Highgate Library and Community Center
Employee and Volunteer Fingerprinting Process

1. Make an appointment to be fingerprinted in Franklin County, Vermont.

2. The employee/volunteer to be fingerprinted must complete the FBI National Records
Check Release Form in the presence of a Notary (available at the Town Clerk’s office). The
applicant must also provide copies of two forms of identification (such as a driver’s
license, birth certificate, etc.) to the Notary. Once the Notary verifies their identity, they
will sign the bottom of the release form. This must be returned to HLCC.

3. The employee/volunteer (to be fingerprinted) must also complete and sign the
Fingerprint Authorization Certificate (FAC). HLCC representative (Director) completes the
following sections on the FAC: a) Agency Code b) Reason Fingerprinted c) Payment
Amount d) payment method e) staff signature

4. The employee/volunteer to be fingerprinted must bring the completed FAC to their
appointment to be fingerprinted. You cannot be fingerprinted without the FAC.

5. When fingerprinted you must bring at least two forms of identification and payment.

6. After completing the fingerprinting process, the employee/volunteer may bring the
fingerprinting receipt to the authorized library representative for reimbursement.

7. Your employment and or volunteering may not begin at HLCC until the results of your
criminal records check have been received. Both positions are contingent upon a
satisfactory criminal records check.

8. HLCC must send the completed FBI National Records Check Release Form, a copy of the
FAC, and fingerprinting receipt to the Vermont Crime Information Center for processing.
The fingerprinting receipt must have the employee/volunteer’s name on it prior to
sending.
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Highgate Library and Community Center
Building Use Agreement
Please sign and return along with your Building Use Form

e Please schedule your space to avoid conflicts with other programs/events, by contacting
librarian@highgatevt.org

e Please be respectful of our workspace and those using the building. If you are using the
room during operating hours, please maintain a considerate level of noise.

e Please remember to leave things as you found them when you arrived.

e Do not use the computers unless they are specifically requested to be used for your
event.

e If you need to make copies there will be a charge. Please work with the Director for
further information.

Thank you for your cooperation and help in keeping our building in tip-top shape for our
community! By signing this you/your organization/group is agreeing to respect the building
use agreement and understands that at any time the Director and/or Board of Trustees
feels that this agreement is not being honored, all building use privileges will be revoked.

Signed: Dated:
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Highgate Library and Community Center

Disciplinary Action Form

Employee Name:

Date:

Reason for Disciplinary Action: (Check all that apply)
Attendance

__ Conduct

_____Insubordination

____ Productivity

____ Safety

___Quality

Miscellaneous

You are receiving this disciplinary warning because of the following actions:

Unless the problem is corrected, further disciplinary action will be taken, up to and including

termination of your employment.

Employee Signature:

Board Representative Signature:

Date:

Date:
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Highgate Library and Community Center

Emergency Responder Leave Policy

Employee shall notify employer and Board of Trustees at the time the employee becomes a volunteer
emergency responder and shall provide both with a written statement signed by the Chief of the
volunteer fire department or the designated director or chief of the ambulance service or emergency
medical service stating that the employee is a volunteer emergency responder in good standing.

An employee responding to an emergency must make reasonable efforts to notify the employer if he
or she will be late or absent from work. Employer may request verification of the employee's
voluntary emergency service during the leave period. Emergency response leave is unpaid leave and
employee will use accumulated leave.

An employee who takes leave for this purpose may not be terminated, demoted, or discriminated
against in any manner of employment. However, protection from termination does not apply if the
employee is absent for the equivalent of 10 or more business days in a calendar year due to
emergency responder calls.
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Highgate Library and Community Center

Phased Reopening Plan

Phase 1: Closure

Staff: Staff are allowed to report to work at a rate of one staff member per day, unless
prohibited by State order. All programming and services are to be provided remotely.

Services: Patrons will be encouraged to download books and materials from Listen Up!
Vermont using their HLCC library card.

Materials: Patrons will be encouraged to keep books or materials currently in their possession
until the library moves to Phase 2. Any books returned to the library will be quarantined.

Patrons: The library is closed to all patrons.

Programs: All in person programming is cancelled. HLCC will offer online, contactless
programming.

Signage: The closure of the library will be noted on all social media accounts, on the website,
and at the front door.

