


7.  Library Photo and Video ACTION
9. Recommendations
A. The Policy Committee makes the following recommendations to the Board of
Library Trustees for its November 25, 2024 meeting;:

10. Adjournment Frank Fokta, Chairman

Committee: Fokta, Bloom, Grotto; Ex Officio: Weninger






8. New Business

A. Policy Review

1.

Public Comment
Frank moved to recontmend to the board the public comment policy as presented, seconded by
Richard. The vote to recommend was unanirmons. Motion carried.

Exhibits, Displays, and Artwork
Frank moved to recontinend to the board the exhibits, displays, and artwork policy as
presented, seconded by Richard. The vote to recommend was unanimous. Motion carried.

Policy Audit and Review Procedures

Frank nioved to recommend to the board the policy audit and review procedures as presented,
seconded by Richard. Discussion included minor verbiage changes for clarification, The
iotion was amended by Frank and seconded by Richard to recommend to the board the policy
audit and review procedures as amended. The vote to recontmend was unanimous. Motion
carried.

Service to Patrons with Disabilities
Frank nioved to recomntend to the board the service to patrons with disabilities policy as
presented, seconded by Richard. The vote to recontmend was unanimous. Motion carried.

Display or Distribution of Notices, Pamphlets, or Other Printed Materials
Frank nioved fo recommend to the board the display or distribution of notices, pamphlets, or
other printed materials policy as presented, seconded by Richard. Discussion included one
minor verbiage change for clarification. The motion was amended by Frank and seconded by
Richard to reconimend to the board the display or distribution of notices, pamphlets, or other
printed materials policy as amended. The vote to recommend was unaniimouns. Motion
carried.

9. Recommendations
A. The Policy Committee makes the following recommendations to the Board of Library
Trustees for its September 23, 2024 meeting:

i
ii.
iii.
iv.
v,
vi.

Freedont of Informnation Act Policy, as presented

Public Connment Policy, as presented

Exhibits, Displays, and Artwork policy, as presented

Policy Audit and Review Procedures, as amended

Service to Patrons with Disabilities, as presented

Display or Distribution of Notices, Pamphlets, or other Printed Materials, as amended

10, Adjournment Frank Fokta, Chairman
Chairman Fokta adjourned the meeting at 6:25 p.m.

Committee: Fokta, Bloom, Grotto; Ex Officio: Weninger















Lo~ O o R W N —

el . L B R VS R VAR VLR VA RS RV R RV S S S IR S S R S S S S e el e e e
Wor—R, O Wwoe 9 b WhNeEOSWOWEe I bW = O O oo~ W= O W

WEST CHICAGO PUBLIC LIBRARY DISTRICT

GIFTS AND DONATIONS POLICY

Policy

The West Chicago Public Library District is grateful for gifts. No donation can be accepted unless it
is given to the library without restrictions. All donations are subject to the approval of the Library
Director with the support of the Board of Library Trustees.

A Gift Agreement Form must be signed by the donor and approved by the Library Director for
unrestricted gifts and the Board of Library Trustees for restricted gifts. If a donation is to be used
as a memorial, the donor must complete a Gift Materials Form,

Procedures

1. Library Material
The inclusion of donated materials is guided by the same selection principles and criteria
applied to the selection of items for purchase. Materials will be deposited in the book sale
or discarded.

2. Memorial Materials
Monetary contributions specifically for material purchases in memorial to or in honor of
named individuals are welcomed. These materials may be processed to include book
plates acknowledging the individual memorialized and the donor.

3. Real Property
The Library may accept ownership of real property in accordance with the terms or
conditions agreed upon by the Board of Library Trustees and the donor. Real property
donations deemed no longer needed for Library purposes may be sold or disposed of
pursuant to illinois law and/or the Library District Act of 1991 (75 ILCS 16/et seq.).

4. Monetary
The Library welcomes cash contributions, and gifts of stocks and bonds.

5. Receipts and Appraisals
The Library does not assign a monetary value to donations and the appraisal of a gift to The
Library for tax purposes is the responsibility of the donor; the donor benefits from the tax
deduction. The Library will furnish appropriate acknowledgement for donations upon
request, either in the form of a receipt for cash, or a letter for material.

Revision approved by Board of Library Trustees: August 23, 2004
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Approved by the Board of Library Trustees: September 24, 2007;
Approved by Board of Library Trustees: April 25,2011

Approved by Board of Library Trustees: August 25, 2014
Approved by Board of Library Trustees: July 24, 2017

Revision Approved by Board of Library Trustees: August 23, 2021
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DONOR RECEIPT
Please make checks payable to the West Chicago Public Library District

Date

Name

Addrass

City

State and Zip Code

has donated books and / or other materials to the West
Chicago Public Library District. This form serves as a receipt of purposes of income tax reduction.
The Internal Revenue Service advises that it is the responsibility of the contributor to determine
the fair market value of the contribution.

