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Calhoun Memorial Library Policies
PART ONE: MISSION, VISION AND OBJECTIVES
Mission Statement: The Calhoun Memorial Library (Chetek Public Library) connects people and the world by promoting literacy, providing opportunities for recreation and creativity, supporting lifelong learning, and ensuring free and open access to ideas that is vital to every citizen.
Vision Statement:  The Calhoun Memorial Library aspires to be an inclusive and welcoming destination. The library strives to provide materials and services that will enrich the lives of our patrons. 
Value Statement: We believe in community, service, access, and the public good.  Making customer service a top priority, the library consistently anticipates and meets the needs of Chetek area residents and visitors.
Objectives:  The general goals of the Calhoun Memorial Library shall be:
1. To serve all residents of the community and the surrounding region.
2. To acquire and make available to all residents of the Chetek area the materials and services which will address their needs to a) become well informed, b) locate answers to important questions, c) cultivate the imagination and creative expression, d) develop skills for career and vocational advancement, and e) enjoy leisure by means of reading and other media services.
3. To acquire the means to provide the most frequently requested material locally and upon demand.
4. To make these materials as conveniently available to the people of the community as the library budget will permit.
5. To strive to meet the standards for public libraries, as adopted by the Wisconsin Department of Public Instruction’s Division for Libraries and Technology. 
6. To maintain a program of service which locates information, guides reading, organizes and interprets material for all people of various backgrounds, and stimulates thinking and intellectual development in individuals of any age.
7. To seek to identify community needs, provide programs and services to meet such needs, and to cooperate with other organizations, agencies and institutions that can provide programs of service to meet community needs.
8. To strive to consistently to discover new methods and improvements for better service for the library’s patrons.


PART TWO: PATRON RESPONSIBILITIES AND CONDUCT
We have reciprocal borrowing agreements will all library systems in Wisconsin except Milwaukee. Residents of any of those areas can obtain a library card. Service will not be denied or abridged because of religious, racial, social, economic, or political status; or because of mental, emotional, or physical condition; age; gender, or sexual orientation.
The use of the library may be denied for due cause. Such cause may be failure to return library materials or to pay penalties, or violation of the library’s Appropriate Library Behavior Policy or Internet Acceptable Use Agreement.
Appropriate Library Behavior Policy
Purpose: The purpose of this policy is to express the roles and responsibilities patrons have to ensure the library's physical and virtual spaces are welcoming, safe, and secure. Under Section 43.52 (1) of the Wisconsin State Statutes, the Calhoun Memorial Library Board of Trustees may enact regulations that serve to ensure the safety of all library staff and patrons.
The Board of Trustees is committed to providing an atmosphere where people of all ages may come to
use the library’s collection and facilities without being unduly disturbed or impeded by other library users. If a patron is not responsive to the needs of other library users or disregards library policies, the patron will be asked to leave the building.

Specific Guidelines:
1. Any behavior that disrupts or hinders public use of the library is prohibited on library property.
This includes, but is not limited to, loud or boisterous behavior, verbal or physical harassment,
intoxication, being in the library without a shirt or shoes, or appropriate clothing, and remaining in the building after regular closing hours.

2. Electronic or other types of personal equipment may be used in the library as long as this
equipment does not disturb other library users. The courteous use of cell phones is permitted;
however, if a ringing phone or a patron’s conversation disturbs library users, staff will ask the
patron to use the cell phone in the lobby or outside the building.

3. Animals, except service animals, are not permitted in the library, unless they are part of a library-sponsored program. Animals may not be left unattended on library property. 

4. Bicycles are not permitted indoors in any library public area or entryway. Roller skating and
skateboarding is not permitted inside the library. Wagons and strollers may not be left obstructing a corridor, hallway, aisle, entry or exit.

5. Only persons on library business will be allowed to solicit for the sale of goods and services in the
library. Salespersons may meet with authorized library personnel only. Exceptions may be made
for library-sponsored activities and organizations affiliated with the library.

6. Carrying firearms and weapons of any type (except by law enforcement officers) is
prohibited. 

7. The use of tobacco or e-cigarette products is prohibited on library grounds; this includes public
spaces such as sidewalks and parking areas within 35 feet of all library entrances.

8. The Library Director, acting on behalf of the Board of Trustees, may suspend the library privileges of any individual who willfully violates library regulations when the severity or continued recurrence warrants such action. The person whose privileges are suspended shall be advised in writing of the suspension and the reason for such action. The person shall be informed that the suspension may be appealed at the next regularly scheduled library board meeting.

