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~  MANCHESTER-BY-THE-SEA
PUBLIC LIBRARY

15 Union St.
Manchester, MA 01944
Ph. (978) 526-7711

The policies included herein were established to provide for equal and fair
service to all library users. All policies established by the Board of Library
Trustees comply with federal, state, and local laws and should not be used to
circumvent any law. Library policy may be added and/or changed only by
vote of the Board of Library Trustees.

The Manchester Public Library supports the American Library Association’s
Library Bill of Rights that states in article 5 “A person’s right to use a library
should not be denied or abridged because of origin, age, background or
views.”

Mission Statement

The Manchester-by-the-Sea Public Library, small and suburban, seeks
to be an integral part of its community by providing all residents and
other users with a balanced range of resources and activities, meeting
educational, cultural, and recreational needs. The library serves as the
center for lifetime learning and enjoyment.

A knowledgeable library staff provides high-quality reader's guidance
and research and assistance using local resources and interlibrary
materials and services. The friendly environment of the facility
promotes maximum resource utilization.
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I) Governance and Organizational Structure a. Library Trustees established by state law

The Library is a Department of town government, governed by an elected three member
Board of Library Trustees. The Board’s authority is derived from Chapter 78. Sections
10 and 11 of the Massachusetts General Laws. Responsibility for library management,
collection development, and provision of library services to the public is delegated by the
Board of Library Trustees to the Library Director. The Director is appointed by and
directly responsible to the Board and is an employee of the Town of Manchester-by-the-
Sea.

Massachusetts General Law Chapter 78: Section 10. Town libraries; selection of

trustees and officers
Section 10. A town which raises or appropriates money for the support of a free public
library, or free public library and reading room, owned by the town, shall, unless the
same has been acquired entirely or in part through some gift or bequest which contains
other conditions or provisions for the election of its trustees, or for its care and
management, which have been accepted by the town, elect by ballot at a meeting a board
of trustees consisting of any number of persons, male or female, divisible by three, which
the town determines to elect. When such board is first chosen, one third thereof shall be
elected for one year, one third for two years and one third for three years, and thereafter
one third shall be elected annually for a term of three years. The board shall, from its own
number, annually choose a chairman and secretary and, if the town so votes, a treasurer,
who shall give a bond similar to that given by the town treasurer, in an amount and with
sureties to the satisfaction of the selectmen. Until the town otherwise directs the town
treasurer shall act as treasurer of the board of trustees.

Chapter 78: Section 11. Board of trustees; powers and duties
Section 11. The board shall have the custody and management of the library and reading
room and of all property owned by the town relating thereto. All money raised or
appropriated by the town for its support and maintenance shall be expended by the board,
and all money or property which the town may receive by gift or bequest for said library
and reading room shall be administered by the board in accordance with the provisions of
such gift or bequest. The board of any library, for the purpose of improving the services
of said library, may enter into an agreement with the board or boards of any neighboring
library or libraries, to pay for services in common, or to manage a facility to be operated
jointly by more than one municipality, such payments to be shared in accordance with
terms of such agreement.



Manchester-by-the-Sea Public Library Policy Book
I) Governance and Organizational Structure b. Trustee committees

The following ad hoc committees meet annually in the spring:

House committee
Lawn & Grounds committee

The Building Committee was formally retired in 1998 after establishing a plan for
expansion of the Library.
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I) Governance and Organizational Structure c. Non-appropriated funds - Definitions,
allocations
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I) Governance and Organizational Structure d. Non-appropriated funds: trust
funds/revolving accounts

The interest from these Trust funds is reinvested or spent by the Trustees.

Library Foundation, Inc. - (Cape Ann Savings Bank) to support, maintain, improve,
promote the Manchester Public Library; target fundraising for the renovation and
expansion of the 1886 library building based on the architectural design created in 1999.

Curtis: Memorial — Harriet S. Curtis — Earmarked for future library expansion.

Hoare: Memorial- Ruth A. Hoare — From her estate — Earmarked for future library
expansion.

Putnam: Memorial — Elizabeth Putnam — For the purchase of books and enlargement of
facility.

Wood: Memorial — Katherine B. Wood — Earmarked for future library expansion.

Ware: Memorial — Julia W. Ware — Principal of $10,000 to be held and interest spent
annually for large print books.

Sieradzki: Memorial — Aaron Sieradzki — For long term funding for public computing,
electronic media, or related areas as defined by the Trustees. In the Event that there is a
significant building project or expansion, the principal may be used to help establish a
media center, computer laboratory, or related area that would enhance the accessibility
of computer and electronic media for the benefit of the patrons. Interest may be used
until a significant project is undertaken, at which time the principal may be used.

Weems: Memorial - Katherine Weems — Principal and income earmarked for future
library expansion.

Parson: Revocable Trust — Gertrude Hodge Parsons — Earmarked for future library
expansion.

Winthrop: Clara B. Winthrop - Permanent charitable trust, earmarked for future library
expansion.

Revolving Accounts - The interest of these Town held funds goes to the Town.

Library Gifts: These are small memorial gifts and donations for the purchase of library
materials and specific improvements.

Children’s Room Gift: These are small memorial gifts and donations for the purchase
of library materials and programs specifically for the Children’s Room.

Children’s Room Grant: For the use of programming and program related materials.
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State Aid: For general purpose but by law Chapter 26 “shall be expended by the public
library ... without appropriation.”
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I) Governance and Organizational Structure e. Library organizational chart

Responsibility for library management, collection development, and provision of library
services to the public is delegated by the Board to the Library Director. The Director is
appointed by and directly responsible to the Board and is an employee of the Town of
Manchester-by-the-Sea.

Staffing: The Library has four full time positions: Library Director, Assistant Library
Director, Children’s Librarian, and Circulation/Interlibrary Loan Librarian. The
remaining positions are part time: Cataloger, three Library Assistant-Clerks, two
substitute Library Assistant-Clerks, Custodian and two substitute Custodians. The full
time equivalent is 5.71 persons. There are two positions that are on record that remain
unfilled, the Assistant Librarian and Library Page. The job descriptions for all positions
are on file with the Town and in the Library Director’s office. All library personnel are
employed by the Town of Manchester and report directly to the Director.
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I Governance and Organizational Structure f. Personnel (union)

The three full time librarians, Assistant Library Director, Children’s Librarian,
and Circulation/Interlibrary Loan Librarian, are members of the American
Federation of State, County, and Municipal Employees (AFSCME). The
current union contract (July 1, 2005-June 30, 2008) defines working
conditions, scheduling, and benefits for members.

Part time employees may not work more than 19 hours per week on a regular
basis. While a regular schedule is necessary for the operation of the Library,
part time hours are subject to change at any time. Time off is granted at the
discretion of the Director. As of July 1, 2007, part time employees, on the
regular schedule, receive holiday pay.

The Director and part time employees are subject to the Town of Manchester-by-the-Sea
Personnel Rules and Regulations, last revised July 1, 2007.

10
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I) Governance and Organizational Structure g. Friends of the Library

The Friends of the Manchester Public Library is a private, non profit association
established for the purpose of promoting interest, community awareness and use of the
Manchester Public Library. All funds of the Association shall be devoted to
enhancement of the library, subject to the approval of the Board of Library Trustees.

