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POLICIES  of the LINCOLN TOWNSHIP  PUBLIC LIBRARY 
 

COLLECTION  DEVELOPMENT  POLICIES  Revised August, 2013 
 

The purpose of the following is to provide the guidelines by which the staff of Lincoln Township 
Public Library both selects materials and maintains its collection. The library is located in 
Southwest Michigan and serves Lincoln, Royalton, and Baroda townships, as well as patrons from 
other communities with which we have appropriate reciprocal borrowing agreements. It is important 
to have such a written policy, both to assist staff as to how best to serve the needs of the community 
and for patrons to know how their library meets their needs. Staff or patrons may refer to our policy 
should any questions or issues arise. 

 
SELECTION  OF LIBRARY MATERIALS  Revised  August, 2013 

 
The library will purchase appropriate library materials, newly published and published in the past, 
which best satisfy the clientele of the library community within budget  and space    limitations. 
Selection of materials will be made from standard lists and reviewing agencies recognized by the 
professional library associations. Other appropriate media outlets, aswell as library staff and 
patrons, may also be consulted  in the selection of  materials. 

 
Books in the adult collection are selected for mature readers; separate collections are available to 
children. An attempt is made to buy books with regard to the differences in education, interest, and 
needs of all age groups. Appropriate adult services staff is in charge of adult fiction and nonfiction, 
music, and movies; teen staff is in charge of teen materials; and children's staff is in charge of 
children's  materials. 

 
An effort is made to see that all sides of controversial topics are represented. The library accepts the 
responsibility  to maintain the democratic principles expressed by the American  Library Association  
in both the Library Bill of Rights and The Freedom to Read    statement. 

 
The Lincoln Township Public Library is not a research library. Library staff may help patrons find 
specialized material or material for which there is only an occasional demand through interlibrary 
loan. 

 
For all types of materials, special consideration will be given to local authors and artists, and to 
materials that  are especially relevant to our  area. 

 
Criteria for selection of non-fiction  books: 

• Qualification  of the author in subject  field 
• Scope and authority  of subject matter 
• Quality  of writing 
• Suitability for the  intended audience 
• Date of publication 
• Reputation  of publisher 
• Arrangement  of materials  (index, bibliographies) 
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• Relationship  to collection  (whether  the library needs more  information  on this topic) 
• Price 
• Patron demand and recommendations 

 
Criteria for selection of fiction  books: 

• Literary merit 
• Style 
• Appeal:  popular, limited 
• Characterization:  constructive  true portrayal  of character and  life 
• Relationship  to  collection,  i.e. genre (need) 
• Publisher 
• Price 
• Patron  demand  and recommendations 

 
Criteria for  selection of periodicals  and newspapers: 
Periodicals and newspapers are purchased to supplement the book collection, provide material not  
yet available in book form, provide recreational reading, furnish professional reading for the staff,  
and aid in book  selection.   Other criteria for selection  include: 

• Authority and objectivity 
• Indexed  in standard periodical  indexes 
• Local interest 
• Frequency of demand 

 
Criteria for  selection  of movies: 
Movies are purchased when the information that the library provides is enhanced by the video 
format. The library shall purchase movies  in DVD format.  In general, the focus of the collection 
will  be  educational,  instructional,  and entertainment.   Criteria for selection include: 

• Authenticity 
• Appropriateness for the intended audience 
• Technical quality 
• Achievement  of stated purpose 
• Creativity  and appeal 
• Price 
• Relationship to collection 
• Patron  demand  and recommendation 

 
The classifications of purchase  of DVDs will usually be G, PG, or PG-13.   Movies that are rated R   
or otherwise feature heavily mature content may occasionally be considered for purchase, if it is 
determined by library staff that it has significant cultural value and it is approved by the director. 
Library staff may, at their discretion, affix a parental advisory sticker to the front of the movie case. 
Patrons must be at least  18 years old to check out   such movies. 
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Criteria for selection  of audio music: 
Recorded music by established performers shall be purchased for the collection, for both children 
and adults.   Criteria for selection  include: 

• Authenticity 
• Appropriateness for the intended audience 
• Teclmical quality 
• Lasting  value  of content 
• Pe1iinence  to  library,  community  or collection needs 
• Price 
• Patron  demand  and recommendation 

 
An effort will be made to maintain a collection that features a variety of genres and both reflects 
patron demand and features quality items not ordinarily purchased by an individual's home 
collection.   Albums  with an official Parental Advisory  designation  will not be considered. 

 
GIFTS AND  DONATIONS  Revised  August, 2013 

 
Donations, upon receipt, become the permanent prope1iy of the Library. Appropriate utilization or 
disposal of donations will be determined according to the selection policies and at the discretion of  
the library.  The donor is responsible for establishing the value of the donation    for tax Pl:lrposes. 

 
All kinds  of material  are accepted  with the following exceptions: 

• No  Reader's  Digest  Condensed Books 
• No textbooks 
• No magazines  over 3 years old 
• No  encyclopedias  over 3 years old 
• No books with mold or mildew 

 
Appropriate staff will review accepted materials to determine whether they should be added to the 
collection.   Factors  in deciding what to add include: 

• Item condition 
• Patron demand (how likely it is to be regularly used and checked out by our patrons) 
• Relevance  to our collection and  goals 
• How many copies of the item we already   own 
• Whether  we need more information  on the topic or more items of this  nature 
• The amount of room we have on the   shelves 

 
Gifts and donated items that are not added to the collection will be put up for sale at future library 
sales or be otherwise disposed of as   appropriate. 

 
WEEDING  OF LIBRARY  MATERIALS  Revised  August, 2013 

 
While it is important that the library supplies an ample collection of materials, the library should also 
provide materials that are relevant,  in demand,  and of good quality.   Further, physical  space limits  
the quantity of materials that the library can house at any given time.       Therefore, library staff shall 
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periodically evaluate the materials that the library owns and consider removing some items from the 
collection.   Factors in deciding what to remove  shall  include: 

• Condition of the item and whether it is wo1ih trying to repair 
• Currency,  accuracy,  and relevance  of the information 
• Whether  a new edition of the same item has since been   released 
• Collection  need  (whether we have too much on a topic, or do not need  anything at  all) 
• Patron demand (how often it has recently been checked out, or is likely to be checked out in  

the  future), with special focus on duplicate  copies 
• Amount of space available for shelving materials 
• Availability  and quality  of similar or alternative  materials 
• Availability  of a replacement  or obtaining the item through interlibrary  loan if  necessary 

 
Local history items, or items that are otherwise especially relevant to our community, shall be given 
special consideration  for remaining  in the collection. 

