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Free Library of New Hope and Solebury
Management Policy

Privacy and Confidentiality

Policy Statement

Privacy is essential to the exercise of free speech, free thought, and free association.
Courts have upheld the right of privacy based on the Bill of Rights of the U.S.
Constitution.  Confidentiality of library records is a core value of library service
nationwide. The Free Library of New Hope and Solebury endorses the American
Library Association’s Code of Ethics, which states: “We protect each library user’s right
to privacy and confidentiality with respect to information sought or received and
resources consulted, borrowed, acquired, or transmitted.”

The Free Library of New Hope and Solebury is governed by the Pennsylvania Library
Code, Title 24, Chapter 16-Libraries. Article 1V, Section 428 of the Code states:
“Records related to the circulation of library materials which contain the names or other
personally identifying details regarding users... shall be confidential and shall not be
made available to anyone except by a court order in a criminal proceeding.”

Regulations

Bucks County Public Libraries (BCPL), of which the Free Library of New Hope and
Solebury is a member, maintains a database of user information as part of its
automated circulation system. The database contains personal information such as
user's name, address, phone and cell numbers, date of birth, e-mail address, driver’s
license number, gender, and library card number. BCPL and the Free Library of New
Hope and Solebury retain no records of books and other materials borrowed and
returned in the past, only items currently checked out or with outstanding bills.

The library maintains limited information about computer signups in its automated
signup system, such as the library card number used to log on to a public computer at a
certain time of day. All data related to computer signups is purged daily.

The library and its paid and volunteer staff do not disclose or distribute borrower
circulation records, computer signup information, or other personal information to
outside parties except as required by law or with the user's authorization. This includes
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disclosure or distribution of information upon request by a parent or guardian for a
child’s records or a family member for another family member’s records.

User information will be accessed by library staff internally and with the staff of other
libraries only as part of the necessary performance of their job duties.

User information may be compiled for required statistical reporting to federal, state, local
and private funding bodies. The Free Library of New Hope and Solebury may also use
these files for building relationships and communicating with library users in order to
enhance and improve library services. These files do not contain user borrowing or
circulation information. The library will respect and follow users’ wishes regarding how
and if they prefer to receive library communications.

Only the Library Director, the President of the Board of Trustees, or their designee is
authorized to comply with requests from law enforcement officers submitted in the form
of a court order, subpoena, or Foreign Intelligence Surveillance Act (FISA) order. All
such requests received by the Free Library of New Hope and Solebury will also be
forwarded to the administrative offices of Bucks County Free Library (BCFL) in
Doylestown for consideration and review.

Procedures
Upon request for information in a child’s record by a parent/caregiver:

1. Staff will explain the library’s Privacy Policy to the requestor, and inform the
requestor that the library’s policy is guided by law, which the library must follow.
A copy of this policy will be available at the Circulation Desk for review.

2. Staff will provide information about the library's lawful recommendations from the
library's Circulation Policy and Procedures for those who would like to closely
monitor a child’s library use.

3. Staff will give the requestor the option to appeal the library’s decision in writing to
the library Board.

Upon request for information in a family member’s record by another family member:

1. Staff will explain the library’s Privacy Policy to the requestor and inform the
requestor that the library’s policy is guided by law, which the library must follow.
A copy of this policy will be available at the Circulation Desk for review.

2. Staff will provide information about the library’s lawful recommendations from the
library’s Circulation Policy/Procedures for those who would like to access
another’s person’s library record.
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3. Staff will give the requestor the option to appeal the library’s decision in writing to
the library board.

Upon request by a law enforcement officer without a subpoena, search warrant, or
Foreign Intelligence Surveillance Act (FISA) order:

1. Staff will explain the library’s Privacy Policy to the requestor and inform the
requestor that the library’s policy is guided by law, which the library must follow.
A copy of this policy will be available at the Circulation Desk for review.

2. Staff will inform the requestor that the library will respond to law enforcement
requests for records that are submitted in the form of a court order, including
subpoenas or search warrants, or a2 Foreign Intelligence Surveillance Act (FISA)
order.

3. Staff will give the requestor the option to discuss the Library’s decision and policy
with a higher ranking staff person, including the Library Director, President of the
Board of Trustees, and the BCFL Execulive Director.

Upon receipt of a subpoena:
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1. Staff will inform the requestor that the following steps (2-5) will be taken as a
response to the subpoena.

2. Staff will immediately notify the Library Director, the President of the Board of
Trustees, and the BCFL Executive Director. or if the BCFL Executive Director is
not available, the highest ranking staff person who can be reached.

3. The President of the Board of Trustees or the Library Director will ask the
library’s attorney to review the subpoena. The BCFL Executive Director or the
highest ranking staff person will ask BCFL's attorney to review the subpoena.

4. The library’s attorney will represent the library’s interest, including a requirement
that any legal defects be cured before records are released.
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5. If appropriate, the library’s attorney will draft a protective order and/or Motion to
Quash to be submitted to the court keeping the requested information
confidential and limiting its use to the particular case.

Search Warrants:

A search warrant is an order signed by a judge directing a law enforcement officer to
conduct a search of a designated person, a designated object, or a designated place for
the purpose of seizing designated property or kinds of property. All search warrants are
court orders. Under Pennsylvania law, the library is required to disclose library records
in response to court orders, which means that the library is required to disclose library
records in response to search warrants.

1. Unlike a subpoena, a search warrant is executable immediately. Law
enforcement officers may begin a search of library records as soon as they enter
a library. Staff will ask for a copy of the search warrant. Staff will notify the
Library Director, the President of the Board of Trustees, and the BCFL Executive
Director (or if the Executive Director is not available, notify the highest ranking
staff person who can be reached). The President of the Board of Trustees or the
Library Director will attempt to contact the library’s attorney immediately. The
BCFL Executive Director or the highest ranking staff person will attempt to
contact BCFL's attorney immediately.