See Appendix VI B, The Friends of the Library By-laws.

11
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I) Governance and Organizational Structure h. Library organizational relationships

The Manchester-by-the-Sea Public Library has been a full member of the Merrimack
Valley Library Consortia since 1988. As a member of MVLC, the Library is also part of
the Northeast Massachusetts Regional Library System (NMRLS). The Library is
certified annually by the Massachusetts Board of Library Commissioners (MBLC) to
receive state aid, library equalization grants (LEG), and Library Services and Technology
Act grants (LSTA). Certification gives Manchester residents reciprocal borrowing
privileges at most other Massachusetts public libraries and allows them to borrow
material from other Mass libraries through interlibrary loan. Without certification these
benefits would disappear.

(Reciprocal borrowing refers to Manchester residents using other Mass public libraries directly.
Interlibrary loan refers to Manchester residents borrowing material from other Mass libraries via the
statewide delivery system.)

MVLC is a non-profit organization that provides for resource sharing among member
libraries. MVLC maintains the Library’s patron and bibliographic records. MVLC’s on-
line catalog gives its members access to all the members’ collections. Patrons of member
libraries may borrow from and return material to any MVLC library. The state, via
NMRLS, maintains a delivery system throughout the region.

Additional benefits for Manchester residents from the Library’s consortial, regional, and
state relationships:
» Regional reference services 24 hours a day, 7 days a week, from Andover Public
Library - http://www.nmrls.org/answers/247index.html
» Access to Lawrence Law Library, in person, via phone and email -
http://www.lawlib.state.ma.us/
» Access to subscription reference databases via the internet -
http://www.nmrls.org/answers/dbindex.html
Access to subscription periodical databases via the internet
Access to ebooks and downloadable audiobooks via the internet
Access to the collections of special libraries (schools and museums) -
http://mblc.state.ma.us/books/manuscripts/index.php
http://www.nmrls.org/masscat/index.shtml
» Access to digital historic collections - http://nmrlsdli.cdmhost.com/index.php
» Access to the state-wide Virtual Catalog - http://www.mvlc.org/virtualcatalog.htm

YV VYV

12
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IT) Management Policies a. Hours of service

As of July 20, 2006, the library is open 48 hours per week September through June.
The summer schedule (closed Saturdays) begins July 1 and ends the first Saturday
after Labor Day.

Monday & Wednesday 10 am — 8 pm
Tuesday & Thursday 1 pm — 8 pm
Friday 10 am — 5 pm

Saturday 10 am — 5 pm

Closed Sundays & holidays

Closed Saturdays July — Labor Day

(August 2006)

13
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H) Management Policies . Holiday closings and early closings

The Library is closed on the following holidays:
New Year’s Day
Presidents’ Day

Patriots’ Day

Memorial Day

July 4"

Labor Day

Columbus Day

Veterans’ Day
Thanksgiving

Friday after Thanksgiving
Christmas

The Library will close at 4 PM on the days before Thanksgiving, Christmas, and New
Year’s Day, and at 6 PM the night of the Annual Town Meeting and the Friends’ Annual
Meeting.

Other closings related to holidays falling on weekends will be determined on a year-to-
year basis by the Trustees but will follow as closely as possible the practices of Town
Hall or as dictated by union contract.

Union contract states: when a holiday falls on a Saturday the Library may close on the
preceding Friday. When a holiday falls on a Sunday, the Library may close on the
following Monday.

(Feb. 6, 1997, May 18, 2000, Aug. 5, 2004)

14
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H) Management Policies «. Utility Outage/Inclement weather and closings

The Library Director shall make the decision to close due to utility outage. The
decision will be based on information provided by the utility contractor and with
considerations for patron and staff safety. Should the decision be to close, efforts will
be made to contact one Trustee by telephone and a call will be made to the
Selectmen’s Office. Staff and volunteers will be phoned if necessary.

The Library Director shall make the decision to close due to inclement weather. The
decision will be based on the weather forecast and warnings, Town Hall closings,
information provided by the Manchester Police Department, and with consideration
for patron and staff safety. Should the decision be to close, efforts will be made to
contact one Trustee by telephone and a call will be made to the Selectmen’s Office.
Staff and volunteers will be phoned if necessary.

In the absence of the Library Director, the staff member in charge will make the
decisions above according to policy.

(Aug. 5,2004)

15
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H) Management Policies d. Confidentiality of Library Records

This policy is based on recommendations of the American Library Association and
Massachusetts General Laws Chapter 78, Section 7 which states, That part of the records
of a public library which reveals the identity and intellectual pursuits of a person using
such library shall not be a public record as defined by clause Twenty-sixth of section
seven of chapter four.

Manchester-by-the-Sea Public Library recognizes that library records and patron
information are confidential. Library records include:

* Registration information (name, address, phone number, email address, age, etc.)

* Borrowing history, including material checked out and returned, holds, overdue
items and lost items.

¢ Reference transactions and requests.

Therefore:

o Individuals should obtain their own library card. The library will not access an
account if the cardholder is not present.

o Library records will not be made available to any individual except the
cardholder. In the case of minor children, the parent/guardian must have the
physical card, overdue notice, or the child with them.

o Library records will not be made available to any governmental agency without a
subpoena.

o Library records will not be made available to any commercial agency.

o All staff members must support this policy of confidentiality.

The Manchester-by-the-Sea Public Library recognizes that patrons need flexibility when
using the Library, therefore patrons are allowed to lend their card to visitors, with the
following restrictions:

* The card holder is responsible for all material checked out on his/her library card
including computer use.

* Visitors must have the physical card with them. Written or telephone permission
is not acceptable.

* The library card must be current, no outstanding overdue items or long overdue
material. Library staff cannot discuss delinquencies with the guest, only with the
cardholder.

* The librarian will look up the account for a patron who does not have his/her card
with him/her, but only for that patron.

* Family members and friends asking to pick up hold items for another patron will
be allowed to do so.

The library reminds patrons that their patron account is available to them through the MVLC on-line
catalog using your library card number and PIN (last four digits of your phone number). Patrons may
change their PIN at anytime.

(Aug. 2006)

Board of Library Trustees

16
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1) Management Policies e. Patron Behavior

To promote a quality experience for each library patron and to maintain the physical
environment and library materials, the following regulations are established:

Please do not bring food into the library. Beverages in a covered container are
allowed, except at computer workstations. Small, dry snacks for small children
are allowed.

Shoes and shirts must be worn.

Please respect the Quiet Reading Area in the Reading Room, stacks and balcony.
The library holds programs in the Reading Room on a scheduled basis. We regret
any inconvenience to individual patrons.

Please take cell phone calls to the vestibule.

No solicitation in the library.

No pets, with the exception of service animals and library programs with animals.
Staff is not responsible for personal belongings left unattended.

Children are not to be left unattended.

Riding skateboards and roller blades on the premises is not allowed.

Bicycles should be left in the bicycle rack at the side entrance.

Equipment brought into the Library by patrons is used at his/her own risk.
Vandalism, damage to equipment or furnishings, and illegal activities are strictly
prohibited.

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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IT) Management Policies E1

Safe Child Policy, August 2008

Manchester-by-the-Sea is a safe community, nevertheless, the library is a public
building. Library staff are not responsible for overseeing the welfare of small
children. The following Safe Child Policy is therefore established.

