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Ruth Hughes Memorial District Library Mission Statement

Establishing connections, empowering imaginations, enriching lives.
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Ruth Hughes Memorial District Library Policy Manual
Policy 1.1

Material Selection Policy

1.

The purpose of Ruth Hughes Memorial District Library’s Material Selection Policy
(“Policy”) is to set broad guidelines to assemble, preserve, organize, administer, and
promote the use of a wide range of communication media and to inform the public about
the principles upon which selections are made. These functions are undertaken to further
the objectives of the Ruth Hughes Memorial District Library (“Library”).

The term “Library Materials” means books, magazines, DVDs, CDs, library programs or
other synonyms as they may occur in the Policy having the widest possible meaning.

This statement of Policy applies to all Library Materials in the collection, including adult,
young adult and juvenile. However, this Policy and the term “Library Materials” does
not apply to Internet sites available through the Library's computers or Internet collection.
The Library has no control over the content of the Internet. Please see the Internet Use
Policy for any issues related to computer or Internet Use.

The term “selection” refers to the decision to add, retain or withdraw material in the
collection. It does not refer to reader guidance.

The collection shall be periodically examined for the purpose of eliminating obsolete,
damaged, duplicate, or unneeded materials, and for binding or repair of materials, in
order to maintain a balanced, attractive and useful Library Materials collection.

The responsibility for selection lies with the professional staff of the Library. That staff
operates within the areas of service to children, young adults, and adults. Both the public
and staff members may recommend materials for consideration.

The ultimate responsibility for book selection, however, rests with the Library Director
who operates within the framework of policies determined by the Library Board of
Trustees. The Director shall be responsible for ensuring that the funds budgeted for
collection development are allocated appropriately depending upon the needs of the
Library and the fulfillment of the above Goals of Material Selection.

The goals of materials selection are as follows:

a. To meet the individual’s need for information through maintenance of a
well-balanced and broad collection of materials for information, reference, and
research.



b. To help the individual attain maximum self-development through life-long
intellectual and cultural growth.

c. To support the democratic process by providing materials for the education and
enlightenment of the community.

d. To assist individuals in their pursuit of occupational activity and practical affairs.
e. To provide diverse recreational experience for individuals and groups.

f. To assist institutions of formal education with services that will assist individual
study.

g. To maintain Michigan and local history collections.

7. The following should be kept in mind regarding the library’s collection:

a. To help the individual attain maximum self-development through life-long
intellectual and cultural growth.

b. The following principles, individually or collectively, will prevail in the selection
of all Library Materials. The total collection will attempt to represent a variety of
points of view.

c. Community needs, interest, relevance and demands

d. Contemporary significance or permanent value

e. Lack of bias, factual. Portrays issues sensitively

f. Literary, artistic, historical, scientific, or intellectual merit

g. Recommendations of reviews from professional journals or publications of
national repute

h. Diversity of viewpoint and availability of other information on the subject.

1. Reputation, authority and qualifications of the author, illustrator, publisher, or
producer



j- Relation of work to existing collection

k. Price, format, and ease of use

. Available shelf or storage space

m. Availability of material through inter-library loan

n. Popular demand: The Library will make an effort to have materials available
which are in high demand by the public; however, selections by popular demand
will still be guided by consideration of merit, use and the specific principles for
selection.

o. Duplication of materials already in the collection; i.e., purchase of additional

copies of materials, shall be governed by intrinsic or historical value, or
immediate need

Adopted at the Regular Meeting on December 12, 2022.
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Gifts

Acceptance of gifts shall be governed by the same principles and criteria applied to the selection
of items for purchase. Gifts of books or other materials which do not comply with the Library’s
objectives and policies will be refused. No conditions may be imposed relating to any item
either prior to or after its acceptance by the Library. All gifts and donated materials (including
works of local authors) become the property of the Library. The manner of disposition of any
materials which are not added to the collection will be decided by the Library.

Adopted at the Regular Meeting on December 12, 2022.
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Material Challenges

No material shall be removed from the Library’s collection until all steps in the following
process have been completed.

1. Patrons (“Requester””) who object to Library Materials will be sent to the Director.

2. The Director will discuss the Library Materials in question with the Requester, attempting
to resolve the concern to both the Requester’s and Library’s satisfaction.

3. If the Requester wishes to carry the request further, the Director will provide the
Requester with a copy of the Materials Selection Policy, including the Request for
Reconsideration of Library Materials (“Request for Reconsideration™).

4. Once a completed, signed copy of the Request for Reconsideration is received, the
Library Director shall decide the Request for Reconsideration, taking into consideration
the Library’s Materials Selection Policy and any other relevant information to reach a
decision. The Director may consult with any other staff or consultants when making this
decision.

5. The Library Director shall send the decision in writing to the complainant within
seventy-five (75) days of the receipt of the completed Request for Reconsideration form.
If the decision is that the questioned material should be removed from the collection, the
Requester will be notified in writing by the Library Director and all copies of the item
will be withdrawn. If the decision is that the questioned material is to be retained, the
Requester will be notified in writing by the Library Director that the material will be
retained.

6. A written appeal of the Library Director’s decision may be made by the Requester to the
Chair of the Library Board within ten (10) business days after the written decision is
made by the Library Director. The Library Board will review any documentation it deems
necessary to decide within sixty (60) days of receipt of the appeal. The Library Board
may issue an additional extension if necessary in order to fully evaluate the material.

7. The Library Board serves as the final authority in cases involving retention or withdrawal
of Library Materials.

8. Once an item has been reconsidered and either retained or removed, that title cannot be
challenged again for two years.

Revised at the regular Library Board meeting on October 9, 2025.
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Resident Card

An individual residing in or paying real property taxes (which would include the owners of
businesses that pay property taxes) to the Ruth Hughes Memorial District Library (the District
includes the City of Imlay City, Imlay Township, and Attica Township) is eligible for a Library
Card from RHMDL (“RHMDL Residents”). Proof of identity and current address is required as
stated more fully in this Policy. District Residents are entitled to all library services provided by
the Library.

Revised at the regular Library Board meeting on October 9, 2025.
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Co-Op and Consortium Card

Individuals who (1) have library cards from any library that is a member of the Mideastern
Michigan Library Cooperative (“MMLC”) or the Valley Library Consortium (“VLC”) and (2)
reside within that library’s service area are eligible for a library card with the limited access
stated more fully above. This would not include any individual who has received a non-resident

library card from a MMLC or VLC library.

Co-Op and Consortium have restricted access to some services that the Ruth Hughes Memorial
District Library receives by contract, such as access to Overdrive and Hoopla.

There is no cost for a Cooperative and Consortium Resident card.

Revised at the regular Library Board meeting on October 9, 2025.
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Non-Resident Card

Individuals who are not RHMDL Residents or members of the MMLC or VLC, may purchase a
library card. Non-Resident library cards shall only be sold to individuals; there are no family
Non-Resident cards. Non-Resident cards are valid for one (1) year from the date of purchase.

The cost of the Non-Resident card is $30 per year.

Non-Resident cards have restricted access to some services that the Ruth Hughes Memorial
District Library receives by contract, such as access to Overdrive and Hoopla

Revised at the regular Library Board meeting on October 9, 2025..
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MI Library Card

Individuals who have library cards from any library a part of the MILibraryCard programs may
receive a Ruth Hughes Memorial District Library card.

