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Library Mission Statement and Objec8ves 

The mission statement of the River Valley District Library is to improve and enrich the lives of our users through 
informaTon, educaTon, and recreaTon.  

Our objecTves include: 

• To provide the opportunity for conTnuous self-educaTon of children, young people, and adults.  

• To provide guidance and aid to the people in their use of the library’s resources. 

• To promote through facility the conTnued self-development of the public in the direcTon of cultural, 
creaTve, educaTonal, and recreaTonal goals.  

• To seek conTnually to idenTfy community needs, to provide programs of service to meet such needs, and 
to cooperate with and support other organizaTons, agencies, and insTtuTons which can provide programs 
or services to meet community needs.  

Adopted 9/18/17 
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River Valley District Library Culture Statement 

These statements help explain who we are and define our values for serving out community and suppor9ng each 
other in our work.  

• We are here to serve the community and are focused on welcoming all library users.  

• We pay adenTon to how patrons use our services, spaces, and resources and respond when we see 
opportuniTes to improve, enhance or simplify their experience.  

• We acTvely partner with others to improve our community.  

• We start with a belief that others’ intenTons are good and are commided to direct, open- 

minded communicaTon.  

• We employ a posiTve staff that is proud to work here. Everyone is a library ambassador.  

• We respect, value, support, and encourage one another.  

• We value our fellow staff members for what they contribute, not for their degree or Ttle.  

• All of us are generous with our Tme, talent, and resources. We feel personally accountable for the enTre 
team’s success.  

• We collaborate with each other and achieve results as a team.  

• We share a passion for learning, growing, and thinking creaTvely. We are open to change.  

• We leave room to experience joy in our work and our colleagues, because together we form a vibrant 
whole organizaTon.  

Adopted 07/2019 

 5



River Valley District Policy Manual   

Library Materials  
and Services Policies 
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Freedom to Read 

The freedom to read is essenTal to our democracy.  It is conTnuously under adack. Private groups and public 
authoriTes in various parts of the country are working to remove or limit access to reading materials, to censor 
content in schools, to label “controversial” view, to distribute lists of “objecTonable” books or authors, and to 
purge libraries. These acTons apparently arise from a view that out naTon tradiTon of free expression is no longer 
valid; that censorship and suppression are needed to counter threats to safety of naTonal security, as well as to 
avoid the subversion of poliTcs and the corrupTon of morals. We, as individuals devoted to reading and as 
librarians and publishers responsible for disseminaTng ideas, wish to assert the public interest in preservaTon of 
the freedom to read.  

Most adempts at suppression rest on a denial of the fundamental premise of democracy: that the ordinary 
individual, by exercising criTcal judgement, will select the good and reject the bad. We trust Americans to recognize 
propaganda and misinformaTon, 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 
thing may be bad for them. WE believe they sTll favor free enterprise in ideas and expression.  

These efforts at suppression are related to a larger padern of pressures being brought against educaTon, 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 scruTny by government officials.  

Such pressure toward conformity is perhaps natural to a Tme of accelerated change. And yet suppression is never 
more dangerous than in such a Tme of social tension. Freedom has given the United States the elasTcity to endure 
strain. Freedom keeps open the path of novel and creaTve soluTons 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 the greatest freedoms. The freedom to read and write is almost the 
only means for making generally available ideas or manners of expression that can iniTally command only a small 
audience. The wriden word is the natural medium for the new idea and the untried voice from which come the 
original contribuTons to social growth. It is essenTal to the extended discussion that serious thought requires, and 
to the accumulaTon of knowledge and ideas into organized collecTons.  

We believe that free communicaTon is essenTal to the preservaTon of a free society and a creaTve culture. We 
believe that these pressures toward conformity present the danger of limiTng 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 ConsTtuTon. Those with faith in free people will stand firm on these 
consTtuTonal guarantees of essenTal rights and will exercise the responsibiliTes that accompany these rights. 

We therefore affirm these proposiTons: 

1. It is in the public interest for publishers and librarians to make available the widest diversity of 
view and expressions, including those that are unorthodox, unpopular, or considered dangerous 
by the majority.   
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CreaTve thought is by definiTon new, and what is new is different. The bearer of every new 
thought is a rebel unTl that idea is refined and tested. Totalitarian systems adempt to maintain 
themselves in power by the ruthless suppression of any concept that challenges the established 
orthodoxy. The power of a democraTc system to adapt to change is vastly strengthened by the 
freedom of its ciTzens to choose widely from among conflicTng opinions offered freely to them. 
To sTfle every nonconformist idea at birth would mark the end of the democraTc process. 
Furthermore, only through the constant acTvity of weighing and selecTng can the democraTc 
mind adain the strength demanded by Tmes 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 presenta9on they 
make available. It would conflict with the public interest for them to establish their own poli9cal, 
moral, or aesthe9c views as a standard for determining what should be published or circulated.  

Publishers and librarians serve the educaTonal process by helping to make available knowledge 
and ideas required for growth of the mind and the increase of learning. They do not foster 
educaTon by imposing as mentors the paderns 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 of 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 wri9ngs on the basis 
of the personal history or poli9cal affilia9ons of the author.  

No art or literature can flourish if it is to be measured by the poliTcal view 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 maDer deemed suitable for adolescents, or to inhibit the efforts of writer to achieve 
ar9s9c expression.  

To some, much 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 criTcally for 
themselves. These are affirmaTve responsibiliTes, not to be discharged simply by prevenTng 
them from reading works for which they are not yet prepared. In these maders values differ, and 
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values cannot be legislated; nor can machinery be devised that will suit the demands of one 
group without limiTng 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 expression or its author as subversive or dangerous.  

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

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 informa9on.  

It is inevitable in the give and take of the democraTc process that the poliTcal, the moral, or the 
aestheTc 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 poliTcs or morality upon other members of a democraTc society. Freedom is no 
freedom if it is accorded only to the accepted and the inoffensive. Further, democraTc socieTes 
are more safe, free, and creaTve when the free flow pf public informaTon is not restricted by 
governmental prerogaTve 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 affirma9ve responsibly, they can demonstrate 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 lidle consequence when the reader cannot obtain mader fit for that 
reader’s purpose. What is needed is not only the absence of restraint, but the posiTve provision 
of opportunity for the people to read the best that has been thought and said. Books are the 
major channel by with the intellectual inheritance is handed down, and the principal means of its 
tesTng and growth. The defense of the freedom to read requires of all publishers and librarians 
the utmost of their faculTes, and deserves of all Americans the fullest support.  

We state these proposiTons neither lightly nor as easy generalizaTons. We here stake out a lofy claim for the value 
of the wriden work. We do so because we believe that it is possessed of enormous variety and usefulness, worthy 
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of cherishing and keeping free. We realize that the applicaTon of these proposiTons may mean the disseminaTon 
of ideas and manners of express that are repugnant to many persons. We do not state these proposiTons 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 democraTc society. Freedom 
itself is a dangerous way of life, but it is ours.   

This statement was originally issued in May of 1953 by Westchester Conference of the American Library AssociaTon 
and the American Book Publishers Council, which in 1970 consolidated with the American EducaTonal Publishers 
InsTtute to become the AssociaTon of American Publishers 

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

A joint statement by:  

American Library AssociaTon  & AssociaTon of American Publishers  

Reviewed 9/18/17 

Freedom to View 

The FREEDOM TO VIEW, along with the freedom to speak, to hear, and to read, is protected by the First 
Amendment to the ConsTtuTon 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 communicaTon of ideas. Liberty of circulaTon is essenTal to insure the consTtuTonal guarantees of 
freedom of expression.  

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

3. To provide film, video, and other audiovisual materials which represent a diversity of views and 
expression. SelecTon of a work does not consTtute 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 moral, religious, or poliTcal 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 drafed by the Freedom to View Commidee of the American Fil and Video AssociaTon 
(formerly the EducaTonal Film Library AssociaTon) and was adopted by the AFVA Board of Directors in Feb 1979. 
This statement was updated and approved by the AFVA Board of Directors in 1989. 
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Reviewed 9/18/17 
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Library Bill of Rights 

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

I. Books and other library resources should be provided for the interest, informaTon, and 
enlightenment of all people of the community the library serves. Materials should not be excluded 
because of the origin, background, or view of those contribuTng to their creaTon. 

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

III. Libraries should challenge censorship in the fulfillment of their responsibility to provide informaTon 
and enlightenment.  

IV. Libraries should cooperate with all persons and groups concerned with resisTng abridgement 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 meeTng rooms available to the public they serve should 
make such faciliTes available on and equitable basis, regardless of the beliefs or affiliaTons of 
individuals or groups requesTng their use.  

Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2, 1961; June 27, 
1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996. 

Reviewed 9/18/17 
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Selec8on Policy 

The authority and responsibility for the selecTon for library materials are delegated to the library director and, 
under his or her direcTon, to addiTonal staff members who are qualified for this acTvity. No employee may be 
disciplined or dismissed for the selecTon of library materials when the selecTon is made in good faith and in 
accordance with the wriden policy required to be established pursuant to Illinois Library Lay. SuggesTons from 
patrons are welcome and will be considered using the same criteria as all other selecTons. 

In accordance with the recommendaTons of Serving out Public: Standards for Illinois Public Libraries, the River 
Valley District Library will be allocated not less than 12% of it’s operaTng budget on material for patrons every year. 
These materials will be selected in a variety of formats including, but not limited to, print, video, sound recordings, 
and electronic media. Each type of material must be considered in terms of its own excellence and the audience for 
whom it is intended. No single standard can be applied in all cases. Some materials may be judged primarily in 
terms of arTsTc merit, scholarship, or value to humanity; others are selected to saTsfy the informal, recreaTonal, 
or educaTonal interests of the community.  

Reviews in professionally recognized periodicals are a primary source for materials selecTon. Standard 
bibliographies, booklists by recognized authoriTes including best seller lists, and the advice of competent people in 
specific subject areas also will be used.  

The library keeps the collecTon vital and useful by retaining or replacing essenTal materials, and by removing, on a 
systemaTc and conTnuous basis, those works that are worn, outdated, or lidle historical significance, or no longer 
in demand. Materials which are removed from the library collecTon may or may not be made available for public 
purchase at book sales.  

The River Valley District Library endeavors to build a collecTon represenTng varying points of view. The choice of 
library materials by users is an individual mader. Responsibility for the reading materials of children and 
adolescents’ rests with their parents or legal guardians. While a person may reject materials for himself or herself 
and for his or her children, he or she cannot exercise censorship to restrict access to the materials chosen by 
others. The library supports intellectual freedom for adults and the guardians of patrons less than 18 years of age 
and uses the following statement as guidelines: ALA Freedom to Read Statement, ALA Library Bill of Rights, and the 
“Freedom to View” statement of the American Film and Video AssociaTon. 

Should any patron of the River Valley District Library raise a quesTon about any materials provided by the Library 
being in any way objecTonable, the complainant must file a wriden complaint with the Library Director on a form 
provided for this purpose. The complainant must be properly idenTfied before the request is considered. No acTon 
will be taken before the complaint is brought before the Library Board. The Board shall: consider the specific 
objecTons to the material voiced by the complainant, weigh the values and faults of the material as a whole, and 
issue a wriden report within ninety days to the Director containing its recommendaTons concerning the complaint.  

Revised 9/18/17 
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Request for Reconsidera8on of Materials 

Please complete this form and return it to a staff member.  

Name: ____________________________________________ Phone #: ____________________________________  

Address: ______________________________________________________________________________________ 

 City/State/Zip: _________________________________________________________________________________  

Library Card Number: ____________________________________________ Date: __________________________  

Do you represent: ❑ yourself ❑ an organizaTon? (check one)  

What type of material or service are you commenTng on? 

 ❑ Book ❑ Magazine ❑ Library Program ❑ Movie ❑ Music CD ❑ Display/Exhibit ❑ Newspaper ❑ Audio recording ❑ 
Slide ❑ Internet Resource/Site ❑ Other (brief descripTon) 

 If commenTng on an item, what is the Ttle and author/performer/producer?  

Title:_________________________________________________________________________________________  

Author:_______________________________________________________________________________________ 

 If commenTng on a program/display/exhibit what is the Ttle and the date?  

Title:____________________________________________________ Date: ________________________________ 

What item/program/display/exhibit are you commenTng on?  

_____________________________________________________________________________________________ 

 _____________________________________________________________________________________________  
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How did this Ttle/event/display/program/exhibit come to your adenTon? (Recommended by staff member, review, 
friend’s recommendaTon, found on shelf, visited library, library calendar announcement, publicity announcement, 
etc.)  

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

Did you read or listen to the enTre work, stay for the enTre program, view the enTre display? If not, which 
selecTon or part did you read or view?  

_____________________________________________________________________________________________  

_____________________________________________________________________________________________  

What is it that you find objecTonable? Please be specific; cite pages, excerpts, or scenes whenever possible. 

 _____________________________________________________________________________________________ 

  

_____________________________________________________________________________________________ 

Thank you for your comments. A member of our AdministraTve Staff will contact you regarding your concerns.  

Please use the remainder of this page for further comments if necessary. 

Approved 9/18/17 
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Reference and Readers’ Advisory Policy 

Reference and readers’ advisory service is a major role of the River Valley District Library. The following policy is 
designed to ensure that all patrons receive the highest possible level of service.  

Goals - The goal of reference and readers’ advisory service is to provide accurate informaTon, materials and 
answers to library patrons’ quesTons by trained staff members during all hours the library is open within the limits 
imposed by available resources and the Library’s policies, pracTces and guidelines. 

• To provide materials, technology, and services to meet users’ needs for Tmely, accurate, and useful 
informaTon.  

• To provide trained staff to assist patrons and facilitate access to the library’s collecTons and cooperaTve 
resources.  

• To provide readers’ advisory service in mulTple formats. 

• To provide efficient referral and effecTve follow through including interlibrary loan, resource sharing and 
supplementary reference services and resources available and encourage their use.  

Ethics and Standards – Reference service shall be provided to all users on an equal, nondiscriminatory and 
nonjudgmental basis. All requests are treated confidenTally, courteously, and without regard to age, race, naTonal 
origins, gender, sexual orientaTon, background, appearance social or economic status of, or personal view of the 
patron making the inquiry. Names of users and they transacTons which occur between users and the staff are 
confidenTal and except as may be required by law, not discussed outside a professional context.  

The library subscribes to the American Library AssociaTon’s Professional Ethics Standards which are accessible 
online: hdp://www.ala.org/advocacy/proethics  

Medical, Legal, Financial, and Tax Ques<ons – The library does not provide advice in the areas of medicine, law, 
finance, or taxes. Under no circumstances will a staff member offer advice in medical, legal, financial, or tax areas, 
no mader how commonplace the quesTon seems to be. Brief definiTons and descripTons from authoritaTve 
sources will be quoted verbaTm. The patron will be informed of the sources from which the informaTon is taken. 
Specific tax forms and publicaTons will not be suggested. Patrons must know the numbers or Ttles of the forms 
they need. If more informaTon is required, the patron will be encouraged to examine the Library’s collecTons or be 
referred to another source.  

Availability of Service – The River Valley District Library provides reference and readers’ advisory assistance to any 
patron requesTng it, regardless of residency.  

Reference and readers’ advisory service is provided by professionally trained staff during all hours the library is 
open. The enTre collecTon youth, teen, and adult, circulaTng and non-circulaTng – is available to patrons of all 
ages in mulTple formats.  

Inquiries are accepted in person, by telephone, by electronic means and through the mail. Requests will generally 
be handled in the order in which they are received. However, priority is given to in-person requests.  

If informaTon appropriate to the patron’s needs is not available in the library, referral will be made to local or 
regional resources. Staff will verify that the needed informaTon is available from the source referral.  
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Whenever possible, answers to quesTons will be provided during the patron’s visit or telephone call. Staff will 
adempt to answer a quesTon within a patron’s required deadline. If necessary, staff will inform the patron that a 
longer response Tme is needed or that assistance should be sought from another library or agency.  

Providing Service – Reference staff will use all available sources of informaTon to answer quesTons. This includes, 
but is not limited to books, periodicals, electronic databases, the internet, government agencies, associaTons, and 
organizaTons. Sources of informaTon will be given when quesTons are answered. The producers of a resource, not 
the library, are responsible for resource accuracy.  

The librarian will provide sources of informaTon, not interpretaTon. The librarian will not offer legal, medical, tax, 
or financial advice or provide opinions, advice, or interpreta9on of informa9on beyond the scope of their training in 
library reference work. Staff will not provide the following kinds of assistance, which is deemed to be beyond the 
scope of the Library’s service responsibili9es such as:  

• CriTquing or ediTng patron documents, including resumes for job seekers.  

