FMLA request form including the specific reason(s) for the leave request as well as provide other information as requested by Kent District Library.
Kent District Library also adheres to temporary leave laws such as these, which may be enacted into law during times of emergency.
[bookmark: _KDL_Policy_6.7.5][bookmark: _Toc230954238][bookmark: _Toc230956967][bookmark: _Toc235782501]KDL Policy 6.7.5 Personal Leave of Absence without Pay
LAST REVISED 12.19.2024
Personal leave of absence without pay may be granted at the discretion of Kent District Library. All requests for a personal leave of absence must be in writing and state the reasons for and the duration of the requested leave. The written request must be signed by the employee. Approval shall be in writing by the employee's supervisor and the Executive Director.
Employees on personal leave are required to utilize any banked vacation leave, holiday leave, or Paid Time Off (PTO) to which they are entitled, from the beginning of the leave. Exceptions may be approved by the Executive Director.
While on personal leave without pay, an employee does not accumulate continuous service credit but retains credit for previous service.
Employees who accept other full-time employment while on personal leave will be considered to have resigned from their Kent District Library employment.
Kent District Library may, at its discretion, grant reemployment during or at the end of the approved personal leave.
[bookmark: _KDL_Policy_6.7.6][bookmark: _Toc230954239][bookmark: _Toc230956968][bookmark: _Toc235782502]KDL Policy 6.7.6 Personal Leave of Absence with Pay
LAST REVISED 12.19.2024
Personal leaves of absence may be granted with pay upon approval of the Executive Director. Paid personal leave for educational purposes may be granted by the Executive Director when course work is necessary to provide an employee with the minimum knowledge necessary to perform the changing job requirements of the position.
Employees on personal leaves of absence, including those leaves for educational purposes, do not have reemployment rights to their former position unless reemployment has been agreed to, in writing, by the employee's supervisor and the Executive Director prior to the leave.
[bookmark: _KDL_Policy_6.7.7][bookmark: _Toc230954240][bookmark: _Toc230956969][bookmark: _Toc235782503]KDL Policy 6.7.7 Jury Leave
LAST REVISED 12.19.2024
Employees summoned by a court to serve as jurors shall be given a leave of absence for the period of their jury duty. For each day that an eligible employee serves as a juror when the employee otherwise would have worked, the employee shall receive their straight time regular rate of pay for up to eight (8) hours. Proof of attendance is required, but the nominal fee paid by the court including mileage and parking reimbursement may be retained by the employee.
[bookmark: _KDL_Policy_6.7.8][bookmark: _Toc230954241][bookmark: _Toc230956970][bookmark: _Toc235782504]KDL Policy 6.7.8 Military Leave
LAST REVISED 6.19.2003
A military leave of absence will be granted to employees who are absent from work because of service in the United States Uniformed Services in accordance with the Uniformed Services Employment and Reemployment Rights Act (USERRA). Advance notice of military service is required unless military necessity prevents such notice or if it is otherwise impossible or unreasonable.
Employees who enter active military service in any branch of the Armed Forces of the United States or the National Guard shall be entitled to reemployment rights in accordance with the Federal and State statutes governing such reemployment rights in effect at the time the employee seeks reemployment with the Library.
Under the USERRA statutes, employees who are on military leave will have the right to continuation of health insurance benefits based on the length of the leave and subject to the terms, conditions and limitations of the applicable plans for which the employee is otherwise eligible. Benefit accruals such as vacation, sick, and holiday time will be suspended during the leave and will resume upon the employee’s return to active employment.
For each day that a full-time employee is on such non-emergency duty leave, when the employee otherwise would have worked, the employee shall receive the difference between the employee's salary or regular straight time rate of pay for up to eight (8) hours and the amount the employee received for such training for up to a maximum of ten (10) days per year.
For each day that a full-time employee is on such emergency duty leave, when the employee otherwise would have worked, the employee shall receive the difference between the employee’s salary or regular straight time rate of pay for up to eight (8) hours and the amount the employee received for such emergency duty for up to a maximum of five (5) days. All other leaves not specified in this policy shall be unpaid.
[bookmark: _Toc230954242][bookmark: _Toc230956971][bookmark: _Toc235782505]KDL Policy 6.7.9 Holiday Accrual & Eligibility
LAST REVISED 12.19.2024
Full-time employees shall be entitled to holiday leave with pay for the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, December 24, and Christmas Day. Full- time employees will also be credited quarterly with floating holidays for the following recognized holidays: Martin Luther King Jr.’s Birthday, Presidents Day, Veterans Day, the day after Thanksgiving, and the Employee’s Birthday.
Part-time employees who regularly work not less than twenty (20) hours each week shall receive four (4) floating holidays consisting of eight (8) hours of pay each. Accrual will occur quarterly in recognition of the following holidays: New Year’s Day, Memorial Day, Labor Day, and Christmas Day. For part-time employees, floating holidays must be taken on a day when the library system is closed.
Use of a floating holiday is subject to the following conditions:
· Is approved in advance by the employee’s supervisor;
· It is taken within twelve (12) months following the day it was credited (floating holidays not taken shall be forfeited); and
· It is compensated at the employee’s regular rate.
In order for an employee to be eligible for a holiday with pay, they must be an active employee on the day of the holiday.
When one of the recognized holidays falls on a Sunday, Monday shall be observed as a holiday. When a recognized holiday falls on a Saturday, the preceding Friday shall be observed as a holiday.
[bookmark: _KDL_Policy_6.8][bookmark: _Toc230954243][bookmark: _Toc230956972][bookmark: _Toc235782506]KDL Policy 6.8 Transportation Reimbursement
LAST REVISED 12.19.2002
Kent District Library employees shall be reimbursed for public transportation or mileage and parking expenses incurred while using their private vehicle in the performance of official duties. The employee is responsible for maintaining a record of transportation costs. Mileage shall be reimbursed at the actual IRS rate.
[bookmark: _KDL_Policy_6.8.1][bookmark: _Toc230954244][bookmark: _Toc230956973][bookmark: _Toc235782507]KDL Policy 6.8.1 Honoraria
LAST REVISED 12.19.2002
Kent District Library staff members requested to speak at job-related meetings or workshops are encouraged to do so. Formal presentation proposals must be approved by the Executive Director prior to acceptance of the commitment. When engagements of this nature involve an honorarium paid by the sponsor to the staff member, the Library requires the individual to remit this payment to Kent District Library if they attend and participate during Library time (i.e., on a scheduled workday approved and credited as time worked). If, however, the employee participates on the employee's own time (e.g., vacation, holiday, or day off), the employee may keep the honorarium payment.
Kent District Library staff members approved as presenters remain subject to other KDL policies regarding conference attendance and transportation reimbursement.
[bookmark: _KDL_Policy_6.8.2]This policy does not pertain to an employee hired elsewhere to work as a consultant. Such work must be conducted on the employee's own time.

[bookmark: _Toc230954245][bookmark: _Toc230956974][bookmark: _Toc235782508]KDL Policy 6.8.2 Professional Association/Community Organization Memberships
LAST REVISED 12.19.2002
Kent District Library encourages employees to actively participate in professional associations and community organizations related to their work which are mutually beneficial to KDL and the professional growth of the employee.
Upon approval by the Director, Kent District Library will pay for memberships which benefit library operations in the following manner:
· Leadership Team and KDL Board members: in areas related to their position.
· Management: one annual professional membership and one annual community membership.
· Other Employees: one annual membership for staff actively engaged in committee work with the approval of their immediate supervisor and the Executive Director.
[bookmark: _KDL_Policy_6.9][bookmark: _Toc230954246][bookmark: _Toc230956975][bookmark: _Toc235782509]KDL Policy 6.9 Drug-Free Workplace
LAST REVISED 12.19.2024
It is the right, obligation, and intent of Kent District Library to maintain the highest standards of health, safety, and security for staff, patrons, and the general public to protect Library property and operations, and to comply with both the letter and spirit of the Drug-Free Workplace Act of 1988.
The unlawful manufacture, distribution, dispensation, possession, being under the influence or use of an illegal substance on library premises or while conducting library business off the premises is prohibited. Violations of this policy will result in immediate disciplinary action up to and including termination and may have legal consequences.
Kent District Library recognizes drug dependency as a major health problem. Kent District Library also recognizes drug abuse as a potential health, safety, and security problem. Employees needing help in dealing with such problems are encouraged to seek counseling or treatment as appropriate.
Employees must, as a condition of employment, abide by the terms of the above policy and report any conviction under a criminal drug statute for violations occurring on or off library premises while conducting library business. A report of a conviction must be made within five days after the conviction; this requirement is mandated by the Federal Drug-free Workplace Act of 1988. Convictions for criminal drug offenses while conducting library business will be subject to discipline up to and including discharge.
Employees are required to submit to a blood, hair follicle, or urinalysis examination for the purpose of detection of the employee's use of unauthorized prescriptive drugs, illegal drugs, controlled substances and/or alcohol in the following circumstances:
At any time, if the Library has a reasonable suspicion that the employee in question:
1. is under the influence, impaired or otherwise affected by the use of drugs and/or alcohol;
2. is currently possessing on library premises or in library vehicles unauthorized d rugs and/or alcohol; or
3. has sold or distributed drugs and/or alcohol on library premises or attempted the same.
Last Chance
An employee who voluntarily discloses a dependency on drugs/alcohol to the Library and voluntarily undergoes a Library approved supervised detoxification treatment program will be given a leave of absence for such purposes of up to ninety (90) days and the Library will refrain from taking any disciplinary action against the employee provided that:
1. such disclosure is the first and only involvement with drugs/alcohol for the employee;
2. the employee satisfactorily completes the detoxification treatment program as prescribed;
3. the employee remains free of drug/alcohol use and strictly complies with the employer's drug free program;
4. the employee submits to periodic drug/alcohol testing upon return to work for a period of two (2) years; and
5. the employee is not under current disciplinary action.
The Library will not refrain from taking disciplinary action when the employee is being considered for discipline for drug/alcohol use on library premises or for other disciplinary action unrelated to the employee's voluntary disclosure of their drug or alcohol dependency.
[bookmark: _KDL_Policy_6.10][bookmark: _Toc230954247][bookmark: _Toc230956976][bookmark: _Toc235782510]KDL Policy 6.10 Electronic Communications Policy
LAST REVISED 12.18.2025
Kent District Library provides Electronic Resources to employees solely for official KDL business use. Electronic Resources include, but are not limited to:
· Any and all KDL-issued devices and technology
· Use of Library-provided or approved cloud services (e.g., Microsoft 365, Teams, SharePoint, OneDrive, etc.) through a connection with a KDL-issued device or a personal device (phone, tablet, laptop, etc.)
· Use of any library systems or networks through connection with a KDL-issued device or a personal device (phone, tablet, laptop, etc.)
PERMITTED USES
Excessive personal use of Electronic Resources is prohibited. Occasional personal use of Electronic Resources that does not interfere with Library business or employee duties may be permitted at the discretion of supervising staff. Kent District Library owns the Electronic Resources and permits employees to use them in performance of their duties.
When using Electronic Resources, take care to ensure that all communications and messages are courteous, professional and businesslike. Never use Electronic Resources to create, originate, share or transmit any offensive or harassing statements, images or messages that disparage or discriminate against a person based upon the person’s race, color, gender, religion, sexual orientation, national origin, disability, height, weight, pregnancy, marital status, age or other protected status. Accessing or displaying any kind of sexually explicit image or document on Electronic Resources is a violation of the Library’s policy on sexual harassment. Do not download or store any such statements, messages, documents or images on Electronic Resources. If you are the recipient of such content, inform the Executive Director.
PROHIBITED USES
Certain activities are prohibited when using Electronic Resources. These include, but are not limited to:
1. gambling, obtaining or distributing pornographic materials and all other illegal activity;
2. introducing software into any Kent District Library Electronic Resources that is potentially harmful to the integrity of the system or that violates the terms of applicably computer software licensing agreements or copyright laws;
3. using Electronic Resources to send, upload, receive or download trade secrets, proprietary financial information, license agreements, patents or similar materials;
4. using Electronic Resources for personal commercial purposes;
5. using any data or other information on Electronic Resources for personal gain or for the advantage of any outside third party;
6. permitting any unauthorized person to gain access to Electronic Resources; or
7. sending email using another’s identity, an assumed name or anonymously.
NO EXPECTATION OF PRIVACY
Kent District Library owns and has the right to monitor, access, retrieve, read and disclose all information and materials that are created, sent, received, accessed or stored using Electronic Resources. All information contained in or transmitted through Electronic Resources is to be considered Kent District Library records. There is no expectation of privacy with respect to any information on Electronic Resources. Employees should not assume any information sent, received, accessed or stored on Kent District Library’s Electronic Resources is private or confidential. The Library reserves the right to record and monitor all access and use of Electronic Resources. By accessing and using Electronic Resources, and as a condition of such use, the Library employees consent to the Library’s monitoring.
SECURITY
You must not attempt to interfere with Library’s ability to monitor your use of Electronic Resources by using any unauthorized encryption method, by failing to enter your assigned user identification when logging onto Electronic Resources or in any other manner. You must keep any and all assigned user identification, access codes or passwords strictly confidential and must not let anyone else use a terminal which you have logged on using such confidential information. DO NOT share your passwords with any other person, including other employees. Do not open email messages or their attachments unless you are certain that they are safe.
To safeguard the Library ’s business data and minimize the risk of unauthorized access, the Library requires Multi-Factor Authentication (MFA) to verify the identity of all users accessing the Library’s electronic tools.
Employees are responsible for exercising good judgment regarding the reasonableness of their use of the Library’s Electronic Resources. If there is any uncertainty, you should consult with the Executive Director.
Violation of these guidelines will be considered grounds for disciplinary action, up to and including discharge.