2. Staff will request that law enforcement officers wait until the library’s attorney or
the BCFL attorney is present before the search begins in order to allow counsel
an opportunity to examine the search warrant and assure that the search
conforms to the terms of the search warrant. Law enforcement officials are not
required to agree to the library’s request to delay the search.

3. Staff will cooperate with the search and make no effort to hinder the search.
Staff will keep as complete notes as possible as to material and information
accessed or taken to ensure that only the records identified in the warrant are
produced and that no other library user’s records are disclosed. Even if the law
enforcement officer wants to review or take records that do not appear to be
covered by the search warrant, staff will cooperate, since failure to do so could
result in staff members being arrested.

Foreign Intelligence Surveillance Act (FISA) Orders:

A FISA order is a search warrant under the umbrella of the Foreign Intelligence
Surveillance Act. The USA Patriot Act amended FISA to allow the FBI to apply for a
court order requiring “the production of any tangible things (including books, records,
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papers, documents, and other items) for an investigation to protect against international
terrorism or clandestine intelligence activities, provided that such investigation of a
United States person is not conducted solely upon the basis of activities protected by

the first amendment . . ." If the library receives a FISA order it will be presented by an
FBI agent.
1. Unlike a subpoena, a search warrant is executable immediately. FBI agents may

begin a search of library records as soon as they enter a library. Staff will ask for
a copy of the search warrant. Staff will notify the Library Director, the President
of the Board of Trustees, and the BCFL Executive Director (or if the Executive
Director is not available. notify the highest ranking staff person who can be
reached). The President of the Board of Trustees or the Library Director will
attempt to contact the library's attorney immediately. The BCFL Executive
Director or the highest ranking staff person will attempt to contact BCFL's
attorney immediately.

. Staff will request that the FBI agents wait until the library’s attorney or the BCFL

attorney is present before the search begins in order to allow counsel an
opportunity to examine the search warrant and assure that the search conforms
to the terms of the search warrant. FBI agents are not required to agree to the
library’'s request to delay the search.

Staff will cooperate with the search and make no effort to hinder the search.
Staff will keep as complete notes as possible as to material and information
accessed or taken to ensure that only the records identified in the warrant are
produced and that no other library user’s records are disclosed. Even if the FBI
agent wants to review or take records that do not appear to be covered by the
search warrant, staff will cooperate, since failure to do so could result in staff
members being arrested.

Staff will disclose no information whatsoever about the search to anyone other
than the Library Director, the President of the Board of Trustees, the BCFL
Executive Director, the library attorney, or the BCFL attorney. It is illegal to
disclose to any other person (other than those persons necessary to produce the
tangible things sought in the warrant) that the FBI has sought or obtained records
or other items under FISA.

Adopted by the Board of Directors May 20, 2009
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MNG2
Free Library of New Hope and Solebury
Management Policy
Endorsement of ALA Bill of Rights and Freedom Statements

The Free Library of New Hope and Solebury encourages free access to ideas and supports
the right of the individual to secure information. The Library upholds the principles found in
the American Library Association’s “Library Bill of Rights.” "Freedom to Read,” and
“Freedom to View" statements.

Adopted by the Board of Trustees April 15, 2009
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Request for Reconsideration
Please use this form for titles owned by the Free Library of New Hope and Solebury.
Return to: Board of Trustees, Free Library of New Hope and Solebury

93 West Ferry Street, New Hope, PA 18938

Title

Author

Publisher/Production Company
Copyright date

Format (book, CD, audio book, etc)

Name
Library Card Number
Address

City, State Zip
Phone
E-Mail

If complaint is being made on behalf
of another person or a group, please
list name, address, phone number:

Have you read/viewed/listened to the
material in its entirety? YES NO

Reason for Reconsideration (use
other side or attach additional sheets
if necessary)

Action you would like to see taken
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Appendix A

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.

Il 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.

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

IV. 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. 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.

MNG 2 Page3o0f8



Appendix B

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

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

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

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

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

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

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

We therefore affirm these propositions:

1.

Itis 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.

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

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

5. Itis notin the public interest to force a read

r rto accept the prejudgment of a label
characterizing any expression or its autho

)
"as subversive or dangerous.

The ideal of labeling presup@o es the existence of individuals or groups with wisdom
to determine by autf“om’fy what is good or bad fo It presupposes that
individuals must be directed én maKking ’ out the ideas they examine.

g

&)

But Americans do not need others to do their this

rthem.

6. Itis the responsibility of publishers and it
freedom to read, to contest encroach

arians. as guardians of the people’s
s upon that freedom by individuals or

nenis
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.

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

7. ltis 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.
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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.

American Library Association and the American Bock Publishers Council, which in 1970
consolidated with the American Educational Publishars Institute to become the Association
of American Publishers.

Adopted June 25, 1853, by the ALA Council and the AA

lom to Read
Committee; amended January 28, 18972; January 1 1

. 2000; June 30, 2004.

