


BERTHA BARTLETT PUBLIC LIBRARY
STORY CITY, IOWA

PROFESSIONAL LEAVE POLICY

Any employee of the Bertha Bartlett Public Library may request permission to attend a
workshop, seminar, training session, or convention with pay. The request needs to be made
prior to attendance and needs to be made to the BBPL Board. Coverage for duties and
responsibilities in operating the library will need to be worked out by the library staff before
approval is granted by the board. The library board will grant such sgyeovided sufficient
funds remain available (currently the amount is 40 hours), applicable to the employee’s duties
at BBPL. The registration fees for all such requests will be paid for by the BBPL if the request is
granted. Mileage will be paid. Misawill only be paid if the cost cannot be separated from the
registration.

Any employee of the BBPL may request permission to attend a workshop, seminar,
training session or convention without pay. The procedure would be the same as stated above.
Registation fees for all such approved requests will be paid for by the BBPL. Mileage will be
paid for such approved training at the rate currently in effect by IRS provided a bill stating the
amount of miles accumulated in attending such a session is presé¢ntine library board to be
considered for reimbursement.

Employees may take time off without pay for issues beyond training with approval by
the library director and/or the library board. If an employee is earning vacation and/or holiday
time, that timeshould be used first.
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BERTHA BARTLETT PUBLIC LIBRARY
Story City, lowa

INTERNET USE PURPOSE AND GUIDELINES

This policy applies to all users of the Bertha Bartlett Public Library computers and
networks.

Purpose

A goal of the library is to provide equal access to information, materials, and services
within the environment that welcomes interaction and personal enrichment for
educational and informational purposes for all the people of our community.

The Internet offers access to many valuable local, national, and international sources of
information. Be advised, however, that the Internet also contains information which may
be inaccurate, outdated, or personally offensive.

The library does not control any of the resources available on the Internet. Although
library staff will make every effort to provide access to reliable resources on the Internet, it
is not possible to apply the same selection criteria which are used for other resources.
The library cannot guarantee confidentiality on the Internet.

Responsibilities of Users
* Choosing and evaluating sources

The Internet is a global entity with a highly diverse user population and information
content. Library patrons use it at their own risk. A good information consumer
evaluates the validity of information found. Your use of Internet resources carries with it
the responsibility to evaluate the quality of the information accessed. |If you feel
information obtained through this service is inaccurate or offensive, we suggest you
contact the original producer or distributor of that information. The availability of
information does not constitute endorsement of the content by the Story City Bertha
Bartlett Public Library.

*Supervising children's use

It is the library's policy that parents or legal guardians must assume responsibility for
deciding what library resources are appropriate for their children. There may be some
resources which parents feel are inappropriate for their children. Concerned parents
should let their children know if there are materials they do not wish them to use and are
encouraged to monitor their children's Internet use.



* Using the Internet

Patrons who wish to use the library's Internet access computer must conform to these
guidelines:
1. Patrons are required to sign in at the desk before using the computer, and
sign out when finished.

2. You may sign up for a 60 minute session. Reservations may be made by
phone or in person.

3. Patrons who reserved the computer must arrive no later than 15 minutes past
their scheduled time or the reservation will be cancelled and the time made
available to anther patron.

4. If the computer is not scheduled, it may be used on a first come, first served
basis.

5. Patrons may bring their own devices for downloading Patrons
downloading material should be aware that the same copyright restrictions apply
to on-line materials as print materials. The library is not responsible for copyright
infringement by patrons.

6. Patrons using the Internet access computer should be knowledgeable in basic
computer operation. Only minimal instruction as time permits, can be offered by
the library staff.

7. Patrons assume all risk/liability when divulging a credit card number or other
personal information on the Internet; the library is not responsible for charges,
damages, or injuries resulting from such use.

8. Inappropriate use of a computer can be a felony. Patrons may not use the
library computers for illegal or criminal purposes, including:

a. Violation of lowa state law , which makes it illegal to download or
purvey child pornography, purvey pornography to children or to commit
fraudulent acts using the Internet.

b. Violation of U. S. copyright law (Title 17, U. S. Code) which prohibits
the unauthorized reproduction of copyright materials, except as permitted
by the principles of "fair use".
c. Make any attempt to alter or damage computer hardware or software.
DISCLAIMER: The Bertha Bartlett Public Library expressly disclaims any liability or

responsibility arising from access to or use of information obtained through its electronic
information systems, or any consequences thereof.

Adopted 5/97 Revised 6/06 Reviewed 10/11 Revised 12/14
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BERTHA BARTLETT PUBLIC LIBRARY
Story City, lowa
EMERGENCY PROCEDURES POLICY

In case of an emergency, CALL 911.

If possible, use paging system to notify of patrons of type of emergency. Meeting room, bathrooms
and Kinne wing need to have someone notify patrons using those areas if at all possible. Ask all
patrons to come to circulation desk or leave the building.