Mi Library cards have restricted access to some services that the Ruth Hughes Memorial District
Library receives by contract, such as access to Overdrive and Hoopla.

Additionally, MILibraryCard Holders shall not have any interlibrary or intralibrary loan
privileges. MILibraryCard Holders are also limited to checking out two (2) print items only.

There is no cost for a MILibraryCard Holders access card.

Revised at the regular Library Board meeting on October 9, 2025.
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School Card

Individuals who are not RHMDL Residents or members of the MMLC or VLC, but students or
faculty at any school, or home-schooling organization, located in the RHMDL service area are
eligible for a library card.

School cards have restricted access to some services that the Ruth Hughes Memorial District
Library receives by contract, such as access to Overdrive and Hoopla.

Revised at the regular Library Board meeting on October 9, 2025.
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Classroom Card

An individual who is a teacher at a school or home-schooling organization, located in the
RHMDL service area is eligible for a library card to use for their classroom. This card may be
allowed longer loan periods and a larger borrowing item limit, as agreed upon by the Director at
the time of registration.

School cards have restricted access to some services that the Ruth Hughes Memorial District
Library receives by contract, such as access to Overdrive and Hoopla.

Revised at the regular Library Board meeting on October 9, 2025.
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Staff Card

Employees of the Ruth Hughes Memorial District Library may receive a library card that grants
all privileges of a resident card, even if that staff member is not a resident in the library’s service
area.

Revised at the regular Library Board meeting on October 9, 2025.
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Applying For A Library Card

1. Every person wishing to receive a library card from RHMDL must complete an
application. To obtain a library card from RHMDL, applicants must provide a valid photo
ID with the current address on it, such as a driver’s license, passport, or state ID card. If
the address on their ID is not current or the ID is from a state other than Michigan, the
applicant must provide a proof of address in the form of recent mail, such as a lease or
utility bill, received at their place of residence.

Cooperative, Consortium, and MILibraryCard residents members are also required to
provide a copy of their home library card. Limited Access Cardholders are also required
to provide any other specific information required in the above “Eligibility” section as a
condition of receiving a RHMDL card.

2. By signing the application, the person (or parent or guardian for minors under the age of
18) agrees to and acknowledges that they are subject to the policies and procedures of the
Library, which may be amended from time to time. Library cards are valid for a period of
three (3) years, with the exception of the Non-Resident cards, which are valid for one (1)
year.

3. Cards will be renewed after identification, address and telephone number have been
verified for accuracy and all fines for lost or damaged items and/or Non-Resident fees
have been paid.

4. Minors (under age 18) must be accompanied by a parent or legal guardian when applying
for a card. The parent or legal guardian must provide the same valid ID as stated above.
By signing the application, the parent or legal guardian agrees to be liable for payment
for or return of the materials identified in that library record. Put another way, the signing
parent or guardian is financially responsible for all items checked out on the child's card.

5. In the case of parents or guardians applying for a card for their child, the child must be
present at the time of application.

6. Library cards should be presented at checkout and patrons are responsible for maintaining

control over their cards. Lost cards must be reported immediately because the patron is
responsible for all materials checked out to their card.

Revised at the regular Library Board meeting on October 9, 2025.
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Renewals

Items may be renewed as long as there are no holds or reserves on the items. If there are holds on
an item, it may not be renewed.

DVDs and video games may be renewed once.

All other items may be renewed twice.

Revised at the regular Library Board meeting on October 9, 2025.
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Overdue, Lost, and Damaged Materials

1. The Library does not charge any daily fees for overdue materials but will charge for
replacement costs and other fees for materials at four (4) weeks overdue as set forth more
fully below.

2. Patrons with late items will be notified by phone and by mail or email. The patron will
be warned that if the items are not returned, they will go into Lost status. At that time the
patron will become responsible for replacement costs and processing fees if the items are
not returned.

3. Lost materials will be charged to the patron’s account until the items are paid for or
returned.

4. The list price is charged for lost materials and materials that are damaged beyond repair.
An item damaged beyond the possibility of repair is treated the same as a lost item.

5. Once lost items are paid for, they are promptly removed from the system. Should the
items later be found by the patron, they are the patron’s to keep: no refunds or
reimbursements will be given.

6. Lost or damaged items borrowed from other libraries will be subject to the policies of the
lending library, which may vary from those of RHMDL and include processing or other

fees.

7. At the Director or Coordinators discretion, charges for lost or damaged materials may be
waived.

Revised at the regular Library Board meeting on October 9, 2025.
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Reserving and Reserved Materials

Patrons may place holds and reserve materials that are checked out. Patrons will be notified by
phone when the material has been made available. Patrons who have not picked up their reserved
materials owned by the RHMDL within three (3) days for DVDs and video games or seven (7)
days for all other items will forfeit them to the next person on the list and have their names
removed from the hold list. [tems received through interlibrary loan (“ILL”) are subject to the
policies of the lending libraries and may have different hold periods.

Revised at the regular Library Board meeting on October 9, 2025.



Reciprocal Borrowing



Ruth Hughes Memorial District Library Policy Manual
Policy 3.4

Reciprocal Borrowing

Any resident of the Mideastern Michigan Library Cooperative (“MMLC”) or the Valley Library
Consortium (“VLC”) whose library participates in their reciprocal borrowing program, may
borrow and return library materials to any other participating library. When materials are
received from outside libraries, the circulation policies of the lending library apply; these may
differ from those of RHMDL and result in different loan periods, fees, renewal options, etc.

Revised at the regular Library Board meeting on October 9, 2025.
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Borrowing Materials
To borrow materials, a patron will present their library card. If a patron does not have their card,

staff may verify identity via personal information and/or ID.

To borrow materials, a patron’s library account must be in good standing, meaning that there are
no items marked as Lost, or money owed to the library. Until the lost items are returned or paid
for, the patron shall forfeit library privileges.

A patron who is working in good faith to pay down a balance on their account and is making a

payment at the time of checkout may be allowed to borrow materials from the library at the
staff’s discretion.

Adopted at the regular Library Board meeting on October 9, 2025.
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Fax Services

Fax services are provided to the public. The cost to the patron for sending a fax to a number in
the United States is $2.00 for the first page and $.50 for any following pages that are sent to the
same number.

The public may receive faxes at the library. If the fax recipient is known, the library will call to
inform them of the fax. Charges are $2.00 for the first page and $.50 for every proceeding page.

Revised May 5, 1999
Revised November 2, 2000 at the regular Board Meeting.
Revised November 2, 2017 at the regular Board Meeting.



Copier Services



Ruth Hughes Memorial District Library Policy Manual
Policy 4.2

Copier Services

Copier services are provided at the library. The cost of single-sided copies is $.10 for an 8'5” x
117 paper, $.15 for 8'4” x 14” or colored paper, and .25 for 11" x 16” paper. The cost will be
doubled for double-sided copies. The rates remain the same for customers bringing in their own
paper or transparencies.

Those needing copies will be expected to make their own and report the number of copies made

to the clerk at the circulation desk. Library employees will assist those needing help with the
copier.

Revised at the regular Library Board meeting on October 9, 2025.
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Conference Room Policy

The mission of the Ruth Hughes Memorial District Library (“Library”) is to provide quality
Library services that support the cultural, educational and informational needs and interests of
the community. In keeping with this mission, the Library provides a Conference Room for
Library programs, as well as Library business meetings.