• CompleTng forms (including online forms) for patrons or assisTng patrons in compleTng such forms.  

• Solving or troubleshooTng problems with a patron’s personal computer or other electronic devices. (In 
such instances, staff is permided to assist by adempTng to locate relevant instrucTons and similar kinds of 
informaTon for patrons); Provide repair or maintenance on personal computers or other electronic 
devices; and quesTons will be referred to another agency, when appropriate.  

Staff will guide people doing extensive research or compiling large amounts of informaTon to appropriate sources. 
Reading and interpretaTon of materials is the patron’s responsibility.  

One on One Library Assistance – Reference staff may be available to work one-on-one with River Valley District 
Library cardholders to assist in their informaTon needs. Staff instrucTonal sessions include, but are not limited to, 
using Library’s research databases, training on Internet, basic Microsof products, and specific electronic devices. 
One-on-one sessions are limited in Tme and impacted by scheduling. Staff reserve the right to schedule 
appointments for one-on-one sessions as Tme permits.  

Children’s Reference Service – The Library provides reference services to children and adults working with children 
in order to promote a more literate public. To fulfill this goal, the library develops a collecTon of materials that 
meets children’s interests and informaTonal needs, sTmulates their curiosity, and challenges them to greater 
achievement. The Library also strives to create a pleasant, sTmulaTng atmosphere at the Library, including 
knowledgeable staff that makes children feel their requests are significant and their presence is welcome. The 
Library also offers programs and tours that encourage children and their families to come to the Library. Library 
staff will cooperate with individual groups with similar goals by extending library services into the community and 
emphasizing contact with children who are in need of literacy support. Except where limited by law, children are 
en9tled to borrowing privileges and open and ready access to materials and facili9es provided by the library. 
Parents and legal guardians are responsible for monitoring and limi9ng the use of library materials by their 
children.  

Service in Schools – In recogniTon of the library’s role as an educaTonal support center, the River Valley District 
Library will cooperate with all local elementary and secondary schools, along with area colleges. Assigned staff 
members will coordinate with local schools on assignments and services. Adempts will be made to organize the 
library’s response to assignments that are common to several school classes. With complex school assignment 
quesTons, librarians should make tacwul suggesTons to parents of students, that the students come into the library 
for personal assistance and do their own in-depth research. Where appropriate, books will be pulled and placed on 
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in-house reserve to ensure that adequate resources are available for all students. E-resource instrucTon may be 
provided to schools served by the library.  

Patron Priori<es – Staff are expected to exercise good judgement in determining patron prioriTes. Generally, the 
public is served on a first-come, first-served basis. Patrons calling the library are helped in sequence. Callers will be 
asked if they would like to wait, to call back, or to be called back before being put on hold. Patrons approaching the 
desk will be informed that they will be helped as soon as possible. If a patron has a Tme-consuming request, it may 
be necessary to get him/her started and make sure a follow-up is done to conTnue the patron process.  

Fees – Most reference and readers’ advisory services at River Valley District Library is delivered without charge. 
Patrons using photocopiers, printers, and/or 3D printers will be charged a fee. Any fees charged by the lending 
insTtuTon will be incurred by the patron.  

Service to Non-River Valley District Library Cardholders – The River Valley District Library does not provide 
interlibrary loan services to card holders from other libraries. Remote access to some databases is reserved for 
River Valley District Library cardholders. 

Adopted 9/18/17, Revised 9/27/21 
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Circula8on Policy 

A patron must present his or her library card at the informaTon desk at the Tme of checkout to borrow library 
materials.  Patrons may present their driver’s license or ID in lieu of a card to check out material in some 
circumstances.  

Adopted 7/21/14 
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Borrowing Services 

River Valley District Library employees assist patrons in gexng a library card, renewing and updaTng their library 
card, or understanding fines, fees, or other notaTons on their cards.  Patrons are allowed one replacement card for 
free each year.  AddiTonal replacement cards will be $1.00 each.  Lost or stolen cards must be reported as soon as 
the loss in noTced.  Any fines incurred on that card prior to the report will be the responsibility of the patron to 
whom the card belongs.   

Juvenile (under age 18 [As noted in library card policy]) registraTons must be signed by a parent or guardian.  
Signatures indicate any acceptance of responsibility for: 

• Supervision of the child/ward’s choice of material 

• Use of all library resources including access to the internet 

• Return of all materials when due 

• All losses and damages to materials and equipment borrowed 

Every item available for checkout has specific borrowing rules regarding how long the item may be checked out, 
number of renewals, holds, or wait periods.  See table below for borrowing outline, this is subject to change at the 
discreTon of the director. 

Item Type Loan Period Holds Allowed Wait Period

Book (New and Old) 3 weeks Yes None

Audio Book/Playaway (New and Old) 3 weeks Yes None

Magazine (New and Old) 3 weeks Yes None

ADULT/JUV CD (New and Old) 3 weeks Yes None

DVD/BLURAY – ficTon 1 week Yes None

NEW DVD/BLURAY – ficTon 2 days Yes None 

DVD/BLURAY – Non-ficTon 3 weeks Yes None 

NEW DVD/BLURAY – Non-ficTon 3 weeks Yes None

DVD – TV Series 3 weeks  Yes None

NEW DVD – TV Series 1 week Yes None

Video Games (New and Old) 1 week Yes None

Community Pass (Figge, Putnam, Botanical 1 week No 24 hrs

Niabi Zoo Pass 3 days No 24hrs

Kits 3 weeks Yes none

Reference & Local History In house only No NA

Equipment See Equipment 
Policy
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Adopted 7/21/14, Reviewed 9/18/17, Revised 9/27/21  
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Renewal 

Material may be brought into the library to be renewed, renewed using the automate phone renewal system, or 
renewed on-line.  All materials may be renewed once except when the following occurs:  

• The material is on reserve/hold for another patron or library 

• The material has already reached its maximum number of renewals 

• The material is not allowed to be renewed 

Material borrowed from outside the River Valley District Library or PrairieCat Library System is not always 
renewable and is up to the discreTon of the lending library.   

Adopted 7/21/14, Reviewed 9/18/17 
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Interlibrary Loans 

In the event that River Valley District Library does not have desired materials, cardholders may borrow materials 
from other PrairieCat libraries.  These materials may be checked out in person at a PriairieCat library or delivered to 
River Valley District Library.  Interlibrary loan periods are determined by the lending library.  Through the RAILS 
membership, River Valley District Library cardholders are also eligible to submit requests to borrow outside our 
library system through a naTon-wide interlibrary loan system known as OCLC.  This service is free unless the 
lending library requires a fee.  In this case, the items will not be borrowed without first gaining patron permission 
and the fee assessed upon checkout.  Individuals are responsible for all materials borrowed and are subject to all of 
the fines, rules, and regulaTons of the lending library.  

Individuals presenTng a valid library card from another PrairieCat public library may borrow materials from River 
Valley District Library with restricTons on passes, equipment, and e-resources. 

Adopted 7/21/14, Reviewed 9/18/17, Revised 9/27/21  
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Overdue and Return of Library Materials 

Individuals with materials overdue by 21 days or more will be restricted from borrowing items unTl the materials 
have been returned.  River Valley District Library will accept returned materials from all Illinois libraries.  Patrons 
may be held responsible for items returned with damage.  Audio and visual materials will be inspected upon return 
for damage to the disc.  Kits will be inspected to ensure all pieces are returned in good condiTon.  An item is not 
considered returned unTl all of its parts are returned (discs, liner notes, booklets, instrucTons, etc.) The item will 
remain checked out to the patron and restricTons may be applied.   

Individual with hot spots overdue at all will be blocked from borrowing items unTl the items are returned. The 
consequence of returning hot spots late is an extended wait period to check out another hot spot equal to the 
number of days the item was late. Individuals who are habitually late in returning hot spots may have borrowing 
privileges limited or suspended at the discreTon of the Director.  

Adopted 7/21/14, Reviewed 9/18/17, Revised 9/27/21  
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Fines and Fees 

River Valley District Library has opted to remain ‘fine free’ however, a patron will assume responsibility for all items 
borrowed with their library card.  Library materials that are kept beyond their “due date” are considered overdue.  
Materials overdue by 21 days or more will result in library card restricTons unTl all late material is returned.   

Library card users are expected to pay an item’s full replacement charge if damaged or lost while borrowed on a 
library card account.  The replacement cost will be assessed for any item that is no longer in appropriate condiTon 
for conTnued circulaTon.  At 21 days past the due date an item is deemed lost, and the replacement cost will be 
assessed and applied to patron account.     

Adopted 7/21/14, Reviewed 9/18/17, Revised 9/27/21  
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Mobile Hot Spot Policy 

There are a limited number of Beacon Mobile Hot Spots available to River Valley District Library Cardholders only. 
Mobile hot spots may not be borrowed through interlibrary loan. Users may check out one mobile hot spot at a 
Tme 

If any part of the mobile hot spot kit is lost, the user will be required to pay the complete replacement cost of the 
item lost.  

Hot spots are limited to one per household.  

Check out period is one week with no renewals, and a three day wait before checking out another Hot Spot.  

Individual with hot spots overdue at all will be blocked from borrowing items unTl the items are returned. The 
consequence of returning hot spots late is an extended wait period to check out another hot spot equal to the 
number of days the item was late. Individuals who are habitually late in returning hot spots may have borrowing 
privileges limited or suspended at the discreTon of the Director.  

Users must review and sign an equipment borrowing agreement annually.  

Hot spots are not to be returned in the book drop. Hot spots must be physically brought into the Library and return 
to the circulaTon desk during Library operaTng hours.  

Mobile Beacon/Sprint 4G LTE Service coverage is the service provided, and service is subject to signal strength in 
the area in which the device is used.  

Hot spots are not filtered.  

Approved 12/2019, Revised 11/2021 
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Addi8onal Library Services 

In addiTon to the circulaTon of materials, the River Valley District Library provides high demand services to its 
patrons.  These services and associated fees are listed in the chart below:  

Adopted 11/21 

Service Fee Loca;on

Ellison and AccuCut Die Cut Machines & Dies Free with your material In House

Cricut Machine Free with your material In House

Wi Fi Free In House/Parking Lot

Computer with Internet and Microsof Office Free In House

Notary Public Free Call to confirm

Document Scanning Free In House

Exam Proctoring Free In House by appointment

Resume Help Free In House by appointment

Interview Help Free In House by appointment

E-Reader/ Tablet InstrucTon Free In House/via phone 

Computer Training Free In House

Voter RegistraTon Free In House

Photocopying $0.15 black & white 
$0.50 color

In House 

Fax Free – Sending 
$1.00 first page, $0.50 per 
page afer

In House  
(309) 523-3516  

LaminaTon $1.00 per pouch In House

Disc Cleaning/Buffing $1.00 per Disc In House

MeeTng Room See MeeTng Room Policy 
for details
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Equipment Borrowing Policy 

River Valley District Library offers equipment for loan free of charge to its patrons.  However, replacement fees will 
be assessed if an equipment item is deemed late (21 days past due date).   

Patrons must present a River Valley District library card to checkout equipment.  Patrons must fill out and sign a 
permission form before equipment will be released.  Check out period and replacement fees are listed in the chart 
below.  ReservaTons for the loan of library equipment can be made up to one month in advance.   

Library staff will check that all equipment is funcToning properly upon return.  All borrowers will agree to abide by 
the library policy and procedures for use of library equipment or will forfeit future borrowing privileges.   

Adopted 12/16/13, Revised 10/2021 

Item Loan Period Replacement Fee

Folding Banquet Tables (6) 2 days $50.00

Metal Folding Chairs (50) 1 week $10.00

RoasTng Pan 1 week $55.00

Crockpot 1 week $35.00

Canopy Tent with Stakes (1) 1 week $100.00

Screen (1) 1 day $50.00

Garmin 1 week $138.28

Nintendo 3 DS Game 1 week $100.00

Nintendo Switch Lite 1 week $200.00

PlaystaTon 4 1 week $520.00

Xbox One 1 week $460.00

Kindle 3 weeks JUV $75.00 
YA $150.00 
Adult $155.00 
Fire $150

Ipad 1 week $500.00

Hot Spot 1 week R910 $75.00 
T9 Franklin $85.00 
CoolPad Surf $145.00
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Equipment Borrowing Agreement 

The River Valley District Library offers equipment for loan, free of charge to its patrons.  However, replacement fees 
will be assessed if equipment is deemed lost (21 days past due date).  Equipment must be returned directly to a 
staff member and not placed in the book drop.  Patrons must present a River Valley District Library card to checkout 
equipment.  Patrons must have a signed Library Borrowing Equipment Agreement on file at the library to be 
updated annually before equipment will be released.  The checkout period and replacement fees for equipment are 
listed in the chart below.  ReservaTons for the loan of some equipment may be made up to one month in advance.  
Library staff will check that all equipment is funcToning properly upon return.  All borrowers will agree to abide by 
the library policy and procedures for use of library equipment or could forfeit future borrowing privilege at the 
discreTon of the director.   

Item Loan Period Replacement Fee

Folding Banquet Tables (6) 2 days $50.00

Metal Folding Chairs (50) 1 week $10.00

RoasTng Pan 1 week $55.00

Crockpot 1 week $35.00

Canopy Tent with Stakes (1) 1 week $100.00

Screen (1) 1 day $50.00

Garmin 1 week $138.28

Nintendo 3 DS Game 1 week $100.00

Nintendo Switch Lite 1 week $200.00

PlaystaTon 4 1 week $520.00

Xbox One 1 week $460.00

Kindle 3 weeks JUV $75.00 
YA $150.00 
Adult $155.00 
Fire $150

Ipad 1 week $500.00

Hot Spot 1 week R910 $75.00 
T9 Franklin $85.00 
CoolPad Surf $145.00
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Adopted 12/16/13, Revised 10/2021 

Programming and Exhibits Policy 

Programming - The Library supports its mission of connecTng people with the world of ideas and informaTon 
by developing and presenTng programs that provide addiTonal opportuniTes for informaTon, learning, and 
entertainment. Programming is an integral component of library service that:  

• Expands the library’s role as a community resource. Introduces patrons and non-users to library resources. 
Provides entertainment. Provides opportuniTes for lifelong learning. Expands the visibility of the library.  

UlTmate responsibility for programming at the library rests with the Director, who administers under the 
authority of the Board of Trustees. The Director uTlizes library staff experTse, collecTons, services, and 
faciliTes in developing and delivering programming. The library’s staff use the following criteria in making 
decisions about program topics, speakers, and accompanying resources:  

• Community needs and interests. Availability of program space. Treatment of content for intended 
audience. PresentaTon quality. Presenter background/qualificaTons in content area. Budget. Relevance to 
community interests and issues. Historical or educaTonal significance. ConnecTon to other community 
programs, exhibitors, or events. RelaTon to library collecTons, resources, exhibits, and programs.  

In addiTon, the library draws upon other community resources in developing programs and acTvely partners 
with other community agencies, organizaTons, educaTonal and cultural insTtuTons, or individuals to develop 
and present co-sponsored public programs. Professional performers and presenters that reflect specialized or 
unique experTse may be hired for library programs; performers and presenters will not be excluded from 
consideraTon because of their origin, background, or views, or because of possible controversy. Library staff 
who present programs do so as part of their regular job and are not hired as outside contractors for 
programming.  

• All library programs are open to the public. A fee may be charged for certain types of library programs. The 
library’s philosophy of open access to informaTon and ideas extends to library programming, and the 
library does not knowingly discriminate through its programming. Library sponsorship of a program does 
not consTtute and endorsement of the content of the program or the views expressed by parTcipants, and 
program topics, speakers and resources are not excluded from programs because of possible controversy. 

Library Equipment Borrowing Policy Agreement 

I,___________________________________________________________agree to abide by the Equipment 
Borrowing Policy as stated above and to pay full replacement cost should any of the equipment borrowed 
become stolen, lost, not returned, or damaged.  

I have read the enTre document and agree with the above statement. 

Signature_____________________________________________Date__________________________ 
 
Library Card Barcode_________________________________________Staff IniTals_______________
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• RegistraTon may be required for planning purposes or when space is limited. Programs may be held on 
site at the library, or off site. Any sales of products at library programs must be approved by library and 
benefit the library. Programs are not used for commercial, religious, or parTsan purposes or the 
solicitaTon of business.  

• External organizaTons or individuals partnering with the library on programs must coordinate markeTng 
efforts with the library’s Director.  

• The library welcomes expressions of opinion from patrons concerning programming. If a patron quesTons 
a library program, he/she should address the concern with a library staff member. 