All children 7 years old and younger must be accompanied and

supervised by a parent/caregiver/other responsible adult over
the age of 14.

At the discretion of a responsible adult a child 8 years and
older may be left unattended for the period of time needed to
select materials, complete a homework assignment, or attend a
program. The child must know how to reach the responsible
adult in case the need should arise.

In the event of a child under 12 remaining in the library after
closing, staff will contact the police station.

Approved:

Board of Library Trustees
Date:

Date reviewed and approved: August 2008

18
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IT) Management Policies f. Solicitation

Solicitation in the Library of any kind is strictly prohibited.

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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IT) Management Policies g. Materials Selection

The Trustees of the Manchester Public support the principles expressed in the Library
Bill of Rights and the Freedom to Read statement (see appendix). The Board places full
responsibility of materials selection on the Director and the professional staff to select a
balanced range of resources and activities to meet the educational, cultural and
recreational needs of the community.

The Director and professional staff select materials to be added to the collection and
programs to be presented to the public based on the following criteria:

Favorable reviews in professional library periodicals

Best seller lists

Local interest

Patron requests

To maintain a balanced collection representing all points of view on current issues and
problems of the community and society

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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H) Management Policies h. Procedure for Reconsideration of materials

The Board of Library Trustees supports the freedom of individuals to read and view materials of their
choosing. In the case of children, the responsibility for decisions about appropriateness rests with parents or
legal guardians. While we support the right of all users of the Library to reject materials for themselves, no
user may attempt to censor materials for others. The Board is committed to the principles of intellectual
freedom, as expressed in the American Library Association's Library Bill of Rights and the Freedom to
Read Statement.

The Trustees establish this procedure for reconsideration to address concerns about library materials. The
patron submitting the request must be a resident of Manchester and hold a valid borrower's card. Request
for reconsideration must be made in writing, on the following form. The material in question will be
reviewed by the Trustees and Library Director at a public meeting and a judgment will be issued within 30
(thirty) days of said meeting.

Material to be reconsidered:
Title:

Author

Publication date

Request initiated by:
Name:

Street Address:
City: State: ZIpP

Do you represent yourself?  An organization?  What organization?

1. What brought this material to your attention?

\S]

. What is your concern about the material in question? Cite specific pages, illustrations.

3. Have you examined the material in its entirety? If not, indicate which parts.

4. What action would you like to see taken regarding this material?

5. Are you aware of the judgment of this material by literary critics?

6. Are there materials you might suggest to provide additional information and/or another viewpoint on this
topic? Source ; Author ; Title ; Publisher ; Pub. Date

Please sign and date below. Return this form to the Library Director who will issue copies to the Board of
Library Trustees for reconsideration at their next meeting. Board meetings are open to the public and posted at
the Town Hall.

Ric Rogers, Dorothy Jodice, Tim Browne
(April 27,2000, Nov. 13, 2003, Aug. 5, 2004, Oct. 23, 2007)
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II) Management Policies i. Gifts in Kind

Acquisition of Gifts in Kind

The Board of Trustees of the Manchester-by-the-Sea Public Library accepts gifts of
tangible property that are appropriate to the functions and appearance of the Library. The
Trustees do, however, have the following guidelines for accepting or not accepting a
particular gift.

General Conditions

The Trustees will not accept any gift of tangible property, if any conditions
are attached to the gift as to its location, display, or preservation; or where
acceptance of the gift would involve for the Library or Town any security,
custodial, or maintenance costs.

The Trustees are not responsible for providing appraisal values or monetary
evaluations on tangible property offered as gifts for tax purposes or any other
reason.

The Trustees shall not be obligated to retain any gift and shall be free, through
sale or other action, to dispose of the gift if so voted by the Board.

Specific Gift Conditions

Approved:

Date:

Date reviewed and approved:

Books, manuscripts, and documents may be accepted as gifts by the Trustees
upon the recommendation of the Library Director. The Director shall address
(1) relevance of the gift to the overall collection of the Library, (2) the
capability of the Library to secure, archive, and make the gift accessible to the
public, and (3) the long-term costs of retaining the gift in good condition.
Unless particularly appropriate to the decor of the Library, art works and
decorative furniture or objects, generally, shall not be accepted as permanent
gifts. The Trustees may accept such objects as loans for display purposes
under such terms and conditions as may be established.

Broad of Library Trustees

(June 24, 2004)
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H) Management Policies j. Procedures for Acknowledgment of Gifts

It is the policy of the Trustees of the Manchester-by-the-Sea Public Library to acknowledge all accepted
gifts. Acknowledgement/memorialization of gifts shall be in accordance with the following procedures.

1. General :

The procedures do not take over any stipulations attached to gifts that are accepted by the
Trustees.
Gifts to any public or private charity that is organized to provide funds to the Library shall be
treated, for acknowledgement purposes, as if they were donated directly to the Library.
Monetary gifts, to include bequests fall into three categories:
* Gifts/bequests for unrestricted Library use and for endowment purposes
* Gifts/bequests for the purchase of specific items, e.g. books, other media,

equipment, furniture, etc.
* Gifts/bequests for capital projects
All gifts shall be acknowledged by letters and cards signed by the Director for amounts under
$500.00, the Trustees’ Secretary for amounts $500.00-$1,000.00, the Trustees’ Chairperson for
amounts $1000.00-$5,000.00, and the full Board of Trustees for amounts over $5,000.00. Letters
and cards of acknowledgement for monetary gifts shall include, if appropriate, formal wording
accepted by the Internal Revenue Service: “There was no gift or service rendered for this
donation.”
Gifts from organizations shall be listed in the Manchester Cricket. Dollars amounts shall not be
published except on a case-to-case basis. The wishes of donors requesting anonymity shall be
respected.
The Trustees shall discourage the use of name plates. However, the cost of acknowledgement
materials will be borne by Trustee Funds.

2. Monetary Gifts for Specific Items:

Books purchased with specifically designated funds for the Library collection shall be
memorialized by book plates bearing the name of the memorial designee.

Non-permanent books, magazine subscriptions, CDs, DVDs, minor equipment, etc. purchased
with gift funds so designated shall be acknowledged by a letter or card as appropriate.

3. Bequests for Major Capital and Building Gifts

The Trustees shall have final decision on all naming opportunities.

4. Gifts in Kind

Approved:

Date:

Subject to the policy covering Acquisition of Gifts in Kind, such gifts that are accepted by the
Trustees will be acknowledged and appropriately memorialized.

Board of Library Trustees
Oct 23,2007

Date reviewed and approved: (May 21, 2004)
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H) Management Policies k. Book and material Donations

The Manchester Public Library, in partnership with the Friends of the Library, accepts
book and other media donations from the public to support the Friends’ book sales. The
library may add some donations to the collection, including Books @ the Beach, but
almost all donations are offered for sale.

* The Library will provide a receipt upon request.

* Neither the Library nor the Friends can put a value on any donations.

* Neither the Library nor the Friends can accept a book with conditions attached.

* All donations are final.

* Donations are limited to one or two bags/boxes at a time and should be brought to
the Circulation Desk. Do not leave donations outside. Library staff cannot
unload cars.