 
RECONSIDERATION  OF AN ITEM Revised  August,  2013 

 
Any patron of the Lincoln Township Public Library may request  that the inclusion of a particular   
book or material in the collection be reconsidered. Patrons will be asked to fill out a "Request for 
Reconsideration of a Book" form. This completed form, along with similar commentary on the item 
prepared  by a library staff member, will be submitted to the Library Board which has final authority    
in regard to item selection policy.   Patrons are encouraged to recommend  alternative items which   
meet their needs.  Typically, the library will only remove an item from the collection  if it is   
determined by the Board that it poses a direct and immediate threat to the safety and well-being  of     
the community. 

 
DONATION  POLICY  Revised  August, 2013 

 
Donations, upon receipt, become the permanent property of the Library. Appropriate utilization or 
disposal of donations will be determined according to the selection policies and at the discretion of  
the library.   The donor is responsible  for establishing the value of the donation for tax    purposes. 

 
All kinds  of material  are accepted with the following  exceptions: 

• No  Reader's  Digest  Condensed Books 
• No textbooks 
• No magazines  over 3 years  old 
• No  encyclopedias  over 3 years old 
• No books  with mold  or mildew 

 
PATRON  CARD  POLICY Revised  Jan. 2013 

 
All residents or property/business owners of Lincoln Chaiier Township, Baroda Township, Royalton 
Township, the villages of Baroda and Stevensville are eligible for a patron borrowing card providing  
the following  conditions  are adhered to: 
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1. Proof of current address must be  supplied before  a card number  is  issued. 
This may be from a current Michigan  driver's license, tax  bill, rent receipt  or similar   item. 

 
2. Individuals 6 through 17 years old will be issued  a juvenile  card with their own library  

card number provided the application is signed by a parent or guardian.  The Library  
Privacy  Act, PA 455 of  1982(MCL 397.605) guarantees the privacy  of library records.  
The Library Privacy Act Amendment of  1996, PA  188, states that a record  of items may  
be released to the parent  or guardian of a minor in an effort to secure the return of the  
items.  In the case of minor patrons, bills or delinquent notices may be sent to the parent     
or legal guardian only if that parent  or legal guardian accepts responsibility  for the   
returned  items.  By completing and signing the form on the back  of the minor's  library  
card application, the record of items may be released to the parent or legal guardian. The 
parent and/or legal guardian is the sole person responsible for all material  and fines  
incmTed by the child.  Restricting access of library materials to minors rests solely with     
the individual  parent  and/or legal guardian,  not the library. 

 
3. Adult cards will be issued to those 18 and older upon presentation of picture  ID and proof  

of date of birth. 
 

4. Parents may  check out books  for their  children on the parent's  library card. 
 

A fee of $2.00 will be charged for replacing a lost patron card. 
 
 

BORROWING  PRIVILEGES  FROM  OTHER LIBRARIES  Revised  Jan. 2014 
 

Lincoln Township Public Library will honor patrons cards subject to recriprocal borrowing  
agreements from the Berrien Springs Community  Library, the Bridgman Public  Library  and the 
Maud Preston Palenske  Memorial  Library.  Patrons from these area libraries will need to present  
their full size library card and proof of identification such as a current Michigan driver's license or 
other photo identification  card.  The LTPL staff will then attach a LTPL patron  barcode  to the back  
of their home  library card.   These barcodes will be renewed   yearly. 

 
OUT  OF DISTRICT  CARD POLICY  Revised  Nov. 2013 

 
People living outside the library's service as well as temporary residents, less than twelve months of 
our service area may purchase a patron card for a fee under the following conditions: 

 
1. Proof of current permanent  address and positive  identification  are required.  Verification  

of local address such as rental agreement, short term lease agreement, other material with 
local address listed is  required. 

2. The cost of a library card is as follows: 
a. Three month card is  $35.00 
b. Six month  card is $65.00 
c. One year card is  $120.00 

3. The library reserves the right to limit the number of items which may be circulated at 
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any one time. 
 

DOORSTEP  SERVICE Revised  Jan. 2014 
 

Patrons with a current Lincoln Township Public Library card unable to come to the library to obtain 
books may request that materials be delivered  and picked  up from their home.  The need  for   
Doorstep Service may be temporary due to surgery, etc, or long term because of physical disabilities. 
Doorstep  items are checked-out  for four(4) weeks  and may not include one week   material. 

 
CIRCULATION,  BORROWING  MATERIAL  AND OVERDUE POLICIES  Revised  5-11 

 
Circulation  Periods Check out time #Renewals 

 

Books  
New Fiction 
Reference 
Circulating Reference 
All Others 

 
1 Week 
O Days 
7 Week 
2 Weeks 

 
2 Times 
0 Times 
2 Times 

2 Times 
 

Magazines  
Current Issue 
All Back  Issues 

 
0 Days 
2 Weeks 

 
0 Times 
2 Times 

 

Newspapers  
Current Issue 
All Back Issues 

 
0 Days 
2 Weeks 

 
0 Times 
2 Times 

 
 

Other Media  
Spoken Word CDs 2 Weeks 

Limit  4 Titles 
Musical CDs -Limit 4 Titles 2 Weeks 

 
2 Times 

 
2 Times 

 

The total number  of videos and/or DVDs is 4 titles in any combination  per library   card 
Videos 
DVDs 

1 Week 
1 Week 

2 Times 
2 Times 

Playaways-Limit 2 2 Weeks 2 Times 
 
 
 

A patron may have a total of twenty-five  items ·checked out at one  time. 
 

Library materials may be renewed twice unless another patron has requested the material. Materials 
with reserves may not be   renewed. 
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Revised  August, 2013 
 

Patrons are responsible for returning materials on time.. Fines are calculated overdue at a rate of 10 
cents per day. Parents and guardians are responsible for materials checked out and/or any fines  
accrued for children  18 years and  younger. 

 
A delinquent patron  is someone  who: 

1. Has accrued  $5.00 or more in fines,  or 
2. Has been sent a bill (third letter) for material  not returned,   or 
3. Has abused or damaged library property including the building, any equipment, or collection 

materials. 
 

A delinquent patron  may not: 
1. Check out any materials from the Lincoln Township Public Library with his or another 

person's  library  card. 
2. Use MEL  interlibrary loan. 
3. Use computers provided  by  Lincoln  Township Public Library. 
4. Reserve  any of the meeting rooms of the Lincoln Township  Public   Library. 

