Appendix F – OTL Policy
SAFETY POLICY

ORD TOWNSHIP LIBRARY

Updated 1/19/21 

No person shall engage in inappropriate conduct on the premises of the Ord Township Library or when participating in the Ord Township Library programs.

Inappropriate conduct shall include any individual or group activities, which is disruptive to other persons lawfully using the library.  Library users are required to observe the rules governing the use of the Ord Township Library.

Rules Governing the Use of the Ord Township Library
The following actions are prohibited on library property:

· Annoying, harassing, or threatening patrons or staff

· Physical, sexual, or verbal abuse of patrons or staff

· Weapons of any type

· Stealing, defacing, or destroying library property

· Disorderly, disruptive or loud conduct

· Loud audio equipment, including cell phones

· Soliciting/selling/campaigning

· Poor personal hygiene

· Unattended Minors

· Skateboarding/roller-blading

Definition of Unattended Minors:
Children under five years of age and under must be accompanied at all times by an older responsible person.  The library reserves the right to report to the authorities any minor left unattended for extended periods of time or left after library hours.

Definition of Inappropriate Personal Hygiene:  Patrons whose body order is so offensive, other patrons leave the building.

Library Staff Shall Enforce Governing Rules
Library staff shall use their best judgment in confronting patrons that have violated the governing rules.  In all cases the library director should be notified as soon as possible when the staff confronts a library user who violates the library rules.  

The following are options for confronting patrons when inappropriate behavior occurs:

· Directly address the problem with the patron.  (Use good judgment as to whether the situation requires the presence of another staff person).

· Immediately telephone the police if the situation is of a severe/violent or emergency medical situation

· Contact the library director if staff is not comfortable confronting or unsure whether to confront a patron.

Library Staff Shall File An Incident Report
Incident reports must be filed when it was necessary to call for police or emergency.  The report should include details of the patron’s behavior, actions of the staff, dates and times. The report should be filed with the library director.

Patron Inappropriate Conduct or Minor Offenses
Patrons committing minor offenses will be given one (1) verbal warning or written warning to cease behavior.  Second infraction within 30 days results in denial to enter onto library property for one (1) day.  Parents of children under 18 will be notified in writing if a child is denied library access.  Third infraction within 60 days or continued repeat infractions may result in denied access to library property and services for 2 weeks and up to 6 months.

The following shall be deemed “inappropriate” and considered to be minor offenses:

· Sleeping in the library

· Excessive or disruptive conversations

· Selling/soliciting or engaging in commercial activity

· Violating Internet and computer policies

· Being in a state of intoxication

Patron Inappropriate Conduct or Major Offenses
Patrons committing major offenses will receive written notice of the major offenses from the library director denying access to library property and services.  The patron may be denied services for a period from two (2) weeks to one (1) year at the discretion of the library director and/or the board of trustees.  A copy of the written notice will be sent to the police and to the board of trustees.

The library director may review or reconsider the decision upon written request of the patron, if the patron provides new information that may warrant a review or modification.  The patron must present new information in writing; no verbal information will be accepted during the appeal process.   The director will respond in writing, within 5 business days of receipt of written appeal.  If the patron disagrees with the decision of the library director, a written appeal may be sent to the board of trustees.  The board will respond in writing within 5 business days of receipt of letter.  Upon review of the appeal request, the decision of the board will be final.  The library director will notify the patron in writing of the appeal process.

Any person, who enters or remains on library property after having been notified of denied access or services, will be subject to arrest and prosecution for trespassing.

After the period for denied access has ended, the patron may re-apply for readmission with the library director.  However, the patron should be prepared to show evidence that the offending behavior will not reoccur.  In the absence of valid documentation application may be denied.  Human resource worker, case manager, doctor or police can provide valid documentation.

In the event that a patron is granted readmission and repeats the offenses, the patron will be denied access with no further possibility of reinstatement.

The following will be deemed “inappropriate” – major offenses:

· Stealing, defacing or damaging library property

· Abusive, indecent, profane conversation or behavior or what is considered unacceptable by local standards

· Committing any crime, misdemeanor, felony or violation of a municipal ordinance 

· Knowingly entering non-public areas of library

· Remaining on library property after closing

Staff Safety
If at anytime, staff does not feel safe in the library, they should call the police at 911 or 728-5771 or leave the building through any exit door and then call 911.  

Inclement Weather
In the case of inclement weather, requiring persons to take shelter, staff will alert patrons and direct them to the basement or leave the building at their own risk.  If patrons go to the basement no one shall leave until the storm warning ceases.  In case of unattended children, staff assumes “loco parentis,” and directs them to shelter.  Under no circumstances, should unattended children be allowed to leave the building.  An adult who refuses to seek safety in the basement or wishes to leave the building cannot be forced to take shelter.  
If a weather (thunder storm/tornado) warning is issued, all electrical devices will be turned off – this shall include, computers, modems, routers, copy and fax machines.
Fire
In the case of fire, the building should be evacuated immediately.  Staff should leave the building and call 911 from outside of the building on a cell phone or from a nearby phone.  Under no circumstances should patrons or staff re-enter the building until the fireman have give clearance.  Fire extinguishers are located at three locations throughout the building.

Emergency Medical Situations
If the person is conscious, offer help.  Remain calm, supportive and see that the person is comfortable.  In all cases, keep other people away.  Call 911 immediately.  A staff member cannot stop a person who is obviously ill and wishes to leave the library.  If a person is unconscious, call 911 immediately.

Theft, Vandalism and Illegal Activities
The police will be called when a patron attempts to steal or maliciously destroy library property.  The library will prosecute anyone who steals or maliciously destroys library property.  The police should be contacted if patrons commit other illegal activities such as drug use, consuming alcohol, etc.

Flood, Storm Damage
If flood or storm damage occurs during business hours evacuate the building only if it is safe to move through the water or debris.  Be very careful not to step on or walk in water where there may be “live” electrical wiring.  If you are unable to evacuate the building safely, wait for rescue personal to assist with the evacuation.    If the building has been damaged after hours, do not enter building until local rescuer or fire has completed an onsite safety inspection and has given permission to enter.

Pandemic or Emergency Health Crisis
If a pandemic or an emergency health crisis occurs, the library director will determine a course of action based upon recommendations from the Center for Disease Control (CDC), state and local health departments and/or local health officials to determine a course of action.  The library director will advise the board of trustees of necessary actions and will determine further actions necessary at the next scheduled board meeting.  

Emergency Board Meetings
The library board of trustees reserves the right to call emergency board meetings, with the consent of all board members, if the community, and/or the library, is experiencing a natural disaster, health crisis, or loss of library director in an emergency situation.
