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Welcome to the Library Team 

This manual is for you, so that you may better understand our Library's mission and 
your role in its service plan. 
 

It is the purpose of the Library to serve the community with books and other media in a 
manner that is cordial, efficient, and equitable. The manual is not all-inclusive and does 
not supersede the City of Chilton Personnel Policy Manual. 
 

The Library strives to provide the people of the community with quality library services 
and programs through its collections of books and other media delivered by a staff and 
overseen by a Board of Trustees who see the Library as the informational, educational, 
cultural and recreational resource of the community. 
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The Library Board of Trustees 

Chilton Public Library is currently governed by an eleven-member Board of Directors, 
appointed for three year terms. Seven are appointed by the Mayor of Chilton. The 
remaining members are appointed by the Calumet County Administrator. The Board's 
authority to oversee the policies and direction of the Library is derived from Chapter 43 
of Wisconsin statutes. The Library Board works in conjunction with the Library Director, 
library staff, and the Chilton Common Council to plan, fund and implement public library 
service in Chilton.  
 

The Board meets at 6:30 p.m. on the 1st Monday of each month. Meetings are 
conducted according to the Open Public Meetings Law. 
 

Current Board members and offices: 

President:   Gary Buechel 

Vice President: Mary Hoerth 

Secretary:   Steve Phipps - County Appointee 

Sue Salzsieder - School District Representative 

Ray Mueller - County Appointee  

Andrea Jaeckels 

Mary Depies - County Appointee 

Kathy Schmitzer  

Mike Hofberger - County Appointee 

Guy Arnold 

Mary Hoerth  
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Mission Statement 

 

The mission of Chilton Public Library is to provide access to an expanding world of 

information to help meet the informational, recreational, cultural and educational needs 

of our users. 

 

Core Values 

 

Chilton Public Library is committed to: 

• Providing excellent customer service 

• Supporting literacy and learning 

• Developing a community of lifelong learners 

• Ensuring access of information for all 

• Being part of a sustainable community 

• Seeking community partnerships 

• Developing collections and programs that is responsive to the community's needs 

• Creating warm, welcoming environments 

• Ensuring that its literary, cultural, historical and technological resources are equally 

accessible to all 

• Being a responsible steward of its financial and physical assets 
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Goals and Objectives 

... to strive consistently to discover new methods to improve service 

 

The general library goals of the Chilton Public Library shall be: 

1. To serve the residents of the community and the surrounding region. 

a. To acquire and make available to all residents and visitors such books, 

periodicals, audiovisual materials, technology resources, historical 

documents, and other services as will address their needs to. a) become 

well informed, b) locate answers to important questions, c) cultivate the 

imagination and creative expression, and stimulate self-understanding and 

growth, d) develop skills for career and vocational advancement, and e) 

enjoy leisure by means of reading and other media services. 

b. To acquire the means to provide the most frequently requested materials 

locally and upon demand. 

2. To reflect a variety of opinions on a subject. 

3. To maintain a program of service which locates information, guides reading, 

organizes and interprets material for people of various backgrounds, and 

stimulates thinking and intellectual development in individuals of any age. 

4.  To evaluate anticipate, and address the ever-changing needs and expectations 

of the community, and to strive consistently to discover new methods and 

improvements for better service for the library's customers. 

5. To increase awareness among our children, young people, and adult citizens of 

the library services available to them. 

6. To cooperate with other organizations, agencies, and institutions that provide 

programs or services for people in our community. 

7. To use as guidelines the provisions of Wisconsin Statutes, Chapter 43 (revised 

May 2006), in determining operation policy. 

8. To utilize the Wisconsin Public Library Standards (2005) as goals and objectives 

in long range planning. 

9. To review regularly these goals of the Chilton Public Library and, if necessary, 

revise them in the light of new developments. 
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Libraries: An American Value 

Libraries in America are cornerstones of the communities they serve. Free access to the 

books, ideas, resources, and information in America’s libraries is imperative for 

education, employment, enjoyment, and self-government. 

Libraries are a legacy to each generation, offering the heritage of the past and the 

promise of the future. To ensure that libraries flourish and have the freedom to promote 

and protect the public good in the 21st century, we believe certain principles must be 

guaranteed. 

To that end, we affirm this contract with the people we serve: 

● We defend the constitutional rights of all individuals, including children and 

teenagers, to use the library’s resources and services; 

● We value our nation’s diversity and strive to reflect that diversity by providing a 

full spectrum of resources and services to the communities we serve; 

● We affirm the responsibility and the right of all parents and guardians to guide 

their own children’s use of the library and its resources and services; 

● We connect people and ideas by helping each person select from and effectively 

use the library’s resources; 

● We protect each individual’s privacy and confidentiality in the use of library 

resources and services; 

● We protect the rights of individuals to express their opinions about library 

resources and services; 

● We celebrate and preserve our democratic society by making available the 

widest possible range of viewpoints, opinions and ideas, so that all individuals 

have the opportunity to become lifelong learners - informed, literate, educated, 

and culturally enriched. 

Change is constant, but these principles transcend change and endure in a dynamic 

technological, social, and political environment. 

By embracing these principles, libraries in the United States can contribute to a future 

that values and protects freedom of speech in a world that celebrates both our 

similarities and our differences, respects individuals and their beliefs, and holds all 

persons truly equal and free. 

Adopted February 3, 1999, by the  

Council of the American Library Association  
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The Library Bill of Rights; Freedom to Read; Freedom to View; Statement of 

Labeling 

 

Library Bill of Rights 

The American Library Association affirms that all libraries are forums for information and 

ideas, and that the following basic policies should guide their services. 

1. Books and other library resources should be provided for the interest, information 

and enlightenment of all people of the community the library serves. Materials 

should not be excluded because of the origin, background, or views of those 

contributing to their creation. 

2. Libraries should provide materials and information presenting all points of view 

on current and historical issues. Materials should not be proscribed or removed 

because of partisan or doctrinal disapproval. 

3. Libraries should challenge censorship in the fulfillment of their responsibility to 

provide information and enlightenment. 

4. Libraries should cooperate with all persons and groups concerned with resisting 

abridgment of free expression and free access to ideas. 

5. A person's right to use a library should not be denied or abridged because of 

origin, age, background, or views. 

6. Libraries which make exhibit spaces and meeting rooms available to the public 

they serve should make such facilities available on an equitable basis, regardless 

of the beliefs or affiliations of individuals or groups requesting their use. 

Adopted June 18, 1948. Amended February 2, 1961, June 27, 1967, and January 23, 

1980, inclusion of "age" reaffirmed January 23, 1996, by the ALA Council 
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THE FREEDOM TO READ 

The freedom to read is essential to our democracy. It is continuously under attack. 

Private groups and public authorities in various parts of the country are working to 

remove or limit access to reading materials, to censor content in schools, to label 

"controversial" views, to distribute lists of "objectionable" books or authors, and to purge 

libraries. These actions apparently rise from a view that our national tradition of free 

expression is no longer valid; that censorship and suppression are needed to counter 

threats to safety or national security, as well as to avoid the subversion of politics and 

the corruption of morals. We, as individuals devoted to reading and as librarians and 

publishers responsible for disseminating ideas, wish to assert the public interest in the 

preservation of the freedom to read. 

 

Most attempts at suppression rest on a denial of the fundamental premise of 

democracy: that the ordinary individual, by exercising critical judgment, will select the 

good and reject the bad. We trust Americans to recognize propaganda and 

misinformation, and to make their own decisions about what they read and believe. We 

do not believe they are prepared to sacrifice their heritage of a free press in order to be 

"protected" against what others think may be bad for them. We believe they still favor 

free enterprise in ideas and expression. 

 

These efforts at suppression are related to a larger pattern of pressures being brought 

against education, the press, art and images, films, broadcast media, and the Internet. 

The problem is not only one of actual censorship. The shadow of fear cast by these 

pressures leads, we suspect, to an even larger voluntary curtailment of expression by 

those who seek to avoid controversy or unwelcome scrutiny by government officials. 

 

Such pressure toward conformity is perhaps natural to a time of accelerated change. 

And yet suppression is never more dangerous than in such a time of social tension. 

Freedom has given the United States the elasticity to endure strain. Freedom keeps 

open the path of novel and creative solutions, and enables change to come by choice. 

Every silencing of a heresy, every enforcement of an orthodoxy, diminishes the 

toughness and resilience of our society and leaves it the less able to deal with 

controversy and difference. 

 

Now as always in our history, reading is among our greatest freedoms. The freedom to 

read and write is almost the only means for making generally available ideas or 

manners of expression that can initially command only a small audience. The written 

word is the natural medium for the new idea and the untried voice from which come the 

original contributions to social growth. It is essential to the extended discussion that 
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serious thought requires, and to the accumulation of knowledge and ideas into 

organized collections. 

 

We believe that free communication is essential to the preservation of a free society and 

a creative culture. We believe that these pressures toward conformity present the 

danger of limiting the range and variety of inquiry and expression on which our 

democracy and our culture depend. We believe that every American community must 

jealously guard the freedom to publish and to circulate, in order to preserve its own 

freedom to read. We believe that publishers and librarians have a profound 

responsibility to give validity to that freedom to read by making it possible for the 

readers to choose freely from a variety of offerings. The freedom to read is guaranteed 

by the Constitution. Those with faith in free people will stand firm on these constitutional 

guarantees of essential rights and will exercise the responsibilities that accompany 

these rights. 

 

We therefore affirm these propositions: 

1. It is in the public interest for publishers and librarians to make available the 

widest diversity of views and expressions, including those that are unorthodox, 

unpopular, or considered dangerous by the majority. 

 

Creative thought is by definition new, and what is new is different. The bearer of 

every new thought is a rebel until that idea is refined and tested. Totalitarian 

systems attempt to maintain themselves in power by the ruthless suppression of 

any concept that challenges the established orthodoxy. The power of a 

democratic system to adapt to change is vastly strengthened by the freedom of 

its citizens to choose widely from among conflicting opinions offered freely to 

them. To stifle every nonconformist idea at birth would mark the end of the 

democratic process. Furthermore, only through the constant activity of weighing 

and selecting can the democratic mind attain the strength demanded by times 

like these. We need to know not only what we believe but why we believe it. 

 

2. Publishers, librarians, and booksellers do not need to endorse every idea or 

presentation they make available. It would conflict with the public interest for 

them to establish their own political, moral, or aesthetic views as a standard for 

determining what should be published or circulated. 

 

Publishers and librarians serve the educational process by helping to make 

available knowledge and ideas required for the growth of the mind and the 

increase of learning. They do not foster education by imposing as mentors the 

patterns of their own thought. The people should have the freedom to read and 

consider a broader range of ideas than those that may be held by any single 
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librarian or publisher or government or church. It is wrong that what one can read 

should be confined to what another thinks proper. 

 

3. It is contrary to the public interest for publishers or librarians to bar access to 

writings on the basis of the personal history or political affiliations of the author. 

 

No art or literature can flourish if it is to be measured by the political views or 

private lives of its creators. No society of free people can flourish that draws up 

lists of writers to whom it will not listen, whatever they may have to say. 

 

4. There is no place in our society for efforts to coerce the taste of others, to confine 

adults to the reading matter deemed suitable for adolescents, or to inhibit the 

efforts of writers to achieve artistic expression. 

 

To some, much of modern expression is shocking. But is not much of life itself 

shocking? We cut off literature at the source if we prevent writers from dealing 

with the stuff of life. Parents and teachers have a responsibility to prepare the 

young to meet the diversity of experiences in life to which they will be exposed, 

as they have a responsibility to help them learn to think critically for themselves. 

These are affirmative responsibilities, not to be discharged simply by preventing 

them from reading works for which they are not yet prepared. In these matters 

values differ, and values cannot be legislated; nor can machinery be devised that 

will suit the demands of one group without limiting the freedom of others. 

 

5.  It is not in the public interest to force a reader to accept the prejudgment of a 

label characterizing any expression or its author as subversive or dangerous. 

 

The ideal of labeling presupposes the existence of individuals or groups with 

wisdom to determine by authority what is good or bad for others. It presupposes 

that individuals must be directed in making up their minds about the ideas they 

examine. But Americans do not need others to do their thinking for them. 

 

6. It is the responsibility of publishers and librarians, as guardians of the people's 

freedom to read, to contest encroachments upon that freedom by individuals or 

groups seeking to impose their own standards or tastes upon the community at 

large; and by the government whenever it seeks to reduce or deny public access 

to public information. 

 

It is inevitable in the give and take of the democratic process that the political, the 

moral, or the aesthetic concepts of an individual or group will occasionally collide 

with those of another individual or group. In a free society individuals are free to 
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determine for themselves what they wish to read, and each group is free to 

determine what it will recommend to its freely associated members. But no group 

has the right to take the law into its own hands, and to impose its own concept of 

politics or morality upon other members of a democratic society. Freedom is no 

freedom if it is accorded only to the accepted and the inoffensive. Further, 

democratic societies are more safe, free, and creative when the free flow of 

public information is not restricted by governmental prerogative or self-

censorship. 