Exhibits - Occasionally, exhibits from sources withing the community may be allowed in the library. All exhibits 
considered for space within the library must support the mission of the library, and not cause disrupTon of regular 
flow of library work and service. Exhibitors will provide the library with a document detailing the space 
requirement, display Tmes/dates, electricity or other needs and informaTon on set up/tear down of the exhibit. 
The library assumes no liability for damage or loss relaTng to any exhibit set up for public viewing in the library, and 
will take no extraordinary measures to insure its safety.  

Revised 9/18/17 

Archive Policy 

All items belonging to the library with potenTal historical value will be professionally appraised before the item is 
discarded. The River Valley District Library does not maintain an archive besides the original book collecTon. 
However, River Valley District Library does maintain local historical sources in our collecTon. Any local area 
historical materials donated to the library will either be displayed at the library or donated to the PortHistorical 
Society, housed on the second floor of the library.  

Adopted 9/18/17 
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Copyright Policy 

It is the intent of the River Valley District Library to comply with Title 17 of the United States Code, Ttled 
“Copyrights”, and other federal legislaTon related to the duplicaTon, retenTon and used of copyrighted materials. 
A noTce of copyright will be prominently placed on the library’s photocopiers. Library staff will refuse to duplicate 
any materials if doing so would violate copyright law. Library patrons copying any materials on library machines are 
solely and fully responsible for using the materials in compliance with relevant copyright law. Unless otherwise 
labeled, audiovisual materials are for personal and home use only. Library staff will follow copyright law in selecTng 
and using materials for public performance. Original or copyright-free art will be used to produce library publicity 
items or for creaTng displays and decoraTons.  

Adopted 9/18/17 
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Equipment and Computer Usage Policy 

The library reserves the right to limit, refuse, and/or ban any patron from using the library equipment and 
computers. Use maybe limited to patrons in good standings, i.e. all fines have been paid, all overdue materials have 
been returned, and any lost materials have been paid for.  

The River Valley District Library provides access to the internet as an informaTon and recreaTon resource. The 
library provides this access via computers located in the library as well as a wireless network for patrons to use 
their own computer equipment that they bring into the library. This policy applies to all internet acTvity in and 
around the library, regardless of the method of access.  Internet resources can change rapidly and unpredictably. 
Not all sources on the Internet provide informaTon that is accurate, complete, current, or legal. The library is 
unable to monitor or control the content of Internet resources. The library and its Trustees shall not be liable for 
any damages (direct or consequenTal) from any informaTon obtained or provided on the Internet. Users are 
hereby noTfied that they are responsible for the choice of sites that they visit.  

Acceptable Use: The library network and/or workstaTons are intended primarily for research, communicaTon, and 
personal data management acTviTes and may be used only for legal and ethical purposes. The following acTviTes 
are strictly prohibited:  

• Accessing obscene mader or sexually explicit material that is harmful to minors.  

• Displaying images which other library users may find offensive. 

• Harassing other users.  

• Destroying of or damaging equipment, sofware, or data belonging to the library or other users.  

• Unauthorized monitoring or disrupTon of electronic communicaTons.  

• ViolaTng U.S. copyright laws and all other applicable laws.  

• Commercial acTvity or distribuTng adverTsements.  

Library staff has the authority to interpret and enforce this policy. Staff shall acTvely monitor all patrons’ network 
use during and afer sessions. Patrons who violate the guidelines once will be warned by library staff. ConTnued 
failure to follow the guidelines may result in the loss of the right to use the network and/or workstaTons. Under 
the Library’s Director’s discreTon, internet privileges can be suspended for a set Tme or permanently. Patrons may 
appeal this decision in wriTng to the Library Board within three days of the suspension or ban. The Library Board 
will hear the mader and respond at its next regularly scheduled meeTng.  

Revised 9/18/17 
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Copying/Prin8ng/Faxing Policy 

It is the policy of the River Valley District Library that copying, prinTng, and faxing will be made available to patrons 
at the library. The following schedule will be used to calculate the cost of prinTng and copying services: 

Adopted 09/18/17, Revised 10/2021 

Copy/PrinTng 8.5x11 Black/White Single Side 
Black/White Double Side

$0.15 per page 
$0.25 per page

Color Single Side $0.50 per page

Fax Sending Free

Receiving $0.15 per page

LaminaTon Any Size $1.00 per pouch

DVD/CD Buffing Buffing $1.00 per disc

3D PrinTng $1.00 + $0.10 per gram 
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Public Use of Telephones 

It is the policy of the River Valley District Library that the telephones in the building will only be sued by staff 
members to place local and long-distance calls. No overseas calls will be made from library phones. In case of 
emergency, patrons may use the library telephones.  

Adopted 9/18/17 
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Disposal of Materials Policy 

Library property (i.e., print and non-print materials, equipment, supplies, and/or any personal property) which in 
the judgement of the Library Director is no longer necessary or useful for library purposes may be disposed of in 
the following manner: 

• Books and non-print materials from the library’s collecTon, or gif materials, may be discarded, sold, or 
upon the approval of the Board of Trustees be given to local philanthropic, educaTonal, cultural, 
government, or other not-for-profit organizaTons.  

• Any other personal property having an individual current value of less than $100 may, at the discreTon of 
the Library Director, be discarded, turned in on new equipment, or made available for sale 

• In the case of individual surplus items having current value of more than $100 but less than $1,000, the 
Board may authorize a trade-in of such items on new equipment or sale of such items in accordance with 
the provisions of the Illinois Library Act. 

• No favoriTsm shall be shown to members of the Board of Library Trustees, or members of their immediate 
families, who make bids on or purchase any library item declared surplus. 

• Any personal property having a unit value of more than $1,000 but less than $2,500 will be displayed at 
the library and public noTce of its availability, the dates and terms of the proposed sale shall be posted.  

Review 9/18/17 
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Patron Policies, Rights, and Responsibilities 
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Non-Residents 

Individuals who reside outside of the Library taxing district and are not served by another public library are 
required by Illinois State Lay {75 ILCS 16/30-55(60)} to purchase a library card every year in order to borrow library 
materials. To protect the rights of residents of the River Valley District Library who pay taxes to support the library, 
nonresidents will pay for library cards in the same manner as residents. A nonresident library card fee will be 
calculated as follows:  

Nonresident Property Owner:    Net ValuaTon X .003722= yearly fee 
Nonresident Renter:      15% of monthly rent = yearly fee 

A nonresident owner shall provide a copy of their tax bill and a nonresident renter shall provide a current rent 
receipt or cancelled check for verificaTon. Due to a change in Illinois State Law (adopted at 26 Ill. Reg. 5974), 
student cards cannot be offered, effecTve July 1, 2002. Individuals who purchase a non-resident card will have the 
same rights and privileges as those with a resident card.  

Non-resident students who are eligible to receive free or reduced-price lunches may obtain a library card without 
paying the non-resident fee to be renewed annually based on qualificaTons. When applying for a non-resident 
card, the qualifying student must present documentaTon from the school district that indicates his/her eligibility 
for free or reduced-price lunch.  

Non-resident Veterans (and their surviving spouses) who are exempt from paying property taxes may obtain a 
library card without paying the non-resident fee. Qualifying veterans or surviving spouses must present 
documentaTon from the county where they reside that indicates their residence is exempt from paying property 
taxes.  

Revised 2/20/12, Revised 6/17/13, Revised 5/19/14, Revised 7/21/14, Revised 6/15/15, Revised 5/16/16, Revised 
5/15/17, Revised 9/18/17, Revised 10/2022 
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Temporary Cards 

Cards with an expiraTon date up to six months may be issued in special situaTons.  

These include:  
• Temporary residency in a camp ground  
• VisiTng relaTves 
• Short term work assignment.  

AddiTonally, a temporary card will be issued during the summer reading program to children who wish to 
parTcipate but are not served by any library district. Please noTfy the library with any change of address. A card 
must be presented at the Tme of checkout, renewal, or when requesTng a reserve or interlibrary loan item.  

Revised 2/20/12, Revised 6/17/13, Revised 5/19/14, Revised 7/21/14, Revised 6/15/15, Revised 5/16/16, Revised 
5/15/17, Revised 9/18/17 
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Library Records Confiden8ality Act (75 ILCS 70/1) 

The River Valley District Library abides by Illinois Law which states that the records of the patron transacTons and 
the idenTty of registered library patrons is confidenTal material. The River Valley District Library does not make 
available the records of patron transacTons to any party except in compliance with the law. The River Valley District 
Library does not make available lists of registered library patrons except in compliance with the law.  

Revised 2/20/12, Revised 6/17/13, Revised 5/19/14, Revised 7/21/14, Revised 6/15/15, Revised 5/16/16, Revised 
5/15/17, Revised 9/18/17 
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Patron Conduct Policy 

Vision - The River Valley District Library is dedicated to providing access to knowledge and informaTon through 
reading, wriTng and quiet contemplaTon and providing for patrons the right to use materials and services without 
being disturbed or impeded and providing patrons and employees with a secure and comfortable environment.  

The Public Library Act (75 ILCS 16/30-55.55) provides the Board of Library Trustees with the general power to carry 
out the spirit and intent of the Act in establishing and maintaining the Library and providing library services, and 
the specific power to “exclude from the use of the library any person who willfully violates an ordinance or 
regulaTon prescribed.” 

Patron Responsibility - It is the River Valley District Library’s belief that our patrons share personal responsibility to 
ensure that the Library maintains a welcoming environment for everyone by: 

• Understanding that the library is free to be shared by all 
• Avoiding disrupTve behavior that hinders other patrons 
• Being courteous and respecwul to other patrons and staff 
• ConducTng themselves in a safe and orderly way; allowing other patrons to do the same 
• Providing personal supervision and adend to children or other patrons who are unable to follow the 

library rules without a caregiver 
• RespecTng library property 
• Complying with all federal, state, and local laws 

Unacceptable Conduct - The Board of Library Trustees of the River Valley District Library establishes that 
unacceptable behaviors begin when a patron engages in any acTvity that materially disrupts the use of the library 
faciliTes, collecTons or services to other patrons or materially disrupts the ability of the staff to perform its duTes. 

Examples of behaviors that materially disrupt are defined as, but not limited to:  

• Swearing, use of loud, abusive, threatening or insulTng language or behavior that offends, threatens, or 
insults groups of individuals based on race, color, religion, naTonal origin, sexual orientaTon, disability, or 
other traits. 

• Cellular phone use that disrupts others is considered disrupTve behavior. 
• Running in the building. Biking and skateboarding in the parking lot during operaTon hours. Bikes are 

welcomed transportaTon when properly parked in the bike rack while using the library. 
• AcTviTes or behavior that may result in injury or harm to any library patron or staff member, such as 

excessive rough housing, fighTng, or challenging a fight.  
• Harassment of any individual including sexual harassment. View pornographic or lewd materials on 

computers or devices in the library.  
• Thef, damage, or destrucTon of library property or the property of another patron.  
• Public intoxicaTon, drug or alcohol use and smoking (including e-cigaredes and vaping products) in or 

within 15 feet of the library’s entrance. 
• Photographing library users, volunteers or staff in a manner that would consTtute an invasion of personal 

privacy 
• Carrying weapons of any kind. 

Patrons will cease such acTvity immediately upon request by library staff.  
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Staff Responsibili<es - River Valley District Library staff members help to ensure all patrons share the Board of 
Trustees vision. In the event of a conduct violaTon, staff members will: 

• Evaluate the degree of disrupTve conduct and exercise their best judgement in determining a violaTon.  
• Display the policy and explain the violaTon.  
• Request that the conduct be corrected/stopped for the patron to remain welcomed in the library.  
• Require the patron to leave the library and record the transgression if the patron refuses to comply. 
• Seek assistance from library supervisors or law enforcement to stop ongoing or escalaTng conduct 

violaTons.  

Conduct Viola<on Consequences - The library reserves the right to determine whether any patron is in violaTon of 
its policies and to require that patron to leave the library. Library staff will record instances in which patrons are 
required to leave the library in a ledger maintained by the library for that purpose. Serious or repeated misconduct 
may lead to addiTonal patron restricTons including loss of library privileges through a suspension(s) for a period 
determined by the Library Director, who has been delegated that authority by the Board of Library Trustees, and/or 
appropriate legal acTon. Those wishing to appeal suspension(s) may do so by wriTng to the Board of Library 
Trustees at the library’s address. 

In the event of a patron adempTng entry to the library during such period of suspension, law enforcement will be 
summoned and informed of the prior infracTon.  

In the event the patron persists in abusive conduct or disrupTve behavior following suspension, the Director will 
report to the Board of Library Trustees the patron’s conTnual conduct violaTon following the prior exclusion and 
the Board will consider a long-term removal of that patron.  

Viola<ons Involving Minors 

• In instances involving a violaTon of this policy by a minor(s), idenTficaTon may be requested and the 
incident may be reported to the parent or guardian.  

• Parents or guardians of minors will be noTfied in wriTng afer the second recorded instance in which a 
minor is required to leave the library and advised of the consequences of any further recorded instances. 

• Parents wishing to appeal such acTon may do so upon wriden request to the Board of Library Trustees. 

Revised 9/18/17, Revised 2/20/19 
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Patron Expecta8on Policy 

To insure that all patrons may have considerate use of the River Valley District Library, appropriate behavior is 
expected. ViolaTon of any of the following ruse or conduct ordinance will result in a warning and/or expulsion from 
the property. Whenever necessary, police will be contacted. The Director and supervisory staff have authority to 
carry out all powers of this policy. 

• No loud talking or boisterous behavior (running, excessive seat changing, etc.) or loud talking on a cell 
phone. Please take your phone calls outside.  

• No loud or distracTng noises (patrons will be warned by the library staff). 
• No harassing, inTmidaTng, or using hurwul language as determined by library staff.  
• No damaging library property. 
• No drug use, smoking, and drinking alcohol (outside of a library program).  
• No inappropriate or inadequate axre (shoes and shirts are required) as determined by library staff.  

 
Revised 9/18/17 
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Suspension of Privileges 

Patrons are considered delinquent when they have $5.00 or more in fines, outstanding long overdue items, or item 
replacement charges. Such patrons are denied check out unTl the delinquency is cleared or brought below the 
$5.00 fine threshold.  
 
In the event that a patron has over 29.99 in fines and fees, their account will be sent to Unique Management 
CollecTon agency. The account will have a $10.00 collecTon agency fee applied to it as soon as it is sent to the 
agency. This is non-negoTable and must be paid to clear the account.  

CirculaTon privileges will be blocked when a patron’s library card expires. An expired card may be renewed once a 
patron’s address is verified.  

In the case of bankruptcy, checkout privileges will be suspended for patrons who have library materials lost or 
overdue unTl the materials are returned or the issue is otherwise resolved.  

Under authorizaTon of the Library Director, patron privileges may be canceled or suspended for any patron if a 
padern of abuse of privileges is established.  

Revised 9/18/17 
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Firearms Policy 

The River Valley District Library follows Illinois State Law (Public Act 98-63, the Firearm Concealed Carry Act (430 
ILCS 66) which prohibits the carrying of any weapon, concealed or parTally concealed, in the library building 
(quoted here); 

(18) Any building, real property, or parking area under the control of a public library or on library property. 
In conformance with State Statute, the library will post at all entrances to the building, driveways, and parking 
areas of the library the required signs as approved by the State Police. Any violators will be reported to law 
enforcement and prosecuted to the fullest extent of the law.  

Adopted 11/18/13, Revised 9/18/17 
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UnaXended Children Policy 

Parents are responsible for the behavior of their children while they are in the library. The River Valley District 
Library staff is commided to help children with acTviTes related to the library. However, library staff cannot, nor is 
it their responsibility to serve as baby-siders, teachers, or disciplinarians. ViolaTons of this policy are grounds for 
suspension of library privileges. Whenever advisable, the library will noTfy the parent of incidents involving an 
unadended child. [Form Follows] 

Children under the age of 10 must be accompanied and directly supervised at all Tmes by a parent or other 
responsible caregiver. When the safety of the unadended child is in doubt, or the parent or responsible caregiver 
cannot be located, or if the library is closing, library staff is authorized to call the police and stay with the child unTl 
police arrive.  

From Tme to Tme the River Valley District Library schedules or provides programs which are designed and suitable 
for adendance by children without parental supervision. Such program announcements will so indicate and if no 
indicaTon is included then supervision is required. When so indicated, if the parent or caregiver intends to be 
absent, they must leave word at the circulaTon desk as to their whereabouts and, if possible, a phone number 
where they or a responsible adult can be reached.  

Children over the age of 10 may use the library unadended by an adult, subject to other library rules and policies 
concerning behavior, conduct, and demeanor.  
 
A=er hours: In the event a young person is sTll at the library 15 minutes afer the library closes to the public, the 
police will be called to pick up the young person. Adempts will be made during those 15 minutes to reach parents 
but in no instance will staff take young people home.  