Phase 2: Curbside Pickup

Staff: Maximum of two staff at a time are allowed to report to the library for work. Staff are to
follow all state social distancing and sanitizing guidelines, and will wear a mask or face shield in
the presence of others. All staff will work at their own work stations and will wash hands
regularly. Common areas will be sanitized at a minimum of the beginning, middle, and end of
each day. Windows and doors will be open when the library is open, to the extent possible.
Staff will self-certify at the beginning of each shift that they are COVID-19 symptom free. This
will be verified daily by the Health Officer (Director). If a Library employee begins to feel ill with
COVID-19 symptoms they will immediately inform the Library Director. If they are working they
will go home immediately and contact their health provider. The areas where they were
working will be vacated for 24 hours and disinfected.

Services: HLCC will offer curbside pickup of materials and programming. Interlibrary loans will
be suspended. Patrons can call the library at 802-868-3970 or email librarian@highgatevt.org to
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place a request. The catalog can be accessed online at https://hlccvt.org/search-our-catalog/
Curbside pickup will be offered at the discretion of the Director.

Items will be bagged, marked with patron’s name, and placed outside for pickup during the
above hours.

Materials: The book drop will be emptied at the beginning of each day. Books will be stored in
boxes behind the desk, and marked with the date they were returned. Books will be shelved
after five days. Staff will wash their hands after handling the book drop.

Patrons: No patrons are allowed in the library.
Programs: All programming is virtual or curbside. No in person programming.

Signage: All state required signage will be posted (occupancy, non-entry if symptomatic).
Closure of the library to patrons will still be posted, but it will be amended to encourage
patrons to utilize curbside services. Staff COVID-19 symptom free paperwork.

Phase 3: Limited Service

Staff: Maximum of two staff at a time are allowed to report to the library for work. Staff are to
follow all state social distancing and sanitizing guidelines, and will wear a mask or face shield in
the presence of others. All staff will work at their own work stations and will wash hands
regularly. Common areas will be sanitized at a minimum of the beginning, middle, and end of
each day. A sneeze guard shield will be installed at the circulation desk. Windows and doors will
be open when the library is open, to the extent possible. Staff will self-certify at the beginning
of each shift that they are COVID-19 symptom free. This will be verified daily by the Health
Officer (Director). If a Library employee begins to feel ill with COVID-19 symptoms they will
immediately inform the Library Director. if they are working they will go home immediately and
contact their health provider. The areas where they were working will be vacated for 24 hours
and disinfected.

Services: Contactless curbside service for materials and programming will continue. Reserved
materials may also be picked up inside via minimal contact. Patrons will be allowed in the
library, following the Patron guidelines. Interlibrary loans will resume. Computer access is
available at two computers for a maximum of 30 minutes. Computer stations must be sanitized
between each user. Priority will be given to computer reservations via call ahead scheduling.
There will be a box available and labeled in both the children’s room and the computer room to
quarantine browsed books.

Materials: The book drop will be emptied at the beginning of each day. Books will be stored in
boxes behind the desk, and marked with the date they were returned. Books will be shelved
after five days. Staff will wash their hands after handling the book drop.

Patrons: All patrons over the age of 2 are required to wear a mask unless they can not due to
medical reasons. Children must be under direct adult supervision at all times. Patrons must
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enter through the garden, wash their hands at the outdoor sink, follow the arrows on the floor,
and exit through the front door. Visits will be limited to 30 minutes. All toys and excess seating
will be removed or blocked off with the exception of one table and the corresponding chairs. All
tables and chairs will be sanitized after each use. There will be no more than two families in the
library at one time, and a maximum of ten people, including staff. Hand sanitizer will be placed
in strategic locations inside the library. Patrons must sign into the library, leaving contact
information, and verifying they are COVID-19 symptom free.

Programming: All programming is virtual or curbside. No in person programming.

Signage. All state required signage will be posted (occupancy, non-entry if symptomatic). There
will be signage at the front door and the garden gate, directing patrons to enter through the
garden and exit through the front door. There will be a sign advising patrons to don a mask and
instructing patrons to wash their hands at the outdoor sink in the garden prior to entering the
library. Floor markers will be placed to direct flow of foot traffic through the library. A sign will
be placed inside the front door of the library, marking that door as the primary exit. Staff and
patron COVID-19 symptom free and contact paperwork.

Phase 4: Expanded Service

Staff: Normal staffing levels may resume. Staff are to follow all state social distancing and
sanitizing guidelines, and will wear a mask or face shield in the presence of others. All staff will
work at their own work stations and will wash hands regularly. Common areas will be sanitized
at a minimum of the beginning, middle, and end of each day. A sneeze guard shield will be
installed at the circulation desk. Windows and doors will be open when the library is open, to
the extent possible. Staff will self-certify at the beginning of each shift that they are COVID-19
symptom free. This will be verified daily by the Health Officer (Director). If a Library employee
begins to feel ill with COVID-19 symptoms they will immediately inform the Library Director. If
they are working they will go home immediately and contact their health provider. The areas
where they were working will be vacated for 24 hours and disinfected.

