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Robin Newell

Recently retired Executive Director,
Emporia Public Library (KS), and past
president of Kansas Library Association,
Nebraska Library Association, and
Mountain Plains Library Association




Crafting and Maintaining
Effective Patron Policies
for Community Success
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What You Can Expect

» Policy Overview
» Top Ten Policies
» Development
» Code of Conduct example
» Implementation
» Management
» Policy, Protection, Public, Polifics
» Summary
» Questions



Policy

»Plan

» What to do

»|n a particular situation
» Agreed to officially




Policy Purpose

»Protect
»INnform
»Educate

"Prolegomena to an evidence-based policy for software patents" by opensourceway is licensed under CC BY-SA 2.0



https://www.flickr.com/photos/47691521@N07/6006414578
https://www.flickr.com/photos/47691521@N07
https://creativecommons.org/licenses/by-sa/2.0/?ref=openverse

Policy Purpose

» Guide to operation and management
» Maintain standards/avoid inconsistencies

» Measures performance
»Meets objectives
»Systems
»Services



Policies Protect

»Setting clear expectations
» Defining responsibilities
» Establishing boundaries




Inform, Educate

» Library Operations

» Collection Development

» Code of Conduct

» Finance

» Personnel
» Diversity, Equity, and Inclusion
» Legal Requirements



https://www.flickr.com/photos/159496665@N08/46471261812
https://www.flickr.com/photos/159496665@N08
https://creativecommons.org/licenses/by/2.0/?ref=openverse

Whose job is it

e
o

nyway?

» Everybody
» Somebody
y Anybocii
N A

RERS
s

_|A. B ".‘V _;A. 3
N B B ' 3
A Frl b I-.. A

¥ .
!

Accountability



https://www.flickr.com/photos/73981568@N00/2767138644
https://www.flickr.com/photos/73981568@N00
https://creativecommons.org/licenses/by-sa/2.0/?ref=openverse

Top Ten Policies IMHO

Intellectual Freedom

Confidentiality of Patron and Library record

Collection Development

Gifts and Memorials

Internet Use (including Internet privacy and safety)
Children's Internet Protection Act (CIPA)

/. Budget and Finance

8. Facilities (including meeting room use if applicable)

9. Public Services (including circulation and customer service)
10. Code Of Conduct
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1. Intellectiual Freedom

»First Amendment
»Freedom 1o Read/View
» Access for All

2. Confidentiality of Patron & Library Records



3. Internet Use

» Filtfered/Non-filtered
» Time limits
» Adult/Children

4. Children’s Internet Protection Act (CIPA)



5. Collection Development

» Material Selection
» Material De-selection

6. Gifts, Memorials and Donations

» Books
» Art

» Donation of “things”



/. Budget and Finance

» Follow the money
» [ransparency

8. Facilities (including meeting room)

» Whose buillding is It anyway?¢



9. Public Services

» Circulation
» Customer Service

10. Code of Conduct
»Behave



¥’

“Squirrel" by ogwen is licensed under CC BY 2.0.



https://www.flickr.com/photos/48851531@N00/54695248
https://www.flickr.com/photos/48851531@N00
https://creativecommons.org/licenses/by/2.0/?ref=openverse

More?

> Diversity, Equity and Inclusion
» Social Media

» Unattended Child

» Weapon

"Little girl hides her eyes" by daveynin is licensed under CC BY 2.0



https://www.flickr.com/photos/44124370018@N01/4470620660
https://www.flickr.com/photos/44124370018@N01
https://creativecommons.org/licenses/by/2.0/?ref=openverse

Crafting Public Policy

» Fluid, ongoing process

» Developed with
» Director
» Library staff
» Board
» Community

- : a“:fs’:\{?«. 4 }N ‘;ﬁ
» Library board poliCy COMMITIEE i temen e cearsnse

» Policy wrangler (board member)



Craft a Draft!

CCBY2.0.

» Use your resources!

» No need to recreate the wheel
» Research sample policies
» Contact your state library
» Contact other public libraries
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» Review the Positions and Public Policy Statements
approved by the Council of the American Library
Association


https://www.flickr.com/photos/97479012@N00/5176801932
https://www.flickr.com/photos/97479012@N00
https://creativecommons.org/licenses/by/2.0/?ref=openverse

Policies are PUBLIC Documents

» Heading
» Name of Library
» Name of Policy
» Approved by Board and Date
»Use Page Numbers
»Use Consistent Text Font/Formatting

XXXXXXXX Public Library
Unattended Child Policy
Approved by the XPL Board on (insert date here)




Crafting a Code of Conduct Policy l

» Example:
Emporia Public Library Code of Conduct

https://www.emporialibrary.org/policies



https://www.emporialibrary.org/_files/ugd/77eabd_be489110fd744897a8c22e54994419e3.pdf
https://www.emporialibrary.org/policies

Emporia Public Library

Code of Conduct Policy
Approved by the Library Board November 10. 2021

Emporia Public Library is committed to providing high quality service to all library users through appropriate and
usefully organized resources; equitable service policies; equitable access (a person’s right to use a library should not be
denied or abridged because of origin, age, background, or views); and accurate, unbiased, and courteous responses to all
requests.