[bookmark: _KDL_Policy_6.11][bookmark: _Toc230954248][bookmark: _Toc230956977][bookmark: _Toc235782511]KDL Policy 6.11 Whistleblower Policy
LAST REVISED 12.19.2024
Kent District Library adheres to the rules, rights, and responsibilities of employees and employers as defined in the Whistleblowers’ Protection Act 1980 PA 469 (as amended). The Library has a responsibility for the stewardship of its resources and, to that end, works to ensure all laws, policies, and procedures are adhered to so as to promote a culture of ethical accountability.
A “whistleblower” as defined by this policy is a Library employee who reports an activity that they consider to be il legal, dishonest, or in violation of Library policy (i.e., misconduct). If an employee has knowledge, concern, or suspicion of misconduct of any kind, the employee shall use the anonymous whistleblower hotline (available to staff on the Human Resources SharePoint page) which will notify the appropriate personnel. This may include: (a) an immediate supervisor, (b) the Director of Human Resources and Organizational Development, (c) the Executive Director or (d) the Chair of Vice Chair of the Board of Trustees. Any individual represented by these functions may serve as a complaint investigator.
The Library has an obligation to investigate and report allegations of suspected improper activities and the actions taken by the Library to correct misconduct. Once received, the complaint investigator shall confer with at least one other individual from the above list to ensure that a thorough, appropriate, and timely investigation is conducted. If a complaint investigator has a conflict of interest, an alternate shall be appointed.
While efforts to maintain the confidentiality of the whistleblower will be taken, this shall be secondary to the objective of conducting a thorough investigation. In all cases, the Library, its representatives, and its officers shall not retaliate or discriminate against a whistleblower. This includes, but is not limited to, threats of physical harm, harassment of any kind, and protection from retaliation in the form of an adverse employment action such as termination, compensation decreases, or unfavorable work assignments. A whistleblower who suspects they have become a victim of retaliation or discrimination shall document the allegation in a letter to the Chair of the Kent District Library Board of Trustees within seven (7) days of the alleged retaliation or discrimination. The rights of a whistleblower for protection against retaliation or discrimination do not include immunity for any personal wrongdoing that is discovered through the investigation process.
[bookmark: _KDL_Policy_6.12][bookmark: _Toc230954249][bookmark: _Toc230956978][bookmark: _Toc235782512]KDL Policy 6.12 Board Member Compensation
LAST REVISED 4.20.2023
Kent District Library may reimburse Board members for KDL Board meetings and other KDL business, as well as Board members/representatives who serve as Lakeland Library Cooperative Board members or as members of the KDL Pension Board. They may be paid $30.00 per such meeting they attend and be reimbursed for mileage to/from their home address on file with KDL. Other KDL business, such as branch visits with staff, will be reimbursed for mileage only to/from their home address to/from KDL locations, and to/from each KDL location when conducting multiple meetings back-to-back. It is the responsibility of the Board members/representatives to update their home address with KDL personnel.
[bookmark: _KDL_Policy_6.13][bookmark: _Toc230954250][bookmark: _Toc230956979][bookmark: _Toc235782513]KDL Policy 6.13 Board & Staff Conference Attendance
LAST REVISED 12.19.2024
Board members are encouraged to attend state and national conferences, as well as local workshops, seminars, and meetings. Funds will be budgeted annually to allow for Board member attendance at conferences.
[bookmark: _KDL_Policy_6.14]Staff members may be selected to attend conferences or other functions that contribute to their professional growth and build institutional relationships with other library systems. Time off with pay, including travel time, may be allowed to attend conferences, workshops, and other meetings. Employees wishing to attend conferences must have prior written approval from their supervisor and the Director of Human Resources and Organizational Development. Conference attendance approval is dependent on scheduling, budgetary constraints, and previous conference attendance. Employees are expected to share their conference and workshop experiences with other KDL staff members.

[bookmark: _Toc230954251][bookmark: _Toc230956980][bookmark: _Toc235782514]KDL Policy 6.14 Volunteers
MOVED 12.20.2018
Kent District Library may use volunteers for a variety of tasks or projects. Volunteers do not displace established staff positions and do not have access to staff computers. Care is taken that assignments do not infringe upon the responsibilities of regular paid staff.
[bookmark: _KDL_Policy_6.14.1]Volunteers must be age 14 or older. Volunteers younger than 18 years of age must complete an application and have it signed by a parent or guardian. Adult volunteers must complete an application including a criminal background check. All volunteers receive orientation and training. A volunteer may work on a short-term project or serve on a regular basis.
[bookmark: _Toc230954252][bookmark: _Toc230956981][bookmark: _Toc235782515]KDL Policy 6.14.1 Volunteer Background Verification
MOVED 01.19.2023
Kent District Library requires, as a condition of volunteering, that regular volunteers over the age of 18 consent to and authorize a verification of the background information submitted.
This release and authorization acknowledge that Kent District Library may obtain the following: any criminal history record information pertaining to the volunteer which may be in the files of any federal, state, or local criminal justice agency in Michigan or any other states/countries of origin; and/or information as deemed necessary, relevant and applicable to volunteer requirements. Kent District Library will not obtain any type of information from the volunteer’s personal credit/financial history record.
The results of this verification process will be used to determine volunteer eligibility under Kent District Library’s policies. No volunteer opportunities will be made available without the completion of the background verification process. KDL cannot be held liable for inaccurate information received when performing background verification checks.
Refusal to consent to and authorize a verification of background information will result in immediate disqualification of consideration for any volunteer opportunities.
Kent District Library will not allow individuals to volunteer who have been convicted of any felony or who have been convicted of a misdemeanor offense for assault; child abuse; criminal sexual conduct; use, possession, or sale of weapons; or violations of Article 7 of the Michigan Public Health Code (Controlled Substances) (MCL 333.7101 et seq.) The Human Resources Department will review all other convictions and pending criminal charges of a potential volunteer on an individual basis with the final decision resting with the Executive Director.
Kent District Library will provide a volunteer, whose information found in a background check results in an adverse action, with the information as required by the Fair Credit Reporting Act. All results that are obtained by the background verification process will be proprietary and kept confidential, to the extent permitted by law. The information obtained will not be voluntarily provided to any parties other than to designated Kent District Library personnel or legal counsel with a need to know.
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[bookmark: _Toc230954273][bookmark: _Toc230956982][bookmark: _Toc235782517][bookmark: Appendix]KDL Appendix I Library Bill of Rights
The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services:
I. 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.
II. 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.
III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.
IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.
V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.
VI. 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, by the ALA Council; amended February 2, 1961; amended June 28, 1967; amended January 23, 1980; inclusion of “age” reaffirmed January 24, 1996.
[bookmark: _KDL_Appendix_II][bookmark: _Toc230954274][bookmark: _Toc230956983][bookmark: _Toc235782518]KDL Appendix II Freedom to Read Statement
The freedom to read is essential to our democracy. It is continuously under attack. Private groups and public authorities in various parts of the country are working to remove or limit access to reading materials, to censor content in schools, to label "controversial" views, to distribute lists of "objectionable" books or authors, and to purge libraries. These actions apparently rise from a view that our national tradition of free expression is no longer valid; that censorship and suppression are needed to counter threats to safety or national security, as well as to avoid the subversion of politics and the corruption of morals. We, as individuals devoted to reading and as librarians and publishers responsible for disseminating ideas, wish to assert the public interest in the preservation of the freedom to read.
Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the ordinary individual, by exercising critical judgment, will select the good and reject the bad. We trust Americans to recognize propaganda and misinformation, and to make their own decisions about what they read and believe. We do not believe they are prepared to sacrifice their heritage of a free press in order to be "protected" against what others think may be bad for them. We believe they still favor free enterprise in ideas and expression. These efforts at suppression are related to a larger pattern of pressures being brought against education, the press, art and images, films, broadcast media, and the Internet. The problem is not only one of actual censorship. The shadow of fear cast by these pressures leads, we suspect, to an even larger voluntary curtailment of expression by those who seek to avoid controversy or unwelcome scrutiny by government officials.
Such pressure toward conformity is perhaps natural to a time of accelerated change. And yet suppression is never more dangerous than in such a time of social tension. Freedom has given the United States the elasticity to endure strain. Freedom keeps open the path of novel and creative solutions and enables change to come by choice. Every silencing of a heresy, every enforcement of an orthodoxy, diminishes the toughness and resilience of our society and leaves it the less able to deal with controversy and difference.
Now as always in our history, reading is among our greatest freedoms. The freedom to read and write is almost the only means for making generally available ideas or manners of expression that can initially command only a small audience. The written word is the natural medium for the new idea and the untried voice from which come the original contributions to social growth. It is essential to the extended discussion that serious thought requires, and to the accumulation of knowledge and ideas into organized collections.
We believe that free communication is essential to the preservation of a free society and a creative culture. We believe that these pressures toward conformity present the danger of limiting the range and variety of inquiry and expression on which our democracy and our culture depend. We believe that every American community must jealously guard the freedom to publish and to circulate, in order to preserve its own freedom to read. We believe that publishers and librarians have a profound responsibility to give validity to that freedom to read by making it possible for the readers to choose freely from a variety of offerings. 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:
It is in the public interest for publishers and librarians to make available the widest diversity of views and expressions, including those that are unorthodox, unpopular, or considered dangerous by the majority.
Creative thought is by definition new, and what is new is different. The bearer of every new thought is a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain themselves in power by the ruthless suppression of any concept that challenges the established orthodoxy. The power of a democratic system to adapt to change is vastly strengthened by the freedom of its citizens to choose widely from among conflicting opinions offered freely to them. To stifle every nonconformist idea at birth would mark the end of the democratic process. Furthermore, only through the constant activity of weighing and selecting can the democratic mind attain the strength demanded by times like these. We need to know not only what we believe but why we believe it.
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 the prejudgment of a label characterizing any expression or its author as subversive or dangerous.
The ideal of labeling presupposes the existence of individuals or groups with wisdom to determine by authority what is good or bad for others. It presupposes that individuals must be directed in making up their minds about the ideas they examine. But Americans do not need others to do their thinking for them.
It is the responsibility of publishers and librarians, as guardians of the people's freedom to read, to contest encroachments upon that freedom by individuals or groups seeking to impose their own standards or tastes upon the community at large; and by the government whenever it seeks to reduce or deny public access to public information.
It is inevitable in the give and take of the democratic process that the political, the moral, or the aesthetic concepts of an individual or group will occasionally collide with those of another individual or group. In a free society individuals are free to determine for themselves what they wish to read, and each group is free to determine what it will recommend to its freely associated members. But no group has the right to take the law into its own hands, and to impose its own concept of politics or morality upon other members of a democratic society. Freedom is no freedom if it is accorded only to the accepted and the inoffensive. Further, democratic societies are safer, free, and creative when the free flow of public information is not restricted by governmental prerogative or self-censorship.
It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing books that enrich the quality and diversity of thought and expression. By the exercise of this affirmative responsibility, they can demonstrate that the answer to a "bad" book is a good one, the answer to a "bad" idea is a good one.
The freedom to read is of little consequence when the reader cannot obtain matter fit for that reader's purpose. What is needed is not only the absence of restraint, but the positive provision of opportunity for the people to read the best that has been thought and said. Books are the major channel by which the intellectual inheritance is handed down, and the principal means of its testing and growth. The defense of the freedom to read requires of all publishers and librarians the utmost of their faculties and deserves of all Americans the fullest of their support.
We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for the value of the written word. We do so because we believe that it is possessed of enormous variety and usefulness, worthy of cherishing and keeping free. We realize that the application of these propositions may mean the dissemination of ideas and manners of expression that are repugnant to many persons. We do not state these propositions in the comfortable belief that what people read is unimportant. We believe rather that what people read is deeply important; that ideas can be dangerous; but that the suppression of ideas is fatal to a democratic society. Freedom itself is a dangerous way of life, but it is ours.
This statement was originally issued in May of 1953 by the Westchester Conference of the American Library Association and the American Book Publishers Council, which in 1970 consolidated with the American Educational Publishers Institute to become the Association of American Publishers.
Adopted June 25, 1953, by the ALA Council and the AAP Freedom to Read Committee; amended January 28, 1972; January 16, 1991; July 12, 2000; June 30, 2004.
A Joint Statement by:
· American Library Association,
· Association of American Publishers
Subsequently endorsed by:
· American Booksellers Foundation for Free Expression
· The Association of American University Presses, Inc.
· The Children's Book Council Freedom to Read Foundation
· National Association of College Stores
· National Coalition Against Censorship
· National Council of Teachers of English
· The Thomas Jefferson Center for the Protection of Free Expression
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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 ensure the constitutional guarantee 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 January 10, 1990, by the ALA Council
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An Interpretation of the Library Bill of Rights
The American Library Association declares as a matter of firm principle that it is the responsibility of every library to have a clearly defined materials selection policy in written form that reflects the Library Bill of Rights, and that is approved by the appropriate governing authority.
Challenged materials that meet the criteria for selection in the materials selection policy of the library should not be removed under any legal or extra-legal pressure. The Library Bill of Rights states in Article I that “Materials should not be excluded because of the origin, background, or views of those contributing to their creation,” and in Article II, that “Materials should not be proscribed or removed because of partisan or doctrinal disapproval.” Freedom of expression is protected by the Constitution of the United States, but constitutionally protected expression is often separated from unprotected expression only by a dim and uncertain line. The Constitution requires a procedure designed to focus searchingly on challenged expression before it can be suppressed. An adversary hearing is a part of this procedure.
Therefore, any attempt, be it legal or extra-legal, to regulate or suppress materials in libraries must be closely scrutinized to the end that protected expression is not abridged.
Adopted June 25, 1971, by the ALA Council; amended July 1, 1981; January 10, 1990. [ISBN 8389 6083- 9]
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An Interpretation of the Library Bill of Rights
Throughout history, the focus of censorship has fluctuated from generation to generation. Books and other materials have not been selected or have been removed from library collections for many reasons, among which are prejudicial language and ideas, political content, economic theory, social philosophies, religious beliefs, sexual forms of expression, and other potentially controversial topics.
Some examples of censorship may include removing or not selecting materials because they are considered by some as racist or sexist; not purchasing conservative religious materials; not selecting materials about or by minorities because it is thought these groups or interests are not represented in a community; or not providing information on or materials from non- mainstream political entities.