Fire extinguishers are located by the entrance to the library, the meeting room entrance and the
emergency exit to the North. Fire alarms are located in the furnace room and the book drop room.

FIRE: In case of fire, evacuate the building immediately. Check all areas of the library including the
meeting room and bathrooms. Call 911.

TORNADO: If you are working at the library and the Emergency Alert system warns with the siren for a
sighted tornado, alert all patrons immediately and give them a choice to leave or take cover. If time, please
post a sign and switch the open sign to closed, but do not lock the building if you stay inside. You have two
choices:

1). We have a key to the front door of City Hall, and you can immediately lock the library up

and go to the basement of City Hall. Please post the appropriate sign which will inform people
that you have evacuated to city hall.

2) Move to the inner portions of the library. The rooms that have no outside walls are the
Men’s and Women'’s bathrooms, the staff bathroom and break room and the kitchenette. Try
to take a cell phone with you if you have one. If you are uncomfortable, call the business
number of the police department (733-2646) and tell the person or the machine who you are,
where you are, and how many people are with you. 911 is the other choice, which will dispatch
emergency assistance.

GAS LEAK: In case of a gas leak, evacuate the building immediately and call the gas company from a
phone outside the library.

BOMB THREAT: In case of a bomb threat, evacuate the building, lock the door and call 911.

MEDICAL EMERGENCY: In case of a medical emergency, call 911 and use basic first aid techniques as
needed. If there is blood or fluids present, plastic gloves are located in the workroom area... do not
begin assistance until those are in place.

FLASHERS: Call 911 for police help. Be able to identify the person.
Approved: 1/1990

Revised: 10/1998
Reviewed 5/2001, 2/2003, 1/2008, 10/2011, 12/2014



BERTHA BARTLETT PUBLIC LIBRARY
STORY CITY, IOWA

FINANCE PROCEDURES AND POLICIES

Fines, Faxes, Copies: At the end of the month, or at any point during the month the cash in the
drawer exceeds $200, cash is counted and recorded on a Cash Receipts report, then taken to a
bank for verification, with coinage and bills reduced to a minimum number of currency. All
money and report is then given to the city clerk.

Petty Cash: When petty cash is depleted turn in all receipts for petty cash to the city clerk
and request a warrant be issued in the amount of $75.00. All receipts should be attached to a
summary of expenses and identified as to what was purchased and the reason for purchase.

Line Budget: The Library Director will list all bills to be paid on a line budget, using city
assigned account numbers, and make copies of that list to be distributed to each board
member. After the board approves the bills, the librarian is to deliver the original copy to the
city clerk.

Postage: The library may charge the interlibrary loan user up to $1.00 per item to offset
postage and handling.

Gifts: All checks and contributions written to the Bertha Bartlett Public Library must be turned
over to the city clerk for the general fund or the Library Trust and Agency fund. Expenditures of
these monies are to be made according to the resolution passed in October 1984, allowing gifts
and donations to be spent without reducing the city support of the budget. Checks and
contributions written to the Bertha Bartlett Public Library Foundation should be recorded and
turned over to the Treasurer of the Foundation.

Charges: Money received due to charges for lost books is to be maintained by the library to
replace books.

Lost books: If a lost book has been paid for and then is returned, the patron’s money is
refunded out of the lost materials fund, if replacement copy has not been purchased.

Adopted 8/1988

Revised 11/01, 6/04, 1/08
Updated 12/11

Reviewed 12/14



BERTHA BARTLETT PUBLIC LIBRARY
STORY CITY, IOWA

GIFT GIVING POLICY

The Story City Bertha Bartlett Public Library is a non-profit, tax supported agency.

It is our policy not to make donations to other individuals, groups, or
organizations.

Adopted 6/1992

Reviewed 5/1997, 2/02, 8/04, 11/11, 12/14



Bertha Bartlett Public Library

Community Bulletin Board Policy

The library has one community bulletin board that is available for organizations and area
businesses to promote their events. This is located in the hallway near the meeting room and
restrooms. This policy is in place for the community bulletin board. A second small bulletin
board is located inside the library proper. This small bulletin board is to be used exclusively for
library activities, events or co-sponsored events.

All posters must be no larger than 8” x 10”. Exceptions may be made by Library Director
or the Assistant Library Director.

Posters must be approved by a staff person and dated when they go up on the bulletin
board. Posters will not be posted for more than 3 weeks/

Only one poster will be allowed per event. Multiple activities at the same event must be
included on one poster.

Items for sale cannot be posted.
Signs should be neat and clean.
Activities or events cannot be posted for activities further than 45 miles.

The library staff reserves the right to remove posted activities for any reason. Priority is given
to Story City events and activities.

Created: 10/15/2012
Revised: 12/2014





