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Introduction 
 

Adopted:  04/24/2008; Revised: 

Table of Contents 

 

This is the complete written policy of the Orion Township Public Library Board of 
Trustees, hereby referred to as the “Policy Manual”. The Policy Manual is revised via 
motion and approval of the Board of Trustees at regularly scheduled Board of Trustees 
meetings.  Development of the Policy Manual may occur at specially called Board of 
Trustees Policy Committee meetings.  The Policy Manual is maintained by the Policy 
Committee chair. 

 

A separate document, Library Human Resources Policy, is maintained by the Library 
Director, who may delegate maintenance to an appointed Human Resources assistant. 
The Library Human Resources Policy is revised via motion and approval of the Board of 
Trustees at regularly scheduled Board of Trustees meetings. 

 

These documents are subject to regular review and revision in order to keep current 
with the state of the business and applicable regulation and law.  Approved copies of 
the Policy Manual and Library Human Resources Policy are maintained on file in the 
Library Director’s office.  The Policy Manual is posted on the Library’s web site. 

 

Questions regarding this document should be directed to the Director, Orion Township 

Public Library. 
 

Table of Contents 
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Asset Disposition 
 

Adopted:  01/20/2011; Revised: 

 

 

 

Obsolete, worn out, damaged, or surplus materials and equipment shall disposed of 
through any of the following methods: 

 

1.  Trade-in on new equipment. 
2.  Return to manufacturer. 
3.  Sealed bid / Electronic bidding for items > $1,000. 
4.  Open bid via lobby display or website listing. 
5.  Auction. 
6.  Donation to another library, school, non-profit organization, or government 

agency. 
7.  Junking or recycling. 

 

 
 

Items for public sale must be posted or made available for a minimum of one week. 
 

The sale of any asset to a library employee or board member must be approved by the 
director. 

 

 
 

Table of Contents 
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By-Laws of the Orion Township Public Library Board of Trustees 
 

Adopted:  09/09/1976; Revised:  2/19/2009 

Table of Contents 

 

 
Article I. Membership 

 

In accordance with the provisions of Public Act 164, as amended, of the laws of the 
State of Michigan 1877, the Orion Township Public Library Board of Trustees shall 
consist of six members who are voting residents of Orion Township. The Board 
members shall be selected at each quadrennial election, and shall serve four years. In 
the event of a vacancy, the Board shall appoint a person to hold the vacant office until 
the next biennial election. This appointment must be made by majority vote of the Board 
at the first regular meeting after the vacancy occurs. 

 

 
 

Article II. Officers 
 

Section 1 Officers of the Board shall be President, Vice-president, Secretary and 
Treasurer. 

 

Section 2 Officers shall be elected at the annual meeting. Vacancies in office shall 
be filled at the next regular meeting of the Board, with the exception of 
President, wherein the office of the President shall be filled by the Vice 
President for the unexpired term. 

 

Section 3 The President of the Board shall preside at all meetings, appoint all 
committees, and generally perform any duties of a presiding officer. 

 

Section 4 The Vice-president shall perform the duties of the President in the 
President’s absence. In case of resignation, disability, or death of the 
President, the Vice-President shall assume the office for the unexpired 
term. 

 

Section 5 The Secretary shall be responsible for all legal correspondence, keeping 
minutes of the Board Meetings, and notifying all members of regular or 
special meetings. Any of these responsibilities may be assigned to the 
Library Director if the secretary so directs. 

 

Section 6 The Treasurer shall be responsible for all monies collected for the library, 
which shall include responsibility for the investment and disbursement of 
said monies. He/she shall oversee the keeping of financial records in 
accordance with State law. With help of Director, he/she shall prepare 
monthly financial statements, assist in audit preparation and submit the 
audit for Board approval. The Treasurer shall assist the Director in budget 
preparation. The treasurer may invest funds as allowed by State law. 

 

Any of these responsibilities may be assigned to the Library Director, if the 
Treasurer so directs. 
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Section 7 Any two of the following officers may sign checks: President, Vice 
President, Secretary, Treasurer or Library Director. 

 

Section 8 The Provisions of the Open Meetings Act (Public Act 267 of 1976) shall be 
followed. Roberts Rules of Order, Newly Revised, shall be the rule for all 
meetings of the Board. When those rules differ, Board policies will be 
followed. 

 

 
 

Article III. Meetings 
 

Section 1 The Library Board shall meet on the third Thursday of each month at 6:30 
p.m. at the library. The November meeting shall be the annual meeting 
when officers are elected and assume office. All members shall be notified 
and supplied with an agenda prior to each meeting. 

 

Section 2 Special meetings may be called by the President, or upon written request 
of two members, for the transaction of business as stated in the call. 
Notice stating the time and place of any special meeting and the purpose 
for which shall be given each member of the Board at least 48 hours in 
advance of such meeting. 

 

Section 3 A quorum for transaction of business shall consist of simple majority. 
 

Voting by Board members at meetings of the Board or any committee by 
conference telephone or other interactive, electronic technology allowing 
full public access and participation shall be permitted; participation by 
such means shall constitute presence for the quorum.  Public access to 
meetings shall be provided at the meeting location stated in the meeting 
notice. 

Section 4 Order of business shall be: 

Call to order 
Agenda Approval 
Consent Agenda 
Financial Statement and Treasurer’s Report (Quarterly) 
Call to Public 
Communications 
Director’s Report 
Old Business 
Standing Committee Reports 

- Fund Development 
- Board Development 
- Finance 
- Policy 

Ad hoc Committee Reports 
Discussion Items 
Action Items 
Questions from the Public 
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Trustee comments 
Adjournment 

 

Section 5 Any Board action, to be official, must be approved by a majority of 
members present at an official Board meeting. Bills that affect continuing 
operation of the library do not require a board meeting for payment. 

 

Section 6 Excessive absence from official Board meetings will be defined as three 
successive unexcused absences. Failure to attend three consecutive 
library board meetings without notification will be considered an unwritten 
resignation from the Library Board, and the position will be considered 
open for appointment until the next biennial election. 
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Article IV. Committees 
 

Section 1 Special Committees may be appointed by the President, with approval of 
the board, to serve until assignments are completed. 

