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Bourbonnais Public Library District
03-01
Bill of Rights
The Bourbonnais Public Library District affirms that all libraries are forums for
information and ideas, and that the following basic policies should guide their
services.
1.

Books and other library resources should be provided for the interest,
information, and enlightenment of all people of the community the
library serves. Materials should not be excluded because of the
origin, background, or views of those contributing to their creation.

2.

Libraries should provide materials and information presenting all
points of view on current and historical issues. Materials should not
be proscribed or removed because of partisan or doctrinal
disapproval.

3.

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

4.

Libraries should cooperate with all persons and groups concerned
with resisting abridgement of free expression and free access to
ideas.

5.

A person’s right to use a library should not be denied or abridged
because of origin, age, background, or views.

6.

Libraries, which make exhibit space and meeting rooms available to
the public they serve, should make facilities available on an equitable
basis, regardless of the beliefs or affirmations of individuals or groups
requesting their use.

Approved 11/22/99
reviewed
3/17/03
02/24/20

revised

11/19/12

5/21/07
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Bourbonnais Public Library District
03-02
Ethics Statement for Library Trustees
1. Trustees must promote a high level of library service while observing
ethical standards.
2. Trustees must avoid situations in which personal interests might be served
or financial benefits gained at the expense of library users, colleagues, or
the institution.
3. It is incumbent upon any trustee to disqualify himself or herself
immediately whenever the appearance of conflict of interest exists.
4. Trustees must distinguish clearly in their actions and statements between
their personal philosophies and attitudes and those of the institution,
acknowledging the formal position of the board even if they personally
disagree.
5. A trustee must respect the confidential nature of library business while
being aware of and in compliance with applicable laws governing freedom
of information.
6. Trustees must be prepared to support to the fullest the efforts of librarians
in resisting censorship of library materials by groups or individuals.
7. Trustees who are elected to a library board are expected to perform all the
functions of library trustees.

Approved 2/16/01
reviewed
3/17/03
8/15/16

revised

11/19/12
02/24/20

5/21/07
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Bourbonnais Public Library District
03-03
Statement of Professional Ethics
1. Director and staff shall provide the highest level of service through
appropriate and usefully organized collections, and equitable circulation
and service policies, and skillful, accurate, unbiased, and courteous
responses to all requests for assistance.
2. Director and staff shall resist all efforts by groups or individuals to censor
library materials.
3. Director and staff shall protect each user’s right to privacy with respect to
information sought or received, and materials consulted, borrowed,
acquired, or transmitted.
4. Director and staff shall adhere to the principles of due process and
equality of opportunity in peer relationships and personnel actions.
5. Director and staff shall distinguish clearly in their actions and statements
between their personal philosophies and attitudes and those of an
institution or professional body.
6. Director and staff shall avoid situations in which personal interests might
be served or financial benefits gained at the expense of library users.

Approved 2/16/01
reviewed

revised

3/17/03
5/21/07
2/24/20
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3

Bourbonnais Public Library District
03-04
American Library Association Freedom to Read Statement
The Bourbonnais Public Library District subscribes to the American Library
Association Freedom to Read Statement that follows:
1. It is in the public interest for publishers and librarians to make available
the widest diversity of views and expressions, including those which
are unorthodox or unpopular with the majority.
2. Publishers, librarians, and booksellers do not need to endorse every
idea or presentation contained in the books 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
books should be published or circulated.
3. It is contrary to the public interest for publishers or librarians to
determine the acceptability of a book on the basis of the personal
history or political affiliations of the author.
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.
5. It is not in the public interest to force a reader to accept with any book
the prejudgment of a label characterizing the book or the author as
subversive or dangerous.
6. 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.
7. 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.
Approved 11/22/99
reviewed
3/17/03
11/19/12
2/24/20

revised

5/21/07
8/15/16
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Bourbonnais Public Library District
03-05
American Library Association Freedom to View Statement
The Bourbonnais Public Library District subscribes to the American Library
Association Freedom to View Statement that follows:
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 in any medium of
expression. Therefore, these principles are affirmed:
1. To provide the broadest possible 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.
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 content.
4. To provide a diversity of viewpoints without the constraint of labeling or
prejudging film, video, and 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.

Approved 11/22/99
reviewed
3/17/03
11/19/12
2/24/20

revised

5/21/07
8/15/16
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BOURBONNAIS PUBLIC LIBRARY DISTRICT
03-06
The Illinois Freedom of Information Act
I. The Bourbonnais Public Library District’s:
A. Purpose is to provide materials and services for the recreational, social,
informational, and educational needs of the community.
B. Total operating budget is funded by property taxes, state and federal grants, fines,
charges, and donations.
C. Policies and procedures are controlled by The Bourbonnais Public Library District
Board of Library Trustees, which is composed of seven (7) members that meet on
the third Monday of each month (unless posted otherwise), at 7 p.m. at the library.
D. Operations are reported and answerable to: Illinois State Library, Springfield,
Illinois, whose members are: the State Librarian (Secretary of State), the Director
of the Illinois State Library and various other staff.
II. You may request the information available to the public in the following manner:
A. Use request form SP1—Freedom of Information Form.
B. Your request should be directed to the Bourbonnais Public Library Director.
C. You must indicate whether you have a “commercial purpose” in your request.
D. You must specify the records requested to be disclosed for inspection or to be
copied. If you desire that any records be certified, you must specify which ones.
E. To reimburse the library for the actual costs of reproducing and certifying (if
requested) the records, you will be charged the following fees:
First 50 pages black and white text either letter or legal size no charge.
Additional pages over 50, $.25 per page for copies.
$1.00 per page for certification of records.
The actual copying cost of color copies and other sized copies will be
charged.
F. If the records are kept in electronic format, you may request a specific format and
if feasible, they will be so provided, but, if not, they will be provided in the
electronic format in which they are kept.
G. The Director will respond to a written request within five (5) business days or
sooner if possible. An extension of an additional five (5) business days may be
necessary to properly respond.
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The Illinois Freedom of Information Act (continued)

H. Records may be inspected or copied. If inspected, an employee must be present
throughout the inspection.
I.

III.

The place and times where the records will be available are by appointment with
the Library Director.

Certain types of information maintained by the library are available for inspection and
copying upon request during normal business hours. The following types or
categories of records are maintained under our control:
A. Monthly Financial Statements
B. Annual Receipts and Disbursements Reports
C. Budget and Appropriation Ordinances
D. Levy Ordinances
E. Operating Budgets
F. Annual Audits
G. Minutes of the Board of Trustees
H. Adopted Ordinances and Resolutions of the Board
I.

Library Policies, including Materials Selection

J. Annual Reports to the Illinois State Library

Approved 5/15/00
reviewed

revised
3/17/03
11/19/12
8/15/16
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Bourbonnais Public Library District
03-07
Confidentiality of Records
The Bourbonnais Public Library District abides by Illinois Law, 75 ILCS 70/1
Library Records Confidentiality Act, which states that the records of patron
transactions and the identity of registered library patrons is confidential material.
The Bourbonnais Public Library District does not make available the records of
patron transactions to any party except in compliance with the law.
The Bourbonnais Public Library District does not make available lists of
registered library patrons except in compliance with the law.

Approved 5/15/00
reviewed
3/17/03
11/19/12
2/24/20

revised

5/21/07
8/15/16

5/18/09
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Bourbonnais Public Library District
03-8
Use of Library Meeting Rooms
The policies governing the use of the meeting rooms of the Bourbonnais Public
Library District are in accordance with Article 5 of the Library Bill of Rights.
PRIORITY IN SCHEDULING the use of the Library meeting rooms shall be
given in the following order:
1.

Library sponsored programs and meetings

2.

Educational, cultural, civic and public information events of
organizations whose membership includes at least 50% Bourbonnais
Public Library District residents

3.