Signature of donor

Signature of staff member

Description of items

Description of items

Number of items
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GIFT AGREEMENT FORM

Donor Date

Address

(Street) {City) {State) {Zip)
Description of material donated:

This Gift Agreement transfers legal title of the gift to the West Chicago Public Library District.

Unrestricted gift Restrictions (please specify)

| have read the gift policy provisions of the West Chicago Public Library District and agree that they
are acceptable.

Donor signature: Date

Accepted for the Library by: Date
Library Director Signature

For restricted gifts only:

Date

President of Library Board Signature

Date

Secretary of Library Board Signature

Date of Board Approval
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GIFT MATERIALS FORM
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:  birthday wedding anniversary
graduation or other (please specify)

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

The Library will notify the following that this donation has been added to the Library’s collection in
memory of or honoring the above. In the space provided, please indicate the relationship
between the honoree and the person to be notified of the donation.

Relationship

Name of person to be notified:
Address of person to be notified:

Donor Information

Name of donor:

Address of donor:

Please make checks payable to the West Chicago Public Library District

Please return this form to:
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WEST CHICAGO PUBLIC LIBRARY DISTRICT

SALE OR DISPOSITION OF SURPLUS LIBRARY PROPERTY

Policy

The Board of Library Trustees approves the disposal of library surplus or unwanted property as
permitted under Illinois statutes and according to the following procedures.

Procedures

1. Print and non-print materials: The Library Director is authorized to maintain an ongoing used sale at
the Library {“book sale”) of materials from the collection which are determined by professional staff to
no longer be relevant to the collection. These items will be donated to the Library Foundation for re-
sale.

2. The Library Director is authorized to sell or dispose of any library materials, furniture and equipment
(personal property) of $1,000.00 or less that is no longer of use to the library.

3. The Board of Library Trustees may authorize public sale of personal property valued at more than
51,000 but less than $2,500. These items shall be displayed at the Library and a public notice of the
property’s availability and the date and terms of proposed sale shall be posted.

4. In all cases not governed by Subsections 1 through 3 above, the Board shall publish notice of the
avatlability and location of the real or personal property to be sold or disposed of and the date and
terms of the proposed sale, giving the notice once each week for two successive weeks. The notice shall
be published in one or more newspapers published within the WCPLD or, if there is no such newspaper,
then in a newspaper of general circulation in the District and published in DuPage County. On the date
of the sale, the Board shall proceed with the sale and may sell the property for a price determined by
the Board or to the highest bidder. Where the Board deems the bids inadequate, it may reject the bids
and re-advertise the sale,

5. If the Board determines that any building or buildings received from a municipality due to the
conversion of a tax-supported public library to a public library district under this Act or a prior law are no
longer necessary or useful for Library purposes, disposition of such property shall be as provided by
statute.

6. With regard to any bid placed for property to be disposed of by the Library as set forth above, bids
made by or on behalf of any member of the Board or their immediate families shall be treated in the
same manner and given the same consideration without favoritism as bids from all other persons or
entities.

7. The foregoing paragraphs 1 through 6 shall be construed and carried forth consistent with the
provisions of the Public Library District Act of 1991(75 ILCS 16/). In the event of any conflict between
the statute and this Policy, the statute shall control.
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Approved by Board of Library Trustees: March 24, 1997
Approved by Board of Library Trustees: August 22, 2005
Approved by Board of Library Trustees: August 25, 2008
Approved by Board of Library Trustees: November 28, 2011
Revision Approved by Board of Library Trustees: January 26, 2015
Approved by Board of Library Trustees: January 22, 2018
Revision Approved by Board of Library Trustees: August 23, 2021



WEST CHICAGO PUBLIC LIBRARY DISTRICT

IMMIGRATION COMPLIANCE

Policy

The Woest Chicago Public Library District complies with the requirements of federal immigration
laws. The Library will complete the Form 1-9 to document verification of the identity and
employment authorization of each new employee (both citizen and noncitizen} hired after
November 6, 1986 to work in the United States.