Librarians may seek to increase user awareness of materials on various social concerns by many means, including, but not limited to, issuing bibliographies and presenting exhibits and programs. Librarians have a professional responsibility to be inclusive, not exclusive, in collection development and in the provision of interlibrary loan. Access to all materials legally obtainable should be assured to the user, and policies should not unjustly exclude materials even if they are offensive to the librarian or the user. Collection development should reflect the philosophy inherent in Article II of the Library Bill of Rights: “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.” A balanced collection reflects a diversity of materials, not an equality of numbers. Collection development responsibilities include selecting materials in the languages in common use in the community the library serves. Collection development and the selection of materials should be done according to professional standards and established selection and review procedures.
There are many complex facets to any issue, and variations of context in which issues may be expressed, discussed, or interpreted. Librarians have a professional responsibility to be fair, just, and equitable and to give all library users equal protection in guarding against violation of the library patron’s right to read, view, or listen to materials and resources protected by the First Amendment, no matter what the viewpoint of the author, creator, or selector. Librarians have an obligation to protect library collections from removal of materials based on personal bias or prejudice, and to select and support the access to materials on all subjects that meet, as closely as possible, the needs, interests, and abilities of all persons in the community the library serves. This includes materials that reflect political, economic, religious, social, minority, and sexual issues. Intellectual freedom, the essence of equitable library services, provides for free access to all expressions of ideas through which any and all sides of a question, cause, or movement may be explored. Toleration is meaningless without tolerance for what some may consider detestable. Librarians cannot justly permit their own preferences to limit their degree of tolerance in collection development, because freedom is indivisible.
Adopted July 14, 1982, by the ALA Council; amended January 10, 1990. [ISBN 8389- 6552-0]
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An Interpretation of the Library Bill of Rights
The continuous review of library materials is necessary as a means of maintaining an active library collection of current interest to users. In the process, materials may be added and physically deteriorated or obsolete materials may be replaced or removed in accordance with the collection maintenance policy of a given library and the needs of the community it serves. Continued evaluation is closely related to the goals and responsibilities of all libraries and is a valuable tool of collection development. This procedure is not to be used as a convenient means to remove materials presumed to be controversial or disapproved of by segments of the community. Such abuse of the evaluation function violates the principles of intellectual freedom and is in opposition to the Preamble and Articles I and II of the Library Bill of Rights, which state:
The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.
I. 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.
II. 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.
III. The American Library Association opposes such “silent censorship” and strongly urges that libraries adopt guidelines setting forth the positive purposes and principles of evaluation of materials in library collections.
Adopted February 2, 1 973, by the ALA Council; amended July 1, 1981. [ISBN 8389-5406-5]
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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 work is represented in their collections, libraries also do not endorse the beliefs or viewpoints of topics that 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 ensure that space is provided on an equitable basis to all groups that request it.
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 designate use of exhibit space for strictly library- related activities, provided that this limitation is viewpoint neutral and clearly defined.
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 that 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; amended June 30, 2004. [ISBN 8389- 7551- 8]
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An Interpretation of the Library Bill of Rights
Expurgating library materials is a violation of the Library Bill of Rights. Expurgation as defined by this interpretation includes any deletion, excision, alteration, editing, or obliteration of any part(s) of books or other library resources by the library, its agent, or its parent institution (if any). By such expurgation, the library is in effect denying access to the complete work and the entire spectrum of ideas that the work intended to express. Such action stands in violation of Articles I, II, and III of the Library Bill of Rights, which state that "Materials should not be excluded because of the origin, background, or views of those contributing to their creation," that "Materials should not be proscribed or removed because of partisan or doctrinal disapproval," and that "Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment."
The act of expurgation has serious implications. It involves a determination that it is necessary to restrict access to the complete work. This is censorship. When a work is expurgated, under the assumption that certain portions of that work would be harmful to minors, the situation is no less serious.
Expurgation of any books or other library resources imposes a restriction, without regard to the rights and desires of all library users, by limiting access to ideas and information. (See also other Interpretations to the Library Bill of Rights, including Access to Digital Information, Services, and Networks and Free Access to Libraries for Minors.)
Further, expurgation without written permission from the holder of the copyright on the material may violate the copyright provisions of the United States Code.
Adopted February 2, 1973, by the ALA Council; amended July 1, 1981; January 10, 1990. [ISBN 8389-5419-7]
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An Interpretation of the Library Bill of Rights
Libraries do not advocate the ideas found in their collections or in resources accessible through the library. The presence of books and other resources in a library does not indicate endorsement of their contents by the library. Likewise, the ability for library users to access electronic information using library computers does not indicate endorsement or approval of that information by the library.
LABELS
Labels on library materials may be viewpoint-neutral directional aids that save the time of users, or they may be attempts to prejudice or discourage users or restrict their access to materials. When labeling is an attempt to prejudice attitudes, it is a censor's tool. The American Library Association opposes labeling as a means of predisposing people's attitudes toward library materials.
Prejudicial labels are designed to restrict access, based on a value judgment that the content, language or themes of the material, or the background or views of the creator(s) of the material, render it inappropriate or offensive for all or certain groups of users. The prejudicial label is used to warn, discourage or prohibit users or certain groups of users from accessing the material. Such labels may be used to remove materials from open shelves to restricted locations where access depends on staff intervention.
Viewpoint-neutral directional aids facilitate access by making it easier for users to locate materials. The materials are housed on open shelves and are equally accessible to all users, who may choose to consult or ignore the directional aids at their own discretion. Directional aids can have the effect of prejudicial labels when their implementation becomes proscriptive rather than descriptive. When directional aids are used to forbid access or to suggest moral or doctrinal endorsement, the effect is the same as prejudicial labeling.
RATING SYSTEMS
A variety of organizations promulgate rating systems as a means of advising either their members or the general public concerning their opinions of the contents and suitability or appropriate age for use of certain books, films, recordings, Web sites, or other materials. The adoption, enforcement, or endorsement of any of these rating systems by the library violates the Library Bill of Rights. Adopting such systems into law may be unconstitutional. If such legislation is passed, the library should seek legal advice regarding the law's applicability to library operations.
Publishers, industry groups, and distributors sometimes add ratings to material or include them as part of their packaging. Librarians should not endorse such practices. However, removing or destroying such ratings, if placed there by, or with permission of, the copyright holder, could constitute expurgation (see Expurgation of Library Materials: An Interpretation of the Library Bill of Rights).
Some find it easy and even proper, according to their ethics, to establish criteria for judging materials as objectionable. However, injustice and ignorance, rather than justice and enlightenment, result from such practices. The American Library Association opposes any efforts that result in closing any path to knowledge.
Adopted July 13, 1951, by the ALA Council; amended June 25, 1971; July 1, 1981; June 26, 1990; January 19, 2005. [ISBN 8389- 5226-7]
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An Interpretation of the Library Bill of Rights
Freedom of expression is an inalienable human right and the foundation for self- government. Freedom of expression encompasses the freedoms of speech, press, religion, assembly, and association, and the corollary right to receive information.
The American Library Association endorses this principle, which is also set forth in the Universal Declaration of Human Rights, adopted by the United Nations General Assembly. The Preamble of this document states that “... recognition of the inherent dignity and of the equal and inalienable rights of all members of the human family is the foundation of freedom, justice, and peace in the world...” and “... the advent of a world in which human beings shall enjoy freedom of speech an d belief and freedom from fear and want has been proclaimed as the highest aspiration of the common people...”
Article 18 of this document states:
“Everyone has the right to freedom of thought, conscience and religion; this right includes freedom to change his religion or belief, and freedom, either alone or in community with others and in public or private, to manifest his religion or belief in teaching, practice, worship and observance.”
Article 19 states:
“Everyone has the right to freedom of opinion and expression; this right includes freedom to hold opinions without interference and to seek, receive and impart information and ideas through any media regardless of frontiers.”
Article 20 states:
· Everyone has the right to freedom of peaceful assembly and association.
· No one may be compelled to belong to an association.
We affirm our belief that these are inalienable rights of every person, regardless of origin, age, background, or views. We embody our professional commitment to these principles in the Library Bill of Rights and Code of Ethics, as adopted by the American Library Association.
We maintain that these are universal principles and should be applied by libraries and librarians throughout the world. The American Library Association’s policy on International Relations reflects these objectives: “... to encourage the exchange, dissemination, and access to information and the unrestricted flow of library materials in all formats throughout the world.” We know that censorship, ignorance, and limitations on the free flow of information are the tools of tyranny and oppression. We believe that ideas and in formation topple the walls of hate and fear and build bridges of cooperation and understanding far more effectively than weapons and armies.
The American Library Association is unswerving in its commitment to human rights and intellectual freedom; the two are inseparably linked and inextricably entwined. Freedom of opinion and expression is not derived from or dependent on any form of government or political power. This right is inherent in every individual. It cannot be surrendered, nor can it be denied. True justice comes from the exercise of this right.
We recognize the power of information and ideas to inspire justice, to restore freedom and dignity to the oppressed, and to change the hearts and minds of the oppressors.
Courageous men and women, in difficult and dangerous circumstances throughout human history, have demonstrated that freedom lives in the human heart and cries out for justice even in the face of threats, enslavement, imprisonment, torture, exile, and death. We draw inspiration from their example. They challenge us to remain steadfast in our most basic professional responsibility to promote and defend the right of free expression.
There is no good censorship. Any effort to restrict free expression and the free flow of information aids the oppressor. Fighting oppression with censorship is self- defeating. Threats to the freedom of expression of any person anywhere are threats to the freedom of all people everywhere. Violations of human rights and the right of free expression have been recorded in virtually every country and society across the globe.

In response to these violations, we affirm these principles:
· The American Library Association opposes any use of governmental prerogative that leads to the intimidation of individuals that prevents them from exercising their rights to hold opinions without interference, and to seek, receive, and impart information and ideas. We urge libraries and librarians everywhere to resist such abuse of governmental power, and to support those against whom such governmental power has been employed.
· The American Library Association condemns any governmental effort to involve libraries and librarians in restrictions on the right of any individual to hold opinions without interference, and to seek, receive, and impart information and ideas. Such restrictions pervert the function of the library and violate the professional responsibilities of librarians.
· The American Library Association rejects censorship in any form. Any action that denies the inalienable human rights of individuals only damages the will to resist oppression, strengthens the hand of the oppressor, and undermines the cause of justice.
· The American Library Association will not abrogate these principles. We believe that censorship corrupts the cause of justice and contributes to the demise of freedom.
Adopted January 16, 1991, by the ALA Council. [ISBN 0-8389-7494- 5]
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An Interpretation of the Library Bill of Rights
Library-initiated programs support the mission of the library by providing users with additional opportunities for information, education, and recreation. Article I of the Library Bill of Rights states: “Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves.”
Library-initiated programs take advantage of library staff expertise, collections, services and facilities to increase access to information and information resources. Library-initiated programs introduce users and potential users to the resources of the library and to the library’s primary function as a facilitator of information access. The library may participate in cooperative or joint programs with other agencies, organizations, institutions, or individuals as part of its own effort to address information needs and to facilitate information access in the community the library serves.
Library-initiated programs on site and in other locations include, but are not limited to, speeches, community forums, discussion groups, demonstrations, displays, and live or media presentations.
Libraries serving multilingual or multicultural communities should make efforts to accommodate the information needs of those for whom English is a second language. Library-initiated programs that cross language and cultural barriers introduce otherwise underserved populations to the resources of the library and provide access to information.
Library-initiated programs “should not be proscribed or removed [or canceled] because of partisan or doctrinal disapproval” of the contents of the program or the views expressed by the participants, as stated in Article II of the Library Bill of Rights. Library sponsorship of a program does not constitute an endorsement of the content of the program or the views expressed by the participants, any more than the purchase of material for the library collection constitutes an endorsement of the contents of the material or the view s of its creator.
Library-initiated programs are a library resource, and, as such, are developed in accordance with written guidelines, as approved and adopted by the library’s policy- making body. These guidelines should include an endorsement of the Library Bill of Rights and set forth the library’s commitment to free and open access to information and ideas for all users.
Library staff select topics, speakers and resource materials for library-initiated programs based on the interests and information needs of the community. Topics, speakers and resource materials are not excluded from library-initiated programs because of possible controversy. Concerns, questions or complaints about library- initiated programs are handled according to the same written policy and procedures that govern reconsiderations of other library resources.
Library-initiated programs are offered free of charge and are open to all. Article V of the Library Bill of Rights states: “A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.”
The “right to use a library” encompasses all the resources the library offers, including the right to attend library-initiated programs. Libraries do not deny or abridge access to library resources, including library-initiated programs, based on an individual’s economic background or ability to pay.
Adopted January 27, 1982, by the ALA Council; amended June 26, 1990; July 12, 2000. [ISBN 8389-6528- 8]
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An Interpretation of the Library Bill of Rights
A democracy presupposes an informed citizenry. The First Amendment mandates the right of all persons to free expression, and the corollary right to receive the constitutionally protected expression of others. The publicly supported library provides free, equal, and equitable access to information for all people of the community the library serves. While the roles, goals and objectives of publicly supported libraries may differ, they share this common mission.
The library’s essential mission must remain the first consideration for librarians and governing bodies faced with economic pressures and competition for funding.
In support of this mission, the American Library Association has enumerated certain principles of library services in the Library Bill of Rights.
PRINCIPLES GOVERNING FINES, FEES, AND USER CHARGES
Article I of the Library Bill of Rights states: Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves.
Article V of the Library Bill of Rights states: A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.
The American Library Association opposes the charging of user fees for the provision of information by all libraries and information services that receive their major support from public funds. All information resources that are provided directly or indirectly by the library, regardless of technology, format, or methods of delivery, should be readily, equally and equitably accessible to all library users.