Meetings of official agencies, committees and boards of governmental
entities located within the boundaries of the Bourbonnais Public Library
District

4.

Businesses holding commercial meetings

Effective January 1, 2020
FEES are based on the category of the group or organization reserving the
meeting room: governmental agencies, not-for-profit community groups,
educational organizations, and businesses.
1. Governmental agencies and the Friends of the Library may use the
meeting rooms at no cost. No deposit is required for these groups.
2. Not-for-profit community groups and educational organizations may use
the room at a cost of $25 per meeting room for a half day (up to four
hours) or $50 per meeting room for a full day.
3. Businesses may use the room for commercial purposes at a cost of $75
per meeting room for a half day (up to four hours) or $150 per meeting
room for a full day.
4. There is a $50 refundable deposit for the use of any A/V equipment.
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Use of Library Meeting Rooms (continued)

RESTRICTIONS IN SCHEDULING apply to the use of the Library
meeting rooms:
1.

No admission charge, collections (except for regular club dues,) or
other money-raising activities may be attached to any meeting in the
Library, without the express permission of the Director, unless all
proceeds are to go to the Library.

2.

The meeting rooms will not be available for purely social gatherings,
religious services, or national political party programs.

3.

Meetings that would interfere with the functions of the Library and/or its
patrons because of noise or other factors, such as parking utilization
are not permitted.

4.

Classes involving the use of hazardous materials are not permitted.

5.

The name, address, or telephone number of the Bourbonnais Public
Library District may not be used as the address or headquarters for
any group using the Library for meeting purposes with the exception of
the Friends of the Bourbonnais Library.

RESERVATIONS for meeting rooms:
1.

Applications for the use of the meeting rooms should be made on form
SP2—Use of Meeting Rooms provided by the Library.

2.

Applications must be submitted as far in advance as possible.
Reservations will be made not less than twenty-four (24) hours in
advance of the date requested, and are limited to three months in
advanced scheduling.

3.

Applications for the use of the Library facilities do not guarantee
approval. Applications will be approved on a first come, first served
basis subject to the general policy and priority of use.

4.

Applications and cancellations shall be submitted to the Director (or
other designated person). No group shall assign its space or
reservation to another group. If the meeting room is not used and a
cancellation is not given to the Director, meeting room privileges may
be suspended at the discretion of the Director.

5.

The Director reserves the right to cancel any reservations by giving at
least one (1) week’s notice.

6.

All deposits and fees must be paid within two business days of the
room being booked or the reservation is forfeited.

7.

Equipment deposit will be refunded within one week of the final
meeting, after equipment has been verified by staff to be undamaged.
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Use of Library Meeting Rooms (continued)

HOURS:
The meeting rooms are available only during regular library operating hours.
FOOD SERVICE:
1.

The meeting rooms may be used to prepare coffee and serve desserttype refreshments only. Major food preparation is not permitted.

2.

Food prepared elsewhere may be served in any area of the library with
prior approval of the Director.

3.

The group using the meeting room shall be responsible for furnishing
their own food preparation equipment and supplies.

EQUIPMENT AVAILABLE:
1.

Stack chairs and tables

2.

Lectern

3.

Projector, screen, audio equipment, and HDMI cable (White Oak
Room-deposit required)

GENERAL RULES:
1.

Groups using the meeting rooms are responsible for setting up the
rooms to their requirements and returning equipment and furniture to
its proper place upon completion of activity. The meeting room area
must be left neat, with all trash in wastebaskets provided.

2.

The Library cannot provide storage space for equipment or supplies for
groups using the meeting rooms.

3.

The Library cannot provide porter service for carrying supplies or
materials to the meeting rooms, and custodial help is not available for
other than normal maintenance of the library.

4.

Alcoholic beverages will not be permitted on the premises at any time.

5.

Advertisements for meetings held in the Library, but not Library
sponsored, may not be displayed in such a manner as to suggest
Library sponsorship.

6.

Meetings of groups of individuals under 18 years of age must be
attended by an adult sponsor who shall be responsible for any
violations of the rules.
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Use of Library Meeting Rooms (continued)

7.

No physical changes are allowed in the Library meeting rooms except
for that which is rearrangement of furniture. No additional furniture or
equipment other than that already available will be provided. No
additional furniture or equipment, other than audio visual aids, may be
used without prior approval of the Director. No material may be
fastened, hung or displayed on the walls.

8.

Groups using the meeting rooms are responsible for reimbursing the
Library for any damage that may occur or maintenance to Library –
owned furniture and equipment.

9.

The person making the reservation should be present at the time of the
scheduled activity. This person, as well as the membership of the
entity reserving the facilities, shall be responsible for any and all
damages that may occur as a result of the use of the facilities and this
provision and condition to use the facilities shall be included in the
application for use.

10.

Permission to use the Library meeting rooms may be withheld from
groups damaging the rooms, carpet, equipment, or furniture, or
causing a disturbance or any other failure to comply with these rules.

11.

The Director of the Bourbonnais Public Library District is the chief
person empowered to make decisions regarding the availability and
use of the Library meeting rooms. The Director may delegate authority
to approve meeting room requests in accordance with the above
policy. Requests for exceptions to any of the above rules must be
submitted in writing to the Director at the time of the reservation.

Approved 4/26/00
Reviewed
2/24/20

Revised
3/17/03
11/19/12
9/16/19
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Bourbonnais Public Library District
03-10
Materials Selection Policy
The authority and responsibility for the selection of library materials are delegated to the
Director and, under his or her direction, to additional staff members who are qualified for this
activity. No employee may be disciplined or dismissed for the selection of library materials
when the selection is made in good faith and in accordance with the written policy required to
be established pursuant to Illinois Library Law. Suggestions from patrons are welcome and will
be considered using the same criteria as all other selections.
In accordance with the recommendations of Serving Our Public: Standards for Illinois
Public Libraries, the Bourbonnais Public Library District will strive to allocate not less than 12%
of its operating budget on materials for patrons every year. These materials will be selected in
a variety of formats including, but not limited to, print, video, sound recording, and electronic
media. Each type of material must be considered in terms of its own excellence and the
audience for whom it is intended. No single standard can be applied in all cases. Some
materials may be judged primarily in terms of artistic merit, scholarship, or value to humanity;
others are selected to satisfy the informational, recreational, or educational interests of the
community.
Reviews in professionally recognized periodicals are a primary source for materials
selection. Standard bibliographies, book lists by recognized authorities, including best-seller
lists, and the advice of competent people in specific subject areas also will be used.
The Library keeps the collection vital and useful by retaining or replacing essential
materials, and by removing, on a systematic and continuous basis, those works that are worn,
outdated, of little historical significance, or no longer in demand. Materials that are removed
from the library collection may or may not be made available for public purchase at book sales.
The Bourbonnais Public Library District endeavors to build a collection representing
varying points of view. The choice of library materials by users is an individual matter.
Responsibility for the reading materials of children and adolescents rests with their parents or
legal guardians. While a person may reject materials for himself or herself and for his or her
children, he or she cannot exercise censorship to restrict access to the materials by others. The
library supports intellectual freedom and has adopted the following statements as policy: ALA
Freedom to Read Statement, ALA Library Bill of Rights, and the “Freedom to View” statement
of the American Library Association.
Requests for reconsideration may be made only by registered patrons, and shall be made in
writing on form SP 3-Request for Reconsideration of Library Materials and given to the
Director for a written response. Appeals are directed to the Board for the final decision.