~
L i

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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Appendix C

Freedom to View Statement

The FREEDOM TO VIEW, along with the freedom to speak, to hear, and to read, is
protected by the First Amendment to the Constitution of the United States. In a free

society, there is no place for censorship of any medium of expression. Therefore these
principles are affirmed:

This statement was originally drafted by the Fr
Film and Video Association (formerly the Educ
adopted by the AFVA Board of Directors in ”ea

approved by the AFVA Board of Directors in 1988,

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

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

To provide film, video, and other audiovisual materials which represent a diversity of
views and expresszon Selection of 2 work does not constitute or imply agreement
with or approval of ‘i‘e content.
To provide a diversity of viewpoints without He constraint of labeling or prejudging
film, video, or other auc:ov;sgai m the basis of the moral, religious, or
political beliefs of the producer or fi r on the basis of controversial content.
To contest vigorously, by all lawful r e’* encroachment upon the public's
freedom to view.

w Committee of the American
ibrary Association) and was

Ja@f 1979, This statement was updated and
G

Endorsed January 10, 1990, by the ALA Council
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Free Library of New Hope and Solebury
Management Policy

Statistics and Reports

'he Free Library of New Hope and Solebury collects statistics and creates reports in
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Free Library of New Hope and Solebury
Mlanagement Policy

Petty Cash

Policy Statement
The Free Library of New Hope and Solebury maintains a supply of petty cash in order to
be able to make change for library patrons and fund small purchases.

Regulations

The Treasurer of the Board of Trustees establishes procedures for the proper handling of
petty cash.

Procedures

During library hours a supply of petty cash not to exceed $50 will be kept in the drawer of
the circulation desk. If the amount in the drawer exceeds $50, the excess amount will be
moved to a secure location. If insufficient change is in the drawer, staff will bring additional
money to the desk from the secure location.

All payments made from petty cash are recorded. Disbursements are detailed on forms
which are signed by the library staff member authorizing the disbursement. Each form will
be attached to a receipt detailing the expenditure. If no receipt is available, a second staff
member or the Treasurer must countersign the form.

The intent of petty cash is to disperse cash for small expenditures normally $50 or less.
Volunteers and staff should be encouraged to use the normal payment process of check
requests since there is more control and records in these transactions. On occasion petty
cash will be used to authorize payments for larger amounts with the following
authorization schedule.

The Library Director or the Treasurer may individually authorize a petty cash
disbursement up to $100. The Library Director and Treasurer together may authorize a
petty cash disbursement of up to $200.

Fines received and entered into the petty cash supply are recorded through the integrated
library system. A report is generated daily and printed for the bookkeeper. Other funds
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generated by the library and entered into the petty cash supply are recorded on a taily
sheet which is provided to the bookkeeper weekly.

Excess petty cash is delivered to the bookkeeper weekly. The excess petty cash should
never be more than $500. If there is an excess amount the bookkeeper or the treasurer
should be contacted so a special pick-up can be arranged.

Petty cash is reconciled weekly.

Additional temporary petty cash funds may be established by the Treasurer on an as-
needed basis. These funds will be maintained for no longer than two weeks. When use
of the special fund is complete, the fund will be reconciled by the bookkeeper.

The handling of petty cash will be reviewed as part of the audit performed every third
year.
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Free Library of New Hope and Solebury
Management Policy

Accounting

&
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ree Library of New Hope and Solebury defines accounting procedures to ensure
that ﬂmane' assets of the library are safeguarded.

The Treasurer of the Board of Trustees recommends accounting policy to the Board of
Trustees. Policies are enacted by the Board as a whole.

rsements of money made on a regular, recurring basis (e.g. payment of monthly
pz'epere d by the bookkeeper and authorized by the treasurer. Except in cases
fe :ee;’geﬁc; any mueuai disbursement of money over the amount of $200 must be

B J
President anci ‘reasurer acting together, or el‘ther owfﬂcer acting wuh a majorr‘[\/ of the
10 members who can be reached immediately, may authorize the necessary

r of the Board of Trustees establishes accounting procedures in
ith best practices and ensures that policies and procedures are followed.
ncial policies anc procedures will receive outsice oversight in the a”mqai financial
review and the once-every-three-years audit.
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MNG 7
Free Library of New Hope and Solebury
Management Policy

Fundraising and Donations

Policy Statement

The Free Library of New Hope and Solebury needs money to survive and continue to
offer services to the public. Fundraising and solicitation of donations are crucial to the
library’s financial health.

Definitions

‘Fundraising” is defined for this policy as any effort to gather money through means
other than the provision of library services. A “donation” is defined for this policy as a gift
of money, tangible material, or services.

Regulations
Fundraising

Organized fundraising campaigns are planned and managed by the Board of Trustees.
The Board determines how funds will be solicited, acknowledged, invested and spent.

Donations

The library accepts and actively solicits donations of cash and checks. The Treasurer of
the Board of Trustees establishes procedures for proper handling of monetary donations.
Monetary donations will be acknowledged in writing within one month. The Board of
Trustees will establish procedures for acknowledgement of monetary donations.

The Board of Trustees determines whether funds restricted for particular purposes can
be accepted.

The library accepts donations of equipment and furniture at the discretion of the Library
Director. The Director is responsible for acknowledging donations of equipment and
furniture.
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Free Library of New Hope and Solebury
Mlanagement Policy

Records Retention

POLICY STATEMENT

The Free Library of New Hope and Solebury (the “Library”) retains records to
ensure that legal requirements are met and that necessary information is
preserved. Records are destroyed when appropriate to save space and ensure
privacy.

Documents created or collected by the Library Director are retained by the

Director. Documents created or collected by the Board of Trustees are retained
by the respective Trustees. Financial documents are retained under supervision
of the Treasurer; some of these documents may be retained by the bookkeeper.

All retained records must be stored in a safe and secure location(s) and in
accordance with a filing system(s) that allows the records to be retrieved easily
when needed, while balancing space and other reasonable considerations facing
the Library and its manner of operations.

This policy applies to all records generated in the course of operating the Library,
including paper and electronic documents.

In the event that the Library is served with any subpoena or request for
documents or any staff member or Trustee becomes aware of a governmental
investigation or audit or any litigation concerning the Library, that staff member or
Trustee will inform the Director and any further disposal of documents will be
suspended until the Director, with the advice of appropriate counsel, determines
otherwise.