Libraries that adhere to these principles systematically monitor their programs of service for potential barriers to access and strive to eliminate such barriers when they occur. All library policies and procedures, particularly those involving fines, fees, or other user charges, should be scrutinized for potential barriers to access. All services should be designed and implemented with care, so as not to infringe on or interfere with the provision or delivery of information and resources for all users. Serv ices should be reevaluated regularly to ensure that the library’s basic mission remains uncompromised.
Librarians and governing bodies should look for alternative models and methods of library administration that minimize distinctions among users based on their economic status or financial condition. They should resist the temptation to impose user fees to alleviate financial pressures, at long-term cost to institutional integrity and public confidence in libraries.
Library services that involve the provision of information, regardless of format, technology, or method of delivery, should be made available to all library users on an equal and equitable basis. Charging fees for the use of library collections, services, programs, or facilities that were purchased with public funds raises barriers to access. Such fees effectively abridge or deny access for some members of the community because they reinforce distinctions among users based on their ability and willingness to pay.
PRINCIPLES GOVERNING CONDITIONS OF FUNDING
Article II of the Library Bill of Rights states: Materials should not be proscribed or removed because of partisan or doctrinal disapproval.
Article III of the Library Bill of Rights states: Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.
Article IV of the Library Bill of Rights states: Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.
The American Library Association opposes any legislative or regulatory attempt to impose content restrictions on library resources, or to limit user access to information, as a condition of funding for publicly supported libraries and information service s.
The First Amendment guarantee of freedom of expression is violated when the right to receive that expression is subject to arbitrary restrictions based on content.
Librarians and governing bodies should examine carefully any terms or conditions attached to library funding and should oppose attempts to limit through such conditions full and equal access to information because of content. This principle applies equally to private gifts or bequests and to public funds. In particular, librarians and governing bodies have an obligation to reject such restrictions when the effect of the restriction is to limit equal and equitable access to information. Librarians and governing bodies should cooperate with all efforts to create a community consensus that publicly supported libraries require funding unfettered by restrictions. Such a consensus supports the library mission to provide the free and unrestricted exchange of information and ideas necessary to a functioning democracy.
The Association’s historic posit ion in this regard is stated clearly in a number of Association policies: 50.4 “Free Access to Information,” 50.8 “Financing of Libraries,” 51.2 “Equal Access to Library Service,” 51.3 “Intellectual Freedom,” 53 “Intellectual Freedom Policies,” 59.1 “Polic y Objectives,” and 60 “Library Services for the Poor.”
Adopted June 30, 1993, by the ALA Council. [ISBN 8389-7702-2]
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An Interpretation of the Library Bill of Rights
American libraries exist and function within the context of a body of laws derived from the United States Constitution and the First Amendment. The Library Bill of Rights embodies the basic policies that guide libraries in the provision of services, materials, and programs.
In the preamble to its Library Bill of Rights, the American Library Association affirms that all [emphasis added] libraries are forums for information and ideas. This concept of forum and its accompanying principle of inclusiveness pervade all six Articles of the Library Bill of Rights.
The American Library Association stringently and unequivocally maintains that libraries and librarians have an obligation to resist efforts that systematically exclude materials dealing with any subject matter, including sex, gender identity, or sexual orientation:
· Article I of the Library Bill of Rights states that "Materials should not be excluded because of the origin, background, or views of those contributing to their creation." The Association affirms that books and other materials coming from gay, lesbian, bisexual, and/or transgendered presses, gay, lesbian, bisexual and/or transgendered authors or other creators, and materials regardless of format or services dealing with gay, lesbian, bisexual and/or transgendered life are protected by the Library Bill of Rights. Librarians are obligated by the Library Bill of Rights to endeavor to select materials without regard to the sex, gender identity, or sexual orientation of their creators by using the criteria identified in their written, approved selection policies (ALA policy 53.1.5).
· Article II maintains that "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." Library services, materials, and programs representing diverse points of view on sex, gender identity, or sexual orientation should be considered for purchase and inclusion in library collections and programs. (ALA policies 53.1.1, 53.1.9, and 53.1.2011). The Association affirms that attempts to proscribe or remove materials dealing with gay, lesbian, bisexual, and/or transgendered life without regard to the written, approved selection policy violate this tenet and constitute censorship.
· Articles III and IV mandate that libraries "challenge censorship" and cooperate with those "resisting abridgement of free expression and free access to ideas."
· Article V holds that "A person's right to use a library should not be denied or abridged because of origin, age, background or views." In the Library Bill of Rights and all its Interpretations, it is intended that: "origin" encompasses all the characteristics of individua ls that are inherent in the circumstances of their birth; "age" encompasses all the characteristics of individuals that are inherent in their levels of development and maturity; "background" encompasses all the characteristics of individuals that are a res ult of their life experiences; and "views" encompasses all the opinions and beliefs held and expressed by individuals. Therefore, Article V of the Library Bill of Rights mandates that library services, materials, and programs be available to all members of the community the library serves, without regard to sex, gender identity, or sexual orientation. This includes providing youth with comprehensive sex education literature (ALA Policy 52.5.2).
· Article VI maintains that "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." This protection extends to all groups and members of the community the library serves, without regard to sex, gender identity, or sexual orientation.
· The American Library Association holds that any attempt, be it legal or extra-legal, to regulate or suppress library services, materials, or programs must be resisted in order that protected expression is not abridged. Librarians have a professional obligation to ensure that all library users have free and equal access to the entire range of library services, materials, and programs. Therefore, the Association strongly opposes any effort to limit access to information and ideas. The Association also encourages librarians to proactively support the First Amendment rights of all library users, regardless of sex, gender identity, or sexual orientation.
Adopted June 30, 1993, by the ALA Council; amended July 12, 2000, June 30, 2004. [ISBN 8389- 7701- 4]
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An Interpretation of the Library Bill of Rights
INTRODUCTION
Freedom of expression is an inalienable human right and the foundation for self- government. Freedom of expression encompasses the freedom of speech and the corollary right to receive information.
Libraries and librarians protect and promote these rights by selecting, producing, providing access to, identifying, retrieving, organizing, providing instruction in the use of, and preserving recorded expression regardless of the format or technology.
The American Library Association expresses these basic principles of librarianship in its Code of Ethics and in the Library Bill of Rights and its Interpretations. These serve to guide librarians and library governing bodies in addressing issues of intellectual freedom that arise when the library provides access to electronic information, services, and networks.
Libraries empower users by providing access to the broadest range of information. Electronic resources, including information available via the Internet, allow libraries to fulfill this responsibility better than ever before.
Issues arising from digital generation, distribution, and retrieval of information need to be approached and regularly reviewed from a context of constitutional principles and ALA policies so that fundamental and traditional tenets of librarianship are not swept away. Electronic information flows across boundaries and barriers despite attempts by individuals, governments, and private entities to channel or control it. Even so, many people lack access or capability to use electronic information effectively.
In making decisions about how to offer access to electronic information, each library should consider its mission, goals, objectives, cooperative agreements, and the needs of the entire community it serves.
THE RIGHTS OF USERS
All library system and network policies, procedures, or regulations relating to electronic information and services should be scrutinized for potential violation of user rights. User policies should be developed according to the policies and guidelines established by the American Library Association, including Guidelines for the Development and Implementation of Policies, Regulations and Procedures Affecting Access to Library Materials, Services and Facilities.
Users' access should not be restricted or denied for expressing or receiving constitutionally protected speech. If access is restricted or denied for behavioral or other reasons, users should be provided due process, including, but not limited to, formal notice and a means of appeal.
Information retrieved or utilized electronically is constitutionally protected unless determined otherwise by a court of law with appropriate jurisdiction. These rights extend to minors as well as adults (Free Access to Libraries for Minors; Access to Resources and Services in the School Library; Access for Children and Young Adults to Nonprint Materials).
Libraries should use technology to enhance, not deny, access to information. Users have the right to be free of unreasonable limitations or conditions set by libraries, librarians, system administrators, vendors, network service providers, or others. Contracts, agreements, and licenses entered into by libraries on behalf of their users should not violate this right. Libraries should provide library users with the training and assistance necessary to find, evaluate, and use information effectively.
Users have both the right of confidentiality and the right of privacy. The library should uphold these rights by policy, procedure, and practice in accordance with Privacy: An Interpretation of the Library Bill of Rights.
EQUITY OF ACCESS
The Internet provides expanding opportunities for everyone to participate in the information society, but too many individuals face serious barriers to access. Libraries play a critical role in bridging information access gaps for these individuals. Libraries also ensure that the public can find content of interest and learn the necessary skills to use information successfully.
Electronic information, services, and networks provided directly or indirectly by the library should be equally, readily and equitably accessible to all library users. American Library Association policies oppose the charging of user fees for the provision of information services by libraries that receive their major support from public funds (50.3 Free Access to Information; Economic Barriers to Information Access; 60.1.1 Minority Concerns Policy Objectives; B.8.10 Library Services to the Poor). All libraries should develop policies concerning access to electronic information that are consistent with ALA's policy statements, including Economic Barriers to Information Access: An Interpretation of the Library Bill of Rights, Guidelines for the Development and Implementation of Policies, Regulations and Procedures Affecting Access to Library Materials, Services and Facilities, and Resolution on Access to the Use of Libraries and Information by Individua ls with Physical or Mental Impairment.
INFORMATION RESOURCES AND ACCESS
Providing connections to global information, services, and networks is not the same as selecting and purchasing materials for a library collection. Determining the accuracy or authenticity of electronic information may present special problems. Some information accessed electronically may not meet a library's selection or collection development policy. It is, therefore, left to each user to determine what is appropriate. Parents and legal guardians who are concerned about their children's use of electronic resources should provide guidance to their own children.
Libraries, acting within their mission and objectives, must support access to information on all subjects that serve the needs or interests of each user, regardless of the user's age or the content of the material. In order to preserve the cultural record and to prevent the loss of information, libraries may need to expand their selection or collection development policies to ensure preservation, in appropriate formats, of information obtained electronically. Libraries have an obligation to provide access to government information available in electronic format.
Libraries and librarians should not deny or limit access to electronic information because of its allegedly controversial content or because of the librarian's personal beliefs or fear of confrontation. Furthermore, libraries and librarians should not deny access to electronic information solely on the grounds that it is perceived to lack value.
Publicly funded libraries have a legal obligation to provide access to constitutionally protected information. Federal, state, county, municipal, local, or library governing bodies sometimes require the use of Internet filters or other technological measures that block access to constitutionally protected information, contrary to the Library Bill of Rights (ALA Policy Manual, B.2.1.2018 Use of Filtering Software in Libraries). If a library uses a technological measure that blocks access to information, it should be set at the least restrictive level in order to minimize the blocking of constitutionally protected speech. Adults retain the right to access all constitutionally protected information and to ask for the technological measure to be disabled in a timely manner. Minors also retain the right to access constitutionally protected information and, at the minimum, have the right to ask the library or librarian to provide access to erroneously blocked information in a timely manner. Libraries and librarians have an obligation to inform users of these rights and to provide the means to exercise these rights.
Electronic resources provide unprecedented opportunities to expand the scope of information available to users. Libraries and librarians should provide access to information presenting all points of view. The provision of access does not imply sponsorship or endorsement. These principles pertain to electronic resources no less than they do to the more traditional sources of information in libraries (Diversity in Collection Development).
1. Martin v. Struthers, 319 U.S. 141 (1943); Lamont v. Postmaster General, 381 U.S. 301 (1965); Susan Nevelow Mart, The Right to Receive Information (PDF), 95 Law Library Journal 2 (2003).
2. Tinker v. Des Moines Independent Community School District, 393 U.S. 50 3 (1969); Board of Education, Island Trees Union Free School District No. 26 v. Pico, 457 U.S. 853, (1982); American Amusement Machine Association v. Teri Kendrick, 244 F.3d 954 (7th Cir. 2001); cert. denied, 534 U.S. 994 (2001).
3. "If some libraries do not have the capacity to unblock specific Web sites or to disable the filter or if it is shown that an adult user's election to view constitutionally protected Internet material is burdened in some other substantial way, that would be the subject for an as- applied challenge, not the facial challenge made in this case." United States, et al. v. American Library Association, 539 U.S. 194 (2003) (Justice Kennedy, concurring). See Also: Questions and Answers on Access to Electronic Information, Services and Networks: an Interpretation of the Library Bill of Rights.
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ACT 455 OF 1982
AN ACT to provide for the confidentiality of certain library records; and to provide for the selection and use of library materials.
History: 1982, Act 455, Eff. Mar. 30, 1983
The People of the State of Michigan enact:
Short title.
Sec. 1.
This act shall be known and may be cited as “the library privacy a ct.”
History: 1982, Act 455, Eff. Mar. 30, 1983
Definition.
Sec. 2
As used in this act:
1. “Computer” means any connected, directly interoperable, or interactive device, equipment or facility that uses a computer program or other instructions to perform specific operations including logical, arithmetic, or memory functions with or on computer data or a computer program, and that can store, retrieve, alter, or communicate the results of the operations, to a person, computer program, computer, computer system, or computer network.
2. “Computer network” means the interconnection of hardware or wireless communication lines with a computer through remote terminals, or a complex consisting of 2 or more interconnected computers.
3. “Computer program” means a series of internal or external instructions communicated in a form acceptable to a computer that directs the functioning of a computer, computer system, or computer network in a manner designed to provide or produce products or results from the computer, computer system, or computer network.
4. “Computer system” means a set of related, connected or unconnected, computer equipment, devices, software, or hardware.
5. “Device” includes, but is not limited to, an electronic, magnetic, electrochemical, biochemical, hydraulic, optical, or organic object that performs input, output, or storage functions by the manipulation of electronic, magnetic, or other impulses.
6. “Harmful to minors” means that term as it is defined in section 4 of 1978 PA 33, MCL 722.674.
7. “Internet” means that term as defined in section 230 of title II of the communications act of 1934, chapter 652, 110 Stat. 137, 47 U.S.C. 230.
8. “Library” includes a library that is established by the state; a county, city, township, village, school district, or other local unit of government or authority or combination of local units of governments and authorities; a community college district; a college or university; or any private library open to the public.