When the Conference Room is not scheduled for Library-hosted or co-hosted events, it may be
used by the public within the parameters set by the Policy. The restrictions of this Policy
regarding Application and Scheduling do not apply to Library-sponsored or co-sponsored events.

Any person, group or organization may use the Conference Room for cultural, educational,
informational and business purposes pursuant to the requirements of this Policy (“Users”).
Private social functions are not permitted in the Conference Room.

Adopted at the Regular Meeting January 2016
Revised April 2016, May 2017.
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Library Disclaimer.

No Endorsement. Use of the Conference Room does not constitute the Library's endorsement of
any User's policies or beliefs by any of the staff or Board members.

Right to Cancel. If necessary, the Library reserves the right to cancel the use of a Conference
Room, including but not limited to inclement weather or other unexpected building closures.

The Library shall use its best efforts to notify the Users if the Library intends to cancel the use of
the Conference Room. In the event of inclement weather or other area emergencies, please
contact the Library before the meeting to confirm that the building is still open.

No Exclusive Use. The Library reserves the right to allow any Library employee, vendor or other
person to access the Conference Room at any time. Payment of a fee does not constitute
exclusive use.

Adopted at the Regular Meeting January 2016
Revised April 2016, May 2017.
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Conference Room Scheduling
Scheduling of the conference room shall be handled as followed:

1. Scheduling of applications shall be accepted on a first-come-first-served basis, with
Library business, Library-sponsored events and Library co-sponsored events having first
priority.

2. The Library may ask Users to reschedule meetings in the event the Library Board needs
to schedule a special Library Board meeting or other Library-sponsored or co-sponsored

event.

3. Meetings and events can be scheduled up to one (1) year in advance, but must be
scheduled no later than one (1) week before the event.

4. The Library is responsible for scheduling use of the Conference Room. The program and
meeting schedule will be posted and updated regularly.

5. The Conference Room is available during regular Library hours only.

6. No group may use the Conference Room more than two (2) times every month.

Adopted at the Regular Meeting January 2016
Revised April 2016, May 2017.
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Conference Room Use Applications
The library shall handle the process of applying to use the conference room as follows:

1. Any person 18 years or older may fill out an application for the Conference Room. Ifthe
person is filling out the application for a corporation or organization, that person must
have authority to do so. The Library will accept temporary holds by phone. In all cases,
the application must be completed one (1) week prior to the meeting.

2. The Library will contact the applicant to confirm that the reservation is accepted.
Applicants should not assume that the reservation is complete upon submission of the

application.

3. Ifyou need to cancel the reservation, you must provide the Library 24 hours notice.

Adopted at the Regular Meeting January 2016
Revised April 2016, May 2017.
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Conference Room Rules

1. Smoking and Fire. No smoking, candles, matches or any other use of fire shall be
permitted in the Conference Room.

2. Use by Persons Under the Age of 18. Users of the Conference Room must be under
adequate supervision by adults 18 years of age or older. The reservation form requires
the listing of an adult who will be in charge of the group, as well as being financially
responsible for any damages that may occur. This listed adult must be on site during the
reserved meeting time. In addition, there must be one adult supervisor for every 5
minors.

3. Tobacco, Alcohol and Controlled Substances Prohibited. The Library prohibits the use of
tobacco, alcohol and the illicit use of controlled substances in the Conference Room.

4. Food and Beverages. Users of the Conference Room may serve light refreshments, but
only if approved by the Library at the time the User requests and receives permission to
use the Conference Room. It is the responsibility of the User to observe all health codes
when serving light refreshments.

5. Disruption Prohibited. Users making excessive noise that disrupts normal Library
functions or other patrons' use of the Library may be asked to leave. This includes
conducting the meeting or any part of the meeting outside of the Conference Room.

6. Equipment Requests. Requests for use of audio or visual equipment, tables, chairs and
any equipment owned by the Library must be made at the time the venue is scheduled.
The Library does not guarantee the availability of any equipment.

7. Clean Up. It is the User's responsibility to leave the room in the condition (including
furniture arrangements) in which they found it. The User must remove leftover food,
containers, beverages, trash, and all other personal or group-owned items. Failure to
clean up may result in forfeiting the privilege of using the room in the future. Users must
include time to clean up and set up within the scheduled time and must end meetings at
least 15 minutes before the Library closing time.



8. Library Policies. Users shall observe all rules of conduct and policies applicable to
Library patrons.

9. Occupancy. Users shall permit no more persons than is stated by occupancy
requirements, which are currently 30 people.

10. No Raffles and Contribution Requests. Users shall not sell tickets, raffles or any objects
or solicit contributions from persons located anywhere in the Library or on Library

property.

11. Private Literature. Users shall not distribute personal or group literature, brochures and
other materials to Library patrons outside of the Conference Room. Users shall not leave
printed materials on Library property without prior approval of the Library Director or in
accordance with Library Policy.

12. Use of Walls and Other Surfaces. No decorations or other materials may be attached or
affixed to the walls, windows, doors or other surfaces unless approved by the Library. If
such approval is granted, any such material must be removed at the close of the scheduled
time.

13. Open and Accessible Use. All activities in the Conference Room must be accessible to
people with disabilities in accordance with the Americans with Disabilities Act. A User
may not deny access for any reason that violates federal or state law.

Adopted at the Regular Meeting January 2016
Revised April 2016, May 2017.
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Conference Room Fees
Governmental and Non-Profit Organizations using the room for cultural, educational, and
informational purposes shall not be charged an hourly fee, nor shall businesses located within our

Library Service District (Imlay Township, Imlay City, and Attica Township.)

Any other (1) User or (2) Governmental and Non-Profit Organizations using the Conference
Room for business or commercial purposes shall be charged $10.00 per hour.

If the Conference Room is not cleaned, the Library will assess a $25.00 cleaning fee to any User.

Adopted at the Regular Meeting January 2016
Revised April 2016, May 2017.
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Patron Code of Conduct

The rights of an individual to use the Ruth Hughes Memorial District Library and all of its
branches shall not be abridged or denied. To guarantee these rights for all persons, no library
patron shall engage in behaviors prohibited by the following rules of the Ruth Hughes Memorial
District Library Board.

No person shall:

1.

10.

I1.

12.

13.

Make solicitation for any reasons;

Eat, drink, or smoke in the library without permission of the staff, except in designated
areas;

Willfully annoy another person;

Damage or deface public property;

. Engage in loud or boisterous conduct;

Be under the influence of alcohol or drugs;
Utter profane, obscene or injurious language;
Remain in the building after its regular closing hours;

Enter or remain in the library without appropriate clothing and footwear. Clothing should
be properly buttoned and zipped in order to cover body parts;

Sleep in the library for an extended period of time (more than 10 minutes);
Violate any city ordinance in the library or on library grounds;
Enter the library wearing roller blades or roller skates;

Interfere with the normal library operations or library staff.



It is the charge of the Ruth Hughes Memorial District Library staff to see that the rights of
individuals to use the library are upheld. The library staff is obligated to enforce these rules so
that the facilities can be used to the fullest by all patrons.

If a patron causes a public nuisance, the staff will give the patron one warning. If the behavior
continues, the staff may restrict the patron from the library building and its facilities. In extreme
cases, the library board may restrict the patron for an extended period of time, up to and
including permanent banning from the library, based on his/her behavior.