 
The library reserves the right to limit the number of items circulated to one person and the length of  
the loan period. 

 
The library reserves the right to limit books in suppo1i of school curriculum as needed to allow the 
greatest  number  of students'  access to information. 

 
The library reserves the right to limit books in support of a topic as needed  during increased periods  
of requests-such  as books  on holiday  cooking,  decorating, etc. 

 
REPLACEMENT  COST FOR LOST  MATERIALS  Revised  Jan. 2014 

 
Lost Materials -The borrower shall pay for replacing lost or missing material at replacement cost or the 
average price of similar material.   Replacement  cost will be considered  list price.  An   additional 
$8.00 service charge will also be assessed. After payment  for a replacement  copy has been made to  
the library, it will not be refunded even if the missing material is found, since a replacement copy or 
facsimile will have been ordered.  Should the missing material  be found it becomes the property  of  
the borrower. 

 
For a lost magazine, the patron  will be charged the cost of the magazine plus    a $3.00 processing  fee. 

 
Damaged Material -The bo1Tower  shall pay for replacing  or repairing damaged  material.  For 
material beyond repair, list price or the average cost for new material of that type will be assessed.    
An additional $8.00 service charge will also be assessed, under extenuating circumstances; service 
charge may be reduced at the director's discretion. For materials which can be repaired, the cost of re-
binding, repairing or a devaluation fine will be charged based on the decreased use value of the 
material. 
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Donations of library materials may not be substituted for the payment of overdue fines or material 
replacement  unless authorized  by the Library Director and/or Board of  Trustees. 

 
INTER-LIBRARY  LOAN  POLICY Revised  Oct. 2014 

 
Any patron with a valid library card from the Lincoln Township Public Library may request that an 
attempt be made to bonow material which this library does not own from another library. To be in 
receipt of interlibrary loan material the Lincoln Township Public Library patron must not have any 
overdue fines or lost material  costs of more than  $5.00. 

 
Materials which have been published within the last six months are not available for Inter-Library 
Loan. 

 
Should there be a charge from the lending library for the interlibrary loan, the patron will be notified 
before the transaction of the cost that he/she will be   charged. 

 
COMPUTER  AND INTERNET  USE  Revised April, 2013 

 
All Library patrons must formally acknowledge acceptance of the terms of the Library's 
computer use policy before beginning each computer session.  It is up to a parent  and/or guardian  
of a child 17 years or younger to explain this policy to their children if necessary and to assume 
responsibility  for the child should a conflict involving computer use at the Library    arise. 

 
Access to the public computers is available to all patrons visiting the Lincoln Township Public 
Library. 

 
All patrons who are at least six year old and, based on residence, are eligible for membership at 
Lincoln Township Public Library must use the barcode number from a valid Library card to sign in   
to a computer. Library staff cannot give out a patron's barcode number, either to the owner of that 
account or to any other computer user.   One day guest passes are available to patrons who do not   
live in Michigan or are otherwise not eligible for a card. To obtain a guest pass, patrons at least 13 
years old must show a valid ID to a staff member. A "valid ID" includes a driver's license, 
government issued identification card, or a school issued identification  card.  A valid ID from a  
parent or guardian may substitute for patrons 12 and under for getting a guest pass. Only one 
computer may be logged into at a time with one unique barcode or guest pass number;  in other  
words, patrons may not use their card to log other patrons    onto a computer. 

 
Patrons at least 13 years old must use the computers in the adult section, while children 12 years old 
and younger must use the children's area. In rare circumstances, at the discretion of Library staff, a 
guest pass may be used to log a child into an adult computer and vice versa, or to log a child five   
years or younger onto a children's computer. In this situation, the child using the computer must be 
accompanied  by an adult  18 years or older at all times. 

 
Any patron having overdue fines and/or lost material charges of $5.00 or more may not use the 
computers until their fine has been paid down to   $4.99 or less. 
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Use of the computers is on a first-come, first-serve basis. Each user is allowed up to 60 minutes per 
session (or can stay on the computers until they shut down for the day, if patron logs in less than 60 
minutes before the computers shut off).  Time may be extended every 30 minutes, as long as there is  
not a waiting list for the computers and there are no prior reservations  either for Library   
programming or from other patrons, for a maximum of eight hours per day. Use on an individual 
computer  is limited to a maximum of two persons  at a time with only the designated user accessing  
the computer. Patrons may reserve up to 60 minutes per day of computer time up to one week in 
advance, on a first-come, first-serve basis. Prior reservations take precedence  over cmTent users,  
while computer use for Library programming  takes precedence  over all patron   use. 

 
Patrons may not have food or uncovered drinks near the computers, nor talk on their phones while in  
the computer area. The Library has designed areas for these activities. Staff may, at their discretion, 
warn and/or remove patrons who are violating the Library's food, drink, or phone policy, or are 
otherwise  being disruptive. 

 
Users shall assume the responsibility  of learning to use the equipment and resources.   As time   
permits, staff will assist Library users in getting started on the Internet and other software, try to   
answer specific questions about the Internet and software, and offer suggestions for effective Internet 
searching. Library staff cannot offer patrons advice related to other professional fields including, but  
not limited to, legal, financial, medical,  or personal   advice. 

 
Use of a flash drive to upload or download files is permissible. The Library is not responsible for 
any damage that might occur to a patron's personal device and cannot guarantee, due to 
manufacturers'  variations,  that all flash drives will work  with Library  workstations. 

 
Public computers print to a central printing system, with one printer in both the adult and the 
children's area.  Printouts  are  10 cents per black and white page and 25 cents per color page.  
Patrons must pay an available staff member with cash or check for all pages before receiving their 
print jobs.   Staff will not add charges to the patrons'  account in place    of cash or check payment. 
Patrons are responsible for picking up their print jobs; the Library is not responsible should a patron 
walk  off with  someone  else's pages. 

 
Library computer hardware and software is not to be used for (but not limited to) fraud, gambling, 
viewing pornography, or any unlawful purposes. Tampering with or altering the software or 
hardware  is not permitted. 

 
Improper use of computer hardware or display of obscene or offensive material will result in the 
suspension of a computer user's time and may result in the long-term suspension of computer 
privileges. 

 
All computers are filtered. Filtering does not block all offensive content and may block content that 
has educational value. Patrons can request a review of an individual blocked website, with a 
determination to be made by appropriate  Library  staff. 