9. “Library record” means a document, record, or other method of storing information retained by a library that contains information that personally identifies a library patron, including the patron’s name, address, or telephone number, or that identifies a person as having requested or obtained specific materials from a library. Library record does not include non-identifying material that may be retained for the purpose of studying or evaluating the circulation of library materials in general.
10. “Minor” means an individual who is less than 18 years of age.
11. “Obscene” means that term as it is defined in section 2 of 1984 PA 343, MCL 752.362.
12. “Sexually explicit matter” means that term as it is defined in section 3 of 1978 PA 33, MCL 722. 673.
13. “Terminal” means a device used to access the internet or a computer, computer program, computer network, or computer system.
History: 1982, Act 455, Eff. Mar. 30, 1983; Am. 1998, Act 7, Imd. Eff. Feb. 6, 1998; Am. 1999, Act 37, Eff. Aug. 1, 1999
Library record not subject to disclosure requirements; release or disclosure of library record without consent prohibited; exception; procedure and form of written consent; hearing.
Sec. 3.
1. Except as provided in subsection (2), a library record is not subject to the disclosure requirements of the freedom of information act, Act No. 442 of the Public Acts of 1976, being sections 15.231 to 15.246 of the Michigan Compiled Laws.
2. Unless ordered by a court after giving the affected library notice of the request and an opportunity to be heard on the request, a library or an employee or agent of a library shall not release or disclose a library record or portion of a library record to a person without the written consent of the person liable for payment for or return of the materials identified in that library record.
3. The procedure and form of written consent described in subsection (2) may be determined by the library.
4. A library may appear and be represented by counsel at a hearing described in subsection (2).
History: 1982, Act 455, Eff. Mar. 30, 1983; Am. 1996, Act 188, Imd. Eff. May 8, 1996
Violation of § 397.603; liability; civil action; damages; attorney fees and costs.
Sec. 4.
A library or an agent or employee of a library which violates section 3 shall be liable to the person identified in a record that is improperly released or disclosed. The person identified may bring a civil action for actual damages or $250.00, whichever is greater; reasonable attorney fees; and the costs of bringing the action.
History: 1982, Act 455, Eff. Mar. 30, 1983
Sec. 5
1. Except as otherwise provided by statute or by a regulation adopted by the governing body of the library, the selection of library materials for inclusion in a library’s collection shall be determined only by an employee of the library.
2. Except as otherwise provided by law or by a regulation adopted by the governing body of the library, the use of library materials shall be determined only by an employee of the library.
History: 1982, Act 455, Eff. Mar. 30, 1983
Restriction of internet access to minors; immunity from liability; exceptions.
Sec. 6.
1. If a library offers use of the internet or a computer, computer program, computer network, or computer system to the public, the governing body of that library shall adopt and require enforcement of a policy that restricts access to minors by providing the use of the internet or a computer, computer program, computer network, or computer system in 1 of the following ways:
a. Both of the following:
i. By making available, to individuals of any age, 1 or more terminals that are restricted from receiving obscene matter or sexually explicit matter that is harmful to minors.
ii. By reserving, to individuals 18 years of age or older or minors who are accompanied by their parent or guardian, 1 or more terminals that are not restricted from receiving any materials.
b. By utilizing a system or method that is designed to prevent a minor from viewing obscene matter or sexually explicit matter that is harmful to minors.
2. A governing body of a library, member of a governing body of a library, library, or an agent or employee of a governing body of a library of library, is immune from liability in a civil action as provided in section 7 of the revised judicature act of 1961, 1961 PA 236, MCL 691.1407.
3. This section does not apply to a library established by a community college district, a college or university, or a private library open to the public.
History: Add. 1999, Act 37, Eff. Aug. 1, 1999; Am. 2000, Act 212, Eff. Oct. 1, 2000
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EXCERPT: ACT 317 OF 1968
Act 317 of 1968 relates to the conduct of public servants in respect to governmental decisions and contracts with public entities; to provide penalties for the violation of this act; to repeal certain acts and parts of acts; and to validate certain contracts.
15.321 PUBLIC SERVANTS, CONTRACTS WITH PUBLIC ENTITIES; DEFINITIONS.
As used in this act.
Sec. 1
1. “Public servant” includes all persons serving any public entity, except members of the legislature and state officers who are within the provisions of section 10 of article 4 of the state constitution as implemented by legislative act.
2. “Public entity” means the state including all agencies thereof, any public body corporate within the state, including all agencies thereof, or any non- incorporated public body within the state of whatever nature, including all agencies thereof.
15.322 PUBLIC SERVANT, SOLICITING, NEGOTIATING, RENEGOTIATING, APPROVING, OR REPRESENTING A PARTY TO A CONTRACT WITH PUBLIC ENTITY PROHIBITED.
Sec. 2
1. Except as provided in sections 3 and 3a, a public servant shall not be a party, directly or indirectly, to any contract between himself or herself and the public entity of which he or she is an officer or employee.
2. Except as provided in section 3, a public servant shall not directly or indirectly solicit any contract between the public entity of which he or she is an officer or employee and any of the following:
a. Him or herself.
b. Any firm, meaning a co-partnership or other unincorporated association, of which he or she is a partner, member, or employee.
c. Any private corporation in which he or she is a stockholder owning more than 1% of the total outstanding stock of any class if the stock is not listed on a stock exchange, or stock with a present total market value in excess of $25,000.00 if the stock is listed on a stock exchange or of which he or she is a director, officer, or employee.
d. Any trust of which he or she is a beneficiary or trustee.
3. In regard to a contract described in subsection (2), a public servant shall not do either of the following:
4. Take any part in the negotiations for such a contract or the renegotiation or amendment of the contract, or in the approval of the contract.
a. Represent either party in the transaction.
15.323 APPLICABILITY OF MCL TO PUBL IC SERVANTS; REQUIREMENTS OF CONTRACT; MAKING OR PARTICIPATING IN GOVERNMENTAL DECISION; COUNTING MEMBERS FOR PURPOSES OF QUORUM; VOTING; AFFIDAVIT; “GOVERNMENT DECISION” DEFINED.
Sec. 3.
1. Section 2 does not apply to either of the following
a. A public servant who is paid for working an average of 25 hours per week or less for a public entity.
b. A public servant who is an employee of a public community college, junior college, or state college or university.
2. A contract as defined in and limited by section 2 involving a public entity and a public servant described in subsection (1) shall meet all of the following requirements:
a. The public servant promptly discloses any pecuniary interest in the contract to the official body that has power to approve the contract, which disclosure shall be made a matter of record in its official proceedings. Unless the public servant making the disclosure will directly benefit from the contract in an amount less than $250.00 and less than 5% of the public cost of the contract and the public servant files a sworn affidavit to that effect with the official body or the contract is for emergency repairs or services, the disclosure shall be made in either of the following manners:
i. The public servant promptly discloses in writing to the presiding officer, or if the presiding officer is the public servant who is a party to the contract, to the clerk, the pecuniary interest in the contract at least 7 days prior to the meeting at which a vote will be taken. The disclosure shall be made public in the same manner as a public meeting notice.
ii. The public servant discloses the pecuniary interest at a public meeting of the official body. The vote shall be taken at a meeting of the official body held at least 7 days after the meeting at which the disclosure is made. If the amount of the direct benefit to the public servant is more than $5,000.00, disclosure must be made as provided under this subparagraph.
b. The contract is approved by a vote of not less than 2/3 of the full membership of the approving body in open session without the vote of the public servant making the disclosure.
c. The official body discloses the following summary information in its official minutes:
i. The name of each party involved in the contract.
ii. The terms of the contract, including duration, financial consideration between parties, facilities or services of the public entity included in the contract, and the nature and degree of assignment of employees of the public entity for fulfillment of the contract.
iii. The nature of any pecuniary interest.
3. This section and section 2 do not prevent a public servant from making or participating in making a governmental decision to the extent that the public servant's participation is required by law. If 2/3 of the members are not eligible under this act to vote on a contract or to constitute a quorum, a member may be counted for purposes of a quorum and may vote on the contract if the member will directly benefit from the contract in an amount less than $250.00 and less than 5% of the public cost of the contract and the member files a sworn affidavit to that effect with the official body. The affidavit shall be made a part of the public record of the official proceedings. As used in this subsection, “governmental decision” means a determination, action, vote, or disposition upon a motion, proposal, recommendation, resolution, ordinance, order, or measure on which a vote by members of a local legislative or governing body of a public entity is required and by which a public body effectuates or formulates public policy.
15.323 CONSTRUCTION OF MCL 15.322.
Sec. 3a.
1. Section 2 shall not be construed to do any of the following:
a. Prohibit public servants of a city, village, township, or county with a population of less than 25,000 from serving, with or without compensation, as emergency medical services personnel as defined in section 20904 of the public health code, Act No. 368 of the Public Acts of 1978, being section 333.20904 of the Michigan Compiled Laws.
b. Prohibit public servants of a city, village, township, or county with a population of less than 25,000 from serving, with or without compensation, as a firefighter in that city, village, township, or county if that firefighter is not any of the following:
i. A full-time firefighter.
ii. A fire chief.
iii. A person who negotiates with the city, village, township, or county on behalf of the firefighters.
c. Limit the authority of the governing body of a city, village, township, or county with a population of less than 25,000 to authorize a public servant to perform, with or without compensation, other additional services for the unit of local government.
d. Prohibit public servants of this state from purchasing at a tax sale lands returned as delinquent for taxes under the general property tax act, Act No. 20 6 of the Public Acts of 1893, being sections 211.1 to 211.157 of the Michigan Compiled Laws, unless otherwise prohibited by the rules of the Michigan civil service commission or the department or agency of which that public servant is an employee.

15.324 PUBLIC SERVANTS; CONTRACTS EXCEPTED; VIOLATION AS FELONY.
Sec. 4.
1. The prohibitions of section 2 shall not apply to any of the following:
a. Contracts between public entities.
b. Contracts awarded to the lowest qualified bidder, other than a public servant, upon receipt of sealed bids pursuant to a published notice. Except as authorized by law, the notice shall not bar any qualified person, firm, corporation, or trust from bidding. This subsection shall not apply to amendments or renegotiations of a contract nor to additional payments made under a contract which were not authorized by the contract at the time of award.
c. Contracts for public utility services where the rates are regulated by the state or federal government.
d. Contracts to purchase residential property. A public servant of a city or village may purchase 1 to 4 parcels not less than 18 months between each purchase. This subdivision does not apply to public servants of a city or village who have been appointed or elected to their position or whose employment responsibilities include the purchase or selling of property for the city or village. This subdivision shall apply only to a city or village that has adopted an ethics ordinance which was in effect at the time the residential property was purchased.
2. A person that violates subsection (1)(d) is guilty of a felony punishable by imprisonment for not more than 1 year or a fine of not less than $1,000.00 or more than 3 times the value of the property purchased.
15.325 PUBLIC SERVANTS, VOIDABILITY OF CON TRACTS; PROCEDURE, KNOWLEDGE, LIMITATION, REIMBURSEMENT, SETTLEMENTS, EVIDENCES OF INDEBTEDNESS.
Sec. 5.
1. This act is aimed to prevent public servants from engaging in certain activities and is not intended to penalize innocent persons. Therefore, no contract shall be absolutely void by reason of this act. Contracts involving prohibited activities on the part of public servants shall be voidable only by decree of a court of proper jurisdiction in an action by the public entity, which is a party thereto, as to any person, firm, corporation or trust that entered into the contract or took any assignment thereof, with actual knowledge of the prohibited activity. In the case of the corporation, the actual knowledge must be that of a person or body finally approving the contract for the corporation. All actions to avoid any contract hereunder shall be brought within 1 year after discovery of circumstances suggesting a violation of this act. In order to meet the ends of justice, any such decree shall provide for the reimbursement of any person, firm, corporation or trust for the reasonable value of all moneys, goods, materials, labor or services furnished under the contract, to the extent that the public entity has benefited thereby. This provision shall not prohibit the parties from arriving at an amicable settlement.
2. Negotiable and nonnegotiable bonds, notes or evidences of indebtedness, whether heretofore or hereafter issued, in the hands of purchasers for value, shall not be void or voidable by reason of this act or of any previous statute, charter or rule of law.
15.326 PUBLIC SERVANTS, VALIDITY OF EXISTING CONTRACTS.
Sec. 6.
If any public entity has, prior to the effective date of this act, entered into any contract under which moneys, goods, materials, labor or services have been actually received by the public entity, which was void or voidable under any act, charter or rule of law because of a conflict of interest on the part of a public servant at the time of the execution thereof, such contract shall be full y enforceable notwithstanding such conflict of interest, by any party thereto other than such public servant.
15.327 PENALTY FOR VIOLATION.
Sec. 7.
Any person violating the provisions of this act is guilty of a misdemeanor.
15.328 OTHER LAWS SUPERSEDED; LOCAL ORDINANCES.
Sec. 8.
It is the intention that this act shall constitute the sole law in this state and shall supersede all other acts in respect to conflicts of interest relative to public contracts, involving public servants other than members of the legislature and state officers, including but not limited to section 30 of 1851 PA 156, MCL 46.30. This act does not prohibit a unit of local government from adopting an ordinance or enforcing an existing ordinance relating to conflict of interest in subjects other than public contracts involving public servants.

15.329 REPEAL.
Sec. 9
The following acts and parts of acts are repealed:
	Year of Act
	Public Act
	Section
	Compiled Law Sections

	1895
	3
	6 of Chapter 5
	65.6

	1895
	215
	16 of Chapter 8
	88.16

	1931
	328
	122
	750.122

	1955
	269
	969
	340.969

	1966
	317
	
	15.161 to 15.172


15.330 EFFECTIVE DATE.
Sec. 10.
This act shall take effect September 1, 1968.