 

7. It is the responsibility of publishers and librarians to give full meaning to the 

freedom to read by providing books that enrich the quality and diversity of 

thought and expression. By the exercise of this affirmative responsibility, they 

can demonstrate that the answer to a "bad" book is a good one, the answer to a 

"bad" idea is a good one. 

 

The freedom to read is of little consequence when the reader cannot obtain 

matter fit for that reader's purpose. What is needed is not only the absence of 

restraint, but the positive provision of opportunity for the people to read the best 

that has been thought and said. Books are the major channel by which the 

intellectual inheritance is handed down, and the principal means of its testing and 

growth. The defense of the freedom to read requires of all publishers and 

librarians the utmost of their faculties, and deserves of all Americans the fullest of 

their support. 

 

We state these propositions neither lightly nor as easy generalizations. We here stake 

out a lofty claim for the value of the written word. We do so because we believe that it is 

possessed of enormous variety and usefulness, worthy of cherishing and keeping free. 

We realize that the application of these propositions may mean the dissemination of 

ideas and manners of expression that are repugnant to many persons. We do not state 

these propositions in the comfortable belief that what people read is unimportant. We 

believe rather that what people read is deeply important; that ideas can be dangerous; 

but that the suppression of ideas is fatal to a democratic society. Freedom itself is a 

dangerous way of life, but it is ours. 

 

This statement was originally issued in May of 1953 by the Westchester Conference of 

the American Library Association and the American Book Publishers Council, which in 

1970 consolidated with the American Educational Publishers Institute to become the 

Association of American Publishers. 

 

Adopted June 25, 1953; revised January 28, 1972, January 16, 1991, July 12,2000, 

June 30, 2004, by the ALA Council and the AAP Freedom to Read Committee. 
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A Joint Statement by: 

American Library Association, Association of American Publishers 

Subsequently endorsed by: 

American Booksellers Foundation for Free Expression, The Association of American 

University Presses, Inc. The Children's Book Council 

Freedom to Read Foundation 

National Association of College Stores National Coalition Against Censorship National 

Council of Teachers of English 

The Thomas Jefferson Center for the Protection of Free Expression 
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Freedom to View 

The FREEDOM TO VIEW, along with the freedom to speak, to hear, and to read, is 
protected by the First Amendment to the Constitution of the United States. In a free 
society, there is no place for censorship of any medium of expression. Therefore these 
principles are affirmed: 

1. To provide the broadest access to film, video, and other audiovisual materials 
because they are a means for the communication of ideas. Liberty of circulation is 
essential to insure the constitutional guarantees of freedom of expression. 

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

3. To provide film, video, and other audiovisual materials which represent a diversity of 
views and expression. Selection of a work does not constitute or imply agreement with 
or approval of the content. 

4. To provide a diversity of viewpoints without the constraint of labeling or prejudging 
film, video, or other audiovisual materials on the basis of the moral, religious, or political 
beliefs of the producer or filmmaker or on the basis of controversial content. 

5. To contest vigorously, by all lawful means, every encroachment upon the public's 
freedom to view. 

This statement was originally drafted by the Freedom to View Committee of the 
American Film and Video Association (formerly the Educational Film Library 
Association) and was adopted by the AFVA Board of Directors in February 1979. This 
statement was updated and approved by the AFVA Board of Directors in 1989. 
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Statement on Labeling 

An Interpretation of the Library Bill of Rights 

Libraries do not advocate the ideas found in their collections or in resources accessible 
through the library. The presence of books and other resources in a library does not 
indicate endorsement of their contents by the library. Likewise, providing access to 
digital information does not indicate endorsement or approval of that information by the 
library. Labeling and rating systems present distinct challenges to these intellectual 
freedom principles. 

Many organizations use or devise rating systems as a means of advising either their 
members or the general public regarding the organization’s opinions of the contents and 
suitability or appropriate age for use of certain books, films, recordings, websites, 
games, or other materials. The adoption, enforcement, or endorsement of any of these 
rating systems by a library violates the American Library Association’s Library Bill of 
Rights and may be unconstitutional. If enforcement of labeling or rating systems is 
mandated by law, the library should seek legal advice regarding the law’s applicability to 
library operations. 

Viewpoint-neutral directional labels are a convenience designed to save time. These are 
different in intent from attempts to prejudice or discourage users or restrict their access 
to resources. Labeling as an attempt to prejudice attitudes is a censor’s tool. The 
American Library Association opposes labeling as a means of predisposing people’s 
attitudes toward library resources. 

Prejudicial labels are designed to restrict access, based on a value judgment that the 
content, language, or themes of the resource, or the background or views of the 
creator(s) of the resource, render it inappropriate or offensive for all or certain groups of 
users. The prejudicial label is used to warn, discourage, or prohibit users or certain 
groups of users from accessing the resource. Such labels sometimes are used to place 
materials in restricted locations where access depends on staff intervention. 

Viewpoint-neutral directional aids facilitate access by making it easier for users to locate 
resources. Users may choose to consult or ignore the directional aids at their own 
discretion. 

Directional aids can have the effect of prejudicial labels when their implementation 
becomes proscriptive rather than descriptive. When directional aids are used to forbid 
access or to suggest moral or doctrinal endorsement, the effect is the same as 
prejudicial labeling. 

Libraries sometimes acquire resources that include ratings as part of their packaging. 
Librarians should not endorse the inclusion of such rating systems; however, removing 
or destroying the ratings—if placed there by, or with permission of, the copyright 
holder—could constitute expurgation (see “Expurgation of Library Materials: An 
Interpretation of the Library Bill of Rights”). In addition, the inclusion of ratings on 
bibliographic records in library catalogs is a violation of the Library Bill of Rights. 
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Prejudicial labeling and ratings presuppose the existence of individuals or groups with 
wisdom to determine by authority what is appropriate or inappropriate for others. They 
presuppose that individuals must be directed in making up their minds about the ideas 
they examine. The fact that libraries do not advocate or use proscriptive labels and 
rating systems does not preclude them from answering questions about them. The 
American Library Association affirms the rights of individuals to form their own opinions 
about resources they choose to read or view. 

Adopted July 13, 1951, by the ALA Council; amended June 25, 1971; July 1, 1981; 
June 26, 1990; January 19, 2005; July 15, 2009; July 1, 2014. 
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Statement on Privacy 

The Chilton Public Library protects the privacy of library records and the confidentiality 

of patron use of the library as required by relevant laws. In addition, CPL supports the 

principle of freedom of inquiry for library patrons, and has adopted this policy to protect 

against the unwarranted invasion of the personal privacy of library users. 

Records of patron use of library resources, materials, or services are confidential per 

Wis. Statute 43.30. In general, they may not be disclosed except by court order or to 

persons acting within the scope of their duties in the administration of the library or the 

library system. 

Records of patron use protected by Wis. Statute 43.30 include: 

• Circulation records 

• Public access computer logs 

• Information sought or received 

• Materials consulted, borrowed, or acquired by a user 

• Database search records 

• Interlibrary loan records 

• Other personally identifiable uses of library materials, facilities, programs or services 

• Reference interviews 

• Program registration information 

• Sign up sheets 

• Patron material complain forms 

• Emails 

• Correspondence about patron's library use 

• Any other such records as may be accumulated in the course of doing library business 

 

Per state law the library will disclose to a custodial parent or guardian of a child under 

the age of 16 any records that relate to the child's use of the library, materials and 

resources upon the furnishing of valid identification. This includes any library records of 

items currently checked out, due dates for those items, overdue items, items placed on 

reserve, or any fines owed.  

 

Records of addresses, phone numbers, age, etc. of the child will not be disclosed. If a 

person is denied access to their child's records, he or she can appeal to the library 

director or the Board of Trustees for a final decision. 

 

In the case of patron failure to return materials, the library may disclose circulation 

information and correspondence to appropriate legal authorities involved in securing 

return of, or payment for, these items. The library may also disclose library use 
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information to other cooperating libraries in order that all libraries may effectively do 

their jobs to assist patrons and maintain safety and security.  

 

All patrons of the Chilton Public Library, by becoming a patron of the library, do give 

their informed consent for the Chilton Public Library to disclose circulation information 

and correspondence to appropriate legal authorities in the event of a patron failing to 

comply with the rules and regulations of the Chilton Public library, including the return of 

materials. 

 

Records that identify patrons without respect to their use of library resources, materials, 

or services are not protected under the law. Information about the identity of persons 

whose behavior in or near the library violates library policies is not inherently protected 

or confidential. 

 

Library staff will not knowingly give one patron's transaction information to another 

person without the expressed permission of that person. Library staff are not allowed to 

share information about use of library resources and services by library patrons except 

as necessary to perform their job duties and in accordance with procedures approved 

by the library director and/or the board. 

 

Staff is authorized to request identification from library users as necessary and 

appropriate for safety and security or when library rules have been violated. Refusal to 

identify oneself under these circumstances may be grounds for contacting the police. 

If the library has cause to believe that a criminal act has been committed on library 

property or with library resources, administration will cooperate with law enforcement 

authorities to obtain property court orders for release of such privileged library records 

as may be necessary for criminal investigation or prosecution. 

 

Staff ability to identify a patron on sight is not necessarily protected under the letter of 

the law, which specifies that "library records" be protected. Nevertheless, the spirit of 

the law is to protect the identity of persons with respect to their use of the library. 

All requests to identify persons with respect to their use of library materials and services 

should be referred to the library director. 

  

Handling of Court Orders 

Note: AD search warrants are court orders, but not a subpoenas are court orders. 

If a law enforcement officer or anyone else brings a subpoena directing library staff to 

produce library records, staff should follow the following procedure: 

1. Notify the library director or his/her designee. 

2. The library director or his/her designee should ask the municipal attorney to 

review the subpoena. 
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3. If the subpoena has any legal defects, the defects must be addressed before 

records can be released. 

4. If appropriate, legal counsel will be asked to draft a protective order to be 

submitted to the court keeping the requesting information confidential and limiting 

its use to the particular case. 

5. Counsel's advice regarding the subpoena should be followed. 

 

The Chilton Public Library will comply with a valid subpoena and will follow the laws of 

the State of Wisconsin to insure such compliance. The above five-step process is being                            

instituted to insure compliance with valid subpoenas. 

 

If law enforcement officers bring a court order in the form of a search warrant, or if 

federal officers such as members of the FBI bring a similar document under the Federal 

Intelligence Surveillance Act (FISA): 

1.  A search warrant is executable immediately, unlike a subpoena. The law 

enforcement officers may begin a search for library records as soon as they enter 

the library. 

2. If practicable, staff should request that the officers wait until the library director 

and the city attorney are present before the search begins in order to allow 

counsel an opportunity to examine the search warrant and to assure that the 

search conforms to the warrant's tenus. (Law enforcement officers are not 

required to accede to these requests). 

3. Staff should cooperate with the search to ensure that only the records identified 

in the warrant are produced and that no other user's records are disclosed. 

4. It is illegal to disclose to any person (other than those persons necessary to 

produce the tangible things sought in the warrant) that the FBI has sought or 

obtained records or other items under FISA. 

5. The library director or, if he or she is unavailable, the Board president should 

always be contacted under such circumstances. 

 

Request for Official Records 

The library director is designated as the legal custodian of public records for the Chilton 

Public Library. In the event the library director is not available, the City Administrator will 

serve as the substitute. 

 

Public records such as minutes of Board meetings, Annual Reports, circulation 

statistics, or budget documents may be viewed at the Chilton Public Library during 

library hours. Requesting to view such records may be made in person, in writing, or 

over the telephone. In some cases, library staff may require advanced notice. The 

requester is responsible for any cost incurred in the copying of requested records. 
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Documents about individual employees such as time cards, evaluations, or other 

personal documents are not considered public records, and should be kept in a secure 

location accessible only to the library director or his or her designee. 
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Chapter 2 - Current Services and Equipment 
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Library Hours 

Monday - Thursday 10 a.m. to 8 p.m. 

Friday 12 p.m. to 6 p.m. 

Saturday 10 a.m. to 1p.m. 

 

Holidays  

The Library is Closed: Good Friday - Easter Sunday, Memorial Day Weekend, Labor 

Day Weekend, Thanksgiving Weekend, Christmas Eve, Christmas Day, New Year’s 

Day. The library will generally follow the City of Chilton's holiday schedule. 

 

The Chilton Public Library Board of Trustees has the final authority to set the hours and 

days the library will be open and closed. 

 

Emergency Closings 

Emergencies or catastrophes including, but not limited to, extreme weather, utility 

failure, demonstrations, bomb threat, fire, explosion, terrorism, or a health epidemic may 

require closing the library. 

 

The primary consideration in any emergency or catastrophe is the safety of all persons 

in the building and on the property. The library cooperates fully with public safety 

departments and emergency service providers. 

 

The library director or, in his or her absence, the president of the Board of Trustees, will 

determine when to close the library during an emergency or catastrophe. 

Closing alerts or other announcements related to the library will be broadcast on local 

radio stations and on regional TV stations. 