 
The Internet offers access to a wealth of information that can be personally, professionally, and 
culturally  enriching.   The Internet is a vast and unregulated  information network.   Because of this 
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and the fact that access points on the Internet can and do change, the Library  cannot protect   
individuals from information and images they might find offensive and disturbing. Due to ever 
changing information available on the Internet, the Library cannot assume responsibility for the 
accuracy, quality, or currency oflnternet information.  The determination  of viability  and usefulness  
of Internet  information  rests  solely with the patron. 

 
All users of the Internet are expected to use this resource in a responsible manner. The following are 
unacceptable  uses  of the Library computers  and the Internet: 

 
1. Misrepresenting oneself as another user, attempting to modify or gain access to file 

passwords or data belonging to others, or attempting to access other computer systems, 
networks,  and sites. 

2. Altering or damaging software or data residing on the Internet. 
3. Downloading or transmitting a "worm", "virus", or other harmful forms of programming or 

vandalism. 
4. Transmitting  threatening,  harassing,  or abusive language  and/or images. 
5. Violating confidentiality of information, including but not limited to the Michigan Privacy 

Act, Public Act 455 of   1982. 
6. Downloading  or transmitting  trade  secret information  or copyright materials. 
7. Viewing and/or attempting to view material being used by others and disregarding the 

privacy  of other Library  users. 
8. Using the Internet to display or disseminate sexually explicit or sexually suggestive 

(obscene/pornographic) material is strictly prohibited. Violators will be removed from the 
Library building  and have their  Library privileges  revoked  indefinitely. 

 
Violation of the policies and regulations that govern the use of the Library's computer and Internet 
resources will result  in suspension or loss of the privilege to use these resources  for a period  of time  
to be determined  by the Library Board  and/or Director.  Fmiher, illegal activity involving the  
Library's  Internet  resources  will be  subject to prosecution  by the appropriate  authorities. 

 
LAPTOP USE Revised August, 2013 

 
Patrons  may  bring their  laptop computers  and  electronic devices into the  library for personal  use. 
The library provides  wireless internet  access and printing.  Patrons must abide by the library's  
computer use policy  while using their devices on library property.  The library  cannot  guarantee that  
all devices will work or connect to the internet properly, nor does the library accept responsibility for  
any harm caused to a patron's device as a result of using it in the library or accessing our wireless 
internet. Library staff may be available, as time and circumstances permit, to assist with the use of 
patrons' devices, with the understanding that staff may not be able to resolve all issues and that 
responsibility  for properly  using and maintaining  the device ultimately  resides  with  the patron. 

 
AUDIO-VISUAL  EQUIPMENT   Revised  4-15 

 
The laptop computer and video projector may be used by outside groups for presentations at the 
library.   Off-site use is by library staff only for library   business. 
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PHOTOCOPY  MACHINE  USE   Revised 4-15 
 

The copy machine in the public area is available for public use by the public.  Assistance  will be  
given if necessary. The cost for copies is: letter-size paper, 8 1/2 x 11 - 10 cents; legal size paper,  8  
1/2 x 14 - 15 cents; ledger size paper, 11 x 17 - 20 cents. Double-sided copies are twice the cost of 
single-sided  copies. 

 
The copy machine in Technical services is for use by staff, Library Board or Friends of the Library. 

 
The Library is not a print shop. The copy machine provided for use in the Library is not to be 
considered a means for securing perfect copies for use in resumes, legal papers, or business 
correspondence. 

 
Copy machine users are advised that there are restrictions on copyrighted materials which permit, in 
general, no more than one copy of a page for personal use. Violations of copyright are the  
responsibility  of the copy machine  user. 

 
FAX MACHINE  Revised  Jan. 2012 

 
The library will send or receive fax copies for the public. A staff member will transmit the 
document. The cost to send or receive is $1.00 per page in the continental United States and  
Canada. A cover letter is required at no cost to the patron. International faxes will cost $4.00 per 
page. 

 
The disclaimer on the fax cover sheet will read:  The contents of this fax are from a Lincoln  
Township Public Library patron. The Lincoln Township Public Library is not aware or responsi ble  
for the content  and cannot be held  liable. 

 
Documents left for transmission or received for a patron will be kept for two weeks. Ifnot picked up 
within that time, the documents will be thrown away. 

 
 

MOVIE POLICY 
 

All movies shown at the Lincoln Township Public Library will be rated G or PG. IfPG, and 
questions arise about the content, the movie should be viewed by a staff member to verify the 
content before  it is shown. 

 
All movies to be shown need to have the approval of the Director.  Ifthe Director  is not available,  
the Children's  Librarian  may  make the approval. 

 
Only movies from approved, reliable sources may  be shown in the   library. 

 
TELEPHONE  REFERENCE 

 
Reference  questions via the telephone  are encouraged.   The staff is to take the patron's  name,  phone 
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number,  and query and then contact them as soon as possible with an appropriate    response. 
 

TELEPHONE  REFERENCE  FROM  STREET DIRECTORIES 
 

Information from street directories will be given during telephone queries only on local businesses. 
No information regarding individuals will be given over the telephone.  These directories are  
available  for public  use  in the reference  depaiiment  during business hours. 

 
LIBRARY  RECORDS 

 
The Library Privacy Act of Michigan, Act 455 Of 1982, section 397.603 states that a patron library 
record is not subject to disclosure requirements; release or disclosure of library record without  
consent  is prohibited. 

 
The Lincoln Township Public Library prohibits the disclosure of a library record to any person 
unless ordered by a court after giving the Library notice of the request and an oppo1iunity to be 
heard  on the request. 

 
Should a comi order be served on the Librai·y, the order will be forwarded to the Library Director.  
No other staff member may act on the matter without prior specification from the Library Board of 
Trustees. 

 
MEETINGS  IN THE LIBRARY   Revised 4-15 

 
The use of the library for meetings is granted to community groups and organizations for cultural, 
educational, or civic betterment purposes.  Meetings shall be free of charge.  Preference  will be given  
to library activities. The library Board reserves the right to limit the frequency and/or duration of 
scheduled meetings. The fact that a group is permitted to meet at the library does not in any way 
constitute an endorsement  of the group's policies or beliefs by the library    staff or board. 

 
Food and/or drink is prohibited in the library unless permission is granted by the library director. If 
permission is granted, people using the meeting room ai·e  responsible  for cleaning up and removing  
all food items. Kitchen facilities shall be used as a convenience only and no full meals shall be 
prepared and/or cooked. The cost of any necessary cleaning will be billed to the person  who signed  
the application  for pe1mission  to hold  a meeting  in the library. 