Approved 2/16/01
reviewed

revised

05/21/07
2/24/20

3/17/03
8/15/16

11/19/12
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Bourbonnais Public Library District
03-11
Public Internet Computers
Public computers in the library provide access to:
1. The collections of the local library and libraries in the region and
across the state.
2. The wealth of information resources available via the Internet.
3. General and specialized subscription databases.
4. Web-based email.
INTERNET RESOURCES
Internet resources enhance and supplement resources that are available locally
within a library. Library users must be aware that this library does not exercise
control over information obtained via the Internet and must keep in mind the
following points when evaluating information obtained via the Internet:
1. Information obtained via the Internet may or may not be reliable and
may or may not be obtained from a reliable source.
2. Information obtained via the Internet may or may not be accurate.
3. Information obtained via the Internet may or may not be current and
up to date.
4. Links to information on the Internet may not always be valid, and
particular information sites on the Internet may sometimes be
unavailable, and this unavailability often occurs unpredictably.
5. Some library patrons may consider certain information obtained via
the Internet controversial.
The Bourbonnais Public Library District urges library patrons to be informed
consumers and carefully evaluate information obtained via the Internet. Library
staff may be available to assist patrons in making judgments about the reliability
or currency of certain types of Internet information sources, but are unable to
provide definitive analysis of particular sources due to the extremely large
variety and volume of information available via the Internet.
This Library is not responsible for damages, indirect or direct, arising from a
library patron’s use of Internet information resources.
ASSISTANCE AND INSTRUCTION
The Bourbonnais Public Library District’s staff may provide limited assistance to
patrons in the use of computer programs and websites only as time and staff
knowledge permits. Introductory computer classes and technology tutoring are
offered on a regular basis with limited enrollment.
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Public Internet Computers (continued)

USE OF COMPUTERS AND NETWORKS
The Bourbonnais Public Library District requires that library patrons using the Internet
do so within guidelines of acceptable use. The Library reserves the right to limit, to
refuse, and/or to ban any patron from using library equipment and computers. The
following activities are unacceptable:
1. Use of computers or networks for any purpose which results in the
harassment of other users,
2. Destruction of, damage to, or unauthorized alteration of the library’s
computer equipment, software or network security procedures,
3. Use of electronic information networks in any way, by any government
entity having jurisdiction over library.
4. Use of electronic information networks in any way which violates
licensing and payment agreements between the library and
network/database providers,
5. Unauthorized duplication of copy-protected software or violation of
software license agreements,
6. Behaving in a manner that is disruptive to other users or inappropriate
in a public setting.
ADULTS AGE 16 AND OVER
Computers for use by adults age 16 and over are available near the Circulation Desk.
1. A valid library card in good standing from any PrairieCat library is
generally required to use a computer.
2. Patrons are responsible for having their card with them in order to use
the computers.
3. No one is allowed to use any card other than their own.
4. A fee of $1.00 per session will be charged for users without a valid
library card from a PrairieCat library.
5. A computer is reserved for that day only at the PC Reservation
station.
6. Usage is limited to one (1) hour per day with two fifteen minute
extensions available if no one is waiting. Three online warnings are
given towards the end of a session.
7. Each user must “click” the accept button indicating that they have
read and will abide by the use policy posted on the login screen.
8. No personal software may be used on library computers.
9. Patrons are responsible for saving their work to an external drive prior
to the end of their session. USB drives are available for purchase. The
Library is not responsible for loss of data resulting from the end of a
session.
10. All sessions end ten minutes prior to closing.
11. Printing charges will apply. Color or black and white printing is
available at fees determined from time to time by the Library.
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Public Internet Computers (continued)

YOUTH UNDER AGE 16
Laptop Computers for youth can be checked out from the Information Desk. The
Library recognizes that the Internet may contain material inappropriate for children.
Parents are expected to monitor and supervise their children’s use of the
Internet. Library staff are unable to monitor children’s use. Parents are encouraged to
discuss with their children issues of appropriate use and Internet safety.
1. Youth under the age of 10 must be accompanied by a parent or
guardian while using library computers.
2. Youth 10-15 years of age must have a permission form signed by a
parent or guardian on file to use a computer on their own.
3. A valid library card in good standing from any PrairieCat library is
generally required to use a computer.
4. No one is allowed to use any card other than their own
5. Patrons are responsible for having their card with them in order to
check out laptop computers.
6. Users must check out a computer at the Information Desk
7. Adults may use these computers only if accompanied by a child.
8. There is a limit of two people per computer at a time. Each youth
user must have a signed parental permission form on file.
9. Usage is limited to two hours per day with two fifteen minute
extensions available if no one is waiting. No personal software may
be used on library computers
10. Patrons are responsible for saving their work to an external drive
prior to the end of their session. USB drives are available for
purchase at the Library.
11. Printing charges will apply. Color or black and white printing is
available at fees determined from time to time by the Library.
LIBRARY PATRONS’ RIGHTS
Library patrons have the right to confidentiality and privacy in the use of electronic
information networks to the extent possible given certain constraints, such as proximity
of other patrons and staff in public access settings.
Library patrons are subject to limitations imposed by licensing and payment
agreements with database providers.
Library patrons have the right to access and read all library service policies and
discuss questions with appropriate library staff.
Approved 2/16/01
reviewed
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Bourbonnais Public Library District
03-13
Reference Service
The Bourbonnais Public Library District serves a diverse public with unique
individual needs and levels of ability to conduct research independently. At times of
peak activity within the library, it is mandatory that rules for providing reference
assistance be established. The most recent standards document, Serving Our
Public: Standards for Illinois Public Libraries, provides the model for this reference
policy.
The Board and the Director of Bourbonnais Public Library District encourage staff of
all levels to pursue continuing education opportunities that will enable them to better
meet the needs of the library’s patrons. All staff members receive in-house training
regarding appropriate responses to patron questions, including reference questions.
This training includes reference interviewing techniques, reader’s advisory service,
and bibliographic instruction. All staff members are taught to treat each question
asked with respect insofar as the level of assistance required and the topic of the
question. Names of users and the transactions that occur between users and the
staff are confidential and not discussed outside a professional context.
Reference service and materials are available during all hours the library is open
and are provided in response to all forms of inquiry including but not limited to
patrons in the library, the telephone, and fax. The reference questions of patrons
visiting the library are given the highest priority.
In the instance of legal, medical, investment, or tax reference questions, the staff
may only guide the patron to the material available on the topic of interest. The staff
may not evaluate or interpret the information provided nor may the 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. If all materials within the
library are beyond the understanding of the patron, the patron will be advised to
consult with their professional from the above listed fields for additional information
or advice.

Approved 2/16/01
reviewed
5/21/07

revised

11/19/12

3/17/03
2/24/20
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Bourbonnais Public Library District
03-14
Interlibrary Loan Policy
The Bourbonnais Public Library District assists patrons in gaining access to
materials not available within the library through the process of interlibrary loan –
borrowing or lending items for patron use from another library. This is done
through several resource-sharing networks in which the library participates. The
primary system is PrairieCat – a consortium of many libraries in the Reaching
Across Illinois Library System sharing one automated catalog.

1.

Interlibrary loan services within the PrairieCat network are available to
anyone. Requests requiring loans outside PrairieCat will be available to
Bourbonnais Public Library District patrons only.

2. Loans requiring going outside PrairieCat will be limited to five (5) at any one
time per patron.
3. Sometimes there are charges for lending items set by the lending library. If
there are such charges they will be passed on to the patron. The
Bourbonnais Public Library District will pay postage for returning items to the
lending library.
4. The Library will lend most items to other libraries within or without PrairieCat
at no charge. Some restrictions may apply related to non-circulating,
audiovisual, or new items.

Approved 3/17/03
reviewed

revised

08/15/16

5/21/07

2/24/20
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Bourbonnais Public Library District
03-15
Circulation Policy
All patrons – (resident, non-resident, and reciprocal) shall present their borrower’s
card in either a physical or digital format to library personnel at the time they are
borrowing library materials. An occasional exception in the case of a forgotten card
may be made if the patron has identification such as a driver’s license or state ID
card and the address matches the library’s existing record.