 

Section 2 Standing Committees are: 
 

 

Committee 
 

Purpose 

 

Policy 
 

Develop and maintain the written policy of the Orion 
Township Public Library Board of Trustees, the “Policy 
Manual”. 

 

Review the development of the “Library Human Resources 
Policy”, which is developed by the Library Director or 
his/her designate. 

 

Investigate, interpret, and advise the Board and/or Director 
on policy-related issues. 

 

Finance 
 

Review the development of the Annual Budget, which is 
developed by the Library Director or his/her designate. 

 

Review proposals to amend the budget through the course 
of the budget period. 

 

Monitor the organization’s performance to budget and 
report to the Board as required. 

 

Investigate, interpret, and advise the Board and/or Director 
on finance-related issues. 

 

Fund 
Development 

 

Develop new and enhance existing revenue streams with 
support of the Marketing Plan in conformance to the 
Strategic Plan. 

 

Board 
Development 

 

Organize and plan events, tasks, and exercises that 
improve the performance of board members individually 
and as a group. 

 

Section 3 Unless otherwise directed, a committee’s assignment is limited to study 
and/or investigation and reporting. Committee action and expenditures 
must be duly authorized by the board. 
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Article V. Director 
 

Section 1 The Director shall be the executive officer of the board and shall be 
directly responsible to the board for fulfilling of his/her position 
requirements as defined in the job description. 

 

Section 2 The Director shall have charge of the administration of the library within 
the framework of board policies and budget. 

 

Section 3 The Director shall attend all board meetings as a non-voting member 
except those at which his/her appointment, salary or performance is to be 
discussed or acted upon. 

 

 
 

Article VI. Amendments 
 

Section 1 These by-laws may be amended at any meeting of the board by majority 
vote of members present that: 

 

(1) At least a quorum is present. 
 

(2) The amendment was stated in the call for the meeting. 
 

Table of Contents 
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Cellular Phone Use 
 

Adopted:  11/18/1999; Revised:  12/16/2010 

Table of Contents 

 
 

1.  Patrons are asked to silence cell phones and all other sound-emitting devices 
while in the library. 

 

2.  Individuals finding it necessary to use their cell phone while in the library must 
keep their voices at a reasonable level and move away from others so as not to 
disturb other library patrons. 

 

3.  Cell phone conversations are not permitted in the computer lab. 
 

 
 

Table of Contents 
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Copyright Infringement 
 

Adopted:  08/16/1999; Revised: 
 

For the Orion Township Public Library website (http://orion.lib.mi.us/) 
 

Notice of Claimed Copyright Infringement 

Table of Contents 

 

Users and subscribers of this system are required to respect the legal protection 
provided by copyright and license to programs and data. If you believe that your 
work has been copied, adapted, reproduced, or exhibited on this website 
(http://www.orion.lib.mi.us/) in a way that constitutes copyright infringement, 
please provide written notice of the claimed infringing activity to the Orion 
Township Public Library's designated agent, in accordance with the requirements 
of the Digital Millennium Copyright Act, 17 U.S.C. ß 512. 

A notice of claimed copyright infringement must include the following information: 

An electronic or physical signature of the copyright owner or a person authorized 
to act on behalf of the owner of an exclusive right that is allegedly infringed. 

 

Identification of the copyrighted work claimed to have been infringed, or if 
multiple copyrighted works at a single online site is covered by a single notice, a 
representative list of such works at that site. 

 

Identification of the material that is claimed to be infringing or to be the subject of 
infringing activity and that is to be removed or access to which is to be disabled, 
and information reasonably sufficient to permit the Orion Township Public Library 
to locate the material. 

 

Information reasonably sufficient to permit the Orion Township Public Library to 
contact the complaining party, such as an address, telephone number, and, if 
available, an electronic mail address at which the complaining party may be 
contacted. 

 

A statement that the complaining party has a good faith belief that use of the 
material in the matter complained of is not authorized by the copyright owner, its 
agent, or the law. 

 

A statement that the information in the notice is accurate, and under penalty of 
perjury, that the complaining party is authorized to act on behalf of the owner of 
an exclusive right that is allegedly infringed. 

http://orion.lib.mi.us/)
http://www.orion.lib.mi.us/)
http://www.orion.lib.mi.us/)
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Designation of Agent to Receive Notification of Claimed Infringement 
 

A notification of claimed copyright infringement must be provided in writing to the 
Orion Township Public Library's designated agent. The designated agent to 
receive notification of claimed infringement under Title II of the Digital Millennium 
Copyright Act (17 U.S.C. ß 512) is: 

 

Karen Knox 
Director 
Orion Township Public Library 
825 Joslyn Road 
Lake Orion, MI 48362 
Telephone: (248) 693-3000 
Facsimile: (248) 693-3009 

 

Upon receipt of notification of claimed copyright infringement, the Orion Township 
Public Library will follow the procedures outlined in Title II of the Digital 
Millennium Copyright Act (17 U.S.C. ß 512). 

 

Notice and Takedown Procedure 
 

It is expected that all users of this system will comply with applicable copyright 
laws. However, if the Orion Township Public Library is notified of claimed 
copyright infringement, or otherwise becomes aware of facts and circumstances 
from which infringement is apparent, it will respond expeditiously by removing, or 
disabling access to, the material that is claimed to be infringing or to be the 
subject of infringing activity. 

 

Repeat Infringers 
 

Under appropriate circumstances, the Orion Township Public Library may, in its 
discretion, terminate the accounts of subscribers and account holders of its 
system or network who are repeat infringers. 

 

Accommodation of Standard Technical Measures 
 

It is the Orion Township Public Library's policy to accommodate and not interfere 
with standard technical measures, i.e., technical measures that are used by 
copyright owners to identify or protect copyrighted works and (1) have been 
developed pursuant to a broad consensus of copyright owners and service 
providers in an open, fair, voluntary, multi-industry standards process; (2) are 
available to any person on reasonable and nondiscriminatory terms; and (3) do 
not impose substantial costs on service providers or substantial burdens on their 
systems or networks. 