 
Smoking is prohibited. 

 
The library is not responsible  for any equipment, supplies, materials,  clothing, or other items brought  
to the librai·y  or transpmied  to the library prope1iy by any group or individual  attending  a  meeting. 
The library board  and staff do not assume any liability on groups or individuals  attending a meeting  
in the library. 

 
The scheduled group is responsible for informing the library staff prior to the meeting what tables, 
chairs, or equipment will be needed. The library staff is unable to set up tables and chairs; ultimately  
the group is responsible  for the setting up of tables and chairs.  The area or room  must be    left in a 
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clean and orderly condition -- future use will be denied if this is not observed.   The person  signing    
the application  for permission  to hold a meeting in the library will be billed for any necessary repairs   
in the event of damage to library. Non-library owned items cannot be left in the library or on library 
property  for recurring  meetings. 

 
All groups using the meeting room shall have adequate adult supervision  at all times as determined  
by the library  staff. 

 
The facilities shall not be used for commercial use which may result in financial gain for any 
individual, company, corporation, or group, except authors which are promoting their books at a 
library event. 

 
A meeting may not be held beyond the hours for which the library is scheduled to be open for that   
day. The area or room must be vacated, all library property  be placed  back where it was found, and  
all non-library  equipment  be removed  before the library closes. 

 
USE  OF LIBRARY'S  ADVERTISING  FORMATS  Revised 4-15 

 
The advertising fonnats of the LTPL: outdoor road sign, library website, newsletter and any other 
means by which the library advertises its events, will be limited to only those programs  and events  
for which  the library  is responsible. 

 
Programs held at the library and hosted by an outside organization will not be considered for 
inclusion  in the  adve1iising  formats. 

 
Patrons and organizations wishing to advertise may do so with a small poster, brochures, etc. on the 
Library's Circulation Desk bulletin board and display racks with the approval of the Head of Public 
Services. 

 
TICKET SELLING 

 
The library will  not  sell tickets  for functions  of other organizations. 

 
APPROPRIATE  BEHAVIOR   Revised  4-15 

 
Anyone on library property will be expected to conduct himself in a manner appropriate for a public 
institution. 

 
The following  activities  are deemed  unacceptable  at the library: 

o any activity that endangers  or may endanger the health and welfare of any person   

o any activity which results or may result  in extra janitorial  duties, over and   above 
normal  maintenance,  such as additional vacuuming,  stain removal, repair of  damaged 
furniture, etc. 
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o activity which is construed by the staff as disruptive to the n01mal operation of the 
library 

 
o soliciting 

o sleeping 

o leaving one or more children under the age of 6, who reasonably appear to be 
unsupervised  or unattended,  anywhere in or on library premises 

 
o using personal electronic equipment at a volume that disturbs others, including, but 

not limited to pagers,  stereos, televisions  and computers 
 

o activity which detracts from the expressed purpose of the library as an institution of 
quiet recreation,  study, and research 

 
o any person entering the library building with bare feet or a bare chest or disturbing 

others because of offensive body odor will be excluded from the premises until the 
problem  is corrected 

 
o food and drink, including sippy cups, are allowed only in the Lawrence Room 

Hallway except for infants with baby  bottles 
 

The staff will normally allow the offender(s) one warning prior to asking them to leave the library.  
The staff may expel the offender(s) without a warning, at the discretion of the staff, in situations of 
serious, threatening,  or willfully malicious behavior.  Those who are unwilling to leave or do not  
leave within a reasonable amount of time, after being instructed  to do so by the staff, will be subject  
to the law.   Call the  Stevensville-Lincoln  Township Police at 429-2444. 

 
Flagrant or repeat offenders may be barred from library privileges for up to 30 days at the discretion  
of the Director and up to six months at the discretion of the Library    Board. 

 
Service animals (including those in-training) are permitted in the library. However should a service 
animal's behavior pose a direct threat to the health  or safety of others the animal may be excluded  
from the building. (For example, any service animal that displays a vicious behavior towards other 
patrons may be excluded.) (Taken from U.S. Department of Justice, Civil Rights Division, Disability 
Rights Section, ADA Act-last updated  January  14, 2008.)  All other pets are not allowed in the   
library. 

 
SAFE CHILD  POLICY  Revised Nov. 2013 

 
The Lincoln Township Public Library strives to create a welcome  environment to children of all   
ages.  We thank parents and guardians for applying for library privileges  and/or signing up your   
child for one of our many programs.  The Library offers story hours and other activities throughout  
the year, i nternet access, homework help, and a variety of educational and leisure reading materials. 
The Library  staff wants the children to enjoy the many opportunities for knowledge,    reading 

 
 



Page 15 [Type text]  

appreciation  and  cultural awareness. 
 

The Library's role in this process is to select diverse, quality materials that will challenge, interest 
and intrigue children. Staff members are available to assist the children and their caregivers with 
recommendations based on the family's personal criteria. Please remember however, that we are a 
public library; we house materials suitable and of interest to all segments of the community. In 
pm1nering with the Library to secure the best experience possible for your child, it is impo11ant that 
you, as the parent/guardian review appropriate material to be borrowed for the individual child in 
your family. 

 
The Library staff is here to work with you and your child to provide a positive experience and 
welcoming environment during each visit. Our staff has many duties to perform  in order to serve all  
the patrons  in the best way possible.  It is for that reason that the library  staff cannot provide  child  
care nor monitor the whereabouts or behavior of children. Parents/guardians are responsible for 
monitoring  the safety, activities and behavior of children visiting the library.   Staff are not   
responsible  for supervising children and cannot know if children are leaving the building  with   
parents,  friends  or strangers. 

 
No public place, including the public library, can guarantee the safety of children. As in all public 
places, "stranger danger" is a real concern. Library staff cannot prevent  a child from wandering  
outside the building nor interacting with or leaving with persons who are not the appropriate   
caregiver. An unattended  child could become  lost, injured or ill. Ifan emergency  arose,   we may 
need to evacuate the building. It is for these reasons that the Library Board  of Trustees has adopted  
the  following Safe  Child Policy. 

 
Unattended Children: An unattended child is any child age 8 or under using the library 
unaccompanied by a responsible adult such as a parent, guardian, teacher, other adult caregiver or a 
responsible  child age  14 or older. 