 

Who May Use the Library 

The Chilton Public Library will serve all residents of the community and the public library 

system area. Non-residents, temporary residents, and visitors may also use the library, 

although there may be some restrictions related to the borrowing of library materials. 

Service will not be denied or abridged because of religious, social, economic, housing, 

or political status; or because of mental, emotional, or physical condition; age; race; or 

sexual orientation. 

 

The use of the library may be denied for due cause. Such cause may be failure to return 

library materials or to pay penalties, destruction of library property, disturbance of other 

patrons, or any other illegal, disruptive, or objectionable conduct on library premises. 
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Patron Responsibilities and Conduct 

Patrons have the right to use library materials and services without being unduly 

disturbed or impeded by others, and patrons and staff have the right to a secure and 

congenial environment Unacceptable behavior on the part of library users will result in 

the loss of library privileges. If a patron creates a public nuisance, that patron will be 

subject to disciplinary measures ranging from a verbal warning to denial of the right to 

use the library for a specific period of time. If a patron who has been asked to leave by a 

staff member refuses to leave, he or she will be subject to the law. 

Below is a partial list of examples of acceptable and unacceptable behavior: 

● The violation of federal, state, or local laws will not be permitted on library 

property. Theft, vandalism, and mutilation of library property are criminal offenses 

and may be prosecuted. The library reserves the right to inspect all bags, 

briefcases, backpacks, of other such items when the staff has reason to believe 

that this rule has been violated. The library is not responsible for personal 

belongings left unattended.   

● Bicycles, tricycles, or other similar equipment, with the exception of strollers, are 

not to be brought into the library. A bicycle rack is provided outside. Skateboards, 

roller blades, folding scooters, and similar equipment can be brought into the 

main entrance of the library, provided they do not block access. 

● Smoking or the use of chewing tobacco or similar products is not permitted in the 

library.  

● Pets or animals of any kind, with the exception of assistive animals or animals 

being used as part of a library-sponsored program, will be allowed in the library. 

Animals should not be left unattended on library property. 

● Patrons are not allowed in non-public areas of the library unless conducting 

official business or as part of a library tour. 

● Appropriate apparel, including footwear, should be worn in the library. All patrons 

must wear shoes at all times. Out of consideration for others, personal 

cleanliness is expected. Patrons whose body odor proves offensive to others 

may be asked to leave. 

● Any behavior that disrupts or hinders public use of the library is prohibited. This 

includes, but is not limited to, loud or boisterous behavior, verbal or physical 

harassment, drunkenness, running, and fighting. 

● Computer use is restricted to two people at anyone station at a time, unless a 

class or workshop is in progress. 

● Patrons must leave the library by closing time 
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Young children: 

The Chilton Public Library encourages visits by young children and it is our desire to 

make this important visit both memorable and enjoyable for the child. Library staff is not 

expected to assume responsibility for the care of unsupervised children in the library. 

Therefore, it is library policy that all children under the age of nine must be 

accompanied by a parent or designated responsible person (someone over the age of 

16) while in the library. Also, if the young child is attending a library program, we require 

the parent/ responsible person to remain in the library throughout the program. 

 

Disruptive children: 

Children of all ages are encouraged to use the library for homework, recreational 

reading, and program attendance. The library staff realizes that the library will be noisier 

at busy times and that children by nature can cause more commotion. However, 

children (whether with parents or not) who are being continuously disruptive will be 

given a warning that he/she must settle down or will be asked to leave the library. If 

after a second warning the child continues to be disruptive, he/she will be asked to 

leave. If the child needs to contact a parent, he or she may do so and then wait with a 

staff person until the parent arrives. 

  

Unattended Children: 

For their safety, children under the age of 9 should never be left alone. The Chilton 

Public Library is not a child care provider but a public institution where all patrons have 

an equal right to a safe and relaxed environment. If a child is left unattended in the 

library, the staff will attempt to locate his or her parents. Library employees are not 

permitted to remain after hours with an unattended child or to give him or her a ride 

home. If a parent cannot be reached by the time the library is to close, the Police will be 

called to escort the child home or keep the child until the parents can be reached 
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Library Services 

● Telephone reference and referral services during library hours through 

telephone, email, catalog message or in person. 

● 11 Public access computers hooked up to printers for personal use. 

● Wireless Internet access during library hours 

● Color $.50/page/side 8.5x11 and black and white $.10/page/side 8.5x11 

photocopier with scanner for public use  

● Fax service available for public use at $1.00/page to send U.S. and $.10 to 

receive.  

● Plastic laminating services for items up to 8.5 inches wide available at 

$.50/page  

● Disc cleaning and refinishing services available at $2.00 per disk 

● Rooms for programs or personal use. 

● 3D printer 

● Large print books of all types 

● Audio books in both abridged and unabridged format 

● DVDs for programs 

● Video projection unit to show videos to a group 

● Telephone reference and referral during library hours 

● Program Assistance-Library staff will assist you in arranging programs for 

upcoming meetings 

TEACHERS 

Teachers may request special collections for use in their classroom for a longer period 

of time. Teachers may request special reserve collections for their students to use in the 

Library or for overnight checkout. Both of these requests should allow Library staff 

adequate time to gather collections. All the services of Interlibrary Loan are available to 

teachers.  

 

Class visits to the Library are welcome, but should be arranged ahead of time. Tours of 

the Library and group instruction on the Library are also available for classes. Refer to 

“Teacher Cards” for related information. 
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Library Equipment 

The Library has the following Equipment available: 

● Overhead projector 

● Slide projector 

● Portable Screens 

● Video/ computer projection unit 

● DVD player 

● Audio Cassette player 

● Microfilm Reader-Printer hooked up to the Internet and printers 

● Kindles 

● Disc cleaning and refinishing machine 

● Laminator  

● 3D Printer 

● Paper die-cutter 

● Portable Public Address System 
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Circulation 

LIBRARY CARDS 

The Chilton Public Library issues library cards to anyone who does not have a valid 

card in the MCLS system. We do not discriminate as to where a patron lives. Library 

cards are issued at the Library and not through the mail. There is no charge for the 

original library card. A valid form of identification is required to receive a library card. 

The preferred form of identification for adult patrons and parent/ guardians of minor 

patrons is a driver's license; other acceptable forms include a state identification card, 

current motor vehicle registration, property tax receipt, school ID or school report card, 

or medical assistance card. 

 

Library card applications must be signed at the circulation desk only after identification 

is verified by library staff. There is no charge for the original library card. CPL cards are 

also valid at any of the other five libraries in the Manitowoc-Calumet Library System: 

New Holstein, Kiel, Brillion, Two Rivers, and Manitowoc. 

 

When registering minors, the parent/guardian's driver's license or state issued 

identification card number is the preferred form of identification.  

The parents/ guardians name will be placed on all minors (under the age of 18) 

registration.  

 

Cards expire bi-annually. Renewal requires verification of contact information through 

renewal application. Renewal is subject to payment in full of all outstanding charges. 

Patrons who lose or damage their cards will be required to pay for a new card. Cards 

will be charged at the following rate: $1.00 for the replacement card. 

 

TEACHER CARDS 

Teacher cards are made available to teachers, daycare providers, homeschoolers, and 

other adults who work in a classroom or educational setting. Teacher cards enable 

borrowers to check out regular loan materials for an eight-week (56 days) loan period. A 

maximum of 75 items checked out are allowed on a teacher card. Short loan items and 

Interlibrary Loan items may be borrowed on a Teacher card, but these items are due 

back at the end of the normal period. Teacher cards may not be used to borrow 

personal use items. Fines are charged for items borrowed on Teacher cards. The 

cardholder is responsible for any charges and fees associated with lost or damaged 

materials. 

 

 

Renewals 
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Most circulating materials belonging to the Chilton Public Library may be renewed once 

in person, via the library's online catalog at www.chiltonlibrary.org,or over the telephone 

unless they are on hold for someone else. Internet renewals may be limited by material 

type and may require assistance from library staff. 

 

Number of Circulating Items Per Person 

There is generally no limit on the number of books, magazines, audio books, or music 

CDs that can be checked out at any one time, In the case of special school projects 

involving an entire classroom, the staff reserves the right to limit the number of tides on 

a particular topic that may be checked out to one person. DVDs are normally limited to 

ten titles per family. 

 

Reserves 

Patrons may reserve or place on hold items that are currently checked out or on order 

by CPL or another MCLS library. Individuals will be notified by telephone or email when 

the material is available. Reserve items should be picked up as soon as possible; 

patrons who failure to pick. up reserve items within seven days of notification will forfeit 

their right to the material.  

 

Reservations may be made in person, over the telephone or on the Internet via the 

library's online catalog at www.chiltonlibrary.org. Persons with ''blocks'' on their record 

(overdue fines over $5, pending disciplinary action, or other messages) may not be able 

to reserve items over the Internet. 

 

Patrons who accumulate fines over $5 may not check out materials or use the public 

access computers until the full fine is paid. Patrons who lose) damage or cannot find 

materials will be assessed the replacement value of the material.  

 

CIRCULATION OF LIBRARY MATERIALS 

The Library circulates a variety of materials for public use. This includes books 

(paperback, large print and hardcover), magazines, and pamphlet file materials, 

compact discs, DVDs and books on compact disc. 

 

Checkout of all materials, except DVDs, equipment, and reference materials will be for a 

period of 3 weeks. DVDs will circulate for a period of 1 week. Unless there is a reserve 

on an item, up to three renewals will be allowed on all items. Renewals may be made in 

person, over the Internet, or over the telephone.  

 

Reference materials, newspapers and microfilms generally do not circulate unless at the 

discretion of the director. 

 

http://www.kiel.lib.wi.us./
http://www.kiel.lib.wi.us./
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Library staff may occasionally adjust loan periods for circulating items for class projects 

or other special circumstances. 

 

Patrons may reserve items already checked out.  Items may be reserved over the 

telephone, Internet or in person, with a library card. They will be notified by phone, text 

or email when the material comes in. Reserve items should be picked up as soon as 

possible. Patrons, who fail to pick up reserve items within 7 days of notification, will 

forfeit their right to the material. 

 

Patrons who are unable to reach the library for extended periods of time may ask for a 

longer checkout period on materials. If the item isn’t in demand by other users, the 

longer period may be allowed. 

 

New users and users with a history of late or damaged material may be limited at the 

discretion of the library director. 

 

EBOOK READER CIRCULATION 

The Chilton Public Library is pleased to loan eBook readers to library patrons. 

Loan period: Two weeks with a two-week renewal.  

**eBook reader must be hand delivered to staff at the Circulation Desk of the Chilton 

Public Library and may NOT be returned to any other library. A fine of $5.00 will be 

assessed for failure to properly return the eBook Reader. 

Patrons are responsible for any damage, loss, or theft of the eBook reader while it is 

checked out to them.  

 

The Chilton Public Library reserves the right to refuse service to anyone who abuses 

equipment or is repeatedly late in returning library property.   



31 

 

INTERLIBRARY LOAN OF LIBRARY MATERIALS 

Materials not available through the MCLS system may be requested through Interlibrary 

Loan by any patron with a valid library card. Items may be requested by phone, online 

or at the circulation desk. Patrons should provide as much accurate information as 

possible on the desired item.  

 

Items are received either through van delivery or the mail. Because we receive items 

from all over the state, we cannot control the length of time it will take to receive the 

item. Patrons should let the library know if he or she is under a deadline. Patrons will be 

notified via telephone or email when the item arrives, or if the item is not available. 

Items not picked up within one week of notification will be returned to the sending 

library. Loan periods for ILL items are set by the owning library and must be followed; 

renewals are generally not permitted for ILL items. 

 

Lost or damaged ILL items will be assessed the replacement cost, plus any fees 

charged by the owning library. Overdue fines are assessed at the same rate as Chilton 

Public Library materials. 

  

There is no limit on the number of items or the number of times a patron may use the 

ILL service. However, patrons who misuse the service through failure to return 

materials, losing or damaging materials, or chronic failure to pick up requested materials 

may be denied further use. 

 

Wisconsin Interlibrary Loan Guidelines  

These interlibrary loan guidelines reflect the expectations of library staff and patrons 

participating in interlibrary loan within Wisconsin.  These guidelines outline best 

practices in interlibrary loan statewide.  Following the guidelines will best serve library 

users while making the statewide interlibrary loan system manageable for library staff.  

It is understood that consortia and libraries in shared automated systems will develop 

their own interlibrary loan policies. 

 

1.0 General Principles 

1.1  Interlibrary loan is an adjunct to, not a substitute for, adequate collection 

development in local libraries.  The statewide interlibrary loan system is used to provide 

access to materials beyond the scope of the borrowing library's collection and not 

readily available locally or via shared integrated systems or through consortia. 

1.2  All Wisconsin libraries are eligible to participate in statewide interlibrary loan. 

1.3  Any type of library may initiate an interlibrary loan request providing it is also willing 

to share its resources. 
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1.4  Public Libraries are gateways to the interlibrary loan system for users who are not 

served by another type of library of who need an access point for a particular type of 

information. 