A library user whose actions or conduct are threatening, dangerous, abusive or present an
imminent danger to library visitors, library staff or himself/herself will be removed immediately
without any type of advanced warning or notice. Law enforcement officers may be called to
respond if library staff determines that the safety of library visitors or staff is in immediate
danger.

Any patron who thinks he/she has been wrongly accused of violating the Patron Code of
Conduct may appeal to the library director by scheduling an appointment to meet at a convenient
time for both parties. Any library patron who thinks he/she has been wrongly restricted from
library use (including banning) may appeal to the library board. The appeal must arrive within
14 days of the restriction, and the appeal will be presented to the library board at the next
regularly scheduled board meeting. Board meetings are held the first Thursday of every month.

Revised at the regular Library Board meeting on March 4, 2010.

Revised at the regular Library Board meeting on October 9, 2025.
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Library Violation Enforcement Policy

The Purpose of this policy is to provide a process for addressing violations of Ruth Hughes
Memorial District Library policies. This Library Violations Enforcement Policy will set forth the
process and procedure for violations of all Library policies, including but not limited to the
Patron Behavior, Internet Use, and Laptop Use policies.

Upon determining that a Library policy has been violated, the Library Director or the Director’s
designee may restrict access to Library facilities with immediate dismissal of the patron from the
premises, by suspending the patron’s access to Library facilities for a set period of time, or by
denying access to specific services and/or programs pursuant to this Policy. If necessary, the
local police may be called to intervene.

The Library shall handle violations as follows:

1.

Initial Violation: Library patrons observed violating a Library Policy will be asked to
cease the violation with a verbal request. If the patron does not comply with the request,

he or she will be asked to leave the building for the day. If he or she refuses, police may
be called.

Subsequent Violations: The Director or the Director’s authorized designee may further
limit or suspend the patron’s Library privileges if violations of the same rule continue.
Such limitation or suspension shall be in writing specifying the nature of the violation.
Subsequent violations of the same rule shall result in additional suspensions of increasing
length.

Violations of Library policy that affect safety and security, including but not limited to
violations involving verbal abuse, violence, threatening behaviors, child pornography or
obscenity, sexual harassment, vandalism, drug sale or use or attempted drug sale or use,
intoxication, theft or attempted theft, physical harassment, sexual misconduct or any
behavior that threatens the safety and security of staff and/or patrons shall be handled as
follows:

a. [Initial Violation: The police will be called immediately if the conduct constitutes a
violation or suspected violation of local, state, or federal law. Arrest or criminal
prosecution may ensue. Violations of this nature will result in an immediate
minimum two-week suspension of Library privileges in order to give the Library



sufficient time to investigate the incident. After the investigation is completed, the
Library Director or his/her Designee may add additional time to the initial
limitation or suspension period.

b. Subsequent Violations: The police will be called immediately if the conduct
constitutes a violation or suspected violation of local, state, or federal law. Arrest
or criminal prosecution may ensue. Subsequent violations of the same rule shall
result in additional limitations or suspensions of increasing length. Such
limitations or suspensions shall be in writing specifying the nature of the
violation.

4. The patron whose privileges have been limited or suspended shall attend a meeting with
the Director or the Director's designee to review the Library Policy that was the subject of
the violation before their privileges may be reinstated.

5. Patrons may appeal a decision to limit or suspend privileges by sending a written appeal
to the Library Board within ten (10) business days of the date the privileges were revoked
or limited. The appeal should be sent to the President of the Library Board. The decision
of the Library Board is final.

Adopted at the Regular Meeting June 5, 2014.
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Incident Reports

Library Staff shall record in writing in the form of an Incident Report any violation of Library
policy that resulted in a verbal warning or a suspension of Library privileges. By the end of the
day on which the incident occurred, an Incident Report shall be written and forwarded to the
Library Director for logging and review. The Incident Report should include physical
descriptions in addition to the name of the patron. A copy of the limitation or suspension of
privileges letter should be attached, if applicable.

Revised at the regular Library Board meeting on October 9, 2025.
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Unattended Children Policy

The Ruth Hughes Memorial District Library encourages young children to visit the library and it
is the desire of the library to make each visit an important one for the child. Library staff is not
expected to assume responsibility for the care of unsupervised children in the library.

Therefore, it is library policy that all children under the age of ten must be accompanied by a
parent or designated responsible person while in the library. Also, if the child is attending a

library program, the library requires that the parent/responsible person to remain in the library.

If the staff has determined that the child has been left unattended, the staff member is to stay with
the child and follow these steps:

1. If possible, identify the child
2. Try to locate the parent/responsible person in the library

3. Locate the parent/responsible person using the database, phone book, etc., for
a phone number if the parent is not in the library building.

4. If the parent/responsible person has been located, the staff member shall firmly
explain the library policy regarding unattended children

5. [If the parent/responsible person has not been located within an hour, or if the
library is closing, a staff member shall call the police.

Adopted at the Regular Meeting July 13, 2000.
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Laptop Computer Use Policy

The Ruth Hughes Memorial District Library offers laptop computers for public use.

1.

Laptops may only be borrowed by patrons 18 years of age and older (“Borrower”).
Borrowers may not check out laptops for anyone else to use.

Laptops are for in-library use only and may not be taken outside the library building.
Laptops may not be brought into the restrooms.

Laptops may not be left unattended or in the care of another library user. If a Borrower
must leave for a short time, the laptop may be left with a staff member at the Circulation

Desk with the understanding that the laptop’s check-in time will not be changed.

Borrowers who experience problems with the functioning of the laptop should notify a
librarian, and should not try to troubleshoot or correct problems themselves.

Borrowers may save files to their own personal USB device (flash drive.) Do not save
files to the computer's desktop, as they will be deleted after each session is over.

Food and drink are not permitted near the laptops.

Borrowers are subject to all of the Ruth Hughes Memorial District Library's Policies,
including but not limited to the Internet Usage Policy.

Adopted at the Regular Meeting June 5, 2014.

Revised at the regular Library Board meeting on October 9, 2025.
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Internet Filtering

The Ruth Hughes Memorial District Library provides Internet access for public use. The
Internet is a global computer network giving access to services such as e-mail and the World
Wide Web. Because of the rapidly changing content of the Internet, the library cannot be
responsible for inaccurate, incomplete, or illegal electronic matter.

As required by Michigan Law (P.A. 212: S.B. 396 of 2000) which deals specifically with
restrictions to Internet access by minors, and federally enacted Children’s Internet Protection Act
(CIPA), the Ruth Hughes Memorial District Library has implemented software filtering on all of
its Internet-accessible computer terminals. The library must filter all Internet-accessible
computer terminals in order to remain eligible for certain federally regulated telecommunication
funds. The software installed on Internet-accessible computers at the library protects against
access to visual depictions of obscenity, child pornography, and, in the case of persons under the
age of 17 years, materials that are “harmful to minors” as restricted by both laws.

Because of the inconsistencies of Internet sites and the rapidly changing electronic environment,
the library cannot guarantee that the Internet filtering software it has implemented will block all
obscenity, child pornography, or materials that are harmful to minors. Nor can the library
guarantee that the filtering software will not restrict access to sites that contain legitimate
research or other valuable information. Under the condition that a site needs unblocking for
“bonafide” research purposes and to protect access to constitutionally protected speech and
information, patrons are encouraged to contact the Technical Services Coordinator to request
unblocking of incorrectly blocked sites.

