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FOREST PARK PUBLIC LIBRARY 
LIBRARY BOARD BYLAWS 

Article I 
Library Board 

The Forest Park Public Library Board shall be comprised of six members appointed by the Mayor and 
Village Council of Forest Park for a six year term.  One member per year. 

The Board shall establish policies and procedures for the operation of the library. 

The Board is responsible for approval of the annual library budget, appropriation and tax levy. The 
annual library budget shall be approved prior to May 1st, as a basis for the appropriation and tax levy, to 
provide revenues for the maintenance of library facilities in the community. 

The Board is responsible for interpreting the objectives and goals of the library to the community and for 
promoting good public relations whenever and wherever possible. 

The Board adheres to the ALA Ethics Statement for Public Library Trustees.  (See Appendix A) 

Article II 
Officers of the Board 

The officers of the Board shall be:  President, Vice President, Secretary and Treasurer. 

The President shall preside at all meetings of the Board.   The President shall be the spokesperson for the 
board. All matters other than those pertaining to the library and its general supervision, except as 
otherwise provided by law or these Bylaws, or by action of the Board, shall be taken care of by the 
President. 

The Vice President shall serve in the absence of the President. 

The Secretary shall keep a record of all the proceedings of the Board and shall perform such duties as 
may properly belong to this office, or be delegated to this office by the President, or by action of the 
Board. 

The Treasurer shall be overseer of all receipts and disbursements from Library Funds.  All financial 
transactions are to be signed by two officers of the Board except Petty Cash disbursements. In 
the absence of a second Board signer the Director may provide the second signature on a check 
with the permission of the President or Treasurer. The Treasurer shall present the monthly financial 
report to the Board.  An annual report shall be prepared for the annual meeting and copies of this report 
shall be sent to the Village Council. 
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Article III 
Standing Committees 

The Library Board of Trustees will have the following standing committees: 

FINANCE COMMITTEE 

The Committee shall consist of at least two (2) Library Trustees, Library Director, a Manager and a staff 
member. 

Duties are to monitor the working budget, prepare yearly budget, annual Appropriation and Tax Levy 
and funding sources. 

POLICY COMMITTEE 

The Committee shall consist of at least two (2) Library Trustees, Library Director, a Manager and a staff 

member. 

Duties are to review current policies and make recommendations to the Board for changes and additions 
and also to make recommendations on new policies. 

BUILDING COMMITTEE 

The Committee shall consist of at least two (2) Library Trustees, the Library Director and a staff 

member. 

Duties are to address major and special projects pertaining to the Library building and/or grounds, and 
do not include general up-keep, routine repairs and maintenance. 

Each of the above listed Committees will attempt to include one person from the community with a 
particular expertise or interest to serve on that committee. 

Article IV 
Meetings 

Regular meetings of the Board shall be on the third Monday of each month. 

The Board meeting in May will be the annual meeting. Four members of the Board shall constitute a 
quorum. 

If special meetings of the Board are necessary, they may be called by the President provided there is proper 
publication.

Library Trustees are expected to attend all regularly scheduled Board of Trustee Meetings.
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Article V 
Elections and Appointments 

The election of officers of the Board shall take place at the April meeting. 

The term of office shall be one year.  Any officer is eligible for re-election and a majority vote shall 
elect. 

Article VI 
Library Staff 

The Library staff shall consist of:  Librarians, Library Assistants, Clerks, Pages and Custodial Assistants 
as required. 

A Director shall have charge of the administration of the Library and the care of Library property under 
the direction and policies of the Board.  Said Director shall supervise the work of the other members 
of the staff and have full charge of the selection and acquisition of all books and other library materials 
and supplies and shall maintain necessary records in a professional manner. 

The Director shall provide a monthly and an annual report to the Board. 

The Director shall keep a record of all petty cash receipts and disbursements and shall submit reports 
to the Board upon request. 

The Director shall attend all meetings of the Board except when excused. 
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Article VII 
Funds and Concessions 

Operating funds shall be classified in two categories:  the tax fund and the non-tax receipts, i.e. rentals, 
fines, etc. 

Restricted memorials, legacies and gifts are not considered as operating funds, but will be governed by 
appropriate policies of the Board.  These policies will be listed in the Policy manual. 

All Library funds must be handled as bank transactions. 

Article VIII 
Parliamentary Procedure 

Robert's Rules of Order, Revised, shall govern the Board whenever these Bylaws are inadequate or not 
applicable. 

Article IX 
Amendments 

These Bylaws may be amended at any regular meeting of the Board at which a quorum is present, by a 
unanimous vote.  They may also be amended by a majority vote at regular meeting, provided notice of 
the proposed amendments has been given at the last preceding meeting. 

ADOPTED this ______ day of _______________, 200__, pursuant to a roll call vote as follows: 

Ayes: 

Nays: 

______________________________ 
Secretary 
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APPENDIX A 

ALA ETHICS STATEMENT FOR PUBLIC LIBRARY TRUSTEES 

Trustees must promote a high level of library service while observing ethical standards. 

Trustees must avoid situations in which personal interests might be served or financial benefits gained at 
the expense of library users, colleagues, or the institution. 

It is incumbent upon a trustee to disqualify himself or herself immediately whenever the appearance of 
conflict of interest exists. 

Trustees must distinguish clearly in their actions and statements between their personal philosophies and 
attitudes and those of the institution, acknowledging the formal position of the board even if they 
personally disagree. 

A trustee must respect the confidential nature of library business while being aware of and in compliance 
with applicable laws governing freedom in information. 

Trustees must be prepared to support to the fullest the efforts of librarians in resisting censorship of 
library materials by groups of individuals. 

Trustees who accept appointment to a library board are expected to perform all of the functions of 
library trustees. 
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Library Mission Statement
Board of Trustees Approved: January 2009 

The Forest Park Public Library will maintain and share a collection that meets the needs of our diverse commu- 
nity, and will provide programs that educate, empower and entertain our public. 
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Code of Ethics of the American Library Association 

Adopted at the 1939 Midwinter Meeting by the ALA Council; amended June 30, 
1981; June 28, 1995; and January 22, 2008. 

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. 

I. 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.

II. We uphold the principles of intellectual freedom and resist all efforts to 
censor library resources.

III. 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 respect intellectual property rights and advocate balance between the 
interests of information users and rights holders.

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 coworkers, and by fostering the aspirations of potential 
members of the profession. 

 
The previous version of this file has long held the incorrect amendment date of June 28, 

1997; the Office for Intellectual Freedom regrets and apologizes for the error. 
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Library Bill of Rights
Adopted June 18, 1948, Amended February 2, 1961, and January 23, 1980, inclusion of “age” 

reaffirmed January 23, 1996, by the ALA Council 

The American Library Association affirms that all libraries are forums for information and ideas, and that the 
following basic policies should guide their services. 

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

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.

III. 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.
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This statement was originally issued in May of 1953 by the Westchester Conference of the American 
Library Association and the American Book Publishers counsel, 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. 

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 cen- sor 
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 preserva- 
tion of the freedom to read. 

Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the ordinary indi- 
vidual, 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 en- 
dure 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: 

The Freedom to Read Statement 
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1. It is 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 avail- 
able. 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. It is contrary to the public interest for publishers or librarians to bar access to writings on the basis of the per- 
sonal 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 af- 
firmative 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. It is not in the public interest to force a reader to accept the prejudgment of a label characterizing any expres- 
sion 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.

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.
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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 mem- 
bers of a democratic society. Freedom is no freedom if it is accorded only to the accepted and the inoffen- 
sive. Further, democratic societies are more safe, free, and creative when the free flow of public informa- 
tion is not restricted by governmental prerogative or self-censorship. 
7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing books
that enrich the quality and diversity of thought and expression. By the exercise of this affirmative re- sponsibility, 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 dis- 
semination of ideas and manners of expression that are repugnant to many persons. We do not state these 
propo- sitions 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. 

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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The Freedom to View Statement
Endorsed by the ALA Council January 10, 1990 

The FREEDOM TO VIEW, along with the freedom to speak, to hear, and to read, is protected by the First 
Amendment to the Constitution of the United States. In a free society, there is no place for censorship of any 
medium of expression. Therefore these principles are affirmed: 

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

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

3. To provide film, video, and other audiovisual materials which represent a diversity of views and
expression. Selection of a work does not constitute or imply agreement with or approval of the content.

4. To provide a diversity of viewpoints without the constraint of labeling or prejudging film, video, or other
audiovisual materials on the basis of the moral, religious, or political beliefs of the producer or filmmaker
or on the basis of controversial content.

5. To contest vigorously, by all lawful means, every encroachment upon the public’s freedom to view.

This statement was originally drafted by the Freedom to View Committee of the American Film and Video As- 
sociation (formerly the Educational Film Library Association) and was adopted by the AFVA Board of Directors 
in February 1979. This statement was updated and approved by the AFVA Board of Directors in 1989. 
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Social Media Policy 

(Board of Trustees Approved: September 2018)
The Forest Park Public Library (“Library”) uses various social media platforms to communicate 
information to its community about the Library’s services, resources, upcoming events, and 
other information about library-related subjects. The Library’s social media sites are not 
intended to be public forums for free speech purposes. 

The Library recognizes and respects differences in opinion and encourages comments and 
interactions that conform to this Social Media Policy. The Library reserves the right to decline to 
post or to remove any comments, photographs, links, or posts that it deems to be inappropriate, 
including but not limited to: 

• Profane language or content
• Pornographic, obscene, sexual, or objectionable  content
• Personal attacks, insults, or threatening language
• Posts that promote, foster, or perpetuate discrimination against specific individuals or

groups on the basis of race, religion, color, national origin, sex, including sexual
orientation, disability or any other unlawful reason

• Conduct or encouragement of illegal, harmful or offensive activity
• Potentially libelous statements
• Plagiarized or copyrighted material
• Private, personal information published without consent
• Comments totally unrelated to the content of the forum
• Hyperlinks to additional material
• Repetitive posts that disrupt normal operation of the forum
• Solicitation of commerce or commercial activity or promotion
• Content that promotes or opposes a political party, person campaigning for elective

office, or any ballot proposition
• Spam

Notwithstanding the foregoing, the Library is not obligated to take any action, and is not 
responsible or liable, under any circumstances, for any damage of any kind incurred through the 
use of or related to content posted by a user. The Library does not endorse the opinions 
expressed via posts and/or comments left by users on its social media sites, and the content 
posted does not necessarily reflect the views or opinions of the Library, its officers or employees. 
By using this service, you, as a patron, agree to abide by the Library Social Media Policy and 
agree to indemnify the Library and its officers and employees, from and against all liabilities, 
judgments, damages, and costs (including attorney’s fees) incurred, which arise out of or are 
related to your acts or omissions, including claims arising out of your use of the Library’s social 
media sites, your submissions, postings, or transmissions on the social media sites, your 
violation of any policies or rules governing the Library’s social media sites, or your violation of 
any third party rights. Violation of this policy may result in the responsible poster being barred 
from posting any subsequent messages to the Library social media sites.
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Financial Management Policy
(Board of Trustees Approved: July 2014) 

I. Sources of Library Revenue

The Forest Park Public Library receives its revenue from multiple sources, as follows.

A. Property Taxes

These funds are derived from the annual levy, submitted by the Village of Forest Park to the Cook
County Clerk under the provisions of 35 ILCS 200/18. The Library has its own taxing identity,
and submits its portion of the levy to the Village for inclusion in its comprehensive levy. This
action
is completed near the end of each calendar year. The Cook County Clerk electronically
deposits property tax revenues into the bank account designated for the Library’s operating
funds.

B. Personal Property Replacement Taxes (PPRT)

The Library receives a proportional share (17.1398% of each disbursement) of the PPRT allocated
to the Village of Forest Park, which is received in eight installments each year. Payment is made by
check from the Village to the Library.

C. Donations

Individuals, groups, or businesses may donate funds directly to the Library on a tax deductible basis,
under the provisions of Section 170(c)(1) of the Internal Revenue Code. They may also donate
funds on a tax deductible basis through the Library’s account with the Fund for Illinois Libraries,
which is recognized under Section 501(c)(3) of the Internal Revenue Code.

D. Grants

These are funds applied for by the Library and paid by corporations, governmental units,
foundations, etc. for specific purposes.

E. Desk Income

These are proceeds paid to the Library by patrons in payment of fines, fees and various charges.

F. Interest/Investment Income

Library funds received from the sources named above, and invested in accounts authorized by the
Investment of Public Funds Policy, may pay interest or investment income.

G. Bond Issue

Taxpayer-approved bond issues may also provide a source of income for specific capital projects,
such as the construction, improvement or renovation of Library facilities.

II. Raising and Expenditure of Library Revenue

The Library’s fiscal year begins May 1 and ends April 30. On an annual basis, the Board of Trustees
shall approve its appropriation (in March or April, under the provisions of 65 ILCS 5/8-2-9), its levy
(in October or November), and its working budget (in March or April). The appropriation determines
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the total expenditures that can be made during the fiscal year. The levy determines how much is 
being requested from the county for property tax revenue for the fiscal year.  The working budget is 
an estimation of the revenues and expenditures for the fiscal year and can be adjusted by the Board as 
necessary. 

All expenditures of Library funds are to be approved by a legal quorum of the Board of 
Trustees, regardless of the source of the funds that are being spent. 

III. Outstanding Checks

A. When a check is outstanding for more than six (6) months the Treasurer, or his/her designee, shall
notify the payee by first class mail that the check was issued and is still outstanding. The letter
shall indicate the check number, check date, and the amount of the outstanding check. The payee
shall have thirty (30) days to claim the outstanding check.

B. At least once each year, the Treasurer, or his/her designee, shall prepare a listing of all checks that
have been outstanding for more than six (6) months in which notification was sent to the payee and
the check was not claimed. Such funds shall be transferred into the Library’s unclaimed liability
account.