 

Table of Contents 
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Equal Opportunity 
 

Adopted:  12/15/1981; Revised:  3/17/2005 
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A.  Employment 

 

The Orion Township Public Library Board agrees to the policy of equal 
employment opportunity without regard to race, color, religion, national origin, 
sex, age, marital status, handicap, or height and weight. All applicants for 
employment will receive equal consideration. 

 

B.  Services 
 

The Orion Township Public Library Board agrees to a policy of equal service for 
all without regard to race, color, religion, national origin, age, sex or handicap. 

 

A poster is displayed setting forth the law of equal opportunity. 
 

Table of Contents 
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Facility Use Policy – Study Tables and Group Study Rooms 
 

Adopted: 8/26/04, Revised: 8/16/2012, Reviewed by Counsel: 7/30/2012 
 

 
 

Policy Statement 

Table of Contents 

 

The Orion Township Public Library (OTPL or Library) encourages use of the Library for 
educational pursuits and provides study tables and group study rooms for groups to 
meet without disrupting quieter areas of the Library. 

 
 
 
 

General Regulations 
 

1.  Library, Library related, and Library sponsored or co-sponsored programs have 
priority in the use of the facilities, including study tables and group study rooms. 

 
2.  Any use of the group study rooms or the study tables that disturb regular library 

functions or otherwise violates Library policy, including but not limited to the Patron 
Conduct Policy, is not permitted. 

 
3.  The group study rooms or study tables must be left in the same condition they were 

prior to the use. 
 

4.  Taping, stapling, or tacking of materials to the walls or other furnishings is prohibited. 
 

 
 

Study Tables 
 

1.  The Library reserved the right to limit and designate tables that are available for 
commercial use (e.g. Tutoring). 

 

 
 

Group Study Rooms 
 

1.  Group study rooms may be reserved for non-commercial groups engaged in civic, 
educational and cultural uses, including reading, studying, writing, and using library 
materials. "Groups" are defined as at least 2 individuals. 

 
2.  Group study rooms may be reserved up to one month in advance for one two-hour 

block per day. During any period when a group study room is not reserved or used 
for Library programming as provided in paragraph 1, individuals may use the group 
study rooms on a first-come, first-served basis.  Individuals must vacate the group 
study room immediately upon request of a group that has reserved the room or upon 
request of the Library. 

 
3.  Continuous use of group study rooms is limited to periods of two hours. 
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4.  Users of group study rooms may be asked to leave the room if the capacity has 
been exceeded or if the room is used in violation of any Library policy. 

 

 
 

Violations, Penalties, and Appeal 
 

1.  Failure to comply with the terms of this policy may result in a forfeiture of Meeting 
Room privileges as determined by the Library Director.  Violations, Penalties and 
Appeals shall be administered as defined in the  Patron Conduct policy. 

 

 
 
 

Table of Contents 
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General Library Objectives 
 

Adopted:  12/15/1981; Revised:  9/15/1999 

Table of Contents 

 

 
Mission Statement: 

 

The Orion Township Public Library is the information hub of the community, providing 
open and easy access to resources and services for the enrichment of the life in our 
community. 

 

The general library objectives of the Orion Township Public Library shall be: 
 

1.  To serve the community as a center of reliable information. 
 

2.  To provide a place where inquiring minds may encounter the original, sometimes 
unorthodox and critical ideas so necessary as correctives and stimulants in a 
society that depends for its survival on free competition in ideas. 

 

3.  To support education, civic, and cultural activities of groups and organizations. 
 

4.  To provide opportunity and encouragement for children, young people, men, and 
women to educate themselves continuously. 

 

5.  To seek continually to identify community needs;  to provide programs of service 
to meet such needs and to cooperate with other organizations, agencies, and 
institutions which can provide programs or services to meet community needs. 

 

6.  To provide opportunity for recreation through the use of literature, music, films, 
and other art forms. 

 

Table of Contents 
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Gifts 
 

Adopted:  04/24/2008; Revised:  4/15/2010 

Table of Contents 

 

The Orion Township Public Library welcomes acts of philanthropy that benefit the 
library. The Board of Trustees and Director, in all cases, reserve the right to direct 
the use, investment, storage, sale, and disposal of all gifts within the constraints of 
this policy. The library board reserves the right to accept or reject any gift without 
comment. 

 

Friends of the Orion Township Public Library 
 

1.  Gifts to the Friends of the Orion Township Public Library are not subject to 
this policy as it is a separate entity from the Orion Township Public Library. 
Gifts to the Friends are governed by the policy of the Friends of the Orion 
Township Public Library. 

 

2.  Gifts from the Friends of the Orion Township Public Library are subject to this 
policy. 

 

Library Materials 
 

1.  The library accepts gifts of library materials with the understanding that they will 
be added to the collection in compliance with the  Materials Selection policy. 

 

2.  In accepting a gift, the library reserves the privilege of deciding whether it should 
be added to its collection. 

 

3.  Special collections need not be kept together as separate physical entity. 
 

4.  Memorials and donations will be identified with a book plate when appropriate. 
 

5.  Materials accepted will be inserted into the operations stream for cataloging and 
processing prior to being available in the collection. 

 

6.  Materials not accepted by the library may be donated to the Friends of the Orion 
Township Public Library for resale. 

 

Objects of Art 
 

1 Loans 
 

a)  The library accepts objects of art on a loan basis, space and schedule 
permitting in pre-designated spaces in and around the library. The length of 
time for the loan will be established in advance. Art displays must meet the 
criteria described in the  Library Displays policy. The library is not responsible 
for theft or damage to loaned pieces of art. The artist is permitted to price 
and sell items on display, provided that the sales transactions and deliveries 
occur off library property. The artist is permitted to display a tasteful sign or 
container of business cards to advertise their business or service. 

 

b)  Areas for display of loaned art will be determined by the department heads 
and/or director. 
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2 Permanent Gifts 
 

a)  Permanent gifts of art objects will be considered on a case-by-case basis. 