Services: Reserved materials may be picked up inside via minimal contact. Contactless pickup of
materials can happen upon request. Patrons will be allowed in the library, following the Patron
guidelines. Interlibrary loans will continue. Computer access is available at two computers for a
maximum of 60 minutes. Computer stations must be sanitized between each user. Priority will
be given to computer reservations via call ahead scheduling. There will be a box available and
labeled in both the children’s room and the computer room to quarantine browsed books.

Materials: The book drop will be emptied at the beginning of each day. Books will be stored in
boxes behind the desk, and marked with the date they were returned. Books will be shelved
after five days. Staff will wash their hands after handling the book drop.

Patrons: All patrons over the age of 2 are requested to wear a mask. Children must be under
direct adult supervision at all times. Patrons may enter through the front door and will be
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encouraged to use hand sanitizer upon entry. Visits will be limited to 60 minutes. All toys and
excess seating will be removed or blocked off with the exception of one table and the
corresponding chairs. All tables and chairs will be sanitized after each use. There will be a
maximum of ten people in the library at one time, including staff. Hand sanitizer will be placed
in strategic locations inside the library. Patrons must sign into the library, leaving contact
information, and verifying they are COVID-19 symptom free.

Programming: Limited programming will begin. Outdoor programming with groups of twelve or
less (including the instructor) will begin first. Food will not be served. Pre-registration will be
required.

Signage: All state required signage will be posted (occupancy, non-entry if symptomatic). A sign
will be posted at the front door, welcoming patrons to use the front entrance and to use hand
sanitizer upon entry. Staff and patron COVID-19 symptom free and contact paperwork.

Phase 5: Full service

Programming and services will fully resume. There will be no restrictions to library visits, hours
or operations.

Conclusion

These phases are devised to go up or down depending on the presence of the virus in our
community, as well as the response by the local and the state government. The plan will be
available on the HLCC website as well as in a binder in the library. The Director will be
responsible for training staff and ensuring patrons adhere to these policies. Highgate Library
and Community Center strives to balance our services to patrons with the health and safety of
our community, and welcomes any input from the public.

MANDATORY HEALTH & SAFETY REQUIREMENTS FOR ALL BUSINESS, NON-PROFIT &
GOVERNMENT OPERATIONS June 19, 2020 https://accd.vermont.gov/news/update-new-work-
safe-additions-be-smart-stay-safe-order

All businesses must follow Vermont Department of Health and CDC guidelines:

o Employees shall not report to, or be allowed to remain at, work or job site if sick or
symptomatic (fever, cough, shortness of breath or difficulty breathing, chills, repeated
shaking with chills, muscle pain, sore throat, new loss of taste or smell).

o Employees must observe strict social distancing of 6 feet while on the job. Businesses
and non-profit or government entities shall ensure customers observe strict social
distancing of 6 feet while on location, to the extent possible.
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o Limit the occupancy of designated common areas, such as break rooms and cafeterias,
so that occupants maintain strict social distancing of no less than 6 feet per individual.
The employer shall enforce the occupancy limit and require employees to wipe down
their area after use or shall ensure cleaning of the common areas at regular intervals
throughout the day.

o Employees must wear face coverings over their nose and mouth when in the presence
of others. In the case of retail cashiers, a translucent shield or “sneeze guard” is
acceptable in lieu of a mask. Businesses and non-profit and government entities may
require customers or clients to wear masks.

¢ Employees must have easy and frequent access to soap and water or hand sanitizer
during duration of work, and handwashing or hand sanitization is required frequently
including before entering, and leaving, job sites.

e All common spaces (when open) and equipment, including bathrooms, frequently
touched surfaces and doors, tools and equipment, and vehicles must be cleaned
regularly and, when possible, prior to transfer from one person to another, in
accordance with CDC guidance.

e Prior to the commencement of each work shift, all employees shall complete a health
survey either in-person at the worksite or prior to arriving at the worksite. This
screening survey shall require an employee to verify that he or she has no symptoms of
COVID-19 (fever, cough, shortness of breath or difficulty breathing, chills, repeated
shaking with chills, fatigue, muscle or body aches, headache, congestion or runny nose,
sore throat, new loss of taste or smell, nausea or vomiting, diarrhea) before they enter
the workplace. It is strongly recommended that a temperature check be conducted by
the employee at home or a non-contact temperature check be conducted by the
employer or the employee at the worksite. Employers may create systems that work
best for their unique operations — but must be able to demonstrate, if asked by
employees or state health officials, how the system ensures employees have been pre-
screened for symptoms before they enter the workplace.