RESIDENT BORROWERS:
A. Any resident of Bourbonnais Public Library District may obtain a
borrower’s card by providing complete application information, and
furnishing proof of current residency; or by presenting a current tax bill
showing they pay property taxes on property within the boundaries of the
Bourbonnais Public Library District. Children, under the age of sixteen
(16), must have a parent or legal guardian sign the library card. A
regular resident card is valid for three (3) years from date of issue.
B. A teacher in a school located within the boundaries of the Bourbonnais
Public Library District who resides in an area that does not have library
service may obtain a card. Materials checked out shall be for classroom
use only. The card is valid for one year from date of issue.
C. Residents of institutions located within the Bourbonnais Public Library
District may obtain a special use card with authorization from the facility.
Restrictions may apply. The card is valid for one year from date of issue.
D. Institutions or businesses located within the Bourbonnais Public Library
District may get a business card in the name of the institution or business
if an officer of the institution writes the request on official letterhead, or
shows other evidence satisfactory to the Library Director. The patron
account must state the individual who will be responsible for material
borrowed.
E. Students of Colleges or Institutions of Higher Learning located within the
Bourbonnais Public Library District may obtain a card. Student cards are
valid for one year from date of issue.
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NON-RESIDENT BORROWERS:
On January 1, 2002, Chapter 75 Act 5 Section 4-7, Paragraph 12 of the Illinois
Compiled Statutes was revised.
A person residing outside of a public library service area must apply for a nonresident card at the public library located closest to the person’s principal
residence.
The Bourbonnais Public Library District is considered "Not Applicable" because it is
not the closest public library for anyone living outside the library's service area, and
therefore does not issue non-resident cards.
Non-resident cards issued at other libraries in the Reaching Across Illinois Library
System will be honored here.
A list of participating libraries is available at the Reaching Across Illinois website.
LENDING POLICIES:
A. Library materials shall circulate according to the following schedule:
Types of Materials

Loan Period

Renewals

Books

3 weeks

One

New Books (less than 3
months in the collection)
Magazines (excluding
the most current issue)
Interlibrary Loan Items

3 weeks

None

3 weeks

One
check with library

Videos / DVDs

as set by lending
library
1 week

Books on Tape

3 weeks

One

Computer Software

1 week

None

Music CDs

3 weeks

One

Mobile Hotspot

1 week

None

eReader Device

3 weeks

None

None

B. Reference items, newspapers, and the most current issue of magazines do not
circulate.
C. There may be a restriction on the number of items per subject or by an author
checked out at the same time due to high demand.
D.

DVDs and music CDs shall be limited to five (5) titles of each type at a time.
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LENDING POLICIES: (continued)
E. Mobile Hotspots and eReader Device lending policies:
1. Mobile Hotspots and eReader Devices are available to Bourbonnais Public
Library cardholders only.
2. Mobile Hotspots and eReader Devices may not be borrowed through
interlibrary loan.
3. Patrons may check out one Mobile Hotspot and one eReader Device at one
time.
4. Hotspots and eReader Devices are limited to one per family.
5. Local holds can be placed on Mobile Hotspots and eReader Devices.
6. If any part of a Mobile Hotspot Kit or eReader Device Kit is lost, the user
must pay the complete replacement cost of the item lost.
7. After five days late Mobile Hotspots will be “bricked” or the service will be
shut off and replacement of the Mobile Hotspot Kit will be billed to the
patron. If the patron returns the equipment before a new replacement has
been arranged, we will accept the return of the undamaged equipment, bill
the patron the maximum overdue fine and collection fee if assessed, and a
hotspot check out restriction of three months will be placed on the patron’s
account. Prior to bricking, all efforts will be made to negotiate a return.
8. After five days late patrons will be billed full replacement cost for
eReader Device Kit.
9. Users must sign an agreement before checkout of Mobile Hotspot and
eReader Devices showing these terms have been explained to
them.
10. Mobile Hotspots and eReader Devices are not to be returned in the book
drop. Mobile Hotspots and eReader Devices returned in the book drop are
subject to a $5.00 fine or the full replacement cost if the item is damaged.
11. “Net -Yes” must be on file in a patron’s circulation profile for patrons to
check out Mobile Hotspots under the age of 16.
D. Renewals are permitted subject to the following guidelines:
1. All items permitted for renewal may be renewed once. Circulating items that
may not be renewed are New Books, DVDs, Mobile Hotspots, and
eReader Devices.
2. Items that have a reserve on them may not be renewed.
3. Items may be renewed at the library, by telephone, e-mail or online.
4. Interlibrary loaned material may not be renewed unless authorized by the
lending library.
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FINES:
Fines are computed according to the following schedule:

Types of Materials

Rate/Day

Maximum Charge/Item

Books & Audio

$ .10

Will not exceed $5 per item

Magazines

$ .10

Will not exceed $5 per item

CD-Roms

$1.00

Will not exceed $5 per item

DVDs

$1.00

Will not exceed $5 per item

Mobile Hotspots

$2.00

eReader Device

$2.00

Will not exceed $10 per
item
Will not exceed $10 per
item

OVERDUE MATERIALS/BILLS:
Items that are overdue are assessed fines as set forth above. A borrower with
overdue materials or bills on their account may have borrowing privileges
suspended until the material is returned and all bills are paid. Borrowers who have
materials overdue may be referred to a collection agency for appropriate action and
have their borrowing privileges suspended until their record is totally clear.
Overdue materials accounts referred to a collection agency for action shall be
charged an additional $10 per account to cover collection agency fees billed to the
library.
LOST AND DAMAGED MATERIALS:
Material that is lost by a borrower shall be paid for at the current list price as shown
in current pricing media.
In addition to the above, a $4 processing fee will be charged per item.
A full refund for materials lost and paid for shall be made if the material is returned
together with the receipt for payment within thirty (30) days of date of payment for
the loss. The processing fee is non-refundable.
No charge shall be made for material that is damaged but can be repaired within
the library. If the damaged material cannot be repaired within the library, the
borrower shall be charged according to the damage.
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Copyright Restrictions
The copyright laws of the United States (Title 17, United States Code)
govern the reproduction, distribution, adaptation, public performance, and public
display of protected material.
Under certain conditions, public libraries are authorized to lend, lease, or
rent copies of computer programs and recorded material to patrons for nonprofit
purposes. Any person who makes an unauthorized copy or adaptation of a
computer program or recorded material, or redistributes the loaned copy, or
publicly performs or displays the computer program or recorded material, except
as permitted by Title 17 of the United States Code, may be liable for copyright
infringement.
This institution reserves the right to refuse to fulfill a loan request if, in its
judgment, fulfillment of the request would likely lead to a violation of the copyright
law.
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Emergency Procedures

The Director has the initial responsibility for organizing the library’s response to
an emergency. In the absence of the Director, the responsibility lies with the
Supervisor on Duty. In case of a catastrophe, the President of the Board should
be notified.
ARMED INTRUDER ACTIVE SHOOTER
A.

Staff Member:
1.

2.

3.
4.
5.
6.

7.

8.

9.

The first person to note indication of an active shooter or
armed intruder, as soon as it is safe to do so, should call
911, then notify the Director.
If in close proximity to the danger, assess the situation for
the best survival option. EVACUATE if at all possible. If not,
gather assistance and engage in conducting an Enhanced
LOCKDOWN of the area. If the active shooter or armed
intruder has made contact, immediately begin COUNTER
strategies, and then EVACUATE or take control of the
intruder.
Individuals who are not in the immediate danger area should
gather information about their room’s immediate situation.
Account for all individuals sheltered in their room.
Assess the ability to safely EVACUATE the building.
If there is no safe manner to EVACUATE the building, have
others assist in conducting an Enhanced LOCKDOWN of the
area.
Areas in Enhanced LOCKDOWN shall pay attention to all
announcements providing event details. If the circumstances
change and EVACUATE becomes a viable option, a
decision can be made to leave the location and EVACUATE
to the RALLY POINT.
Unless evacuating, areas in Enhanced LOCKDOWN, shall
remain secured until personally given the “All Clear” by the
Incident Commander or a law enforcement officer in uniform.
If an active shooter or armed intruder enters the area,
individuals are to use whatever COUNTER strategies
necessary to keep themselves or other individuals safe.
This may include any and all forms of resistance to the
threat.
28

Emergency Procedures (continued)
10.