The library reserves the right to store, sell, or donate art objects that will not 
be displayed. 

 

Cash and Cash Equivalents 
 

1.  The library prefers cash donations. The library shall provide to the donor a 
receipt stating the value of the donation. 

 

2.  The library shall distribute cash donations to library accounts consistent with the 
Investment of Library Funds policy, prior to expending the funds as further 
directed by this policy. 

 

Securities and Financial Instruments other than Cash 
 

1.  The library will accept securities and financial instruments other than cash. The 
library will provide to the donor a receipt stating the value of the donation as 
determined at the close of the financial markets on that business day or the most 
recent business day. 

 

2.  The library shall convert such donations to cash as soon as practical, then 
distribute to library accounts consistent with the  Investment of Library Funds 
policy, prior to expending the funds as further directed by this policy. 

 

Receipts for Non-monetary Donations 
 

The library will provide a receipt for all non-monetary donations which 
acknowledges the acceptance of the gift. Valuation of the donation resides 
solely with the donor. 

 

Vehicles, Furniture, Fixtures, Land, Buildings, other Fixed Assets 
 

These items will be considered on a case-by-case basis. The cost of disposal 
must not exceed the value of the asset for the item to be considered. 

 

Pledges and Bequests 
 

The library will acknowledge pledges and bequests via letter from either the 
director or Board of Trustees as appropriate. Gifts will be disbursed to the library 
per this policy upon receipt. 

 

Donor Participation in Gift Disposition. 
 

1.  It is acknowledged that donors often wish to provide direction as to the 
expenditure of a monetary gift.  The overall philosophy of this policy is to allow 
the library Board and Staff to select and provide opportunities, then to allow 
donors to choose from those opportunities. 

 

2.  To provide donors with opportunities to participate in the expenditure of monetary 
gifts, ad-hoc committees will be appointed by the President of the Board of 
Trustees as needed.  Ad-hoc committees may be comprised of staff, board, and 
public.  Professional consultants may be provided at the discretion of the library. 
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Ad-hoc committee plans must be approved by the Board of Trustees. 
 

Designated Gifts 
 

1.  For gifts or bequests that carry a specific designated purpose, the Board 
President, at his/her discretion, shall appoint a committee to oversee 
expenditures to assure conformance to the designated purpose.  The committee 
may be permanent, ad hoc, or an existing library committee, as seen fit by the 
Board President. Membership of the committee shall be at the discretion of the 
Board President. 

 

a.  The committee shall review requests for expenditures and approve that 
the requested expenditure conforms to the designated purpose. 

 

b.  Committees shall record and publish minutes. 
 

2.  Designated Gifts shall be provided a specific reserve account within the 
accounting system. 

 

a.  Funds received from designated gifts shall be managed in conformance to 
the  Investment of Library Funds policy. 

 

b.  Interest accrued by designated gift reserve accounts shall be deposited 
into the designated gift reserve account which generated the interest. 

 

3.  Spending of reserve funds shall be forecasted in the annual budget. 
 

4.  Expenditures 
 

a.  Attached is the form, Designated Gift Expenditure Request (Appendix F), 
which shall be used to request and approve designated purpose 
conformance for expenditures of Designated Gifts. 

 

b.  All expenditures must comply with the  Purchasing policy 
 

 
 
 
 
 
 

Table of Contents 
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Internet Use 
 

Adopted:  10/19/2000; Revised:  8/28/2008 
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1.  Access to the Internet at the Orion Township Public Library is available on 

selected public computers. The Internet is viewed as a resource to be utilized in 
the fulfillment of the Library’s mission as stated in the Orion Township Public 
Library Mission Statement and as promoted by the American Library 
Association’s Library Bill of Rights and Freedom to Read documents, and the 
State of Michigan’s Library Privacy Act. 

 

2.  Information and resources on the Internet enhance those already held in the 
library and often go beyond what is locally available. Library users access the 
Internet at their own discretion and they are responsible for any access points 
they reach. The Orion Township Public Library has no control over the Internet 
and its resources, and assumes no responsibility for its quality, currency, or 
accuracy of information. Parents are expected to monitor and supervise their 
children’s use of the Internet through the Library’s connection. 

 

3.  In accordance with Public Act 212 of 2000, no one under the age of 18 is 
permitted to access computer sites, chat rooms or e-mail that contain obscene or 
sexually explicit material harmful to minors. The Legislature has provided a 
definition of the prohibited material of Public Act 33 of 1978.  Likewise, adults are 
not allowed to display such materials within view of minors. Staff will monitor 
computer use and will immediately disconnect a site in violation of this law and 
issue a warning. If the minor (or adult within view of minors) continues to display 
such materials he/she will lose Internet privileges. 

 

4.  The Library has installed a bar code system that governs use of the Internet in 
the Library.  All library computers in the children’s and young adult sections will 
be set to filter out materials in accordance with PA 212 (this level blocks chat, 
sex, and violence). All library cards provided to minors will also be programmed 
to filter such content deemed harmful to minors as defined by PA 212. As with 
other materials, restriction of a minor’s access to the Internet is the responsibility 
of the parent or legal guardian. Parents and/or legal guardians, NOT library staff, 
are responsible for their children’s use of the Internet. Parental supervision of 
children searching the Internet is advised, even with filtered access. If a parent or 
legal guardian is present, minors may be allowed unrestricted Internet access. 
Parents and guardians concerned about their children’s use of the Internet are 
encouraged to refer to Child Safety on the Information Highway from the National 
Center for Missing and Exploited Children, or the Michigan Library Association’s 
document Questions about Youth, Libraries and the Internet.  These publications 
are available at the library. 

 

5.  Unfiltered access is available to those 18 years of age or older. 
 

6.  Patrons not eligible for a library card may use a guest bar code to access the 
Internet in accordance with PA 212 by making a request at the reference desk. 
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7.  If a user feels that a particular site is inappropriately blocked, he/she may request 
Library Staff to unblock said site.  At that time, Library Staff will, within 
reasonable time and workload limits, examine the site in question and make the 
determination if that said site should remain blocked or be unblocked according 
to Library policy. 