C. Per state statute, checks dated seven (7) years or older must be sent to the State of Illinois,
Unclaimed Property Division. Once a year, the Treasurer shall review the listing of all outstanding
checks transferred into the unclaimed liability account to determine which funds shall be sent.

D. The procedures above implement the intent of 765 ILCS 1025/0.05 et seq., Uniform Disposition of
Unclaimed Property Act.
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Fund Balance Policy 
(Board of Trustees Approved: August 2017) 

Minimum Unrestricted Fund Balance Levels 

Governmental Funds   

General Fund 
Purpose – Is a major fund and the general operating fund of the Government. It is used to account for 
all activities that are accounted for in another fund. 

Fund Balance – Unrestricted fund balance targets should represent no more than six months of 
operating expenditures. Balances above the maximum are transferred to the Special Reserve Fund 
through Board resolution. 

Special Revenue Fund 
Purpose -  Used to account for and report the proceeds of specific revenue sources that are legally 
restricted or committed to expenditures for specified purposes other than debt service or capital 
projects.  

Financing – Special revenue funds are provided by a specific annual property tax levy or other 
restricted and/or committed revenue source. Financing may also be received from other charges for 
services, etc. 

Fund Balance – Derived from property taxes (or another restricted revenue source); therefore, legally 
restricted. The portion of fund balance derived from property taxes will be legally restricted. The 
remaining fund balance amount (restricted and/or committed) will be targeted at a minimum level of 
25% of annual budgeted expenditures. This will be adjusted annually with the adoption of the annual 
budget and is calculated at a minimum of three months of expenditures not including capital, debt 
service and transfers. 

Special Reserve Fund (Capital, committed) 
Purpose - Established to account for and report financial resources that are restricted, committed, or 
assigned to expenditure for capital outlays including the acquisition or construction of capital 
facilities and other capital assets, excluding those types of capital related outflows financed by 
proprietary funds. Special Reserve monies are solely for the purpose of carrying out the Library’s 
capital projects or for use in emergencies (facility emergencies or extremely delayed tax receipts from 
Cook County). A plan for use of special reserve funds is established and revised as necessary. 

Financing – Debt financing, grants, or interfund transfers are used to finance projects. 

Fund Balance – Considered segregated for maintenance, construction and/or development; therefore, 
considered committed, restricted, or assigned depending on the intended source/use of the funds. 
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I. Purpose and Scope

Investment Of Public Funds Policy
(Board of Trustees Approved: May 2013) 

The purpose of this policy is to outline the responsibilities, general objectives, and specific guidelines for 
management of public funds by the Forest Park Public Library. Its scope is all public funds held by the 
Library. 

II. Responsibilities

All investment policies and procedures of the Forest Park Public Library shall be in accordance with
Illinois Law. The authority of the Library Board of Trustees to control and invest public funds is defined
in the Illinois Public Funds Investment Act and the investments permitted are described therein.
Administration and execution of these policies are the responsibility of the Treasurer who is hereby
designated as the Chief Investment Officer of the Library, acting under the authority of the Forest Park
Public Library Board of Trustees.

III. Delegation of Authority

Management and administrative responsibility for the investment program is hereby delegated to the
Chief Investment Officer. The Chief Investment Officer and the Library Director are responsible for
establishing internal controls and written procedures for the operation of the investment program.

IV. “Prudent Person” Standard

All Library investment activities shall use a “prudent person” standard of care. This standard shall be
applied in the context of managing an overall portfolio and specifies that investments shall be made
with judgment and care, under circumstances then prevailing, which persons of prudence, discretion
and intelligence exercise in the management of their own affairs, not for speculation, but for investment,
considering the probable safety of their capital, as well as the probable income to be derived. Officers
and employees involved in the investment process, acting in accordance with the Policy and the written
procedures of the Library, and exercising due diligence, shall be relieved of personal responsibility for a
security’s credit risk or market price/value changes, provided deviations from expectations are reported
in a timely fashion and appropriate action is taken to control adverse developments.

V. Objectives and Guidelines

In selecting financial institutions and investments, the following general objectives should be considered.
The priority of these objectives is indic ated by the order in which they are listed.

A. Legality and Safety

Investments shall be made only as permitted by the Public Funds Investment Act. Investments
identified by the Act are found in the appendix to this policy. Investments shall conform with all
legal requirements, preserving capital and including diversification appropriate to the nature and
amount of the funds.
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B. Liquidity

In general, investments should be managed to meet the liquidity necessary for current needs and
any reasonably anticipated special needs.

C. Yield-Return on Investment
Within the constraints of Illinois law, considerations of safety, and this investment policy, reasonable
efforts should be made to maximize return on investments made. All available funds shall be
placed in investments or kept in interest-bearing deposit accounts.

D. Simplicity of Management
The time required by Library administrative staff to manage investments shall be kept to a
minimum.

E. Diversification and Maturation
The Library shall diversify its investments to the best of its ability based on the nature of the funds
invested and the cash flow needs of those funds. Diversification can be by investment type, number
of institutions invested in, and/or length of maturity.

VI. Investment Performance and Reporting

The investment portfolio shall be managed in accordance with the parameters specified in Sections IV
and V above. Performance of the Library’s investments should be similar to that of comparable products
(for example, money market funds should be compared with other money market funds). Investments,
fund balances and the status of such accounts shall be reported at each regularly scheduled meeting of
the Library Board by the Chief Investment Officer or Library Director, and such reports should include
information regarding securities in the portfolio by class or type, book value, income earned, and market
value as of the report date. At least annually, the Chief Investment Officer shall review this Policy for
any needed modifications and report to the Board on the investment portfolio, its effectiveness in
meeting the Library’s need for safety, liquidity, and rate of return, diversification and general
performance. These reports shall be made available to the general public upon request.

VII. Internal Controls

In addition to these guidelines, the Chief Investment Officer shall establish or approve a system of
internal controls and written operational procedures designed to prevent loss, theft or misuse of funds.

VIII. Authorized Financial Dealers and Institutions

Any investment advisors, money managers and financial institutions shall be considered and authorized
only by the action of the Board of Library Trustees upon the recommendation of the Chief Investment
Officer. The Chief Investment Officer shall maintain a list of financial dealers and institutions authorized
to provide investment services.
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B. Those officers and employees involved in the investment process must disclose any personal
business activities that could be related to the performance of the Library’s investment portfolio or
the financial institutions that conduct business with the Library.

C. No person acting as an investment advisor for the Library, or who is employed in any similar
capacity by the Library, may do any of the following:

1. Have any interest, directly or indirectly, in any investments in which the Library is authorized
to invest;

2. Have any interest, directly or indirectly, in the sellers, sponsors, or managers of those
investments;

3. Receive, in any manner, compensation of any kind from any investments in which the Library
is authorized to invest.

IX. Statutory Prohibitions and Conflicts of Interest

A. Officers and employees involved in the investment process shall refrain from personal business
activities that might conflict with the proper execution and management of this investment
program, or that could impair their ability to make impartial decisions, or that could give the
appearance of impropriety.
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Appendix A -Permitted Investments, Public Funds Investment Act 
(As Of 5/20/13) 

I. All investments shall be those permitted by state law (30 ILCS 235/2) as follows:

A. Bonds, notes, certificates of indebtedness, treasury bills, or other securities now or hereafter issued,
that are guaranteed by the full faith and credit of the United States of America as to principal and
interest;

B. Bonds, notes, debentures or other similar obligations of the United States of America, or its agencies
and instrumentalities;

[For purposes of this Policy, the term “agencies of the United States of America” includes (i) the
federal land banks, federal intermediate credit banks, banks for cooperative, federal farm credit
banks, or any other entity authorized to issue debt obligations under the Farm Credit Act of 1971
(12 U.S.C. 2001 et seq.) and Acts amendatory thereto; and (ii) the federal home loan banks and the
Federal Home Loan Mortgage Corporation; and any other agency created by Act of Congress.]

C. Interest-bearing savings accounts, interest-bearing certificates of deposit, interest-bearing time
deposits, or any other investments constituting direct obligations of any bank as defined by the
Illinois Banking Act (205 ILCS 5/1 et seq.), provided, however, that such investments may be made
only in banks which are insured by the Federal Deposit Insurance Corporation;

D. Short-term obligations of corporations organized in the United States with assets exceeding
$500,000,000 if (i) such obligations are rated at the time of purchase at one of the three highest
classifications established by at least two standard rating services and which mature not later than
270 days from the date of purchase, (ii) such purchases do not exceed 10% of the corporation’s
outstanding obligations, and (iii) no more than one-third of the District’s funds are invested in
short-term obligations of corporations;

E. Money market mutual funds registered under the Investment Company Act of 1940 (15 U.S.C.A.
‘80a-1 et seq.), provided that the portfolio of the money market mutual fund is limited to obligations
described in Section 2(a)(1) and (2) of the Public Funds Investment Act (30 ILCS 235/2(a)(1) and
(2));

F. Short term discount obligations of the Federal National Mortgage Association (established by
or under the National Housing Act (1201 U.S.C. §1701 et seq.)), or in shares or other forms of
securities legally issuable by savings banks or savings and loan associations incorporated under the
laws of Illinois or any other State or under the laws of the United States, provided, however, that the
shares or investment certificates of such savings banks or savings and loan associations are insured
by the Federal Deposit Insurance Corporation;

G. Dividend-bearing share accounts, share certificate accounts, or class of share accounts of a credit
union chartered under the laws of the State of Illinois or the laws of the United States; provided,
however, the principal office of the credit union must be located within the State of Illinois; and,
provided further, that such investments may be made only in those credit unions the accounts of
which are insured by applicable law;

The Public Treasurer’s Investment Pool created under Section 17 of the State Treasurer Act (15
ILCS 505/17) or in a fund managed, operated, and administered by a bank, subsidiary of a bank,
or subsidiary of a bank holding company, or use the services of such an entity to hold and invest or
advise regarding the investment of any public funds;

H.
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I. Repurchase agreements of government securities having the meaning set out in the Government
Securities Act of 1986 (15 U.S.C.A. §780-5) subject to the provisions of that Act and the regulations
issued thereunder, provided, however, that such government securities, unless registered or
inscribed in the name of the District, shall be purchased through banks or trust companies
authorized to do business in the State of Illinois; and such other repurchase agreements as are
authorized in subsection (h) of Section 2 of the Public Funds Investment Act (30 ILCS 235/2).
Repurchase agreements may be executed only with approved financial institutions or broker/dealers
meeting the District’s established standards, which shall include mutual execution of a Master
Repurchase Agreement adopted by the District;

J. Any other investment instruments now permitted by the Public Funds Investment Act or hereafter
permitted by the Public Funds Investment Act by reason of amendment thereof.

II. Investments may be made only in those savings banks or savings and loan associations, the shares or
investments of which are insured by the Federal Deposit Insurance Corporation.

22



I. Introduction

A. Purpose

Capital Asset Policy
Board of Trustees Approved: February 2013 

The purpose of this capital asset policy is to provide control and accountability over capital assets, and to 
gather and maintain information needed for the preparation of financial statements. The Forest Park Public 
Library capital asset policy is herein established to safeguard assets and to insure compliance with GASB34 
for governmental financial reporting. 

B. Overview

1. This policy is herein established to safeguard and address the Forest Park Public Library’s
investment in property, which comprises a significant resource. This policy is meant to ensure
compliance with various accounting and financial reporting standards including Generally
Accepted Accounting Principles (GAAP), and Governmental Accounting, Auditing, and
Financial Reporting (GAAFR).

2. Further, this policy is meant to reflect the Forest Park Public Library’s desire to meet the
reporting requirements set forth in the Governmental Accounting Standards Board (GASB)
Statement No. 34. Specifically, the GASB Statement No. 34 states that governments should
provide additional disclosures in their summary of significant accounting policies including
the policy for capitalizing assets and for estimating the useful lives of those assets which is used
to calculate the depreciation expense. The Statement also requires disclosure of major classes of
assets, beginning and end-of-year balances, capital acquisition, sales/dispositions, and current- 
period depreciation expense.

II. Inventory, Valuing, Capitalizing, and Depreciation

A. Inventory

1. Responsibility for control of capital assets will rest with the operating department wherein the
asset is located. The Director shall ensure that such control is maintained by establishing an
inclusive capital asset inventory schedule. Asset purchases which fall below the capitalization
threshold will not be included in the capital asset inventory.

2. Each department will be responsible for control of capital assets for their department. The
department head shall ensure that such control is maintained by establishing a capital asset
inventory schedule. In addition, the director will maintain a centralized capital asset inventory,
which will be reviewed annually by a board member. The inventory schedule will include the
following for each asset:

• Asset Description: A description of the asset (serial #, model#)
• Asset Classification (Land and Land Improvements, Building and Building Improvements,

Vehicles, Machinery and Equipment, and Infrastructure Assets)
• Department name and physical location of asset
• Date asset was purchased/acquired and or disposed
• Cost of Asset
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• Method of acquisition (purchased or donated)

• Estimated useful life

This list will be maintained, updated, and reviewed by the department head and given to the Director 
on an ongoing basis. 

B. Valuing Capital Assets

Capital assets should be valued at cost or historical costs, plus those costs necessary to place the asset in its
location (i.e. freight, installation charges.) In the absence of historical costs information, a realistic estimate
will be used.  Donated assets will be recorded at the estimated current fair market value.

C. Capitalizing

Assets are capitalized at the time of acquisition. Capital Assets should be capitalized if they meet the
following criteria:
• Tangible
• Useful life of more than one year (benefit more than a single fiscal period)
• Cost exceeds designated threshold (see schedule in section F)

D. Capital assets include the following major classes of assets:

1. Land and Land Improvements: Capitalized value is to include the purchases price plus costs
such as legal fees and filing fees; improvements such as parking lots, fences, pedestrian bridges,
landscaping.