If an active shooter or armed intruder enters and begins
shooting, any and all actions to stop the shooter are justified.
This includes making noise, moving about the room to
lessen accuracy, throwing items (books, computers, and
phones) to interfere with the ability to shoot accurately,
safely exiting out windows, and taking control of the intruder.
Anyone not involved in COUNTER strategies should get out
any way possible and move to another location.

MEDICAL EMERGENCY
B.

Patron:
1.
2.
3.
4.
5.

C.

If serious, call 911.
If not serious, suggest patron consult their physician or other
health care provider.
Get the person’s name, address, and telephone number.
Offer to contact a family member, etc. for them.
Complete Accident/Incident Report form SP4.

Staff Member:
1.
2.
3.
4.

If serious, call 911.
If not serious, suggest employee consult their physician or
other health care provider.
Call home, or the person to contact in case of emergency.
Complete Accident/Incident Report form SP4.

FIRE
A.
B.
C.

Call 911.
Evacuate building.
If safe, use fire extinguishers.
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IN CASE OF TORNADO NOTIFICATIONS
Watch or Advisory: This means the weather conditions are right for the
formation of a tornado. Turn on radio (there is a battery
powered radio in the break room), or check online to keep up
to date with latest news.
Warning: A tornado has been sighted in the local area.
The designated place to go is the staff break area and center
hallway away from windows.
1.
2.

Don’t attempt to leave the Library.
Let everyone in the building know that there is a tornado
warning in effect and where the designated shelter area is.
Let patrons and staff know that the shelter area is the best
place to be in the building, and invite them to gather there.
Unaccompanied minors will be directed to the shelter area.
A battery powered radio and a lantern are located in the
break room.
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Unattended Child Policy
The Bourbonnais Public Library District encourages children of all ages to visit the
Library to take advantage of the resources available for them to meet their
informational, recreational, and educational needs. It is the responsibility of
parents to insure the appropriate behavior of their children in the Library.
A. Children under the age of 14 are not allowed in the library without adult
supervision, unless they are involved in one of the following:
1.
2.
3.

Library programs.
A library related study.
Reading quietly.

B. Children must have the ability to contact a responsible person for
transportation needs.
C. Parents or guardians are responsible for picking up children prior to Library
closing. In the event a child is still at the Library 15 minutes after the Library
closes to the public, the police will be called to pick up the young person.
Attempts will be made during that 15 minutes to reach the parents but in NO
instance will staff take young people home.
D. The Bourbonnais Public Library District will not be responsible for children
left unattended.
E. Unattended children who are not involved in one of the three activities listed
in item A above will be warned that they must comply with this policy and/or
the Patron Conduct Policy #03-19. If the child does not comply, he/she will
be asked to leave the Library for the rest of the day. Continued misbehavior
on subsequent occasions will result in longer periods of prohibition from
library property, such as one to two weeks. If a child is prohibited from the
library for one month or more, a parent or legal guardian will be contacted to
meet with the Director to come to a solution as to why their child is noncompliant with policy.
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F. A log may be created by library staff of incidents involving the behavior of an
unattended child. Information may include without limitations the date, time,
name, offense, and action taken.
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Patron Conduct Policy
The Bourbonnais Public Library District does not permit behavior that is incompatible with the
use of the Library by its patrons or staff. The Library prohibits the following conduct on its
premises. Behaviors not permitted include, but are not limited to, the following:
Soliciting library patrons or staff for donations, purchases, etc.
Buying or selling goods or services of any kind.
Passing petitions to library patrons, conducting unauthorized surveys, distributing pamphlets or
other materials directly to library patrons or staff.
Using audible radios, or other sound generating devices.
Cellphone users should turn their phone’s ringer to vibrate only, and are encouraged to use the
lobby area for extended conversations.
Creating excessive noise.
Using threatening, intimidating, or abusive language.
Sexual harassment.
Overt signs of drug or alcohol use.
Overt sexual behavior.
Bringing weapons, simulated or real, into any library facility.
Using skates, in-line skates, skateboards inside the building or on library property.
Bikes or scooters are not allowed inside the building. They must be left outside the building in
the rack provided.
Fighting or other rowdy behavior.
Smoking or vaping.
Bathing in the restrooms.
Removal of library materials from the Library without properly checking them out.
Food and beverages, except those authorized by the Library Director.
Animals and pets, except those authorized by the Library Director.
Animals that assist persons with disabilities may have access to the Library.
A shirt and shoes are required for admittance to the Library.
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If a patron is creating a disturbance or causing problems in the Library, the library staff has the
authority or right to tell that person to leave the Library. If the patron refuses to comply and
continues to cause problems, the police then can be contacted to eject that person from the
Library.
The Library Director or designee is authorized to exclude from the Library any person
who engages in disruptive behavior. The patron may appeal the decision to the Board of
Trustees (exclusion of certain persons from the Library is permitted under 75 ILSC 16/3055.55). The Library Director or, if appealed, the Board of Trustees will determine the time
period for which a patron is excluded from the Library.
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Sexual Harassment
The Bourbonnais Public Library District strongly opposes sexual harassment in any
form. Sexual harassment is against the library policy and is a violation of Title VII of
the Civil Rights Act of 1964 as well as the Illinois Human Rights Act as amended on
January 7, 1993. It is also unlawful to retaliate against a person who has lodged a
complaint of sexual harassment.
A.

Work Environment
It is the policy of this Board that all employees have a right to work in an
environment free of sexual harassment. Sexual harassment in the workplace
includes unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature when:
1.
2.
3.

submission to such conduct is made either explicitly or implicitly a term
of condition of an individual’s employment.
submission to or rejection of such conduct by an individual is used as
the basis for employment decisions affecting such individual, or
such conduct has the purpose or effect of substantially interfering with
the individual’s work performance or creating an intimidating, hostile, or
offensive working environment.

Any employee who believes that he or she is being subjected to sexual
harassment is urged to immediately report such conduct to the Library Director in
accordance with the Sexual Harassment Reporting Procedure in section F of this
policy.
B.

Library Employee/Patron Relationship
The Board affirms its commitment to ensuring an environment for all patrons free
of sexual harassment. The Board views sexual harassment of patrons by library
employees as an abuse of authority and therefore such harassment will not be
tolerated.
Sexual harassment of a patron by a library employee means:
1.

any sexual advance by an employee toward a patron.

2.

any request by an employee to a patron for sexual favors.

3.

any acceptance by an employee of a sexual advance or request for
sexual favor from a patron, or

4.

any conduct of a sexual nature by an employee directed toward a
patron when (i) the patron’s submission to or rejection of such conduct
35

Sexual Harassment (Continued)

is either explicitly or implicitly a term or condition of a patron’s
participation in any library-sponsored activity, or (ii) such conduct has
the purpose or effect on a patron of reasonable sensibilities, of creating
an intimidating, hostile, or offensive library environment for the patron.
Library Employee/Patron Relationship
Any patron who suspects that she or he has encountered sexual harassment
should report the incident to the Library Director or if not immediately available, to
her/him as soon as possible. Any employee who witnesses or has knowledge of
sexual harassment by a library employee against a patron shall immediately
report it to the Library Director, or designee.
C.