1.5  Every library provides staff and/or instructions that help users place requests and 

determine the best strategy for having their requests filled. 

1.6  The costs for providing interlibrary loan services are shared at the state, regional, 

and local levels. 

1.7  Library administrators should consider interlibrary loan to be a basic service and 

budget funds for provision of that service. 

1.8  Libraries that participate in the state's union catalog regularly update their holdings 

information. 

1.9  Libraries are encouraged to negotiate digital resource licenses that permit ILL. 

 

2.0 User Expectations 

2.1  Library users are informed about interlibrary loan services. 

2.2  Library users are able to place interlibrary loan requests at access points that are 

convenient for them. 

2.3  Library users expect that library staff will make a reasonable effort to obtain needed 

information and materials. 

2.4  Library users expect that library staff will keep interlibrary loan requests 

confidential. 

2.5  Public library users receive interlibrary loan services at no direct cost to the user. 

 

3.0 Lending and Borrowing 

3.1  Libraries are encouraged to lend as freely as possible.  It is recognized that some 

materials will not be loaned, but the desired outcome is to have liberal lending policies 

among participating libraries.  Alternatives to lending can be considered (see the best 

practices section of this document). 

3.2  A library will only request formats that it is willing to lend. 

3.3  Library staff follows statewide interlibrary loan guidelines and uses appropriate 

mechanisms for balancing borrowing and lending among libraries. 

3.4  Library staff applies copyright rules and fair use guidelines consistently. 

3.5  The borrowing library should not request the following items outside of their local 

catalog: 

● materials on bestseller lists or high demand titles in all formats (e.g.., new 

media), 

● materials which are owned, but in use at the borrowing library or within the 

borrowing library's shared automated system or consortium 
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● materials which are on order at the borrowing library or within the borrowing 

library's shared automation system or consortium 

● pre-publication titles. 

3.6  Borrowing multiple copies of titles for group use (e.g.. book discussion groups) is an 

exception to the general guidelines of not borrowing what is owned by the library. 

3.7  To help determine if an item is in high demand, see the best practices section of 

this document. 

3.8  The lending library will place a hold on a requested item only when specifically 

requested.  This helps ensure a request can be filled in a timely manner. 

3.9  The lending library will consider delivery time of materials when setting due dates.  

Users will be allowed to use materials borrowed through interlibrary loan for at least one 

week. 

3.10  The borrowing library can make requests for renewals, and the lending library will 

provide a timely response to the request usually within two working days. 

3.11  The lending library acts on ILL requests as soon as possible, with the majority of 

requests acted upon within two working days. 

3.12  The borrowing library is responsible for borrowed materials from the time it leaves 

the lending library until it has been returned to and been received by the lending library.  

This includes all materials directly shipped to and/or by the user.  If damage or loss 

occurs, the borrowing library is responsible for compensation or replacement. 

3.13  The lending library (not the borrowing library) will determine delivery method.  

Borrowing libraries will submit requests that do not limit by delivery mode, recognizing 

that it will be delivered and returned according to the policy of the lending library. 

3.14  The borrowing library abides by the specific policies of lending libraries, such as 

costs, special handling and delivery mode. 

3.15  The Wisconsin Interlibrary Loan Guidelines are based on accepted national 

practice but reflect local needs and practices. 

3.16  Library staff will use the Interlibrary Loan Code for the United States when 

borrowing outside the state. 
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FINES AND OVERDUE MATERIALS  

Fines on materials other than eReaders(kindles)   and DVDs will be assessed at a rate 

of $.10 per day late. There is no grace period and weekends and holidays are counted 

in. The fine will not exceed the value of the replacement item. Fines not paid will be 

recorded and should be paid as soon as possible. Fines for DVDs will be assessed at a 

rate of $.50 per day late. Fines for eReaders will be assessed at a rate of$1/day. 

 

Patrons, who accumulate fines, may check materials out or use the public computers 

unless the fine is greater than $5.00.  

 

Patrons who lose, damage, or cannot find materials will be assessed the replacement 

value of the material. 

 

Patrons with overdue materials will be notified by phone, text or email. Materials are to 

be returned as soon as possible after the notice. Patrons who do not return materials 

are given 2 more notices. If the material is still not returned they may be contacted by 

the City of Chilton Police.  

 

Library materials are the property of the Chilton Public Library. Failure to return 

materials is a form of theft and will be treated as such. Fines from the other Manitowoc-

Calumet Library System libraries may be paid at Chilton. Chilton Public Library cannot 

negotiate a reduction or cancellation of a fine for lost or damaged materials from 

another system library. 
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UNLAWFUL RETENTION, MUTILATION, OR THEFT OF LIBRARY MATERIALS 

1. Unlawful Retention of Library Materials. No person shall fail, following demand sent 

by regular mail to return or make full restitution for any overdue book, periodical, 

pamphlet, video, compact disk or any other article of property belonging to, or in the 

charge of the Chilton Public Library and no person shall remove from the Chilton Public 

Library any book, periodical, pamphlet, video, compact disk, DVD or any other article or 

property belonging to or in the charge of the Chilton Public Library without first having 

checked out such article pursuant to the rules and regulations of the Library. 

 

2. Mutilation of Library Materials. No person shall mar, deface, or in any other way 

damage any book, periodical, pamphlet, video, compact disk, DVD or article or property 

belonging to, or in the charge of the Chilton Public Library, or permit the same to be 

done without reimbursing the Library for such damage following demand sent by regular 

mail. 

 

3. Theft of Library Materials. Section 943.61 of the Wisconsin Statutes relating to theft of 

library materials is hereby adopted by reference with the exception of the penalty 

provisions of said section. 

 

Note: Theft or damage to Chilton Public Library property is a Class A Misdemeanor. The 

penalty for a Class A misdemeanor may include a fine up to $10,000, or imprisonment 

for up to 9 months, or both; however, for a repeat offender, the term of imprisonment 

may increase up to 2 years. Violators will be prosecuted. 
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Material Selection Policy 

 

Purpose 

The Chilton Public Library selects materials and develops collections in various formats 

that are current and relevant to the needs and interests of the community. Materials 

selected will constitute a diverse collection of informational, recreational and educational 

resources. In as much as possible the library seeks to reflect various viewpoints on 

topics of interest to the community. 

 

Objective 

The objective of the Chilton Public Library is to select, organize, preserve and make 

freely available materials that help individuals and groups in the community to: 

a)   pursue continuing education 

b)   develop their creative capacities 

c)   become more responsible members of the community 

d)   understand their cultural heritage and that of others 

e)   become more capable in their occupations 

f)    use their leisure time creatively and enjoyably 

g)   obtain needed information 

 

To achieve our stated purpose and objective, the library provides materials and services 

to residents of all ages. It seeks to direct and stimulate lifelong learning by offering a 

carefully selected collection of materials and skilled professional guidance in their use. 

In its selection of materials, the Chilton Public Library endorses the Library Bill of Rights 

and the Freedom to Read Statement, as adopted by the American Library Association. 

 

Responsibility for Selection: 

The ultimate responsibility for material selection lies with the Library Director, who 

operates within the framework of policies developed by the library board. The 

responsibility for initial selection of materials may be shared by members of the staff. 

Recommendations from the public are welcomed and given full consideration for 

acquisition. 

 

The library will not promote specific beliefs or views, but will provide enough suitable 

material to enable the public to make informed and intelligent decisions. 

 

Materials judged to be of lasting value will be added to the collection. Those materials 

meeting present and anticipated user interests may also be provided. Materials listed in 

standard public library indices will generally be acquired. 
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Selection of materials may be influenced by many factors, including but not limited to 

the following: 

a. budgetary considerations  

b. physical limitations of the library building 

c. suitability of the format and construction 

d. availability of specialized materials in other local libraries 

e. availability of material through interlibrary loan 

f. the need for added materials in subject areas 

g. the special needs of library patrons for materials in accessible formats 

 

Gifts 

The Chilton Public Library relies on the generosity of the community and believes that 

private initiative has an important role in extending and enriching the services of the 

library, therefore gifts are welcomed and encouraged. 

 

The Chilton Public Library welcomes gifts and donations of library materials, cash, or 

real property. Gifts and donations will be used to develop collections, programs and 

services. All gifts will be viewed as an addition or supplement to, not a reduction of, the 

operating budget of the library. 

 

The Chilton Public Library Board recognizes that it is the responsibility of the City of 

Chilton to provide the funding for quality public library service. The Library Board 

establishes this policy to set guidelines for accepting gifts. 

 

Materials that are donated shall meet the same selection criteria as purchased 

materials. The library retains unconditional ownership of all donations and makes the 

final decision on acceptance, use or disposal. The appraisal of the gift for tax purposes 

is the responsibility of the donor. 

 

Donations may be used to purchase materials in keeping with the library's collection 

development plan, or to provide services in keeping with the library's mission. The 

purchase of specifically identified titles with such funds cannot be guaranteed, nor does 

the donor have the right of approval of titles before purchase. However, donors are 

encouraged to recommend subject areas. 

 

Staff will routinely determine if gifts are acceptable under this policy. Gifts resulting in 

ongoing costs to the institution such as staffing or special maintenance will require 

special Board approval for acceptance. 

 

Gifts should be complete and may be refused if the expenditure of library funds is 

necessary to make the gift item usable. 



38 

 

Depending on the wishes of the donors, some donations may be referred to the Friends 

of the Library. The Library Board may pay or transfer any gift, bequest, devise, or 

endowment, or its proceeds, to the City of Chilton; or the Board may pay or transfer the 

gift, bequest, devise or endowment to the Friends of the Library. 

 

Gifts of art objects, personal property, etc. will be accepted if such items have a use in 

the library. If an item cannot be used, the library reserves the right to sell the item and 

use the proceeds of the sale for purposes in keeping with the Library's Mission 

Statement. Books or other library materials will also be accepted with the understanding 

that the material may or may not be added to the collection. 

 

The library reserves the right at all times to dispose of any gift without notification to the 

donor, if in the judgment of the staff, such item no longer serves the purposes of the 

library. 

 

Library bookplates will be placed in any library materials purchased with gift funds, 

format permitting. 

 

Programs and services made possible by gift funds will include recognition of such 

benefactors in supporting literature and promotional material. 

 

Recognition of gifts may be made through the library's newsletter; major donations may 

also be announced in the local newspaper. 

 

 

 

 

  



39 

 

Citizens Request for Reconsideration of Library Resources 

Adopted September 9, 2010 

 

Any citizen or patron who objects to a particular selection may submit a formal 

complaint to. The library director using the Chilton Public Library Complaint/ Concern 

Form, which can be obtained from the website or any library employee. 

Upon receipt of a completed complaint form, the library director will: 

1. Examine the material(s) in question, relevant reviews and ether information about 

this title and/ or similar titles. 

2. Decide if the item should be kept, moved to another section of the library or 

withdrawn.* 

3.  Respond in writing to the person who filed the complaint with a decision and 

explanation within a timely manner.                                                                                                        

 

If the person who filed the complaint is not satisfied with the director's decision, he or 

she can appeal to the Library Board. Upon receiving an appeal, the board will: 

1. Set up a committee of board members, library staff, and/or community members 

to examine the materials. 

2. Consider the committee's recommendations to the board. 

3. Hold a public hearing if deemed desirable by the board. 

4. Make a final decision on the material 

 

Implicit throughout the entire review process is the necessity to treat the patron's 

request with respect and understanding. 

* The U.S. Supreme Court has ruled that officials may not legally remove materials from 

a library collection "simply because they dislike the ideas contained in those books and 

seek by their removal to prescribe what shall be orthodox in politics, nationalism, 

religion, or other matters of opinion." 

 

 

Weeding of Materials 

An up-to-date, attractive and useful collection is maintained through a continual 

withdrawal and replacement process. Replacement of worn volumes is dependent upon 

current demand, usefulness, more recent acquisitions, and availability of newer editions. 

The Chilton Public Library employs the CREW (Continuous Review, Evaluation, and 

Weeding) method developed by the staff of the Texas State Library and Archives 

Commission in Austin, Texas. We look at factors such as the item's copyright date, the 

number of years since it last circulated, and the presence of any negative MUSTIE 

factors. MUSTIE is an acronym for M - misleading (and/or factually inaccurate 

information; U - ugly (worn or beyond mending); S -superseded by a truly new edition or 
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a much better book on the subject; T - trivial (or having no discernible literary or 

scientific merit; I - irrelevant to the needs and interests of the community; and E - the 

material may be easily obtained Elsewhere (i.e., via Interlibrary loan). 

 

The ongoing responsibility of weeding is the responsibility of the library director and is 

authorized by the Board of Trustees. Withdrawn materials will be disposed of at the 

discretion of the library director who will attempt to insure that it is done in such a 

manner than no profit-making organization or private individuals will realize any financial 

gain. 
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Chilton Public Library Meeting Room Policy 

Adopted May 10, 2012 

Revised December 12, 2016 

 

Purpose: The meeting room(s) in the Chilton Public Library (CPL) are available for use 

by community groups for presentation of informational, educational, or recreational 

meetings and programs in keeping with the mission of the Chilton Public Library. 