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EFFECTIVE JULY 1, 2015
Pursuant to the requirements of the Freedom of Information Act (FOIA), the following is the Written Public Summary of Kent District Library’s FOIA Procedures & Guidelines relevant to the general public regarding how to submit written FOIA requests to the Library and explaining how to understand the Library’s written responses, deposit requirements, fee calculations, and avenues for challenge and appeal. This Written Public Summary shall be available on the Library’s website (www.kdl.org).
PROCESS FOR SUBMITTING FOIA REQUESTS:
· Requests to inspect or obtain copies of public records prepared, owned, used, possessed or retained by the Library must be submitted in writing.
· A request must sufficiently describe a public record so as to enable the Library to find it.
· No specific form to submit a written request is required. However, a FOIA Request form for your use and convenience is available on the Library’s website (www.kdl.org).
· Written requests can be made in person by delivery to the Library in person or by mail to the Executive Director at 814 West River Center Dr. NE, Comstock Park, MI 49321.
· Requests may also be made by facsimile to the Executive Director at the following fax number: (616) 647-3908.
· A request may also be submitted by e-mail to the Executive Director (lwerner@kdl.org).
Note: If you are serving a sentence of imprisonment in a local, state or federal correctional facility you are not entitled to submit a request for a public record.
THE LIBRARY’S RESPONSE TO FOIA REQUESTS:
Within 5 business days of receipt of a FOIA request, the Library will issue a response. If a request is received by facsimile or e-mail, the request is deemed to have been received on the following business day. The Library will respond to your request in one of the following ways:
· Grant the request.
· Issue a written notice denying the request.
· Grant the request in part and issue a written notice denying in part the request
· Issue
· a notice that the Library is extending the time for responding by an additional 10 business days.
· Issue a written notice indicating that the public record requested is available at no charge on the Library’s website.
If the request is granted, or granted in part, the Library will require that payment be made for the allowable fees associated with responding to the request before the public record is made available.
FEE DEPOSIT REQUIREMENTS:
If the Library has made a good faith calculation that the total estimated fee for processing the request exceeds $50.00, the Library may require that you provide a deposit in the amount of 50% of the total estimated fee. When the Library requests the deposit, it will provide you with a non-binding best-efforts estimate of how long it will take to process the request following receipt by the Library of your deposit.
If the Library receives a request from a person who has not paid the Library for copies of public records made in fulfillment of a previously granted written request, the Library may require a deposit of 100% of the estimate processing fee before it begins to search for the public record for any subsequent written request when all of the following conditions exist:
· The final fee for the prior written request is not more than 105% of the estimated fee;
· The public records made available contained the information sought in the prior written request and remain in the Library’s possession;
· The public records were made available to the individual, subject to payment, within the time frame estimated by the Library to provide the records;
· 90 days have passed since the Library notified the individual in writing that the public records were available for pickup or mailing;
· The individual is unable to show proof of prior payment to the Library; and
· The Library has calculated an estimated detailed itemization that is the basis for the current written request’s increased fee deposit.
The Library will not require the 100% estimated fee deposit if any of the following apply:
· The person making the request is able to show proof of prior payment in full to the Library;
· The Library is subsequently paid in full for all applicable prior written requests; or
· 365 days have passed since the person made the request for which full payment was not remitted to the Library.
FEES FOR PROCESSING FOIA REQUESTS
The FOIA Coordinator will require payment in full for the allowable fees for processing and responding to a FOIA request before the public record is made available.
FOIA permits the Library to charge and collect a fee for the following six categories of costs associated with responding to an FOIA request:
· Labor costs directly associated with searching for, locating and examining a requested public record.
· Labor costs directly associated with a review of a record to separate and delete information exempt from disclosure from information which is not exempt from disclosure.
· The actual and most reasonably economical cost of computer discs, computer tapes or other digital or similar media.
· The actual total incremental cost of duplication or publication, not including labor, of paper copies of public records.
· Labor costs directly associated with duplication or publication including making paper copies, making digital copies, or transferring digital public records to the requesting person in non-paper physical media or through the Internet or other electronic means.
· The cost to mail or send a public record to a requestor.
Labor Costs
· All labor costs will be estimated and charged in 15-minute increments with all partial time increments rounded down. If the time involved is less than 15 minutes, there will be no labor charge.
· Labor costs will be charged at the hourly wage of the lowest- paid employee capable of performing the work in the specific instance, regardless of who actually performs the labor.
· Labor costs may also include a charge to cover or partially cover the cost of fringe benefits up to 50% of the labor charge amount but not to exceed the actual fringe benefit cost.
Non-paper Physical Media
· The cost for records provided on non-paper physical media, such as computer discs, computer tapes or other digital or similar media will be at the actual and most reasonably economical cost for the non- paper media.
· This cost will be charged only if the Library has the technological capability necessary to provide the public record in the non-paper physical media format.
Paper Copies
· The cost of paper copies of public records made on standard letter (8.5 x 11) or legal (8.5 x 14) sized paper will not exceed $.10 per sheet of paper. Copies for non-standard sized sheet paper will reflect the actual cost of duplication.
· The Library will utilize the most economical means available for making copies of public records, including using double-sided printing, if cost saving and available.
Mailing Costs
· The Library will charge the actual cost to mail public records using reasonably economical and justified means.
· The Library will not charge for expedited shipping or insurance unless requested by the requesting person, but the Library may charge the least expensive form of postal delivery confirmation.
A fee will not be charged for the cost of search, examination, review and the deletion and separation of exempt from nonexempt information unless failure to charge a fee would result in unreasonably high costs to the Library because of the nature of the request in the particular instance, and the Library specifically identifies the nature of the unreasonably high costs.
The FOIA Coordinator may waive or reduce a fee if it is determined that a waiver or reduction of the fee is in the public interest because searching for or furnishing copies of the public record can be considered as primarily benefiting the general public.
ELIGIBILITY FOR FEE REDUCTION:
The Library will waive the first $20.00 of the processing fee for a request if you submit an affidavit stating that you are:
· Indigent and receiving specific public assistance; or
· If not receiving specific public assistance, stating facts demonstrating an inability to pay because of indigency.
You are not eligible to receive the $20.00 waiver based on indigency if you:
· Have previously received discounted copies of public records form the Library twice during the calendar year; or
· Are requesting information on behalf of other persons who are offering or providing payment to you to make the request.
The Library will waive the first $20.00 of the processing fee for a request if you are a nonprofit organization designated by the State of Michigan to carry out certain activities and your request satisfies certain criteria. (Please see the full Procedures & Guidelines for more information).
APPEALS-DENIALS OF FOIA REQUEST:
If you believe that all or a portion of a public record has not been disclosed or has been improperly exempted from disclosure, you may file a written appeal of the denial with the Library Board (c/o the Executive Director). The appeal must be in writing, specifically state the word “appeal” and identify the reason or reasons you are seeking a reversal of the denial. The Library Board is not considered to have received the written appeal until the first regularly scheduled Library Board meeting after the submission of the written appeal.
Within 10 business days of receiving the written appeal, the Library Board will respond in writing by:
· Reversing the disclosure denial;
· Upholding the disclosure denial; or
· Reverse the disclosure denial in part and uphold the disclosure denial in part.
· Under unusual circumstances, issue a notice extending for not more than ten (10) business days the period during which the Library Board will respond to the written appeal. The Library Board shall not issue more than one notice of extension for a particular written appeal.
Whether or not you submitted an appeal of a denial to the Library Board, you may file a civil action in Circuit Court to compel the Library’s disclosure of public records as provided in Section 10 of the Act.
APPEALS-FEES:
If you believe that the fee charged by the Library to process your FOIA request exceeds the amount permitted by FOIA, you must first submit a written appeal for a fee reduction to the Library Board (c/o the Executive Director). The appeal must be in writing, specifically state the word “appeal” and identify how the required fee exceeds the amount permitted. The Library Board is not considered to have received a written appeal until the first regularly scheduled meeting of the Library Board following the first regularly scheduled meeting of the Library Board following submission of the written appeal.
Within 10 business days after receiving the appeal, the Library Board will respond in writing by:
· Waiving the fee;
· Reducing the fee and issue a written determination indicating the specific basis that supports the remaining fee;
· Upholding the fee and issue a written determination indicating the specific basis that supports the required fee; or
· Issuing a notice detailing the reason or reasons for extending for not more than 10 business days the period during which the Library Board will respond to the written appeal. The Library Board will not issue more than one notice of extension for a particular written appeal.
Within 45 days after receiving notice of the Library Board’s determination of the processing fee appeal or the Library Board’s failure to timely act on the written appeal as required by Section 10a (2) of the Act, you may commence a civil action in Circuit Court for a fee reduction. If you file such a civil action, the Library is not obligated to complete the processing of the written request for the public record at issue until the court resolves the fee dispute.
MORE DETAIL AND INFORMATION:
This is only a summary of the Library’s FOIA Procedures & Guidelines and does not necessarily reflect all provisions of the Procedures & Guidelines. For more details and information, complete copies of the FOIA Procedures & Guidelines are available at no charge at the Library and on the Library’s website (www.kdl.org).
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EFFECTIVE JULY 1, 2015
The following Freedom of Information Act Procedures & Guidelines (“Procedures & Guidelines”) are established pursuant to Resolution No. XI. A., adopted by the Library Board of Kent District Library (“Library”) on June 18, 2015. In addition, the Library Board shall create, and make publicly available, a written public summary of the specific procedures and guidelines relevant to the general public regarding how to submit written requests to the Library and explain how to understand the Library’s written responses, deposit requirements, fee calculations, and avenues for challenge and appeal. The Library will post the Procedures & Guidelines and the written public summary on the Library’s website (www.kdl.org).
SECTION 1: DEFINITIONS
Act:
The Michigan Freedom of Information Act, Act No. 442 of the Public Acts of 1976, as amended.
FOIA Coordinator:
The Executive Director, as designated by the Library Board pursuant to Section 6(1) of the Act, and any other individual designated by the Executive Director pursuant to Section 6(3) of the Act to act on the Library’s behalf in accepting and processing requests for the Library’s public records and in approving a denial under Section 5 of the Act.
Person:
An individual, corporation, limited liability company, partnership, firm organization, association, governmental entity, or other legal entity. Person does not include an individual serving a sentence of imprisonment in a state or county correctional facility in Michigan or any other state or in a federal correctional facility.
Public Record:
A writing which is prepared, owned, used, in the possession of, or retained by the Library in the performance of an official function from the time it is created and as otherwise defined by the Act. Public record does not include computer software.
Library:
Kent District Library and its boards and committees.
Unusual Circumstances:
The need to search for, collect, or appropriately examine or review a voluminous amount of separate and distinct records pursuant to a single request or the need to collect public records from numerous locations apart from the office receiving or processing the request. Where not otherwise defined, the words and phrases contained in these Procedures & Guidelines shall have the meaning given to them, if any, by the Act.
SECTION 2: RIGHT TO RECORDS
A person has the right to review public record(s) from the Library as provided in the Act. The request must be in writing and sufficiently describe the public record to enable the FOIA Coordinator to identify the requested public record.
A person has the right to inspect a public record, or receive copies of a requested public record, unless exempted by law or court order. Upon written request, a person will be provided with a reasonable opportunity to inspect the public records provided by the Library. Inspection of public records shall occur only between the hours of 8:00 a.m. and 5:00 p.m., Monday through Friday, at the KDL Service Center, 814 West River Center Drive NE, Comstock Park, Michigan unless otherwise agreed by the FOIA Coordinator in his or her sole discretion. Persons with special needs should contact the FOIA Coordinator beforehand to ensure that arrangements for special needs or reasonable facilities are prepared. The Library Board may make reasonable rules necessary to protect its public records and to prevent excessive and unreasonable interference with the discharge of its functions. When inspecting public records, a person shall not write on, alter, deface, or otherwise place any mark on a public record. The Library shall protect public records from loss, removal, unauthorized alteration, mutilation, or destruction. The Library may require the necessary copying of a public record for inspection in certain instances such as to allow for the redaction of exempt information, to protect old or delicate original records, or because the original public record is a digital file or database not available for public inspection. In such instances, the Library may require the requesting person to pay fees for such copying prior to inspection.
A person may request that copies of a public record be provided subject to the payment of fees as provided in Section 4 of these Procedures & Guidelines and Section 4 of the Act.
A person has the right to subscribe to future issuances of public records that are created, issued, or disseminated by the Library on a regular basis. A subscription shall be valid up to six months, at the request of the subscriber, and shall be renewable.
SECTION 3: RIGHTS AND OBLIGATIONS OF THE LIBRARY
The Library shall process all written requests for a public record from a person. A request must sufficiently describe a public record so as to enable the FOIA Coordinator to identify and find the requested public record. If a verbal request is made for information that a Library employee believes is available on its website, the employee shall, where practicable and to the best of the employee’s knowledge, inform the requesting party about the Library’s website address. If a request has not been made in writing, the FOIA Coordinator may, but is not obligated to, have the person complete the request form (see FOIA request form, Attachment A). Except as provided herein, the Library will not process a request for public records unless the request is in writing.
The Library shall not deliver a copy of a public record or make a public record available to the requesting person until payment of the fees established under Section 4 of these Procedures & Guidelines and Section 4 of the Act. If the Library delivers a copy or makes a public record available and the requesting person has not made payment at the time, the Library shall be entitled to collect payment from the requesting person by any legal means.
The FOIA Coordinator will provide a certified copy of a public record if a person so requests in writing.
The Act does not require the Library or the FOIA Coordinator to make a compilation, summary, report of information, or create a new public record. Neither the Library nor the FOIA Coordinator is obligated to provide answers to oral or written questions. Unless a person requires the Library to provide copies to the person, the Library may allow for inspection of public records.
The FOIA Coordinator shall keep a copy of all written requests on file for not less than one year.
Whenever copies are made for a requesting party under FOIA, the FOIA Coordinator shall make and keep for its files one extra set of copies thereof, in case it is necessary later to prove exactly which copies were made and given to the requesting party. Such extra set of copies shall be kept by the FOIA Coordinator for at least one (1) year. There shall be no charge or fee to the requesting party for such extra set of copies kept by the FOIA Coordinator.