Revised 9/18/17 
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Parent No8fica8on LeXer 

 
Dear______________________________________, 

The River Valley District Library has recently experienced an incident involving your child,  

__________________________________________, where they were on Library grounds unadended by you or a 
responsible caregiver. A copy of the library’s policy on unadended children is enclosed here for you adenTon. We 
ask that you review this policy and make every effort to follow it. We do not wish to suspend library privileges for 
you or your family, but the safety of children as well as the proper operaTon of the library is our first responsibility. 
If you have any quesTons regarding this policy or its enforcement, please contact the Library Director or Board. 

Sincerely,  

 
Board President or Library Director 
River Valley District Library  
214 S Main Street  
Port Byron, IL 61275 
309.523.3440 

Revised 9/18/17 
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Patrons with Disabili8es 

The River Valley District Library offers the same services to patron with disabiliTes as to all other segments of the 
populaTon. In addiTon to those services, the River Valley District Library acts as facilitator between the patron and 
services to the blind and physically handicapped (Illinois State Library- Talking Book and Braille Service), offers 
home delivery to patrons with disabiliTes which prevent them from coming to the library, and welcomes services 
and emoTonal support animals in the library.  

Revised 9/18/17 
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Complaints Concerning Library Staff Policy 

Patrons who wish to make a complaint concerning a library staff member may do so via the following process: 

• The patron must submit a wriden complaint detailing the reason for the complaint, name of the staff 
member, date, and contact details including: patron name, phone number, and address for follow up. 

• The Director will contact the patron and make every effort to resolve the situaTon.  

• If the patron does not feel that a saTsfactory resoluTon was reached, he or she may request that the 
complaint be forwarded to the Board of Trustees.  

• The Board of Trustees will review the complaint and determine whether a special meeTng needs to be 
called, or whether the mader may be handled at the next scheduled board meeTng.  

• The patron will be noTfied withing fifeen (15) days when the meeTng will be held.  

• The patron is welcome to adend the meeTng or the Board may request the person’s adendance. 

• The patron will be contacted withing seven (7) days of said meeTng regarding the Board’s decision on the 
complaint. 

Adopted 9/18/17 
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River Valley District Library 

Board of Trustees 

Anna Cortez – President        Term Ends 2023 

abippus.trustee@rivervalleylibrary.org 

Val Pennock – Vice President        Term Ends 2023 

vpennock.trustee@rivervalleylibrary.org 

Emily Riewerts – Treasurer        Term Ends 2025 

eriewerts.trustee@rivervalleylibrar.org   

Jill Schuds – Secretary        Term Ends 2025 

jschuds.trustee@rivervalleylibrary.org  

Chandra Oakland – Trustee       Term Ends 2023 

coakland.trustee@rivervalleylibrary.org 

Vicki Buss – Trustee        Term Ends 2025 

vbuss.trustee@rivervalleylibrary.org 

Vacant Seat – Trustee        Term Ends 2025 
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Bylaws 

These rules are supplementary to the provisions of the statues of the State of Illinois as they relate to the policies 
of Boards of Library Trustees. 

ARTICLE I NAME 

• The name of the organizaTon is the River Valley District Library Board of Trustees, hereto forward known 
as the “Library”, and the “Board”. 

ARTICLE II BOARD OF LIBRARY TRUSTEES 

• ElecTon – ElecTons of trustees shall take place as provided by the statute and shall be conducted by the 
District in accordance with the provisions of the Library District Act and the Illinois ElecTon Law. Newly 
elected trustees shall be seated at the first regularly scheduled meeTng following cerTficaTon of their 
elecTon.  

• Vacancies – A seat vacancy will be declared afer receipt of a wriden resignaTon or if a trustee has 3 
consecuTve unexcused absences from meeTngs. Vacancies in the office of Trustees shall be filled by the 
Board as described in the Library District Act. The Board of Trustees shall use the following as guidelines 
when seeking to fill vacant posiTon:  

o AdverTsing shall occur within a week of the vacancy in the library newsleder and social media 
channels. AdverTsing will run for one month.  

o Candidates will be presented to the Board at the next regular meeTng following the applicaTon 
deadline.  

o No candidate may be eliminated from the next ballot unless they voluntarily withdrew. 

o In case of a Te, voTng may occur three Tmes in a meeTng. If a Te is sTll unresolved, the voTng is 
tabled to the next regular meeTng where the process is repeated unTl a decision is made.  

• ResponsibiliTes – Under the Illinois Public Library Law, the Board of Library Trustees is among other 
funcTons, empowered to formulate “reasonable rules and regulaTons… in order to render the use of the 
library of the greatest benefit to the greatest number.  

Thus, the Board is responsible for:  

o Determining the goals and objecTves of the library and the methods for meeTng them; reviewing 
them annually; and evaluaTng process. 

o AdopTon of wriden policies to govern operaTon and use of the library.  

o Levying taxes to maintain and improve library services.  

o Developing and approving the Library’s annual budget and keeping abreast of its financial status.  

o PresenTng to the public and publishing ordinances as required by law.  

o CooperaTon with other local government officials.  

o Hiring and evaluaTon of the Library Director.  

• ExpectaTons – To be effecTve, Trustees are expected to adend meeTngs, read materials presented for 
review, and adend training workshops, seminars, or meeTngs as required by law or as may be useful.  
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• CompensaTon and Expenses – Trustees shall serve without compensaTon, but shall be reimbursed for 
their actual necessary expenses incurred in the performances of their duTes from District funds. Such 
expenses include, but are not limited to travel, room, and board which will be reimbursed at the rate 
legally allowed.  

• Trustee Roles and Ethics – The Library Board of Trustees embraces all statuses enacted by the State of 
Illinois regulaTng the conduct of officials appointed by the elected to governing boards. In addiTon, the 
Library Board of Trustees adopts and incorporates into the Library’s policy those ethics statements that are 
recommended by the American Library AssociaTon and the Illinois Library AssociaTon to the extent 
permided by law.  

• Trustee/Director Roles – The relaTonship between the Director and Library Board of Trustees should be a 
symbioTc partnership of mutual understanding and cordial cooperaTon with clearly defined areas of 
responsibiliTes. The Library Board of Trustees serves as the public’s voice in the Library, sexng the policies 
that govern the Library’s operaTon and long-term growth. The Director, on the other hand, serves the 
Library Board of Trustees as their administrator and professional consultant. The Director should not 
adempt to set new Library policy without the approval of the Library Board of Trustees and the Library 
Board of Trustees should not adempt to administer the day-to-day operaTons of the Library. The Trustee’s 
relaTonship with the Library staff should be one of professional and friendly interest and should be free 
from direct intervenTon. The Library Board of Trustees governs the Library through its acTons as a whole 
and not through individual interacTons with staff.  

• Trustee Ethics – The Library Board of Trustees will review and adopt an Ethics Statement issued by the 
AssociaTon of Library Trustees, Advocates, Friends and FoundaTons (ALTAFF) each year. 

ARTICLE III  OFFICERS 

• Officers and ElecTons – The officers of the Board shall be a president, a vice-president, a secretary, and a 
treasurer, who shall be elected for one (1) year terms at the regular meeTng in the month of May. The 
president shall not serve more than two consecuTve terms unless by unanimous Board consent.  

• DuTes of Offices – The duTes of each officer are:  

o President 

▪ Prepares the agendas for each regular and special meeTng.  

▪ Presides at all board meeTngs. 

▪ Appoints all standing and special commidees. 

▪ Signs official documents as required by law.  

▪ Serves as ex-officio member of all commidees.  

▪ FuncTons as the liaison between the Library Director and the Board.  

o Vice President 

▪ Assumes all the duTes of the president in his or her absence.  

▪ Performs other duTes as assigned.  
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o Secretary  

▪ Keeps minutes of all regular and special board meeTngs, recording adendance, and roll 
call on all votes.  

▪ Provides for publicaTon and posTng of the schedule of regular meeTngs of the board for 
the ensuing fiscal year.  

▪ CerTfies ordinances as required by statute.  

▪ Records and maintains minutes from closed sessions.  

▪ Performs other duTes as assigned.  

o Treasurer 

▪ Keeps all financial records of the library. Examines monthly financial statements 
provided by the accountant and reports at each regular meeTng the state of the funds.  

▪ Prepares and publishes an annual Financial Report by December 31 each year, according 
to state statute.  

▪ Performs other duTes as assigned.  

• Bonding - The President, Treasurer, and Director shall be bonded in the amount to be approved by the 
board and according to statue requirement.  

• ResignaTons – An officer wishing to resign must provide wriden noTce to the Board. In the event of a 
resignaTon from an office, a Board elecTon to fill the unexpired term of that office will be conducted.  

ARTICLE IV  COMMITTEES 

• Special Commidees – Special Commidees shall be appointed by the President as needed. They will consist 
of two members and the Library Director who adends in an advisory role. Commidee chairmen will be 
appointed by the President. Special commidees shall report to the Board unTl the compleTon of the work 
for which they were appointed.  

• Director Search Commidee – When the posiTon of Director falls vacant, the Board shall immediately 
appoint an acTng Director for the interim and establish a Director Search Commidee, which shall consist 
of the President and two members elected from the Board. ApplicaTons and/or resumes for the posiTon 
of Director shall be filed at the library and available to all Board members. The Search Director Search 
commidee shall report the results of the applicaTons and interviews to the Board. Four votes shall be 
required for the Board to hire a Director, afer which the Director Search Commidee is dissolved.  

ARTICLE V MEETINGS 

• Regular MeeTngs – Regular meeTng dates and Tmes are set by the Board in June of each year. The 
meeTngs shall be open to the public and noTced at least 48 hours in advance, as required by law. NoTces 
shall have the dates, Tmes, and places of such meeTngs. The Board will meet at least 10 Tmes per year.  

• Special MeeTngs – Special meeTngs shall be held at any Tme when called by the president or the 
secretary or by any three trustees of the Board, provided that noTce with the agenda of the special 
meeTngs is given at least 48 hours in advance. No business except that stated in the noTce and agenda 
shall be transacted.  
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• Closed Sessions – Closed sessions shall be noTced and held according to the Open MeeTngs Act. The 
verbaTm recordings of closed sessions must be kept unTl three things happen:  

1. A minimum of 18 months has passed;  

2. Wriden minutes of the closed session in compliance with the OMA requirements are 
done; and  

3. The Board has voted to destroy a parTcular closed meeTng’s tape. Session minutes will 
be review no less than semi-annually to determine whether they must remain sealed or 
can be publicly disclosed.  

• Quorum – A quorum at any regular or special meeTng shall consist of four (4) Board members. A quorum 
of any commidee is a majority of the voTng members present.  

• Board Packet – The agenda, financial report, Director’s report, and other perTnent informaTon will be sent 
to the Board prior to each meeTng by the President and/or Director.  

• Absences – Any Board member who is unable to adend a meeTng must noTfy the President as soon as 
possible to ensure a quorum remains.  

• Order of Business – The following Order of Business shall be followed at regular mee;ngs:  

1. Call to order 

2. Roll call, recording both present and absent members 

3. Secretary’s report, approval of minutes as received or corrected 

4. Correspondence, communicaTons, and public comments 

5. Financial report, approval of bills payable 

6. Director’s report 

7. Commidee’s reports, as needed 

8. Unfinished business 

9. New business 

10. Other  

11. Adjournment  

• Parliamentary Procedure – Robert’s Rules of Order, Revised shall govern the parliamentary procedure of 
the Board, unless otherwise specified in the Bylaws.  

ARTICLE VI NEW TRUSTEES 

• The president and Director shall meet with new trustees to examine the property and review library 
services. Each new trustee shall be presented a packet which includes the Library’s Policies and other 
procedural material, a list of trustees and commidees, minutes and financial reports for the previous 12 
months, and other perTnent informaTon.  

ARTIVLE VII DIRECTOR EVALUATION 

• The director’s evaluaTon will be managed by the Library Board President.   

• The evaluaTon is to be completed at the end of RVDL’s fiscal year at the board meeTng in June.  

 58



River Valley District Policy Manual   

• At the April Board meeTng the president will appoint an evaluaTon commidee and will issue the 
evaluaTon forms for the board members to complete.  

• During the same month the evaluaTon form will be issued to the director and library staff. The staff will be 
provided the opportunity to complete an evaluaTon on the director anonymously. The director’s self-
evaluaTon will list the previous year’s goal and provide an opportunity for the director to suggest goals for 
the next evaluaTon period.   

• The director’s self-evaluaTon, and the board members’ and the staff evaluaTon forms will be due by the 
May board meeTng.  

• During the May board meeTng the president and the evaluaTon commidee will schedule a meeTng to 
occur within that month. The evaluaTon commidee will calculate the average answer for each quesTon 
for the evaluaTons and have a cursory discussion regarding the evaluaTon.  

• The president will then create a new evaluaTon form with the average answer for each quesTon for the 
board members and the staff for the board to review during the evaluaTon. These will be disbursed a 
week prior to the June meeTng to the board members and the director.  

• During the June meeTng the board will enter a closed session to conduct the director’s evaluaTon. The 
president will write a summary with goals to present to the director at the end of the meeTng. This 
summary will be signed by the board president and the library director to be kept in the director’s 
personal file.  

ARTICLE VIII RECORD KEEPING 

The Library shall be the depository of all Boards records.  

• AdministraTve Records – AdministraTve records of the library shall be kept in the library and shall 
be available to the general public upon request. These shall include the monthly and annual 
reports of the library, all financial reports, minutes of the public Board meeTngs, and acTons and 
other such items as the Board of Director shall file there.  

• Personnel Records – Staff personnel records are confidenTal and shall be kept in a secure place, 
and only the Library Director or any person authorized by the Library Director shall have access to 
these records. 

• Closed Session Minutes – ConfidenTal records of the Board, such as personnel records 
concerning the Director, shall be kept by and with the President, and only Trustees of the Board 
shall have access to these records. Such records shall be reviewed every six (6) months by a 
Special Commidee to determine their conTnued confidenTality. These records may be made 
public by majority vote of the Board.  

• Patron Records – Records idenTfying the names of library users with specific materials are 
recognized as confidenTal in nature, and access is restricted to library staff. Such records shall not 
be made available to members of the public, the press, or to any agency of the State, Federal, or 
Local government, except pursuant to such process, order, or subpoena as may be authorized 
under the authority of and pursuant to Federal or State law relaTng to civil, criminal, or 
administraTve discover procedures or legislaTve invesTgaTve power. The Board President and 
Library Adorney will be noTfied if a legal request for such informaTon is made.  

ARTICLE IX  AMENDMENTS 
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Amendments to these Bylaws may be proposed at any regular meeTng of the Board. AcTon on the proposed 
amendment/s will take place at the next regular meeTng and become effecTve immediately.  

ARTICLE X DISSOLUTION 

Upon dissoluTon of the Library District, the assets remaining afer payment of all debts and liabiliTes shall be 
distributed according to state statute.  

Adopted 6/20/12, Revised 7/21/14, Reviewed 10/16/17, Revised 7/19/21 
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Public Library Trustees Ethics Statement 

Official Statement from United for Libraries  

Public library Trustees are accountable for the resources of the library as well as to see that the library provides the 
best possible services to its community.  

Every Trustee makes a personal commitment to contribute the Tme and energy to faithfully carry out his/her duTes 
and responsibiliTes effecTvely and with absolute truth, honor, and integrity.  

• Trustees shall respect the opinions of their colleagues and not be criTcal or disrespecwul when they 
disagree or oppose a viewpoint different than their own.  

• Trustees shall comply with all the laws, rules and regulaTons that apply to them and to their library.  

• Trustees, in fulfilling their responsibiliTes, shall not be swayed by parTsan interests, public pressure or fear 
of criTcism. 

• Trustees must disTnguish clearly in their acTons and statements between their personal philosophies and 
axtudes and those of the library, acknowledging and supporTng the formal posiTon of the Board even if 
they disagree.  

• Trustees must respect the confidenTal nature of library business and not disclose such informaTon to 
anyone. Trustees must also be aware of and in compliance with Freedom of InformaTon laws.  

• Trustees must avoid situaTons in which personal interests might be served or financial benefits gained as a 
result of their posiTon or access to privileged library informaTon, for either themselves or others.  

• A Trustee shall immediately disqualify him/herself whenever the appearance of or a conflict of interest 
exists.  

• Trustees shall not use their posiTon to gain unwarranted privileges or advantages for themselves or others 
from the library or from those who do business with the library.  

• Trustees shall not interfere with the management responsibiliTes of the director or the supervision of the 
library staff.  

• Trustees shall support the efforts of librarians in resisTng censorship of library materials by groups or 
individuals.  