Book Donation Guidelines:

We accept new hardcover and paperback books, old books in good condition, and audio-
visual material in good condition.

We do not accept magazines, condensed books, textbooks.

(July 20, 2006, Oct 23, 2007)

Approved:

Board of Library Trustees
Date: Oct 23, 2007

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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IT) Management Policies 1. Public Bulletin Board & Community Table

Public Bulletin Board Policy
= All postings must be approved by Library staff
= Postings will be for a specific cultural, educational, or recreational event only
= Only postings from non-profit organizations are accepted
»= Commercial and/or personal advertising is not accepted
= Postings for the Town of Manchester will receive first priority
= Postings may be put up 3 weeks prior to the event
= The Library Director has the responsibility to manage the limited space and may
remove postings at any time
= Postings may not exceed 11”x17”

Community Table

Material added to the Community Table must be approved by the Library Director. The
material must be of an informational, educational, cultural, civil, or recreational theme,
distributed by non-profit organizations, or local publishers. Commercial and personal
material is not acceptable. The Library Director has the responsibility to manage the
limited space and may remove material at any time.

(2006, Oct 23, 2007)

Approved:

Board of Library Trustees
Date: Oct 23, 2007
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IT) Management Policies m. Library Equipment

Library equipment will not be loaned to individuals or private groups. Only circulating
materials are available for loan.

(Oct. 26, 2000, Aug. 5, 2006, August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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H) Management P olicies n. Emergencies & disasters
See Library’s Disaster Plan
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II) Management Policies o. Patriot Act

Procedures for Handling a Visit from the FBI under the U.S. Patriot Act

1.

Only Federal law enforcement can administer subpoenas and search warrants under the Patriot
Act. Local and state officials cannot take action under this law.

Staff has the right to ask for identification.

It is lawful to refer the agent or officer to the Library Director or Assistant Director in charge of
the library and staff do not need to respond immediately to any request.

If the Library Director or the Assistant Library Director is not available, make every effort to
contact them by phone.

If not available, please refer to Town Administrator or the Police Chief who will verify the
authenticity of the subpoena or search warrant.

This ends staff responsibility.

Never give information over the phone.

28
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IH) Patron Services a. Eligibility for joining the Manchester Public Library

* All Manchester-by-the-Sea residents are eligible to receive a library card.
Children under 12 years of age must have a parent or guardian sign for
them.

* Patrons must be present to receive a card.

* Patrons may have one card only. The first card is free. The library
charges $1.00 for replacement cards.

* Members of the Manchester Public Library are automatically members of
the Merrimack Valley Library Consortia (MVLC).

*  Your Manchester Public Library card can be registered with other public
library consortia throughout the state (reciprocal borrowing).

Legal residency is defined as “where you are registered to vote.”

Summer residents may use their Massachusetts hometown library card, or, may receive a
Manchester Public Library card upon proof of residency.

Manchester schools, public and private, may obtain an institutional library card to be
used by teachers. The school principal must sign for the card. The school is responsible
for all overdue fines and lost items.

(2001, August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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IIT) Circulation Services b. Library cards for non-residents

The Manchester Public Library extends reciprocal borrowing privileges to all
Massachusetts residents who present a public library card from an accredited
Massachusetts public library. Residents of a community that is part of the Merrimack
Valley Library Consortium must have a hometown card. Other Massachusetts residents
must have a public library card from their hometown library or regional system. Only
public library cards are acceptable.

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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IIT) Circulation Services c. Loan periods, limits on material, renewals

To ensure equal access for all residents to the library collection, the Trustees establish
the following circulation policies regarding borrowing periods, renewals, and limits
on the collection. The Manchester Public Library, as a member of MVLC, makes
every effort to establish policies that are in harmony with the consortia.

Loan periods:

All books, periodicals, audiobooks, music, CD-ROM 3 weeks 1 renewal
Best Seller Book Collection 1 week 1 renewal
All videos, DVD & VHS 1 week no renewal

Items on reserve cannot be renewed.
Renewals may be made in the Library, via the phone, or the internet -
http://www.mvlc.org/catalog.htm

Limits:
Generally, there is no limit on books. The library reserves the right to limit the
number of books on a subject or by one author, due to high demand.

Audio-visual material and periodicals, limit of 6 per format.

Museum passes are limited to one pass per day per family

The current issue of a periodical is not loaned

Reference and archival material is not loaned

The Best Seller Collection is a browsing, first come, first served collection of titles in
high demand. Best Sellers are not available for requests, locally or in the consortia.

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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IIT) Circulation Services d. Overdue fines

As of September 2006, the Trustees voted to eliminate overdue fines. A “Guilt Box™ is
established for patrons wishing to “pay a fine.” Guilt box receipts go to the Town
General Fund.

To ensure the prompt return of checked out material, patrons must return all overdue
material before he/she may check out additional material, including the public internet
computers. Staff will renew overdue material when possible to ease constraints.

Library fees :

Lost or damaged materials : original cost

Lost museum pass : $20.00

Replacement library card : $1.00

Broken CD case : $1.00

CDs, books on CD, CD players returned in book drop : $1.00 each
Computer printing : 5 cents per page

Copy machine : 15 cents per page

Fax service : $1.00 for 1 through 5 pages, outgoing only

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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IIT) Circulation Services e. Reserves

Patrons may place a reserve on a title that is currently checked out using the MVLC on-
line catalog. The on-line catalog is available in the Library and from home via the
internet. Borrower barcode is your library card number. The PIN number is the last four
digits of your phone number. When your book arrives at the library you will receive a
phone call or an email. You have seven days to pick up the item.

Library staff will help you place a reserve. Requests placed by the librarian are limited to
three.

If the title you are looking for is not available in the MVLC on-line catalog, you may
search the state-wide Virtual Catalog and place a interlibrary loan request directly. You
will be notified by phone or email when the item arrives. Virtual Catalog requests are
limited to ten at a time.

If the title you are seeking is not in either MVLC or the Virtual Catalog, you may make a

request with the Reference Librarian to search outside Massachusetts. This service is
limited to three requests at a time.
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IIT) Circulation Services (2001) f. Claims returned/never had

When a patron claims to have returned a book that is still on his/her record, library staff
will indicate “claims returned” on the patron account. The item status “claimed returned”
indicates that neither the library nor the patron can account for the book. The patron is no
longer responsible for the book unless it turns up at home. The book may just as easily
turn up in the library.

“Claims never had” is the status of a book on a patron record that the patron claims
he/she never checked out. Library staff will change the item status to (NA) “missing.”
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IH) Circulation Services g. Lost/damaged materials

Cardholders are responsible for all lost and damaged material checked out on his/her
library account. Original cost of the item will be charged. In the case of damaged

material, the patron may keep the item once paid for. Lost items, once paid for, cannot
be refunded.

Parents/guardians of minor children, when signing the child’s patron registration
application, agreed to be responsible for all material checked out by the minor child.

Patrons are responsible for lending their library card to another person and for lending
library material to another person.

Report a lost card to the Library as soon as possible.
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IH) Circulation Services h. Teacher/School Institutional Library Card

School library cards will be issued in the name of the school with the consent of the
principal, head master, or owner for schools in the Town of Manchester.

= Teacher’s personal library cards are issued from the hometown library.

= Books may be borrowed on the teacher’s personal library card or on the school
library card.