REGULATIONS

Printed Correspondence:

Correspondence that supports a particular project should be kept with other
records pertaining to that project and take on the retention time of that particular
project file. Generally, correspondence pertaining to non-routine matters or
having significant lasting conseguences should be kept permanently.




Generally, the retention schedule for routine correspondence having no
significant, lasting consequence is two years. Examples include:

- Letters and notes that require no acknowledgement or follow-up,
such as notes of appreciation or congratulations, letters of transmittal, and
confirmation or plans for meetings or events;

- Form letters;

Letters of general inquiry and replies that complete a cycle of
correspondence;

~ Letters of complaint requesting specific action, and;

_ Letters of inconsequential subject matter or that definitely close
a discussion. |

Electronic Messages and Documents: i~

The length of time a PDF or text file should be retained is based on the content of
the file as reflected in the Record Retention Schedule. [t is the responsibility of
the appropriate staff member, Trustee or other party who maintains said files to
delete electronic files older than the dates specified in the Record Retention
Schedule.

. Most e-mail is considered routine and transitory
correspondence, with a retention period of not greater than two years.

~ Forinternal correspondence and documents, the originating staff
member or Trustee, and not the recipient/s, is generally responsible for
record retention of those items, including communication to all appropriate
staff when key documents have been revised or have become obsolete.

. Library staff will not store or transfer Library-related e-mail to
non-work computers and will take care to avoid sending confidential
Library information to outside sources.

- Library staff are responsible for securing key documents in
folders on an server/shared drive in addition to archiving them on their
individual PC hard drives. -

- When an employee severs employment with the Library, an
image of all electronic files maintained by that employee may be
preserved for future access and business purposes as needed.

Note: Integrated library system files are maintained by the District/Consortium
Information Technology Department, which is responsible for retention policy and
procedures for these records.




RECORD RETENTION SCHEDULE

Note: All records are retained in Library Files at the Library or may be
electronically accessed from the Library unless otherwise indicated below.

 RECORD TYPE

LOCATION

RETENTION PERIOD

ACCOUNTING/FINANCE

“Accounts Receivable Ledger

Fiscal Year plus 6

Audits

Permanent

Bank Statements

Fiscal Year plus 6

Budgets

10 years

Canceled Checks

Fiscal Year plus 6

Capital Outlay Files - Permanent
Cash Journals - Fiscal Year plus 6
Chart of Accounts Permanent

Check Registers

Fiscal Year plus 6

Contracts (Annual)

3 years after expiration

Contracts (Long-Term or
- Renewable)

- 6 years after expiration

- Deeds, Bills of Sale, Maps, Permanent Fire Box or Safe
- Surveys and Other Real Estate Deposit Box
Documents
- Depreciation Schedule Permanent
Donation Records Permanent
Donor Files (Monetary 7 years

Donations)

- Donor Files (Property Donations)

7 years or while in
possession of Library

Expense Reimbursements

Fiscal Year plus 6

General Ledgers/Journals Permanent
_incident/Accident Reports 10 years
insurance Claims 10 years

insurance Policies, including
Property, Liability and Worker's
- Compensation

- 2 years after expiration
provided all claims
settled

investment Records

Fiscal Year plus 6

Library Files and
Board Treasurer

Library Material Inventory

Until superseded or
obsolete

Library Material Inventory 2 years
(Collection) Purchase and
Disposal Records
- Monthly Financial Report to the Permanent Library Files and

- Board

Board Treasurer

Payroll Records

Fiscal Year plus 6

~
J




Petty Cash Records

Fiscal Year plus 6

- Tax Exemption Documents.
including application and IRS
determination letter

Permanent Fire Box or Safe

Deposit Box

Tax Returns

FPermanent

Fire Box or Safe
~Deposit Box

Vendor Invoices

Fiscal Year plus ©

W-2 Forms

~ Fiscal Year plus 6

 BOARD AND CORPORATE

~Annual Report to State Library Permzanent
_Application for State Aid Permanent
Board Meeting Minutes Permanent
- By-laws and Articles of Permanent Safe Deposit Box
incorporation
Board Committee Meeting Permanent
Minutes (if available)
Community Surveys, including 3 years
Statistical Summaries
Consultant Reports 4 years
- Director’s Reports to Board Permanent
- Formal Legal Opinions Permanent

Grant Applications and Contracts

~

- Fire Box or Safe
Deposit Box

5 years of retention
required by funding
agency

_Grant Applications (not awarded)

1 year after application

' Historical Files

| Permanent

~Litigation Records

5 years after case is

closed and appeals
exhausted

Minutes of Board Meetings

- Fire Box or Safe
Deposit Box

Permanent

Policies

All current plus 5 years
after superseded

Strategic Plans

Permanent

Technology Agreements

Until superseded -

Technology Agreements (sighéd)

Fiscal year plus 6 years
after expiration

Technology Plans Permanent
CORRESPONDENCE/OFFICE
Bill Collection Correspondence 2 years
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for release of information,
- continuing education records,
disciplinary action documents.

personal identification or contact

information, background check
information, exit interview,
handbook receipt form (signed),
~ job description, letters of
reference, offer letter, payroll

- change notices, performance

appraisals, information related to

payroll and applicable benefit
plans, accident reports, medical
~information of any kind, and
reqguests for medical leave of
absence

W-4 forms

4 yea"k“ﬂe*

superseded or

terminationr

- Garnishment/Court Orders for
- Payroll Deductions

wPayroli Deduction Reg uests

‘ rescmued or }- y

2 years after order

Until r“p aced or
revoked by emplovee
or 7 years sffer
termination

FACILITIES/INFORMATION
TECHNOLOGY

Bids (Successful and
Unsuccessful)