Trustee Signature       Date 
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Public Par8cipa8on and Comment at Board Mee8ngs 

The River Valley District Library Board of Trustees encourages and welcomes public parTcipaTon and input and will 
hear any interested individual pursuant to the guidelines outlined in this policy. The purpose of this policy is to 
ensure that interested individuals are allowed Tme to address the Board while permixng the Board to conduct its 
meeTng in an efficient and effecTve manner.  

Before appearing before the Board, the members of the public are urged to seek soluTons to their concerns 
through administraTve channels. Members of the public will not be allowed to discuss individual personnel issues 
or confidenTal patrons maders, and the speakers’ concerns or comments should be limited to library business.  

There shall be no debate on any maders raised during public comment. The Board may, however, refer any mader 
of public comment to the Library Director, Library Staff, or appropriate agency for review, or may place the mader 
on a future agenda for discussion and potenTal acTon.  

1. Public comments are permided during the Tme designated on the meeTng agenda, though the Board 
President may allow comments during other porTons of the meeTng.  

2. The Board President will determine the order in which speakers will be recognized.  

3. Unless addiTonal Tme is granted by the Board President, each person is allowed a maximum of 5 minutes 
to speak.  

4. Each speaker shall provide his/her name, address, and group affiliaTon (if any). If more than one member 
from the group wishes to speak, the group must select one representaTve to present the group’s view. In 
such case, the representaTve will be allowed to speak for 5 minutes.  

5. Comments should be brief and to the point. NegaTve comments to individual Trustees or Library 
personnel will not be tolerated, nor will repeTTve comments or language that is considered offensive, 
harassing, or profane.  

6. The Board President has discreTon to determine the length of Tme and the number of Tmes a speaker 
may speak. Members of the public will not be allowed to speak again unTl all members of the audience 
who wish to have been allowed to speak. The President may deny the opportunity to speak to a person 
who has previously addressed the Board on the same subject within the past two (2) months.  

7. Public comments will be limited to 30 minutes except by a majority vote of the Board.  

8. Wriden materials presented to the Board will be included in the Library’s files rather than the minutes.  

Adopted 11/18/2013, Revised 9/18/17 
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Electronic Mee8ngs Policy 

The River Valley District Library Board of Trustees believes it is in the best interest of its residents and taxpayers 
that the fullest parTcipaTon and adendance in all Board meeTngs be achieved whenever possible. For this to 
happen, the use of electronic conferencing for meeTng adendance and voTng requirements, at least in some 
governmental meeTngs, is permissible so long as the meeTng is conducted in accordance with the Open MeeTngs 
Act. 

The Open MeeTngs Act has been amended to allow adendance at public body meeTngs through audio-conference, 
video-conference, or by any other electronic conferencing without physical adendance and the Board in all of its 
regular, special, and commidee meeTngs complies and intends to comply with the provisions of the Open MeeTngs 
Act.  

The Board of Trustees, having considered the aforesaid maders hereby adopts this policy, to be used when needed, 
to make use of the capabiliTes for conferencing by electronic means or any other type of conferencing for its 
meeTngs as more specifically set out in this policy, and to adopt, establish and set forth the Rules of the Board 
applicable thereto:  

1. All perTnent provisions to the Open MeeTngs Act must be complied with, including specifically the proper 
noTce of any regular or special meeTng, the proper record keeping or minutes of each meeTng, the 
appropriate agenda preparaTon for each meeTng, which in addiTon shall be posted along with the noTce 
of the meeTng; and, in parTcular, any use of closed sessions shall be in compliance with the provisions of 
the Act.  

2. That sufficient security and idenTficaTon procedures be employed, either at the outset of any meeTng or 
at any Tme during the meeTng as appropriated, to ensure that any and all members adending for 
discussion or voTng purposes are in fact an authorized member with the right to speak and vote.  

3. Pursuant to the Open MeeTngs Act, a quorum of members of the Board MUST be physically present at the 
locaTon of the meeTng. Only addiTonal members, i.e., those members not part of the required physical 
present quorum, may adend by video and/or audio conferencing or by other electronic means.  

4. All Board members adending meeTngs by electronic conferencing shall be enTtled to vote as if they were 
personally and physically present at the meeTng site so long as a physical quorum is present, but their 
votes shall be recorded by the Secretary as done by electronic adendance.  

5. A Board member who adends a meeTng by video or audio conference must provide noTce to the 
recording secretary or clerk of the Board at least 24 hours prior to the meeTng unless such advanced 
noTced is impracTcable.  

6. A Board member may adend a meeTng through electronic conferencing if his or her physical presence at 
the meeTng is precented due to i) personal illness or disability; ii) employment purposes or the business 
of the Board; or iii) a family or other emergency.  

7. As soon as it becomes apparent to the Board that a meeTng will include electronic conferencing, all 
subsequent noTces of the meeTng shall indicate that one or more Board members will or may be 
adending by electronic means. In the event that the noTce of the meeTng has already been disseminated 
and posted, a follow-up noTce indicaTng the above shall be placed as soon as possible. In the event any 
news media have filed the annual request for noTce of meeTngs, they shall receive an updated noTces in 
the same manner as given to all members of the Board.  
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8. The meeTng minutes shall include, but need to be limited to; i) the date, Tme and place of the meeTng; ii) 
the members of the Board who were either present or absent from the meeTng and whether those 
members in adendance were physically present or present by audio conference, video conference or by 
other electronic means; and iii) a summary of discussion on all maders proposed, deliberated, or decided, 
and a record of any votes taken.  

9. This policy shall not be construed to mean that conferencing by electronic means shall be regularly used 
or used at every meeTng of the Board but shall be used only as necessary to allow the parTcipaTon of the 
Board members who are unable to adend in person due to such circumstances listed in Provision 6 of this 
policy.  

10. The locaTon of the meeTng included on the noTce shall be equipped with a suitable transmission system 
(e.g. a speakerphone) in order that the public audience, the LIBRARY members in adendance and any staff 
will be able to hear any input, vote or discission of the conference and that the member adending by 
electronic means shall have a similar capability of hearing such input, vote or discussion.  

Adopted 04/20/15, Revised 10/18/17 
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Annexa8on Pe88on to the Library District 

AnnexaTon PeTTon to the River Valley District Library Board of Trustees 

The Undersigned PeTToner(s) hereby peTTons(s) the Board of Trustees of the River Valley District Library to annex 

to the Library District certain property in Rock Island County, Illinois commonly known as the  

_____________________________________Property. The _______________________________ Property is 

legally described in Exhibit A adached hereto.  

 
In support of this PeTTon for AnnexaTon, the PeTToner(s) state(s):  

1. The _________________________________ Property Is not part of any local tax supported public library 
or public library district;  

2. The _________________________________Property is conTguous to the River Valley District;  

3. The PeTToner(s) is(are) the owner(s) of record of the ___________________________Property.  

Wherefore, the PeTToner(s) seek(s) annexaTon of the _________________________________Property to the 
River Valley Library District.  

Date this ____________________ day of ______________________. 

Signature of 
PeTToner(s)__________________________________________________________________________ 

Subscribed and Sworn to before me this __________________ day of _______________, 20_________. 

Notary Public _________________________________________________________________________ 

Seal  
Revised 9/18/17 
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Library Building 
and Grounds 
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Hours and Closures 

The River Valley District Library maintains consistent, posted hours of service during which all services of the River 
Valley District Library are available to patrons. Those hours are: 

 Monday    9:00AM – 8:00PM 
 Tuesday   9:00AM – 8:00PM 
 Wednesday  9:00AM – 8:00PM 
 Thursday  9:00AM – 8:00PM 
 Friday   9:00AM – 8:00PM 
 Saturday  9:00AM – 1:00PM  

The book drop is available for the return of all library materials 24 hours a day. The book drop is located on the lef 
front of the library building.  

Revised 2/12, Reviewed 10/16/17, Revised 12/17 

River Valley District Library Holiday Closures:  

 New Year’s Day 
 Easter Monday  
 Staff In-Service Day – to be announced 
 Memorial Day 
 Independence Day 
 Tug Fest Friday and Saturday 
 Labor Day 
 Staff In-Service Day – to be announced 
 Thanksgiving Day 
 Black Friday 
 Christmas Eve 
 Christmas Day  
 New Year’s Eve 
 New Year’s Day 

 (2 TBA – Staff In-Service Days) 

Board Approved 12/19/16, Reviewed 10/16/17, Revised 11/2021 

 67



River Valley District Policy Manual   

Emergency Closing Policy 

The River Valley District Library recognizes that on occasion, inclement weather or other condiTons may prevent 
the library from opening, postpone opening, or require early closing. Circumstances which could precipitate closure 
include failure of heaTng/cooling equipment during periods of extreme weather, heavy snowfall, unsafe road 
condiTons, lack of electrical power, or any situaTon creaTng an unsafe environment. The primary factor of any 
decision made will be the safety of staff and library patrons. However, maximum effort will be made to maintain 
regular library operaTng hours.  

The River Valley District Library Closing Policy is as follows:  

Afer consultaTon with one of the following (in this order): the Board President, the Board Vice President, or any 
other Board member, the Library Director shall have the authority to close the library. If the Director isn’t available, 
the staff person in charge shall contact call the Board members in the order listed above to request permission to 
close the library.  

If the NaTonal Weather StaTon has issued a Weather Warning to be in effect at Tme of normal opening hour, the 
Director shall have the opTon to authorize a one or two hour late start for the day as deemed applicable.  

Afer the decision is made to close, the Director or staff person in charge will contact the media and remaining staff.  

In the event of the library closing early, an adempt will be made to contact any unadended child’s parent or 
guarding by phone for immediate pickup. If the adempt to contact a child’s parent or guardian is unsuccessful, the 
supervision of the child will become a police mader to ensure the child’s safety.  

Board Adopted 11/21/11, Revised 2/17/14, Revised 3/26/18 

Snow Policy 

When the library closes due to abundance of snow or ice, both full-Tme and part-Tme employees are paid for their 
scheduled hours they would normally have worked. If it is snowing or icy while the library is open and the 
employee chooses to not work, then they must use their Paid Time Off hours. The Director or Supervisor will call all 
employees to inform them of the library’s closure.  
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Pe88ons and Solicita8ons 

SolicitaTon of the public or the staff is not permided on Library property by the public or members of the library 
staff. SolicitaTon is defined as the sale or distribuTon or merchandise, sales materials, Tckets, insurance, coupons, 
magazine subscripTons, poliTcal campaign material, and anything not connected with the work of the library. The 
only excepTon to this policy are the following:  
  

• When authorized and directed by the Board of Trustees, which benefit the enTre community.  
• Fundraising projects conducted by the Friends of the River Valley District Library or River Valley 

District Library Staff.  

Approved 10/16/17 
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Pos8ngs/No8ces/Bulle8n Boards 

The River Valley District Library maintains bulleTn boards and display cases for the exclusive purpose of promoTng 
the services and programs of the library. Although patrons are invited to make suggesTons for themes, or parallel 
agency acTviTes, the responsibility for design and placement of all display’s rests with the staff of the library.  

The Library bulleTn board is to be used for posTng or noTces which include the following:  

• Library business or acTviTes 
• Public service items of educaTonal or cultural interest to the community 

All noTces intended for posTng on the Library bulleTn board must contain the following:  
  

• Name of organizaTon or person requesTng the posTng 
• Address and telephone number of organizaTon or authorized representaTve 
• Date of posTng 

NoTces may be removed afer two weeks, when no longer Tmely or when space is required for more current 
noTces.  

NoTce size can be restricted if deemed necessary to maximize available space.  

The library does not necessarily advocate or endorse the viewpoints of organizaTons permided to post noTces on 
the Library bulleTn board. The library accepts no responsibility for loss or damage to any item accepted for 
posTngs.  

PosTngs and noTces maybe removed or denied by the Director or staff based on the above criteria. Removals may 
be appealed to the Library Board of Trustees within three days of the removal or denial. The Library Board of 
Trustees will hear the mader and make a decision at the next regularly scheduled meeTng.  
 
Reviewed 10/16/17 
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Mee8ng Room Policy 

As a service to the community, the Library makes the meeTng room available to persons and groups for meeTngs 
and programs. The policy governing the use of the meeTng room is in accordance with ArTcle (5) of the Library Bill 
of Rights and the 1st Amendment of the ConsTtuTon of the United States. The following criteria must be met:  

1. Use of the room is subject to meeTng the criteria set forth in this Policy and the MeeTng Room 
Agreement.  

2. The Library sponsored and co-sponsored programs have precedence. The library reserves the right to 
change or cancel a meeTng room reservaTon for library funcTons, business, or emergencies.  

3. The meeTng room is available on a first come – first served basis for public non-sponsored library events. 

4. One non-sponsored meeTng room request can be made per calendar quarter, up to two months in 
advance, for a total of 4 Tmes in a calendar year.   

5. Due to limited parking, first come – first served is honored. Parking on the street is encouraged for those 
who are able. Unloading/loading at the entrance doors is allowed.  

6. Advance noTce must be given in the event of a cancellaTon. If cancellaTon is not made within 24 hours 
and this occurs 3 Tmes in a calendar year, meeTng room privileges will be forfeited. Weather related 
cancellaTons are exempt.  

7. The library meeTng room is available during regular hours of operaTon for non-sponsored use. ExcepTons 
may be made on a case-by-case basis by the Board President.  

8. Per Illinois State Law, no smoking on Library premises.  

9. Per Illinois State Law, no alcoholic beverages on Library premises. 

10. Rules of decorum include no excessive noise, room clean-up, and responsibility for damages. More 
informaTon in detailed in the MeeTng Room ApplicaTon.  

11. The name, address, and telephone number of River Valley District Library must not be used as the address 
or headquarters of any group or organizaTon. Publicity of meeTng room use that is not Library sponsored 
must be worded in a manner that does not imply Library sponsorship.  

12. Applicants must abide by the meeTng room maximum occupancy limit of 95 person.  

Board adopted 6/20/11, Reviewed 11/19/12, Revised 11/18/13, Reviewed 11/16/17, Reviewed 2/19/18, Revised 
4/25/2022 
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Mee8ng Room Policy Addendum 

Defini;on of Sponsored, Co-Sponsored, and Non-Sponsored Programs 

SPONSORED 

These individuals, groups, events, or programs meet the following criteria:  
• Developed by library staff 
• Monitored by working, “on the clock” staff 
• Library funded in whole or part 
• A wriden contract between the program and the library exists sTpulaTng the responsibiliTes of both 

parTes, including presenters or professionals where applicable 
• Event is open to the public; pre-registraTon may be required 

Addi;onally, sponsored individuals, groups, events, or programs receive:  
• Full promoTonal coverage from the library, included in but not limited to: library calendars, library 

website, press releases, library newsleders, and fliers 
• Aferhours access to the library with prior Director knowledge and approval 

CO-SPONSORED 

OrganizaTons that are co-sponsored are limited to the Friends of the River Valley District Library, the Port Byron 
Historical Society and River City Rotary. Events or programs given by these two groups are open to the public and 
receive: 

• Full promoTonal coverage as stated above 
• Aferhours access to the library with prior Director knowledge and approval 

AddiTonally, co-sponsored events or programs support the Mission of the Library.  

 
NON-SPONSORED 

Individuals, groups, events, or programs are non-sponsored if they do not meet the criteria listed under 
“Sponsored” or “Co-Sponsored”. These events:  

• Do not receive promoTonal coverage from the Library 
• Must be in compliance with the MeeTng Room Policy 
• Must have a MeeTng Room Agreement on file 

Board adopted 11/21/11, Reviewed 10/16/17 
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Mee8ng Room Agreement Understanding and Acceptance Form 

The primary use of the MeeTng Room is for Library acTviTes and meeTngs. When the room is not in use for the 
Library purposes, it is available to other groups or organizaTons that meet the criteria. I have reviewed the MeeTng 
Room Policy, and the MeeTng Room Addendum and agree to abide by the terms set forth in each policy, which 
includes  

• For-profit groups will pay when the room is reserved $20 for each use up to 4 hours and $50 for each use 
more than 4 hours.  

• For-profit groups will pay a $100 deposit for each use, refundable at checkout.  

• Users are responsible for sexng up the room as needed but must return it (and the kitchen, if used) to 
their original condiTon before checking out. Staff must check the room when the group arrives and when 
they leave.  

• If the room is acceptable, the for-profit group’s deposit will be returned at checkout.  

• Groups must leave the room 15 minutes before library closing, unless granted permission by the Director.  

• Groups who are not profiTng AND own a River Valley District Library card may use the meeTng room at no 
charge and do not need to leave a deposit.  

• MeeTng Room is available Monday through Friday 9:00AM-7:45PM and Saturday 9:00AM-1:00PM. 

• Due to the current demand for the meeTng room. The Library is required to limit public rentals to 1 
meeTng per calendar quarter. The Library allows reservaTon up to 2 months in advance.  