Examples
Sexual harassment prohibited by this policy includes verbal, non-verbal, or
physical conduct. The terms “intimidating,” “hostile” or “offensive” as used above
include conduct, which has the effect of humiliation, embarrassment or
discomfort.
Examples of verbal sexual harassment include: explicit sexual propositions,
sexual innuendo, suggestive comments, foul or obscene language, insults of a
sexual nature, and humor or jokes about sex or gender-specific traits.
Examples of non-verbal sexual harassment include: suggestive or insulting
sounds, leering, whistling, obscene gestures, display of foul or obscene printed
or visual material.
Examples of physical sexual harassment include: sexual touching, patting or
pinching of a sexual nature, coerced sexual intercourse, and sexual assault.

D.

Duty to Report Sexual Harassment By Patrons To Fellow Patrons
All library employees have the affirmative duty to report incidents of sexual
harassment perpetrated by patrons upon fellow patrons, whether witnessed firsthand or reported to them. Such incidents must be reported to the Library
Director or designee.

E.

Retaliation
It is a violation of this policy to retaliate or to take reprisal in any way against
anyone who has articulated any concern about sexual harassment or
discrimination against the person raising the concern or against another
individual.
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F.

Reporting Procedure
The following procedure shall be used by any patron or employee who
suspects that he or she has been subjected to sexual harassment.
Step 1:
Any patron or employee who suspects that he or she is the victim of
sexual harassment by a library employee or a fellow patron should report
it to the Library Director or designee as soon as possible. If the Library
Director or designee is the subject of the complaint, then the complaint
should be presented to the President of the Board.
Step 2:
If the alleged perpetrator of sexual harassment is a library patron, normal
disciplinary procedures should be followed. In all other cases, the Library
Director shall meet with the complainant within three (3) days of receiving
the complaint to discuss the allegations. If the complainant chooses to
have a representative, then the Library Director may also have a
representative; such meeting, however, shall be informal. The Library
Director shall issue a written decision within five (5) days of the meeting.
Step 3:
If the complainant is not satisfied with the Library Director’s decision, within
five (5) days of the date of this decision, an appeal may be taken to the
Board President or Vice-President or designees (hereinafter the words
“Board President or Vice-President” shall include designees).
The appeal shall be in writing and shall state the reasons for appealing the
Library Director’s decision. Within five (5) days of receiving the appeal, the
Board President shall meet with the complainant, any representatives, and
the director to resolve the matter. The Board President or Vice-President
shall issue a written decision within ten (10) days of this meeting. Any
employee retaliating against a patron or another employee who alleges
sexual harassment will be subject to discipline up to and including
discharge.
Step 4:
If the complainant is not satisfied with the Board President’s or Vice
President’s decision as set forth in Step 3, then within ten (10) days, an
appeal of that decision may be made to the entire Board of Library
Trustees. Such an appeal shall be instituted by filing with the Secretary of
the Board a statement setting forth the reasons for the appeal. Within
twenty (20) days of receiving an appeal, the Board or a committee thereof,
shall meet with the complainant, the Library Director, and any
representatives to discuss the allegations of discrimination. The hearing
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with the Board shall be informal. However, the complainant and the
administration may present evidence, and call and cross-examine
witnesses. The Board may ask questions of the complainant, the Library
Director, and any witnesses. The Illinois Rules of Evidence shall not apply,
however, hearsay evidence shall not be presented for proof of any ultimate
facts.
Within ten (10) days after the hearing, the Board shall issue its written
decision.
All hearings shall be held in private and at times convenient for the parties.
In the event that the person designated to hear a complaint is the alleged
offender, then the employee may immediately move to the next step of the
procedure. At any step, the person hearing the complaint may conduct or
direct such investigation, as they deem appropriate, including obtaining a
response from the alleged offender. There shall be no harassment or
retaliation by any person involved in the process for any reason.
G.