2. Building and Building Improvements: Costs include purchase price plus costs such as legal fees
and filing fees; improvements include structures and all other property permanently attached
to, or an integral part of the structure. These costs include re-roofing, electrical/plumbing,
carpet replacement, and HVAC.

3. Machinery and Equipment: Assets included in this category are heavy equipment, traffic
equipment, generators, office equipment; phone system, and kitchen equipment.

4. Infrastructure Assets: Infrastructure Assets are long-lived capital assets that are stationary in
nature and normally can be preserved for a significantly greater number of years than most
capital assets.

5. Furniture and Fixtures: Assets included in this category are items that typically have no
permanent connections to the structure of a building or utilities.

6. Collections: Assets in this category include the items available for library patrons to check out or
use in the library, such as books, magazines, newspapers, etc.

E. Depreciation

1. Depreciation is computed on a straight-line method with depreciation computed on a monthly
basis from the month of acquisition. Additions and improvements will only be capitalized if the
cost either enhances the asset’s functionality or extends the asset’s useful life.

2. Projects in process will be added to the asset base as the projected expenses are incurred.
However, the project will first need to meet its individual threshold.
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III. Other

A. Removing Capital Assets from Inventory: Capital assets are to be removed from inventory once
they are obsolete or claimed as surplus property. The item must be removed from the department
inventory listing and reported to the Director.

B. Donations or Transfer: Each department must add additions and deletions from donated or
transferred assets to the inventory listing.

C. Surplus Property: Each department must report all capital assets classified as surplus to the Director.
The Forest Park Public Library will have an auction or sealed bid as needed to sell the surplus
property.

D. Lost or Stolen Property: When suspected or known losses of inventoried assets occur, the
department should conduct a search for the missing property. The search should include transfer to
another department, storage, scrapping, surplus property. If the missing property is not found, the
department must contact the Director.

Useful Life (years) Capitalization  Threshold 
Land (and Inexhaustible Land 
Improvements) 

N/A $1 

Buildings 45 $50000 
Building Improvements 10-30 $20000 
Machinery & Equipment 5-15 $5000 
Furniture & Fixtures 5-15 $5000 
Infrastructure 50 $250000 
Collections 5 $5000 

F. Capital assets useful lives are as follows: 25



Materials Selection Policy
(Board of Trustees Approved: February 2018) 

Objectives 
The Forest Park Public Library establishes and maintains a large, well-balanced collection of print and non-print 
materials to meet the recreational and informational needs of our community. 

I. Responsibility

The responsibility for the policy governing the inclusion of materials in the Library collection rests with 

the Board of Trustees. The actual task of selection is delegated to the Director and the professional staff 

members knowledgeable in each of the various subject areas who choose materials which fit within the 

following guidelines.
II. Criteria For Selection And Maintenance

A. New materials are selected on the basis of readability, accuracy of the information presented, format 
of the material, and the varied interests of the community. The existing holdings of the Library are 
also taken into account so a variety and balance of opinion may be found.

B. Materials may be withdrawn if their appearance has deteriorated, or if the information contained is 
no longer current or accurate. Decisions regarding withdrawal may also be based on lack of 
circulation. Excess space shall not be a reason for keeping materials of dubious value.

C. Patron requests shall be considered for purchase, and shall be subjected to the same review process 
as all other selections.

D. The Forest Park Public Library accepts and endorses the American Library Association’s Freedom to 
Read Statement, Library Bill of Rights, and Freedom to View Statement.

III. Material Reconsideration

A. Patrons or employees wishing reconsideration of Library materials shall be referred to the Library 
Director, who may provide them with the Library Materials Reconsideration Form. The form shall 
be submitted to the Director, who shall forward it to the Board of Trustees for their consideration.

B. The Director and appropriate Library staff shall meet and carefully review the materials under 
consideration and a recommendation shall be made to the Board of Trustees.

C. All decisions made by the Board of Trustees regarding retention or removal of materials shall be 
final.

IV. Gifts, Special Collections, and Memorials
A. The decision to include gift materials is based upon the Library’s criteria for selection.

B. The Library shall not accept special collections of materials that are to be kept together as a separate 
physical entity, nor shall it accept gifts with restrictions as to use, permanence and/or location.

C. Cash donations may be made for the purchase of memorial materials. The selection shall be made 
by the librarian based on the interests of the deceased, the wishes of the donor and the needs of the 
Library. 

D. All gifts shall be acknowledged and a formal receipt given upon request. No staff member shall
assign a monetary value to any gift nor include such information on any receipt.
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Appendix  A - Library Materials Reconsideration Form 

Format (check one): 

Book Periodical Video Audio Video Game Other 

Author/Performer:  Call #  

Title: 

Did you read, watch, or listen to the entire work?: Yes No 

If not, which portions of the work did you read, watch or listen to? 

What are your specific reasons for requesting reconsideration of this item? 

Reconsideration request made by: 

Address: 

Signature: 

(Please Print Name) 

Phone: 

Date:    

Date Received by 

(Staff Member) 

The Board of Trustees shall consider this request along with a staff recommendation and decide whether to re- 
tain the item in our collection. We shall keep confidential the information you provide on this form. 

(Use other side as needed for more information.) 
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PHOTOGRAPHY AND FILMING POLICY 

(Board of Trustees Approved: September 2018)

I. The Forest Park Public Library (“Library”) may accommodate requests for
photography or filming provided such photography or filming does not interfere with
ordinary Library operations or patrons’ rights to privacy.

II. Photography or videography is generally permitted if it is for general Library
promotion by the Library or media, student projects and/or strictly for personal use.

III.Visitors may take casual photographs or video recordings in the Library.
IV.The use of additional equipment, such as tripods or lighting are not permitted because of

safety, liability and other issues, unless previously approved by the Library Director.
V. In order to provide all the Library users with the safest and most pleasant Library

experience, no commercial photography or filming may occur in the Library without the
prior permission and approval of the Library Director, or his/her designee.  Commercial
photography requests must be submitted in writing for approval by the Library Director
at least 30 days prior to visiting the Library.

VI.In order to reduce distractions and protect the rights of Library patrons and staff, and
to promote safety, photographing and filming in the Library are restricted as set forth in
this policy.  The Library Director is authorized to act accordingly, including limiting
photography or filming by individuals whose activities interfere with Library
environment or operations, adversely affect public safety or cause public disturbances.
The Board of Trustees may modify, amend or supplement this policy, as it deems
necessary and appropriate.

For purposes of this policy, photography or filming refers to all current and future static, still or 
or video imaging. 

PHOTOGRAPHY AND FILMING BY PATRONS AND VISITORS
I. Under no circumstances may the public or members of the media take photographs,

videotape, or live stream without the express permission of any Library patrons or
staff who would be prominently included within the composition.

II. Avoid capturing identifiable likeness of individuals or their computer screens,
books, documents, or other materials and registration and circulation records, without
their consent.

III.If any person to be photographed or videotaped is under 18 years of age, permission
must be obtained by the photographer or videographer from a parent or adult guardian
on behalf of said minor child.

IV.Individuals who photograph or film inside the Library must honor requests from patrons
and staff who do not want to be included in photos or film.

V. If the photography or filming requires a significant amount of time and/or equipment
setup, the Library Director should be contacted at least 48 hours prior to photographing
or filming so that proper accommodations can be made.

VI.All photography and recording must be carried out so as not to disturb Library users or
staff and not block aisles, walkways, stairwells, doors or exits.

VII. Photography and filming is not allowed in non-public areas (restrooms or staff only
areas) unless consent is given by the Library Director to do so.

VIII. Library access by photographers may be limited either by time constraints or to
specific areas depending upon such impact or effect such sessions could have on other
Library users.
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In all instances, the Library reserves the right to cease photography or filming if it results in 
disruption of the ordinary Library environment or operations. 
The Library accepts no liability for the use of photos or film resulting from this activity. 

LIBRARY PHOTOGRAPHY AND FILMING BY STAFF  
I. The staff of the Forest Park Public Library regularly takes photographs or videos of

patrons and staff at Library programs, workshops, classes and in other Library spaces.
Many of these photos/videos will be used in print and electronic marketing materials.
Others will be posted on the Library’s website and on the Library’s various social media
accounts.

II. Attendance at Library programs, events or Library spaces constitutes consent to be
photographed or filmed for use in print and/or electronic publicity of the Library.

III.Photos, images and videos submitted by users for galleries or contests may also be used
by the Library for promotional purposes.

IV.To ensure the privacy of individuals and children, images will not be identified using full
name without written approval from the parent or guardian.

V. If a patron does not want the Library to use a photo or video of them or of their child,
they must inform the Library staff member who is coordinating the event.

VI.This policy extends to photographing and filming by Library staff at Friends of the
Library events and at any of the Library’s outreach efforts in the community, including at
public events.

FAILURE TO COMPLY 
Those not following this policy may be asked to put away their equipment or leave the Library. 

DAMAGES AND LIABILITY 
Any individual using the Library shall be held responsible for willful or accidental damage to the 
Library building, grounds, collections or furniture caused by the individual or group. 

APPEAL AND REVIEW 
The Board of Trustees of the Forest Park Public Library will review the Photography and 
Filming Policy and regulations periodically and reserves the right to amend them at any 
time. The Board authorizes the Library Director to waive regulations under appropriate 
circumstances. The Library Director is the chief person empowered to make decisions 
regarding photography and filming within the Library. 
Any appeals for changes to, or exceptions to, any portion of the Photography and Filming Policy 
will be considered. An individual wishing to file an appeal shall submit it to the Library Director 
in writing. The Library Director will respond in writing. 
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OPEN MEETINGS ACT EXCEPTION 
Notwithstanding any other section of this policy to the contrary, any person may record the 
proceedings at Library meetings required to be open under the Illinois Open Meetings Act by 
tape, film, or other means, provided, however:  

(a) taping shall not interfere with the overall decorum and proceedings of the meeting
(i.e., the machine and/or operator must be quiet and unobtrusive); 

(b) the machine and/or operator shall not interfere with the auditory rights of the
other citizens; and 

(c) no taping or filming will be allowed as set forth under 735 ILCS 5/8-701.  That
statute provides that “no witness shall be compelled to testify in any proceeding conducted by a 
court, commission, administrative agency or other tribunal in this State if any portion of his or 
her testimony is to be broadcast or televised or if motion pictures are to be taken of him or her 
while he or she is testifying.”  In this regard, Section 2.05 of the Open Meetings Act provides 
that, “[i]f a witness at any meeting required to be open by this Act which is conducted by a 
commission, administrative agency or other tribunal refuses to testify on the grounds that he may 
not be compelled to testify if any portion of his testimony is to be broadcast or televised or if 
motion pictures are to be taken of him while he is testifying, refuses to testify, the authority 
holding the meetings shall prohibit such recording during the testimony of the witness.”  (5 ILCS 
120/2.05)  
The Library will make reasonable accommodations for those wishing to record the meeting and 
request they stay in the area designated for the public. 
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I. Legal Background

Gift Policy
(Board of Trustees Approved: September 2012) 

A. Charitable donations made directly to Forest Park Public Library (FPPL) are tax deductible under
the provisions of Section 170 (c)(1) of the Internal Revenue Code, which allows donations of money
or property to “political subdivisions,” as long as the gift is made for “exclusively public purposes.” In
addition, 75 ILCS 5/1-6 allows any person to make gifts of money or property for the benefit of any
local library.

B. Secondly, charitable donations may be made to any qualified tax-exempt foundation under Section
501 (c)(3) of the Internal Revenue Code.

II. Library Policy on Gifts

A. Direct Donations

1. All gifts shall be publicly acknowledged and a formal receipt given upon request. Checks
written to make a donation should be made out to Forest Park Public Library.

B. Donations through The Fund for Illinois Libraries

1. Forest Park Public Library has contracted with the Illinois Library Association to participate
in The Fund for Illinois Libraries, an Internal Revenue Service approved Section 501 (c)(3)
charitable foundation. Under this arrangement, the Library has established the Forest Park
Public Library Fund to accept donations intended for the Library. This method of donating to
the Library is established to facilitate giving in cases where employer policies permit matching
gifts to charities that qualify under Section 501 (c)(3).

2. Persons desiring to donate to the Library by this means should make out a check to The Fund
for Illinois Libraries, and indicate Forest Park Public Library Fund on the memorandum line
of the check. Forest Park Public Library shall send all such donations to The Fund for Illinois
Libraries at the following address:

Illinois Library Association
Attn: Jon Daniels
33 W. Grand Avenue, Suite 401
Chicago, IL 60654-6779

They shall in turn forward the proceeds to the Library.
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Borrowing Privileges Policy
(Board of Trustees Approved: September 2018) 

I. Eligibility for a Forest Park Public Library (FPPL) Card

A. Any adult resident, business, or property owner in the Village of Forest Park may receive a
FPPL Card.

B. Children who live in Forest Park may receive a FPPL card at any time.

C. FPPL shall not issue cards or provide service to patrons who are known to have overdue obligations
(in the form of unpaid fines for overdue/lost/damaged material) at another Illinois library.

D. Non-residents may obtain a non-resident card that can be used at FPPL if they meet the criteria
stipulated in the current Board of Trustees’ Non-Resident Borrower Resolution.

E. A limited use library card may be granted to homeless patrons with a valid form of ID.
Limited use cards will allow checkout of no more than two items excluding electronics,
DVDs, and Video Games. Interlibrary Loan and Reciprocal Borrowing privileges will not be
permitted on limited use cards.