 

8.  Printing fees are noted in the  Schedule of Fees. Money must be placed on the 
patron’s account before printing can be done. 

 

9.  Anyone using a library card  other than his or her own may lose Library and/or 
Internet use privileges. 

 

10. Patrons accessing the Internet must abide by the Orion Township Public 
Library’s  Patron Conduct policy. 

 

11. Patrons may access most Internet computers in time block of 45 minutes. 
Express Internet computers may be accessed in 15 minutes time blocks. 

 

12. Internet communications among adults shall be considered private and 
confidentiality will be expected within limits of a public environment. 

 

13. Internet users must comply with U.S. Copyright and all other applicable laws. 
 

14. The Orion Township Public Library is bound by an agreement with its Internet 
provider. This agreement prohibits any unlawful use of the Internet. Patrons who 
make unlawful use of the Internet may be banned from using the Library’s 
Internet resources. 

 

Wireless Internet Access 
 

1.  The Orion Township Public Library provides wireless internet access to our 
patrons on their laptops or other wireless-enabled mobile devices for web and 
email access. 

 

2.  As with most public wireless “hot spots,” the library’s wireless connection is not 
secure. Cautious and informed wireless users should choose not to transmit 
their credit card information, passwords and any other sensitive personal 
information while using any wireless “hot spot.” 

 

3.  The library will not be responsible for any information (i.e. credit card) that is 
compromised, or for any damage caused to your hardware or software due to 
power surges, security issues or consequences caused by viruses or hacking. 
All wireless access users should have up-to-date virus protection on their laptop 
computers or wireless devices.  Anti-virus and security protection are the 
responsibility of the patron. 

 

4.  Laptop computer users must be considerate of patrons nearby and refrain from 
excessive noise including the playing of music or movies on the laptop without 
the use of headphones. 

 

5.  The Library is not responsible for laptops left unattended. 
 

6.  Printing is not available over the wireless network.  Patrons may save files to 
storage media and print from a Library computer. 
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7.  The library does not filter the wireless access, which is available to anyone with a 
compatible laptop computer or other wireless-enabled mobile device, including 
children. Parents wishing filtered access for their children should direct their 
children to one of the library’s public access computers or purchase filtering 
software for their computer. 

 

8.  Wireless users must comply with all provisions of the Orion Township Public 
Library  Public Computer Use policy while on the library site.  This applies to 
patrons regardless of whether they are using Library-owned or personally-owned 
computers. 

 

Unacceptable uses include: 
 

1.  Users shall not intentionally develop programs that harass other users or infiltrate 
a computer or computing system or damage or alter the software components of 
this or other computing systems. 

 

2.  Users shall not use the Library’s Internet access for any purpose that violates 
U.S. or State laws, to transmit threatening, obscene or harassing materials, or 
child pornography. Users shall not interfere with or disrupt network users, 
services or equipment. Disruptions include, but not limited to, distribution of 
unsolicited advertising, propagation of computer worms and viruses, and using 
the wired or wireless networks to make unauthorized entry to any other machine 
accessible via the network. 

 

3.  Users may not represent themselves as another person. 
 

4.  Malicious use is not acceptable. Use of the Internet in the library in a manner that 
precludes or significantly hampers its use by others is not allowed. 

 

Failure to follow guidelines of this policy may result in expulsion from the library. 
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Investment of Library Funds 
 

Adopted:  10/15/1998; Revised:  3/18/2010 
Reviewed by Legal Counsel, 2/17/2010 

 

As Required by Public Act 20 of 1943, as amended 
 
 

1.0 Definitions 

Table of Contents 

 
As used herein and incorporated into this Investment Policy of the Orion 
Township Public Library, State of Michigan, the following terms and phrases shall 
be defined as follows: 

 
“Funds” means the money of the Orion Township Public Library, the investment 
of which is not otherwise subject to a public act of this State or bond authorizing 
ordinance or resolution of the Orion Township Public Library that permits 
investments in fewer than all of the investment options in Public Act 20 of 1942, 
as amended, or imposes one or more conditions upon an investment in an option 
listed in Public Act 20 of 1942, as amended. 

 
“Investment Officer” means the Treasurer of the Orion Township Public Library. 

“Library” means the Orion Township Public Library. 

“Library Board”, means the Orion Township Public Library Board of Trustees. 
 

“Policy”, as used within this section, means the Investment of Library Funds 
policy section of the Library Policy Manual of the Orion Township Public Library. 

 
“Financial Institution” means any financial institution as defined in MCLA § 
129.91(7), or any firm, broker or dealer registered under the Securities Exchange 
Act of 1934 and registered to sell securities in Michigan, or any state or nationally 
chartered bank, state or federally chartered savings and loan association, 
savings bank or credit union who maintains principle office or branch office 
located in Michigan and who operates under the laws of Michigan or the United 
States. 

 
“Financial Agent” or “Agent” means any person, entity, Financial Institution, or 
employee of a Financial Institution authorized to and acting on behalf of Orion 
Township public Library to facilitate the objectives of this Investment Policy. 

 

 
 

2.0 Purpose 
 

It is the policy of Orion Township Public Library to invest public funds in a manner 
which will ensure the preservation of principal while providing the highest 
investment return with maximum security, meeting the daily cash flow 
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requirements of the library and conforming to all state statutes governing the 
investment of public funds. 

 

3.0 Scope 
 

This investment policy applies to all financial assets of the Orion Township Public 

Library. These assets are accounted for in any designated or undesignated 
funds established by the Orion Township Public Library Board of Trustees. 

 

4.0 Objective 
 

The primary objectives, in priority order, of the library board’s investment 
activities shall be: 

 

4.1 Safety: Safety of principal is the foremost objective in the investment of 
library funds.  Investments shall be undertaken in a manner that seeks to 
ensure the preservation of principal in the overall portfolio.  To attain this 
objective, diversification is required in order that potential losses on 
individual securities do not exceed the income generated from the 
remainder of the portfolio. 