 
Unattended  Children Policy: 

 
1. Children age 4 and under must always be closely supervised "within sight" by a 

responsible  adult or child  age  14 or older. 
2. While parents/caregivers  are accessing the computers  in the adult area of the library,   your 

children, up to age 8, must be directly supervised (in the same room or area of the 
library). They may not be left unattended in the children's area of the library. Ifthe 
child's behavior is inappropriate: running around, making excess noise, you as the 
caregiver will be asked to leave the computer and accompany your children from the 
library. As caregiver, you are expected to have your children behave in a manner 
conducive to maintaining  an atmosphere  appropriate  for all patrons. 

3. During library sponsored programs for children age 8 and under, parents and/or 
caregivers must remain  in the building. 

4. Children under the age of six may use the Internet with assistance.  An adult    or 
responsible child over the age of 14 must be available to assist with searching and help 
with spelling. 

5. Children must know how to reach an adult in case of emergency; both children and adults 
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need to be aware of library  hours. 
6. Staff members may not  give a child a ride  home. 

 
A parent, caregiver must make arrangements to have unattended children and teenspicked up at  
the Libra,y 10 (ten) minutes prior  to closing.  Please see posted  schedule of !tours Library is open. 

 
Young Children Left  Unattended at Closing: 

The Library staff does not leave children and teens under 16 alone after the library closes.  If  
the library is closing at a regular time or in an emergency situation, and it cannot be verified  
that someone is on the way to pick  up the child or if staff is unable to locate parent/caregiver   
in the building, after a period of 15 minutes, the staff will notify the Township Police 
Depaiiment. 
Although it is recognized that many times young people rely on other means of 

transportation besides parents, it is the PARENT/CAREGIVER 'SRESPONSIBILITY to be 
aware of the Library's closing hours and to make sure the child is picked up immediately. 

 
Staff Responsibilities: 

1. Ifan unattended teen under 16 or child is waiting to be picked up, at least two staff 
members should stay with the child until the caregiver/parent    a1Tives. 

2. Staff will be paid  for the time spent with the  child. 
3. Staff is to file an incident report every time an unattended child is left at the library after 

closing, with notification to the parent/caregiver to be more prompt. Further  infraction  of 
the policy  might result in the child not being allowed unattended  access to the   library. 

 
STORY HOUR REGISTRATION POLICY 

 
Pre-school story hour is designed for and limited to those children not enrolled in public or parochial 
school. 

 
Priority for registration will be given to children of service area patrons, secondly to fee card 
patrons. 

 
ATTENDANCE AT REGISTERED PROGRAMS 

 
Residents of the LTPL's legal service area will be given preference for all programs requiring 
registration unless the program is funded by an organization such as the Michigan Council for the 
Humanities. 

 
CAMERA  SURVEILLANCE 

 
The Lincoln Township Library has surveillance cameras in its facility to complement other measures 
to ensure a safe and secure environment for patrons and staff. The equipment helps to protect the 
library's prope1iy against theft or vandalism and can assist in identifying intruders and persons 
breaking the law or violating the library's policies. 

 
Surveillance cameras  are positioned  to monitor public areas of the library that cannot be   easily 
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viewed from public service desks. Surveillance cameras are not used in the restrooms, nor are they 
positioned  to identify a patron's reading, viewing  or listening activities in the    library. 

 
Recorded  information  from security cameras is retained  for six months, unless an incident  occurs  
that requires holding the tape for a longer period. In the event of a reported or observed incident, the 
recorded  information may be used to assist the investigation of the incident.  The Library will   
maintain  control  and responsibility  for the security surveillance equipment  at all times. 

 
For investigation initiated by law enforcement, security camera images are only made available to 
law enforcement  through  a legal  subpoena or warrant. 

 
COUNTERFEIT  MONEY 

 
Should a counterfeit bill be given to the library staff, it must be confiscated. Inasmuch as most 
patrons giving the bill will be unaware of its features and in the best interest of goodwill, the fine 
levied against the patron will be dropped.   The bill is then turned  over to the Police   Department. 

 
COMPENSATION  FOR WORK  DONE  FOR  THE LIBRARY 

 
Work done for the library shall be performed by paid staff employees, paid external workers by 
contract  or time/materials  agreement,  or by volunteers. 

 
BIDDING  PROCEDURES 

 
The following procedures will be used when indicated for major financial outlays as defined by the 
Lincoln Township Public  Library  Board. 

 
1. Recognize or identify a need and establish purchase guidelines, including basic, related 

criteria. Such guidelines will represent the standard and/or minimum Library Board 
expectations  of the prospective  contractors  or service providers. 

 
2. The identified need may be advertised with a legal notice in the library and in one or   

more local newspapers. The standardized guidelines may be distributed at the library to 
interested  paiiies, during the specified,  adve1iised time, for a determined  period  of  time. 

 
3. An identification of bidders to third parties may be given ifrequested in writing. Queries 

concerning previous  or current related  costs will be responded  to only if in  writing. 
 

4. The contents of bids will only be PUBLICLY disclosed during a Board meeting. Final 
decisions concerning such bids will be made during Board meetings. Such factors as 
delivery, quality, past performance, cost, and recommendations of others, including 
governmental units such as the Lincoln Charter Township Board will be considered 
before final decisions are made. The Lincoln Township Library Board is not bound to 
accept the lowest  bid. 

 
5. Bidders will be informed  of their final status upon request. The identification  of   the 
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winning party will be disclosed if requested. Queries related to the awarded cost will be 
responded  to only if in writing. 

 
STAFF POLICIES 

 
For policies regarding hiring of staff and conditions of employment see Personnel Policies and Job 
Descriptions. 

 
Items not addressed above may already be in place through custom and usage.  The library reserves  
the right to deal with  all other issues as   necessary. 

 
PETITIONERS   Revised  October, 2012 

 
Petitioners may practice their first amendment rights outside the Lincoln Township Public Library 
building providing they stay 25 feet from the doors and they abide by the following  guidelines set up  
by the Lincoln  Township  Library Board. 

o Petitioners may not impede or interfere with patrons entering or exiting the building. 
o Petitioners may not accost or badger patrons; they are not to "chase" patrons. 

 
 

PAYMENT  BY CREDIT  CARD   July, 2013 
 

The library shall accept valid  credit or debit cards as a method  of payment  for fines, faxes, lost  
library materials, copying, and printing, and will also use appropriate machines and teclmology to 
process these payments within the library during open hours. Fines can also be paid through the  
library's website with a credit/debit card. The library will only accept payments of at least $5.00  
through this method. Credit/debit card payments cannot be used to apply money towards any future 
charges, eg. copying, or printing. When paying by credit/debit card within the library, the staff will  
also need to see a valid  ID from the  patron. 