Name of Renter: _______________________________________________________________________________ 

Address: _________________________________________________Email: _______________________________ 

Phone: _______________________________________ Alternate Phone: _________________________________ 

Any equipment needed will be made available before the scheduled meeTng. It is the users responsibility for 

sexng up the room and returning it to its original condiTon. 

Equipment Needed: ☐ Kitchen     ☐ Projector     ☐ Laptop     ☐ Television     ☐ Screen     ☐ DVD Player     

 ☐ Stereo     ☐ CD Player     ☐ Extension Cord     ☐ Die Cut Machine     ☐ Tables #_______ ☐ Chairs # _______ 

 ☐ Other Specify: 
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 _____________________________________________________________________________________________ 
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I have read and agree to all items contained in the MeeTng Room Policy and this Agreement.  

Signature of Applicant: __________________________________________________________________________ 

Mee;ng Date(S) :_________________________________________________ Hours: _______________________ 

☐ Deposit Collected  ☐ Deposit Returned    

☐ Room Checked by _____________________________ ☐ Room Checked by ____________________________  

The user must check in at the front desk upon arrival and check out upon exiTng. Person reserving the room 

acknowledges that the Library may assess monetary damages if the room is lef in an unacceptable condiTon.  

Reviewed 10/16/17, Reviewed 4/2022 

 75



River Valley District Policy Manual   

Compe88ve Bidding Policy 

River Valley District Library Purchasing Policy (Bids/QuotaTons) 

Purchases of the District are governed by the State of Illinois statues. It is the policy of the Library Board of Trustees 
to, in addiTon to any statutory requirements, use the most responsible business pracTces in its purchases. It is the 
policy that all purchases, contracts, and expenditure of funds shall be awarded to the lowest responsible bidder 
considering conformity with specificaTon, terms of delivery, quality, and serviceability. However, bidding is not 
required in the following cases:  

• Where the goods or services to be procured are economically procurable from only one source; 
• Where the services required are for professional skills;  
• In emergencies involving public health, public safety, or where immediate expenditure is necessary;  
• Contracts from the maintenance or servicing of equipment which are made with the manufacturers or 

authorized service agents of that equipment; 
• Where the goods or services are procured from another governmental agency;  
• Purchases and contracts for the use, purchase, or installaTon or data processing equipment or sofware;  
• Contracts which by their nature are not adapted to award by compeTTve bidding, such as contracts for 

prinTng, tax anTcipaTon warrants, and other evidences of indebtedness, and contracts for uTlity services 
such as water, light, heat, or telephone:  

• Purchases as idenTfied by this policy of less than $1500.  

The staff, as required by board direcTve, shall seek bids (or quotaTons if bids are not specifically required) from the 
widest possible array of contractors, suppliers, and material that Tme permits. The pracTce will produce the most 
compeTTve offers and terms available from the widest number of interested firms or individuals.  

The district will uTlize a system of solicitaTon lists of the names, addresses, and phone numbers of the firms or 
individuals who have expressed an interest in being noTfied as to parTcular types of contracts, equipment, 
supplies, or materials which the District seeks to purchase. The staff will add to each list of those expressing an 
interest, any firm or individual doing business which the staff determines should be added to such list.  

The staff may remove a firm or individual from a list for cause, with Board approval, or the firm or individual may 
request its removal.  

The firms or individuals on any such lists will be solicited directly by the staff to bid or quote on appropriate 
purchases, in addiTon to the requirements of adverTsing or other public noTficaTon mandated. The District shall, 
when advisable, publicize its system of lists so that any interested person or firm can ask to be added to the 
appropriate lisTng.  

The inclusion of a firm or individual on solicitaTon list shall not consTtute any prequalificaTon for bidding or release 
in any fashion the firm or individual from meeTng any and all requirements set out in a parTcular contract, bid, 
quotaTon, or proposal. This system of solicitaTon lists is solely for purposes of supplemenTng the adverTsement of 
noTficaTon requirements otherwise used, in order to avoid even the appearance of favoriTsm or lack of fair 
compeTTon in the District’s purchases.  
No commitment for expenditures of District monies, except from the pedy cash fund, shall be made without 
authorizaTon, a purchase order issued according to the following condiTons:  

• $10,000 or More 
All expenditures of $10,000 or more shall be made only with prior Board approval in the manner 
prescribed by the State law and Board rules and regulaTons. AdverTsements for sealed bids or 
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requests for proposals will be properly handled through the public media. Sealed bids, based on 
authorized specificaTons, or requests for proposals shall be received at a public bid opening and 
include all costs for labor and materials, Bid Bod, Performance Bond, proof bidder is paying 
prevailing wage, and CerTficate of Insurance. Bids will then be tabulated and submided to the 
Board along with staff’s recommendaTons for acTon. Formal contracts with appropriate 
signatures for both Board and contractor are required.  

• Less than $10,000 more than $1,500 
All expenditures of less than $10,000, but more than $1,500, shall be made only with prior Board 
approval. Staff shall obtain at least three (3) formal wriden quotaTons with the Contractor’s 
signature applied and Performance Bind to be submided to the Board. AdministraTve staff will 
also submit a recommendaTon for Board acTon.  

• Less than $1,500 more than $500 
All expenditures of less than $1,500, but more than $500, for approval budget line items, can be 
made only at the discreTon of the Library Director upon review of at least three (3) documented 
quotaTons received either wriden form by the Contractor or by telephone, as submided to the 
Library Director.  

Immediately following the preliminary purchasing decision, the Director shall noTfy the Board of 
the intended purchase in wriTng and the Director shall, except in cases of bona fide emergencies, 
wait seven (7) days before compleTng the purchase or commixng thereto. During that period, 
any Board member who wishes to review the proposed purchase may call a special Board 
meeTng by noTfying the Board President and Director. The Board meeTng is to review the 
proposed purchase with a view to compleTng it or rejecTng it. In the event a special meeTng is 
set, the Director shall not complete the purchase unTl afer the Board meeTng is conducted and 
then only in furtherance of the Board acTon on the purchase, if any.  

• Less than $500 more than $250 
Expenditures of less than $500, but more than $250, for approved budget line items, can be 
made at the discreTon of the Library Director. The Director shall be responsible for monitoring 
and adhering to perTnent budget and obtaining proper quotaTons and shall noTfy the Board at 
its next meeTng of the purchase.  

• Less than $250 more than $1 
Expenditures of less than $250, but more than $1, for either approved budget line items or 
budget conTngency items can be made at the discreTon of the Library Director without bids of 
quotaTons.  

• Emergency Expenditures 
o Emergency Expenditures over $1,500 can only be made with the wriden approval of the 

Library Director and Board President and approved by three-fourths (3/4) majority of the 
members of the Board. The iniTal Board inquiry may be by phone, which is then to be 
raTfied at the next Board meeTng.  

o Emergency expenditures under $1,500 can only be made with wriden approval of the 
Library Director and Board President. No Board poll is required, but the emergency 
purchases should be reported at the next meeTng.  
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Revised 8/09, Revised 10/16/17 
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Indemnifica8on and Insurance Policy 

Sec;on 1 
The River Valley District Library shall indemnify any person who was or is a party, or is threatened to be made a 
party, to any threatened, pending, or completed acTon, suit, or proceeding, whether civil, criminal, administraTve, 
or invesTgaTve (other than an acTon by or in the right of the Library) by reason of the fact that he or she is or was 
a trustee, officer, employee, or agent of the Library, or who is or was serving at the request of the Library as a 
director, officer, employee, or agent of another corporaTon, partnership, joint venture, trust, or other enterprise, 
against expenses (including adorney fees), judgements, fines, and amounts paid in sedlement actually and 
reasonably incurred by such person in connecTon with such acTon, suit, or proceeding, if such person acted in 
good faith and in a manner he or she reasonably believed to be in, or not opposed to, the best interests of the 
Library, and, with respect to any criminal acTon or proceeding, had no reasonable cause to believe his or her 
conduct was unlawful. The terminaTon of any acTon, suit, or proceeding by judgement, order, sedlement, 
convicTon, or upon a plea of nolo contendere or its equivalent, shall not, of itself, create presumpTon that the 
person did not act in good faith and in a manner which he or she reasonable believed to be in, or not opposed to, 
the best interest of the Library, or with respect to any criminal acTon or proceeding, that the person had 
reasonable cause to believe that his or her conduct was unlawful.  

Sec;on 2 
The Library shall indemnify any person who was or is a party, or is threatened to be made a party, to any 
threatened, pending, or completed acTon or suit by or in the right of the Library to procure a judgement in its favor 
by reason of the fact that such person is or was a trustee, officer, employee, or agent of the Library, or is or was 
serving at the request of the Library as a director, officer, employee, or agent of another corporaTon, partnership, 
joint venture, trust or other enterprise, against expenses (including adorneys’ fees) actually and reasonable 
incurred by such person in connecTon with the defense or sedlement of such acTon or suit, if such person acted in 
good faith and in a manner he or she reasonably believed to be in, or not opposed to, the best interests of the 
Library, provided that no indemnificaTon shall be made in respect of any claim, issue, or mader as to which such 
person shall have been adjudged to be liable for negligence or misconduct in the performance of his or her duty to 
the Library, unless, and only to the extent that the court in which such acTon or suit was brought shall determine 
upon applicaTon that, despite the adjudicaTon of liability, but in view of all the circumstances of the case, such 
person is fairly and reasonably enTtled to indemnity for such expenses as the court shall deem proper.  

Sec;on 3 
To the extent that a trustee, officer, employee, or agent of the Library has been successful, on the merits or 
otherwise, in the defense of any acTon, suit, or proceeding referred to in SecTons (1) and (2) of this Policy, or in 
defense of any claim, issue, or mader therein, such person shall be indemnified against expenses (including 
adorneys’ fees) actually and reasonably incurred by such person in connecTon therewith.  

Sec;on 4 
Any indemnificaTon under SecTons (1) and (2) of this Policy or (unless ordered by a court) shall be made by the 
Library only as authorized in specific case, upon a determinaTon that indemnificaTon of the trustee, officer, 
employee, or agent is proper in the circumstances because he or she has met the applicable standard of conduct 
set forth in SecTons (1) and (2) of this Policy. Such determinaTon shall be made (i) by the Board of Trustees by a 
majority vote of a quorum consisTng of trustees who were not parTes to such acTon, suit, or proceeding, or (ii) if 
such a quorum is not obtainable, or, even if obtainable, a quorum of disinterested trustees so directs, by 
independent legal counsel in a wriden opinion. 

Sec;on 5 
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Expenses incurred in defending a civil or criminal acTon, suit, or proceeding may be paid by the Library in advance 
of the final disposiTon of such acTon, suit, or proceeding as authorized by the Board of Trustees in the specific 
case, upon receipt of an undertaking by or on behalf of the trustee, officer, employee, or agent to repay such 
amount, unless it shall ulTmately be determined that he or she is enTtled to be indemnified by the Library as 
authorized in this Policy.  

Sec;on 6 
The indemnificaTon provided by this Policy shall not be deemed exclusive of any other rights to which those 
seeking indemnificaTon may be enTtled under any agreement, vote of disinterested trustees, or otherwise, both as 
to acTon in his or her official capacity and as to acTon in another capacity while holding such office, and shall 
conTnue as to a person who has ceased to be a trustee, officer, employee, or agent, and shall inure to the benefit 
of the heirs, executors, and administrators of such a person. 

Sec;on 7 
The Library may purchase and maintain insurance on behalf of any person who is or was a trustee, officer, 
employee, or agent of the Library, or who is or was serving at the request of the Library as a director, officer, 
employee, or agent of another corporaTon, partnership, joint venture, trust, or other enterprise, against any 
liability asserted against such person and incurred by such person in any such capacity, or arising out of his or her 
status as such, whether or not the Library would have the power to indemnify such person against such liability 
under the provisions of this Policy.  

Sec;on 8 
For the purposes of this Policy, references to “the Library” shall include, in addiTon to the surviving Library, any 
merging Library (including any Library having merged with a merging Library) absorbed in a merger which, if the 
separate existence had conTnued, would have had the power and authority to indemnify its trustees, officers, 
employees, or agents, so that any person who was a trustee, officer, employee, or agent of such merging Library, or 
was serving at the request of such merging Library as a director, officer, employee, or agent of another corporaTon, 
partnership, joint venture, trust, or other enterprise, shall stand in the same posiTon under the provisions of this 
Policy with respect to the surviving Library as such person would have with respect to such merging Library it its 
separate existence had conTnued.  
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Electric Vehicle Charging 

In an effort to provide for our patrons, the River Valley District Library has two exterior outlets capable of charging 
an Electric Vehicle located on either side of the main entrance door. The plug on the north side of the main 
entrance door is a 220 volt outlet while the plug on the south side is 110 volt outlet.  

• Charging is freely available for patrons of the River Valley Library for 1 hour. 

*Note: Patron will need to provide the extension cord.  
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Security Camera Policy  

The River Valley District Library uses security cameras for the safety and security of Library users, staff, and 
property. The primary purpose of security cameras is to discourage inappropriate and illegal behavior and acTviTes, 
and when necessary to provide assistance to law enforcement in the apprehension and prosecuTon of 
confidenTality of library records.  

The Library shall post and maintain signs at the entrances of building giving noTce of the use of security cameras 
for monitoring and recording acTvity in public areas of the Library property. 

Cameras are to be posiToned to monitor public areas of the Library such as service areas, entrances, and areas 
prone to thef, vandalism, or other acTviTes that may violate Library policy or criminal law. Under no circumstances 
shall cameras be located in areas where patrons and/or staff have a reasonable expectaTon of privacy, such as 
restrooms.  

Video data that is recorded and stored is considered to be confidenTal and secure. Access to live feeds of images 
and recorded video data is limited to authorized Library staff designated by the Library Director. Live feed acTviTes 
are randomly monitored. Because the cameras will not be conTnuously monitored, the public and staff should take 
appropriate precauTons for their safety and the security of their personal property. The Library is not responsible 
for the loss of property or personal injury.  

ConfidenTality and privacy issues may limit the general public from viewing security camera footage that contains 
personally idenTfying informaTon about Library users. All requests for disclosure of recorded images, except stated 
above for law enforcement, shall be made in accordance with the Freedom of InformaTon Act, and submided to 
the Library Director. The Director shall review the requested images and determine if the images contain any 
informaTon protected by the Library Records ConfidenTality Act. As permided by the Freedom InformaTon Act, 
when a request is made to inspect or copy recorded images that are exempt from disclosure under the Library 
Records ConfidenTality Act, and also contains images that are not exempt, the Library shall adempt to redact the 
exempt images and make the remaining images available for inspecTon or copying. Only authorized employees 
cdan view and/or export video footage. No unauthorized recording of video footage through cell phones, portable 
devices, or any other means is permided. Any Library employee who becomes aware of unauthorized disclose of a 
video recording and/or a potenTal privacy breach has a responsibility to immediately inform the Library Director of 
the breach.  

Recordings shall be kept for approximately 30 days with the excepTon of appropriate sTll shots or selected porTons 
of the recorded data relaTng to specific incidents. The lader shall be retained for one year afer the incident or unTl 
such Tme as any legal maders pertaining to the recording have been resolved. The storage medial shall be kept in a 
secure area. In situaTons involving banned patrons, stored sTll images may be shared with staff library-wide.  

Video surveillance records are not to be used directly or indirectly to idenTfy the acTviTes of individual Library 
patrons except  as viewed in relaTon to a specific event or suspected criminal acTvity, suspected violaTon of Library 
policy or incidents where there is reasonable basis to believe a claim may be made against the Library for civil 
liability. Authorized individuals may use a sTll shot or selected porTons of recorded data to request law 
enforcement review for assessing the security risk of specific individual or for invesTgaTng a crime on Library 
property. Law enforcement officials or agencies may be provided access to the recorded data pursuant to a 
subpoena, court order or as permided by law. Recorded data will be accorded the same level of confidenTality and 
protecTon provided to Library users by Illinois state law and the Library’s policies.  
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A copy of this policy will be shared with any patron or staff member upon request. The policy is posted on the River 
Valley District Library’s official website. The Library disclaims any liability for use of the video data in accordance 
with the terms of this policy, given that the Library is a public facility and the security cameras shall be limited to 
those areas where patrons and/or staff have no reasonable expectaTon of privacy.  
 
Any individuals using the Library shall be held responsible for willful or accidental damage to the Library’s building 
and collecTons caused by the individual in accordance with the River Valley District Library Rules of Conduct.  