 

4.2 Diversification: The investment officer shall diversify his/her investments 
by security type and institution. With the exception of U.S. Treasury 
securities and authorized investment pools, no more that 30% of the total 
investment portfolio will be invested with a single financial institution. 

 

4.3 Liquidity: The investment portfolio shall remain sufficiently liquid to 
enable the library board to meet all operating requirements that might be 
reasonably anticipated. 

 

4.4 Return on Investments:  The investment portfolio shall be designed with 
the objective of attaining a rate of return throughout budgetary and 
economic cycles, commensurate with the investment risk constraints and 
the cash flow characteristics of the portfolio. 

 
 

5.0 Delegation of Authority 
 

Authority to manage the investment program is granted to the treasurer 
hereinafter referred to as investment officer and derived from the following: 
Public Act 164 of 1877 as amended.  Responsibility for the operation of the 
investment program is hereby delegated to the investment officer or their 
delegate, who shall act in accordance with this investment policy.  No person 
may engage in an investment transaction except as provided under the terms of 
this policy. 
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6.0 Statement of Ethics 
 

The Investment Officer and any delegates must refrain from business activity that 
could conflict with the execution and management of the Library’s investments, 
or any activity that may impair his or her ability to make impartial decisions. 
Further, the Investment Officer will disclose any material interest in any 
authorized investments of institutions enumerated in the Policy, and also disclose 
any personal financial positions that could be related to the performance of the 
Library’s investments. 

 

7.0 Authorized Depositories for Public Funds 
 

A list will be maintained of financial institutions authorized to provide banking 
services. In addition, the list shall include approved broker / dealers who have 
been selected based on credit worthiness (as defined in Item 7) and 
authorization to conduct business in the State of Michigan.  All financial 
institutions with which the library conducts business shall receive a copy of the 
library’s investment policy and agree to comply with the terms of the policy. The 
list will be authorized through an annual resolution of the Library Board of 
Trustees. The “Authorized Depositories for Public Funds” list and compliance 
agreements will be kept on file in the Director’s office. 

 

8.0 Authorized Investments 
 

The library board is authorized to invest in the following types of securities 
authorized by Public Act 20 of 1943, as amended: 

 

8.1 Bonds, securities, and other obligations of the United States or an agency 
or instrumentality of the United States. Total portfolio investment shall not 
exceed 25%. 

 

8.2 Certificates of deposit, savings accounts, deposit accounts, or depository 
receipts of a financial institution. 

 

8.3 Commercial paper rated at the time of purchase at the highest 
classification established by not less than 2 standard rating services and 
that matures not more than 270 days after the date of purchase.  Total 
portfolio investment shall not exceed 25%. 

 

8.4 Repurchase agreements consisting of instruments in subdivision 7.1. 
Total portfolio investment shall not exceed 25%. 

 

8.5 Bankers’ acceptance of United States banks. Total portfolio investment 
shall not exceed 25%. 

 

8.6 Obligations of this state or any of its political subdivisions that at the time 
of purchase are rated as investment grade by not less than 1 standard 
rating service. Total portfolio investment shall not exceed 25%. 

 

8.7 Obligations described in subdivisions 7.1 through 7.6 if purchased through 
an inter-local agreement under the urban cooperation act of 1967. 1967 
(Ex Sess) PA 7, MCL 124.501 to 124.512. Total portfolio investment shall 
not exceed 10%. 



Policy Manual 2013.03.21.Docx 28 of 81 

Orion Township Public Library 
Library Policy Manual 

 

 

 

8.8 Investment pools organized under the Surplus Funds Investment Pool Act, 
1982 PA 367, MCL 129.111 to 129.118.  Total portfolio investment shall 
not exceed 60%. 

 

8.9 Investment pools organized under the Local Government Investment Pool 
Act, 1985 PA 121, MCL 129.141 to 129.150.  Total portfolio investment 
shall not exceed 10%. 

 

8.10 Mutual funds as described by Section 1, ACT 20 PA 1943 as amended. 
The authorization includes securities whose intention is to maintain a net 
asset value of $1.00 per share or securities whose net asset value per 
share may fluctuate on a periodic basis.  Total portfolio investment not to 
exceed 15%. 

 

9.0 Safekeeping and Custody 
 

It shall be the responsibility of the library board to determine which securities will 
be held by a third party custodian.  Securities held in safekeeping by a third party 
custodian shall be evidenced by a safekeeping receipt. 

 
 

 
10.0 Prudence 

 

Investments shall be made with judgment and care, under circumstances then 
prevailing, not for speculation but for investment, considering the probable safety 
of their capital as well as the probable income to be derived. 

 

A copy of the Policy will be provided to any financial agent working on behalf of 
the Library. 

 
The Library requires the agent’s acknowledgement of the Policy. 

 

The agent will agree, in a dated writing, to comply with the terms contained in the 
Policy. 

 

The compliance agreements will be kept on file in the Director’s office. 
 

11.0 Reporting 
 

The investment officer shall provide an annual summary of investment activities 
made during the previous fiscal year. 

 

12.0 Maturity Scheduling 
 

Investment maturities shall be scheduled to coincide with projected cash flow 
needs, taking into account large routine expenditures, as well as considering 
sizeable blocks of anticipated revenue. The library shall not invest in securities 
maturing more than five (5) years from the date of purchase. 
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Certification Letter 
 
 

I hereby certify that I have received the Orion Township Public Library’s Investment of 
Library Funds policy.  I have personally read the Investment of Library Funds policy, 
and agree to comply with the terms of the Investment of Library Funds policy regarding 
the investment of the Orion Township Public Library’s funds.  Any investment not 
conforming to the Investment of Library Funds policy provisions or objectives will be 
disclosed promptly.  In light of the inherent difficulties in calculating losses arising out of 
the purchase or sale of investments not in conformance with the Investment of Library 
Funds policy, I agree to pay the Orion Township Public Library for any loss in principle 
arising from a nonconforming investment, and to reimburse any transaction fees and/or 
commissions paid by the Orion Township Public Library associated with such 
nonconforming investments. We also pledge to exercise due diligence in informing the 
Orion Township Public Library of all foreseeable risks associated with financial 
transactions conducted with our firm. 