 

Regarding purchasing replacements for lost items: 
• "If a patron is charged for a lost or damaged item, Library management may, at 

their discretion, accept a replacement copy provided by the patron in lieu of 
payment for the item. It must be an exact copy of the lost/damaged item and in 
brand new condition. The Library shall still charge the patron a standard 
processing fee  of $8.00." 

 
Regarding equipment use in the large meeting rooms: 

• "The Library does not guarantee that any number of chairs or tables, nor any 
. other equipment, will be available to outside groups using the Library rooms. The 

available tables, chairs, and equipment  is limited and must be equally  distributed  
to those  using the rooms." 

 
Regarding reserving study rooms: 

• "Study rooms for individuals or groups up to eight people are available on a first 
come, first serve basis. Patrons may request up to a four-hour block. A patron 
may reserve a room up to one month in advance." 

 
Regarding proctoring exams: 

• "Library staff is available to proctor exams for patrons. Patrons must schedule a 
time with a staff member in advance. The Director may deny this service to 
patrons who repeatedly fail to show up at their scheduled time." 



 

Gift and Donation Policy 
Adopted  6/16/ 15 

To comply with State of Michigan Act 136 of  1921 
 

The Lincoln Township Public Library (LTPL) is grateful for the many gifts and contributions it receives 
and believes that private giving plays an important role in extending and enriching the services of the 
Library to better serve the community. Donations to the library may qualify for a charitable deduction. 
However, the responsibility and cost for such assessment lies with the donor and the Library 
recommends that donors consult a tax professional with their questions. All gifts will be acknowledged,  
if the donor wishes. 

 
Material Donations 

 
Material donations are accepted with the understanding that they may be added to the collection if they 
comply with the Collection Development Policy.  See Collection Development Policy for details. 

 
Monetary  Donations 

 
The Lincoln Township Public Library accepts monetary donations given In Memory Of, In Honor Of or 
general donations. All monetary donations are deposited into the Endowment Fund unless otherwise 
designated.  Requests are considered but the Library determines the final use. 

 
Tribute Books 

 
Monetary donations made for the purchase of books to be added to the collection are accepted by the 
library.  Individuals may select from a list of items that have been pre-approved by the Library.  Each  
book will have a designated cost. A book plate recognizing the donor (or In Honor Of/In Memory Of) will 
be placed in each book.  Acknowledgement  of all Tribute Books will be sent to the donor and to the 
family of the person for whom the book is  given. 

 
Restricted Monetary Donations 

 
Restricted monetary donations will be accepted on condition that the specific use requested is approved 
by the Library Director and/or the Library Board; donations greater than $500 must be reviewed and 
approved by the Library Board. Proposed restrictions must be submitted in writing. Donations with 
restrictions must be consistent with the mission, goals and objectives of the Library.  Monetary   
donations received from a will or trust will be used as directed by the donor, subject to library policies 
and Board approval, or if received without conditions, may be used as approved by the  Board. 

 
Berrien Community Foundation 

 
Lincoln Township Public Library established an endowment fund at the Berrien Community Foundation, 

known as the Lincoln Township Public Library Endowment Fund. 
 
This fund was established to act as a depository for gifts, conveyances, and other transfers intended to  
assist  LTPL in achieving  its purpose.  This purpose  is to  provide  materials and services which will  furnish 



 

opportunities to educate, entertain, and inspire all the people of the communities served by the Library. 
Donors may contribute directly to the fund. Information about LTPL may be found at 
www.BerrienCommunity.org. 

 
Property Donations 

 
The decision to accept donations of personal and real property, including real estate, exterior 
ornamentation, art work, sculpture or signage shall be made by the Board. Among the criteria on which 
the decision will be based is need, space, impact on staff time, expenses, insurance, frequency of 
maintenance, and consistency with the Library mission and values. The Director will prepare a written 
proposal for the Board for any property donation valued over $500. The acceptance of gifts designated 
for public display on the Library property shall be considered with attention to the ongoing cost of 
display, maintenance, security, as well as suitability, including location. No guarantee is made that any 
gift will be permanently displayed or kept by the Library. Placement of items will be determined by the 
Board, in conjunction with the Library Director. Once a gift has been made it becomes the property of  
the library and as such may be retained, sold, discarded, or given away at the discretion of the Library 
Board. Proceeds of the sale of a gift maybe used in any way consistent with the mission, goals and 
objectives of the Library.  An appropriate deed of gift, or similar document, transferring sole and 
exclusive ownership of the property to the Library will be   required. 

http://www.berriencommunity.org/


 

LINCOLN TOWNSHIP PU BLIC LIBRARY 
FREEDOM OF IN FORMATION  ACT POLICY 

Public Act 442, as Amended 
Effective July 1, 2015 

OVERVIEW 
 
The Freedom ofInformation Act (Act 442 of the Public Acts  of 1976) ("FOIA")  provides  for 
the public's access to certain public records of public bodies, which include Libraries. 
The Act also permits certain fees to be charged for producing documents associated with 
a request, and provides remedies and penalties for a Library's failure to comply with the 
Act. Amendments were made to the Michigan Freedom of nformation Act, 1976 in 2014, 
which become effective on July 1, 2015. 

Of particular note is a new provision in Section 4(4) that requires Libraries to establish 
by July 1, 2015, procedures and guidelines to implement these FOIA changes and to 
develop a written, "easily-understood" summary for the public that explain the changes. 

The summary must be posted on public body's website (if there is  one)  and should  be 
made available at no charge by the Library. Free copies must be provided "both in ... 
response to a written request and upon request by visitors at the public body's office." A 
website  link may be supplied  in response to a written request in place of paper  copies. 

A FOIA procedure summary  must cover  how: 
 

1.  to submit requests to the Library; 

2. to  understand the  Library's written  response to the requestor; 
 

3. the fee is calculated and explain any deposit requirements; and 
 

4. to challenge or appeal a decision by the    Library with respect to the request. 
 
Section 4(4) also now requires policies and guidelines to include the use of a "standard 
form for detailed itemization of any fee amount in the Library's responses to a written 
request that clearly lists and explains allowable charges for each of the following: 

1. Labor costs for: 

a. "searching for, locating and examining ... public  records  in conjunction 
with  receiving and fulfilling  a  granted  written request;" 

b. the review of records necessary to separate and delete exempt from 
nonexempt  information; 

c. duplication, including making paper and digital copies (if requested and 
within the Library's capabilities). 