II. Registration

A. An adult (18 years or older) needs to establish his or her identity and residency, business, or
property ownership in the village to register for a library card. The following documents satisfy
these requirements for residency: A Picture ID with Forest Park residence address OR a Picture ID
without Forest Park residence address and one other proof of residency (A list of acceptable proofs
of residency may be obtained at a service desk). No further documentation is required.

B. Patrons under 18 years of age must be accompanied by a parent or guardian when registering for a
FPPL library card. The accompanying adult:
• must also sign the application;
• is responsible for materials checked out by the minor [see IV below]; and
• must show a valid library card in their own name or proof of residency, as required above.

C. Students attending Forest Park School District 91 schools may apply for library cards through the
school. Further details may be obtained at a service desk.

D. The following documents satisfy the requirements to establish business or property ownership in the
village: A Picture ID and satisfactory evidence of property or business ownership. No further
documentation is required.

III. Fees

A. There is no charge to Forest Park residents for obtaining a FPPL card.
B. Fees for non-residents are as provided in the current Board of Trustees’ Non-Resident Borrower

Resolution.

IV. Responsibilities of Borrowers

A. Patrons are responsible for returning all materials checked out on their cards on time and in good
condition.
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38 
B. Parents and guardians accept full responsibility for their children’s selection of materials, the Library

shall not restrict selection based on age, with the exception of Electronic Devices.

C. All children will be granted access to and use of the Internet as described in our Internet Use and
Electronic Device Policy. Parents and guardians also accept responsibility for their children’s access
to and use of the Internet while at the library.

D. Patrons are financially responsible for lost or damaged materials, including processing fees and fines.

E. Patrons shall be charged a fee for all returned checks.
F. Delinquent accounts may be turned over to a collection agency and incur a collection fee.

V. Renewal of Library Cards

A. Library cards are renewable every three years at no charge. The card holder must pay all fines
and fees associated with the card at the time of renewal and show a photo ID with current
address.

B. Children may renew their cards without a photo ID or responsible adult present if they live at the
same address and have a card with no fines or delinquencies.

VI. Suspension of  Borrowing Privileges

A. A patron’s borrowing privileges may be suspended when his or her fines and/or fees reach a
certain level. Further details may be obtained at a service desk.

B. FPPL reserves the right to invalidate a patron’s card if he or she is indebted to the Library. This
may occur when a patron has debt of more than $40.00, or the account has been sent to a
collection agency.

VII. Circulation Procedure

A. The Library Director, with the assistance of staff, shall establish procedures in the following areas:
• Loan periods
• Item limitations
• Fine and fee schedules
• Special restrictions

Further details may be obtained at a service desk.
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Resolution No. R-018-002 Non-Resident Borrowing 
Privileges Board of Trustees Approved: May 21, 2018 

WHEREAS, the Forest Park Public Library is a tax-supported public library; and 

WHEREAS, people residing within the jurisdictional boundaries of the Forest Park Public Library pay 
taxes to support the library, and so need pay no additional fee to be eligible to receive a library card; and 

WHEREAS, Section 5/4-7(12) of the Illinois Local Library Act stipulates that “A person residing outside of a 
public library service area must apply for a non-resident card at the public library located closest to the person’s 
principal residence”; and 

WHEREAS, the Office of the Illinois Secretary of State has issued regulations defining the “closest 
public library” and also providing three formulae which public libraries can use to determine the non-
resident fee; and 

WHEREAS, the Board of Library Trustees of the Forest Park Public Library has determined for its 2018-2019 
fiscal year, commencing May 1, 2018 and ending April 30, 2019, to participate in the non-resident reciprocal 
borrowing program of its regional library system and to issue non-resident library cards; 

NOW, THEREFORE, BE IT, AND IT IS HEREBY RESOLVED BY THE BOARD OF TRUSTEES OF 
THE FOREST PARK PUBLIC LIBRARY as follows: 

I. Individuals residing beyond the jurisdictional boundaries of the Forest Park Public Library whose
closest public library is the Forest Park Public Library, and not residing within the boundaries of
another public library, and owning no taxable property within the jurisdictional boundaries of the
Forest Park Public Library, may purchase a non-resident fee card for the price of $246.00
calculated by the General Mathematical Formula (23 Ad. Code 3050.60(a)).

II. The President of the Board of Library Trustees shall notify the Regional library system in writing
within 30 days of the adoption of this Resolution, stating (a) the effective date of this Resolution,
(b)the beginning and ending dates of the 12-month period of validity for non-resident library cards
issued pursuant to this Resolution, and (c) the fee formula as set forth herein.

III. The Forest Park Public Library shall cooperate with other participating area public libraries and the
regional library and adjacent regional library systems to determine the appropriate non-resident
service areas, as stated in 23 Ad. Code 3050.25

IV. The Policy of the Forest Park Public Library for service to non-residents, including a description of
the Library’s service areas and the methods of calculating fees, shall be available for public
inspection at the Library.

V. A valid non-resident library card issued by the Forest Park Public Library pursuant to this
Resolution shall accord a non-resident library cardholder all the services which this Library
provides to its residents, including reciprocal borrowing privileges.

VI. The Forest Park Public Library shall continue to honor all non-resident library cards heretofore
issued by the Library, for the full term of purchase.

VII. No non-resident is eligible to receive a “local use” library card from the Forest Park Public Library.
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ADOPTED THIS 21th Day of May, 2018, by a roll call vote, as follows: 

AYES: __5_____________________________________________________________ 
NAYS: ___0______________________________________________________________ 
ABSENT: __1____________________________________________________________ 

APPROVED by the President and Board of Library Trustees of the Forest Park Public Library. 

_________________________________ 
President, Board of Library Trustees 

ATTEST: 

_________________________________ 
Secretary, Board of Library Trustees 
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Interlibrary Loan Policy
(Board of Trustees Approved: October 2013) 

I. Interlibrary Loan (ILL) Borrowing

Forest Park Public Library (FPPL) cardholders may acquire all types of materials, in accordance with the
lending library’s loan rules, from libraries in Illinois, as well as from libraries in other states and foreign
countries that participate in the Online Computer Library Center (OCLC). Lending libraries send
materials to FPPL, which in turn checks them out to the borrowing patron. FPPL endorses the Illinois
State Library’s ILLINET Interlibrary Loan Code, which is available from the Illinois State Library.

II. Submission of Requests

In many cases, patrons can place requests on their own by means of online resources. They may also
make requests through the Reference or Youth Services Desks. Patrons can monitor the status of their
SWAN requests through the web-based SWAN catalog. The Reference and Youth Services desks can
answer questions about all pending requests.

III. Fees

There are no fees for in-state ILL borrowing. There shall be a nonrefundable $3.00 processing fee for
all out-of-state requests that FPPL successfully obtains, whether or not the patron picks up the item.
International requests may incur additional charges.

IV. Material Pickup and Return

When materials arrive, Library staff shall notify requesting patrons by telephone or email, and hold the
materials for seven days. Items not picked up at the end of that time shall be returned to the lending
library. The lending library determines the loan period for each item. All ILL materials, including any
packaging material, must be returned to FPPL.

V. Renewals

Patrons must contact the Library before the due date to request renewal of materials borrowed from
other libraries. Renewal is not guaranteed.
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Customer Service Policy
(Board of Trustees Approved: October 2015) 

The Forest Park Public Library is committed to providing the highest level of service possible to all patrons, and 
shall acknowledge all patrons in a polite and friendly manner, serving them promptly, respectfully and knowl- 
edgeably. 
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Reference Service Policy
Board of Trustees Approved: October 2013 

I. The Forest Park Public Library (FPPL) is committed to providing impartial, courteous and confidential
reference services to all patrons. The reference staff shall not provide advice or interpret specialized
information beyond its expertise, but shall refer patrons to expert sources whenever possible.

II. All staff members who have responsibility for reference service shall follow the current best practices
guidelines approved by FPPL’s library system and/or professional library organizations.

III. FPPL shall provide reference service to offsite patrons when possible. However, individuals present in the
building are given first priority for service.

IV. While there shall be no charge for in-house reference service, FPPL may pass on to the patron any fees
charged to the library from referral sources. FPPL shall make a good faith effort to inform patrons of
these costs before completing the referral.
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Internet and Electronic Device Policy
(Board of Trustees Approved: September 2018) 

I. As the primary information source in our community, and in response to advances in technology, the
Forest Park Public Library (FPPL) provides access to the wealth of online information resources on
the Internet. FPPL may also make electronic devices, such as laptops and ebook readers, available to its
patrons for use in the Library.

II. The Library’s Internet access is unfiltered. The Library is not responsible for Internet sites you may find
offensive, whether they are accessed intentionally or accidentally.

III. The Library is not responsible for any consequence incurred when patrons send out credit card
data, personal phone numbers or addresses, or other information over the Internet, or for any other
consequence incurred as a result of Internet usage.

IV. Unlawful use of the Internet is prohibited and may result in loss of Internet privileges or legal
prosecution. Illegal acts that involve the Library’s computers or devices are subject to prosecution by
local, state or federal authorities, and Internet activity can be traced to an individual computer station.

V. Patrons are expected to be considerate of the individual rights and privileges of other Library users.

VI. Unacceptable uses of the Library’s computers or electronic devices include, but are not limited to:

• Changing any of the Library’s software configurations
• Damaging the Library’s computer system and/or data
• Altering security settings
• Being disruptive or violating any of the Library’s regulations
• Using the Library’s Internet computers for any illegal activities
• Unauthorized copying or downloading of copyright-protected materials
• Deliberately accessing obscene materials and/or web sites
• Harassing other users, including libeling or slandering other users
• Unauthorized use of Library accounts for purchasing products and services

VII. Users who violate this Policy shall forfeit their computer time and risk losing future computer and/or
Library privileges.

VIII. Use of Electronic Devices

A. Patrons may be required to provide a FPPL card and a photo ID to check out a device.

B. A staff member shall check all devices for damage and usability prior to lending, and upon return.
Patrons are responsible for any and all liability for the cost of repair or replacement in the event of
loss due to theft, damage, negligence or misuse. Electronic devices should not be left unattended in
the Library. If the device is damaged by a patron, one or both of the following may happen:

• The patron may be required to reimburse the Library for the cost of repair or replacement.
• The patron’s public access computer use and borrowing privileges may be suspended.

C. The theft of Library electronic devices is a crime under state law and punishable as described under
720 ILCS 5/16-1 et seq. The Library shall pursue prosecution to the extent of these provisions of the
law.

IX. Use of the Internet and Electronic Devices by Minors
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A. Minors and their parents/guardians assume personal responsibility and liability, both civil and 
criminal, for unauthorized or inappropriate use of the Internet through the Library’s computers or 
electronic devices.

B. Parents are responsible for monitoring their own children’s use of the Internet and have the ultimate 
authority regarding what their children can access or view.  Library staff cannot stand
in place of parents or guardians in exercising this authority. Therefore, all minors will be granted 
unrestricted access to the Library’s child or teen computers, as appropriate. Parents are advised to 
have a discussion about safe and appropriate Internet use with their children, which should include 
guidance about use of e-mail, chat rooms and other forms of direct electronic communications. 
Parents should stress that no child should share personal identifying information over the Internet.

C. Children who are Forest Park Public Library cardholders and are age 12 or older have the option to 
check out an electronic device for use inside the Library. Should a borrowed device be damaged 
during use, this may result in the suspension of the child’s public access computer privileges and/or 
the child’s parent or guardian may be required to reimburse the Library for the cost of repair or 
replacement. A par ent  or  guar dian may choos e t o opt  out  of  device checkout  f or  applicable 
minor s  if  t hey not if y t he Yout h Ser vices  depar t ment  in wr it ing. 
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Appendix A -  Electronic Device Opt-Out Request for Minors

I do not give permission for my child to use an electronic device checked out for use in the library. 

Signature: Date: 
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Staff Network Use Policy & Agreement Form
Board of Trustees Approved February 2013 

I. Professional Standards

A) Employees have full responsibility for their online behavior and are expected to use the Library 
computer network in a professional and legal manner.

B) Library computers may be used for incidental and occasional personal use only during non- 
working hours, and with prior supervisory approval. Any unlawful use of Library computers or 
networks is prohibited and may result in disciplinary action and/or dismissal.

C) Websites or other online material may be considered obscene, yet comprise legitimate research. A 
librarian may conduct such research on behalf of a Library patron, but the librarian retains the 
option to refer the research to another librarian if the subject is offensive to him/her.

D) Only those employees responsible for the Library’s social media sites should be actively 
participating on those sites during work hours. Employees who contribute to or moderate social 
websites on behalf of the Library should follow specific guidelines to maintain the reputation of the 
Library as well as to protect the First Amendment rights of citizens.

II. Privacy

A. The Library Director or his/her designee may monitor any employee’s computer use, content of 
communications, internet access, or files saved on the network or hard drive, at any time. Such 
review shall be done in the ordinary course of business and for a legitimate business purpose. 
Employees should have no expectation of privacy when using the Library’s computers.

B. The user agrees to cooperate with the Library in the event of the Library’s initiation of an 
investigation of a user’s use or his/her access to its computer network and the internet.

C. Any personal information or personal e-mail sent or received on Library computers may be subject 
to release in response to a FOIA request or court order.

III. Liability

A. The Library makes no warranties, express or implied, in connection with its provision of access to 
and use of its computer networks and the internet. The Library shall not be responsible for any 
claims, losses, damages or costs (including attorney’s fees) suffered, directly or indirectly, by any 
user arising out of the user’s use of its computer networks or the internet under this policy.

B. By signing this policy, users take full responsibility for their use,  and are agreeing to indemnify and 
hold the Library and its Board of Trustees and employees harmless from any and all loss, costs, 
claims or damages resulting from the user’s access to its computer network and the internet, 
including but not limited to any fees or charges incurred through purchases of goods or services by 
the user. 