Adopted September 7, 2000 at the regular Library Board Meeting.
Revised November 2, 2000 at the regular Library Board Meeting.
Completely Revised July 6, 2004 at the regular Library Board Meeting.
Revised May 1, 2008 at the regular Library Board Meeting.

Revised July 7, 2011 at the regular Library Board Meeting.



User Security



Ruth Hughes Memorial District Library Policy Manual
Policy 7.2

User Security

The Internet is not a secure medium and all users should be aware that third parties might be able
to obtain information regarding users’ activities. However, the Ruth Hughes Memorial District
Library administrative staff and board of trustees will uphold the rights and privacy of its users
as described in the Library Privacy Act and Privacy Protection Act. The library will not release
information on the use of specific Internet resources by members of the public except as required
by law or necessary for the proper operation of the library.

Adopted September 7, 2000 at the regular Library Board Meeting.
Revised November 2, 2000 at the regular Library Board Meeting.
Completely Revised July 6, 2004 at the regular Library Board Meeting.
Revised May 1, 2008 at the regular Library Board Meeting.

Revised July 7, 2011 at the regular Library Board Meeting.
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Minor Internet Use

Parents or legal guardians must assume responsibility for deciding which Internet resources are
appropriate for their own children.

A parent or legal guardian must accompany children under the age of ten while they use the
Internet. Michigan law requires minors under age 18 to have parental consent prior to use of the
Internet; therefore, each minor must have an Internet Consent Form signed by a parent or legal
guardian in the presence of a library staff member and must follow the guidelines listed below

and under Rules Governing Use.

Viewing sites that are considered obscene or sexually explicit will not be allowed (lacks serious
literary, artistic, political, or scientific value). Michigan law and the local community defines
sexually explicit or obscene materials as:

a. Pictures of a sexual nature;

b. Text of a sexual nature.

Minors who violate this policy will be asked to forfeit their Internet privileges and a parent or
guardian will be notified.

Adopted September 7, 2000 at the regular Library Board Meeting.
Revised November 2, 2000 at the regular Library Board Meeting.
Completely Revised July 6, 2004 at the regular Library Board Meeting.
Revised May 1, 2008 at the regular Library Board Meeting.

Revised July 7, 2011 at the regular Library Board Meeting.

Revised October 9, 2025 at the regular Library Board Meeting.
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Rules Governing Internet Use

Due to the volume of usage to Internet-accessible computer terminals, the library staff may
enforce a one-hour time limit. Internet users must comply with all federal, state and local laws,
including laws governing the transmission and dissemination of information while accessing the
Internet and with all library policies and procedures. Violation of policies may result in revoked
Internet privileges.

All users must possess a valid library card or have signed a Temporary Usage Contract, and all
fines must be paid before granted access to the Internet. All Internet users must read and sign an
Internet Usage Contract with a library staff member present.

Reservations may be made up to one day in advance. Users who are 10 minutes late will forfeit

their reservation time. Printer charges are 10 cents per page for all printed materials wanted or
unwanted.

Users may not:

1. Use the network to make unauthorized entry into other computational, informational or
communication Services or resources;

2. Knowingly violate the privacy of others;

3. Subject minors to sexually explicit or obscene sites;

4. Download programs from the Internet onto a disk or the computer hard drive;

5. Exceed a one hour time limit per day unless granted prior permission by library staff;
6. Distribute unsolicited advertising;

7. Engage in activity that is harassing or defamatory;

8. Leave children under age six unattended in the children’s area of the library while using
the computers;

9. Use the Internet for any illegal activity, including violation of copyright law or other
rights of third parties;



10. Make any attempt to damage computer equipment or software.

11. Be accompanied by more than one person to view the same Internet station and any
additional viewers must have agreed and signed a consent form.

Adopted September 7, 2000 at the regular Library Board Meeting.
Revised November 2, 2000 at the regular Library Board Meeting.
Completely Revised July 6, 2004 at the regular Library Board Meeting.
Revised May 1, 2008 at the regular Library Board Meeting.

Revised July 7, 2011 at the regular Library Board Meeting
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Internet Policy Violations

Internet users who violate the Ruth Hughes Memorial District Library Internet Usage Policy will
be subjected to disciplinary action:

1. One violation: User will be asked to exit the site and warned that the next violation will
result in revoked privileges for 30 days;

2. Two violations: Privileges will be revoked for 30 days;

3. Over two violations: The Library Director may revoke Internet privileges for a greater
period of time or indefinitely and if necessary, local law enforcement agencies will be
notified.

If a user feels his/her privileges have been wrongfully suspended, an appeal in writing and signed
by the user may be made to the Library Board. The decision of the Library Board will stand.

If it comes to the attention of the Ruth Hughes Memorial District Library that the Internet is
being used inappropriately for illegal or criminal activity of any kind, the Library will cooperate
with law enforcement officials in any manner authorized by state or federal statute.

Adopted September 7, 2000 at the regular Library Board Meeting.
Revised November 2, 2000 at the regular Library Board Meeting.
Completely Revised July 6, 2004 at the regular Library Board Meeting.
Revised May 1, 2008 at the regular Library Board Meeting.

Revised July 7, 2011 at the regular Library Board Meeting.
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Wireless Networking

Free wireless Internet access is available at the Ruth Hughes Memorial District Library for
patrons with properly equipped notebooks/laptops or other wireless devices. All wireless users
are required to follow the library’s Internet Usage Policy and to use the library’s wireless access
in a legal and responsible manner. Library staff may not be able to provide technical assistance
and no guarantee can be made that you will be able to make a wireless connection. Printing is not
available at this time through the wireless network.

Information passing through the Library's wireless network is not secured and could be
monitored, captured, or altered by others. The Ruth Hughes Memorial District Library assumes
no responsibility for the safety of equipment for notebook/laptop computer and other wireless
device configurations, security, or data files resulting from connection to the Library’s wireless
access. Wireless users assume all risks and responsibilities to provide anti-virus software
protection and appropriate security settings on their notebook/laptop or other wireless device.
Please take appropriate precautions when using this service.

Adopted September 7, 2000 at the regular Library Board Meeting.
Revised November 2, 2000 at the regular Library Board Meeting.
Completely Revised July 6, 2004 at the regular Library Board Meeting.
Revised May 1, 2008 at the regular Library Board Meeting.

Revised July 7, 2011 at the regular Library Board Meeting.
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Investment Policy

This document will govern the investment activities of the Ruth Hughes Memorial District
Library (the Library). It is the policy of the Library to invest public funds in a manner that will
provide the highest return with the maximum security while meeting the daily cash flow

demands of the Library, in complying with all state statutes governing the investment of public
funds.

Scope
This investment applies to all financial assets of the Library. These assets are accounted for in

the various funds of the Library and include the general fund, special revenue funds, debt service
funds, capital project funds, enterprise funds, internal service funds, trust and agency funds, and
any new fund established by the Library.

Investment Objectives
The primary objectives, in priority order, of the Library's financial investments are:

1. Safety of Principal - Safety of principal is the foremost objective of the investment
program. All investments shall be undertaken in a manner that seeks first to preserve
capital and second to fulfill other investment objectives.

2. Diversification - The investments shall be diversified by specific maturity dates,
individual financial institution(s) or a specific class of securities in order that potential
losses on individual securities do not exceed the income generated from the remainder of
the portfolio

3. Liquidity - The Library's investment portfolio will remain sufficiently liquid to enable
the Library to meet all operating requirements that might be reasonably anticipated.