» Signs must be posted at all entrances clearly indicating that no one may enter if they
have symptoms of respiratory illness.

e When working inside, open doors and windows to promote air flow to the greatest
extent possible and limit the number of people occupying a single indoor space.

« No more than 3 people shall occupy one vehicle when conducting work. Mass transit,
taxis, ridesharing, and public safety are exempt from this rule.

¢ No symptomatic or COVID-19 positive workers are allowed on site and any worker(s)
who have contact with a worker or any other person who is diagnosed with COVID-19
are required to quarantine for 14 days.
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o All operations shall designate a health officer on-site at every shift responsible for
ensuring compliance with the Executive Order and the Addenda thereto and applicable
ACCD Guidance. This person shall have the authority to stop or modify activities to
ensure work conforms with the mandatory health and safety requirements.

« All businesses and non-profit and government entities shall encourage and facilitate
telework among those employees with the capacity to work remotely when practical
without impeding productivity. Employers shall accommodate the needs of high risk
individuals, those workers who may have child care needs which cannot be met due to
the closure of schools or child care facilities for reasons relating to COVID-19 and those
individuals with concerns about personal health circumstances.

e All employees, including those already working (except healthcare workers, first
responders, and others already trained in infection control, personal
protection/universal precautions), must complete, and employers must document, a
training on mandatory health and safety requirements as provided by VOSHA, or
another training program that meets or exceeds the VOSHA-provided standard.
Employers who need translations of the training have one week from the release of the
translated training to complete this requirement.

o All businesses that have been closed for 7 or more days during the state of emergency
must complete and keep on file a reopening and training plan (businesses with fewer
than 10 employees at any physical location are not required to create such a plan,
however, they must follow all other guidelines and employees must take the VOSHA
training). VOSHA and the Agency of Commerce have provided a template
at https://accd.vermont.gov/covid-19/business/restart. The plan must, at a minimum:

o Adopt a phased approach to reopening which provides sufficient opportunity to
operate first in a low density and low contact environment before making the
incremental changes needed to accommodate more moderate density activity
while continuing to maintain health and safety.

o Update physical and administrative safety systems to accommodate COVID-
19 VDH/CDC/VOSHA guidelines, health monitoring, including temperature
checks, cleaning and sanitizing methods and physical distancing measures.

o Take appropriate measures to protect employees at greater risk of contact by
virtue of their occupational role or setting.

o Businesses with fewer than 10 employees at any physical location are not
required to create such a plan, however, they must follow all other health and
safety guidelines above including taking VOSHA training.
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For all mass transit CUSTOMERS/ RIDERS (in addition to the mandatory requirement for
operators and staff) face coverings are mandatory on public transit conveyances and in
stations and terminals.

ADDITIONAL HEALTH AND SAFETY CONSIDERATIONS FOR ALL BUSINESS, NON-PROFIT AND
GOVERNMENT OPERATIONS

Use of shared workspaces, desks, offices, etc. is discouraged to the maximum extent
practicable.

Face-to-face staff meetings should be limited, and physical distancing must be
observed.

Consider staggered work shifts, break times, etc. and expanding hours to reduce
number of individuals working together and reduce contact with members of the
public.

To the extent possible, provide access to hand washing and/or hand sanitizer for
vendors, and customers.

Limit staff travel between multiple sites.
Ensure a safe process to receive supplies and deliveries.

Consider accommodations for employees at higher risk from COVID-19 infection (as
currently defined by the CDC) to work remotely or have a job tasks that minimize public
interaction.

BUSINESS CUSTOMER & GENERAL PUBLIC MASK USE

Customers, and the public in general, are encouraged to wear face coverings any time they are
interacting with others from outside their household. Businesses may require customers to
wear facial coverings over nose and mouth.
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Highgate Library and Community Center
Personnel Policy

Highgate Library and Community Center staff will abide by the Town of Highgate’s Personnel
Policies. HLCC employees shall also be subject to the additional policies set by the Board of
Trustees as required by Vermont law.

Timesheets: The staff will prepare a timesheet for hours worked/vacation and/or sick hours for
the Town Treasurer. The Director will email all timesheets bi-weekly to the Town Treasurer for
approval and payment.