Fiscal year plus 6 years
after ex
- contraci

iration of
CANG [ It

_Building Blueprints

- Permanent

_Building Project Plans

3 years

_Building Project Records
Building Specifications

erermmen

Life of structure

Capital Leases

Construction Projects

. Fiscal yea _

m Leases for
nt (one year or less)

16 yecrs after or@,ect Fire Box or Saf
__completion Deposit Box
Life of QQL, nent
5 years

Fiscal year 0!
after expiratic

6



lr“'

Licenses and Permits

Oﬂg EFW Leases for

.W’an rmem

Leases for Real Estate

~ Fiscal year plus 6 years |

after expiration

* Fiscal year plus 6 years

after expiration

Fire Box or Safe |
Deposit Box

Fiscal year plus 1 year
after expiration

Fire Box or Safe
Deposit Box

~While current plus 2

years

Fire Box
(original);
Displayed on site
as needed (copy)

-~ Until no longer of

management value or
annual cumulation,
whichever is first

Meeting Room ﬁwncm,“nb
)

(completed)

~marketing value

Fr FPermanent

Friends N -3 vyears Library Files
Library Card Applications E d of 1 o!lowmg Library Files
Library User Discipline vears cszel' date of Library Files
Documents (incident Reporis last incident i

and Backup) and Accicent

Librar ~ Until superseded Library Files
Licrary | tions/Newsletters  Until no longer of Library Files

ws Articles, Press Relegses
an 6 Public Relations Records

\

Z years Library Files;
most current on
‘ website
1 vear Library Files;

; most current
- blank form on

website

Operating Procedures

Until superseded

Library Files

Training Manuals

Until superseded

Library Files

Volunteer Applications
(completed) and Related Service

Current and 1 year
after service ends

Library Files

i

romwen?s special reports,
elated correspondence

RDCO A&m
Volunteer Time Records - Until monthly Library Files
| cumulation
Frogram development/planning 2 years Library Files




- Paper Requests for inter-library  Only while current (or
loans and inter-branch requests  up to 1 year if
' necessary to collect
statistics)

Approved by the Board of Trustees April, 2015




MNG ¢
Free Library of New Hope and Solebury
Management Policy

SUILDING MAINTENANCE

ce Library of New Hope and Solebury provides library users with clean, safe,
secure amd comfortable environments in which to use library materials and services.

fhe Library | ';eczor notifies the Board of Trustees when maintenance of library facilities
| ed. T | of Trustees prioritizes and assigns all maintenance and repairs,
and approves contractors 1o be %%sé‘ecz on a Contact List posted in the library.

In the event an emergency repair is required before the next regularly scheduled

i ting of U rustees, the Library Director will notify the President of the

or her designatec representetive. If an emergency repair is needed and no
Board member can be contacted immediately, the Library Director will assign the repair
{0 a contractor on the current Contact List maintained at the library. if the Library
Director is not present and cannot be reached, the Library Assistant will assign the
repalr 1o a contractor from the Contact List.

[he Board of Trustees selects and hires e cleaning contractor who performs regularly
d cleaning and light interior maintenance under the direction of the Library

The Board of Trustees selects and hires an outdocr contractor who cuts grass, rakes
| removes snow and ice under the direction of the Library Director.

ers assist in maintaining the orderliness and safety of
na individua! or shared staff work areas. This means:
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e Use only bulletin boards or other sign holders to display and mount items on
walls or furnishings. Where absolutely necessary, special easy-release masking
tape may be used.

e Remove damaged library furniture from use or ensure that it is removed if it
poses a hazard

e Use furniture and equipment only as designed and intended for use
o Keep floors free of objects that could cause library users or staff to trip or fal

e Keep all public and work areas free of accumulated items that shouid be
discarded, including old equipment, materiais and furniture

e Keep all fire exits, hallways, doorways and work su

debris.
If the library remains open while awaiting a repair, library employees initiate work-
arounds to reduce any inconvenience. Examples include closing off or rotaiing in and
out of areas that are too hot or too cold while awaiting ' h

bottled water with petty cash if the water system fails.

Library employees and volunteers are not required or forced to remain on duty or report
to work when the library opens with a facilities problem that makes them ph\f&ua@zy ilor
uncomfortable.

The library makes a good faith effort within budget and other constraints to maintain its
facilities. A library employee who makes false statements about facilities concerns or
the library’s efforts to members of the public will be subject to disciplinary action. up ¢

and including dismissal.

The President of the Board of Trustees or his or her designated representative and the
Library Director are the sole points of contact with outside contractors and vendors.
Other library employees may contact outside contractors and vendors only when
instructed to do so by the President of the Board of Trustees or his or her designated
representative or the Library Director. The President of the Board of Trustees or nis or
her designated representative alerts the Library Director to scheduled visits and makes
arrangements for an employee to be on site when necessary.

No volunteer or community group may perform any maintenance or ’mprovament
activities or contract for any maintenance or improvements, including on the libran
grounds, without submitting plans and receiving advance approval from the Board of
Trustees. This includes library volunteers and donors.
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All facilities work is documented. The library bookkeeper maintains file copies of all
work orders and receipts.

The Library Board reviews f iiiy elated items in the operating budget on an annual
£ as%s. The Board is informed of any priorities, projects or problems that will be
a

corrected in the upcoming ou d ge r.

-t
[

/e

Approved by the Board of Trustees April 15, 2009
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MNG 10
Free Library of New Hope and Solebury
Wlanagement Policy
Emergencies and Disasters

o, x e

Policy Statement

LY

Emergencies and disasters can strike anywhere at any time, despite the best efforts to
maintain safety. The Free Library of New Hope and Solebury prepares to deal with
disasters and emergencies o ensure an effective response to unexpected
circumstances and to promote practices which will minimize harm to people and
damage to property.