= Unlimited numbers of books per subject/author may by taken at one time providing
2-3 books are left on each topic for other patrons.

» Books only are circulated for a six week period. No renewals are allowed.

= Lost or damaged books will be paid for by the cardholder to whom the books were
loaned.

= Borrowing privileges will be suspended until overdue material is returned.

Reviewed and approved:

Board of Library Trustees

Date: Oct 23, 2007

Reviewed and approved:
(Aug. 5, 2004)
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III Circulation Services i. Home delivery to Manchester residents who are home-bound

The Manchester Public Library provides home delivery and pick up of library materials
for Manchester residents who are homebound, either temporarily or permanently.
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IV) Reference Services a. Confidentially of Reference Services
See Code of Ethics of the American Library Association, Appendix VI f.

Patrons seeking reference and reader’s advisory services are afforded the same right to
privacy and confidentiality as provided for all library accounts. Manchester Public
Library’s goal is to provide the highest level of service to all patrons, with courteous and
unbiased responses in a timely manner.
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IV) Reference Services b. Priorities for reference services

» Patrons in the Library requesting reference/readers’ advisory services have first
priority from Library staff.

» Phone patrons have second priority. Library staff will make every attempt to
respond to phone reference questions by the end of the business day or first thing
the next business day.

» Mail and email reference inquiries are third priority. Twenty-four to seventy-two
hours may be needed to respond to mail and email reference questions.

» The Library does not have a genealogy collection. Genealogical research should
be directed to the Manchester Historical Society.
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IV) Reference Services c. Interlibrary loan service

Since Manchester Public Library joined the Massachusetts Virtual Catalog, patrons have direct access
to public and academic catalogs across the state. Patrons may place holds within the MVLC
consortium and on the Virtual Catalog directly. The Library staff will assist patrons in finding the
needed title. When asked, staff will request titles for the patrons. Patrons must fill out a request form
for each title. This service is limited to three active requests per patron.
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IV) Reference Services d. Public Internet Use

Manchester Public Library public-access computers are a valuable asset to the residents

of Manchester and therefore permission to use them is given based on presentation of a
valid Massachusetts public library card, or, for out of state visitors, presentation of

identification. Visitors under 12 without a library card must have an adult with
identification sign in for them.

Patrons must sign in and out at the circulation desk. Printing is 10 cents per page b & w, 25 cents
per page for color including pages printed in error. You are responsible for all print jobs.

Parents are solely responsible for supervision of content, safety, security, and access to minors.
Computer use is limited to one hour per day. You may continue use if no one is waiting. Priority
will be given to patrons who have not yet used the computers this day.

Patrons are not allowed to save any files on library computers.

No more than 2 persons may use one work station at one time.

The Library does not take responsibility for any personal accounts accessed on public internet
computers. When using pass-worded services, be sure to log off the service when finished. Users
should be advised that because security is technically difficult to achieve in a public environment,
electronic transactions and files could become public.

Library staff is not available for drop-in computer training. Training sessions are scheduled on an
individual basis. Ask at the Reference desk. Reference assistance is available for electronic
databases subscribed to by the Library.

Please do not attempt to reboot or make other adjustments to the computers or printers. Do not
switch terminals when having a problem. Ask for assistance.

Do not attempt to download, upload or install additional programs to the computer. Not every
internet program or email attachment is supported on library computers.

The workstations will be shut down 15 minutes before the Library closes.

We regret that in the event of terminal downtime, maintenance, or library programs, this service
will not be available.

PC #5 is the designated Homework Center workstation and is reserved for students K-12,
Mondays —Thursdays, 3-5 PM, following the public school schedule.

Whether using a library computer or a personal laptop, patrons are expected to refrain from
displaying graphics which are inappropriate for public viewing, or playing audio that disturbs
other patrons. Violations of the policies and regulations that govern the use of the library’s
computers and internet resources will result in suspension or loss of the privilege to use these
resources. A patron will receive one verbal warning. The second offence will result in a 30 day
suspension of internet privileges. A repeat offence will result in permanent loss of internet
privileges.

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)

(Reviewed November 2010)

Board of Library Trustees (Richard Rogers, Alison Anholt White, Timothy Browne)
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IV) Reference Services e. Children’s Room CD-Rom Use

This work station is for educational games only. It has no internet connection or word
processing capacity. Preschool children should be accompanied by an adult.

* Please sign in on the log to your left; name and time.

*  Only the pre-loaded software may be used. Do not try to load another CD-ROM.

* There is a 30 minute time limit for this computer. If no one is waiting, you may
continue use.

* Please do not attempt to adjust the computer settings. Please ask for assistance if
you experience a problem.

* This computer will be shut down 15 minutes before the library closes.

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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IV) Reference Services f. Computer training

The Library offers free one-on-one computer training to the public on the following
topics:

MVLC On-line Catalog
Virtual Catalog
Downloading audiobooks
Internet

Email

Searching

Electronic databases
General PC use

Please make a reservation at the Circulation Desk. 24 hour notice is required. There is a
maximum of 2 workshops per patron per month.
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V) Other Services a. Programs in the Library

Public library roles include Community Activities Center and Independent Learning
Center. In fulfilling out Mission Statement to provide “a balanced range of resources and
activities, meeting educational, cultural, and recreational needs,” the Library offers
programs that may occasionally disrupt the quiet environment or block access to some
resources. While we regret any inconvenience, we must make the best use of our limited
space in offering a wide variety of resources for all of our patrons.
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V) Other Services b. Community Meeting Place

Quiet talking is allowed in the Circulation Hall, Reference Room, and Children’s Room.
The Reading Room and the stacks are considered quiet spaces. Book groups, Friends of
the Library meetings, and other Library programs are regularly scheduled for the Reading
Room. We regret any inconvenience in advance.
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V) Other Services c. Fax Service

The Library offers outgoing fax service to the public for a fee of $1.00 for one
through five pages maximum. Library staff will assist users with the fax machine.

(August 2006)

Board of Library Trustees (Richard Rogers, Dorothy Jodice, Timothy Browne)
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VI) Appendlx a. Library Trustee by-laws
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VI) Appendlx b. Friends of the Library by-laws
Adopted May 12, 2003

Article I: The name of the organization.
The name of this Association shall be: Friends of the Manchester Library, Inc.

Article II: Purpose and objectives.

The Friends of the Manchester Library, Inc. has as its purpose the promotion of
interest, community awareness and use of the Public Library of Manchester,
Massachusetts. All funds of the Association shall be devoted to enhancement of the
Library, subject to the approval of the Board of Library Trustees. No part of said funds
shall inure to any individual.

Article III: Powers.

This Association shall have all the powers permitted by law which are necessary
for carrying out the purposes for which it was founded, including the right to own, lease,
encumber, and sell real and personal property.

Article IV, Section 1 — Qualification of members/dues.

Membership shall be open to anyone interested in advancing the purposes of this
Association.

Membership in the Friends of the Manchester Library shall consist of any dues-
paying member.

Membership shall run for one year, from annual meeting to annual meeting.

Annual dues for membership shall run from annual meeting to annual meeting.

Article IV, Section 2 — Fiscal Year.
The fiscal period of this Association shall be from April 1* to March 31*
annually.

Article IV, Section 3 — Voting.