Vacation, Sick, and Holdiays: Full time employees at the HLCC shall accrue vacation, sick, and
personal days at the same rate as other full time Highgate town employees.

Health Insurance: See Town of Highgate Personnel Rules, Benefits, and Guidelines: Article IlI-
Compensation.

Retirement Program: See Town of Highgate Personnel Rules, Benefits, and Guidelines: Article IlI-
Compensation.

All HLCC Staff:
Probationary Period: See Town Personnel Rules, Benefits, and Guidelines: Article II, Section 2.6

Funeral Leave: See Town Personnel Rules, Benefits, and Guidelines; Article 11, Section 3.8. *More
than 3 days leave may be granted pending the approval of the Board of Trustees.

Jury/Witness Duty: See Town of Highgate Personnel Rules, Benefits, and Guidelines: Article IV,
Section 4.9

Staff Children at Work: Children of staff are encouraged to use HLCC as patrons. It is
inappropriate for any staff member to use HLCC facilities as an alternative to regular childcare.
Infrequent emergency situations, such as the sickness of a babysitter, or for short periods when
a child may stop to visit or wait for transportation, are acceptable. During these periods, it is the
responsibility of the staff member/parent to ensure that the child’s behavior is appropriate when
in the building and that the child is not disruptive to patrons, staff members, of programs.

Subs: Any sub, when needed, will be paid a Vermont minimum wage. All subs must pass a state
and federal background check prior to being approved for work.
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HLCC Policies: All staff are to receive a copy of HLCC policies, Town of Highgate Personnel
Policies, and their Job Description when hired and will be notified in writing each time a revision
is made.

Annual Evaluations: An annual written evaluation will be completed between September and
December for the Director by the Board of Trustees.

During this same time period, the Director will complete Support Staff evaluations and notify the
board of completion.

The Board of Trustees has the final authority over the interpretation of all HLCC policies. The
Director has the responsibility for the day-to-day administration of policies.
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Highgate Library and Community Center
Mission Statement

“Our mission is to promote community growth and engagement. We provide and support diverse,
lifelong learning opportunities in an inclusive, imaginative, and welcoming environment.”

General Objectives

1. Toassemble, preserve, and administer in an organized collection, educational and
recreational materials in order to promote communication of ideas, enlightened
citizenship, and personal enrichment.

2. To serve the community as a center of diverse and unbiased information.

3. To provide a place where inquisitive minds may encounter original, sometimes
unorthodox and critical ideas so necessary in a society that depends for it’s survival on
the free expression of ideas.

4. To foster and maintain a close working relationship with public schools whose students
make use of the library.

5. To maintain continuing contact with the Vermont Department of Libraries and other
libraries.

6. To work in concert with other community organizations.

7. To provide opportunity and encouragement for all persons to pursue lifelong learning
experiences.

Who May Use the Library

Anyone is entitled to use the library facilities, resources, and programs. However, in order to
borrow materials, patrons must register with the library by filling out a Library Card Application
and getting a Highgate Library Card.

Residents and Non-Residents:

Adults: All residents of Highgate and surrounding towns are eligible to register for a
library card free of charge. Adults under guardianship must have their registration
countersigned by the guardian.

Juveniles: All children of Highgate and surrounding towns may register for a library card.
Parents/guardians are required to sign their registration. The application states that the
parents/guardians alone have the responsibility to restrict their child’s reading and
computer use, not the library staff.
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Rules of Conduct in the Library

The library is a public space and library patrons and staff share the responsibility of making it a
safe and welcoming place. The use of the library or its services may be denied for due cause such
as, but not limited to, the destruction of library property, disturbance of other patrons and/or
staff, through, but not limited to, abusive, threatening, obscene language, or any other
objectionable conduct on the library premises or during any library programming. Library
patrons whose behaviors are disruptive or who interfere with others’ use of the library will be
required to leave the library.

Library patrons will respect the rights of others to use the library in peace. Respectful behavior
includes, but is not limited to:

e Not using tobacco, alcohol, or any illegal substances in the library or on library property

e Not using obscene, threatening, harassing, or inappropriate language/behavior in the
library or on library property

e Bringing only service animals or animals used as part of a program into the library

Library patrons will treat the library materials and other library property, as well as library staff,
with care and respect. The privilege of borrowing library materials may be denied at any time by
the Director for abuses such as, but not limited to, repeatedly neglecting to return materials
when they are due and refusing to reimburse the library for damages to or loss of books and
other materials.