Definitions

For the purposes of this policy, an emergency or disaster is understood to be an
unexpected occurrence which poses an immediate, significant threat to people and/or
oroperty and which requires an immediate response.

Regulations

in the event of an emergency requiring the immediate assistance of emergency
personnel (fire, police, paramedics, ambulance, and similar personnel) the senior staff
person present in the library will immediately call 911. As soon as it is safe to do so,
staff members will contact the Library Director and the President of the Board of
trustees, if they are not already present. The President of the Board of Trustees or
Library Director will contact the library insurance carrier and other Board members if
necessary.

The senior staff person present may make the determination that the facility must be
evacuated. If possible, this decision should be made after consultation with emergency
personnel, or with either the Library Director or the President of the Board of Trustees,
but if the senior staff person determines that immediate evacuation is necessary, then
evacuation should proceed in an orderly manner. Evacuation should be ordered if there
is any indication whatsoever that the safety of people in the library is at risk.

Under no circumstances should staff members attempt to fight fires themselves.
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Under no circumstances will uncertified staff members offer emergency first aid. If a
staff member possesses a current, valid certification in CPR, and if that staff member
judges that CPR would be appropriate, the staff member may offer CPR unti
emergency personnel arrive on the scene.

A list of contact numbers and a sheet showing the locations of fire extinguishers and
exits will be maintained at the Circulation Desk. Fire extinguishers and fire alarms will
be inspected annually and receive maintenance as needed. Paid and volunteer staff will
receive training in emergency policies and procedures.

If members of the media or local officials recuest information about an emergency or
disaster, these requests must be forwarded to the Library Director or the President of
the Board of Trustees.

The senior staff member in the library at the time of the emergency or disaster wili
prepare a written report of what happened, what steps were taken by staff, and what
injury or damage (if any) resulted from the incident. This report shall be completed
within 24 hours and shall be sent to the Library Director and the President of the Board
of Trustees.

Adopted by the Board of Directors May 20, 2009
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MNG 11
Free Library of New Hope and Solebury
Management

INCLEMENT WEATHER

Policy Statement

The Free Library of New Hope and Solebury maintains posted hours of operation unless
inclement weather makes it unsafe. Inclement weather closings are handled as quickly
and efficiently as possible to prevent injury, save lives, protect property and eliminate
unnecessary confusion and anxiety.

Regulations

The Director or the Board President may determine when the library will close or delay
opening because of inclement weather. When neither the Director nor Board President
is available to make necessary decisions, the Director assigns responsibility to an
alternate individual.

One or more of the following criteria are used when deciding about closing or delaying
the opening of the Library:

e The predicted arrival time, severity, and accumulation of a storm

¢ The predicted rising or falling temperature

The presence of ice or icy conditions

¢« The presence or anticipated presence of salt or other ice deterrent on public
roads

¢ Reports from the National Weather Service
« Declaration of a state of emergency by any level of government

s Closing of the New Hope-Solebury School District

n the library is already open, a minimum of 30 minutes notice will be given to staff,
clunteers and library users before closing. Library staff will walk through the building
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and notify Individuals in the library of the impending closing. Scheduled staff and
volunteers not yet in the library will be notified by email and by phone as quickly as
possible.

When the library is closed, the Director will make his or her best effort to notify staff and
scheduled volunteers of closing or late opening at least one hour prior to their
scheduled shifts. Notification will be by both email and by phone whenever possible.
Staff and volunteers should monitor their email and phone messages when inclement
weather is forecast.

Staff members will make an effort to contact each individual and group scheduled to use
the facility, and will post a sign on the main public door announcing the closing and
anticipated reopening.

Staff members must ensure that children and adults have transportation home. If 2
child or adult does not have transportation, a staff member will wait with the person until
transportation arrives. Staff members do not transport library users to their homes or
any other location.

Full time employees are paid for the closing day as for a working day. Employees are
not required to remain on duty or report to work when the library opens during inclement
weather. Employees and volunteers who feel it is unsafe to travel although the library |
open should stay home, and should notify the Director or Library Assistant by telephone
and email as soon as possible.

The library maintains a snow removal contract for sidewalks. Contact information for the
contractor who performs snow removal will be posted on the library staff bulletin boara.
The Director and staff report problems with snow removal by phone and email to the
Board President or his/her designee. The Director or Library Assistant may aiso contact
the contractor directly to request service, but may not negotiate any changes to the
existing contract.

As soon as a decision is made to close the Director or Library Assistant will notify Bucks
County Public Libraries Information Technology staff to request that the library be
marked closed and that all due dates for the day be shifted to the next day. Borrowers
are not charged late fees for materials which were checked out from the Free Library of
New Hope and Solebury and come due during the period of time the library is closed
due to inclement weather. The Director or Library Assistant will also send an email
message to the Bucks County Public Library list “ALL” to notify all members of the
system of the closing and the anticipated reopening time.
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Adopted by the Board of Trustees March 18, 2009.
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MNG 12

Free Library of New Hope and Solebury
Management Policy

Holiday Closings

Policy Statement

The Free Library of New Hope and Solebury closes for holidays to allow staff and
volunteers a well-earned break from work.

Regulations
The library will close each year for the following days:

New Year’s Day
President’s Day

Memorial Day
Independence Day

Labor Day

Thanksgiving

Day after Thanksgiving

Day before Christmas
Christmas

Day before New Year's Day
Personal Holiday (TBD by employee)

Holiday closings will be advertised on a sign in the library door at least one week ahead
of time, and on the library website.

The Board of Trustees reserves the right to alter the Holiddy Schedule as needed. If a
change is made to the current holiday schedule, the policy will be amended formally at
the next regularly scheduled Board meeting, but the change will take immediate effect.