Theft of Library Materials: Illegal conduct will be referred to the proper authorities for legal action in
accordance with Section 943.61 (3) of the Wisconsin State Statutes. The concealment of library material
beyond the last station for borrowing is evidence of intent to deprive the library of possession of the
material. An employee of the library who has probable cause for believing that a person has committed a theft in his or her presence may detain the person in a reasonable manner for a reasonable length of time in order to turn the person over to the police, or to the person’s parent or guardian in the case of a minor. The detained person shall be promptly informed of the purpose for the detention, but shall not be interrogated or searched against his or her will before the arrival of the police, who may conduct a lawful interrogation.

Child Safety Policy
The Calhoun Memorial Library encourages children of all ages to visit the library and hopes they will find it a warm, inviting place to be. The happiness and safety of children left alone in a public building is of
serious concern. Unattended children may become frightened, anxious, or bored. Older children cannot
be expected to deal with a small child who is frightened, tired, or ill. Library staff have many public duties and cannot serve as child care providers. No public place, including the library, can guarantee the safety of children.

We ask your cooperation in the following areas as we strive to make the library a safe and happy place
for your child.

1. All children 4 years old and under must be in the company of and supervised by a parent or
responsible caregiver when in the library.

2. Children ages 5-7 years old must have a responsible caregiver in the building and available to
them unless they are registered for a library program.

3. Children ages *8 years old and older are responsible for their own behavior in the library and must
follow library rules and regulations. Any child 8 or older who is left unattended must have a
means of contacting his/her parent or guardian. The library courtesy phone is available for local
calls.

4. The library staff will attempt to contact parents of children whose safety is in doubt. If parents are
unavailable, the library staff will contact the police department to provide custody.

5. A child of any age who is unaccompanied by a responsible adult or a caregiver for an extended
period of time (more than 4 hours) may be approached for information concerning his/her parent's availability.

6. All children should have the telephone number of someone who can assist them in an
emergency.

7. If any child has not been picked up at closing, the library staff will contact the police to provide
custody.

*Grade school children ages 8 and older are welcome to ride the school bus to the library for sponsored
programs and activities, provided their parent or guardian has arranged a ride for them following the
conclusion of the program. Due to the busy and sometimes chaotic nature of these events, library staff
are unable to manage how and with whom a child leaves the library.

PART THREE: SERVICES OF THE LIBRARY

The Calhoun Memorial Library provides materials for information, entertainment, intellectual development, and enrichment of the people of the community. The library shall endeavor to:

1. Select, organize, and make available a diverse collection of books and materials.

2. Provide guidance and assistance to patrons.

3. Sponsor and implement programs, exhibits, displays, book lists, etc., which would appeal to
children, teens, and adults.

4. Cooperate with other community agencies and organizations.

5. Secure information beyond its own resources when requested, using interlibrary loan and other
resource sharing methods provided through the system and state.

6. Lend to other libraries upon request.

7. Ensure that services are accessible. 

8. Maintain a balance in its services to various age groups.

9. Cooperate with, but not perform the functions of, school or other institutional libraries.

10. Provide service during hours which best meet the needs of the community, including evening and
weekend hours.

11. Regularly review library services being offered.

12. Use media and other public relations mechanisms to promote the full range of available library
services.



PART FOUR: MATERIALS SELECTION/COLLECTION DEVELOPMENT

Objectives
The purpose of the Calhoun Memorial Library is to provide all individuals in the community with carefully selected books and other materials to aid the individual in the pursuit of education, information, research, pleasure, and the creative use of leisure time. Because of the volume of publishing, as well as the limitations of budget and space, the library must have a selection policy with which to meet community interests and needs. The materials selection/collection development policy is used by the library staff in the selection of materials and also serves to acquaint the general public with the principles of selection.

The Library Bill of Rights and The Freedom to Read Statement have been endorsed by the Calhoun Memorial Library Board of Trustees and are integral parts of the policy. The Calhoun Memorial Library will not restrict access to any part of the collection to any patron holding a valid library card.

Responsibility for Selection
The ultimate responsibility for selection of library materials rests with the library director who operates
within the framework of the policies determined by the Board of Trustees. This responsibility may be
shared with other members of the library staff; however, because the director must be available to answer to the library board and the general public for actual selections made, the director has the authority to reject or select any item contrary to the recommendations of the staff.