This code extends to the users of the library themselves. All share a responsibility as well to honor a highly principled
code of conduct toward fellow library users and toward the employees and volunteers providing these vital services to the
community.

Our library seeks to serve its function as a place of education, information, recreation and quiet reflection within the
community while also functioning as a workplace for library employees. Activities and behaviors that are disruptive, that
unreasonably interfere with another patron's use and enjoyment of the library, and that are detrimental to the health, safety
and welfare of patrons and staff and to the efficient operations of the library for the benefit of its patrons are not permitted.
The following code of conduct has been adopted for the comfort and protection of the rights of all those using and
working at the Emporia Public Library.




Levels of Enforcement. Without limitation, various prohibited activities and behaviors are delineated 1n the attached
table. Any library staff member 1s authorized to issue informal warnings regarding such conduct. The executive director
or delegated library supervisors are authorized to enforce this code and will do so in a reasonable, courteous but firm

manner in one of two ways.

A. Progressive Enforcement. Certain activities and behaviors will be subject to progressive enforcement as follows:

1) Warning

2) Expulsion from all library grounds for remainder of day

3) Suspension from all library grounds for one month

4) Suspension for one year and/or permanent ban from all library grounds

B. Immediate Suspension and/or Permanent Ban. Certain activities and behaviors constitute contact with and
enforcement by the Police Department or otherwise constitute an immediate and more serious threat to the welfare of the
library staff and its patrons, and for which the executive director and/or delegated library supervisors are authorized to
immediately impose a suspension of one month, one year or permanent ban of an individual from all library grounds.

Reporting Conduct. Any patron or staff member who witnesses or 1s a victim of such conduct should
immediately inform staff so that this policy can be enforced by a library supervisor or, if necessary, so the
police can be called. In some cases, witnesses or victims will be asked by library staff for detailed accounts and
personally identifiable information, or need to be available for interviews with the police department.



Notice and Appeal. Notice of suspension from the premises (No Trespass Notice) shall be
delivered to that person by personal service or by United States Mail. Notice of permanent
ban shall be in the form of a written stay-away notice and shall be delivered to that person by
personal service or by mail addressed to that person’s last known address. Failure to abide by
such notice of suspension or permanent ban shall constitute trespass. Appeals of suspension
may be made to the executive director who is authorized to reverse, modify, impose
temporary restrictions, or affirm the original decision.



Prohibited Conduct includes but is not limited to the following:

Progreszive Enforcement

Dizruptive talking or other noize inconzisteant with the intended uze of the area

Prohibited Conduct includes but is not limited to the following:

Funning, pushing, shoving or thronving

Immediate Suspension and/or Permanent Ban

Abuszive or foul lansuaze

Mliznze of ibrary fumnizhings elevator, equipment or matarisls

Engaging in any activity in violation of Federal, State local or other applicable law

Fightinz, phv=ical threats or abuse to self or others

Sleeping on floor, furnitare or Eroumds

Threstening lanmuags

Uncovered drinks. Food at & computer.

Diestructive zbuse of Library furnizhings, equipment or materials

Smaking or uzing tobecce products, inchiding e-cigarsttes outside of the library in a designated new-smokivg area. Littering by
not uzing desimnated means of dizpossl of buttz.

Eeing undar the influence of alcohoelillegal drugs or selling, using, or possessing same

Entaring the library barefooted or withowt a shirt, or being otherwize attired so a2 to be dismaptive to the library enviromment

Intentionally cauzing a false fire alarm

Demaonstrations, solicitations or petitions, except in desiznated arsas and approved by the exacutive director

Excezzive public display of affection

Congregsting or otherwizse hindaring pazzage in aizles, exitz, entrances, stairs or high traffic areasz

Emoking, vaping of any kind, and uzing tobacco products iz probibited within the hbrary and on library proparty. Tobacoo is
defined as any product derived from, smoked, or containing products of tobacco. This includes, but is not limited to cizarettes
{cloves, bidis, kreteks) chewing tobacco (spit, spitless, smokeless, chew, muff, and sms), cigars and cigarillos, hooksah and
hooleah-zmoked products, pipes, blonts, smekeless tobacco, and similar produces. Electronic cizarettes or e~cigarsttas (vaping)
are prohibited with or without the use of tobacco. The use of any product simulating the previcusly mentioned products is al:o

Abusze of comyputer procedurss and privilege: inchiding using another patron’s card for access

Erinzing fireanms or other weapons onto Hbrary property. Undesr the provizions of the Eansas Personal and Family Protection
Art (Zenate Substituts fior Housze Bill 20352), licenzed citizens mav carry concealed handsuns. Concealed handzuns pmst be
under the contrel of the owner at all times.