Approved by Board of Library Trustees:
Approved by Board of Library Trustees:
Approved by Board of Library Trustees:
Approved by Board of Library Trustees:
Approved by Board of Library Trustees:

June 28, 2004
July 23, 2007
June 28, 2010
June 24, 2013
August 22, 2016

Revised and Approved by Board of Library Trustees: October 28,2019

Approved by Board of Library Trustees:

October 25, 2021
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WEST CHICAGO PUBLIC LIBRARY DISTRICT

COMMUNITY SERVICE WORKERS

Policy

The West Chicago Public Library District may use Community Service Workers provided a need
exists. Community Service Workers shall be defined as persons referred to the library to perform
community service. The Library reserves the right to reject any individual worker, either before
or after he or she begins work, if his or her service is deemed by the Library Director to be not in
the best interests of the Library.

Approved by Board of Library Trustees: October 24, 1994

Approved by Board of Library Trustees: May 23, 2005

Approved by Board of Library Trustees: July 23, 2007

Approved by Board of Library Trustees: June 28, 2010

Revision Approved by Board of Library Trustees: June 24, 2013

Revision Approved by Board of Library Trustees: August 22, 2016

Revised and Approved by the Board of Library Trustees: October 28, 2019
Revised and Approved by the Board of Library Trustees: October 25, 2021
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WEST CHICAGO PUBLIC LIBRARY DISTRICT

LIBRARY PHOTOGRAPHY AND VIDEO

The Board of Trustees of the West Chicago Library District {“library”) has a significant interest in
maintaining an environment that allows patrons to freely access library information and
resources. This significant interest requires the library to maintain policies that protect the
privacy of its patrons and staff members and ensures their freedom from harassment,
intimidation, and threats to their safety and well-being, In order to provide appropriate
safeguards against such behavior and enforce policies and procedures addressing that behavior
when it occurs, the library has adopted the following policy regarding the taking of photographs
or videos inside the library building.

Policy

Permission is not required for taking photographs or videos in public areas of the library building
for personal, noncommercial use if no tripods, lights, or other specialized equipment is used.
However, there may be library locations and/or exhibition areas where the taking of photographs
or videos is restricted or prohihited (i.e., restrooms, rooms reserved for nursing, childcare areas,
museum artifacts, and archival materials). Taking photographs or videos of, or in, areas reserved
for staff use only is also prohibited. If tripods, lights, or other specialized equipment is to be used,
requests must be made at least 24 hours in advance. Persons taking photographs and videos shall
not (i) compromise a patron or staff member’s right to privacy, (ii) harass, intimidate, or threaten
a patron or staff member, or {iii} block library aisles, walkways, stairwells, doors, or exits.

Procedures
Exterior Photography and Videos

Taking photographs and videos outside of the library building and/or of the library grounds does
not require permission. However, the activity may not impede the ingress or egress of patrons
or staff to or from the library building.

Commercial Photography and Videos

The library may permit use of its facilities for the taking of commercial photographs or videos if
the project does not interfere with the mission of the library and is in accordance with the rest
of this policy. The library will charge a fee to offset costs incurred by the library to provide access
to the facility and prior permission must be sought at least one week in advance.

Page 1 of 2
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Photography and Videos of Materials and Resources

The library permits the taking of photographs and videos of its publicly available collections.
However, patrons are solely responsible for obtaining consent or other permission when taking
photographs or videos of copyrighted materials.

Library Photography, Videos, and Recording

The library may take photos, videos, and audio recordings at the library and during library events
to use in its publicity materials and on its website and social media sites. The library reserves the
right to document its services and the public’s use of the library building and grounds.

These photographs, videos, and audio recordings may be copied, displayed, televised, and
published {including on any library web site or social media site). Any individual that does not
wish the library to use a photograph or video of them or their child should inform a fibrary staff
member prior to or while such photographs or videos are being taken.

Library Board Meetings

Pursuant to Section 120/2.05 of the illinois Open Meetings Act {5 ILCS 120/1 et seq.), any person
may record the proceedings of the Library Board and other meetings required by the Act to be
open to the public. The recordings may be made by tape, fitm or other means and shall not disrupt
the meeting or create a safety hazard.

Liability

Persons involved in taking photographs or videos are solely liable for any injuries to persons or
property that result from their activities on library property. They also have sole responsibility
for obtaining all necessary releases and permissions required by law from persons who can be

identified in any photograph or video or for copyrighted materials. The library undertakes no
responsibility for obtaining these releases or permissions.

Right Subject to Compliance with Policy

The fibrary reserves the right to ask any individual or group violating this policy to cease the taking
of photographs or videos.

Reviewed by Policy Committee: October 19, 2021; November 11, 2021
Approved by Board of Library Trustees: November 22, 2021
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