Criteria for Selection
1. The main points considered in the selection of materials include but are not limited to the following:
a. individual merit of each item
b. popular appeal/demand
c. suitability of material for the clientele
d. existing library holdings
e. budget
f. representation of diverse points of view
g. authority

2. Reviews are a major source of information about new materials. The primary sources of
reviews are Library Journal, School Library Journal, Booklist, and Hornbook.

3. The lack of a review or an unfavorable review shall not be the sole reason for rejecting a
title which is in demand. Therefore, consideration is given to requests from library patrons and
books discussed on public media. Materials are judged on the basis of the work as a whole, not
on a part taken out of context.

Local Authors
Submitting Your Work for Calhoun Memorial Library's Consideration:
Local authors, publishers and producers frequently ask us to include their work in Calhoun Memorial Library collection. Our professional selection staff evaluates each published work or media production
and are subject to the same standards according to our Materials Selection Policy. 



Gifts and Donations
Books, periodicals, audiovisual materials and other items are accepted with the understanding that the library has the authority to make whatever disposition of the materials deemed advisable. Staff responsible for the evaluation and selection of gift materials will base their decisions on the
guidelines set forth in the collection development policy.

Memorial gifts of books or money are also accepted. Specific memorial books can be ordered for the library on request of a patron if the request meets the criteria established by the Board. It is desirable for gifts of or for specific titles to be offered after consultation with the library director. Book selection will be made by the director if no specific book is requested. The Calhoun Memorial Library encourages and appreciates gifts and donations.

Gifts of money, real property, art objects, portraits, antiques, and other museum objects are accepted or rejected on the basis of suitability to the library’s mission, décor and the availability of space for display, as well as the understanding that the library has the authority to make whatever disposition is deemed advisable, which may include sale, transfer to another agency, and so forth. Staff will determine
whether to incorporate such gifts into the library’s collection, whether to distribute them to children, or
whether to discard them. 

Special collections of gift books that are deemed usable may be integrated into the regular collection rather than being kept together as a separate entity. A requirement that an item receive special housing or special handling may render it unacceptable. Requests to have materials temporarily housed in the library, when the materials are not outright gifts, will be considered on a case-by-case basis. 

By law, the library is not allowed to appraise the value of donated materials, though it can provide an
acknowledgment of receipt of the items if requested by the donor.

Weeding
An up-to-date, attractive and useful collection is maintained through a continual withdrawal and
replacement process. Replacement of worn volumes is dependent upon current demand, usefulness,
more recent acquisitions, and availability of newer editions. This ongoing process of weeding is the
responsibility of the library director and designated staff members, and is authorized by the Board of
Trustees. Withdrawn materials will be handled in a similar manner and under the same authority as
donated materials.

Challenged Materials

The Calhoun Memorial Library recognizes that any given item may offend some patrons. Selection of materials will not be made on the basis of anticipated approval or disapproval, but solely on the basis of the principles stated in this policy. Responsibility for the materials children read, view or listen to rests with their parents or legal guardians. Selection of library materials will not be inhibited by the possibility that materials may come into the possession of children. Library materials will not be marked or identified to show approval or disapproval of their contents, and no library material will be sequestered except to protect it from damage or theft.

The library will challenge censorship of any materials in order to provide complete and accurate information on all sides of an issue and to foster intellectual freedom.

Individuals may wish to discuss their personal objections to the inclusion or exclusion of a specific item with a librarian. If the individual is not satisfied with the response of the librarian, they may request a Reconsideration of Library Materials form. The completed form should be returned to the Library Director. The Director will acknowledge your concern and contact you within 30 days of receipt. If the petitioner is not satisfied with the response of the director, they may request that the inquiry be placed on the agenda of the next regular meeting of the library board. 

Using the board approved materials selection/collection development policy and professional selection aids the board will review the item of concern. The person appealing the decision shall be notified of the date, time, and location the board will hear the matter and may appear at the meeting to be heard.  One copy of the final report from the library board shall be given to the petitioner, one copy to the library director, and one copy shall remain in the board’s official records. The decision of the Library Board will be final. 

Requests to reconsider materials, which have previously undergone the reconsideration process, will not be reevaluated unless more than 12 months have passed since the last review and the Reconsideration of Library Materials form is submitted by another petitioner. A petitioner may submit a Reconsideration of Library Materials form for one item at a time, until that matter is resolved. 