Approved 12/2019 
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Financial Policies 
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Budget Policy 

The River Valley District Library has a board-approved wriden budget. This budget is developed annually as a 
cooperaTve process between the board’s finance commidee, the library director, and addiTonal staff members 
with responsibility for budgetary elements. Each year, the Board of Trustees determines if the library’s revenues are 
adequate to meet the needs of the community. If the revenues are not adequate to meet the needs of the 
community, the Board of Trustees takes acTon to increase the library’s revenue. 

On a monthly basis, the library director presents wriden reports on library operaTons to the Board of Trustees. 
These reports include such areas as finance, library usage, maders of personnel, collecTon development, and 
programming in addiTon to any other relevant and perTnent informaTon.  

The library maintains adequate records of library operaTons in a manner easily understood by the public as well as 
the Board of Trustees and library director. This record of library operaTons is presented at each Board of Trustees 
monthly meeTng and clearly indicates the financial posiTon of the library. IN addiTon to the general financial 
poTon of the library, this record clearly indicates the current posiTon of each budgetary line item including budged 
amount, receipts, monthly and year to date expenditures and remaining budget.  

Revised 10/16/17 
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Fund Balance Policy 

This policy has been adopted by the River Valley District Library’s Board of Library Trustees to address the 
implicaTons of Governmental AccounTng Standards Board (GASB) Statement No. 54. The policy is created in 
consideraTon of unanTcipated events that could adversely affect the financial condiTon of the Library and 
jeopardize the conTnuaTon of public services. This policy will ensure that the Library maintains adequate fund 
balances and reserves in order to: 

• Provide sufficient cash flow for daily financial needs; 

• Offset significant economic downturns or revenue shorwalls; 

• Provide funds for unseen expenditures related to emergencies; and  

• Secure and maintain investment grade bond raTngs.  

The following definiTons of fund types will be used in reporTng governmental fund acTvity. The Library may or may 
not report all fund types in any given reporTng period based on actual circumstances and acTvity.  

General Fund – used to account for all financial resources not accounted for and reported in another fund.  

Special Revenue Fund – used to account and report the proceeds of specific revenue sources that are restricted or 
commided to expenditures for specific purposes other than debt service or capital projects.  

Debt Service Fund – used to account for all financial resources restricted, commided, or assigned to expenditure for 
principal and interest.  

Capital Projects Fund – used to account for all financial resources restricted, commided, or assigned to 
expenditures for the acquisiTon or construcTon of capital assets.  

Permanent Funds – used to account for resources restricted to the extent that only earnings, and not principal, may 
be used for purposes that support the Library’s objecTves.  

The following categories will be used to report governmental fund balances in accordance with the definiTons 
provided by GASB Statement No. 54: 

Non-Spendable fund balance – amounts that cannot be spent because they are either not in a spendable form or 
are legally contractually required to be maintained intact. ClassificaTon of non-spendable amounts will be 
determined before all other classificaTons and consist of the following:  
  

• The Library will maintain a fund balance equal to the balance of any long term outstanding balances due 
from others;  

• The Library will maintain a fund balance equal to the value of inventory balances and prepaid items unless 
those items are offset with liabiliTes and actually result in fund balance;  

• The Library will maintain a fund balance equal to the principal of any permanent funds that are legally or 
contractually required to be maintained intact; and  

• The Library will maintain a fund balance equal to the balance of any land or other nonfinancial assets held 
for sale. 

Restricted fund balance – amounts that can be spent only for specific purposes sTpulated by the consTtuTon, 
external resource providers, or through enabling legislaTon.  
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CommiDed fund balance – amounts that can be used only for the specific purposes determined by a formal 
acTon of the RVDL Board. (Authority to Commit: a majority vote is required to approve a commitment and 
two-thirds majority vote is required to remove a commitment). 

Assigned fund balance – amounts intended to be sued by the Library for specific purposes, but do not meet 
the criteria needed to be classified as restricted or commided. In governmental funds, other than the General 
Fund, the assigned fund balance represents the remaining amount that is not restricted or commided. 
(Authority to Assign: the RVDL Board delegates to the Finance Director the authority to assign amounts to be 
used for specific purposes. Such assignments cannot exceed the available [spendable, unrestricted, 
uncommided] fund balance in any parTcular fund.) 

Unassigned fund balance – is the residual classificaTon for the Library’s General Fund and includes all 
spendable amounts not included in the other classificaTons. In other funds, the unassigned classificaTon is 
used to report a deficit balance from overspending amounts that have been designated as restricted, 
commided, or assigned.  

The following guidelines address the classificaTon and use of fund balance in governmental funds: 

Classifying fund balance amounts – Fund balance classificaTons indicate the nature of the net resources that 
are reported in a governmental fund. An individual governmental fund may include non-spendable resources 
and amounts that are restricted, commided, or assigned, or any combinaTon thereof. The General Fund may 
also include an unassigned amount.  

Encumbrance repor9ng – Encumbering amounts for specific purposes for which resources have already been 
restricted, commided, or assigned should not result in separate display of encumbered amounts. Encumbered 
amounts not previously restricted, commided, or assigned, will be classified as commided or assigned based 
on the definiTons and criteria set forth in GASB Statement No. 54.  

Priori9za9on of fund balance use – When an expenditure is incurred, when both restricted and unrestricted 
(commided, assigned, or unassigned) amounts are available it will be the policy of the Library to consider 
restricted amounts to have been reduced first. If an expenditure is made that is applicable to any of the 
unrestricted fund balance classificaTons, it will be the policy of the Library to reduce commided amounts first, 
followed by assigned amounts, and then un assigned amounts.  

Minimum unassigned fund balance – The Board has designated a minimum unassigned fund balance for the 
Library’s General Fund of 15-20 percent of the subsequent year’s budget. This minimum fund balance is to 
protect against cash flow shorwalls related to Tming of projected revenue receipts and to maintain a budget 
stabilizaTon commitment. The Director and Finance Director will provide a report of the fund balance as part 
of sexng the annual budget, approving budget adjustments, or as requested.  

Adopted 10/16/17 

 87



River Valley District Policy Manual   

Credit Card Policy 

The River Valley District Library maintains credit cards for library-related purposes only.  

The purpose of the credit cards is to facilitate purchases for the library with vendors that do not invoice or 
where it is not possible or pracTcal to establish a store account. The credit cards will provide a convenience to 
authorized users by minimizing the need to place authorized purchases on personal credit cards, while 
maintaining accountability for the library.  

Responsibility – The Library Director will be responsible for issuance of cards, account monitoring, retrieval of 
cards and compliance of credit card policy. Authorized users shall be responsible for the credit card’s use, and 
shall not allow the card to be used by anyone else or for any unauthorized purchases.  

Only staff members designated by the Library Director are permided to charge or receive cards.  

The Director shall review the credit card bill each month and accompanying paperwork. Any discrepancies shall 
be reported to the Board of Trustees.  

No tax or taxes shall be paid on any purchases. If in rare instances a purchase must be made with tax, 
substanTal raTonale must be submided and the Director must give prior approval.  

If the card is lost or stolen, the card issuer must be noTfied immediately. This loss must also be reported to the 
River Valley District Library Board of Trustees.  

Usage - The Library Director is responsible for all cards and must authorize each use. All receipts for purchases 
made with the card must be dated, itemized, signed, and turned in to the Director at the first available 
opportunity following the use of the card.  

The credit cards may be used to purchase goods for the Library such as:  

• Programming supplies or fees 
• OperaTng supplies or fees  
• Workshop supplies 
• CollecTon materials 

Adopted 9/19/16, Revised 2/20/17, Revised 10/16/17 
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PeXy Cash 

The River Valley District Library will maintain a pedy cash fund. This fund is to be used only when it is necessary to 
pay for goods or services by someone who cannot take a check, reimburse patrons for fine related issues and to 
provide an adequate amount of change for the cash register. A pedy cash voucher is completed for each 
transacTon and must contain the following informaTon:  

• Date 
• Amount 
• Purpose 
• Signature of person who disbursed the pedy cash 
• Signature of person receiving the pedy cash  

A disbursement of pedy cash will be made only upon submission of an original vendor receipt. Pedy cash 
disbursements are limited to $25.00.  

Total pedy cash funds do not exceed $137.50, except where more funds are needed for change at programming 
events. When funds drop below $50.00 the Library Director may replenish the account by compleTng a requisiTon 
form for a check wriden to the River Valley District Library. AlternaTvely, pedy cash may be replenished by 
deposiTng some cash into the pedy cash account that would otherwise be deposited into the River Valley District 
Library bank account. Full documentaTon for this deposit should be retained and a monthly accounTng of Pedy 
cash account shall be included in the monthly financial folder.  

Pedy cash can be disbursed only with the approval of the Library Director. Actual funds are managed and kept in 
the locked, fire-resistant box in the safe in the Director’s office.  

The pedy cash account is reconciled by the Director prior to replenishment and at least weekly.  

Adopted 9/19/16, Reviewed 10/16/17 
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Investment of Public Funds 

Purpose – The purpose of this policy statement is to outline the responsibiliTes, general objecTves, and specific 
guidelines for management of public fund by the River Valley District Library. It’s scope is all public funds of the 
Library.  

Responsibili<es – All investment policies and procedures of the River Valley District Library will be in accordance 
with Illinois Law. The authority of the Board of Library Trustees to control and invest public funds is defined in 
Illinois Public Funds Investment Act and the investments permided are described therein. AdministraTon and 
execuTon of these policies are the responsibility of the Treasurer who is hereby designated as the “chief 
investment officer” of the library acTng under the authority of the Library Board of Trustees.  

Delega<on of Authority – Management and administraTve responsibility for the investment program is hereby 
delegated to the Chief Investment Officer. The Chief Investment Officer, and by designaTon, the Library Director, is 
responsible for establishing internal controls and wriden procedures for the operaTon of the investment program.  

“Prudent Person” Standard – All Library investment acTviTes shall use a “prudent person” standard care. This 
standard shall be applied in the context of managing an overall porwolio and specifies that investments shall be 
made with judgement and care, under circumstances then prevailing, which persons of prudence, discreTon and 
intelligence exercise in the management of their own affairs, not for speculaTon, but for investment, considering 
the probable safety of their capital, as well as the probable income to be derived. Investment officers, acTng in 
accordance with the Policy and the wriden procedures of the Library, and exercising due diligence, shall be 
delivered of personal responsibility for a security’s credit risk or market price/value changes, provided deviaTons 
from expectaTons are reported in a Tmely fashion and appropriate acTon is taken to control adverse 
developments.  

Objec<ves – In selecTng financial insTtuTons and investment instruments to be used, the following general 
objecTves should be considered in the priority listed:  

• Legality (conforming with all legal requirements) 
• Safety (preserving capital and including diversificaTon appropriate to the nature and amount of the funds) 
• Liquidity (maintaining sufficient liquidity to meet current obligaTons and those reasonable to be 

anTcipated) 
• Yield (adending a market rate of return on investments) 
• Simplicity of management 

Guidelines – the following guidelines should be used to meet the general investment objecTves:  

• Legality and Safety:  
• Investments will be made only in securiTes guaranteed by the U.S government, or in FDIC or 

FSLIC insured insTtuTons. Deposit accounts in banks or savings and loan insTtuTons will not 
exceed the amount insured by FDIC or FSLIC coverage (unless adequately collateralized pursuant 
to RegulaTons of the Federal Reserve regarding custody and safekeeping of collateral).  

• Authorized investments include and will primarily consist of: CerTficates of Deposit, Treasury Bills 
and other securiTes guaranteed by the U.S. Government, parTcipaTon in the State of Illinois 
Public Treasurer’s Investment Pool, and any other investments allowed under State law that 
saTsfy the investment objecTves of the library district.  

• Liquidity: 
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• In general, investments should be managed to meet liquidity needs for the current month plus 
one month (based on forecasted needs) and any reasonably anTcipated special needs.  

• Yield-Return on Investment:  
• Within the constraints on Illinois law and this investment policy, every effort should be made to 

maximize return on investments made. All available funds will be placed in investments or kept in 
interest bearing deposit accounts at all Tmes.  

• Simplicity of Management 
• The Tme required by library administraTve staff to manage investments shall be kept to a 

minimum.  
Repor<ng – Investments, fund balances and the status of such accounts will be reported at each regularly 
scheduled meeTng of the Library Board and at least quarterly include informaTon regarding securiTes in the 
porwolio 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 modificaTons and report to the Board on the 
investment porwolio, its effecTveness in meeTng the Library’s need for safety, liquidity, rate of return, 
diversificaTon and general performance. These reports will be available to the general public upon request.  

Internal Controls – In addiTon to these guidelines, the Chief Investment Officer shall establish a system of internal 
controls and wriden operaTonal procedures designed to prevent loss, thef or misuse of funds.  

Authorized Financial Dealers and Ins<tu<ons – Any investment advisors, money managers and financial 
insTtuTons shall be considered an authorized only by the acTon of the Board of Library Trustees upon the 
commendaTon of the Chief Investment Officer. The Chief Investment Officer will maintain a list of financial dealers 
and insTtuTons authorized to provide investment services.  

Conflicts of Interest – Officers and employees involved in the investment process shall refrain from personal 
business acTviTes that might conflict with the proper execuTon and management of this investment program, or 
that could impair their ability to make imparTal decisions, or that could give the appearance of impropriety.  

Revised 08/09, Reviewed 10/16/17 
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Authority to Spend 

The Library Director of the River Valley District Library is authorized to spend up $1500.00 on any single item 
without prior board approval.  

The River Valley District Library may spend in excess of $10,000.000 only afer compleTng the formal bid process as 
described in Illinois Law. 

In case of extreme emergency, the Director of River Valley District Library may spend $100.00 in addiTon to 
$1500.00 with the approval of any two library board members so long as the amount does not exceed the 
threshold requiring a formal bidding process.  

Revised 10/16/17 
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Freedom of Informa8on Act 

The mission statement of the River Valley District Library is to improve and enrich the lives of our users through 
informaTon, educaTon, and recreaTon.  

The River Valley District Library is located at 214 S Main Street, Port Byron, IL 61275.  

A copy of the annual operaTng budget is available to view. Funding sources are property and personal property 
replacement taxes, state and federal grants, fines, fees, and donaTons. Tax levies are:  

• Corporate (for general operaTng expenditures) 
• Social Security (provides for employee’s FICA costs and related expenses) 
• Audit (for annual audit and related expenses) 
• Maintenance (for maintaining the building and equipment) 
• Illinois Municipal ReTrement Fund (IMRF) 
• Worker’s CompensaTon 
• Unemployment Insurance 
• Insurance Liability (for insurance premiums, risk management, adorney’s fees and related expenses, 

unemployment and worker’s compensaTon insurance) 
The River Valley District Library Board of Library Trustees exercises control over Library policies and procedures. 
They meet the 3rd Monday of the month at 5:30PM in the Library, except in December. (See Trustee Page for list of 
current Trustee members) 

The Illinois State Library and Illinois Secretary of State’s Office exercise control over the Library’s operaTons.  
To request informaTon and records available to the public:  
1. Use the Freedom of InformaTon Request Form.  
2. Direct the request to: the Library Director, FOIA officer;  
3. Specify the records requested for inspecTon or copying and which, if any, require cerTficaTon.  
4. Pay $.50/page for copied and $1.00/page for cerTfied records.  

The Library will respond to a wriden request within seven (7) working days or sooner if possible. An extension of an 
addiTonal seven (7) working days may be necessary to properly respond.  

Records may be inspected or copied. If inspected, an employee must be present throughout the inspecTon.  

An appeal of the decision of the FOIA officer may be made to the Board of Library Trustees.  

Records are available at the River Valley District Library from 9:00AM to 4:00PM, Monday through Friday.  

Certain types of informaTon are exempt from inspecTon or copying. However, the following records are maintained 
under the Library’s control and available to the public:  

• Monthly Financial Statements 
• Annual Receipts and Disbursements Reports 
• Budget and AppropriaTon Ordinances 
• Levy Ordinances 
• Annual Audits and Reviews 
• Minutes of the Board of Library Trustees 
• Library Policies 
• Annual Reports to the Illinois State Library  
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Revised 08/12, Revised 07/13, Revised 04/25/16, Revised 11/20/17 

Freedom of Informa8on Request Form 

Request Date: ________________________________ 

Requestor’s Name (or business if applicable):  

_____________________________________________________________________________________________ 

Street Address: _________________________________________________________________________________ 

City: _____________________________________________ State: _________________ Zip: __________________ 

Phone: ________________________________________ Alt. Phone: _____________________________________ 

DescripTon of Records Requested: 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

    
InspecTon Only: _________________Copy Records: __________________CerTfy Records: ___________________ 

Revised 08/12, Revised 07/13, Revised 04/25/16, Revised 11/20/17 
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For Library Use Only  

☐ The documents requested are enclosed.  