 

Meeting room facilities will be made available on an equitable basis, regardless of the 

beliefs or affiliations of individuals or groups requesting their use. Meetings are 

scheduled on a first come - first served basis. Library or Library system sponsored 

programs and those offered by the City of Chilton, will receive priority in scheduling. 

 

Meeting rooms are typically available during normal library hours. Bookings must be 

made with CPL staff or online and approved by CPL Library Director. Requests for 

meeting room use, outside of normal library hours, will be considered by the library 

director at a rate of $50/hr.  All reservations are subject to the Meeting Room 

Agreement. 

 

Rooms may be used for: meetings which are open to the public; public lectures, panel 

discussions, film and slide presentations, group discussions, workshops, and other 

similar functions; organizations or individuals engaged in educational, cultural, 

intellectual, governmental or charitable activities. Programs involving the sale, 

advertising, solicitation or promotion of commercial products or services; or family 

parties will be subject to a signed usage agreement, rental fee and security deposit fee. 

 

Rooms may not be used for any purpose which may interfere with the regular operation 

of the library.  

 

No charge will be made by the library for the use of the meeting rooms during normal 

library hours except for programs involving the sale, advertising, solicitation or 

promotion of commercial products or services; or family parties. Those types of 

reservations will be subject to a rental fee of $50.00 and a security deposit fee of 

$50.00. 

 

No admission fee, registration fee, nor donations may be sought from meeting 

attendees, except by local non-profit educational, social service or cultural organizations 

with the specific permission of the Library Director. This guideline is waived for library 

fundraising activities and for fees associated with participating in City of Chilton 

sponsored functions. 
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Users agree to abide by all regulations of the library relating to the use of the facilities 

and accept responsibility for all damages caused to the building and/or equipment 

beyond normal wear. Users of the meeting rooms will observe the following guidelines. 

Failure to follow stated guidelines can result in denial of future room usage and/or 

immediate expulsion. 

Leave the facility better than it was found. 

Be respectful of library patrons and staff. 

Use of alcohol, tobacco, or drugs and the possession of weapons are prohibited. 

 

Use of the library meeting rooms does not imply endorsement of the viewpoints 

presented by the library staff or Trustees. 

 

Telephone Use Policy 

There is no pay phone on the premises. The telephone behind the circulation desk is 

primarily for staff use only but the public may use them at no charge in an emergency or 

at the discretion of staff. Users are asked to keep their phone conversations quiet and 

brief. Patrons should not expect to receive calls at the library, although the staff is willing 

to occasionally accommodate special family requests. Long distance telephone calls 

can only be made by library staff when conducting library business. 

 

Computer/internet Acceptable Use Policy 

Revised December 12, 2016 

The Chilton Public Library seeks to enhance its collection and reference capabilities by 

offering direct public access to the Internet. This policy provides guidelines for 

accessing the Internet and other uses of our computer workstations. 

 

The library will provide appropriate hardware, software, and telecommunications 

technology for word processing, school and college assignments, and direct access to 

the Internet.  

 

The library will not assign email addresses, provide Internet accounts, or offer similar 

services to the public. Patrons are welcome to use our computers to open an email 

account with one of the online based providers provided they accept all responsibility 

for maintaining such accounts. Hard-drive space will not be provided on library 

equipment to download and store data or email. 

 

Patrons may sign up for computer/Internet use for up to two (2) hours per day for 

regular use. Additional time may be granted if 1/3 of the computer is available, in one 

(1) hour increments. Use is a first come, first-serve basis, although patrons may reserve 

a time slot ahead of time in person or via telephone. 
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Freedom to access information is a right and a responsibility. The Internet enables the 

library to provide resources not available within the confines of its own collection. 

Currently, however, the Internet is an unregulated (and, in our facilities, unfiltered) 

medium. It offers access to a wealth of information that is personally, professionally, and 

culturally enriching to people of all ages, but it also enables access to some materials 

that may be offensive and/or illegal 

  

Acceptable uses include the following: 

Using resources for educational, informational and recreational purposes only; not for 

unauthorized, illegal or unethical purposes. Accessing or printing pornographic images, 

obscene text or graphics, or other content that might offend, frighten, or pose a safety 

threat to other patrons or staff members is not acceptable. 

 

Respecting the privacy of others by not misrepresenting oneself as another user; by not 

attempting to modify or gain access to files, passwords, or data belonging to others; by 

not seeking unauthorized access to any computer system, or by not damaging or 

altering components of any network or database. 

 

Further respecting the privacy of others using the public access workstations at CPL by 

not interfering with others' use. 

 

Not libeling, slandering or maliciously offending other users. 

 

Not sending, receiving, or displaying text or images which may reasonably be construed 

as obscene. 

 

Failure to comply with this policy or with Library staff directions will result of termination 

of the user's computer privileges, and may result in prosecution under local, state, or 

federal laws. 
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Internet Use by Minors 

Revised December 12, 2016 

The library upholds and affirms the right and responsibility of parents/ guardians to 

determine and monitor their children's uses of all library resources; including the Internet 

We do not use filters. We believe that library users, whether children or adults, are the 

final selectors in using the Internet and are responsible for their individual choices.  

 

Helpful information on online safety is available at www.safekids.com and www.ala.org. 

We strongly encourage parents to remain with their children when accessing the 

Internet 

 

Disclaimer 

The Chilton Public Library makes no guarantees, either expressed or implied, with 

respect to the information available on the Internet; nor is the library responsible for any 

misuses of copyright or any other violation by users; nor can the library monitor or 

control access points which often change rapidly and unpredictably. 

 

Wireless Internet Access 

Free wireless Internet access is available at Chilton Public Library. There is no time limit 

on using the Wi-Fi network. You can stay connected as long as you like. 

 

CPL reserves the right to ask you unplug your laptop for safety and patron convenience 

reasons. 

 

Limitations and Disclaimers: 

The wireless internet access we offer is unfiltered. By choosing to use this free service, 

you agree to abide by CPL's Computer/Internet Acceptable Use Policy. This policy 

states the limitations of internet access and your responsibilities for using that access. 

 

The Library's wireless network is not secure. Information sent to and from your 

notebook/laptop computer or other wireless device may be captured by anyone else 

with a wireless device and the appropriate software. 

 

Library staff is not able to provide technical assistance and no guarantee can be made 

that you will be able to make a wireless connection. 

 

The Library assumes no responsibility for the safety of equipment or for notebook/laptop 

computer or other wireless device configurations, security, or data files resulting from 

connection to the Library’s wireless access. 

 

http://www.safekids.com/
http://www.safekids.com/
http://www.ala.org./
http://www.ala.org./
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Copy Machine and Printing Policy 

The library provides a self-serve, photocopier for use by the public. Staff will provide 

assistance upon request. Black and White copy costs are 10 cents per page-side for 8.5 

x11 or legal-size paper, and 20 cents for 11 x 17. Color copy costs are 50 cents per 

page-side for 8.5 x11 or legal-size paper, and $1.00 for 11 x 17. Patrons should notify 

the staff immediately about any problems with the machine; they are not to try to touch 

the inside mechanism of the machine on their own. A stapler, paper clips, scratch 

paper, writing utensils, etc. are available for use on the premises. 

 

Use of the photocopier is governed by U.S. Copyright Law, Section 17 of the United 

States Code.                            

 

One of the provisions in Section 17 requires that any photocopy or reproduction of 

copyrighted material not be "used for any purpose other than private study, scholarship, 

or research." 

  

Displays and Exhibits 

As an educational and cultural institution, the Chilton Public library welcomes exhibits 

and displays of interest, information and enlightenment to the community. Displays of 

handiwork, historical material, nature study, or any other material deemed of general 

interest may be exhibited. The director shall accept or reject material offered for display 

based on its suitability or availability. 

 

The library assumes no responsibility for the preservation or protection, and no liability 

for possible damage or theft of any item displayed or exhibited. All items placed in the 

library are there at the owner's risk. 

 

 

Public Notice Bulletin Board 

Bulletin board materials may be submitted for posting by nonprofit organizations for 

civic, educational, or cultural purposes. Such organizations may submit literature 

publicizing a specific event Limited space generally allows only short-term notices. 

Library staff must approve all postings and may prohibit postings which do not meet 

library standards. Commercial advertising or literature intended to promote a 

commercial enterprise is not permitted. 

 

Items posted must be dated and signed. The library will not be responsible for returning 

materials. 

 

Reference Service 

The Chilton Public Library: 
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1. Will provide information in the form of short answers to specific questions, and 

guidance in locating material for patrons who appear in person, call on the 

telephone, or request information through the mail or email; 

2. Will assist patrons in the use of the library and, when appropriate, teach library 

usage skills and basic research methodology. This includes teaching patrons 

how to use the online catalog, where to look for needed library materials, how to 

place a bold on a tide, and offering advice on whether or not a trip to the library 

would be worthwhile to individuals who telephone; 

3. Will provide bibliographic and status verification of items both in the library and 

not owned by the library, and will assist patrons in obtaining materials through 

the MCLS catalog or through Interlibrary Loan, when appropriate; 

4. May refer library users to other agencies and libraries in pursuit of needed 

information; 

5. May use not only the library's resources in printed form, but consult appropriate 

digital resources as well as other agencies by telephone in pursuit of "ready 

reference" information, 

 

Because of the library's limited staff resources, we cannot provide extended one-on-one 

training or online assistance to those unfamiliar with computers. We will, as time 

permits, try to help patrons as they begin an online reference search; but we cannot 

provide instruction in using the mouse, typing or editing a document, drafting a resume 

or otherwise using our equipment, with the exception of our online catalog. In most 

cases, we will refer patrons to local computer training providers or another appropriate 

agency. 
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Solicitation 

Solicitation of the public or the staff is not permitted on library property by commercial 

entities, the public, or members of the library staff. Solicitation is the sale or distribution 

of merchandise, sales materials, tickets, insurance, coupons, civic group or school 

fundraisers (such as Girl Scout cookies), magazine subscriptions, political campaign 

material, or anything not connected with the work of the library. The only exceptions to 

the non-solicitation policy are the following 

1. Those authorized and directed by the library administration such as special 

activities or programs that benefit the library or the entire community 

2. Those for fundraising projects conducted by the Friends of the Library or 

organizations directly affiliated with the library. 

3. Fundraising projects sponsored by the Youth Department, other library 

departments (i.e., Adopt-a-Book, walk-a-thons, etc.) with the approval of the 

library director. 

 

Political Activity 

The library serves as an information resource for the entire community and seeks to 

make information available to all area residents on a wide variety of political issues and 

candidates. However, in order to avoid the appearance or endorsement by the library of 

any candidate for office or issue appearing on the ballot, the following guidelines with 

respect to political activity on library premises will be followed: 

1. Candidacy or issue petitions will be circulated or posted at the library. 

2. Public presentations by candidates for office or supporters of ballot issues are 

permitted in the library's meeting room if they are sponsored by a nonpartisan 

organization and all candidates or sides of an issue are invited to participate.                                                                             

3. The library's facilities may not be used as a campaign headquarters or meeting 

site for campaign committees. 

4. Paid representatives of the library, it is understood the Chilton Public Library staff 

members have an obligation to maintain the political neutrality of the 

organization, and as a consequence will refrain from any active or passive 

campaign activities while on library premises. 
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Requests for Accommodation and Accessibility Complaints 

The Chilton Public Library seeks to make its services, facilities, and programs 

accessible to all people, regardless of disability or special need. The main entrance is 

equipped with an automated door opener. 

 

The following procedure has been developed to assist the library in addressing 

concerns about accessibility:                                                                                                                                   

 

STEP ONE: Requests for accommodations and/or complaints about accessibility can be 

presented in person or over the telephone. These should be addressed to the library 

director, who will make every attempt to arrange special accommodations, or to resolve 

a problem without further recourse. 

 

STEP TWO: If Step One does not achieve resolution, a complaint can be presented in 

writing. 

Assistance will be provided, if needed, in writing the complaint The written concern will 

be presented to the library board at the next meeting. The decision of the library board 

is final for the library. If resolution is still not achieved, the concerned individual may 

wish to pursue other courses of action as described in the Americans with Disabilities 

Act and related regulations. 

The Chilton Public Library reserves the right to determine reasonable accommodations 

and for passage of this policy is not setting forth a policy that would require greater 

accommodation than that required by the Americans with Disabilities Act. 
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Volunteers and Friends 

The Library Board encourages individuals and groups to volunteer their time and efforts 

in the service of the Chilton Public Library. Being a volunteer allows individuals to 

perform a valuable service to the community and gain personal satisfaction. In 

appreciation of volunteer services, the Library acknowledges the need to organize 

volunteer activities and provide for appropriate recognition befitting the benefit to the 

library and the communities it serves. 

 

A volunteer is a person who performs tasks for the Chilton Public Library without wages, 

benefits or compensation (including travel expenses) of any kind. The City of Chilton 

does not provide workers compensation coverage for volunteers. Minor children above 

the age of 11 may volunteer with the consent of a parent or legal guardian. 