PART FIVE: CIRCULATION OF LIBRARY MATERIALS

Registration
All borrowers must be registered and must have a valid local or system patron card to borrow library
materials. Patrons must fill out an application form to register for a new library card.

Identification is required. A driver’s license or student ID is preferred, however, any other official ID or recent piece of mail not of a personal nature may be acceptable. Applicants under 17 years of age must have a parent or guardian give their consent on the application form before a new card can be issued. Children over 17 must include the name of a parent or guardian; however, a parent or guardian’s signature is not required. Materials cannot be checked out until a library card is issued.

Loan periods
1. Books check out for three weeks. 

2. Generally, reference books do not circulate. Upon request, some reference materials may be checked out overnight.

3. Interlibrary loans are due the date indicated by the lending library.

4. Audiobooks check out for three weeks.

5. Periodicals and DVDs may be checked out for one week except for DVDs that are Seasons, those check out for 2 weeks.

6. Kits can be checked out for three weeks.

7. Most materials can be renewed twice unless there is an outstanding hold for the item.

The director may establish the loan period for special collections, materials which are temporarily in great demand, such as for student projects, or materials added to the collection which are in a new format, e.g., computer software.

Limits
There is a limit of 100 items checked out at a time for regular accounts. This includes books, DVDs, CDs, Kits, and magazines.

Holds
Holds may be placed by patrons either in person, over the phone, or via the online catalog.
Patrons will be notified by phone, email, or text, when the item is available for checkout. There is no charge to the patron for placing a hold or for interlibrary loan services.

Fines and charges
Fines will no longer be charged on Chetek items after February 1, 2020. An automated notice is sent after the material is due. If the material is not returned following this first overdue notice, a second notice will be sent. If the material still is not returned, the borrower will be sent a bill for the replacement cost of the material. Materials can be returned within 30 days in order to remove the bill from the account. A refund will be issued if a patron returns an item in good condition, accompanied by the original receipt issued by the library, within 30 days of paying for the item. Patrons who have $10 or more in outstanding charges on their account shall be denied borrowing privileges. Patrons may restore access to Chetek circulating materials if they have arranged a payment plan for their fines and fees. Charges for materials from other locations must be negotiated with the owning library.

Damaged materials
If materials are returned with damage, library staff members shall assess damage charges in accordance
with the following guidelines. Owning library makes a collection-related decision.
1. New items (10 circulations or fewer) with mold, suspected biological matter/food, chew marks: replacement cost.
2. New items (10 circulations or fewer) with water damage, colored liquid, stains: replacement cost. 
3. New items (10 circulations or fewer) with torn pages, 2” or more, writing, non-functioning items, library labels (barcodes, RFID tags, spine labels, etc.) disc broken, locking case damage: Potentially chargeable as decided by the Director.
[bookmark: _Hlk121130353]4. Old Items (11 circulations or more or item is 3 years old or more: Item’s Created date is 3 years or more in the past) with mold, suspected biological matter/food, chew marks: Potentially chargeable as decided by the director. 
5. Old Items (11 circulations or more or item is 3 years old or more: Item’s Created date is 3 years or more in the past) with torn pages, 2” or more, writing, non-functioning items, library labels (barcodes, RFID tags, spine labels, etc.) disc broken: Potentially chargeable as decided by the director.

Appeal of library charges
Patrons who feel they have been charged unfairly or incorrectly will be asked to fill out an appeal of library charges form within 2 weeks of notification. The library director will make a decision on the appeal and notify the patron by phone or in writing. If the result from the appeal is unsatisfactory, they may appeal the decision to the library board. Decisions made by the library board are final.

Confidentiality
Wisconsin State Statute 43.30 and the Calhoun Memorial Library protect the privacy of library users.
Confidentiality extends to information sought or received, and materials consulted, borrowed, or acquired. It also includes database search records, reference interviews, interlibrary loan records, and all other personally identifiable uses of library materials, facilities, or services, except records produced by a library surveillance device. The Calhoun Memorial Library abides by state statute.

The Calhoun Memorial Library is an impartial resource providing information on all points of view, available to all persons regardless of age, race, religion, national origin, social or political views, economic status, or any other characteristic. This role must not be compromised by an erosion of the privacy rights of our library users.