SECTION 4: FEES AND DEPOSITS
The Library Board shall adopt, by resolution, a schedule of fees for processing FOIA requests and for providing copies of public records in accordance with the Act. All FOIA requests submitted pursuant to the Act shall be subject to the fees adopted by the Library Board, except any fees as otherwise provided by law. All fees for responding to written FOIA requests shall be itemized in detail on Attachment B (Detailed Cost Itemization). The Library will use the most economical means available for making copies of public records.
The FOIA Coordinator will require that payment be made in full for the allowable fees for processing and responding to a FOIA request before the public record is made available. The FOIA Coordinator may waive a fee or reduce a fee if it is determined that a waiver or reduction of the fee is in the public interest because searching for or furnishing copies of the public record can be considered as primarily benefiting the general public.
The Library may charge for the following six categories of costs associated with processing a FOIA request:
1. Labor costs directly associated with searching for, locating and examining a requested public record, as provided in Section 4(1)(a) of the Act;
2. Labor costs directly associated with a review of a record to separate and delete information exempt from disclosure from information, which is not exempt from disclosure, as provided in Section 4(1)(b) of the Act;
3. The actual and most reasonably economical costs of computer discs, computer tapes, or other digital or similar media, as provided in Section 4(1)(c) of the Act;
4. The actual total incremental cost of duplication or publication, not including labor, of paper copies of public records, as provided in Section 4(1)(d) of the Act;
5. The cost of labor directly associated with duplication or publication, including making paper copies, making digital copies, or transferring digital public records to be given to the requesting person on non-paper physical media or through the Internet or other electronic means as stipulated by the requesting person as provided in Section 4(1)(e) of the Act; and
6. The actual cost of mailing for sending a public record in a reasonably economical and justifiable manner as provided in Section 4(1)(f) of the Act.
Labor costs will be calculated based on the following requirements:
· All labor costs will be estimated and charged in 15-minute increments with all partial time increments rounded down. If the time involved is less than 15 minutes, there will be no labor charge.
· Charges for labor costs will be determined by using the hourly wages of the lowest paid public body employee capable of performing the work in the particular instance regardless of who actually performed the labor, as provided in the Act.
· Overtime wages will not be included in labor costs unless agreed to by the requesting person and the overtime wages are clearly noted on the Detailed Cost Itemization (Attachment B).
· Labor costs will include a charge to cover or partially cover the cost of fringe benefits. The Library may add up to 50% to the applicable labor charge amount to cover or partially cover the cost of fringe benefits if it clearly notes the percentage multiplier on the Detailed Cost Itemization (Attachment B) but in no case shall the Library charge more than the actual cost of fringe benefits. If the Library includes the website address for a public record in its written response to the requesting person and the requesting person thereafter requests that the public record be provided to him or her in a paper format or non- paper physical media, the Library shall provide the public records in the specified format but may use a fringe benefit multiplier greater than 50% not to exceed the actual costs of providing the information in the specified format as provided in Section 4(5) of the Act. Overtime costs will not be used to calculate the fringe benefit cost.
· Any public records available to the general public on the Library’s website at the time a request is made are exempt from charges for labor costs for separating and deleting of exempt information.
· The Library shall not charge for labor directly associated with redaction under Section 14 of the Act if the Library knows or has reason to know that it previously redacted the public record in question and the redacted version is still in the Library’s possession.

The cost to provide paper copies of records will be based on the following requirements:
· The cost of paper copies will be calculated as a total cost per sheet of paper and shall be itemized on Detailed Cost Itemization (Attachment B). The cost of paper copies of public records made on standard letter size (8 5” by 11”) or legal size (8.5” by 14”) paper will be $0.10 per sheet of paper. Copies for non-standard or legal-size sheets of paper will reflect actual cost of duplication.
· The Library shall utilize the most economical means available for making copies of public records, including using double-sided printing, if cost saving and available.
The cost to provide records on non-paper physical media when stipulated by the requesting person will be based on the following requirements:
· Computer discs, computer tapes or other digital or similar media will be at actual and most reasonably economical cost for the non-paper media.
· The requirement to provide records on non-paper physical media will not apply if the Library lacks the technological capability necessary to provide the public record on the non-paper physical media stipulated in the particular instance.
· In order to ensure the integrity and security of the Library’s technological infrastructure, the Library will procure any requested non-paper media and will not accept non-paper media from the requesting person.
The cost to mail records to a requesting person will be based on the following requirements:
· The actual cost to mail copies of public records using a reasonably economical and justified means.
· The Library will not charge for expedited shipping or insurance unless specifically stipulated by the requesting person, but the Library may charge the least expensive form of postal delivery confirmation.
The FOIA Coordinator will only charge a fee for the cost involved with searching for, examining, or reviewing a public record, and the deletion and separation of exempt from nonexempt information, when such activities will result in an unreasonably high cost to the Library, as determined by the FOIA Coordinator. The fee may include the cost of labor for searching for, examining, or reviewing a public record, and the deletion and separation of exempt from nonexempt information, in response to a request for the inspection of a public record or a request for copies of a public record as permitted by FOIA. In determining what is an unreasonably high cost to the Library, the FOIA Coordinator shall consider the following factors on a case-by- case basis:
· Volume of public records requested;
· The time frame for the public records requested;
· Complexity of searching for, examining, reviewing a public record, and the deletion and separation of exempt from non-exempt information;
· The need to search for, examine, and review public records from different departments or offices of the Library;
· The anticipated hours of labor;
· The available staffing for responding to the request;
· The extent to which the particular request incurs costs greater than the costs incurred for the typical or usual request received by the Library.
· Any other similar factors designated as applicable by the FOIA Coordinator.
A public record search shall be made, and a copy shall be furnished without the charge for the first $20.00 of the fee for each request by either of the following:
· An individual who submits an affidavit stating that the person is indigent and receiving specific public assistance or, if not receiving specific public assistance, stating facts showing an inability to pay the cost because of indigency. If the requesting person is eligible for a requested discount, the FOIA Coordinator shall fully note the discount on the detailed itemization described in the Detailed Cost Itemization (Attachment B). If a requesting person is ineligible for the discount, the FOIA Coordinator shall inform the requesting person specifically of the reason for ineligibility in the FOIA Coordinator’s written response. An individual is ineligible for this fee reduction if any of the following apply:
· The individual has previously received discount-ed copies of public records from the Library twice during that calendar year.
· The individual requests the information in conjunction with outside parties who are offering or providing payment or other remuneration to the individual to make the request. The FOIA Coordinator may require a statement by the requesting person in the affidavit that the request is not being made in conjunction with outside parties in exchange for payment or other remuneration.
· A nonprofit organization formally designated by the State of Michigan to carry out activities under subtitle C of the Developmental Disabilities Assistance and Bill of Rights Act of 2000, Public Law 106-402, and the Protection and Advocacy for Individuals with Mental Illness Act, Public Law 99-319, or their successors, if the request:
· Is made directly on behalf of the organization or its clients;
· Is made for a reason wholly consistent with the mission and provisions of those laws under section 931 of the Mental Health Code, 1974 PA 258, MCL 330.1931; and
· Is accompanied by documentation of its designation by the State of Michigan, if requested by the FOIA Coordinator.
In either the Library’s initial response or subsequent response to a FOIA request under Section 5(2)(d) of the Act, the Library may require a good-faith deposit from the requesting person before providing the public records if the entire fee estimate or charge authorized under Section 4 of the Act exceeds $50, based on a good-faith calculation of the total fee. The deposit shall not exceed ½ of the total estimated fee, and the Library’s request for a deposit shall include a detailed itemization on the Detailed Cost Itemization (Attachment B). The Library’s response shall also contain a best efforts estimate by the Library regarding the time frame it will take the Library to comply with the Act in providing the public records to the requesting party. If the Library does not respond in a timely manner as described in section 5(2) of the Act, it is not relieved from its requirements to provide proper f ee calculations and time frame estimates in any tardy responses.
If the Library has not been paid in full the total fees for copies of public records that the Library has made available to an individual, the Library may require a deposit of up to 100% of the estimated fee before the FOIA Coordinator begins a full public record search for any subsequent written request from that individual if all of the following apply:
· The final fee for the prior written request was not more than 105% of the estimated fee.
· The public records made available contained the information being sought in the prior written request and are still in the Library’s possession.
· The public records were made available to the individual, subject to payment, within the time frame estimate described in the prior request.
· Ninety (90) days have passed since the Library notified the individual in writing that the public records were available for pickup or mailing.
· The individual is unable to show proof of prior payment to the Library.
· FOIA Coordinator calculates a detailed itemization on Attachment B (Detailed Cost Itemization) that is the basis of the current written requests’ increased fee deposit.
The Library will no longer require an increased estimated fee deposit from an individual as provided above if any of the following apply:
· The individual is able to show proof of prior payment in full to the Library.
· The Library is subsequently paid in full for the applicable prior written request.
· 365 days have passed since the individual made the written request for which full payment was not remitted to the Library.
The Library has limited in-house capabilities for copying photographs, audio or video tapes, microforms, maps, or plans. If a person requests that copies be made of these or large documents which must be copied off-site, the FOIA Coordinator will determine and assess those costs. If an officer or employee of the Library is required to deliver and/or pick up the public records and/or copies of public records, the labor hours spent and applicable mileage (at Library rates) will also be applied to the charges of the person(s) requesting the public records.
If the Library does not employ a person or firm capable of separating and deleting exempt from non-exempt information, the Library may use contracted persons or firms to perform this task. In such case, the Library may treat the necessary contract labor costs in the same manner as employee labor costs if the FOIA Coordinator clearly notes the name of the contracted person or firm in Attachment B (Detailed Cost Itemization) provided that the total contracted labor costs will not exceed six (6) times the State of Michigan hourly minimum wage. Contracted persons or firms may include attorneys who are required to separate and delete exempt from non-exempt information.
Charges for labor costs shall be reduced by 5% for each day that the Library exceeds the time permitted in responding to a FOIA request under Section 5(2) of the Act, up to a 50% maximum reduction, if either of the following applies:
· The late response was willful and intentional; or
· The written request, within the first 250 words of the body of a letter, facsimile, electronic mail, or electronic mail attachment, or specifically included the words, characters, or abbreviations for “freedom of information”, “information”, “FOIA”, “copy” or a recognizable misspelling of such, or legal code reference to MCL 15.231 et seq. or 1976 Public Act 442 on the front of an envelope or in the subject line of an email, letter, or facsimile cover page.
If such a reduction is required for a late response, the FOIA Coordinator shall fully note the reduction on Attachment B (Detailed Cost Itemization).
The FOIA Coordinator shall not charge additional fees for certification of any copies.
A person who has subscribed to future issuances of regularly published public records pursuant to Section 3(1) of the Act may request that the public record, be sent to them or they may be called for pickup of the public record provided, however, that copy fees and mailing charges for such public records must be paid before the requested public record is sent or picked up by the person.
SECTION 5: PROCEDURES OF THE PUBLIC BODY IN PROCESSING A FOIA REQUEST
After a person has made a written request for a public record in accordance with the Act, the FOIA Coordinator shall respond within five (5) business days after its receipt. A written request made by facsimile, electronic mail, or other electronic transmission is not considered received by the FOIA Coordinator until one (1) business day after the electronic transmission is made, as provided in the Act. A written request sent by email and delivered to the Library’s spam or junk folder is not considered received by the Library until one (1) day after it first becomes aware of the written request. The Library will note in its records both the time a written request is delivered to its spam or junk mail folder and the time that it first becomes aware of that request. A person making a written request for a public record may stipulate that the public records be provided on non-paper physical media, electronically mailed, or otherwise electronically provided to him or her in lieu of paper copies. This requirement shall not apply if the Library lacks the technological capability necessary to provide records on the particular non-paper physical media stipulated in the particular instance. If public records are provided on non-paper physical media, electronically mailed or otherwise electronically provided in lieu of paper copies as stipulated by the person making the request, the Library may charge more than the 50% fringe benefit multiplier (not to exceed actual cost) as provided in Section 4(5) of the Act.
If a verbal request is made for information that a Library employee believes is available on its website, the employee shall, where practicable and to the best of the employee’s knowledge, inform the requesting party about the Library’s website address.
Where a written request is received which does not sufficiently describe the public records requested so as to enable the FOIA Coordinator to identify and find the public record, FOIA Coordinator will notify the requesting person of the need for clarification. Such notice, if sent, shall not be interpreted as a denial of the request for purposes of the Act or these Procedures & Guidelines. Any clarification will be considered a new FOIA request subject to the timelines described in this Section and the Act. The FOIA Coordinator will process written requests for a public record by responding within five (5) business days of receipt in one of the following five ways:
Grant the request.
If the request indicates that the person desires to inspect the public records, the FOIA Coordinator will contact the person to arrange for inspection at a reasonable time during normal office hours.
If the request indicates that the person is requesting copies of a public record, the FOIA Coordinator will forward notification to the requesting person indicating the amount due and where the documents may be released upon payment of the applicable fees. However, if the request is estimated to generate entire fees of $50 or more, the FOIA Coordinator may require fifty percent (50%) of the estimated charges be deposited in advance of the processing of the request provided, however, that in the request for the deposit, the FOIA Coordinator shall include a detailed itemization of the estimated fees (using Attachment B/Detailed Cost Itemization) and a “best efforts” estimate of a nonbinding time frame for providing the public records. The FOIA Coordinator will not process the request unless and until the deposit is made. The balance of the fees must be paid prior to release of documents.
Issue a written notice denying the request.
The FOIA Coordinator may use the form attached as Attachment D for this purpose. The notice of the denial shall include:
· An explanation as to why the requested public record is exempt from disclosure in accordance with the Act, or
· A certificate that the requested public record does not exist under the name given by the requesting person or by another name reasonably known to the Library, or
· A description of a public record or information which had to be separated or deleted from the public record pursuant to Section 14 of the Act. In addition to the explanations noted above, the denial shall also include a full explanation of the person's right to appeal the denial to the Library Board and to seek judicial review in accordance with Section 10 of the Act.