I have read the above Staff Network Use Policy & Agreement Form and I agree to abide by it. 

Name  Signature 

Position Date Telephone 
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Facility Usage Policy
(Board of Trustees Approved: January 2013) 

The Forest Park Public Library (FPPL) has limited spaces for public gatherings, and shall therefore limit the use 
of its facilities to Library sponsored programs, or public meetings of governmental entities that directly relate to 
the mission of the Library. 

I. The Facilities

A. The Josephine Austin Meeting Room is a large meeting room that has a capacity of 75 persons in
chairs arranged in auditorium style. With tables, the room has a capacity of 45.

B. The Orrin Thorson Conference Room is a smaller room with a conference table and has a capacity
of 10 to 12 persons.

II. Reservations

A. Use of the Library’s facilities shall be arranged via contract. The Library Director shall send a letter
confirming the booking and specifying the conditions under which the facility may be used. Specific
responsibilities (such as setup/teardown, A/V equipment use, etc.) shall be determined by the
librarian coordinating use of the room.

B. The Library reserves the right to cancel, reschedule, or otherwise modify usage of the room, subject
to the signed booking agreement.

C. Payment to contracted users of the room, if applicable, shall be made following the completion of
the program or event.

III. General Meeting Room Use Rules

A. Food may be served only in the room where the program is held. The Library must approve food
preparation and refrigeration in advance.

B. Alcoholic beverages are not allowed.

C. Smoking is not permitted in the Library or on Library grounds.

D. Contracted use of the Library’s facilities does not constitute endorsement of the subject matter
presented, or endorsement by the Library of viewpoints expressed by participants in programs. No
advertisement or announcement implying such endorsement shall be permitted.

E. Groups using the Library’s meeting facilities must comply with the requirements of the Americans
with Disabilities Act, to include providing qualified interpreters or auxiliary aids upon request. The
Library shall provide assistance meeting these requirements when necessary.

F. The meeting rooms may not be used for:

1. Gambling activities including, but not limited to: bingo, raffles and games of chance for
monetary prizes or other things of value;

2. Commercial functions (for example, sales presentations of any kind). However, program
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presenters may make items available for sale (e.g., signed books) that directly relate to their 

program, but only in the room in which their program is presented; 

3. Any other activity which, in the judgment of the Library Director, would materially and
substantially interfere with the ordinary functions and activities of the Library and which may
cause excessive noise, safety hazards and/or a threat to public health, safety and property.

IV. Damages And Liability

A. Individuals, groups or organizations and their members contracted to use the Library’s facilities
shall be jointly and severally liable for any breakage, loss, or theft of any property caused by
members or guests of the group.

B. Any individual, group, or organization contracted to use the Library’s facilities must fully release
and discharge the Forest Park Public Library, the Village of Forest Park, its officers, agents and
employees from any and all claims from injuries, including death, damages, or loss, which may arise
or which may be alleged to have arisen out of or in connection with the meeting. They must further
indemnify and hold harmless and defend the Forest Park Public Library, the Village of Forest Park,
its officers, agents, and employees from any and all claims from injuries, including death, damages,
or losses, including but not limited to the general public, which may arise or may be alleged to have
arisen out of, or in connection with the meeting.

C. If, on the advice of law enforcement professionals, the Library staff or Board determines that a
reasonable possibility of a threat to the safety of Library staff, patrons, or members of the public
might occur, based on prior experience of the group or speaker at this Library or at other occasions
where the group has held a meeting which has been disruptive or had a potential for violence, the
following shall be required: the individual or group reserving the meeting room shall be required
to pay in advance by cashier’s check the reasonably estimated cost of any special security measures
needed to be taken for the meeting; and the individual or group reserving the meeting room shall
place a bond for $1,000,000.00 for injury or damage to property occurring at the meeting.
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External Informational Materials Policy
(Board of Trustees Approved: February 2014) 

I. The use, by individuals or organizations, of the library’s facilities for placing informational materials,
is not a right but a privilege, which is subject to review by the Library Board of Trustees, and must be
approved under the following conditions:

A. The Director or appropriate designee must give permission before any item may be exhibited,
displayed, or placed in the library for distribution.

B. Forest Park Public Library prohibits circulation and distribution of petitions, flyers, and similar
materials in the library building or on its grounds, except that relevant materials may be distributed
as part of scheduled library programs.

C. Outside organizations or individuals may not display or exhibit any materials, leaflets or posters
that advocate affirmative or negative votes for or against any political proposition.

D. All informational materials in the library are placed at the owner’s risk. FPPL assumes no
responsibility for the preservation, protection, or damage or theft of any item displayed.
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Service to Youth and Caregivers Policy
(Board of Trustees Approved: August 2017) 

I. Forest Park Public Library (FPPL) has established the following rules and procedures to create a safe,
orderly atmosphere in which children can use the Library for its intended purposes. Whether or not they
are present, parents or guardians are ultimately responsible for the behavior of their children in the Library
until they reach the age of eighteen (18).

II. A parent or other responsible caregiver at least fourteen (14) years of age must supervise children under
the age of eight (8) at all times while they are in the Library.

III. Children who are eight (8) or older may use the Library unattended provided they conduct themselves in
a manner appropriate to the Library’s purpose as described in the Code of Conduct for Patrons of the
Forest Park Library.

IV. If a child is left unattended at the time of closing, the Person In Charge and a Youth Services staff
member shall remain with the child for a period of fifteen (15) minutes. If a parent or other responsible
caregiver does not pick up the child during this period, the Forest Park Police department will be
contacted. FPPL reserves the right to contact the police whenever a child under the age of eight (8) is left
unattended at the Library, at any time of day.

V. To provide an appropriate and safe atmosphere for children, and to ensure that the Youth Department is a
welcoming, pleasant, non-intimidating, and safe place for all children who use it, the Youth Department
is reserved for the use of children under the age of eighteen years of age. Adults (18 and over) who are
not accompanied by children are to use the Youth Department only for the purposes of retrieving
children’s materials to check out or to speak with library staff. Extended browsing, lounging, use of
furniture and/ or loitering by unaccompanied adults in the Youth Department is not allowed.  Exceptions
for study room use may be made at the discretion of library staff. The Library may occasionally schedule
times during which the Youth Department is accessible only to appropriately- aged patrons and library
staff, for example, during a youth reading group.

VI. The Library responds to behavior through Positive Behavior Interventions and Supports (PBIS), a
proactive system for teaching behavior expectations that is practiced throughout the community of Forest
Park.

VII. For the safety of children, Library staff will not give out any information about children’s whereabouts or
relay messages to/from telephone callers.

VIII. Parents accept full responsibility for the material selection and use of the Internet by their children, as
acknowledged in the Borrowing Privileges Policy.
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Confidentiality Policy
(Board of Trustees Approved: October 2013) 

I. Unless preempted by federal law, Forest Park Public Library (FPPL) shall comply with the Illinois
Library Records Confidentiality Act (“Act”) (75 ILCS 70/1 et seq.), which requires that circulation and
registration records be kept confidential and that they not be published, or made available to the public
(including agencies of federal, state or local government), except pursuant to a court order.

II. The Act allows for an exemption from the requirement for a court order if ALL of the following
conditions are met:

A. The information is requested by a sworn law enforcement officer who states that it is impractical to
get a court order as a result of an emergency situation;

B. The law enforcement officer states that there is probable cause to believe that there is imminent
danger that someone will be physically harmed;

C. The information requested is limited to only identifying a suspect, witness or victim of a crime;

D. The information requested does not include any registration or circulation records that would
indicate materials borrowed, resources reviewed, or services used at the library.

III. The Act also provides that, “If requested to do so by the library, the requesting law enforcement officer
must sign a form acknowledging the receipt of the information.” The form for a law enforcement officer
to request information without a court order is included as an Appendix to this policy.

IV. Additionally, library patrons should be aware that Section 21.5 of the USA PATRIOT Act provides federal
law enforcement officers with the ability to obtain a search warrant to gain access to certain library
records on the basis that the officer(s) believe that the records sought may be related to an ongoing
investigation related to terrorism or intelligence activities.

V. The USA PATRIOT Act also prohibits libraries or librarians served with a search warrant issued under
FISA (Foreign Intelligence Surveillance Act) rules from disclosing the existence of the warrant or the
fact that records were produced as a result of the warrant, under penalty of law. A patron cannot be
informed that his/her records were given to a federal agent or that the patron is the subject of any federal
investigation.

VI. The Forest Park Public Library protects the privacy of its patrons. Only records that are essential to
conducting the library’s business are retained and only as long as necessary to complete the Library’s
business.
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Appendix A - Officer’s Request for Confidential Library Information 

This is a request under the Illinois Library Records Confidentiality Act, 75 ILCS 70/1 (copy attached) for infor- 
mation contained in the Library’s registration and/or circulation records. 

My request for information is limited to identifying a “suspect, witness, or victim of a crime.” 

As the basis for this request, I represent the following: 

1. I am a sworn law enforcement officer; and

2. As a result of an emergency where I believe there is imminent danger of physical harm, it is
impractical to secure a court order for the identification information.

The information I request relates to the following: 

(description of information sought) 

Officer’s Acknowledgment 

I acknowledge receipt from the library of the information I requested. 

Officer’s Printed Name  

Officer’s Agency/Dept.  

Officer’s Signature  

Officers’ Badge Number  

Time Signed  Date Signed  

(Library Use): Name(s) of Library staff assisting with the information requested. 

Printed Name Signature 
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Identity Protection Policy
Board of Trustees Approved: June 18, 2012 

I. Forest Park Public Library shall protect social security numbers from unauthorized disclosure in
compliance with the Identity Protection Act (5 ILCS 179/1 et seq.).

II. Requirements

A. All employees who have access to social security numbers in the course of performing their duties
shall be trained to protect the confidentiality of those numbers. Training shall include instructions
on the proper handling of information that contains social security numbers from the time of
its collection through its destruction. The Library Director shall make sure that all employees
of the Library are aware of the existence of this Policy and shall make a copy of it available to all
employees. If this Policy is amended, the Director shall advise all employees of the amended Policy
and make a copy of it available to all employees.

B. Only employees who are required to use or handle information or documents that contain social
security numbers shall have access to such information or documents.

C. Social security numbers requested from an individual shall be provided in a manner that makes the
social security number easily redacted if required to be released as part of a public records request.

D. When collecting a social security number, a statement of the purpose(s) for which the social security
number is being collected and used shall be provided.

III. Prohibited Activities

No employee may do any of the following:

A. Publicly post or display in any manner an individual’s social security number. “Publicly post” or
“publicly display” means to intentionally communicate or otherwise intentionally make available to
the general public.

B. Print an individual’s social security number on any form required for the individual to access
products or services.

C. Encode or embed an individual’s social security number in or on a card or document, including, but not
limited to, using a bar code, chip, magnetic strip, RFID technology or other technology, in lieu of
removing the social security number as required by the Identity Protection Act.

D. Require an individual to transmit his or her social security number over the Internet, unless the
connection is secure or the social security number is encrypted.

E. Print an individual’s social security number on any materials that are mailed to the individual,
through the U.S. Postal Service, any private mail service, electronic mail, or any similar method of
delivery, unless State or federal law requires the social security number to be on the document to
be mailed. Notwithstanding any provision in this Section to the contrary, social security numbers
may be included in applications and forms sent by mail, including, but not limited to, any material
mailed in connection with the administration of the Unemployment Insurance Act, any material
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mailed in connection with any tax administered by the Department of Revenue, and documents 

sent as part of an application or enrollment process or to establish, amend, or terminate an account, 
contract, or policy or to confirm the accuracy of the social security number. A social security 
number that may permissibly be mailed under this Section may not be printed, in whole or in part, 
on a postcard or other mailer that does not require an envelope or be visible on an envelope without 
the envelope having been opened. 

F. Collect, use, or disclose a social security number from an individual, unless:

1. Required to do so under State or federal law, rules, or regulations, or the collection, use, or
disclosure of the social security number is otherwise necessary for the performance of that
employee’s duties and responsibilities;

2. The need and purpose for the social security number is documented before it is collected; and

3. The social security number collected is relevant to the documented need and purpose.

G. Require an individual to use his or her social security number to access an Internet website.

H. Use the social security number for any purpose other than the purpose for which it was collected.
IV. Exempted Circumstances

The prohibitions in Section II above do not apply in the following circumstances:

A. The disclosure of social security numbers pursuant to a court order, warrant, or subpoena;

B. The collection, use, or disclosure of social security numbers in order to ensure the safety of other
employees, and all persons working in or visiting a Library facility;

C. The collection, use, or disclosure of social security numbers for internal verification or
administrative purposes;

D. The collection or use of social security numbers to investigate or prevent fraud, to conduct
background checks, to collect a debt, to obtain a credit report from a consumer reporting agency
under the federal Fair Credit Reporting Act, to undertake any permissible purpose that is
enumerated under the federal Gramm Leach Bliley Act, or to locate a missing person, a lost relative,
or a person who is due a benefit, such as a pension benefit or an unclaimed property benefit;

E. The disclosure of social security numbers to agents, employees, contractors, or subcontractors of a
governmental entity or disclosure by a governmental entity to another governmental entity or its
agents, employees, contractors, or subcontractors if disclosure is necessary in order for the entity
to perform its duties and responsibilities; and, if disclosing to a contractor or subcontractor, prior
to such disclosure, the governmental entity must first receive from the contractor or subcontractor a
copy of the contractor’s or subcontractor’s policy that sets forth how the requirements imposed
under this Act on a governmental entity to protect an individual’s social security number shall be
achieved.