In accordance with Wisconsin law, custodial parents or guardians of children under age 16 may, upon
request, review library records pertaining to their children’s use of the library’s documents or other
materials, resources, or services. Custodial parents and guardians must sign a Calhoun Memorial Library
form certifying that the requester is the custodial parent or guardian of the child whose records have been requested before the library will provide those records to the parent or guardian.

PART SIX: REFERENCE AND READER’S ADVISORY

Purpose
The Calhoun Memorial Library provides reference and reader’s advisory service to help people find
information, select library materials, and use library and other information resources. Staff responds to
varied information needs using the library’s collections to the fullest extent possible and identifying
sources beyond the library whenever necessary. Staff uses professional judgment to assess needs and
provides information, assistance, or instruction appropriate to individual requests.

PART SEVEN: PROGRAMMING AND PUBLIC RELATIONS

Programs and Events
Selection of library program topics, speakers, courses, classes and resource materials will be made by library staff on the basis of the interests and needs of library users and the community.

The Board of Trustees recognizes that programs are an integral part of library service to the community.
In planning programs, the library will follow the American Library Association’s Library Bill of Rights. Selection of a work does not constitute or imply agreement with or approval of the content.  Library programming will not exclude topics, books, speakers, media and other resources because they might be controversial.

Photography and Video Recording Policy
Children and adults participating in the Calhoun Memorial Library’s programs may be photographed by
newspaper or television reporters/photographers, library staff members or others involved with the
program. Staff will make an effort to notify attendees that they will be taking photos, so that the attendees then have the opportunity to talk with staff prior to photographs being taken.

These photographs may appear without compensation in news publications or productions, on the Web,
or in printed or electronic materials related to the role and function of the Calhoun Memorial Library.
Adults who do not want to be photographed or parents who do not want their child photographed should notify staff.

Public Relations
The public relations goals of the Calhoun Memorial Library are:

1. To promote a good understanding of the library's objectives and services among governing
officials, civic leaders, and the general public.

2. To promote active participation in the varied services offered by the library to people of all ages.

The Board of Trustees recognizes that public relations involves every person who has connection with the library. The board urges its own members and every staff member to realize that he or she represents the library in every public contact. Good service supports good public relations.
The director will be expected to make presentations and to participate in community activities to promote library services. A reasonable amount of library time will be allowed for preparation and speaking. Materials to be used by press, radio, television, or online will be approved by the director.

PART EIGHT: DISPLAYS AND EXHIBITS

As an educational and cultural institution, the Calhoun Memorial Library welcomes exhibits and displays of interest, information and enlightenment to the community. Displays of handiwork, art work, collections, historical material, nature study, or any other material deemed of general interest may be exhibited. The library director shall accept or reject material offered for display in accordance with suitability and availability of space. The library assumes no responsibility for the preservation, protection, or possible damage or theft of any items displayed or exhibited. All items placed in the library are done so at the owner’s risk. Owners shall sign a library display and exhibit release. Individuals or groups that wish to have displays and exhibits in the library will be responsible for setting them up and taking them down at the agreed-upon dates. The main area available for public display is the glass case located in the lobby. The tops of shelving may be used if there is no danger to patrons from falling items. 

PART NINE: BULLETIN BOARD

The slat wall, and bulletin board area in the lobby is available for the public to use for notices of educational opportunities as well as nonprofit events and meetings open to the public. No commercial business, or personal sales notices may be posted. Staff has the right to remove outdated notices and notices that do not fall within the above guidelines. All notices must be approved by a library staff member before posting. The locked bulletin board is exclusively for the posting of library events, city meetings and community events.

PART TEN: INTERNET USE

The Calhoun Memorial Library is providing access to the Internet as a means to enhance information
resources and learning opportunities for the citizens of the library's service area. The Board of Trustees
has established the Internet use policy to ensure appropriate and effective use of this resource. Access to the Internet is available to all patrons; however, this service may be restricted at any time for use not consistent with the guidelines.

Expectations:
Users should be aware that the inappropriate use of electronic information resources can be a violation of local, state, and federal laws and can lead to prosecution. The user will be held responsible for his/her
actions using the Internet. Users are expected to abide by the policies below which include generally
accepted rules of network etiquette. Unacceptable uses of the service will result in the suspension or
revocation of Internet use privileges.

Warnings:
The Internet is a decentralized, unmoderated global network; the Calhoun Memorial Library has no control over the content found there. The library does not utilize internet filtering. The library is not responsible for the availability and accuracy of information found on the Internet. Parents of minor children should be aware that as with all other library materials, their child’s card offers access to this wide array of content.