Incident Report

If there are concerns regarding library programs or staff or patron behavior, please file an
incident report with the Director or Highgate Human Resources Director immediately.

All complaints shall be referred to the Director or Highgate Human Resources Director, who shall
initiate the following procedures:

1. The complainant must file their concern in writing and they will be given an incident
report to complete.

2. The Director will review the report, speak with the complainant, consult library policies,
and determine the type of action that is necessary (if any).

3. The Trustees will be notified of any incident report that has been filed at their next
scheduled meeting. The issue may be discussed at a legally warned Board meeting and a
group decision may be made on how to proceed.

4. The Director or Chair of the Board of Trustees will inform the complainant via letter on
the outcome of a Board decision.
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Unattended Children in the Library

Parents, legal guardians, and/or a responsible caregiver are always responsible for the well
being and safety of their children/the children in their care while at the library.

e Toddler and preschool age children shall at all times be attended to and adequately
supervised by parents, guardians, or a responsible caregiver (excluding library staff)
while at the library or a library sponsored event.

e School ages children must adhere to the library’s rules, regulations, and policies.
Otherwise, they are to be supervised by a parent, guardian, or responsible caregiver
while at the library or at a library sponsored event.

e Parents/guardians assume all liability for damages done by their children at the
library. This includes damage to materials, computers, furnishings, or to the facility
itself.

e Director will notify parent, guardians, or responsible caregivers whose children are in
need of additional supervision and/or are not following library rules or expectations.

e The library is not responsible for enforcing the restrictions a parent/guardian deems
appropriate in terms of the materials the child may access.

Use of the Facilities

The library is available for use as a meeting space, as long as they do not interfere with the
regular library hours. Permission from the Library Director or the Board of Trustees is necessary
before any meeting can be scheduled in the library. Groups using the library must fill out a
Building Use Agreement form and submit for approval.

No fee is charged for the use of the library space, although donations to the library may be
accepted if offered.

Loan and Overdue Policy

1. Library materials are loaned for a two-week period.

a. There are no overdue fines, but patrons are encouraged to make donations to a
conscience fund.

2. A patron may place a hold on material available at the HLCC. Holds can be placed through
the HLCC online catalogue-as long as the registered borrower has their online account set
up. The initial online account setup (username and password) needs to be done by staff.

a. Holds can also be placed on material by staff member for patrons who are unable
to access the online database.

b. Items placed on hold will only be held for one week from the date of the first
notification.
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3. Renewals are possible for materials that are not considered New or on reserve by other
patrons. Renewals may be done by patrons through their online account, or by calling the
library. There is a limit of two consecutive renewals.

4. Library materials that are not available at HLCC may be requested through inter-library
loan (ILL). The exception to this is new releases, as libraries will not lend items newer
than six months.

a. A patron may only have three ILL requests (in process or checked out) at a time.
New requests will not be placed until one or all of the previous items have been
returned.

5. Borrowers may be billed or borrowing privileges revoked for non-returned, damaged, or
lost materials, at the current purchase price, to be determined by the Director.

Library Hours

1. The library will remain open on a regular schedule. Hours of operation will be determined
by the Director, with approval of the Board of Trustees in accordance with the needs of
the community and will be posted at the front door.

2. The library will be closed on all Federal holidays.

3. Thelibrary Director may call for the closing of the library or a delay in opening due to
inclement weather or unexpected reasons. A closing notice will be given as far in advance
as possible and will be posed on social media and on the door if possible.

Cooperation with Other Libraries
HLCC realizes that it is the right of every person to have total library service available to
their own town, and that the only means of accomplishing this is by full cooperation with
other libraries.

HLCC accepts the responsibility for securing information beyond its own resources by
borrowing material through ILL and through the Vermont Department of Libraries Special
Service Unit.

HLCC will work with the local schools and school librarians to provide coordinated and
complete services for children and young adults. The school library serves the child in
their school life; the public library serves the child’s community life. The services of the
two agencies should complement each other.

Services of the Library
1. The library provides programs, books, and other materials for information,
entertainment, intellectual development, and enrichment of the people in the
community.
2. The library will endeavor to do the following:
e Select, organize, and make available books and other materials

03/2023



e Provide guidance and assistance to patrons

e |nitiate programs and exhibits

e Cooperate with other community agencies and organizations

e Secure information beyond its own resources when requested

e |end to other libraries upon request

e Maintain a balance in its services to various age groups

e Cooperate with, but not perform, the function of the school or other
institutional libraries

e Periodically review and evaluate library services being offered

3. Area daycare centers and school groups (including after-school and summer
camps/programs) are encouraged to bring supervised groups to the library, providing
they have notified the Director of their intentions. Special story hours and orientation
sessions or specifically requested programs may be arranged at the discretion of the
Director.