4. Return on Investments (Yield) - The Library's investments should generate the highest
available return without sacrificing the first two objectives outlined above. The
investment portfolio shall be designed with the objective of obtaining a rate of return
throughout the budgetary and economic cycles, taking into account the investment risk
constraints and the cash flow characteristics of the portfolio.

Delegation of Authority



Management responsibility for the Library's investment program is hereby delegated to the
Library Board. The Library Board shall be responsible for the implementation of the investment
program and the establishment of investment procedures consistent with this Policy. No person
may engage in an investment transaction except as provided under the terms of this Policy and
the procedures established by the Library Board. The Board shall be responsible for all
transactions and shall establish a system of controls to regulate the activities of subordinate
officials. Procedures should include reference to: safekeeping, delivery vs. payment, investment
accounting, repurchase agreements, wire transfer agreements, collateral/depository agreements
and banking service contracts.

Authorized and Suitable Investments

In accordance with Public Act 20 of the Public Acts of 1943, as amended, the surplus funds of
the Library may be invested as follows:

1. Bonds, securities, and other obligations of the United States or an agency or
instrumentality of the United States.

2. Certificates of deposit, savings accounts, deposit accounts, or depository receipts of a
financial institution, but only if the financial institution is eligible to be a depository of
funds belonging to the state under a law or rule of this state of the United States.

3. Commercial paper rated at the time of purchase within the highest classification
established by not less than two standard rating services and that matures not more than
270 days after the date of purchase.

4. Repurchase agreements consisting of instruments listed in subdivision (a) above.
Repurchase agreements shall be negotiated only with dealers or financial institutions with
whom the Library has negotiated a Master Repurchase Agreement. Repurchase
Agreements must be signed with the bank or dealer and must contain provisions
comparable to those outlined in the Public Security Association's model Master
Repurchase Agreement.

5. Bankers' acceptances of United States banks.
6. Mutual funds registered under the investment company act of 1940, maintain a $1.00 per

share net asset value, and with authority to purchase only investment vehicles that are
legal for direct investment by a public corporation.



Safekeeping and Custody
All security transactions, including collateral for repurchase agreements and financial institution

deposits, entered in to the Library shall be on a cash (or delivery vs. payment) basis. Securities
may be held by a third party custodian designated by the Board and evidenced by safekeeping
receipts as determined by the Board.

Standard of Prudence

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.

Reporting
The Library Administrator shall provide to the Library's Board of Trustees monthly investment

reports which clearly provide the following information regarding the investment portfolio: types
of investment, depository institutions, principal balances, rates of return and maturities.

Investment Policy Adoption
The Library's Investment Policy shall be adopted by resolution of the Library's Board of

Trustees. The Policy Committee of the Board of Trustees shall review the Policy no less than
annually and the Library’s Board of Trustees must approve any modifications made thereto.

Adopted December 05, 2002 at the regular board meeting.
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Purchasing Policy

To ensure that public funds are spent wisely, the following regulations will be established, and
apply to both the library’s operating budget funds and those in the 16(4) Trust Accounts held at
the Mideastern Michigan Library Cooperative (MMLC):

1. The Library Director will be the primary person in charge of all purchases.

2. The Library Director may not spend more than $1,500.00 on a single item. Purchases
greater than $1,500.00 require Board approval.

3. An exception is for books and materials for the library shelves. Library materials are
ordered regularly, and as books are delivered to the Library, the cumulative totals
regularly exceed $1,500.00. The Director must seek Board approval for any single
material purchase that is more than $1,500.00 (for example, a set of encyclopedias);
however, the Director has no limit for cumulative purchases.

4. An exception is for payroll, and for the monthly health insurance premiums, utility bills,
and other regularly occurring, contracted or budgeted bills which fall due in the period
between Library Board meetings and must be paid promptly to avoid late fees and
potential loss of coverage or service. The Director and Board President or Treasurer are
authorized to pay such bills immediately upon receipt.

5. An exception is for purchases paid from the 16(4) Trust Accounts held at MMLC. The
director may authorize a combined $3,000 for Summer Reading materials and Summer
Reading performers to be paid from these funds.

Adopted at the Regular Meeting, August 5, 2010.
Revised July 2013, January 2015, April 2016, June 2018.
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Patron Bankruptcy Policy

The Library is required to forgive outstanding debt owed by a patron who has successfully
discharged that debt in bankruptcy.

The patron must provide the Library with proof of his or her bankruptcy discharge. The Library
will clear all outstanding charges and close the patron’s account. The patron may then apply for
and open a new account, subject to the Circulation Policy.

Patrons with outstanding items still in their possession should make every effort to return them.

Adopted at the Regular Meeting August 2, 2012.
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ACH Policy

The following policy shall govern the use of electronic transactions and ACH (Automatic
Clearing House) arrangements for the Ruth Hughes Memorial District Library.

1.

Authority to Enter into ACH (Automatic Clearing House) Agreements and
Electronic Transfer of Public Funds

For the purpose of this policy, an “ACH arrangement” means an agreement between the
originator of the ACH transaction and the receiver of the ACH transaction. An “ACH
transaction” means an electronic payment, debit, or credit transfer processed through an
ACH. ACH transactions of the Library may also include automated direct deposits of
payroll funds to Library employees.

The Library Director or ETO (Electronic Transactions Officer) may enter into an ACH
agreement as provided by Public Act 738 of 2002. The Library Board of Trustees shall
have adopted a resolution to authorize electronic transactions and have received a copy of
the policy. Applicable definitions in the act shall apply.

The ETO shall be the Treasurer for the Ruth Hughes Memorial District Library.

2. Responsibility for ACH Agreements

The Library Director or ETO shall be responsible for all ACH agreements,
including payment approval, accounting, reporting, and generally overseeing
compliance with the ACH policy. The Library Director or ETO shall submit to the
Library Board of Trustees documentation detailing all goods or services
purchased, the cost of goods or services, the date of the payment, and the
department for which purchase is made. This report may be contained in the

electronic general ledger software system or in a separate report to the governing
body.

3. Internal Accounting Controls to Monitor Use of ACH Transaction

a. The Library Director or ETO shall be responsible for the establishment of ACH
agreements.



b. All electronic payments must be reported in the monthly financial reports
indicating service received, payment date, payee(s), and amount. All electronic
transfer of funds must also be detailed indicating amount transferred, date,
purpose, and accounts affected.

c. All invoices approved by the Library Director and payable by ACH may be paid
in that manner if deemed in the best interest of the Ruth Hughes Memorial

District Library to avoid a late fee.

d. All records of ACH transactions shall be retained in accordance with auditing
policies and current records retention policies.

Adopted at the Regular Meeting October 9, 2025.
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Bulletin Board Policy

The Library acts as a distribution point for public awareness materials of interest to the
community. The Library, at its discretion, provides space through its bulletin board for
announcements and notices of programs, activities, and opportunities in the region.

General Guidelines:

1. All items must be approved by the Library Director or an appointed designee prior to
posting.

2. The Library reserves the right to remove inappropriate items from the bulletin board at
any time, without notification to the posting agency.