Each member shall have one vote. Issues requiring a vote to be taken at the
annual meeting shall require a simple majority of voting members present to pass. Voice
votes are acceptable unless a show of hands is specifically requested by a voting member,
or unless a secret ballot is required.

Article IV, Section 4 — Annual Meeting.
The annual meeting of the membership shall be held by May 31* at a time and
place determined by the executive committee.

Article V: Organization.

Article V, Section 1 — Officers/Members at Large and elections.

Article V, Section 1a — Officers and Members-at-large shall be nominated by a
nominating committee appointed by the president. There shall be 3 members on the
nominating committee, all of whom shall be voting members of this Association. The
nominating committee, which may serve for no more than 3 years, shall present a slate of
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candidates for that year to the executive committee not less than 2 months prior to the
annual meeting. After executive committee approval, the names of the candidates and the
positions for which they are nominated shall be submitted to the membership at the
annual meeting. Nominations made from the floor shall be accepted. Voting shall take
place at the annual meeting.
* Officers begin terms at the end of the annual meeting at which they are elected.
* All officers shall be eligible voting members of the Association.
* The officers of this Association shall consist of a president, vice-president,
secretary and treasurer.
* All officers shall be elected for a term of 2 years, and no officer shall serve in the
same capacity for more than 4 consecutive years. An exception may be made in
the case of the treasurer.

Article V, Section 1b — Officers’ responsibilities.

* President: It shall be the duty of the president to preside at all regular meetings of
the executive committee and the membership, unless another officer is
specifically designated. The president or designee shall be a liason to the Library
Board of Trustees.

* Vice-president: The vice-president shall conduct meetings at the request of the
president or in the president’s absence.

e Secretary: The secretary, under the direction of the president, shall take notes at
all meetings, maintain Association files, take care of correspondence, keep the
calendar of meetings and handle press releases and public announcements.

* Treasurer: The treasurer shall have the authority to sign checks, providing those
above one thousand ($1,000.00) are countersigned by the president or any other
officer. The treasurer shall be responsible for maintaining appropriate bank
accounts and financial records for the Association, and arrange for an annual audit
of accounts.

* Members-at-large: There shall be not less than 5 members-at-large. Term of
service will be 2 years. No member shall serve in the same capacity for more
than 4 years.

Article V, Section 2 — Executive Committee.
Article V, Section 2a — The executive committee shall conduct the business of this
Association. The executive committee shall consist of the following officers and others:
* President
* Vice-president
e Secretary
* Treasurer
* At least 5 members-at-large
The executive committee shall have the power to take any action deemed
appropriate to carry on the affairs of this Association.
The annual dues shall be set by the executive committee before the date of the
annual meeting.
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Article V, Section 2b — The executive committee shall meet at least once every 3 months
from September through May. A quorum shall be one half of the officers and members-
at-large on the executive committee plus one. Special sessions of the executive
committee may be called by the president. Notice must be given to all executive
committee members at least 5 days in advance of a special meeting.

Regular meeting dates will be scheduled at the preceding meeting and notice must
be given to all executive committee members at least 10 days in advance of the meeting.

Article V, Section 2¢ — In the event that an officer/member-at-large leaves town, or fails
to attend 3 consecutive executive committee meetings, the executive committee may elect
a replacement to serve until the next regular election.

Article V, Section 3 — Committees.
The president shall appoint committee chairs who may select people from the
membership to serve on their committees. The committees may be created as needed.

Article VI: Rules of Order.

All meetings shall be conducted in accordance with the rules set forth in Robert’s
Rles of Order (Revised), except when same shall conflict with the specific provisions of
these by-laws.

Article VII: Amendments to the By-laws.

The by-laws of this Association may only be amended by a two-thirds vote of all
members present and voting at the Annual Meeting, or any special meeting called
expressly for that purpose, on at least five days written notice to all members specifying
that amendments will be acted upon.

End
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By-laws of the Board of Library Trustees of the Manchester-by-the-Sea Public Library

Article I Name.
This body shall be called The Manchester-by-the-Sea Public Library Board of
Trustees.

Article II Members and Terms.

The Manchester-by-the-Sea Public Library Board of Trustees shall consist of
three (3) members, nominated and elected by the voters at large for a term of three (3)
years. At least 1/3 of these members shall be elected each year.

Article III Powers and Duties.

Section 1: The Manchester-by-the-Sea Public Library Board of Trustees shall have
general charge of the town library, its personnel, policies, inventory, and building.
Section 2: The Trustees shall appoint a Library Director and establish guidelines for the
hiring of other personnel.

Section 3: The Trustees, together with the Selectmen, shall fill all vacancies which may
occur in the Board of Trustees prior to the next annual meeting of the town.

Section 4: Duties as stated in the by-laws of the Town of Manchester-by-the-Sea

a. Article IX Records and Reports: All officers, boards and departments of the
Town shall cause records of their doings and accounts to be kept in suitable books, and
shall also keep current inventories of all personal property under their control and current
records of all personnel employed by them.

b. Article XIII Section 19 Department Budgets: Each department head shall
make provisions in its annual budget for pay adjustments during the ensuing year. No
adjustment shall be effective or paid unless, or until sufficient funds are available
therefore.

Article IV Selection of Officers.
The Board of Trustees shall elect from among members a chairperson, secretary
and treasurer.

Article V Duties of Officers.

The Chairperson shall call the meeting of the Board of Trustees and confer with
the Library Director in preparing an agenda which shall include such old and new
business as is appropriate.

The Secretary shall record the happenings and decisions made at each meeting
and shall present the report to be read and approved by the Board at the following
meeting.

The Treasurer shall keep the Board informed regarding Library Trust Funds and
funds voted by the annual Town Meeting. This information is obtained from the Town
Treasurer who administers the funds.

Article VI Meetings.

The Manchester-by-the-Sea Public Library Board of Trustees shall meet monthly
or as needed at a time and date mutually agreeable to all members.
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Notice of all regularly scheduled meetings shall be posted with the Town Clerk at
least 48 hours before each date.

Article VII Quorum.
A quorum of two (2) members of the Board of Library Trustees shall be present in
order to carry on the business of the Board.

Article VIII Amendments.
These by-laws may be amended by a two-thirds (2/3) vote of the Board.

Katherine Richardson

Lawrence Kirby

Suzanne Freeman Minturn

(August 1994, amending Feb. 1986)

(To be presented to an annual meeting of the Town for ratification as per Manchester Public Library By-
laws dated May 21, 1884)
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VI) Appendlx c. American Library Bill of Rights

"Library Bill of Rights." American Library Association. 2006.
http://www.ala.org/work/freedom/lbr.html (Accessed 12 Jul, 2006)

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.

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.

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

II1. Libraries should challenge censorship in the fulfillment of their responsibility to provide information
and enlightenment.

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

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

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

Adopted June 18, 1948, by the ALA Council; amended February 2, 1961; January 23, 1980; inclusion of
“age” reaffirmed January 23, 1996.
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VI) Appendlx d. Freedom to Read Statement

"Freedom to Read Statement." American Library Association. 2006.
http://www.ala.org/alaorg/oif/freeread.html (Accessed 12 Jul, 2006)

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 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:
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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.

2. 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.

3. 1Itis 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.