V. Public Inspection and Copying of Documents

Notwithstanding any other provision of this policy to the contrary, all employees shall comply with the
provisions of any other state law that allows the public inspection and copying of information or
documents containing all or any portion of an individual’s social security number. This includes requests
for information or documents under the Illinois Freedom of Information Act. All officers and
employees of the library must redact social security numbers from the information or documents
before allowing the public inspection or copying of the information or documents, as such information
is exempt from disclosure under the Freedome of Information Act, pursuant to 5 ILCS 140/7(1)(b) as
"private information," as defined by 5 ILCS 140/2(c-5).

50



VI. Public Availability

A copy of this policy shall be made available to the public upon request. In addition, a written copy of
this Policy, and any amendments thereto, shall be filed with the Library District Board within thirty (30)
days after approval of this Policy or any amendments thereto.

VII. Applicability

This policy does not apply to the collection, use, or disclosure of a social security number as required by
state or federal law, rule, or regulation. This Policy does not apply to documents that are required to be
open to the public under any State or federal law, rule or regulation, applicable case law, Supreme Court
Rule or the Constitution of the State of Illinois.

VIII. Violation

Any person who intentionally violates the prohibitions in Section 10 of the Act (which are set forth in the
Section entitled “Prohibited Activities”) shall, pursuant to the Act, be guilty of a Class B misdemeanor.

IX. More Restrictive Rules

This Policy does not supersede any more restrictive law, rule or regulation regarding the collection, use or
disclosure of social security numbers.
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Policy Manual: Appendix A 
Emergency Plan 

Board of Trustees Approved: August 2010 
I. Sections

• Calling Tree

• Evacuation Routes – Diagrams
• Emergency Procedures

• Injury to Patrons and Staff
• Assault or Direct Threat
• Tornado or Violent Storm
• Fire – Including Alarm and Extinguisher Locations

• Equipment Malfunction Procedures
• Diagram of Shut Off Valves or Switches
• Air Conditioning
• Water heater
• Humidifiers
• Burglar and Fire Alarms
• Gas
• Plumbing
• Water Fountain
• Telephones

• Location of In-House Emergency Equipment and Supplies
• Off-Site Services to Be Called in the Event of Emergency or Disaster
• Priority Salvage Lists

• Director’s Office
• Workroom
• Adult Services Office
• Adult Services Area
• Reference Area
• Youth Services Office
• Youth Services Area
• Historical Society Office
• Computer Room

• Upkeep Checklist
• Daily Procedures
• Periodic Procedures

• Disaster Recovery
• Do Not Under Any Circumstances
• Assess the Damage
• Stabilize the Environment
• Activate the Emergency Calling Tree
• Restore the Area

• Location of the Emergency Plan

II. Appendices

• Appendix A: Insurance Coverage Summary
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• Appendix B: Salvage Procedures for Water Damaged Materials
• Appendix C: Current Board and Staff List
• Appendix D: Incident Report
• Appendix E: Biohazard Safety Plan
• Appendix F: Miscellaneous Diagrams

○ Electrical
○ Water/Gas
○ Pumps
○ Security System
○ Fire Extinguishers/Alarms
○ Light Switches
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Calling Tree

Current as of: August 21, 

2018

Pilar Shaker  312-510-3751

Rafal Radomski 708-710-8751

Susan Farnum 773-557-3600 Claudia Corzine 612-618-5051 Skye Lavin 708-715-7057 Karen Wiebe 630-750-5311

Regina Townsend 773-946-2609 Marie Weinbrecht 708-488-0577 VACANT VACANT

Donna Marrocco 708-366-4943

Alicia Hammond 608-772-0126 

Deb Harris 708-366-2615

Mike Lay 331-302-3778

Urszula Blonska 224-875-8296 Ivan Moreno 708-856-9162 Matt Cline 708-703-2666 Nat Samutthai 708-539-5088

Rosie Camargo 773-931-9263     Lauren Wiese 708-752-3843 Ann Carlson 708-488-8436 Caleb Reda 708-937-3311

Linden Galloway 641-275-0583 Ethan Thiakos 708-657-7900

Christyn Rayford 708-254-3088 Briana Love 630-401-7145

Amilcar Perez 708-657-7042

Jodi Gianakopoulos 
773-255-2956

Raissa Herscovitch 847-675-6299
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Evacuation Route Diagrams

This is a placeholder for the evacuation route diagrams (2 pages). Adjust page count as necessary. 
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Emergency Procedures 

I. In the absence of the Library Director, the Person In Charge is required to initiate action in response to
any emergency. The Person In Charge is designated as the Adult Services Reference Librarian on duty.

II. Procedures In Case of Serious Injury

A. Call 911

B. Notify the family of the injured person, especially if a child is involved.

C. As soon as possible after the event, write down all pertinent details of the event including names and
addresses of all involved. This “incident report” should be given to the Director for later reference if
necessary. (See Appendix D for form.)

III. Procedures in Case of Assault or Direct Threat

A. Call 911 or hit the emergency panic button at the Circulation, Reference or Youth Services Desks.

B. As soon as possible after the event, write down all the pertinent details of the event, including the
perpetrators, if possible. This “incident report” should be given to the Director for later reference, if
necessary.

IV. Procedures In Case of Tornado or Violent Storm

A. 1. Upon hearing the warning siren, move all staff and patrons to the Austin Meeting Room, and
notify the Fire Department that you are doing so. See Evacuation Routes above.

B. Lock the innermost set of automatic doors on the main level, and the doors leading to the Youth
Services Department on the lower level.

C. Call the Fire Department at 366-1234 to determine when the all clear has been sounded. Remain in
safety until the storm has passed.

D. We cannot force anyone to stay in the building, but we can insist that they move to a safe area if
they stay in the library. Do not make anyone leave until it is safe, even if it is past closing time. If
unattended children are present, make every effort to notify their families of their whereabouts.

V. Procedures In Case of Fire

A. Call 911.

B. Evacuate the building (check all floors, washrooms, storage rooms, elevator, etc.)

1. Special efforts should be made to assist handicapped persons to evacuate.

2. Use all exits, including those on the lower level.

C. Fire extinguishers are located throughout the building. They should be used only if the fire is
confined and you can do so without endangering yourself.
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D. If time permits, close interior doors to prevent the spread of fire.

E. The designated meeting place is the metered parking lot directly across Des Plaines Avenue from the
front of the library, wherever the term “designated meeting place” is used. All staff members should
move there, and take any unattended children with them. The Person In Charge should make sure
that all staff have been evacuated, taking the master work schedule from the building to account
for everyone, and notify the Fire Department of any person not accounted for. Once this has been
accomplished, move everyone to Village Hall.

F. Request the assistance of the Police Department in notifying the parents of all children.

G. Notify the Library Director and the President of the Board of Trustees.

H. Do not re-enter the building until cleared to do so by emergency personnel, and with the approval
of the Library Director or the President of The Board of Trustees.

VI. Procedures In Case of Flood

A. Locate and attempt to direct or stop the source of flooding. (See equipment malfunction procedures
in Section IV.)

B. If there is no water in the electrical room, turn off electricity at main disconnect if water level
threatens to reach wall outlets. To disconnect electricity to selected areas, use the circuit breaker
boxes. Call the Fire Department if uncertain about safety.

C. Turn off main gas valve if water threatens the hot water heater.

D. Get materials that may be damaged off the floor, if possible.

E. Notify the Library Director and President of the Board of Trustees.

F. If time and emergency personnel permit, remove priority items from affected areas. (See list of
salvage priorities in section VII.)
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I. In the absence of the Library Director, the Person In Charge is required to initiate action in response to
any equipment malfunction situation. The Person In Charge is designated as the Adult Services Reference
Librarian on duty.

II. For diagrams showing locations of shut off valves, see ‘‘Water/Gas Diagram’’ in Appendix G.

III. Heating and Air Conditioning

A. Shut off gas or electricity only if necessary. This will shut off heat and air conditioning.

B. Call HVAC contractor: Triangle Environmental: 815-439-0300

IV. Water Heater

A. Turn off the pilot light. Shut off main gas valve only if absolutely necessary as this will shut off the
heat also.

B. Call maintenance contractor: S&D Prime Maintenance: 630-543-2566

V. Humidifiers

A. Turn off water valve to the humidifiers.

B. Turn off main water valve only if absolutely necessary as this will shut off water to the public
washrooms and all other water sources.

C. Call HVAC contractor if humidifiers are leaking or for permanent repair: Triangle Environmental
815-439-0300

VI. Burglar Alarm/Fire Alarm

A. The Burglar Alarm: Call Illinois Alarm: 366-2400

B. The Fire Alarm: Call the Fire Department 366-1234. If there is a problem with the fire alarm panel in
the storage room and the Fire Department cannot fix it, you may need to call Simplex at 1-630-
948-1200.

VII. Gas Smells

A. Call 911.

B. Evacuate the building, and move to the designated meeting place. If necessary move to Village Hall,
as in the procedures in Section III.V. above.

VIII. Plumbing: Broken Pipes, Toilets

A. Turn off main water valve (See ‘‘Water/Gas Diagram’’ at Appendix G) if the leak is very bad.
Remember that this turns off all water in the building.

B. Remove any materials from the area that could be damaged.

C. Call S&D Prime Maintenance: 630-543-2566

IX. Water Fountain

Equipment Malfunction Procedures

A. Turn off water valve to the fountain.
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B. Turn off main water valve (See ‘‘Water/Gas Diagram’’ at Appendix G) if the leak is very bad.

Remember that this turns off all the water in the building.

X. Telephones

A. If a telephone stops working, check other phones to see if they are still working or if the system is
down.

B. If possible, determine what the problem may be and call AT&T at 800-727-2273.

C. If it is equipment failure, then call Mitel at 1-847-439-6500, Option 1.

D. If all else fails, go to the Village or Community Center to call AT&T to see if there is a phone
company problem.

XI. Sprinkler System

A. Lawn: If there is a leak in the system, turn the sprinkler water valve off, then call Aqua Fiori at 345-
4433

B. Building: If there is a leak, or it goes off, shut off the system valve, then call Simplex Grinnell at
1-630-948-1200.

XII. Elevator

A. If there is a problem with the elevator, turn it off. Try to determine the problem and restart.

B. Call All-Types Elevator at 366-5566

XIII. Automatic Doors

A. If there is a problem, first try to resolve it by checking power switch, etc.

B. If unable to resolve, call Stanley Magic Door at 1-800-323-1207, Option 1

XIV. Generator

A. If there is a problem with the generator, call Illini Power Products at 1-630-462-7280.

XV. Sump Pumps/Sewage Pumps

A. If there is a problem, call Metropolitan Equipment at 1-630-972-9400, Option 1.

XVI. PA System/Projector

A. If there is a problem call Allen Visual Systems a 1-847-520-4960, Option 1.

XVII. Computers

A. If there is a problem with SWAN, call the system at 1-630-734-5135.

B. If there is a problem with the LAN or other computer issues, call Versatile Computers at 748-1577.
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Locations of In-House Emergency Equipment and Supplies 

Item Location 
Burglar Alarms See security diagram at Appendix G 
Cut-Off Switches and Valves 

• Electricity See electrical diagram at Appendix G 
• Gas See Water/Gas Diagram at Appendix G 
• Water See Water/Gas Diagram at Appendix G 

Heavy Duty Extension Cords n/a 
Fire Alarms See Fire Extinguisher Diagram – Appendix G 
Fire Extinguishers See Fire Extinguisher Diagram – Appendix G 
First Aid Kit Workroom/counter drawer 
Flashlights Workroom/counter drawer; Department Offices 
Mops Book Drop Closet 
Paper Towels Lower Level Storage 
Plastic Sheeting Lower Level Storage 
Plastic Trash Bags Lower Level Storage 
Rubber Gloves First Aid drawer/Workroom; Lower Level Storage 
Sponges; Pails; Brooms Lower Level Storage/Book Drop Closet 
Transistor Radio Workroom/Counter Drawer 
Water Hoses Lower Level Storage 
Wet/Dry Vacuum Lower Level Storage 
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Service Call Numbers 6.25.18

Service Company Phone Comments

Police/Fire Nonemergency 366-2425

Electrical Power Comed 1-800-334-7661 Voice prompts will give outage and predicted retoration

Telephone Line Repair AT&T 1-800-288-2020 Not for phones; only for POTS phone lines

Copiers Ricoh 630-953-9595 - Supplies Contact Reference Librarian or Director
(800) 765-6906 - Service Copier ID Number on back of machines;

Call in Service Code from Display if applicable

Alarm System Illinois Alarm 366-2400 Note comments on display panel if any
Library is Fire Alarm Station 65

Phone System Call One 312-681-8300 For problems with our internal phone system
(Service)

Computers Current Tech 630-388-0240 24x7 support
support@currenttech.net email support
630-688-7046 Vince Kerner's Cell (he's our rep)
vkerner@currenttech.net Vince Kerner's email

Outdoor Sign Best Neon 773-586-2700

Cleaning Service Koral Maintenance 847-290-8159 Contact is Dorota Tatkowski

Internet Service Illinois Century Network (312) 814-9790 Internet problems, including SWAN

HVAC Triangle Environmental 815-439-0300 If the building is too hot or cold call for service

General Building Repair S&D Maintenance 800-660-6028 General "Odd Job" repairs 
Fax (630) 543-2576 Contact: Maria Llanas/Joe Auriemme

Electric Sliding Doors Stanley Magic Door 847-742-9300 EXT 13
847-489-2734

Landscaping McAdam Landscaping 708-771-2299 Landscaping, Snow Removal

Insurance A J Gallagher (LIRA) 630-228-6735 Terra Strickland
630-285-4128 Emergency Number
1-800-327-3656 Emergency Number

Trash Pickup Republic Services 708-345-7050 Account 3000275
Trash Pickup Monday and Friday
Recycling Pickup Monday Wednesday and Friday
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Outdoor Sprinklers Aqua Fiori 708-345-4433