LEGAL RECOURSE, INVESTIGATIVE AND COMPLAINT PROCESS
AVAILABLE THROUGH THE ILLINOIS DEPARTMENT OF HUMAN RIGHTS
AND HUMAN RIGHTS COMMISSION
Any Library patron or employee may also use the legal recourse, investigative
and complaint process through the Illinois Department of Human Rights and
Human Rights Commission.
The address and telephone number is:
Illinois Department of Human Rights
222 S. College, Rm. 101
Intake Unit
Springfield, IL 62704
(217) 785-5100
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Filing a Complaint
Each step in this procedure will give consideration to the complaint and will be a
review of facts. Each individual receiving the complaint will issue a written
response within a specific time period. The Bourbonnais Public Library District
board is the final hearing body.
STEP I – Formal Process – The formal process begins with the person filing the
complaint. He/she prepares a written statement using Official Complaint Form SP5
available from the library containing his/her name, address and telephone number;
the condition, situation, or individual being complained about and why; the
requested remedy. The form should be signed, dated, and filed with the Director,
and complainant should expect a response within five (5) working days from the
date it was presented to him/her.
STEP II – If the complainant is not satisfied with the decision of the Director, he/she
may submit a copy of the complaint to the Bourbonnais Public Library District
Board within ten (10) days of receiving the Director’s decision.
STEP III – Within twenty (20) days, the Board will have conducted a hearing, from
which it has gathered enough testimony and/or other pertinent information on
which to base its decision. Once able to reach a majority decision, it will do so in
writing to the complainant. This decision is final.
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Wireless Access Policy
Bourbonnais Public Library provides free Internet access points or “hot spots” for
users with devices capable of receiving wireless signals, during normal library
business hours. These access points allow users to access the Internet when sitting
within range of the access points.
Library staff are not responsible for any changes users make to their device settings
and cannot guarantee that a user’s hardware will work with the library’s wireless
connection.
If a user has problems accessing the Internet over these connections, staff cannot
assist in making changes to the user’s network settings or perform any
troubleshooting on the user’s own device. Users should refer to their owners’
manuals or other support services offered by their device manufacturer.
As with most public wireless “hot spots,” the library’s wireless connection is not
secure. There can be non-trustworthy third parties between the user and anybody
with whom the user communicates. Another wireless user could potentially intercept
any information being sent or received. Cautious and informed wireless users should
not transmit their credit card information, passwords and any other sensitive
personal information while using any wireless “hot spot.”
The library will not be responsible for any personal information (e.g. credit card) that
is compromised, or for any damage caused to patron hardware or software due to
electric surges, security issues, or consequences caused by viruses or hacking. All
wireless access users should have up-to-date virus protection on their devices.
The Library provides access only to web-based email. For all email services, patrons
must connect with their own internet provider.
Printing is available through our website. Printing sent via the library website may be
picked up at the Information Desk.
The Library Internet Policy governs use of these access points. All users are
expected to use the library’s wireless access in a legal and responsible manner
consistent with the educational and informational purposes for which it is provided.
Users should not violate federal, state, or local laws, including the transmission or
receiving of child pornography or harmful material, fraud, or downloading
copyrighted material.
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Any restriction or monitoring of a minor’s access to the library’s wireless network is
the sole responsibility of the parent or guardian.
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Gifts to the Library
General
The Bourbonnais Public Library District is grateful for gifts, and its collection
has been enriched by donations of materials as well as contributions.
Through donors, the Library has been able to acquire materials that could not
have been purchased otherwise.
Donations of Books and Audio Visual Materials
In accepting a gift of materials the Library Director reserves the privilege of
deciding whether items donated should be added to the collection. Out of the
many books and other materials which citizens so generously give, a
considerable proportion can be used. Some cannot, because any library
material, though of value in itself, may be:
1. A duplicate of an item of which the Library already has a sufficient
number.
2. Outdated – interesting but not having sufficient present reference or
circulating value to the Library.
3. In poor condition – which would not justify the expense of
processing it, i.e. cataloging and preparing it for circulation. The
material will be judged by the same standards of selection as those
applied to the purchase of new materials.
The Bourbonnais Public Library District accepts gift books with the
understanding that books that are useful to the library collection will be
retained, and other books disposed of in whatever manner the Library
Director deems best. The Library Director necessarily reserves the right to
inter-file gifts with other collections on the same subject, so that all collections
are organized, and classified according to library standards for the best public
service.
Donation of Art Objects and Other Types of Materials
Although such gifts are usually welcomed and valued, the final decision on
their acceptance rests with the Library Director and the Board of Library
Trustees.
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Donations –Monetary and Other
The Library welcomes cash contributions gifts of real property, stocks and
bonds. It is our custom to expend cash gifts on materials, equipment, or a
project which is acceptable to the donor. Although it is unlikely, there may be
an occasion in which the restrictions set by the donor make it impossible for
the Library to accept the contribution. All donations are subject to the
approval of the Library Director with the backing of the Board of Library
Trustees.
Recognition of Gifts
Donations exceeding $150 will be recognized on the Tree of Friendship.
Use of Gifts
All gifts are accepted with the understanding that it may someday be
necessary that they be sold or disposed of in the best interest of the Library.
The Library cannot commit itself to perpetually housing a donation.
Income Tax Deductions
The Library cannot appraise the value of a donation of materials or art. It will,
however, issue the donor a letter acknowledging the donation. It is the
donor’s decision whether he or she will determine the value of the donation or
utilize an independent appraiser. While the gifts to the Library as a
governmental unit qualifies as tax deductible, the donor will have to consider
the particular circumstances of his or her situation for the specific effect.
Restrictions
No donation can be accepted unless it is given to the Library without
restrictions unless the Board of Trustees has specifically adopted an
agreement to do so. All gifts may be used, sold or disposed of in the best
interest of the library. All donations are accepted only if in the opinion of the
Library Director and the Board of Library Trustees they are in the best
interests of the library.
A Gift of Significant Value
Under certain circumstances a gift agreement form may be necessary and
approved by the Library Director for unrestricted gifts and the Board of Library
Trustees for restricted gifts.
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Tobacco, Drug, and Alcohol Free Library Policy
Smoking, use of tobacco, tobacco products, electronic cigarettes, non-prescribed drugs,
controlled substances, and alcohol are not permitted in the Library. Patrons suspected of being
under the influence of alcohol or drugs will be asked to leave the premises and law enforcement
may be contacted.
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Security Camera Policy
SECURITY CAMERAS
Use of security cameras is intended to enhance the safety and security of Library District users
and staff by discouraging violations of the Library District’s Patron Conduct Policy, assisting library
staff in preventing violations, and providing law enforcement assistance in prosecuting criminal
activity.
GUIDELINES
A. Video recording cameras will be used in public spaces of the Library. Audio recording will
not be used.
B. Cameras may be installed in outdoor and indoor places where individuals lack a
reasonable expectation of privacy. Examples include public common areas such as
parking lots, entrances, seating areas, and service desks and areas where money is
stored or handled.
C. Cameras will not be installed in areas where individuals have a reasonable expectation of
privacy such as restrooms or private offices.
D. Signs will be posted at entrances to the Library informing the public and staff that security
cameras are in use.
E. Cameras will not be continuously monitored. The public and staff should take appropriate
precautions for their safety and for the security of their personal property. The Library
District is not responsible for loss of property or personal injury.
F. Recorded data is confidential and secured in a controlled area. The Library District has
discretion with respect to retention, disposal and/or destruction of recordings.
G. Cameras will not be used for the purpose of routine staff performance evaluations.
USE/DISCLOSURE
A. Access to archived footage is restricted to designated staff, i.e., the Library Director,
department heads, and staff designated as person-in-charge.
B. Designated staff may have access to real-time images viewable on desktop monitors in
secure areas. The Library District expects that the frequency of viewing and the amount
of video viewed will be based on the need to assure the system is operating or to ascertain
if footage is available relative to a specific incident.
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C. Access to footage by law enforcement will be provided pursuant to a subpoena, court
order, or as determined by the Library District.
D. Access to footage by the public may be provided pursuant to the Freedom of Information
Act.
E. Video images will be maintained as determined by the Library District.
F. Video records and photographs may be used to identify individuals responsible for Library
policy violations, criminal activity on Library District property, or actions which are
disruptive to Library District operations.
G. In situations involving banned patrons, images may be shared with staff and images may
be posted in restricted staff areas for the duration of the banning period.
H. A breach of this Policy by staff may result in disciplinary action up to and including
dismissal.
I.

Any Library District employee who becomes aware of any unauthorized disclosure of a
video recording and/or a privacy breach shall immediately inform the Library Director.

DISCLAIMER
A. A copy of this Policy may be provided to any patron or staff member upon request.
B. Questions from the public may be directed to the Library Director.
C. The Library District disclaims any liability for use of video data.

Approved 10/15/18
reviewed

revised

2/24/20
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Bourbonnais Public Library District
FREEDOM OF INFORMATION REQUEST
NOTE: This form cannot be MANDATORY under FOIA, but it is preferred. Failure to use it may result in the
request not being properly or promptly processed.
Requestor’s Name (or business name if applicable) Date of Request
Phone number

Street Address

Certification requested:

_______ Yes
City

_______ No

State

Zip code

Description of Records Requested
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
Is the reason for this request a “commercial purpose” as defined in the Act ___ Yes ____No
Library Response (Requestor does not fill in below this line)

A
P
P
R
O
V
E
D

( )

The documents requested are enclosed.

( )

The documents will be made available upon payment of copying costs
of $ ___________________.

( )

You may inspect the records at __________________________ on the
date of _______________________________________.

( )

For “commercial requests” only: the estimated time of when documents will be available
is _____________, at the prepaid costs stated above.

( )

The request creates an undue burden on the public body in accordance
with Section 3(g) of the Freedom of Information Act, and we are unable to negotiate a
more reasonable request.

( )

The materials requested are exempt under Section 7 __________
of the Freedom of Information Act for the following reasons:
___________________________________________________

D
E
N
I
E
D

___________________________________________________
Individual(s) that determined request to be denied and title:
___________________________________________________
In the event of a denial, you have the right to seek review by the Public Access
Counselor at (217) 558-0486 or 500 S. Second St., Springfield, IL 62705
or you have the right to judicial review under section 11 of FOIA.
( )

FOIA Officer:

Request delayed, for the following reasons (in accordance with 3(e) of the FOIA):
____________________. You will be notified by the date of______________ as to the
action taken on your request.

Date of Reply

SP2

BOURBONNAIS PUBLIC LIBRARY DISTRICT
MEETING ROOM REQUEST
Name of Organization: _________________________________________
Meeting Date(s): ______________________________________________
Start Time of Program: _________________________________________
End Time of Program: __________________________________________
Contact Person: _______________________________________________
Address: ________________________________________________
Phone: _________________________________________________
Email: __________________________________________________
Purpose of Meeting: ____________________________________________
____________________________________________
Anticipated Attendance: _________________________________________

PLEASE CHECK THE REQUESTED ROOM:
o WHITE OAK ROOM (15 or more)
o CARDINAL ROOM (15 or less)
PLEASE CHECK IF REQUESTING A/V EQUIPTMENT
(WHITE OAK ROOM ONLY):
o PROJECTOR
o SCREEN
o SOUND SYSTEM
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FEE STRUCTURE:
All fees are due at time of reservation.