☐ The documents will be made available upon payment of copying or cerTficaTon cost of  

$______________________. 

☐          You may inspect the records at _____________________________________________________________  

               on the date of __________________________________________________________________________. 

☐ The request creates an undue burden on the public body in accordance with SecTon 3(f) of the Freedom 
of InformaTon Act, and we are unable to negoTate a more reasonable request.  

☐ The materials requested are exempt under SecTon 7 _____________ of the Freedom of InformaTon Act 
for the following reasons: 
______________________________________________________________________________________ 

 ______________________________________________________________________________________ 

 Individual(s) that determined denial is/are:  

 ______________________________________________________________________________________ 

☐ Request delayed for the following reasons (in accordance with 3(d) of the 

FOIA:__________________________________________________________________________________ 

 ______________________________________________________________________. You will noTfied by  

 the date of _________________ as to the acTon taken on your request.  

The informa;on required by this form is MANDATORY in order to comply with 5 ILCS 140/1. Failure to so provide 

may result in the request not being processed.  

FIOA officer ___________________________________________Date of Reply_____________________ 
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Record Reten8on and Disposal 

The River Valley District Library retains records in accordance with direcTves from the Local Records Unit/Record 
Management SecTon/Illinois State Archives/Springfield, IL 61276. (217.782.7075) 

Review schedule: December/January Yearly 

Reviewed 11/20/18 
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Volunteer Policy 

The River Valley District Library welcomes members of the community serving as volunteers. Volunteers are subject 
to background checks when they apply. The services volunteers perform are valued and valuable. Volunteer 
acTviTes are governed by the following guidelines” 

• A volunteer represents the Library to the community while acTvely serving as a volunteer.  
• A volunteer is expected to follow approved policies and procedures of the Library during the Tme of 

volunteering withing the Library building and at the library events elsewhere. 
• The Library may decide to disconTnue or change a volunteer’s service assignment if it is determined that 

the assignment is no longer beneficial.  
• The Library cannot guarantee any specific amount of hours for individual volunteers.  
• Preference for most volunteer acTviTes is given to local students who must fulfill school requirements.  
• The Library will not accept any court-ordered volunteers who have commided crimes involving thef, 

assault, or danger to children or other felonies.  

The River Valley District Library welcomes volunteers, but will not provide any compensaTon besides a leder of 
acknowledgement of service. Volunteers will be asked to check in before beginning work so that hours can be 
accurately logged.  

The River Valley District Library recognizes and appreciates the hard work and unique talents of the volunteers of 
the community offer to the River Valley District Library throughout the year. The River Valley District Library also 
recognizes the risk of injury which can be a part of every acTvity. For that reason, the Board of Trustees of the River 
Valley District Library carries the necessary insurance of Trustees as a part of a formal program of volunteerism. 
This coverage is provided to the same level as accidental injury coverage is provided to employees of the library.  

Revised 11/20/18 
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Friends of the Library 

The Board of Library Trustees of the River Valley District Library looks upon the establishment of the Friends of the 
River Valley District Library as a worthwhile community endeavor which will benefit the library.  

Complete advance informaTon regarding all Friends of the Library projects shall be provided to the Library Director 
and the Board of Library Trustees of the River Valley District Library. The Board of Library Trustees acknowledges 
that it does not supervise the acTviTes of the Friends of the Library, but the Board reserves the right not to 
parTcipate in any Friends projects in which the Board does not believe the best interest of the library is being 
served.  

The Board of Library Trustees acknowledges that the Friends of the Library is an organizaTon separate and apart 
from the River Valley District Library and that the Friends of the Library has its own Board and its own goals and 
purposes.  

Friends of the River Valley District Library is disTnct and separate from the Library, and neither the Friends of the 
Library as an organizaTon nor any members or parTcipants thereof may assume any liability or take or authorize 
any act on behalf of the River Valley District Library.  

Because Friends of the River Valley District library is an organizaTon comprised solely of volunteers disTnct and 
separate from Library personnel, no Library personnel shall perform any duty or take any act on behalf of the 
Friends of the Library, except Library staff members may act in an advisory capacity for Friends acTviTes.  

OperaTng expenses of the River Valley District Library are provided through allocaTon of tax monies which are 
audited by and independent auditor. Friends funds and Library finds shall not be commingled or integrated, except 
that gifs from Friends may be accepted by the Library; whereupon, said gifs shall become solely the funds of the 
Library but shall be expended for the specific purpose for which the gif or donaTon has been made by the Friends. 
In the event the River Valley District Library becomes the custodian of any Friends funds, those funds shall be kept 
in a separate “funds” for audit and bookkeeping purposes.  

Complete and advance informaTon regarding all Friends of the River Valley District Library public relaTons 
programs on behalf of the River Valley District Library shall be provided to the Library Director and the Board of 
Library Trustees of the River Valley District Library. The Board of Library Trustees acknowledges that it does not 
supervise the public relaTon programs of the Friends of the Library, but the Board does not reserve the right not to 
parTcipate in any public relaTons project or program in which the Board does not believe the best interest of the 
Library is being served. Public relaTons programs adopted by Friends shall not be part of the budget of or funded 
by the River Valley District Library.  
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Gi[/Dona8on/Memorial Policy 

General – The River Valley District Library is grateful for gifs, and its collecTon has been enriched by donaTons of 
materials as well as contribuTons. Through donors, the library has been able to acquire materials which could not 
have been purchased otherwise. The library staff can supply, upon request, a list of needed materials for 
consideraTon by the donor.  

Dona<on of Books and Audio Visual Materials – In accepTng a gif of materials the library reserves the privilege of 
deciding whether items donated should be added to the collecTon. Out of the many books and other materials 
which ciTzens so generously give, a considerable porTon can be used. Some cannot, because any library material, 
though of value itself, maybe;  

1. A duplicate of any item of which the library already has sufficient number 
2. Outdated – interesTng but not of sufficient present reference or circulaTng value to the library 
3. In poor condiTon – which would not jusTfy the expense of processing it, i.e. cataloging and 

preparing it for circulaTon 

The material would be judged by the same standards of selecTon as those applied to the purchase of new 
materials. The River Valley District Library accepts gif books with the understanding that books which are useful to 
the library collecTon will be retained, and other books disposed of in whatever manner the librarian deems best. 
The Library necessarily reserves the right to interfile gifs with other collecTons on the same subject, so that all 
collecTons are organized and classified according to library standards for the best public service.  

GiW Book Programs – The Library welcomes monetary contribuTons specifically for book purchases in memorial to 
or honor of named individuals. In order that the Library can properly honor the generosity a special form to record 
the informaTon is used and should be completed.  

Dona<on of Art Objects and Other Types of Materials – Although such gifs are usually welcomed and valued, final 
decision on their acceptance rests with the Library Director and the Board of Library Trustees.  

Dona<on – Other e.g. Monetary – The Library welcomes cash contribuTons gifs of real property, stocks and 
bonds. It is our custom to expend cash gifs on materials, equipment, or a project which is acceptable to the donor. 
Although it is unlikely, there may be an occasion in which the restricTons set by the donor make it impossible for 
the library to accept the contribuTon. All donaTons are subject to the approval of the Library Director with the 
backing of the Board of Library Trustees.  

Recogni<on of GiWs – For memorial books to the library, the library may place within the book the name of the 
donor if desired.  

Use of GiWs – All gifs are accepted with the understanding that it may someday be necessary that they be sold or 
disposed of in the best interest of the library. The Library cannot commit itself to perpetually housing a donaTon.  

Income Tax Statements – The library cannot appraise the value of a donaTon of materials or art. It will, however, 
issue the donor a leder acknowledging the donaTon. It is the donor’s decision whether he or she will determine 
the value of the donaTon or uTlize an independent appraiser. While gifs to the Library as governmental unit 
qualify as tax deducTble, the donor will have to consider the parTcular circumstances of his or her situaTon for the 
specific effect.  
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Restric<ons – No donaTon can be accepted unless it is given to the library without restricTons unless the Board of 
Library Trustees has specifically adopted an agreement to do so. All gifs may be used, sold or disposed of in the 
best interest of the Library. All donaTons are accepted only if in the opinion of the Library Director and the Board of 
Library Trustees they are in the best interest of the Library.  

Form – A Gif Agreement Form (for materials other than used items) must be signed by the donor and approved by 
the Library Director for unrestricted gifs and the Board of Library Trustees for restricted gifs.  

Revised 08/09, Revised 11/20/17 
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Gi[ Book Program 

I/we would like to contribute $_________________________________ for a book to be placed in the library as a 

memorial for:_______________________________________________________________ or in honor 

of:________________________________________________________________________ 

On the occasion of (check box below): 

 ☐ Birthday  
 ☐ Wedding Anniversary 
 ☐ GraduaTon  
 ☐ Other (specify)____________________________________________________________ 

The subject mader we prefer for this book is (please specify if you have a preference) 

_____________________________________________________________________________________________

_____________________________________________________________________________ 

The Library will noTfy the following person that this donaTon has been added to the Library’s collecTon in memory 

of, or honoring the above menToned. In the space provided, please indicate the relaTonship between the honoree 

and the person to be noTfied of the donaTon. 

RelaTonship:__________________________________________________________________________ Name of 

person to be noTfied:____________________________________________________________ 

Phone:__________________________________Address:______________________________________   

_____________________________________________________________________________________ 

Please make checks payable to the River Valley District Library  

Upon compleTon of the form, return the Library Director.  

Revised 08/09 
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Gi[ Agreement Form 

Donor Name:______________________________________________Date:________________________ 

Address:______________________________________________________________________________________

_____________________________________________________________________________  

DescripTon of donated material(s): 

_____________________________________________________________________________________________

_____________________________________________________________________________ 

InformaTon concerning the material or donor which would be helpful in organizing and cataloging this material: 

_____________________________________________________________________________________________

_____________________________________________________________________________ 

This Gif Agreement transfers legal Ttle of the gif to the River Valley District Library.  

 ☐ Unrestricted Gif 

 ☐ RestricTons (specify if any): 

_____________________________________________________________________________________________

_____________________________________________________________________________ 

I have read the gif policy provisions of the River Valley District Library and agree that they are acceptable.  

Donor Signature:_________________________________________________Date:__________________ Director 

Signature:________________________________________________Date:_________________ Library Board of 

Trustees President 

Signature:_______________________________________________________Date:_________________ 

Revised 08/09 
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Monetary Gi[ Form 

Donor Name:____________________________________________________Date:_________________________ 

Address:______________________________________________________________________________________

_____________________________________________________________________________________________ 

Monetary Amount Given:________________________________________________________________________ 

For the purposes of IRS reporTng, this form may serve as our acknowledgement of your generous contribuTon to 
the River Valley District Library and that no goods or services were given to you in exchange for your donaTon.  

I have read the gif policy provisions of the River Valley District Library and agree that they are acceptable.  

Donor Signature             Date 

Accepted for the Library by            Date 

Library Director Signature            Date 

President of the Board of Trustees Signature          Date 

Secretary of the Library Board Signature           Date 

Approved 8/19/09, Revised 08/09 
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Prohibited Gi[s Policy 

General Policy – It is the policy of the River Valley District Library to comply with the States Gif Ban Act through 
the promulgaTon of the policy. Neither the Open MeeTngs Act no the Freedom of InformaTon Act of Illinois, or any 
policies of this Library in furtherance of those Acts, shall be applicable to proceedings, meeTngs or documents 
involved here, which are exempt therefrom.  

Exemp<on – Due to the high cost of compliance for uncompensated and non-salaried, appointed and/or elected 
members of the Board of Library Trustees, and given that the experience of gifs of any kind or value to them is 
virtually non-existent and certainly has not been a source of improper acTon, influence, or effect in this Library or 
any Public Libraries in Illinois, it is the Policy to exempt all non-salaried appointed or elected officials of the Library 
from this policy and the State Act, as permided by that Act.  

Defini<ons – The term “gif,” “prohibited source,” and “employee,” whether used in the singular or plural form and 
as used in this Policy, have the meaning as defined by the State’s Gif Ban Act.  

Prohibited GiWs – The solicitaTon and acceptance of any “gifs” from any “prohibited source” are banned and 
prohibited for all Library employees.  

Excep<onal GiWs – The restricTons in the foregoing secTon do not apply to the following:  

1. Anything for which the employee pays market value or anything not used and promptly returned to the 
donor or given to an appropriate charity; 

2. A contribuTon, lawfully made under the ElecTon Code or adendance at a fundraising event sponsored by 
a poliTcal organizaTon; 

3. A gif from a relaTve as defined in the State Act; 
4. Anything provided by an individual on the basis of personal friendship, unless there is reason to believe 

that under the circumstances the gif was provided because of the employee’s posiTon and not because of 
personal friendship; 

5. A commercially reasonable loan evidenced in wriTng with repayment due by a date certain made in the 
ordinary course of the lender’s business;  

6. Payments to a legal defense fund established for the employee that is otherwise lawfully made;  
7. Intra-office and inter-office gifs, meaning any gifs from an employee of the library to an employee of the 

Library; 
8. Food, refreshments, lodging, transportaTon and other benefits resulTng from outside business or 

employment acTviTes if they have not been enhanced by the posiTon of employment with the Library and 
are customarily provided to others in similar circumstances or in connecTon with bona fide employment 
discussions by a prospecTve employer, or provided in connecTon with a fundraising or campaign event 
sponsored by the organizaTon;  

9. Pension and other benefits resulTng from conTnued parTcipaTon in an employee welfare and benefits 
plan maintained by a former employer;  

10. InformaTonal materials sent to the employee in the form of books, arTcles, periodicals, other wriden 
materials, audio tapes, or other forms of communicaTons;  

11. Awards or prizes that are given to compeTtors in contests or events open to the public, including random 
drawings;  

12. Honorary degrees (and associated travel, food, refreshments, and entertainment provided in the 
presentaTon of degrees and awards) 
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13. Training (including food and refreshments furnished to all adendees as an integral part of the training) if 
the training is in the interest of the Library; 

14. EducaTonal missions, including meeTngs with governmental officials intended to educate them on maders 
of public policy;  

15. Bequests, inheritances, and other transfers at death; 
16. Anything that is paid for by the federal government, the State or the Library, or secured by the 

government under a government contract;  
17. A gif of personal hospitality of an individual other than a registered lobbyist or foreign principal, including 

hospitality extended for a non-business purpose by an individual at their personal residence or faciliTes 
owned by that individual or the individual’s family; 

18. Free adendance at a widely adended event permided under SubsecTon 24 below;  
19. OpportuniTes and benefits that are available to the public or to all employees whether or not 

geographically restricted, offered to a class of members which is unrelated to employment or official 
posiTons, offered to members such as an employees’ associaTon or credit union, or offered to a group 
that is non defined in a manner that specially discriminates on the basis of branch of government or type 
of responsibility or on the basis that favors those of higher rank or pay in the form of loans on terms 
generally available to the public or in the form of reduced membership or other fees for parTcipaTon in 
organizaTon acTviTes offered to all government employees; 

20. A plaque, trophy, or other item that is substanTally commemoraTve in nature and that is extended for 
presentaTon; 

21. Golf or tennis, food or refreshments of nominal value, and catered food or refreshments, meals or 
beverages consumed on the premises from which they were purchased;  

22. DonaTon of products from an Illinois company that are intended for promoTonal purposes and are of 
minimal value; 

23. An item of nominal value, such as a greeTng card, baseball cap, or T-shirt;  
24. Adendance at events. An employee may accept an offer of free adendance at a widely adended 

convenTon, conference, symposium, forum, panel discussion, dinner, viewing, recepTon, or similar event 
provided by the sponsor of the event if the employee parTcipates as a speaker or panel parTcipant or 
preforms a ceremonial funcTon appropriate to their employment of posiTon, or adendance at the event is 
appropriate to the performance of civic affairs in Illinois or the official duTes of the employee. The 
acceptance of a sponsor’s unsolicited off of free adendance at such an event may include and 
accompanying individual. An employee may accept a sponsor’s unsolicited offer of free adendance at a 
charity event, except reimbursement for transportaTon, food, refreshments, entertainment, and 
instrucTon materials but does not include entertainment collateral to the even or food or refreshments 
taken other than in the group sexng with substanTally all of the adendees, except as permided under 
SubsecTon 21 above.  

Enforcement – An employee who violates this policy shall be subject to terminaTon or other discipline, including 
but not limited to suspension (with or without compensaTon) of employment for the stated term, a requirement to 
reimburse, return, or turn over any prohibited gifs as directed by the Board of Library Trustees.  

Ethics Officer – The President of the Board of Library Trustees shall designate an Ethics Officer for the Library who 
shall provide guidance to members, officers, and employees in the interpretaTon and implementaTon of State Gif 
Ban Act.  

Revised 08/09
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