While the public computers at the Calhoun Memorial Library are protected from viruses by current virus protection software, complete safety from viruses and other hacker related issues cannot be guaranteed.

The library cannot assure that data or files downloaded by users are virus-free. The library is not
responsible for damages to equipment or data on a user's personal computer from the use of data
downloaded from the library's Internet service. The use of the Internet and e-mail is not guaranteed to be private.

Internet Acceptable Use Guidelines
1. All users of electronic information resources are expected to use these resources in a responsible
manner, consistent with the educational and informational purposes for which they are provided.
These resources are not to be used for unauthorized, illegal, or unethical purposes (pornography, child pornography, violating copyright, harassment, or hacking).

2. All users must agree to the Internet Policy every time access is granted. If computers are shared
all users must indicate their willingness to comply with the policy.

3. As with other library materials, it is the responsibility of the parent or legal guardian to determine
and monitor their children’s use of the Internet.

4. Patrons’ time on the public computers is managed by library staff. Patrons have the privilege of using the computers on a first-come, first-served basis. Patrons are guaranteed 30 minutes per day on the public computers, with the possibility of extending their time if in one else is waiting to use the computers.

5. The fee for black and white printouts cost 15 cents per page, and color printouts cost 25 cents per page. For black-and-white copies on any specialty paper provided by the library is 25 cents per page and color printouts cost 50 cents per page. 

6. Patrons are responsible for ensuring that they do not print unwanted pages, and they are charged for
each page printed.

7. Patrons should not misrepresent themselves via access codes, passwords, or signature.

8. The privacy of others using the computers must be respected.

9. No altering of computer hardware or software is allowed.

10. Patrons must abstain from the deliberate propagation of computer malware and viruses.

11. Users cannot send, receive, or display inappropriate materials, defined as text or graphics that
may reasonably be construed as obscene.

12. Library staff will try to assist patrons needing help on the Internet. However, staff members
working at the public desk are unable to provide extensive training because they must be
available to assist other library patrons.

13. Library staff members will attempt to troubleshoot problems with the library’s Internet computers.
However, problems with accessing websites can sometimes be outside of the library’s control.

14. Violation of the Internet Acceptable Use Guidelines will result in suspension of Internet privileges.

Social Media

Social media are defined as any web application, site, or account created and maintained by the Calhoun Memorial Library which is an environment for library staff and library customers to share opinions and information about library related materials and activities. We encourage comments and we recognize and respect differences of opinion. Comments may, however, be blocked, edited, or removed if
they contain:

1. Obscene, profane, or sexual content.
2. Conduct or encouragement of illegal activity.
3. Information that may tend to compromise the safety or security of the public or public systems.
4. Content that violates a legal ownership interest of any other party.
5. Personal attacks, insults, or threats against another person or the library.
6. Potentially libelous statements.
7. Organized political or religious activity or proselytizing.
8. Private, personal information published without consent or about a minor.
9. Content or hyperlinks unrelated to the forum.
10. Commercial promotions or spam.
11. Content that promotes, fosters, or perpetuates discrimination on the basis of race, creed, color,
ancestry, national origin, age, sex or gender, handicap or disability, arrest or conviction record,
marital status, sexual orientation, military service, or the use or nonuse of lawful products outside
of the workplace.
12. Images or sound recordings related to any of the above.

Your submission of content constitutes your acceptance of these guidelines and your agreement to
indemnify the Calhoun Memorial Library and/or the City of Chetek, its employees and officers, from and against all liabilities, judgments, damages, and costs (including attorneys’ fees) incurred by any of them which arise out of or are related to the posted content. Neither the Calhoun Memorial Library nor the City of Chetek is obligated to take any actions as described above and neither is responsible or liable for content posted by any user. Users should recognize that their comments are being published in a public space available to anyone. There are no private postings. Any content posted on the library’s website is a public record and is regulated by the Wisconsin State Public Records Law.



WI-FI
WI-FI (short for Wireless Fidelity) provides Internet access to persons using a wireless capable device.
This free service provided by the Calhoun Memorial Library is available 24 hours a day, 7 days a week.
Patrons who use their own hardware for email and Internet access free up library computers for people
who vitally need this service. Time limits imposed on the library’s public access computers do not apply to wireless users.

Technical Requirements
Individuals need to know how to use their wireless device’s configuration software to connect to the wireless network. Due to liability issues, library staff members are not allowed to configure patrons’ laptops or handheld computers or install any devices or software on those computers.