Elevators All Types Elevators 708-361-5566 The emergency phone line in the elevator is 708-366-9152
708-361-55 77 (fax)

Plumbing Call any available local plumber or S&D See Above

Telesensory /AV Allen Visual Systems 847-520-4960

Window Cleaning ANSI 630-941-8500 Contract for semiannual cleanings

Roof Contractor Solaris Roofing 630-639-5400

Sump/Ejector Pumps Metropolitan Industries 815-886-9200

Gas Nicor 1-888-642-6748

Building Keys PHS Locksmiths 386-3334
6810 Roosevelt Road, Oak Park

Arrow Locksmith 386-5500
321 Madison
Oak Park

Floor Mats Specialty Mat Service 630-375-0509
800-830-7441

Security Cameras SMG Security 847-593-0999
847-593-1357

Fire Extinguishers Chicago Metropolitan Fire Prevention 630) 833-1110

Exterminator Brennan Pest Control 205-1593

Legal Advisor Klein, Thorpe and Jenkins 1-312-984-6424
(Dennis Walsh)

Washroom Supplies Unifirst 708-410-0751

Hazardous Clean Up Aftermath 630-277-0157 Patrick Leone pleone@aftermath.com

Book Recycling Discover Books 219-801-8592 Jose (Tony) Perez - lead driver

Generator (rooftop) Illini Power 630-462-7280

Garbage Company Republic Services 708-345-7050 Mary Keenan
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Cleaning Supplies Unifirst 708-410-0751 Melinda

Printers/ink/toner (not for Ricoh) COTG 630-771-2600

Pay Phone Repair PTS 866-450-4787 ptscustomerservice@jaroth-pts.com
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Priority Salvage Lists 

I. Following, for each department, is a priority list for salvage should a disaster occur.

A. Director’s Office

1. Safe

2. Personnel files

3. Financial records, including copies of previous audits

4. Building blueprints and design documents

5. Building information on contracts, service and company information

B. Adult Services Office

1. Files on Forest Park, especially the irreplaceable books on Forest Park history.

2. Files in the office: There are no files in the office that require immediate salvage. However, The
Township and Sectional Map of Cook County may now be found in Ready Reference.

C. Reference Area

1. Village of Forest Park Audits, behind the Reference Desk

2. Forest Park School Information, behind reference desk

D. Workroom

1. Archived payroll and financial records - Business Manager’s desk and bookshelf behind it

2. Business Manager’s computer

3. Vendor invoice files

4. Circulation billing, personnel and work schedule files – found in top right drawer of
Circulation Manager’s desk.

5. Longstanding delinquent patron files – found in separate two drawer counter top card file.

E. Youth Services

1. Mother Goose on the Loose

2. Every Child Ready to Read Training/Curriculum Guides

3. Public Library Program Guide: Northern Illinois Edition

F. Computer Room

1. All hardware and software

G. Storage Area

1. back issues of periodicals
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Upkeep Checklist

I. Daily Procedures

• Locks on doors and windows secure and all keys accounted for
• No pipes, faucets or toilets leaking
• No fraying wiring in evidence, major machines shut off
• No signs of structural damage

II. Periodic Procedures

• Emergency Numbers Posted at Phones - Annually
• Fire Department Inspection - Annually
• Fire Extinguisher Check - Annually
• Flashlights Checked - Quarterly
• Sprinkler Systems Operable - Annually
• Pumps Operable - Annually
• Public Address System Operable - Monthly
• Transistor Radio Operable - Quarterly
• Staff Familiarized with Disaster Plan - Annually
• Fire Drill - Annually
• Tornado Drill - Annually
• Insurance Policy Updated - Annually
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Disaster Recovery 

I. Do not, under any circumstance, enter an area until it has been declared safe!!

II. If a disaster strikes when the building is occupied, your first concern is for the safety of the persons
inside. Escape routes, alternate routes, and procedures for evacuating the building should be clear to all
staff and visitors. Practice drills should be conducted on a regular basis to eliminate panic during actual
disasters.

III. Most disasters occur when the building is unoccupied – during the early morning hours, on weekends,
or during holiday closings. In the event of a major disaster, do not enter the building until it has been
declared safe to do so by emergency personnel.

IV. 95% of all disasters will result in water damaged materials. Keep in mind that mold will form within 48
to 72 hours in a warm, humid environment. You must work quickly to salvage damaged materials and to
prevent additional damage from occurring.

V. The following steps are recommended for an effective recovery operation:

A. Assess the Damage

How much damage has occurred? What kind of damage is it? (fire, smoke, soot, water, etc.) Is
it confined to one area or is the entire building damaged? How much of the collection has been
affected? What types of materials have been damaged? Are the damaged items easily replaced or
are they irreplaceable? Can they be salvaged by the in house recovery team, or will outside help be
required? Walk through the entire area and take extensive notes. Photographs should be taken to
document the damage. Contact your insurance carrier, sources of supplies and services, and the
Illinois State Library Preservation Office.

B. Stabilize the Environment

The environment must be stabilized to prevent the growth of mold. Ideal conditions for the recovery
operation are 65 degrees Fahrenheit and 50% relative humidity. The following should be readily
accessible to help stabilize the environment:

• Portable generators, in case a power failure occurs
• Pumps, to remove large quantities of standing water
• Fans, to circulate the air
• Thermometer. Hygrometers, hygrothermographs and/or sling psychrometers, to measure the

temperature and humidity.

1. Dehumidifiers can help lower the humidity, but they are only effective in small, closed
areas, and tend to increase the temperature in a room. They can also freeze up in the lower
temperatures required for salvage and recovery operations. Raising temperature will not lower
the humidity – it will only accelerate mold growth. Temperature and humidity should be
constantly monitored.

2. Air should be circulated in the damaged areas. This may be accomplished by running fans
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constantly. If possible, they should expel the humid air from the area. Any standing water 
should be pumped from the area. Extreme caution must be taken, as standing water can 
conceal hazards. 

C. Activate the In-House Disaster Recovery Team

Organize work crews and be sure that their responsibilities are clearly defined. No salvage activity 
should begin until a plan of action has been determined by the team leader. Disaster and recovery 
areas should be inaccessible to the public. Frequent rest breaks should be provided for workers. 
Food and/or beverages should be available. 

D. Restore the Area

After the damaged items have been removed and the environment has been stabilized, they must be
thoroughly cleaned. Walls, floors, ceilings, and all furniture and equipment must be scrubbed with
soap and water and a fungicide. Carpeting, and especially the padding under it, should be carefully
examined, as mold will develop rapidly. Removal of smoke odor and fogging with fungicides or
insecticides should be performed only by professionals.
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Location of the Emergency Plan

I. Every staff member has a ‘‘home’’ copy

II. Board President has a ‘‘home’’ copy

III. In-House copies of the plan:

• Circulation Desk
• Youth Services Desk
• Director’s Office
• Workroom, near time clock
• Reference Desk
• Department Managers’ Desks
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Emergency Plan: Appendix A 
Insurance Coverage Summary 

This is a placeholder for the Insurance Coverage Summary PDFs (7 pages). 
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Emergency Plan: Appendix B
Salvage Procedures for Water Damaged Materials 

I. A number of options are available for treating water damaged materials. The choice of treatment will
depend on the extent and type of damage incurred, and the manpower, expertise and facilities available.

A. Freezing

Freezing wet materials will stabilize them and provide you with time to determine your course of
action. Mold will not grow and further deterioration from water will not occur when materials are
in a frozen state. Books have been left in a freezer for ten years and been successfully thawed and air
dried with no resultant damage. Freezing will also help to eliminate smoke odor from materials.

Rapid freezing is recommended to minimize damage from ice crystals (the faster the materials are
frozen, the smaller the ice crystals will be). Temperatures below 15 degrees Fahrenheit will freeze
and dry out wet materials. If freezer space is not immediately available, and the outside temperature
is below 15 degrees Fahrenheit, place the materials in a secure outside area. Cover them with plastic
if rain or snow is expected.

Freezing is an intermediate stage. After materials have been removed from the freezer, they must be
placed in a vacuum freeze drier or air dried.

B. Vacuum Freeze Drying

Vacuum freeze drying is the safest and most successful method, although it is also the most
expensive. Materials must be already frozen when they are placed in a sublimation chamber. This
type of chamber operates under high vacuum and high heat, and turns the ice crystals in and on the
frozen materials to water vapor. The vapor is then collected on a cold panel that has been chilled to
minus 200 degrees Fahrenheit is put in the chamber, the materials will freeze on the outside and the
water molecules on the inside will be forced through the frozen barrier as the vacuum is pulled.
This action can cause the book or document to “explode.”

When materials are removed from the vacuum freezer, they will be very dry and should acclimate
for at least one month before they are opened to avoid cracking the spine and/or binding (this is
especially true for leather bindings). They may be placed in a high humidity room to accelerate the
acclimation process, but must be monitored closely for signs of mold.

Materials so treated will not look like new, but will show signs of swelling and distortion. Stanford
University Library staff members reported that they needed an additional 12% of shelf space for
materials that had been treated in Lockheed’s chamber. Photographs will not be damaged by this
treatment, but rubber cement will dissolve and stain the pages to which it has been applied.

C. Air Drying

Air drying should be performed only in a stable environment to inhibit the growth of mold. The
ideal environment for air drying is 50-60 degrees F and 25-30% humidity. Instructions are outlined
in 11 below. This process is not recommended for coated stock materials, such as art books. (See III
Below)

Vacuum Drying

Vacuum drying involves the placement of wet materials in a chamber that pulls the moisture by

D.

means of a vacuum. This method is not recommended as the heat involved is damaging to paper 
(especially bound paper) and photographic materials. Microwave ovens should not be used for the 
same reason. 
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II. The following procedures are recommended:

A. Volumes to Be Frozen

1. Removal

• Clear the floors and aisles first.
• Begin with the wettest materials. These will usually be on the lowest shelves, unless water has

come in through the ceiling.
• Dirt and mold should be removed and treated before freezing . If time does not permit these

activities, dirty and/or moldy books may be frozen (mud will easily brush off when it is dry).
Silt should be washed out immediately, as it is almost impossible to remove when it is dry.

• Pack materials on site, if possible. If not possible, remove by human chain.
• Keep accurate records of the locations from which materials are removed.

2. Packing

• Remove volumes from shelves in order.
• Wrap freezer paper around each volume (waxed side next to the volume) and place in plastic

crates spine down.
• Pack crates one layer only, snugly enough that volumes will not slide or lean.
• Wrap open books as found and place on top of a packed container. Do not place more than

one open volume in a container. Be sure there is a freezer paper barrier between the packed
volumes and the open volume to prevent staining from binding eyes.

• If books are stuck together, do not attempt to separate them, but pack them as one volume.
• Pack items in the condition in which they were found. Do not attempt to close open volumes

or open closed volumes that are wet.

3. Record Keeping

• Label each container with your institution’s name and assign it a number.
• On a separate sheet of paper, record the box number, all numbers of the first and last

volumes packed, and the total number of books in each container. If they are not in call
number order, note the location where found.

• If the containers are sent to more than one freezer, note which container numbers are sent
where.

• Keep records of discarded items.

4. Transporting

• Materials should be placed in a freezer facility as quickly as possible to prevent the growth
of mold. Care should be taken that containers do not fall over during transport, as further
damage may result.

• Materials should be placed in refrigerated trucks if they cannot be frozen within 48 hours.

B. Volumes to be Air Dried

1. Washing Procedure (To be performed off site only):
• Keep the book tightly closed and hold it under cold, clean running water

Remove as much mud as possible from the binding by dabbing gently with a sponge. Do not•
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rub or use brushes and do not sponge the pages or edges, as these actions can force the mud
into the spine or the wet pages, causing further damage to the volume. Let the motion of the 
running water clean off the dirt. 

• Squeeze the book gently and with even pressure to remove excess water and to reshape the
binding.

• Do not wash:
○ Open or swollen volumes
○ Vellum or parchment bindings or pages
○ Full or partial leather bindings
○ Fragile or brittle materials
○ Works of art on paper
○ Water soluble components (inks, tempura, water colors, dyes, charcoal, etc.)
○ Manuscripts
○ Non paper materials

2. Saturated Volumes

• Do not open! Wet paper tears easily!
• Set volumes on their heads on absorbent paper. Pages tend to droop within the binding

when a volume is shelved upright, so setting it on its head will counteract this tendency.
Plastic sheeting should be placed under the paper toweling or unprinted newsprint to
protect table tops. Turn the volumes right side up when changing the paper beneath them.
Their position should be reversed each time the paper is changed and the wet paper removed
from the area.

• Covers may be opened to support the volume.
• Aluminum foil may be placed between the cover and the endleaf to prevent staining from

the binding dyes.
• When most of the water has drained, proceed as for “damp volumes.”

3. Damp Volumes

• Very carefully open the book (not more than 30 degree angle).
• Begin interleaving from the back and keep the volume in an upright position.
• Place interleaving sheets at intervals of 25 leaves (50 pages), unless they will distort the

volume.
• Change interleaving frequently. Do not reuse unless the sheets are being impregnated with

fungicide. Inth-Pheny Penol (O-PP) has been found to be less toxic than thymol and is
recommended. Mix one pound of O-PP to one gallon of acetone or ethanol (do not use
methanol, as it will cause inks to bleed). Safety equipment (mask, eye goggles, and rubber
gloves) should be worn when preparing and using this solution.

• Continue to change the paper underneath and remove from the area.

4. Slightly Damp Volumes/Volumes With Only Wet Edges

• Stand volume on its head and fan open slightly. Paperback books may support each other
with a barrier between them or they may be wedged with Styrofoam pieces. Position
volumes in the path of circulating air.

• When almost dry, lay the volumes flat and place weights (not other drying books) on them
to minimize distortion. Do not stack wet volumes.