4. Books or other materials may not be purchased from the collection. Materials which no
longer meet the stated objectives of the library, including outdated, seldom used, or
worn items, are systematically removed from the collection. Only these items that have
been discarded may be purchased at scheduled book sales.

Computer and Internet Use
The library provides its patrons with electronic information resources.

The Director will establish procedures for use of HLCC computers and internet access, in order to
ensure equitable access to resources. Library staff will not monitor an individuals internet use,
except for the length of use, in order to ensure equal opportunity of access for everyone. The
user, or the parent of a minor, is responsible for their internet session at all times. Wi-fi users are
expected to comply with all library policies regarding the use of the internet.

HLCC reserves the right to terminate an internet session that disrupts library services or that
involves user behavior that violates the library policies. As with all library resources, the library
affirms the right and responsibility of parents or guardians, not the library staff, to determine
and monitor use of the library resources and facilities, including the internet, by people under
the age of 18 years. Parents who believe that their children cannot responsibly make use of the
library’s internet access are requested to monitor their children’s internet use.

Library users are reminded that computers are located in public areas where screens are easily
viewed by staff and other patrons of all ages. Individuals are expected to respect the sensibilities
of others when accessing potentially offensive content.

Unacceptable uses of library computers: Access to the internet is a privilege. Library users are
expected to use the internet in a responsible and ethical manner. This includes complying with
library policy as well as local, state, and federal laws while using the internet.
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Among the uses that are considered unacceptable and which constitute a violation of this policy
include, but are not limited to, the following:

Using library computers or wireless connection for any purpose that violates local, state,
or federal laws (including, but not limited to, committing fraud, hacking, or engaging in
communications which are libelous or slanderous)

Using library computers to engage in threatening or harassing communications

Offering for sale or use any substance of which the possession of use of is prohibited by
law

Viewing, transmitting, or downloading any illegal materials

Viewing child pornography

Violating copyright law or software licenses

Compromising the privacy of users

Attempting to gain unauthorized access to the library’s network or to cause degradation
of system performance

Uploading any form of harmful programming or vandalism

Attempting to install or delete software on any of the library computers

Altering the library computer settings, moving library equipment, or in any way modifying
of damaging the library computer equipment or software

Disrupting the intended use the library computers

Response to violations: The user’s access to the library computer network and internet
connectivity is a privilege, not a right. Failure to comply with this policy and computer use
procedures will result in the loss of computer/internet privileges at HLCC.

Materials Selection Policy

Please remember that ownership does not imply endorsement.

1. Responsibility of the selection: The responsibility for the selection of materials rests with

the library Director.

Selection Criteria: Selection of library material shall be made on the basis of interest,
information, and enlightenment of the people of the service area. No material shall be
excluded because of race, nationality, religion, gender preference, or political views.

The guidelines for selection of materials includes:

e Recreational, educational, and/or informational value

e Representation of varying points of view

e Authority, effectiveness, and timeliness of presentation
e Availability of materials elsewhere (ILL, SSU)

e Funds and space
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3. Selection Tools: The library subscribes to current selection tools and the library Director
attends material review sessions when offered to help in the selection process.

4. Gifts: Gifts will be accepted at the discretion of the Director. The same criteria that
applies to purchase materials will apply to gifts.

5. Challenged Materials: Despite the care taken to select materials for the public, and the
qualifications of those people who select the materials, the patrons might make
occasional objections to a selection.

HLCC abides by and supports the principle of the Freedom to Read statement and the Library Bill
of Rights. All complaints shall be referred to the Director who shall initiate the following
procedures:

1. The complainant must file their objections in writing and they will be given a prepared
questionnaire to complete

2. Inform the Board of Trustees

Board and Director will read and examine the complaint

4. Meet with the complainant, go over their questionnaire, and explain the position on the
material

5. If the complainant desires, the Trustees will review the challenged material to determine
if it meets the criteria set forth in the Selection Policy and determine if the procedure
outlined above has been followed.

=

Confidentiality

Confidentiality: All records relating to the library patrons and their use of library materials and
services, including computer and internet use are confidential. Under 22VSA § 172 only
authorized library personnel shall have access to patron records and only for necessary library
administrative purposes. The library will not share patron registration or transaction records
without written permission from the patron to whom the records pertain, except in response to
an authorized judicial order or warrant directing disclosure, or to custodial parents or guardians
of patrons under 16. Parents seeking records of their minor children, under age 16, may be
asked to provide proof of their child’s age, as well as evidence that they are the custodial parent.