 

The Friends of the Library was formally organized to plan and execute, in conjunction 

with library goals and the needs of the library director, programs and events to benefit 

the library. The Friends of the Library organizes fundraising projects such as periodic 

book sales and special events, and in general serves at the pleasure of the library 

board, which is the only body with legal authority to set policy for the development of the 

library. The Friends of the Library currently meets on the first Wednesday evening of 

every month. New members are always welcome. 

  

The Library also welcomes the volunteer efforts of individuals who wish to fulfill 

community service assignments through local organizations or their schools, as long as 

these individuals adhere to certain standards of behavior, library policies, or other 

requirements. Community service work must be approved by the library director or his 

or her designee prior to the commencement of such service. Interested persons are 

generally asked to submit a letter of application to the director. All on-site volunteers are 

subject to background checks. 
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Chapter 3 - Library Personnel 
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Job Descriptions CITY OF CHILTON 
 

Library Director 
JOB DESCRIPTION 

 
DEPARTMENT:       Chilton Public Library 
 
POSITION/TITLE:     Library Director 
 
GENERAL DUTIES: 
 
Under the direct supervision of the Chilton Library Board, the Director is responsible for the 
following functions: personnel administrator, budget coordinator, data and word processing, 
payroll, and maintenance of building and grounds. This person is responsible for suggesting and 
carrying out plans for library service and prepares regular reports detailing current progress and 
future needs of the library.  
The Director will participate in state and national professional organizations and attend 
professional meetings and workshops. 
 
Hours:           Part-Time Position at 25 to 29 hours per week 
 
Reporting/Supervision:    Appointed by Library Board  
 
Accountability:       Library Board  
 
The library director is responsible for the operations of the library and the development and 
implementation of its service program, including:  
 

(A)  Assisting the Board with long-range planning and policy development, and 
managing all library resources, including human resources 

(B)  Organizing the acquisitions, access, storage, and control of collections 
(C)  Designing and implementing services and programs for users of all ages 
(D)  Implementing new technologies including website maintenance 
(E)  Overseeing the maintenance and safety of the library building and grounds.  
(F)  Hiring and supervising all assistants, substitutes, and volunteers who work in the 

library 
 

Specific Responsibilities 
 
Administrative Services:  

1.  Serve as the library’s executive officer. 
2.  Serve as the technical advisor to the Board.  
3.  Implement the policies of the library as established by the Board.  
4.  Prepare the draft of the annual library budget for Board discussion and approval.  
5.  Participate in the presentation of the adopted budget to local officials.  
6.  Receive and expend library funds according to established guidelines, and maintain 
accurate and up-to-date records showing the status of library finances.   
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7.  Recruit, select, hire, supervise, evaluate, and terminate if necessary, library staff in 
conformity with library policy and state and federal law (and any applicable local civil 
service regulations).  
8.  Prepare Library Board meeting agendas and necessary reports in cooperation with 

the Library  
Board president, and notify board members of scheduled meetings.  
9.  Prepare state annual report for review and approval by the library board.  
10.  Serve as the Manitowoc-Calumet Library System liaison. 
11.  Inform and advise the Library Board as to local, regional, state, and national 
developments in the library field, and work to maintain communication with other area 
libraries and the library system.  
 

Collection Management: 
 

1.  Select or direct the selection of materials for all media and all age groups, based on 
the library's approved collection development policy.  
2.  Catalog and classify library materials according to accepted standards and maintain 
the public catalog.  
3.  Process materials to provide appeal, protection, and control.  
4.  Develop and maintain a regular weeding schedule.  
5.  Periodically review the collection development policy and make recommendations to 
the Library Board for revisions.  
6.  Oversee the shelving and organization of materials.  
7.  Prepare and distribute overdue notices to users with overdue or lost materials.  
8.  Maintain an accurate and up-to-date database of user registrations and activities, 
including information adequate to support reimbursement requests for nonresident 
borrowing.  
 

Service and Service Promotion:  
 

1.  Develop and execute an array of service programs to address the various needs of 
users and to make the library more accessible to all. These might include: preparation 
and dissemination of bibliographies of popular topics and genre collections; tours of the 
library for school, daycare, and homeschooling groups; inclusion of interesting displays 
of an educational or cultural nature; presentations to local organizations or groups on the 
benefits offered by the library; provision of story time sessions for small children, and 
teen and adult book discussion sessions; support of a summer reading program; 
acquisition of special materials and provision of accommodations to encourage use of 
the library by individuals with special needs; development of a homebound service for 
residents unable to visit the library.  
2.  Provide friendly and efficient direct assistance to users checking out materials, 
requesting directional or community information, or seeking materials or information on 
specific topics.  
3.  Prepare news releases and submissions to the media to announce new or special 
services and events that spotlight the library.  
4.  Assist and guide The Friends of Chilton Public Library who wish to help with library 
promotion, fundraising, and enhancement of services.  
5.  Prepare grant applications, when grant opportunities are offered, in order to 
supplement local funding of library operations and development.  
6.  Maintain records showing all programs offered and number of attendees at each 

program.  
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7.  Continually investigate the value, costs, and logistics of adding library services, new 
media, and new technologies in order to keep the library current and proactive in its 
service provision to the public.  
8.  Conduct ongoing evaluations of existing library programs, services, policies, and 
procedures following the board approved long-range plan, and submit recommendations 
for improvements to the library board.  
 

Facilities Management:  
 

1.  Oversee care and maintenance of the library building and grounds.  
2.  Oversee the work of custodial staff.   
3.  Regularly review building needs and advise the Board in its planning for future 
expansion or development.  
4.  Assess the adequacy of existing facilities in regard to the provision of automated 

services.  
 

 
Essential Functions and Knowledge 
 

1.  Excellent interpersonal and conflict resolution skills.  
2.  Ability to effectively communicate ideas and information in both verbal and written 

form  
3.  Ability to work with governing boards, community groups and elected officials, and 
make reports to them as requested. 
4.  Knowledge of public library philosophy, principles, and procedures which will allow 
effective recommendations to the board and sound decision making when faced with a 
wide range of circumstances. 
5.  Ability to supervise staff and volunteers and delegate responsibility in an effective 

manner. 
6.  Ability to read and comprehend print information, including technical, statistical, and 
financial information. 
7.  Ability to locate and retrieve library materials in a variety of formats throughout the 
building, as well as from remote locations through networks including the Internet. 
8.  Ability to assist patrons with location and retrieval of materials or information by title, 
subject, and interest of library patrons. 
9.  Knowledge and ability to perform basic computer operations and troubleshoot 
problems, manage an automated circulation system, efficiently access external data 
bases, utilize and promote electronic books, and maintain the library website, 
http://www.chiltonlibrary.org . 
10.  Ability to understand and implement instructions and directions. 
11.  Ability to establish and maintain proper priorities and meet deadlines. 
12.  Ability to work within a confidential environment. 
13.  Ability to produce and maintain accurate files and reports. 
14.  Ability to use and manage office equipment including a telephone system, fax 
machine, copier, and security systems. 
15.  Ability to manage social media and emerging library technologies. 
16.  Advanced knowledge and proficiency in application of Microsoft Office products. 
17.  Knowledge and ability of typing, sorting and filing. 
18.  Ability to work hours and assignments as required by the Library Board. 
19.  Maintain certification(s) by taking classes and/or attending professional meetings 
and workshops. 
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20.  Become a member of the Wisconsin Library Association and the American Library 
Association. 
 

Required Education, Experience and Certification 
 

1.  Bachelor’s degree from a liberal arts program. 
2.  Grade 2 Wisconsin Public Librarian certification or eligibility for required certification.  
3.  Two years of progressively responsible public library experience, or five years of 
experience in a service institution with comparable demands and responsibilities (i.e., 
staff supervision, working directly with the public, working with governing boards or 
bodies) is preferred. Will consider recent graduates. 

 
 

Created: July 2010 
Revised: January 2016 
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 CITY OF CHILTON 

Library Director Assistant 1 Job Description 

DEPARTMENT:   Chilton Public Library 

POSITION/TITLE:   Library Director's Assistant I 

GENERAL DUTIES:  

Assists library director in operations and activities of the Chilton Public Library. Under general 

supervision, performs clerical, computer, and other library work as required. Serves library 

patrons directly or indirectly. Will have supervisory responsibilities. 

Hours:     Part-Time Position (25-29 hours per week) 

Reporting:    Reports to Part-Time Library Director 

Supervision:  Supervises library aides, volunteers, and community service 

workers. 

Accountability:   Part-Time Library Director 

PRIMARY RESPONSIBILITIES:  

Work with the library director to provide and coordinate office, staff, administrative, and youth 

and adult program planning support. Prepare library board agendas, reports, and minutes. Assist 

in other duties such as processing accounts, budget preparation, purchasing, and related 

functions. 

SPECIFIC DUTIES: 

 Process library correspondence; screen and direct incoming correspondence not 

specifically addressed to a staff member. 

 Maintain library accounts of receivables and expenses. Receive orders for the purchasing 

of supplies, equipment, and library materials; obtain approvals, place orders, enter 

requisitions, and maintain records and files of expenditures; and verify invoices. 

 Maintain library supplies for and records of the office, information systems, and janitorial 

upkeep. Order supplies and equipment and check in deliveries of non-library materials. 

 Coordinate and perform daily cash collections, counts, reports, collect fines and copying 

and FAX fees, and make deposits. 

 Attend library board meetings, Manitowoc/Calumet Library System board meetings, and 

library director meetings in the absence of the library director. 

 Coordinate library employee and volunteer training and preparation of manuals and 

procedures. 
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 Maintain library records (including Human Resources), files, and calendars. Assist in the 

preparation of calendars, brochures, and posters to promote library events. Post library 

announcements, events, and board and committee meeting minutes. Update the library's 

outdoor message sign. 

 Prepare correspondence and reports and schedule appointments as assigned by the library 

director or board of trustees. 

 Accept the primary responsibility for Excel spreadsheet creation and processing. 

 Collect and organize data for projections and preparation of the library budget as 

requested by the director. 

 Attend staff, board, and community meetings as assigned by the library director outside 

of regular working hours. Attendance at those meetings will count as working hours 

within the part-time position. 

 Prepare the front desk for daily routine activities. May read shelves, shelve library 

materials, process, withdraw, repair, or recondition library materials. 

 Check materials in and out, perform inter-library loan tasks, and route deliveries of inter-

library loan materials. 

 Assign computers to patron users and monitor the computer area. 

 Be responsible for closing the facility with alarm systems. 

 Perform other duties as assigned by the library director. 

QUALIFICATIONS: 

 Three to five years of office work, accounting, customer service, problem solving, or 

equivalent administrative experience in a comparable environment. 

 A minimum of a high school education or equivalent continuing education. 

 Ability to work independently in a multi-tasking customer service setting. 

 Ability to type accurately and to transcribe from hand written notes, verbal instructions, 

or dictation equipment. 

KNOWLEDGE, ABILITIES, and SKILLS: 

 Working knowledge of library methods, policies, and procedures. 

 Working knowledge of computer databases, software, data entry, search methods, 

operations, basic troubleshooting. Ability to assist patrons in basic use of computers. 

 Ability to use and operate copy machine, 3D unit, FAX, microfilm machine, paper cutter, 

telephone, and e-mail communication. 

 Conduct oneself with tact, courtesy, and good humor when in contact with patrons, 

community residents, board members, and city employees. 

 Maintain patron confidentiality. 

 Careful attention to detail and accuracy; ability to perform mathematical functions; verbal 

and written communication skills. 
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 Ability to handle multiple activities, duties, and interruptions at once. 

 Commitment to work in a team-oriented approach in the workplace. 

 Proficiency in the application of Microsoft Office products.         

Created: September 12, 2016 

  



58 

 
 

CITY OF CHILTON 

 

Programming Youth Librarian 

 JOB DESCRIPTION 

(20 Hours a Week) 

  

  

  

DEPARTMENT:          Chilton Public Library 

  

POSITION/TITLE:                  Programming Youth Librarian 

  

GENERAL DUTIES: 

  

The Programming Youth Librarian, under the leadership of and in consultation with, the 

Library Director, manages the Youth Department library programming, including its 

collection, services, programs, volunteers, displays, seating areas, equipment and 

statistics.  He or she assists visitors in using the library.  He or she answers telephone 

inquiries, provides youth reference service, arranges for interlibrary loan if needed, 

helps patrons use the online catalog, carries out routine circulation activities, and 

organizes the materials collection. 

  

Hours:                                   Part-Time Position not more than 20 hours a week. 

Schedule 

                                             based on programming needs as determined by 

library director. 

                                             Schedule is flexible and may include days, evenings 

and weekends.  

  

Reporting:                             Reports to Library Director. 

  

Supervision:                         This Youth Programming Librarian Supervises Library 

Aids, Library Assistants, Volunteers, or Community Service Workers. 