3. The Library is not necessarily affiliated with, nor does it necessarily endorse the agencies
posted to the board.

4. Final authority for all handouts and bulletin board items rests with the Library Director or
an appointed designee.

Adopted August 02, 2012 at the regular board meeting.
Revised June 1, 2017 at the regular board meeting.
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Slideshow Policy

As part of its public service and information mission, the Library provides announcements and
notices to the community through the television slideshow mounted in the circulation area.

At its discretion, the Library composes informational slides for news, programs and activities
sponsored solely by the Library and/or the municipal governments in its district.

Final authority for all slideshow announcements rests with the Library Director or an appointed
designee.

Adopted August 02, 2012 at the regular board meeting.
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Emergency Closing Policy

The mission of the Ruth Hughes Memorial District Library is to promote, advocate, and
consistently work to achieve the highest level of library service to the surrounding area and all of
its residents. To meet this goal, the Library strives to be open regularly for patrons to visit the
Library. Because the Library Board understands that a crisis may occur, forcing the library to
close, the Library Board has adopted this plan:

1. Reasons for emergency closure may include (but are not limited to) the following:
Weather emergency, health crisis, police situation, etc.

2. The Library Director has the authority to close the library in an emergency situation. If
the Library Director is not available, the Library Board President is authorized to make
the decision.

3. It will be understood that the Library Director will take into account all reliable sources
of information when making the decision to close the library. Such sources may include
(but are not limited to) local school systems, state and local police, Lapeer County Health
Department, etc.

4. The Library may need to close partway through the day. The Library, the Library Staff,
and the Library Board are not responsible for unattended minors. At the Library Staff’s
discretion, unattended minors may use the library’s phone to contact a parent or guardian.
Library Staff reserve the right to call the local police to take charge of unattended minors.

Adopted December 3, 2009 at the regular board meeting.
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Public Relations Policy

The mission of the Ruth Hughes Memorial District Library is to promote, advocate, and
consistently work to achieve the highest level of library service to the surrounding area and all of
its residents. Because the Library wishes to ensure that the public receives consistent and
accurate information about library policies, procedures, programs, and services, the following
regulations will be established:

1. The Library Director has primary responsibility of interacting with the media. A Library
Coordinator may initiate a promotion of a library program or service with the media after
receiving approval from the Library Director.

2. The Library Director or the Library Board President will be considered to be the
Spokesperson for the Library. In an emergency situation, every effort should be made to
contact the Library Director or the Library Board President, who will deal with all media
relations. If it is necessary to provide the public with information, the Library Director or
Library Board President will inform the staff what is to be said.

3. The Library Director should be notified of all requests for media interviews, preferably
within the same business day. The Library Director will evaluate the request and
authorize an appropriate staff member to do the interview. All requests for interviews
will be handled in a timely manner.

4. Promotional materials will be reviewed and approved by the Library Director to ensure
that it meets standards for quality design and copyright-free art.

Adopted September 4, 2008 at the regular Library Board Meeting
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RUTH HUGHES MEMORIAL DISTRICT LIBRARY

WRITTEN PUBLIC SUMMARY OF THE
FREEDOM OF INFORMATION ACT PROCEDURES AND GUIDELINE

The Ruth Hughes Memorial District Library (“Library”) adopts this written public summary
pursuant to the requirements of Section 4(4) of the Michigan Freedom of Information Act, 1976
PA 442 (“FOIA”) so that the public will understand the Library’s Procedures and Guidelines for
processing FOIA requests. This is a summary of the Procedures and Guidelines. A complete
copy of the Procedures and Guidelines is available at the Library located at 211 North Almont
Avenue, Imlay City, Michigan 48444 or on the website at www.ruthhughes.org.

A.

How Can I Request a Public Record?

A person (except those persons incarcerated in state, county or federal correctional
facilities), may request public records.

The requestor must send a written request for the public record to the Library. A request
can be made through a letter, in person, or sent by electronic transmission. The requests
should be directed to the FOIA Coordinator. The contact information is as follows:

By mail or in person: Ruth Hughes Memorial District Library, Attn: FOIA Coordinator,
211 N. Almont Ave., Imlay City, MI 48444. By email: info@ruthhughes.org. By fax:
(810) 724-2602.

A request from a person must include (unless the request is from an individual who
qualifies as indigent) the person’s complete name, address (in compliance with United
State Postal Service standards), and contact information, and if made by a person other
than an individual, the complete name, address, and contact information of the person’s
agent who is an individual. Contact information must include a valid telephone number or
electronic mail address.

The requestor will not be required to use a specific form or format, but requests must
identify the public record sufficiently to allow the Library to find the requested record.
The Library may, but is not required to, respond to a verbal request. However, if the
Library believes the information is available on its website, the Library will inform the
requestor of the website location where practicable and to the best of his or her
knowledge.

When Can I Expect a Response?

Unless otherwise agreed to in writing, the Library will respond or seek a deposit within 5
business days after it receives the request. However, the Library may extend that time
period by 10 business days.

Please keep in mind that a request sent by e-mail or other electronic means is not
considered received until 1 business day after it is transmitted. If the request is sent to a
spam or junk mail folder, it is not considered received until 1 day after it is discovered.


mailto:info@ruthhughes.org

How Can I Understand the Response?

If the Library grants a written request in full, the requestor will receive a notice indicating
that it has been granted.

However, if the request is denied or denied in part, the Library shall provide any or all the
following information, depending upon the reason for the denial:

o An explanation of the basis that the public record, or portion of that public record,
is exempt from disclosure, including a description of the information that is
separated or deleted.

o A certificate that the public record does not exist under the name given by the
requestor or by another name reasonably known to the Library.

o A full explanation of the requesting person’s right to (1) submit to the Library
Board a written appeal; or (2) seek judicial review of the denial under Section 10
of the FOIA. (See below for more details).

o Notice of the right to receive attorneys’ fees and damages if a court determines
that the Library has not complied and orders disclosure of all or a portion of a
public record.

If a request is granted in part or granted in full, the Library will require payment before
providing documents.

What if I Request Documents Available on the Website?

If documents are available on the website, to the degree practicable, the response will
include a specific webpage address where the requested information is available.

The Library will inform the requestor of the additional charge to receive copies of the
public records that are available on its website.

What Fees Will the Library Charge?

The FOIA Coordinator will provide a detailed itemization of costs.
For labor costs, the fee shall not exceed the sum of the following components:

o Hourly Wage. The Library will not charge more than the hourly wage of its
lowest-paid employee capable of searching for, locating, and examining the
public records; separating and deleting exempt information from non-exempt
information; and for duplication and publication regardless of whether that person
is available or who actually performs the labor, except if the Library does not
employ a person capable of separating and deleting exempt information from
non-exempt information, it may treat necessary contracted labor costs for that
purpose in the same manner as employee labor costs but may not exceed 6 times
the State minimum hourly wage.



o Time Increments: The fee will be charged in fifteen (15) minute increments, with
all partial time rounded down, except the labor fee for duplication and
publication, which shall be charged in one (1) minute increments.

o Determination of Unreasonably High Labor Costs. The fee for searching for,
locating and examining public records and separating exempt information from
non-exempt information (including redacting) will not be charged, unless failure
to charge a fee would result in unreasonably high costs to the Library because of
the nature of the request in the particular instance, and the Library specifically
identifies the nature of these unreasonably high costs.

o Overtime. Overtime wages shall not be included unless agreed to by the
requestor.

o Description of Charge. The detailed itemization will include both the hourly
wage and the number of hours charged.

o Fringe Benefit Costs. The Library may also add up to 50% to the applicable labor
charge amount (but may not exceed actual costs) to cover or partially cover the
cost of fringe benefits if it clearly notes the percentage multiplier used to account
for benefits, unless a requestor wants records that are available on the website. In
which case, the fringe benefit multiplier can be greater than the 50% limitation.