Governmental Agencies: No rental charge
Non-Profit Organizations: $25 (four hours)/ $50 (full day)
Businesses: $75 (four hours)/ $150 (full day)
A/V Equipment Rental Fee: $50 refundable deposit
Room Fee Paid: __________

Date: ____________

Staff Initials: ________

A/V Deposit Paid: _________

Date: ____________

Staff Initials: ________

A/V Deposit Returned: ______

Date: ____________

Staff Initials: ________

THE GROUP USING THE ROOM IS RESPONSIBLE FOR SET UP AND PUTTING
THE ROOM BACK IN ORDER AFTER THEIR MEETING.
FIRE REGULATIONS STATE THAT THE GROUP SIZE IS TO BE NO MORE THAN 15
IN THE CARDINAL ROOM OR 75 IN THE WHITE OAK ROOM…
SIGNING CONFIRMS YOU HAVE READ THE POLICIES GOVERNING THE USE OF
THE LIBRARY CONFERENCE ROOM AND AGREE TO FOLLOW THE RULES AND
REGULATIONS STATED THEREIN.
FAILURE TO COMPLY WITH THE MEETING ROOM REGULATIONS MAY RESULT
IN A LOSS OF MEETING ROOM PRIVILEGES.

_____________________________________

_______________________

SIGNATURE

DATE

2
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BOURBONNAIS PUBLIC LIBRARY DISTRICT
REQUEST FOR RECONSIDERATION OF LIBRARY MATERIALS
Author: ______________________________________________________________
Title: ________________________________________________________________
Publisher
or
Distributor: ___________________________________________________________
Request Initiated by: ___________________________________________________
Address: _________________________________________ Phone: _____________
City: _________________________________________ Zip code: _______________
Request represents:

__________ Individual

__________ Organization

1. Have you read or viewed the entire work? Yes ___________ No ____________
If not, what parts have you read or viewed? _______________________________
__________________________________________________________________
2. To what in the material do you object?(please be specific; cite pages and/or
sections).
_________________________________________________________________
_________________________________________________________________
3. What good or valuable features do you find in the material? __________________
_________________________________________________________________
__________________________________________________________________
4. What do you believe is the theme of this work? ____________________________
__________________________________________________________________
__________________________________________________________________
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5. What do you feel might be the result of reading or viewing this material? ________
__________________________________________________________________
__________________________________________________________________
6. Have you read any reviews of this material? _____________
If so, please explain source: ___________________________________________
__________________________________________________________________
__________________________________________________________________
7. Do you think this material would be appropriate for a different age group? _______
If yes, please explain: ________________________________________________
__________________________________________________________________
8. What would you like the library to do about this material? ____________________
__________________________________________________________________
__________________________________________________________________
9. Can you recommend other material that would convey as valuable a picture and/or
perspective of the subject treated? ________ If yes, please specify: ____________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

SIGNATURE

DATE

2
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BOURBONNAIS PUBLIC LIBRARY DISTRICT
ACCIDENT/INCIDENT REPORT FORM
DATE: ______________________________
TIME: _______________________________
LOCATION: _______________________________________________
NATURE OF INCIDENT: __________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
NAMES, ADDRESSES, PHONE NUMBERS OF THOSE INVOLVED: _______________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
ACTION TAKEN BY STAFF MEMBERS: ______________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
COMMENTS: ____________________________________________________________
_______________________________________________________________________
_______________________________________________________________________________
REPORTED BY: _________________________________________________________
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BOURBONNAIS PUBLIC LIBRARY DISTRICT
OFFICIAL COMPLAINT FORM
PERSON FILING COMPLAINT:

DATE:

WHERE YOU MAY BE REACHED: Address:

_______________________________
_______________________________

Phone:

_______________________________

EXPLAIN NATURE OF COMPLAINT: ________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
REQUESTED REMEDY: ___________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
RESPONSE #1 (Director): __________________________________________________
________________________________________________________________________
________________________________________________________________________
RESPONSE #2 (Board of Trustees):___________________________________________
________________________________________________________________________
________________________________________________________________________________
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BOURBONNAIS PUBLIC LIBRARY DISTRICT
Mobile Hotspot Patron Agreement Form
By signing this form you are stating that you are responsible for returning ALL items
associated with the Mobile Hotspot. If items are not returned, you are responsible for
paying the replacement cost of any and all missing or damaged items. Also, by signing
this form, you are stating that the Mobile Hotspot will be returned to any
Bourbonnais Public Library District service desk. Hotspots CANNOT be returned
in either the outside or inside book drop and must be handed to a staff member
at a service desk for inspection.
Check-Out Policy
 Check-outs for the Hotspot will be for 7 days.
 Due to high demand Hotspots are limited to one per family.
 Hotspots cannot be renewed and patron must wait one day to check out again.
 Late fees for Hotspots are $2.00 per day.
 There will be a $5.00 fee charged for Hotspots returned in the book drop.
 Patrons will be charged replacement cost for any Hotspots damaged by being put in
Book Drop.
 If any part of the Hotspot kit is lost, the patron must pay the complete replacement
cost of the item lost.
 Hotspots returned after being overdue 5 days will incur the maximum fine and
patron agrees that privileges for Hotspot check out will be suspended for three
months’ time.
**Hotspots which are more than FIVE DAYS late will be shut off. **
**Reactivation and replacement will be billed to patron**
Hotspot Kit
These amounts are estimated as of 3/18/19
$14.00
$15.00
$ 5.00

Case & tag
Micro USB Cord
Instruction Card

$ 7.00
$ 70.00
$111.00

Hotspot Number Checked Out_______________

AC Adapter
Device
Total Kit Cost

Due Date __________

Patron Signature________________________ Phone #________________
Print Patron Name________________________________________
Check-Out Date________________

Check-In Date_____________________

Pieces Inspected/Check-Out Staff Initials_____

Pieces Inspected/Check-In Staff Initials ______
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BOURBONNAIS PUBLIC LIBRARY DISTRICT
eReader Patron Agreement Form
By signing this form you are stating that you are responsible for returning ALL items
associated with the eReader. If items are not returned, you are responsible for paying
the replacement cost of any and all missing or damaged items. Also, by signing this
form, you are stating that the eReader will be returned to any Bourbonnais
Public Library District service desk. eReaders CANNOT be returned in either the
outside or inside book drop and must be handed to a staff member at a service
desk for inspection.
Check-Out Policy
 Check-outs for the eReaders will be for 21 days.
 Due to high demand eReaders are limited to one per family.
 eReaders cannot be renewed and patron must wait one day to check out again.
 Late fees for eReaders are $2.00 per day.
 There will be a $5.00 fee charged for eReaders returned in the book drop.
 Patrons will be charged the replacement cost for any eReaders damaged by being put
in Book Drop.
 If any part of the eReader kit is lost, the patron must pay the complete replacement
cost of the item lost.
 eReaders returned after being overdue 5 days will incur the maximum fine and
patron agrees that privileges for eReaders check out will be suspended for three
months’ time.

eReader Kit
These amounts are estimated as of 04/15/19
$37.00
$10.00
$ 5.00

Sleeve
Micro USB Cord
Instruction Card

$ 18.00
$ 90.00
$160.00

eReader Number Checked Out_______________

AC Adapter
Device
Total Kit Cost

Due Date __________

Patron Signature________________________ Phone #________________
Print Patron Name________________________________________
Check-Out Date________________

Check-In Date_____________________

Pieces Inspected/Check-Out Staff Initials_____

Pieces Inspected/Check-In Staff Initials ______
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RECIPROCAL BORROWER
REGISTRATION AGREEMENT
FORM
Last name, First name:
I agree:

________________________________

To obey all library rules and
regulations

Street address:

To pay for loss of or damage to library
materials
To pay fines for overdue materials
To immediately report lost or stolen
library card
I understand that this gives me
reciprocal walk-in privileges only and
that access to holds and online
resources is not available

________________________________
City, state, zip code:
________________________________
Telephone number:
________________________________
Email address (if applicable):
________________________________

Signature

Birth date:
________________________________

Date

Home library/Home Library Barcode

If signing for a minor, I understand
that the library provides
Barcod
uncensored access to a broad
range of materials. I also
understand that parents and
guardians are responsible for the
reading, listening, and viewing
choices of their child.

________________________________
________________________________
Expiration Date
_______________________________
Staff initials/Date
______________________________