Laaving personal belonzings mmattendsd

Littering, brinzinz in articles with a foul edor, or items that cannot be placed immediztely beside oneself and would impeds the
use of the library by others

Theft and’or attempted theft of library property or the property of patrons and staff

Engaging in sexual activity, effensive touwching or indecent exposars

Staring or uninvited conversations to the point of annovance

Photosraphing others without their consent or as authorizad

Offansive bodily hygisne 30 a5 to constifute & miizance to others

Diestructive or llegal uze of computers and ‘or Intermet

Using andible devices without headphones or with headphones set at a volume that disturbs others

Trespazzing in nonpublic areas

Uszing cell phones and other conummication devices in a manner that distarbs others

Meglecting to provide proper supenvizion of children Also see library Unattended Child Policy.

Tze of restrogms for bathing or lanndry purposes

Bringinz pets or animals, other than service animals necessary for dizsbilities, into the library, except as anthorized. The library
complies with ADVA requirements that state zervice animals st be hameszed, leazhed or tethered, unless these devices interfare
with the service animal's work or the individuoal’s disability prevents uzing these devices. In that caze, the individual rwst maintain
control of the anima] through veice, sienal, or other effective controls. Service animals must be honsebroken and well behaved.
Unwarrantad and unproveked vielent behavior, such as uncontrolled barkdng, srowling at other customers, jumping on other
people, or nmning away from the ovwmer are examples of unsccaptable behavior.

Sralling or intimidati

Panhandling

EBeing in the library without penmizsion of an authorized library emploves before or after library operating hours

Fuoller skating, skate boarding on library property, parking bicycles in non-designatad areas

Trespazzing afer previous suspenzion or ban




Craffing

Selecting
»Traurr

Twea
> AC
»Cle



https://www.flickr.com/photos/96466040@N00/889117554
https://www.flickr.com/photos/96466040@N00
https://creativecommons.org/licenses/by/2.0/?ref=openverse

Policy Approval Process

1. New policy first draft prepared by director with staff input
Current policy reviewed by director with staff input

2. Draft to board policy committee/policy wrangler

3. Approved draft comes out of policy committee/back from
wrangler (okay with director/legal?)

4. First reading on board agenda/input from the board

5. Board approval



Implement

» Educate staff and volunteers
» Post online
» Post prominently in the library (legal requirement?¢)

» Paper copies available at the circulation desk



Craftfing Summary

» Use available resources

» Write policies that can e
» understood by public
» approved by board
» implemented by staff




What's Next?

"African Elephant Head On" by poplinre is licensed under CC BY-SA 2.0.



https://www.flickr.com/photos/27446776@N00/667815842
https://www.flickr.com/photos/27446776@N00
https://creativecommons.org/licenses/by-sa/2.0/?ref=openverse

Find and Review Current Policies

» What policies do you already havee
» How old are theye

» What is missinge

» What is essentiale

» What is desirable?

/

"Checklist" by o.tacke is marked with CC0 1.0



https://www.flickr.com/photos/89882948@N05/12221292503
https://www.flickr.com/photos/89882948@N05
https://creativecommons.org/publicdomain/zero/1.0/?ref=openverse

Policy Maintenance

» Board reviewed every three years

» Create a manageable timeline

» Board agenda calendar

» Policy wranglere Board sub-committee?¢

» 24 policies/8 policies o review each year

» Longer review/more frequently — personnel policy



In Summary
» Craffing

» Input from director, staff, board, community
» Write clear, concise, enforceable policy

» Board approval

» Implement

» Make publicly available

» Mainfenance
» Review regularly
» Modify as needed
» Prepare for challenges B— e e e

"A woman's hands tying a ribbon around a red gift wrapped present with fake



https://www.flickr.com/photos/127365614@N08/16037028135
https://www.flickr.com/photos/127365614@N08/16037028135
https://www.flickr.com/photos/127365614@N08
https://creativecommons.org/licenses/by/2.0/?ref=openverse

emember:

»Policy
»Plan
»Protection
»Public
»Polifics



https://www.flickr.com/photos/70591690@N00/358790270
https://www.flickr.com/photos/70591690@N00
https://creativecommons.org/licenses/by-sa/2.0/?ref=openverse
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"Crystal Clear Swimming Pool Water with Diving Board" by Image Catalog is marked with

CCo 1.0.



https://www.flickr.com/photos/132795455@N08/18794504112
https://www.flickr.com/photos/132795455@N08
https://creativecommons.org/publicdomain/zero/1.0/?ref=openverse

Thank you WebJunction!

i , ~;' Information

Newell
swell3@gmail.com
3944

Photo by Andrew Brooks, used by permission.
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