2. Materials: 

a. for duplication, not including labor (cost of paper); 



 

b. provided on "non-paper physical media" such as CDs or flash drives 
(cost of media); and 

c. of mailing (postage). 

 

Adopted 2/23/2016 

If a child under 18 owes $5.00 or more in fines, or is not in good standing for any other 
reason, the responsible party for that child shall also have their borrowing privileges 
suspended until the matter is resolved. 

If a responsible party owes $5.00 or more in fines, or is not in good standing for any other 
reason, the responsible party may not use any other family member’s card to use library 
services until the matter is resolved. Staff may enforce this at their discretion. 

 
Adopted 04/19/16 
 
Employment Postings/ Application Policy 
All open employment positions will be posted for 12 consecutive business days on the 
Library’s entrance bulletin board and the web site.  Applications for positions will only be 
accepted during the job opening posting dates specified on the job opening.   Application 
forms may only be handed out by library employees while there is a position open and 
during the above mentioned filing dates. Unsolicited applications will not be kept on file. 
 
Adopted 05/17/2016 
 
Movies shall be purchased in DVD format. Blu-Ray and other formats will not be considered 
for purchase. The staff may purchase other formats, in combination with DVD, if purchasing 
such a combination package is the only way to obtain a particular movie. 
 
American television series will not usually be considered for purchase. Purchasing staff 
may make exceptions at their discretion on rare occasions, pending the approval of the 
Director. PBS and foreign TV series may be considered on a limited basis. 
 

 



 
 

Lincoln Township Public Library 
2099 W. John Beers Rd., Stevensville, MI 49127 

(269) 429-9575 / www.lincolnlib.org 

Eligibility: 

 Only Lincoln Township Public Library cardholders, at least 13 years of age, may check out 
an e-reader. Patrons who owe at least $5.00 in fines, or are otherwise not in good standing, 
may not check them out. Patrons from other libraries many not request the devices through 
interlibrary loan. 

 Patrons must present their library card plus a photo ID at the time of checkout. A school ID is 
acceptable if the patron does not have a government-issued ID. 

 Patrons must sign a copy of the e-reader use agreement the first time they use this service. 
A patron under 18 years old must have a parent or guardian sign the form. The Library will 
keep the signed agreement on file, and it will be valid for all future e-reader checkouts, 
unless the Library amends the policy. At this point, all users must sign a copy of the new 
agreement. 

Loan Procedure: 

 Patrons may check out an e-reader for two weeks and may renew it up to two times for an 
additional two weeks each, as long as there are no holds on the device. Patrons may not 
check out more than one e-reader at a time. 

 A library staff member will inspect the e-readers before each use. In checking out an e-
reader, patrons acknowledge that the device is fully functioning and undamaged and that all 
parts are included. Patrons must report any malfunctions to the staff immediately. 

 Patrons shall not add or remove content or alter the settings of the device. Patrons will be 
held financially responsible for any purchases made with the e-reader while it is in their 
possession. Purchasing materials using the device may also result in a patron’s library 
account being suspended. 

 The Library may not be able to provide technical support to e-reader users. 

 The Library is not responsible for any damage to a patron’s files, storage devices, software, 
or external hardware as a result of e-reader use. 

 Patrons are asked not to take e-readers into restrooms or to any area where food or drink is 
being served. 

 If an e-reader is stolen while checked out to a patron, that patron must notify Library staff 
immediately and will be responsible for filing a police report and providing the Library 
Director with a copy. Patrons are advised to not leave e-readers unattended in public 
locations. 

Check In Procedure: 

 Patrons must return e-readers directly to a staff member at the circulation desk. Patrons 
should not put e-readers into the drop boxes. 

 A staff member shall inspect the e-reader before checking it in. Staff may add charges to a 
patron’s account for damage to the e-reader or if it is stolen while checked out to that patron, 
up to and including the cost of the device. 

 Patrons are asked to return the device fully charged. Staff reserves the right to charge a 
patron $2.00 if the device requires charging before its next use. 

 Patrons shall be charged $2.00 per day that the device is late. Patrons may not check out 
any items if they have an overdue e-reader currently checked out on their account. 

E-Reader Use Agreement 



 
 

Lincoln Township Public Library 
2099 W. John Beers Rd., Stevensville, MI 49127 

(269) 429-9575 / www.lincolnlib.org 

In signing below, I acknowledge the following: 

 I have received a copy of the Library’s E-Reader Use Agreement. 

 I agree to abide by all the conditions listed on the agreement. 

 I understand that the Library may amend this agreement at any time. 

 I understand that if the Library amends this agreement, I will be asked to sign a new one, 
superseding any previous agreements. 

 I agree that I may be held financially responsible for any damage or loss that occurs to 
the e-reader or any accessories while the e-reader is checked out to me, or if it is 
returned late. 

 I understand that the following is strictly prohibited while using the e-reader: 
o Adding or deleting files 
o Purchasing items 
o Changing the settings 

 I understand that failure to abide by any of the conditions listed in the agreement could 
result in one or more of the following, as determined by the Director and/or Library 
Board: 

o Fines added to my account, if necessary 
o Suspension of my e-reader use privileges 
o Suspension of my Library account 

 
 
 

Patron’s Printed Name      Library Card Number 
 
 
 

Signature of Patron (or parent if under 18 – please also print) Month, Date, Year 
 
 
 

Printed Name of Staff Witness 
 
 
 

Signature of Staff Witness     Month, Date, Year 

Acknowledgement of 

E-Reader Use Agreement 


	general-policies-051816
	CIRCULATION,  BORROWING  MATERIAL  AND OVERDUE POLICIES  Revised  5-11
	A patron may have a total of twenty-five  items  checked out at one  time.
	MOVIE POLICY
	TELEPHONE  REFERENCE
	TELEPHONE  REFERENCE  FROM  STREET DIRECTORIES
	LIBRARY  RECORDS
	TICKET SELLING
	A parent, caregiver must make arrangements to have unattended children and teenspicked up at  the Libra,y 10 (ten) minutes prior  to closing.  Please see posted  schedule of !tours Library is open.
	Staff Responsibilities:
	STORY HOUR REGISTRATION POLICY
	ATTENDANCE AT REGISTERED PROGRAMS
	CAMERA  SURVEILLANCE
	COUNTERFEIT  MONEY
	COMPENSATION  FOR WORK  DONE  FOR  THE LIBRARY
	BIDDING  PROCEDURES
	STAFF POLICIES
	LINCOLN TOWNSHIP PUBLIC LIBRARY FREEDOM OF IN FORMATION  ACT POLICY


	E-Reader Use