Approved by the Board of Trustees January 7, 2023
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MNG 13
Free Library of New Hope and Solebury

Management Policy
Library Use for Meetings
Policy Statement

The Free Library of New Hope and Solebury manages its space to ensure that all patrons have the
highest quality library experience.

The small meeting room (the “Community Room™) is used primarily to support library programs,
meetings and other activities. When not required for library use, the Community Room may be
reserved by groups, including informal groups and non-profit and for-profit organizations (collectively,
“groups”). for their own internal purposes.

Tutors may meet quietly with one or two students at tables on the first floor, if such tables are available.
A group of no more than four individuals wishing to hold a quiet, informal meeting may also use those
tables. No reservations shall be made for use of tables on the first floor. Tables are available to all
patrons on a first-come. first-served basis.

Space on the library's second floor, except in the Community Room, may not be used for outside group
meetings or work. Such space is reserved for individual use only.

Additional Rules Governing Group Use of Library Space

1. Use of the Community Room and all other space in the library is governed by the library
policies, including. but not limited to, Library Behavior Policy (CUS 2), the Programs in the
Library Policy (GVS 1) and the Co-Sponsored Programs in the Library Policy (GVS 2). Use of
any space in the library must not interfere with operations of the library or require care or
service beyond what is normal and routine for library operations. The Director, at his or her
discretion, may ask any group to discontinue use of any library space, if that group's conduct,
including noise made by the group. is interfering with the library experience of other patrons or
is otherwise in violation of any library policy.

(3]

No part of the library may be used by outside groups for social events or for events where
participants pay to attend. An outside group may not use the library for a public event unless
the library has explicitly agreed to co-sponsor the event in accordance with the Co-Sponsored
Programs in the Library Policy (GSV 2) or unless the Director and the Board of Trustees have
explicitly made an exception. Unless otherwise approved in advance by the Director, no space
in the library is to be used by outside groups or individuals for fundraising or for the sale of
goods or services or the recruitment of, or marketing to. prospective commercial clients.

(WS

Outside groups may not use the library's name, address or telephone number as their official
contact information. Outside groups may not publicize their meetings or events in such a way
as to imply library sponsorship or that the meeting is open to the public. Use of library space
does not in any way constitute the library's endorsement of the beliefs or ideas expressed by
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groups using the space.

4. The library is not responsible for equipment. supplies, materials, or any other personal property
owned by those using library space, and all such items must be removed immediately after use
of that space. Groups using the Community Room or any other space in the library are
responsible for meeting set up and for leaving the space in its original condition, prior to the
meeting. The library is not responsible for any administrative activities related to outside group
meeting attendees. including. but not limited to. registering attendees. canceling attendee
registration or coordinating activities. A fee. determined by the Director and approved by the
Board of Trustees. will be charged in the event that any library space is not returned to its
original state following use. Groups may not hang items on library walls, use open flames of
any kind in the library. bring alcohol on to library property or otherwise violate any library
policy.

5. A group may not sublet or transfer its rights to use the Community Room to any other
individual or group.

6. An adult applicant. 18 years of age or older. will be responsible for any groups of children
under the age of 18 using the Community Room. Unless otherwise approved in advance by the
Director, an adult must be present at all times in the Community Room with any groups of
children under the age of 16.

7. All meetings must be held during the library's hours of operation and must end fifteen minutes
before the library closes. A fee, determined by the Director, will be charged in the event that the
library staff must remain in the library beyond hours of operation, because of a group or
individual using the Community Room.

8. The Director may deny continued use of the Community Room or other library space to groups
that violate this Library Use for Meetings Policy (MNG 13), the Library Behavior Policy (CUS
2). posted in the Community Room and available at the circulation desk, or any other library
policy.

Community Room Reservations and Fee Schedule

The Community Room is intended to be self-supporting. To reserve the Community Room, for-profit
groups will be charged $15 and all other groups will be charged $5. which will cover the library's
maintenance and overhead costs. The Director may waive the fee at his or her discretion.

A Community Room Reservation Application must be completed, signed and provided to the Director,
with applicable fees, no later than one week prior to the requested date*of use. The Director will
determine how far in advance of a mecting a group may submit a Reservation Application. The
Reservation Application is located on the library's website. and hard copies of the Reservation
Application are available at the circulation desk. Any individual who submits a Reservation
Application must be 18 years of age or older, unless otherwise approved in advance by the Director,
and will be held responsible for the conduct of the group. A separate application must be submitted for
each use of the Community Room.




Cancellation of Group Meeting and Denial of Reservation Application

An individual who completes a Reservation Application for the Community Room is responsible for
prompt notification to the Director if his or her meeting is canceled. In order to receive a refund of
fees, notice of cancellation must be received at least 72 hours prior to the scheduled use. The library
reserves the right to deny use of the Community Room to groups that frequently cancel meetings or fail
to notify the Director of cancellations. An individual who reserves the Community Room is
responsible for notifying attendees if the scheduled meeting is canceled. The library is not required to
post information about such cancellations.

The Director reserves the right to cancel any reservation or deny any Reservation Application. An
appeal of this decision can be made to the library's Board of Trustees at 93 West Ferry Street, New
Hope PA.




MNG 14
Free Library of New Hope and Solebury
Management Policy

Exhibits and Displays in the Library

Policy Statement

The Free Library of New Hope and Solebury manages its space to ensure patrons the
best possible library experience. This policy defines the exhibits and displays which may
be created within the library, or by the library in other locations. Library space is very
limited, and space is primarily used for the library collection.

Regulations

Temporary exhibits and displays may be created by library staff with the permission of
the Library Director. The location to be used will be determined by the Library Director,
based on available space and the needs of library patrons. Decisions about exhibits and
displays shall be guided by the library’s mission statement, vision statement, and
strategic plan.