 

 
 
 
 

Institution:    
 

 
Address:    

 

 
Authorized Official and Title:   

 

 
Signature of Authorized Official:    

 

 
Dated:    
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Library Cards 
 

Adopted:  09/15/2005, Revised 06/16/2011 
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Resident Library Cards 

 

All residents of the legally defined area supporting the Orion Township Public Library 
with tax money or contracting for library service are eligible for a library card. 

 

This card entitles the owner to all services described in the  Public Services policy. 
 
 

Resident Minor Library Cards 
 

Any resident 4 years of age or older may have a library card in their own name. 
Individuals under the age of 18 must have their application signed by a parent/guardian 
which acknowledges financial responsibility for items borrowed with the minor’s card 
(See Appendix B). 

 

This card entitles the owner to all services described in the  Public Services policy. 
 

 
 

Business Library Cards 
 

Business Library cards are available to any person who works in, or owns a business in 
Lake Orion or Orion Township but does not reside in the Orion Township community. 

 

Proof of home address is required, as is proof of employment (i.e. pay stub, ID card, 
business card, letter written by employer on company letterhead). 

 

Business Library cards are good for one year. 
 

This card applies only to the individual working in the community and does not extend to 
family members 

 

This card entitles the owner to all services described in the  Public Services policy with 
the exceptions of: 

 

1.  Reciprocal borrowing from an affiliated “The Library Network” (TLN) library 
location. 

 

 
 

TLN Community Residents Cards 
 

Patrons without library cards from other libraries who are members of The Library 
Network cooperative (TLN) who do not wish to use their home library may be issued an 
Orion Township Public Library card upon proper proof of residence. This card will expire 
in one year from date of issue and may only be used at the Orion Township Public 
Library. 

 

This card entitles the owner to all services described in the  Public Services policy with 
the exceptions of: 
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1.  Inter-library loans via MelCAT or similar inter-library loan services. 
 

 
 

Non-Resident Library Cards 
 

A person whose permanent residence is outside the service area of Orion Township or 
Village of Lake Orion, who does not work or own property in said service area, and is 
not a resident of a community entitled to reciprocal borrowing privileges through 
membership in The Library Network, is a non-resident. 

 

Such an individual or family is offered the opportunity to apply for a library card, upon 
furnishing proof of residence, agreeing to abide by the rules and regulations of the Orion 
Township Public Library, and payment of a non-resident fee. 

 

Each non-resident card shall expire one year after issuance and shall entitle the 
cardholder and his or her household members permanently residing with him or her to 
services of the library. The non-resident fee set by the Orion Township Public Library 
Board of Trustees constitutes reasonable financial support and entitles card holders to 
programs and services of this library only. 

 

The non-resident fee shall be computed at the beginning of each fiscal year and shall 
be calculated as either: 

 

1.  The amount of money received for property tax, single business tax, state aid, 
and penal fines for previous year divided by the number of households from the 
latest U.S. Census of Population rounded off to the next highest $5.00 divisible 
figure. (i.e. 35.00, 40.00, etc.). 

 
2.  An amount designated by the Board of Trustees. 

 
The fee shall be reviewed at each January board meeting and changed if necessary via 
board motion and vote (see Orion Township Public Library Schedule of Fees). 
Immediate family members may receive their own cards, but each card will have the 
same expiration date. 

 

This card entitles the owner to all services described in the  Public Services policy. 
 
 

Bar Code Technology 
 

All library cards issued by the Orion Township Public Library shall employ bar code 
technology. This technology permits patrons to use a variety of services such as 
copiers, printers, and internet access (see  Schedule of Fees for patron account pre- 
charge limit). Users may decline internet access if desired. (See Internet Use policy for 
extensive discussion on voluntary and/or minor-child restrictions to internet access via 
bar code technology). 

 

Privileges of Library Card Holders 
 

1.  Possession of a library card allows patrons to remove materials from the library. 
Non-circulating materials are excluded. 
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2.  Orion Township Public Library Resident & non-Resident card holders may borrow 
materials from any affiliated “The Library Network” (TLN) library locationwith the 
exception of Business Library Card holders. 

 

Responsibilities of Card Holders 
 

1.  All fees for library cards and other purposes are listed in Orion Township Public 
Library Schedule of Fees 

 

2.  Library cards or valid government-issued identification must be presented in order to 
borrow material from the library. 

 

3.  If a library card is loaned to another individual the card owner accepts responsibility 
for materials borrowed on the card and the full rights extend to anyone on 
possession of the card.  Library cards may not be loaned to others for computer use. 
Guest bar codes are available upon request at the reference desk if a patron wishes 
to use a computer and does not have a library card. 

 

4.  The cost to replace a lost card is listed in the Orion Township Public Library 
Schedule of Fees. 

 

5.  A patron assumes full responsibility for returning library material in reasonable 
condition. The replacement cost is listed in the Schedule of Fees should material be 
lost or damaged beyond repair. The cost of rebinding or repair will be charged for 
damaged material that can be repaired. 

 

6.  It is the responsibility of the borrower to return library material in a timely fashion. 
Overdue fines will be assessed on most materials for every day the library is open. 
The cost of fines for various materials is listed in the Schedule of Fees.  The maximum 
fine on the various materials are available at the circulation desk will be reviewed on 
a regular basis and changes presented to the library board when necessary. 

 

7.  Borrowing privileges may be revoked if the patron exceeds the maximum 
outstanding fee limit or has unresolved lost materials until the patron account is 
resolved. 
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Library Displays 
 

Adopted:  10/15/1991; Revised:  11/18/2010 
 

Reviewed by Legal Counsel, 8/24/2010 
 

 
 

A. This policy applies to the following bulletin boards and display cases: 
 

1.  Display case, Lobby pass-through to Adult wing. 
 

2.  Lobby north wall between exit doors and door to back office. 
 

3.  Lobby west wall. 
 

4.  Ad hoc table set ups in the lobby. 
 

5.  Ad hoc free-standing displays on the public floor. 

Table of Contents 

 

B. Library and Library affiliated programs, including the Friends of the Orion Township 
Public Library, shall have the first priority for any display and bulletin board space. 