Grant the request in part and issue a written notice denying the request in part.
In the latter instance, the public records exempted from disclosure shall be treated as in subsection (2) above.
Issue a written notice extending the time in which to respond to the request by ten (10) business days.
The FOIA Coordinator may use the form attached as Attachment C for this purpose. The notice will specify the reasons for the extension and the date by which the Library will grant the request, deny the request, or grant in part and deny in part the request. The Library shall not issue more than one such notice of extension for a particular request.
Issue a written notice indicating that all or a portion of a requested public record is available at no charge on the Library’s website.
To the degree practicable, the written response shall include a specific webpage address where the requested information is available. On Attachment B (Detailed Cost Itemization), the FOIA Coordinator shall separate the requested public records that are available on the Library’s website from those that are not available on the website and shall inform the requesting party of the additional charge to receive copies of the public records that are available on its website. If the Library has included the website address for a public record in its written response to the requesting person and the requesting person thereafter stipulates that the public record be provided to him or her in a paper format or non-paper physical media, the Library shall provide the public records in the specified format but may use a fringe benefit multiplier greater than 50% not to exceed the actual costs of providing the information in the specified format as provided in Section 4(5) of the Act.
Failure to respond to a written request in a timely manner as required by Section 5(2) of the Act constitutes a denial of the request if either of the following apply:
· The failure was willful and intentional; or
· The written request included language that conveyed a request for information within the first 250 words of the body of a letter, facsimile, electronic mail, or electronic mail attachment, or specifically included the words, characters, or abbreviations for “freedom of information”, “information”, “FOIA”, “copy”, or a recognizable misspelling of such, or appropriate legal code reference to the Act, on the front of an envelope or in the subject line of an electronic mail, letter, or facsimile cover page.
A copy of these Procedures & Guidelines and the written public summary of these Procedures & Guidelines shall be furnished free of charge to the requesting party in response to a written FOIA request and upon request by visitors at the Library Building or other Library offices. In lieu of providing paper copies of the Procedures & Guidelines and the written public summary thereof in response to a written FOIA request, the FOIA Coordinator may include the Library website link to the Procedures & Guidelines and the written public summary of the Procedures & Guidelines.
SECTION 6: PROCEDURES FOR SEPARATION OF RECORDS
If a request is made for an existing public record that includes information which is exempt from disclosure under the Act and information which is not exempt, the FOIA Coordinator must separate the material and make the nonexempt material available for inspection and copying. As provided in Section 4 of these Procedures & Guidelines, the FOIA Coordinator may use contracted persons or firms to separate and delete exempt from non-exempt information if the Library does not employ a person or firm capable of performing this task. Additionally, if the separation is readily apparent to a person requesting to inspect or receive copies, the FOIA
Coordinator shall generally describe the material exempted unless doing so would reveal the contents of the exempt information and thus defeat the purpose of the exemption.
SECTION 7: FOIA COORDINATOR
The FOIA Coordinator shall be responsible to accept and process requests for public records and approve denials in accordance with Sections 5(4) and (5) of the Act.
SECTION 8: APPEALS/DENIALS
In accordance with the Act, where a person's request for a public record is denied, in whole or in part, the person shall be entitled to file a written appeal on the decision in accordance with the foll owing process:
· The person shall be advised by the FOIA Coordinator of the right to file a written appeal to the Library Board as “the head of the public body” which shall specifically state the word "appeal" and identify the reason(s) for reversal of the denial. The person making the appeal may use the form attached as Attachment E.
· The Library Board is not considered to have received a written appeal until the first regularly scheduled meeting of the Library Board following submission of the written appeal.
· In its consideration of any written appeal, the Library Board shall review the materials submitted by the appellant, any written comments received from the FOIA Coordinator, any other information as the Library Board deems necessary, and within ten (10) business days after receiving the written appeal as provided above, take one of the following actions:
· Reverse the disclosure denial, or
· Issue a written notice to the requesting person upholding the disclosure denial, or
· Reverse the disclosure denial in part and issue a written notice to the requesting person upholding the denial in part, or
· Under unusual circumstances, issue a notice extending for not more than ten (10) business days the period during which the Library Board will respond to the written appeal. The Library Board shall not issue more than one notice of extension for a particular written appeal.
Whether or not a person has submitted an appeal under this Section, the person may choose to commence an action in the Circuit Court to compel the Library’s disclosure of public records as provided in Section 10 of the Act.
SECTION 9: APPEALS-FEES
If a requesting person believes that the Library is requiring a fee that exceeds the amount permitted under these Procedures & Guidelines or Section 4 of the Act, the requesting person may submit to the Library Board as the “head of the public body” a written appeal for a fee reduction that specifically states the word “appeal” and identifies how the required fee exceeds the amount permitted. The person ma king the appeal may use the form attached as Attachment F. The Library Board is not considered to have received a written appeal until the first regularly scheduled meeting of the Library Board following submission of the written appeal.
Within 10 business days after receiving a written appeal challenging fees, the Library Board shall do one of the following:
· Waive the fee.
· Reduce the fee and issue a written determination to the requesting person indicating the specific basis under Section 4 of the Act that supports the remaining fee. The determination shall include a certification from the Library Board that the statements in the determination are accurate and that the reduced fee amount complies with these Procedures & Guidelines and Section 4 of the Act.
· Uphold the fee and issue a written determination to the requesting person indicating the specific basis under Section 4 of the Act that supports the required fee. The determination shall include a certification from the Library Board that the statements in the determination are accurate and that the fee amount complies with these Procedures & Guidelines and Section 4 of the Act.
· Issue a notice extending for not more than 10 business days the period during which the Library Board must respond to the written appeal. The notice of extension shall include a detailed reason or reasons why the extension is necessary. The Library Board shall not issue more than 1 notice of extension for a particular written appeal.
Within 45 days after receiving notice of the Library Board’s determination of an appeal regarding fees under this Section or the Library Board’s failure to act timely on the appeal as required by Section 10a (2) of the Act, the person who filed the appeal may commence a civil action as provided in Section 10a of the Act. If a civil action is commenced against the Library under this Section, the Library is not obligated to complete the processing of the written request for the public record at issue until the court resolves the fee dispute.
As used in this Section, “fee” means the total fee or any component of the total fee calculated under Section 4 of the Act, including any deposit.
SECTION 10: INTERPETATION AND EFFECTIVE DATE
These Procedures & Guidelines are intended to fully comply with the Act. In the event of any inadvertent inconsistency between the Act and these Procedures & Guidelines, the Act shall control.
These Procedures & Guidelines shall become effective as of July 1, 2015.
SECTION 11: FORMS
The following forms attached hereto are incorporated into these Procedures & Guidelines:
· Attachment A, FOIA Request for Public Records Form
· Attachment B, Detailed Cost Itemization
· Attachment C, Notice to Extend Time for a FOIA Request
· Attachment D, Notice of Denial of FOIA Request
· Attachment E, FOIA Appeal Form To Appeal of a Denial of Records
· Attachment F, FOIA Appeal Form To Appeal an Excess Fee
The FOIA Coordinator may use the forms in substantially the form attached as Attachments A through F in processing FOIA requests. The FOIA Coordinator may modify the forms attached as Attachments A through F as necessary or appropriate to conform the forms to these Procedures & Guidelines or the Act or to otherwise improve the forms for use by the FOIA Coordinator and the public.
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ETHICAL PRINCIPLES
Adopted 1964; amended Sept. 2007
The Association of Fundraising Professionals (AFP) exists to foster the development and growth of fundraising professionals and the profession, to promote high ethical behavior in the fundraising profession and to preserve and enhance philanthropy and volunteerism. Members of AFP are motivated by an inner drive to improve the quality of life through the causes they serve. They serve the ideal of philanthropy, are committed to the preservation and enhancement of volunteerism; and hold stewardship of these concepts as the overriding direction of their professional life. They recognize their responsibility to ensure that needed resources are vigorously and ethically sought and that the intent of the donor is honestly fulfilled.
To these ends, AFP members, both individual and business, embrace certain values that they strive to uphold in performing their responsibilities for generating philanthropic support. AFP business members strive to promote and protect the work and mission of their client organizations.
AFP members both individual and business aspire to:
· practice their profession with integrity, honesty, truthfulness and adherence to the absolute obligation to safeguard public trust
· act according to the highest goals and visions of their organizations, professions, clients and consciences
· put philanthropic mission above personal gain;
· inspire others through their own sense of dedication and high purpose
· improve their professional knowledge and skills, so that their performance will better serve others
· demonstrate concern for the interests and well-being of individuals affected by their actions
· value the privacy, freedom of choice and interests of all those affected by their actions
· foster cultural diversity and pluralistic values and treat all people with dignity and respect
· affirm, through personal giving, a commitment to philanthropy and its role in society
· adhere to the spirit as well as the letter of all applicable laws and regulations
· advocate within their organization’s adherence to all applicable laws and regulations
· avoid even the appearance of any criminal offense or professional misconduct
· bring credit to the fundraising profession by their public demeanor
· encourage colleagues to embrace and practice these ethical principles and standards
· be aware of the codes of ethics promulgated by other professional organizations that serve philanthropy
ETHICAL STANDARDS
Furthermore, while striving to act according to the above values, AFP members, both individual and business, agree to abide (and to ensure, to the best of their ability, that all members of their staff abide) by the AFP standards. Violation of the standards may subject the member to disciplinary sanctions, including expulsion, as provided in the AFP Ethics Enforcement Procedures.
Member Obligations
1. Members shall not engage in activities that harm the members’ organizations, clients or profession.
2. Members shall not engage in activities that conflict with their fiduciary, ethical and legal obligations to their organizations, clients or profession.
3. Members shall effectively disclose all potential and actual conflicts of interest; such disclosure does not preclude or imply ethical impropriety.
4. Members shall not exploit any relationship with a donor, prospect, volunteer, client or employee for the benefit of the members or the members’ organizations.
5. Members shall comply with all applicable local, state, provincial and federal civil and criminal laws.
6. Members recognize their individual boundaries of competence and are forthcoming and truthful about their professional experience and qualifications and will represent their achievements accurately and without exaggeration.
7. Members shall present and supply products and/or services honestly and without misrepresentation and will clearly identify the details of those products, such as availability of the products and/or services and other factors that may affect the suitability of the products and/or services for donors, clients or nonprofit organizations.
8. Members shall establish the nature and purpose of any contractual relationship at the outset and will be responsive and available to organizations and their employing organizations before, during and after any sale of materials and/or services. Members will comply with all fair and reasonable obligations created by the contract.
9. Members shall refrain from knowingly infringing the intellectual property rights of other parties at all times. Members shall address and rectify any inadvertent infringement that may occur.
10. Members shall protect the confidentiality of all privileged information relating to the provider/client relationships.
11. Members shall refrain from any activity designed to disparage competitors untruthfully.
Solicitation and Use of Philanthropic Funds
12. Members shall take care to ensure that all solicitation and communication materials are accurate and correctly reflect their organizations’ mission and use of solicited funds.
13. Members shall take care to ensure that donors receive informed, accurate and ethical advice about the value and tax implications of contributions.
14. Members shall take care to ensure that contributions are used in accordance with donors’ intentions.
15. Members shall take care to ensure proper stewardship of all revenue sources, including timely reports on the use and management of such funds.
16. Members shall obtain explicit consent by donors before altering the conditions of financial transactions.
Presentation of Information
17. Members shall not disclose privileged or confidential information to unauthorized parties.
18. Members shall adhere to the principle that all donor and prospect information created by, or on behalf of, an organization or a client is the property of that organization or client and shall not be transferred or utilized except on behalf of that organization or client.
19. Members shall give donors and clients the opportunity to have their names removed from lists that are sold to, rented to or exchanged with other organizations.
20. Members shall, when stating fundraising results, use accurate and consistent accounting methods that conform to the appropriate guidelines adopted by the American Institute of Certified Public Accountants (AICPA)* for the type of organization involved. (*In countries outside of the United States, comparable authority should be utilized.)
Compensation and Contracts
21. Members shall not accept compensation or enter into a contract that is based on a percentage of contributions; nor shall members accept finder’s fees or contingent fees. Business members must refrain from receiving compensation from third parties derived from products or services for a client without disclosing that third- party compensation to the client (for example, volume rebates from vendors to business members).
22. Members may accept performance-based compensation, such as bonuses, provided such bonuses are in accord with prevailing practices within the members’ own organizations and are not based on a percentage of contributions.
23. Members shall neither offer nor accept payments or special considerations for the purpose of influencing the selection of products or services.
24. Members shall not pay finder’s fees, commissions or percentage compensation based on contributions, and shall take care to discourage their organizations from making such payments.
25. [bookmark: _KDL_Appendix_XX]Any member receiving funds on behalf of a donor or client must meet the legal requirements for the disbursement of those funds. Any interest or income earned on the funds should be fully disclosed.
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Philanthropy is based on voluntary action for the common good. It is a tradition of giving and sharing that is primary to the quality of life. To ensure that philanthropy merits the respect and trust of the general public, and that donors and prospective donors can have full confidence in the nonprofit organizations and causes they are asked to support, we declare that all donors have these rights:
I. To be informed of the organization's mission, of the way the organization intends to use donated resources, and of its capacity to use donations effectively for their intended purposes.
II. To be informed of the identity of those serving on the organization's governing board, and to expect the board to exercise prudent judgment in its stewardship responsibilities.
III. To have access to the organization's most recent financial statements.
IV. To be assured their gifts will be used for the purposes for which they were given.
V. To receive appropriate acknowledgement and recognition.
VI. To be assured that information about their donation is handled with respect and with confidentiality to the extent provided by law.
VII. To expect that all relationships with individuals representing organizations of interest to the donor will be professional in nature.
VIII. To be informed whether those seeking donations are volunteers, employees of the organization, or hired solicitors.
IX. To have the opportunity for their names to be deleted from mailing lists that an organization may intend to share.
X. To feel free to ask questions when making a donation and to receive prompt, truthful and forthright answers.
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