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 not in the public interest to force a reader to accept the prejudgment of a label characterizing
any expression or its author as subversive or dangerous.

The ideal of labeling presupposes the existence of individuals or groups with wisdom to determine
by authority what is good or bad for others. It presupposes that individuals must be directed in
making up their minds about the ideas they examine. But Americans do not need others to do their
thinking for them.
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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; and by the government whenever it seeks to
reduce or deny public access to public information.

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

7. Itis the responsibility of publishers and librarians to give full meaning to the freedom to read by
providing books that enrich the quality and diversity of thought and expression. By the exercise of
this affirmative responsibility, they can demonstrate that the answer to a "bad" book is a good
one, the answer to a "bad" idea is a good one.

The freedom to read is of little consequence when the reader cannot obtain matter fit for that
reader's purpose. What is needed is not only the absence of restraint, but the positive provision of
opportunity for the people to read the best that has been thought and said. Books are the major
channel by which the intellectual inheritance is handed down, and the principal means of its
testing and growth. The defense of the freedom to read requires of all publishers and librarians the
utmost of their faculties, and deserves of all Americans the fullest of their support.

We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for
the value of the written word. We do so because we believe that it is possessed of enormous variety and
usefulness, worthy of cherishing and keeping free. We realize that the application of these propositions may
mean the dissemination of ideas and manners of expression that are repugnant to many persons. We do not
state these propositions in the comfortable belief that what people read is unimportant. We believe rather
that what people read is deeply important; that ideas can be dangerous; but that the suppression of ideas is
fatal to a democratic society. Freedom itself is a dangerous way of life, but it is ours.

This statement was originally issued in May of 1953 by the Westchester Conference of the American
Library Association and the American Book Publishers Council, which in 1970 consolidated with the
American Educational Publishers Institute to become the Association of American Publishers.

Adopted June 25, 1953, by the ALA Council and the AAP Freedom to Read Committee; amended January
28, 1972; January 16, 1991; July 12, 2000; June 30, 2004.

A Joint Statement by: American Library Association
Association of American Publishers

Subsequently endorsed by: American Booksellers Foundation for Free Expression
The Association of American University Presses, Inc. The Children's Book Council
Freedom to Read Foundation National Association of College Stores

National Coalition Against Censorship National Council of Teachers of English
The Thomas Jefferson Center for the Protection of Free Expression
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VI) Appendix e. Massachusetts General Laws Pertaining to Public Libraries
CHAPTER 78. LIBRARIES

PUBLIC LIBRARIES

Chapter 78: Section 7. Establishment by cities and towns; records

Section 7. A town may establish and maintain public libraries for its inhabitants under
regulations prescribed by the city council or by the town, and may receive, hold and
manage any gift, bequest or devise therefore. The city council of a city or the selectmen
of a town may place in such library the books, reports and laws which may be received
from the commonwealth. That part of the records of a public library which reveals the
identity and intellectual pursuits of a person using such library shall not be a public
record as defined by clause Twenty-sixth of section seven of chapter four. Library
authorities may disclose or exchange information relating to library users for the purposes
of inter-library cooperation and coordination, including but not limited to, the purposes of
facilitating the sharing of resources among library jurisdictions as authorized by clause
(1) of section nineteen E or enforcing the provisions of sections ninety-nine and one
hundred of chapter two hundred and sixty-six.

CHAPTER 78. LIBRARIES
PUBLIC LIBRARIES

Chapter 78: Section 8. Use of facilities by non-residents

Section 8. Any free town public library may loan its books or other library material to
any other such library or to citizens of other towns or non-residents, under such written
conditions and regulations as may be made by the board of trustees or other authority
having control of the library so loaning. Any town may raise money to pay the expenses
of so borrowing books and other library material from the library of any other town.

CHAPTER 78. LIBRARIES

PUBLIC LIBRARIES

Chapter 78: Section 10. Town libraries; selection of trustees and officers

Section 10. A town which raises or appropriates money for the support of a free public
library, or free public library and reading room, owned by the town, shall, unless the
same has been acquired entirely or in part through some gift or bequest which contains
other conditions or provisions for the election of its trustees, or for its care and

management, which have been accepted by the town, elect by ballot at a meeting a board
of trustees consisting of any number of persons, male or female, divisible by three, which

57



Manchester-by-the-Sea Public Library Policy Book

the town determines to elect. When such board is first chosen, one third thereof shall be
elected for one year, one third for two years and one third for three years, and thereafter
one third shall be elected annually for a term of three years. The board shall, from its own
number, annually choose a chairman and secretary and, if the town so votes, a treasurer,
who shall give a bond similar to that given by the town treasurer, in an amount and with
sureties to the satisfaction of the selectmen. Until the town otherwise directs the town
treasurer shall act as treasurer of the board of trustees.

CHAPTER 78. LIBRARIES
PUBLIC LIBRARIES
Chapter 78: Section 11. Board of trustees; powers and duties

Section 11. The board shall have the custody and management of the library and reading
room and of all property owned by the town relating thereto. All money raised or
appropriated by the town for its support and maintenance shall be expended by the board,
and all money or property which the town may receive by gift or bequest for said library
and reading room shall be administered by the board in accordance with the provisions of
such gift or bequest. The board of any library, for the purpose of improving the services
of said library, may enter into an agreement with the board or boards of any neighboring
library or libraries, to pay for services in common, or to manage a facility to be operated
jointly by more than one municipality, such payments to be shared in accordance with
terms of such agreement.

CHAPTER 78. LIBRARIES

PUBLIC LIBRARIES

Chapter 78: Section 12. Annual report of trustees

Section 12. The board shall make an annual report to the town of its receipts and
expenditures and of the property in its custody, with a statement of any unexpended
balance of money and of any gifts or bequests which it holds in behalf of the town, with
its recommendations.

CHAPTER 78. LIBRARIES

PUBLIC LIBRARIES

Chapter 78: Section 13. Applicability of sections relating to trustees

Section 13. The three preceding sections shall not apply to library associations, nor to a
library organized under a special act.
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VI) Appendlx f. Library Code of Ethics

"Code of Ethics." American Library Association. 2006.
http://www.ala.org/alaorg/oif/ethics.html (Accessed 12 Jul, 2006)

Code of Ethics of the American Library Association

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

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

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

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

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

1I. We uphold the principles of intellectual freedom and resist all efforts to censor library
resources.
I1I. We protect each library user's right to privacy and confidentiality with respect to
information sought or received and resources consulted, borrowed, acquired or transmitted.
IV.  We recognize and respect intellectual property rights.

V. We treat co-workers and other colleagues with respect, fairness and good faith, and advocate
conditions of employment that safeguard the rights and welfare of all employees of our
institutions.

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

employing institutions.
VII.  We distinguish between our personal convictions and professional duties and do not allow

our personal beliefs to interfere with fair representation of the aims of our institutions or the
provision of access to their information resources.

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

Adopted June 28, 1995, by the ALA Council
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VI) Appendix g. Basic Elements of Library Service

A library’s effectiveness is determined by its ability to meet the basic, primary service needs of its
community. The planning process uses several methods to determine the effectiveness of basic library
service.

¢ Analysis of eleven key elements essential to the provision of basic library service.

¢ Compliance with state minimum library service standards.