  

Accountability:          Library Director 

  

Job Responsibilities: 

  

The most important quality for this position is possession of a rapport with, and a warm 

regard for people of all ages. The Programming Youth Librarian must be able to make 
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the library youth department a friendly, welcoming place that promotes reading and use 

of the library by the patrons and their families. He or she must be enthusiastic and a 

good story teller. 

  

Other duties include: 

  

1.    Plan, organize and conduct library services and programs for children through 

adulthood. from infancy to middle school age. 

2.    Advise the Library Director regarding policies and procedures affecting the Youth 

Department, and make recommendations for capital improvements or design changes 

to enhance the atmosphere and efficiency of programming the Youth Department. 

3.    Assist the Library Director in interviewing, hiring, scheduling and evaluating Library 

Aids and other Youth Department staff.  Oversee the training and supervision of Youth 

Department staff. 

4.    Conduct library tours, present programs to local groups and schools as requested 

during the library’s operating hours, and perform other outreach activities for area 

children and families. 

5.    Promote Youth Department activities and events through news releases, social 

media, fliers, and other types of publicity. 

6.    Plan and oversee the Summer Reading Program (SRP), including choosing 

performers and negotiating their contracts, soliciting donations from community groups, 

publicizing and promoting programs and activities, and preparing reports about program 

attendance and other SRP aspects to the Library Board. 

7.    Submit a monthly Youth Department report to the Library Director for inclusion in 

the Library Board packet. 

8.    Attend Library Board meetings upon request by the Library Director and the Board 

to inform about Youth Department activities, events, trends and needs. 

9.    Regularly meet with the Library Director to discuss Youth Department activities, 

facility maintenance, staffing issues, collection development, and future needs. 

10.  Oversee the cataloging of Youth Department books, periodicals and audio-visual 

materials in cooperation with the technical coordinator and the Library Director. 

11.  Serve as a member of the MCLS Youth Advisory Committee, work with other 

children’s librarians to explore networking and resource-sharing opportunities, and 

attend system or regional meetings when requested. 

12.  Coordinate the activities of the Junior Advisory Board and supervise member’s 

involvement in library activities. 

13.  Assist the Library Director and other staff in planning and implementing services 

and programming for Young Adult (teen) patrons and their families 

14.  Serve at the discretion of the Library Director in promoting other library activities, 

long-range planning, and working with the Friend’s Group and other organizations, 

especially when those activities involve or may involve children and families. 
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15.  May serve as library manager in Director’s absence. 

16.  Grant Writing and Development 

17.  All other duties as assigned by the Director. 

  

Knowledge and abilities: 

  

1.    Ability to work with children of all ages, particularly infants through middle-school 

age youth, and their parents/guardians. 

2.    Ability to direct and supervise the work of others. 

3.    Ability to effectively present information and respond to questions, comments, and 

complaints from library users. 

4.    Ability to gather statistics, analyze information and write reports. 

5.    Ability to use computer technology and online resources including, but not limited 

to, the library catalog, search engines, literature review resources, and social media. 

6.    Ability to select quality children’s and educational books, periodicals, and multi-

media materials, and an ability to perform routine catalog duties. 

7.    Strong public speaking and performance skills and an ability to use books, music, 

movement, and supplemental materials (flannel boards, puppets, crafts, etc.) to engage 

children in storytelling and to inspire a love of literature. 

8.    Ability to advise parents, teachers and other adults in choosing books and other 

materials appropriate for a child’s developmental level. 

9.    Ability to be physically mobile.  The position requires some lifting and stretching. 

  

  

Education and Experience: 

  

1.    Bachelor’s degree preferred. Post-secondary coursework in education, children’s 

development, children’s literature and/or library science with a special emphasis in 

children’s services. 

2.    Experience working with children, parents and educators. 

  

                                                                                               

Created: February 2012 

Revised: August 2012 
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CITY OF CHILTON 

 

Director’s Assistant II* 

 JOB DESCRIPTION 

  

  

DEPARTMENT:           Chilton Public Library 

  

POSITION/TITLE:                  Director’s Assistant II 

  

GENERAL DUTIES: 

  

Assists Library Director in operations and activities of the Chilton Public Library.  Under 

general supervision, performs clerical, computer, and other library work as required.  

Services library patrons directly or indirectly. May have supervisory responsibilities. 

  

Hours:   Part-Time Position 

  

Reporting:   Reports to Library Director and Youth Librarian. 

  

Supervision:  The Director’s Assistant II Supervises Library Aids, 

Volunteers, or Community Service Workers. 

  

Accountability:          Library Director 

  

DUTIES AND RESPONSIBILITIES: 

  

·         Responsibility for promoting an appropriate quiet work environment, and 

maintaining confidentiality in regards to patrons records 

·         Assist patrons in finding needed information through using computer catalog, 

internet, or by general knowledge of library materials or other sources such as 

photocopy machine and microfilm machine 

·         Handles routine circulation desk procedures and other related duties 

·         Preparation of desk for daily routine 

·         Performs circulation desk procedures on the computer, such as checking in and 

checking out materials, registering patrons and collecting fines 

·         Performs data-entry, filing, and typing 

·         Performs inter-library loan tasks, checking in and out of materials, routing 

deliveries of inter-library loan materials 

·         Withdraw, repair or recondition library materials 

·         Shelves library materials and reads shelves 



62 

·         Assists in training and directing of student aids and volunteers 

·         Performs light housekeeping duties 

·         Responsible for closing facility with alarm systems 

·         Attends workshops and professional meetings 

·         Monitor computer area and assign computers to patrons 

·         Perform other duties as assigned by the Director 

  

  

KNOWLEDGE, ABILITIES, AND SKILLS 

  

·         Working knowledge of library methods, policies and procedures 

·         Computer skills – able to perform basic troubleshooting, use computer software, 

perform data entry, basic computer operations and basic patron computer instruction 

including database instruction. 

·         Ability to operate library business machines properly 

·         Ability to communicate effectively with staff and public in-person and on the 

telephone 

·         Working knowledge of English grammar 

·         Ability to direct and supervise the work of others 

·         Effectively read and understand information contained in reports, bulletins, etc. 

·         Ability to comprehend and follow instructions 

·         Time management – set priorities in order to meet assignment deadlines 

·         Working knowledge of computer databases and search methods 

  

  

  

  

*This position will expire upon retirement, resignation, or other change in employment 

status of current employee. 

  

  

  

Created: August 2000 

Revised: August 2012 
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CITY OF CHILTON 

TECHNICAL SERVICES ASSISTANT 

 JOB DESCRIPTION 

(10-15 Hours Week) 

  

  

DEPARTMENT:           Chilton Public Library 

  

POSITION/TITLE:                  Technical Services Assistant 

  

GENERAL DUTIES: 

  

Assists Library Director in operations and activities of the Chilton Public Library.  Under 

general supervision, performs clerical, computer, and other library work as required.  

Services library patrons directly or indirectly. 

  

Hours:                                Part-Time Position 

  

Reporting:                             Reports to Library Director 

  

Supervision:                         The Technical Services Assistant Supervises Library 

Aids, Volunteers, or Community Service Workers. 

  

Accountability:          Library Director 

  

DUTIES AND RESPONSIBILITIES: 

  

·         Responsibility for promoting an appropriate work environment, and maintaining 

confidentiality in regards to patrons records 

·         Assist patrons in finding needed information through using computer catalog, 

internet, or by general knowledge of library materials or other sources such as 

photocopy machine and microfilm machine 

·         Preparation of desk for daily routine 

·         Performs circulation desk procedures, such as checking in and checking out 

materials, registering patrons and collecting fines 

·         Oversees the performance of inter-library loan tasks, and the, routing of inter-

library loan materials 

·         Oversees the processing, withdraw, repair or recondition of library materials 

·         Processes Periodicals and maintains records for circulation, subscription terms 

and of use in house. 
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·         Monitor computer area 

·         Assists in training and directing of student aids and volunteers 

·         Create preliminary materials budget and oversee expenditures 

·         Responsible for creating preliminary monthly report of library expenses and 

revenue 

·         Responsible for creating monthly statistical report 

·         Attends workshops and professional meetings 

·         Perform other duties as assigned by the Director 

  

  

KNOWLEDGE, ABILITIES, AND SKILLS 

  

·         Working knowledge of library methods, policies and procedures 

·         Computer skills – able to perform basic troubleshooting, use computer software; 

perform data entry, basic computer operations and basic patron computer instruction 

including database instruction. 

·         Ability to operate library business machines properly 

·         Ability to communicate effectively with staff and public in-person and on the 

telephone 

·         Working knowledge of English grammar 

·         Ability to direct and supervise the work of others 

·         Effectively read and understand information contained in reports, bulletins, etc. 

·         Ability to comprehend and follow instructions 

·         Time management – set priorities in order to meet assignment deadlines 

·         Working knowledge of computer databases and search methods 

  

  

  

Education and Experience: 

  

1.    Bachelor’s degree preferred. Post-secondary coursework in Information Science, 

Database Management, Spanish Language   
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CITY OF CHILTON 

 

Library Aide 

 JOB DESCRIPTION 

  

  

DEPARTMENT:           Chilton Public Library 

  

POSITION/TITLE:               Library Aide 

  

GENERAL DUTIES: 

  

Assists Library Director and staff in the activities of the Chilton Public Library.  Shelves 

library materials, maintains materials in the library collection in a neat and orderly 

fashion 

  

Hours:                                Part-Time Position 

  

Reporting:                             Reports to Director’s Assistant I, II and Library 

Assistant. 

  

Supervision:                         This Library Aide Supervises Volunteers, or 

Community Service Workers. 

  

Accountability:                      Library Director, Director’s Assistant or Library 

Assistant 

  

DUTIES AND RESPONSIBILITIES: 

  

·         Responsibility for promoting an appropriate work environment, and maintaining 

confidentiality in regards to patrons records 

·         Checks materials in and out with automated check-out system 

·         Shelves and files materials 

·         Assists patrons in library use 

·         Helps assign computers to patrons 

·         Assists patrons over-the-telephone 

·         Assists patrons with machine use (typewriter, copy machine, microfilm machine, 

and computers) 

·         Performs data-entry, filing, and typing 
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·         Processing materials 

·         Collect fines and photocopy monies 

·         Straightens and reads shelves 

·         Issues new library cards 

·         Mends books and other library materials 

·         Empties book drop 

·         Performs other duties as assigned by the Library Director 

  

  

  

  

  

  

Created: August 2000 

Revised: August 2012 
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CITY OF CHILTON 

 

Custodian 

 JOB DESCRIPTION 

  

  

DEPARTMENT:          Chilton Public Library 

  

POSITION/TITLE:                  Custodian 

  

GENERAL DUTIES: 

  

Responsible for the housekeeping tasks of the Chilton Public Library. Maintains the 

Chilton Public Library in a clean and neat order. 

  

Hours:                                Part-Time Position 

  

Reporting:                             Reports to Library Director 

  

Accountability:                      Library Director 

  

DUTIES AND RESPONSIBILITIES: 

  

·         Vacuuming and cleaning of carpet 

·         Dusting and polishing of woodwork/shelves 

·         Washing interior windows 

·         Scrubbing of floors 

·         Cleaning and restocking of bathrooms 

·         Collection and bagging of garbage/recycling 

·         Disinfecting computer interfaces 

·         Closing facility and setting alarm system 

·         Inspecting buildings and grounds for maintenance concerns 

·         Perform other duties as assigned by the Director 

  

  

  

 Created: August 1993 

Revised: August 2012 
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Employee Personal Appearance 

All staff members are expected to be well-groomed and dressed in a manner which is 
appropriate for their responsibilities and employment in a public agency. You should 
look professional, friendly, and dress for work, not play. Whether or not a staff member 
has a direct interaction with another person — be it a library user, fellow staff member, 
or Board member, mode of dress does have an immediate impact on others. To present 
the best possible image for the Library and yourself, take a good look at your clothes, 
grooming, and overall appearance each day before you come to work. A sloppy or too 
casual look tells our patrons that you may be sloppy or casual in the way you handle 
their needs. Avoid clothing extremes. 

Should staff members have questions about "appropriate" dress, they should ask the 
director. The library director has the responsibility for seeing that their employees are 
dressed appropriately. The library director is expected to dress in a businesslike 
fashion. 

 

Basic Customer Service 

The following steps of the can help library customers articulate what information they 

really need. 

 

1.  Be Approachable 

Everyone who lives and works in our community needs information.  Discovering 

the needs of each individual who comes into the library requires interpersonal 

skills. Sometimes the first question a patron asks is really just trying to find out if 

you are approachable and friendly.  These questions may range from “Do you 

work here?” to “Where are the dog books?”  So your job is to go from that initial 

contact with the patron to actually finding out their needs. 

  

At Chilton Public Library we establish approachability by: 

  

•          Smiling 

•          Establishing eye contact 

•          Giving a friendly greeting (using a known patron’s name is expected. 