Assistance
Library staff members will assist with basic troubleshooting in establishing a wireless connection.
However, staff members are not able to provide technical assistance with hardware, and no
guarantee can be made that patrons will be able to make a wireless connection.

Computer Use Policy
Those choosing to use the Calhoun Memorial Library’s Wi-Fi service are subject to the
responsibilities and limitations outlined in the library’s computer use policy. The library reserves
the right to end an individual’s Wi-Fi session when their  use violates the library behavior policy. 

Security of Data
The Calhoun Memorial Library’s wireless network is not secure. Information sent to and from a
Wi-Fi device may be captured by anyone else with a wireless device and appropriate software.
Virus, security and privacy protection are not provided by the library. Responsibility for the safety
and security of an individual’s data files, computer or other wireless device configurations and all
personal equipment rests with the individual and will not be assumed by the library.

PART TWELVE: EQUIPMENT USE POLICY

Printers
Black-and-white and color printing are available from the library’s public use computers. Patrons are responsible for ensuring that they do not print unwanted pages, and they may be charged for each page printed. 

Photocopier
A photocopier is available for public use. Copy machine users are advised that there are restrictions on copyrighted materials. Any violation of copyright is the responsibility of the copy machine user. 

Charges are 15 cents per page for black-and-white copies on 8 ½ X 11 paper and 25 cents per page for black-and-white copies on any specialty paper provided by the library, and 25 cents per page for color copies. Two-sided copies are twice the charge of single-sided copies. 

FAX Machine
The library’s fax machine is available for public use, subject to the following amounts. Pages 1-3 cost a total of $1.00. Pages 4-6 cost an additional $2.00. Pages 7-20 cost an additional $3.00. Additional pages are charged in units of three pages costing $1.00 (22 pages cost $10.00).




PART THIRTEEN: NAMING OF LIBRARY BUILDINGS AND SPACES

The naming of all new Library buildings and of all existing Library buildings undergoing significant
renovation and expansion is the responsibility of the Library Board, guided by the following criteria.
New library facilities shall be named and existing library facilities shall be renamed:

● with a preference for geographic or functional designation, or
● when the Board chooses to honor an individual for significant, outstanding contribution in
keeping with the nature and mission of the library (in which case the name should be
generally recognized within the community and be able to stand the test of time), or
● when the Board chooses to accept the gift of a donor (or donors) who requests naming
rights and who contributes a minimum of 51% of the total project costs, including
construction, equipment, furnishings and collections for the building.
Further,
● The Library Director, in consultation with the library design team and the Chetek Building
Committee for that facility, will be responsible for determining the manner in which the
name is recognized (e.g. signage.)
● The Library Director may recommend naming opportunities for the Board’s consideration.
● No naming opportunities will be considered for corporations or religious entities.
● The term for the naming of the new facility shall be a maximum of 25 years, after which
the building could be renamed, based on the above criteria.
● The Board of Trustees reserves the right for final approval to name its facilities and assets in recognition of individuals, companies, organizations or other entities who have made significant contributions to the library.

Naming of Interior Spaces
Other naming opportunities are available within the new building or existing buildings undergoing
significant renovation and expansion. These opportunities are identified by the Library Director in
consultation with the library’s design team and the Chetek Building Committee for that facility, and could include such areas as meeting rooms, auditoriums, reading lounges, special use areas, collections,
equipment, gardens or other interior and exterior spaces.

● Naming opportunities are available for individuals, families, foundations and corporations
making a significant contribution to the project, as determined by the square footage costs of
the specific area of interest, plus the cost of new equipment or collections for that area.
● The Library Director, in consultation with the library design team and the Chetek Building
Committee for that facility, will be responsible for determining the manner in which the name
is recognized (e.g. signage.)
● A list of the interior naming opportunities and costs for each facility under construction will be
submitted to the Library Board for approval.
While the Board is grateful for and encourages donations from all individuals, businesses and
organizations, the Board has the right to decline any gift to the library and/ or to reject any naming
proposals. Additionally, should the Board determine that the public interest requires renaming at any
point, it will be within its rights to do so based on the above criteria.

Process 
One policy section is reviewed each month, with the entire policy manual being reviewed over a two year time period at the Library Board Meetings, on a rotating schedule.

Reviewed, updated, and approved by the Calhoun Memorial Library Board of Trustees February 7, 2023.
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