• Lightweight volumes (less than six pounds) may be hung on lines to dry.
• Use monofilament nylon lines, not more than 1/32” in diameter.
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• Do not line dry a saturated volume, as the monofilament will cut through the wet paper.

C. Volumes With Coated Stock Paper
Wet coated stock paper should be handled with care, as the print will slide off the wet page if it is
rubbed. Do not allow wet books with coated stock paper to dry in a closed state as the pages will
permanently bond together. Almost all attempts to separate stuck pages by rewetting them have
failed. McDonnell Douglas’ Document Reclamation Service reports that vacuum, freeze drying of
coated stock volumes is rarely successful. Keep volumes submerged until the pages can be separated
(see IV below). The only chance of saving such materials is to interleave every page and air dry.

D. Documents/Unbound Materials

1. Freeze as Found

• Do not remove from file cabinet drawers, document cases, or folders.
• Do not turn containers upside down to empty or drain.

2. Separation of Wet Sheets

• Place a stack of polyester film on top of a stack of wet, unbound papers (or the first page of a
bound volume).

• Run gently with a bone folder – surface friction will cause the wet paper to adhere to the
film.

• Peel back the top sheet and place it on top of a piece of polyester web.
• Remove the polyester film.
• Place another sheet of polyester web on top of the wet sheet.
• Repeat the entire process, separating the wet sheets one at a time and interleaving them with

polyester web. (Materials may be frozen at this stage).
• Air dry the sheets (supported by the polyester web) by placing them on absorbent paper

on tables or on top of closely spaced monofilament lines. Air in the room should be kept
circulating, but fans should not blow directly on the materials.

• The papers may be flattened when they are almost dry by placing them between two sheets
of blotting paper (to remove excess moisture) and applying even pressure with weights.

E. Non-Book Materials

1. Photographic Materials (prints, negatives, slides, film).

a. Do not expect to salvage color photographs, as the colored layers will separate and the
dyes will fade quickly. However, if you wish to try, freeze them immediately, or transport
them (see 2 below) to a photographic laboratory.

b. Photographic materials should not be allowed to dry out after they become wet as they
will stick to their envelopes or to each other. Any attempt to separate them after they have
dried together will result in damage to the emulsion or the image. Remove the materials
from their protective enclosures and wash off any mud or dirt under cold, clean running
water.

c. The following options are available for salvaging photographic materials:

• Air dry either flat or on lines of monofilament (plastic spring type clothespins may be
used to hang them on lines).

• If there are too many to air dry, they may be stored in cold water (65 degrees F or
below – cold helps to preserve the emulsion). Ice may be added to the water, but do
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not add dry ice or allow the materials to remain under water longer than three days. 
Formaldehyde may be added to the water (15 milliliters to on liter) to help prevent 
the gelatin from swelling and softening. Black and white film could last three days in 
this solution before the emulsion begins to separate; color film could last 48 hours. 

Transport the materials (in sealed polyethylene bags inside plastic garbage pails) to a 
professional laboratory within 24 hours, if possible. 

• If time does not permit air drying, then materials may be frozen. As the emulsion
may be damaged by the formation of ice crystals, freezing as quickly as possible is
recommended (smaller ice crystals will cause less damage). Negatives should be
separated before freezing as they tend to stick together when thawed.

• The Eastman Kodak Company provides free emergency service for cleaning and drying
its own black and white roll microfilm. Contact Don Franklin in the Chicago lab (312-
954-6000).

2. Microforms

a. Silver halide microfilm

• Keep under water (See VA 2 above)
• Send to Kodak or a professional microprocessing laboratory.

b. Vessicular and Diazo Film

• Wash off mud or dirt under cold, cleaning running water.
• Air dry or dry with cheesecloth.

c. Microfiche

• Treat the same as silver halide microfilm.
• Kodak will not treat microfiche, so send them to a professional microprocessing

laboratory.

3. Tapes (audio, video, computer) and floppy disks.

Water is especially damaging to magnetic materials. The longer they have been wet, the greater
the damage will be. Do not attempt to play any damaged tapes or disks, as they can damage the
equipment on which they are being played.

The following procedures are recommended if you wish to attempt to salvage tapes:

• Break open the cassettes.
• Wash in clean or distilled water.
• Air dry or dry with cheesecloth.

4. Sound Recordings (Disks)

Clean water probably will not damage sound recordings, but floodwater carries silt, which will
scratch a disk. Disks should be washed and dried with cheesecloth or a soft, lint-free cloth.
Record jackets or paper protective sleeves should be discarded as they can trap moisture and
may develop mold. Record jackets could be photocopied to preserve the information they
contain.
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III. Mold

Mold and mildew are interchangeable names for fungi. They can never be killed and can remain dormant
for many years. Spores are always present in the air and will grow when the environment is warm and
humid. Freezing will inhibit the growth of mold and is recommended if time does not permit immediate
treatment. 

Mold can develop within 48 to 72 hours in an environment where the temperature is over 75 degrees 
Fahrenheit and the relative humidity is over 60%. 

• Separate the affected materials to prevent spreading.
• If the materials are wet and mold is beginning to develop, interleave the volumes with papers

impregnated with fungicide (See IIC4).
• Keep the air circulating in the room.
• Mold is easier to remove when it is dry. Vacuum or brush it off and remove the spores from the area.
• Materials that will be fumigated should be removed from plastic crates, as plastic will absorb the

fumigants. Fungicidal fogging should be done only by a professional chemist or conservator.

IV. Do Not, Under Any Circumstances:

• Enter an area until it has been declared safe.
• Attempt to open a wet book (Each tear costs to mend)
• Attempt to close an open book that is swollen
• Use mechanical presses on wet materials.
• Attempt to separate books that are stuck together.
• Write on wet paper.
• Use bleaches, detergents, water soluble fungicides, adhesive tapes (or adhesives of any kind), paper

clips, or staples on wet materials.
• Use colored paper of any kind during salvage and recovery operations.
• Pack newly dried materials in boxes or leave them unattended for more than two days.
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Emergency Plan: Appendix C
Current Board and Staff List 

Karen Childs – Board President 
James Pekoll– Board Trustee 
Emily Victorson – Board Vice President
Lin Beribak – Board Treasurer 
Brook Sievers – Board Secretary
Nathalie Wheaton–   Board Trustee 

Pilar   Shaker – Director 
Deb Harris – Business / Tech Services Manager 
Rafal Radomski - IT Supervisor
Cluadia Corzine – Circulation Manager 
Skye Lavin – Adult Services Manager 
Susan Farnum – Youth Services Manager 
Alicia Hammond – Community Engagement Librarian 
Michael Lay – Library Facilities Associate & Library Monitor 
Karen Wiebe– Circulation Assistant Manager 
Regina Townsend – Youth Services Assistant Manager

76



FOREST PARK PUBLIC LIBRARY ACCIDENT – EMERGENCY – INCIDENT REPORT 

Staff: Please complete this report for any accidents, injuries, emergencies, conflicts or other incidents 
out of the ordinary involving patrons or staff. Please provide as much detail about the occurrence as 
possible. Forward the report to you Supervisor and the Library Director.  This report should be filled out 
any time a patron is asked to leave the library for any reason/for any length of time and/or any time a 
patron’s privileges are revoked/suspended in any way. Additionally, use this form for patron or staff 
reports of crime, misconduct, injury or conflict. 

REPORTED BY: _________________________________________________________________ 

 DATE, TIME AND PLACE: ________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 

 STAFF MEMBERS PRESENT OR INVOLVED:  __________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 

 LIBRARY PATRONS PRESENT OR INVOLVED (include names addresses and phone numbers): 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 

PLEASE DESCRIBE THE INCIDENT IN DETAIL (use other side or additional sheets if necessary):  

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
_____________________________________________________________________________ 

Were Police called? Y    N  - Name of Responding Officer ______________________________

Was Emergency Medical Assistance Required? Y  N – Describe _________________________

Director’s Signature _____________________________________________  Date ____________ 

Further Action Required by Director or Board ______________________________________________ 
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Emergency Plan: Appendix E
Biohazard Safety Plan 

I. Protective equipment located in the adult workroom counter drawer and at the youth services desk will
include:

• Rubber gloves
• Antiseptic agent
• Soap
• First Aid Kit
• Closeable plastic bags for disposal of contaminated material
• Emergency guidelines

II. Guidelines to follow when helping any person with an injury or handling anymaterial which is
considered to be contaminated with blood or other bodily fluids. [Other potentially infectious material is
defined as the following: human bodily fluids: saliva in dental procedures, semen, vaginal secretions,
cerebrospinal, synovial, pleural, pericardial, peritoneal and amniotic fluids.]

A. Put on gloves before handling bags and containers that are left by patrons.

B. Put on gloves before applying band-aids or cleaning up after any incidents.

C. After you have finished, remove gloves and put them in the plastic bag provided for that purpose and
deposit in a waste container.

D. Wash your hands immediately if you have been exposed to blood.

E. Notify the library cleaning service to clean and disinfect any contaminated surface with an antiseptic
agent.

F. Call 911 for any emergency situation. Never supply medications (including aspirin) to anyone

G. Report all incidents involving exposure to blood or other bodily fluids to the Library Director and
the library cleaning service before the end of the work shift. The incident report should contain the
names of the staff and victim, a description of the accident, and a determination of whether an
exposure incident occurred.

H. If you have been exposed to blood or other bodily fluids, notify the staff member in charge of the
building who will refer you to a designated medical facility.

III. Blood Borne Pathogens

A. While normal library operations are not likely to involve circumstances exposing employees
or customers to blood borne pathogens, the Forest Park Public Library complies with Illinois
Department of Labor regulations and therefore the federal Occupational Safety and Health
Administration regulations relating to occupational exposure to blood borne pathogens.

B. No particular job classification of the Library has occupational exposure as part of the duties.
However, emergencies may occur with staff or customers, particularly youth or the elderly, to which
Library employees in all classifications may be called upon to respond with assistance. or
emergencies with “out of control” individuals could present an individual threat.

C. All potential circumstances of exposure must be taken into account by the Library and its employees
to protect against exposure. Hepatitis B (HBV), human immunodeficiency virus (HIV), and other
blood borne pathogens found in human blood and other body fluids cause life threatening diseases.
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D. In emergency or other such circumstances when contact with blood or other potentially infectious
materials may result, it is the Library’s policy to treat all human blood and body fluids as if known
to be infectious for HIV, HBV, and other blood borne pathogens. Work practice controls shall be
used to eliminate or minimize employee exposures. If the possibility of exposure remains, personal
protective equipment shall also be used.

1. At any time within the Library environment that human blood, human body fluids, or other
potentially infectious materials are presented, the area contaminated shall be immediately
cordoned off and quarantined. Personal protective clothing, such as gloves, masks and gowns,
shall be provided and used in the cleanup and safe disposal of contaminated waste such as
diapers and blood tinged materials. The quarantine shall be effective until thorough cleanup
and disposal is completed.

2. The Library provides hand-washing facilities that must be used by the affected employees
as soon as feasible, including following the removal of personal protective equipment. A
complete record of all incidents, exposures, cleanup and disposals shall be kept as required by
regulations.

E. The Library shall provide directly or through System, State or association programs, annual in- 
service training for employees. Any employee who has an occupational exposure shall be offered,
at no charge, the hepatitis B vaccine series, in accordance with regulations. Following the report
of an exposure incident, the Library will make immediately available to the exposed employee or
employees a confidential medical evaluation and follow up as provided in the regulations.
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Policy Manual: Appendix B
Code of Conduct for the Patrons of the Forest Park Public 

Library 
(Board of Trustees Approved: August 2017) 

We want everyone who visits Forest Park Public Library to have an enjoyable experience. Whatever your 
particular reason for visiting the library, we ask your help in keeping it a pleasant, safe place to spend time. 
Please help us with the following: 

In public areas: 

• Conduct yourself in a safe and legal manner while visiting the library, and be considerate of others.
• Speak no louder than a normal conversational tone, and use polite language.
• Turn off the ringer on your cell phone and its earpiece.
• Listen to portable audio devices and audio content on computers so that only you can hear them.
• Keep the entrance and lobby area clear. The outside area, including our bench, is for short term use

only.
• Bicycles must be left at our rack.
• You are responsible for your personal property while at the library.
• Service animals are the only animals allowed in the library.
• Keep food or tobacco products in a closed bag or other container.
• Bring only nonalcoholic beverages into the library, and keep them in covered containers.
• Avoid giving offense to others due to your personal hygiene.
• Keep your shirt and shoes on.
• Remain awake. If you are feeling ill, please let us know so we can get you medical help.
• Smoking is not allowed on library property.

In our public restroom facilities: 

• Use our restrooms courteously, with the comfort of others in mind.
• Remember that our restrooms are for general public use, and it is not appropriate to bathe, wash

personal items, or smoke in them.

Children and parental responsibilities: 

• Any child under the age of eight (8) must be supervised by a responsible person at least fourteen (14)
years old while using the library.

• The Parental Responsibilities Policy has more details on what we require concerning accountability
for your children while they use the library.

• In the case of minors, consequences for violating the Code of Conduct may include any of the
following: Dismissal from the library; Written warning to parents or guardians; Suspension of library
privileges, with a service option; Suspension of library privileges.

If you fail to comply with one or more of the Library’s established policies on public conduct, the Library may 
be forced to suspend your library privileges. If this happens, the Director will give you written notice 
informing you of the period of suspension and the reason(s) for which it is being imposed. You may appeal a 
suspension of privileges in writing to the Board of Trustees, not later than its next regularly scheduled meeting 
following the 
date of the written notice of suspension. You will serve any period of suspension, pending action by the Board of 
Trustees on your appeal. The Library is prepared to seek other remedies under the law, including prosecution, as 
necessary. 
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