For public records provided to the requestor on nonpaper physical media (discs, flash
drives, e-mails), the Library may charge the actual and most reasonably economical cost
of the media.

For paper copies, the Library may charge the actual total incremental cost of necessary
duplication or publication not to exceed $.10 per page (single or double sided) for 8% by
11 inch paper or 8% by 14 inch paper. The Library will charge the actual cost of copies
made on paper of a different size. The Library will use double-sided printing, if cost
saving and available.

The Library may charge the actual cost of mailing and the least expensive form of postal
delivery confirmation.

Will a Deposit be Required? When do I have to Pay the Deposit?

The Library may require a good-faith deposit of 72 of the estimated fee if the entire fee
estimate or charge authorized under the FOIA exceeds $50.00, based on a good-faith
calculation of the total estimated fee.

The Library will also provide a best efforts, nonbinding estimate of the time frame it will
take the Library to provide the public records to the requestor.

If the Library has granted a prior request but has not been paid in full, the Library may
require a deposit of up to 100% of the estimated fee if all of the following apply:

o The final fee for the prior written request was not more than 105% of the
estimated fee.

o The public records made available contained the information being sought in the
prior written request and are still in the Library’s possession.

o The public records were made available to the individual, subject to payment,
within the time frame estimate described Section 4(7) of the FOIA.



o Ninety days have passed since the Library notified the individual in writing that
the public records were available for pick up or mailing.

o The individual is unable to show proof of prior payment to the Library.

o The Library calculates a Detailed Itemization that is the basis for the current
written request’s increased estimated fee deposit.

The Library shall no longer require an increased estimated fee deposit if any of the
following apply:

o The individual is able to show proof of prior payment in full to the Library;

o The Library is subsequently paid in full for the applicable prior written request; or

o Three hundred sixty-five days have passed since the individual made the written
request for which full payment was not remitted to the Library.

If a deposit is not received within 45 days from receipt of the deposit notice letter (it is
considered received 3 days after it is sent), and no appeal of the deposit amount is filed,
the request is abandoned. The notice of a deposit will include the date by which the
deposit must be received (48 days after notice is sent).

Am I Entitled to a Wavier or Reduction of Fees?

A reduction of the fee by $20.00 is available to certain individuals who submit an
affidavit stating they are indigent and receiving public assistance, or if not receiving
public assistance, stating facts showing in ability to pay because of indigency. For this
reduction to apply, the individual may not have received discounted fees twice during that
calendar year and the person may not be requesting on behalf of parties who are paying to
make the request.

A reduction of the fee by $20.00 is also available to certain non-profit organizations
formally carrying out activities under subtitle C of the developmental disabilities
assistance and bill of rights act of 2000, and the protection and advocacy for individuals
with mental illness act, provided that the request is made on behalf of the organization or
its clients, is made for a reason consistent with the laws under Section 931 of the mental
health code and is accompanied by documentation of its designation by the state.

The FOIA Coordinator may reduce or waive the imposition of fees if the FOIA
Coordinator determines that a waiver or reduction of the fee is in the public interest
because searching for or furnishing copies of the public record can be considered as
primarily benefiting the general public.

If the Library does not respond to a written request in a timely manner as required by the
FOIA, the Library shall reduce the charges for labor costs by 5% for each day the Library
exceeds the time permitted, with a maximum 50% reduction, if the late response was
willful and intentional or the written request included specific language as set forth more
fully in the Procedures and Guidelines.

How Can I Appeal a Decision to Deny All or Part of My Request?



If a requestor desires to appeal all or part of a decision to deny a request, the requestor
must submit to the Ruth Hughes Memorial District Library Board (“Library Board”) a
written appeal that specifically states the word “appeal” and identifies the reason or
reasons for reversal of the denial.

The Library Board is not considered to have received a written appeal until the first
regularly scheduled meeting after submission of the written appeal.

The Library will respond within 10 business days by reversing the disclosure denial,
upholding the denial, revising in part and upholding in part the denial or issuing a 10
business day extension.

How Can I Appeal a Determination of the Fee or Deposit Amount?

The requestor may submit to the Library Board a written appeal for a fee reduction that
specifically states the word “appeal” and identifies how the required fee exceeds the
amount permitted under the Procedures and Guidelines or Section 4 of the FOIA.

The Library Board is not considered to have received a written appeal until the first
regularly scheduled meeting after submission of the written appeal.

The Library will respond within 10 business days by waiving the fee, reducing the fee
and explaining the basis for the remaining fee, upholding the fee or issuing a 10 business
day extension.

Can I File a Lawsuit Regarding the Denial of a FOIA Request?

If the Library Board fails to respond to a written appeal or if the Library Board upholds
all or a portion of the disclosure denial that is the subject of the written appeal, the
requestor may seek judicial review of the nondisclosure by commencing a civil action
within 180 days after the Library’s final determination to deny a request. A requestor
may also commence a civil action in the circuit court to compel the Library’s disclosure
of the public records within 180 days after the Library’s final determination to deny a
request. The requestor is not required to appeal the denial to the Library Board before
commencing the civil action.

If a person prevails in an action regarding the denial of a request, the court shall award
reasonable attorneys fees, costs and disbursements. If the person prevails in part, the
court may award all or a portion of the attorneys’ fees, costs and disbursements. If the
court determines the FOIA was arbitrarily or capriciously violated, the court shall order a
civil fine of $1,000.00 to be paid to the state treasury. The court may also award actual,
compensatory or punitive damages.

Can I File a Lawsuit Regarding the Fee Charged For a FOIA Request?

A requestor may commence a civil action in the circuit court for a fee reduction if the
Library (1) failed to respond to a written appeal or (2) issued a determination of a written
appeal. This action must be filed within 45 days after receiving notice of the
determination of an appeal to the Library Board. The requester must file an appeal for a
fee reduction before commencing a circuit court action.



e [f a person prevails in an action by receiving a reduction of 50% or more of the total fee,
the court may award all or a portion of the reasonable attorneys’ fees. If the court
determines FOIA was arbitrarily or capriciously violated, the court shall order a civil fine
of $500.00 to be paid to the state treasury. The court may also award actual,
compensatory or punitive damages.



Appendix






Library Laptop Use Agreement



Ruth Hughes Memorial District Library Laptop Use Agreement

By signing this agreement, I acknowledge that I have read and agree to abide by all the
guidelines of the Ruth Hughes Memorial District Library Laptop Use Policy. I understand that
failure to comply with the Laptop Use Policy will result in computer privileges being suspended
or revoked. I agree to be responsible for any costs of repair and/or replacement of the laptop or
equipment checked out in my name that is assessed by the Ruth Hughes Memorial District
Library pursuant to the Laptop Use Policy. By signing this Laptop Use Agreement, I am giving
my consent for the Library to provide my name and contact information to the local police
department if the laptop and related equipment are not returned when required by the Laptop
Computer Use Policy.

Signature of Borrower Print Name of
Borrower

Address City/Zip

Phone # Date

Staff Signature
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