* Satisfaction of library standards for children’s services established by the Massachusetts

Library Association.

¢ Ability to fill service roles to the extent required to meet community needs.

Each method is described below:

Eleven Elements of Basic Library Service

The sole purpose of a public library is to meet the library needs of its community. Libraries differ in
services, resources, and internal operations because their communities differ, but there are certain basic
requirements essential to effective library service in all communities.

The Small Library Planning Process has identified the Eleven Elements of Basis Library Service. Each
element specifies certain conditions that libraries must satisfy in order to provide a minimum level of
acceptable library service.

The elements are summarized here with the findings in italics.

h) Suitable facilities. The location devoted to library use is inviting, comfortable, user-oriented, up
to building code standards for handicapped accessibility and large enough to accommodate collections,
reader seating, and service.

2. Hours. Beyond complying with the requirements as specified in the State Minimum
Standards for Library Service, libraries that strive to provide a schedule that allows residents to
use the library at times convenient for them will find that public use and support for the library is
increased.

3. Staff. Service to library users is the first priority of a friendly, knowledgeable, and resourceful
library staff. Whether paid or volunteer, a skilful and responsive staff that can meet user needs is
clearly an absolute necessity.

4. Materials. A current and useful, carefully developed collection is selected to meet the
popular needs and interests of the community.

5. Written Policies. Policies defining library operations, personnel management,
collection development, and other important practices should be in writing and
formally adopted by the Board.

6. Telephone. The library offers a public service and is an information provider. Its services
need to be accessible to the patrons by telephone as well as by personal visits. In addition, library
personnel should be able to telephone for support resources to which they are entitled from
regional and state resources.

7. Informed and Supportive Trustees. Trustees are the governing authority responsible for
municipal library service. Primary functions of the trustees are establishing policy, securing
adequate funding, employing qualified library director, and evaluation of library effectiveness in
relation to community needs. In order to meet these challenging responsibilities, trustees must be
dedicated library supporters who are well informed about the community characteristics and needs
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as well as library issues. Commitment to high quality library service, coupled with courage,
assertiveness, and persistence in advocating for its support are essential in all board members.
Board members who possess these qualities will generate stronger, more effective library service
while earning respect of municipal officers, library staff, and the public at large.

8. Adequate funding. An adequate budget is one that meets the particular needs of the
community. It should support the level of staffing, collection development, and general operations
required to meet the changing needs of a community. The library budget must meet state
guidelines for the library to remain certified. Trustees are charged with the responsibility of
securing adequate funding.

9. Publicity. An active public relations program advertises library services, encourages library
use and support. Effective promotion of good services is essential to library development.

10. Planning and Evaluation. An ongoing planning process based on data collected from the
community, library statistics and opinion polls insures that the library services remain compatible
with community needs.

h) Interlibrary Access Point. The local library provides the members of its community access
to the collections of state and national public libraries through resource sharing via
membership in regional consortia.
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VI) Appendix h. Minimum Standards for Library Service

The Commonwealth of Massachusetts provides annual grants to public libraries that meet
minimum standards and funding requirements contained in the Code of Massachusetts
Regulations 3.00 and 4.00. The program is administered by the Massachusetts Board of
Library Commissioners.

For libraries serving municipalities with populations between 5,000 and 9,999, these
regulations are as follows:

* Be open to all residents of the Commonwealth

*  Make no charge for normal library service

* Be open a minimum of 25 hours a week, including some evening hours

* Employ a library director who has a college degree with additional special training

¢ Spend a minimum of 19% of the total annual budget on books and other materials

*  Extend borrowing privileges to holders of cards issued by other public libraries which comply
with these requirements

*  Municipal appropriations for library service that equal the average library appropriation for
the last three years plus 2 % percent

* File the Annual Report Information Survey with the Massachusetts Board of Library
Commissioners verifying the nonresident circulation transactions

* File an application for Massachusetts State Aid to Public Libraries

These regulations specify minimal requirements. They are not indicators of effective library
service. They do define a base level below which effective service cannot be provided.
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VI) Appendix i. Standards for Public Library Service to Children

A third way to judge a library’s ability to serve its community is to consider the quality of its
services to children. The Standards for Public Library Service to Children in Massachusetts
was developed by the Massachusetts Library Association in 1995 to guide libraries in an on-
going evaluation and development to children’s services. Among the requirements specified
in the standards are the following:

*  Provision of a separate space for children’s services

*  Employment of a qualified librarian responsible for services to children

¢ Development of a collection of diverse materials and various formats

¢ Offer a variety of programs that excite children about literature and promote library use

¢ Children must have access on an equal basis with adults in regard to services and materials
the library provides

¢ Publicize resources and services to children

*  Cooperate with other agencies serving children within the community

¢ Allocate sufficient funding to accomplish the above
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VH) Appendix J. Library Service Roles

The services provided by public libraries may be categorized by role, i.e. by their function,
purpose, and use. All viable small public libraries must fill four central roles to the extent
needed in their community.

Role #1: Popular Materials Library. The library concentrates on developing a collection of
current, high demand, high interest materials in print and non-print formats for all ages.
Specific age groups may be targeted such as adults, young adults, and children. Although the
primary focus may be recreational reading, viewing, and listening, this role includes the
provision of non-fiction materials on topics that are popular locally, including current
biography and travel. The Popular Materials Role may be augmented by regular borrowing
from the supplementary collection of the regional library system and interlibrary loan.

Role #2: Independent Learning Center. Individuals of all ages use the library to obtain
information and materials for self directed learning, independent of any formal educational
program or agency. Persons may pursue independent learning for personal or work-related
reasons, including self-improvement, career or technical development, cultural interests,
hobbies, family and home concerns, and citizen education. Local history, genealogy and
community information are included in this role. Services provided may include assistance in
the use of the library and its resources, ready reference, and guidance in the development of a
particular interest or hobby. Active use of regional reference and interlibrary loan service is
necessary to fill this role.

Role #3: Formal Education Support Center. The library provides materials (excluding school
textbooks used in a school curriculum) and reference services to assist students in elementary
and secondary schools, college, technical schools, and other formal education programs. The
Formal Education Support Role focuses primarily on providing information and
supplementing materials needed to complete class assignments, or support literacy, and
similar programs. Service provided under this role relies partly on the use of the non-
circulating reference collection containing such standard reference materials as dictionaries,
encyclopedias, almanacs, directories, bibliographies, indexes, and handbooks. The library
maintains an up-to-date periodicals collection with emphasis on current issues in history, the
social sciences, science, and technology. Reference service is provided onsite, by telephone,
mail and email. Effectiveness in this role is dependent on: 1. the expertise of staff in
accurately interpreting questions, in knowledge of the collection and the use of the reference
collection, 2. active use of the regional reference and interlibrary loan services, and 3.
relationships with day care services, local school system and other agencies serving children
that help identify the library needs of children. The requirement of official registration and
formal course work distinguishes the Formal Education Support Role from the Independent
Learning Role.

Role #4: Community Activities Center. The library serves as a center for community
activities by making library materials, facilities, and equipment available to support the social,
cultural, and recreational activities of community groups and by co-sponsoring events with
other community organizations. Use of the library for meetings and exhibits is encouraged
including outreach activities, such as service to senior citizens homes and other institutions.
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