Under no circumstances will the library create any display which endorses a political
viewpoint or candidate or in any other way conflicts with the library’s status as a 501(c)3
non-profit corporation.

No outside group may mount an exhibit or display within the library or on library grounds
without express advance written consent of the Board of Trustees.

The library may mount displays or exhibits at venues outside the library. These displays
or exhibits will be planned and presented by the Library Director or the Director’s
designee. Decisions about exhibits and displays shall be guided by the library’s mission
statement, vision statement, and strategic plan. Every effort will be taken to ensure that
library property is safeguarded while it is off-site. Collection materials displayed off-site
will first be charged to a special library card to ensure the materials are accounted for

properly.

Any library patron with a complaint about library exhibits and displays may address the
complaint in writing to the Library Director. If the situation cannot be resolved to the
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patron’s satisfaction, he or she is welcome to share that opinion with the Board of
Trustees in writing. No reply will be offered for anonymous opinions.

The Board will consider the appeal at their next regularly scheduled Board meeting to
which both the library patron and the Library Director or their designees will be invited to

share their views and concerns. The decision of the Board will be final.

The President of the Board of Trustees or such person as the President may designate
will respond to the library patron in writing regarding the outcome of the review.

Adopted by the Board of Directors May 20, 2009
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MNG 15

Free Library of New Hope and Solebury
Management Policy

Bulletin Boards

Policy Statement

The Free Library of New Hope and Solebury has limited display and counter space. The
purpose of this policy is to outline the ways in which the library manages bulletin board
postings and other informational displays to maximize available space and ensure that
the public has access to valuable information about events and services.

Regulations

The library maintains one electronic bulietin board behind the circulation desk for library
news and events and events and programs offered by other non-profit organizations in
the community. Other display areas in the lobby (such as wire racks and the lobby
counter) may be used for information of educational interest, information on local arts
events, free local periodicals, items offered for sale by the library, maps, and information
about local non-profit organizations.

Only library staff may post an item on the bulletin board or place it in the lobby. Signs in
the lobby will clearly state that no one may post any item without the approval of library
staff. People wishing to display items must present them to library staff for approval and
placement. Those wishing to display their notice electronically must bring their flier in an
8X10 scan-ready format. The decision of the Library Director about approval and
placement of each item will be final. Decisions will be guided by the library’s mission
and vision statements, the goals of the library’s 5-year plan, and information requests
made by patrons.

Items placed in the library without proper approval will be removed immediately upon
discovery and discarded.

Library staff will examine all items once per week to ensure that no out-of-date items are
displayed.

&

o
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Any library patron with a complaint about bulletin board postings or placement of other
information in the library lobby may address the complaint in writing to the Library
Director. If the situation cannot be resolved to the patron’s satisfaction, he or she is
welcome to share that opinion with the Board of Trustees in writing. No reply will be
offered for anonymous opinions.

The Board will consider the appeal at their next regularly scheduled Board meeting to
which both the library patron and the Library Director or their designees will be invited to

share their views and concerns. The decision of the Board will be final.

The President of the Board of Trustees or such person as the President may designate
will respond to the library patron in writing regarding the outcome of the review.

Adopted by the Board of Directors May 20, 2018
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MNG 16
Free Library of New Hope and Solebury
Management Policy

Distribution of Non-Library Materials

Policy Statement

The Free Library of New Hope and Solebury wishes to assist community organizations
to make information available to library patrons, but has limited space. The purpose of
this policy is to outline the ways in which the library will allow distribution of non-library
materials. The Library will designate space for these materials as a public convenience
and not as a public forum. The Library, at its discretion, may decline to include a
presented item or items for reasons of format, content or available space. Acceptance
of a presented item or items does not constitute or imply endorsement by any library
official or by the Board of Trustees of any beliefs, policies or programs expressed
therein.

Regulations

The Library shall designate specific areas for posting and distribution. The Library may
prescribe the size of bulletin board notices. Items must be neat and readable.

Preference shall be given first to library material, and then to information distributed by
government and municipal agencies, information on local arts events, free local
periodicals, maps, and information about local non-profit organizations.

The following items may not be distributed in the library:

a) Materials that support or oppose any political candidate or ballot measure.
However, non-partisan election information, such as that provided by the
Secretary of State or the League of Women Voters will be made available.
Information provided by municipal governments regarding local ballot measures
also will be made available.

b) Materials that support or oppose a specific religious conviction.

c) Materials asking library visitors to sign a petition or letter for causes unrelated
to the Library.
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Only library staff may place an item for distribution. Signs in the lobby will clearly state

that no one may leave any item without the approval of library staff. People wishing to
distribute material must present it to library staff for approval and placement. The "\;{
decision of the Library Director about approval and placement of each item will be final
Decisions will be guided by the library’s mission and vision statements, the goals of the
library’s 5-year plan, and information requests made by patrons.

ltems placed in the library without proper approval will be removed immediately upon
discovery and discarded.

Library staff will examine all items once per week to ensure that no out-of-date items are
displayed. Material already on display may be removed to make way for newer items,
even if the material on display is not yet out-of-date.

Any library patron with a complaint about bulletin board postings or placement of other
information in the library lobby may address the complaint in writing to the Library
Director. If the situation cannot be resolved to the patron’s satisfaction, he or she is
welcome to share that opinion with the Board of Trustees in writing. No reply will be
offered for anonymous opinions.

The Board will consider the appeal at their next regularly scheduled Board meeting to
which both the library patron and the Library Director or their designees will be invited to

share their views and concerns. The decision of the Board will be final.

The President of the Board of Trustees or such person as the President may designate
will respond to the library patron in writing regarding the outcome of the review.

Approved by Board of Trustees June 17, 2009
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