Learn as many patrons name as possible) 

  

2.  Show Interest 

At Chilton Public Library we show interest by: 

•        Maintaining eye contact 

•        Making attentive comments 

•        Giving full attention 

•        Speaking in comfortable, relaxed tone 
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•        Providing or maintaining a confidential place to ask a question 

When a second patron interrupts or arrives greet them and let them know that 

you will be with them shortly or where they can get help from your coworker. Be 

aware that these patrons may be waiting and do not forget them. At the next 

moment possible make sure that their information needs are being met. 

 

3.  Listen (Characteristics of a good listener) 

A good listener gives patrons a chance to tell you what they want. Listening to a 

patron without interrupting or jumping to conclusions is necessary for successful 

service.  You need to discover what the patron really wants.  There may be 

reasons why a patron is hesitant to ask the real questions they need answers to. 

 

What are the patrons' real information needs? 

A good listener does not interrupt. 

Paraphrase in your own words to demonstrate understanding (repeat back what 

the patron said in their own words without adding any thoughts or questions of 

your own.  Paraphrasing can help with a patron who keeps repeating their 

request over and over.) 

Ask clarifying questions if you are not sure about the request (Clarifying can be 

used to make sure you have the details you need.   Example: “Do you need black 

and white photos or color photos?”) 

 

4.  Interviewing (Discovering what the patron really wants) 

Open ended questions are an effective way to give your patrons the freedom to 

express the information needs in their own words.  Open ended questions cannot 

be answered with yes or no.  Verifying a question gives you one last opportunity 

to make sure you understand the patron’s real question. 

 

Ask open ended questions to probe. (The open ended questions also give 

patrons a chance to express information needs in their own words.  You don’t 

have to know about a subject with open ended questions. Let the patron tell you.)  

Closed ended questions just don’t get you much closer to the real information 

need. 

Verify specific question by paraphrasing and using a closed question to confirm 

request.  Verifying avoids “jumping to conclusions.” 

 

5.  Searching 

•          Keep customer informed of progress 

•          Offer referrals 

This is an opportunity to teach information literacy by searching with the patron. 
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 6.  Providing information 

•          Speak clearly and distinctly 

•          Cite the source (if you found the answer in a book the book title, if online a 

web address) 

Check with the customer to be sure the information is understood 

  

  7.  Follow-up 

Asking the patron if they have everything they need improves your success rate.  

You know you have found the information the patron really wanted. 

Use appropriate follow-up questions or statements 

The only way to make sure the patron has what he needs is to ask. 

I don’t know is not acceptable. (I cannot seem to find anything on that topic, let 

me see if I can get some help with this) 

  

When you find that you are unprepared for the patrons request ask for 

assistance.  First call on your coworkers. Fill out the reference request form to 

the best of your ability. If a need is urgent try calling other libraries. Lester Public 

library usually has a reference librarian on duty 920-793-7104 as does Manitowoc 

Public Library 920-686-3000. Use these resources get to know who is doing this 

kind of work in the other libraries. 

 

Our duty is to exhaust all resources in meeting the information needs of the patron. 

We are not perfect but we will strive to be close as much as possible 
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Personnel Policies 

Under Wisconsin law, Chapter 43, the Board of Trustees of the Chilton Public Library 

has exclusive control over the duties and compensation of all library employees. In 

carrying out its statutory duties, the Board has prepared and adopted these policies in 

order to maintain a library working environment that promotes job satisfaction, efficient 

library service, and professional growth and development. 

 

In establishing the following policies, it is the intention of the Board to follow the policies 

and programs adopted by the Common Council of the City of Chilton in such areas as it 

deems appropriate. 

 

The following outlined policies are not intended to be all-inclusive or to cover all details. 

Although they are based on long experience and have proven necessary to conduct an 

efficient and harmonious organization, improvements, revisions or additions to the 

existing policies, benefits and rules may be made by the Board of Trustees at its 

discretion. 

 

Code of Service 

The Chilton Public Library follows the American Library Association Code of Service: 

● Library patrons can expect to be treated courteously and with respect by library 

staff at all times. Library staff will not discriminate on the basis of age, sex, race, 

religion or sexual orientation. 

● The library public is entitled to easily accessible library collections in a safe, 

clean, organized and friendly environment 

● Service to the public takes precedence over the library's internal work. 

● Information given to the public will, to the best of the library's ability, be current, 

verifiable, clearly communicated and provided in a timely manner.             

 

Hiring Procedures 

Employment openings are generally published locally in the Chilton Times-Journal and 

posted on the library website, and the library bulletin board. Openings may also be 

posted on the State of Wisconsin library listserv wispublib. Prospective employees are 

usually asked to submit an application form or a resume, along with the names and 

addresses of at least three references. Prospective employees are subject to a 

background check prior to hiring. Intentionally false information on an application form 

or resume shall subject the employees to immediate dismissal. 

 

The Board of Trustees hires and terminates only one person in the library: the library 

director. All other persons are hired, evaluated and discharged by the library director. 
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A permanent file will be kept by the City of Chilton for each library employee. This file 

will contain the employee's completed application form, all of his/her time records, 

evaluation forms, copies of disciplinary action taken, vacation benefits and accumulated 

sick days. Personnel files are kept confidential, but employee can peruse their own 

employment records upon request. 

 

Each new employee shall serve a one-year probationary period, during which time he or 

she will be evaluated informally periodically by the library director or his or her 

immediate supervisor. A final written evaluation, including a personal interview, shall be 

made prior to the end of the probationary period. The library director will determine if the 

employee shall become a permanent employee, or if he or she will be discharged. 

Probationary employees are not eligible for sick leave, paid holidays or vacations. 

 

Employee status 

Full-time employees are those scheduled to work a minimum of 32 hours per week. 

Part-time employees normally work at least 600 hours per year but no more than 29 

hours per week. 

 

Temporary employees are those who have worked continuously for the library for less 

than six months, or those who work less than 600 hours per year. 

 

Work Schedule 

Staff work hours vary depending on the individual's position, full-time or part-time status, 

the library's hours of operation, and work requirements. At no time are there ever less 

than two persons on duty when the library is open, and at least one of these persons 

must always be an adult. Full-time employees are guaranteed a minimum of 32 hours 

per week; part-time employees' hours vary with the position, but generally range from 

15 to 24 hours per week for library and technical assistants, and 3 to 10 hours per week 

for student pages. Employees are generally expected to work at least one Saturday per 

month, with some exceptions at the discretion of the director. 

 

The director has sole authority to determine the schedule. Requests for vacation days, 

personal days, or other absences should be made at least one month in advance. The 

director will make every effort to accommodate such requests, but the need to provide 

adequate staffing of the circulation desks and to fulfill other operational needs will 

always take precedence. The monthly staff schedule is generally posted two weeks 

prior to the beginning of each month. 
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Breaks 

Employees are encouraged to take a break, rest and/ or sit down periodically to refresh 

and rejuvenate themselves, especially after periods of high activity or stress. This is 

especially important for those staffing the circulation desks so they can remain alert and 

provide quality service to our patrons. 

 

Employees are entitled to one 15-minute break for every four hours worked. Breaks 

must be taken in a whole 15-minute block of time; they cannot be broken in smaller 

increments of time throughout the day. Time designated for breaks will not be allowed to 

accumulate to allow the employee to leave early or come in later. 

  

Those staffing a circulation desk and/ or answering the phone should arrange with 

another employee to cover these duties during a break. Breaks should be taken during 

slow-activity times at the circulation desk, when possible, to minimize disruptions in 

patron service.  

 

Resignation and Retirement 

There is no mandatory retirement age. A library employee wishing to resign or retire 

from employment must notify the director or the library board as soon as practicable.  

 

The employee must submit a formal, written resignation statement giving the board the 

exact date of the end of employment. Between the time of notice and the employee's 

last day, a final performance appraisal will be conducted. If the employee is entitled to 

benefits (such as earned, unused vacation) a lump sum payment can be made to the 

employee. 

 

Staff Performance Evaluations 

All employees have a right to feedback on their performance. Periodic evaluations give 

them the formal opportunity to ask questions about their job description and job 

assignments, and to improve their job performance. 

 

The library director should assess the job performance of employees on an ongoing 

basis, providing verbal suggestions, corrections, and encouragement as circumstances 

permit. Such suggestions can be made informally, as long as a respect for privacy is 

maintained Formal written evaluations on each employee should be conducted at the 

end of any probationary period, and thereafter, annually. However, the director may 

elect to evaluate any staff member at any time it is deemed necessary or useful. The 

evaluation process should include an opportunity for the employee to ask questions, 

report problems, and/or respond to any components of the evaluation. A written report 

of the evaluation session, signed by both the director and the employee, should be kept 

on file. 
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The library director will be formally evaluated at least once each year by the Board of 

Trustees. 

 

Drug- free Workplace Policy 

In compliance with the Drug-Free Workplace Act of 1988, the unlawful manufacture, 

distribution, dispensation, possession, or use of a controlled substance is prohibited 

while performing work for the Chilton Public Library, whether that work is carried out in 

the workplace or not. All employees shall abide, as a condition of employment, by the 

terms of this notice and shall notify the library director or board within five days of any 

criminal drug statute conviction for a violation occurring in the workplace. 

 

Harassment Policy 

The Chilton Public Library is committed to maintaining a healthy work environment in 

which all individuals are treated with respect and dignity. The library provides 

procedures for reporting, investigating, and resolving complaints of harassment and 

discrimination. It is library policy that all employees and library users have the right to 

work in an environment free of all forms of harassment and discrimination based on 

race, color, sex, religion, age, disability, marital status, national origin, 

and sexual orientation. 

 

The library will not tolerate, condone, or allow harassment by any employees, library 

patrons or other non-employees who conduct business with the library. Such behavior 

by library patrons or other non-employees may result in immediate eviction from the 

facility, long-term loss of library privileges, or criminal prosecution. 

 

The library considers harassment and discrimination of other forms to be serious 

employee misconduct. Therefore, the library will take direct and immediate action to 

prevent such behavior, and to remedy all reported instances of harassment and 

discrimination. An employee violation of this policy can lead to discipline up to and 

including termination, with repeated violations, even if "minor," resulting in greater levels 

of discipline as appropriate. 
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Appropriate Dress 

An employee's appearance reflects the library image to the public. All employees are 

expected to be clean and to be concerned with good personal hygiene. They are 

expected to dress in a professional manner appropriate for an environment that involves 

a great deal of customer contact, a fair amount of activity and, occasionally, heavy 

lifting. Clothing that is sexually suggestive, visually offensive or otherwise distracting to 

patrons or other employees is not appropriate. 

 

Acceptable dress is at all times under the library director's discretion. If an employee 

reports for work improperly dressed, the library director may instruct the employee to 

return home to change. Repeated violations of this policy will result in disciplinary 

action. 

 

Borrowing and Purchasing Privileges for Employees 

Chilton Public Library employees are issued a borrower's card upon request. It is in the 

library's interest to have staff members who are knowledgeable about the collection and 

are promoters of CPL resources in the community. To encourage widespread use of 

library materials, and as an employee benefit, CPL employees are not charged fines for 

overdue materials. Employee borrower cards shall not be used by non-employees to 

borrow materials. In the event that materials are lost or damaged, the employee will 

compensate the library for the replacement cost of the items. 
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Returned Mail and Overdue/Assumed Lost Notices Procedures. 

Email Bouncebacks  and assumed lost notices are sent to our 

chiltonpubliclibrary@gmail.com account. 

Bounceback Notices 

1.       Select the entire text 

2.       Copy Ctrl + C 

3.       Open a blank word document 

4.       Paste the text Ctrl +V 

5.       delete library log information 

6.       Ctrl + F  

7.       choose Replace tab 

8.       enter  > on find what line 

9.       leave Replace with line blank 

10.   Click Replace All 

11.   Then insert  page breaks between users. 

12.   Print two copies 

13.   Verify that you are calling an adult or the guardian if the user is listed as 

JUVCPL 

14.   Call the users or the appropriate guardian to update email address and 

provide the information the notice was attempting to relay. 

15.    Document if the users email was successfully updated, if you left a 

message or is the user was unreachable. 

16.   If the phone number is no longer in service note that on one copy and place 

that copy in the director’s inbox.  Address an envelope to the user and place 

notice in the mail with the notice to update contact information. 

 

Overdue/Assumed Lost Notices 

Use the same procedure as above through step 12 

13. Check the shelves for Overdue/Lost items 

14.   Verify that you are calling an adult or the guardian if the user is listed as 

JUVCPL 

15.   Call the users or the appropriate guardian (verify that you are speaking to 

the right party)   

16.   update email address and provide the information the notice was attempting 

to relay. 

a.       Users with Lost Items (Over $100, materials must be returned or arrangements 

for remedy must be made with the library director within a week of the notice or the 

notice will be forwarded to the local authorities). 

17.    Document if the users email was successfully updated, if you left a 

message or is the user was unreachable. 
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a.        (This is_________ from the Chilton Public Library we received an email 

bounceback, Please call us at 9208494414 to update your account and receive your 

message) 

18.   If the phone number is no longer in service note that on one copy and place 

that copy in the director’s inbox.  Address an envelope to the user and place 

notice in the mail with the notice to update contact information and the Police 

Notice.  