Library users who have concerns or complaints about the library’s handling of their confidential
information should file written comments with the Director. 22VSA § 172 authorizes civil action
if patrons feel their confidentiality rights have been violated.

Registration: A number system for registering borrowers will be used to ensure privacy. All
patrons upon registering for a library card and or updating their records may receive a copy of
Information for Borrowers which states: “As required by 22VSA § 172, all library records of
individuals age 16 or over are confidential unless an individual waives that right through written
permission. Records of individuals under age 16 may be released upon request to custodial
parent(s) or guardian(s) as indicated on the individual’s library card application. (It is the
responsibility of the custodial parent(s) or guardian(s) to notify the library of changes.)
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Circulation: The library circulation records, computer, and their hard drives are confidential and
shall not be made available to any agency of local, state, or federal government except pursuant
to such process, order, or subpoena as may be authorized under the authority of and pursuant
to, local, state, or federal law relating to civil, criminal, or administrative discovery procedures of
legislative investigatory powers.

Functions of the Board of Trustees

The Board of Trustees is responsible for the following:

W e

5.
6.
7.

Selection of and supervising of a competent library Director

Adopting and implementing the written policies and bylaws to govern operations of HLCC
Attendance and participation at monthly board meeting

Working for financial support of HLCC, assist in preparing a yearly operations budget with
the Director and the Town Treasurer, and presenting it to the voters

Planning for the future development of the library

Informing the Select Board of the maintenance needs of the library buildings and grounds
Assisting in fundraising events

The Board of Trustees has the final authority over the interpretation of all library policies. The
Director has the responsibility for the day-to-day administration of the policies.
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Highgate Library and Community Center

Board Member Code of Conduct

As a board member of the Highgate Library and Community Center, | am committing to honor
the following code of conduct:

| shall do my utmost to ensure that the Highgate Library and Community Center performs its
mission and achieves its goals. | agree to always:

Act with honesty and integrity.

Keep confidential information confidential.

Work with and respect the opinions of my peers.

Always act for the good of the organization and represent the interests of all people
served by it.

Represent the Highgate Library and Community Center in a positive and supportive
manner at all times and in all places. This includes on social media and within the
community.

I will support and promote the benefits of the public library system.

Avoid acting in a way that represents a conflict of interest between my position and my
personal or professional life, even if those actions appear to provide a benefit for the
organization. This includes using my position for the advantage of my friends and
business associates. If such a conflict does arise, | will declare that conflict before the
board and refrain from voting on matters in which | have conflict.

Abide by and support the policies and procedures that are in place.

| will attend required regular and committee meetings, read distributed
materials/information prior to meetings, and participate in discussions/votes.

I will communicate with the Board Chair and/or Director in the event | will be unable to
attend a scheduled meeting or library event.

Board members will be required to attend a minimum of 9 meetings per year and not
miss two consecutive meetings within the 12 month period spanning March-March
(between town meetings), or risk forfeiture of their Board membership by majority vote
of the Trustees.

Absence from three consecutive meetings shall constitute automatic and immediate
dismissal from the board unless the Board defers this dismissal by majority vote.
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e The Board may remove a Trustee for misconduct, incapacity, or neglect of duty in
carrying out the mission of the Library.

e Observe the parliamentary procedures and display courteous conduct at all board,
committee, and community meetings. During meetings | will:

Focus on the situation and consider the broader implications,

Respect others and promote positive relationships,

Express ideas and opinions constructively,

Share responsibility for effective and positive communication,

Take initiative to develop solutions,

o Lead by example.

e Exercise authority as a board member only when acting in a meeting with the full board
or as | am delegated by the board.

e Refrain from intruding on administrative issues that are the responsibility of
management, except to monitor the results of the organization.

e | will uphold all policies adopted by the board. | acknowledge that it is appropriate for
trustees to state their opposition during board discussion of an issue, and register their
dissent at any meeting. | acknowledge that a dissenting board member may publicly
state that he or she dissented on an issue and why he or she voted against it but that he
or she should not undermine or interfere with implementation of the final decisions of
the board. | agree that if a board member is so strongly opposed to the actions of the
Board that he or she cannot support the decision, he or she should consider resignation
from the Board.

© 0 O O O

| have read the Code of Conduct Policy and pledge to act in accordance with my obligations as
described above.

Signature Date:
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