 
C. All notices for the bulletin board are to be given to the Library Director or his/her 

designate for approval and posting. 
 

D. Signs and notices shall be posted for no more than two weeks after receipt.  Time 
sensitive material shall also be removed the day following the announced event or 
final date listed on the document. 

 
E. Materials posted or displays are limited to non-profit or governmental organizations 

of a civic, educational, cultural or recreational nature.  Further, displays should be 
relevant to the location in the library.  For example, display areas in the children's 
department should relate to children's civic, educational, cultural or recreational 
themes. Commercial notices or displays will not be permitted. 

 
F.  Posting of materials does not necessarily indicate the Library's endorsement of the 

issue or events promoted by these materials. 
 

G. Items must contain the name of the sponsor of that item. 

H. Partisan political postings are not permitted. 

I. The Library reserves the right to remove or deny any postings that do not follow 
these guidelines, including but not limited to any document or display that was not 
approved by the Library Director. 

 
J.  Displays of art may include business cards of the artist.  Displayed objects may not 

directly sold at the library. 
 

Table of Contents 



Policy Manual 2013.03.21.Docx 34 of 81 

Orion Township Public Library 
Library Policy Manual 

Table of Contents 

Library-Issued Credit Cards 
 

Adopted:  5/22/1997; Revised:  11/17/2005 

 

 

 

The library board has established a corporate credit-card account to allow certain 
members of the staff and library board to charge certain business expenses under the 
following conditions: 

 

1. The Orion Township Public Library bookkeeper will be responsible for the 
issuance, accounting, monitoring, and retrieval as well as overseeing 
compliance with the policy. 

 

2. Cards are to be used only for items that are reimbursable expenses for library 
official business; approved conference registration fees, out of town conference 
hotel expenses, related transportation expenses to and from conference city, or 
pre-approved for library materials that require cash or credit card, especially 
when such practice will result in savings to the library.  All such expenses shall 
be within established budgetary allocations. 

 

3. Library-issued credit cards are to be used for official library business only. 
Personal use is not permitted. 

 

4. Cards will be issued to the director, secretary, and board president. 
 

5. Any bills appearing on the statement not approved, or disputed, as an allowable 
library expense, must be paid to the library by the cardholder incurring the 
expense within the grace period of the billing cycle in which the bill appears. 

 

6. The aggregate credit limit will not exceed $15,000 without board approval. 
 

7. Receipts are to be turned in with an expense record form (available in the 
library business office) detailing goods or services purchased as soon as 
possible upon incurrence. Failure to do so shall result in personal obligation for 
the expense. If a card is lost or stolen, it must be reported immediately to the 
business office. 

 

8. Cardholders must immediately surrender the card upon termination. 
 

9. Invoices must be approved by board treasurer or designee before payment. 
 

10. In accordance with Michigan P.A. 266 of 1995, the balance including interest 
due on an extension of credit shall be paid for not more than sixty days of the 
initial statement date. 

 

11. Policies regarding use of credit cards shall be in keeping with the policies of the 
issuing credit-card company and the laws of the State of Michigan. 

 

12. Penalties for misuse will be determined according to the laws of the State of 
Michigan, the degree of liability incurred by the library, and by library board 
decision as to the appropriate disciplinary action. 
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Materials Selection 
 

Adopted:  12/16/1986; Revised:  01/20/2011 
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A.  Objective 

 

The Orion Township Public Library selects materials which meet the 
educational, informational, cultural and recreational needs of the citizens of 
the service area. The Library will strive to provide a general collection of 
reliable materials embracing the broader fields of knowledge, with regard for 
variations in educational level and patron interest. Materials to satisfy highly 
specialized interests are purchased if real or potential demand exists. 
Materials will be furnished representing contrasting viewpoints of issues 
provided they meet the  General Criteria of Selection of this policy.  Material 
selection attempts to provide materials which will facilitate information self- 
education of all the people in the community. The Orion Township Public 
Library Board of Trustees affirms and adopts certain statements from 
nationally recognized professional organizations that provide guidance to 
libraries and their governing bodies as outlined in the Patron Freedoms and 
Rights policy. 

 

B. Responsibility of Material Selection 
 

1.  The responsibility for selection lies with the professional staff of the library. The 
ultimate responsibility for selection lies with the Library Director, who operates 
within the framework of policies determined by the Library Board. 

 

2.  Selection of materials is accomplished primarily through reviews in periodicals or 
physical examination. Particular importance is given to reviews which are 
directed to the library market. Selection should be made on an impersonal basis 
rather than personal preferences. A specific title will be purchased if there is 
sufficient patron interest. 

 

C. General Criteria of Selection 
 

1.  Relevance to community interests. 
 

2.  Current significance. 
 

3.  Attention of critics, reviews, and public. 
 

4.  Number and nature of requests from public. 
 

5.  Professional judgment. 
 

6.  Reputability of author and publisher. 
 

7.  Suitability of format for library use. 
 

8.  Local, state, or regional historical significance. 
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D. Young Adult, Middle School, and Children’s Material Selection 
 

1.  The aim of selection for young adult, middle-school, and children’s collections is 
to provide materials for the specific age groups within the same framework of the 
Objective and General Criteria of Selection of this policy. Attention is given to the 
varied interests and abilities within the age groups which are defined as follows: 

i) Young Adult ages 14 – 18, 9th -12th grades 

ii)  Middle School ages 11 – 13, 6th – 8th grades 

iii) Children’s ages birth – 10 pre-school – 5th grades 
 

The Orion Township Public Library does not restrict collections based on age. 
Discrimination, sensitivity, and professional judgment are used to place materials 
in age appropriate collections.  Placement of materials within a collection does 
not limit their access to any specific group of patrons. 

 

E. Auxiliary Collections 
 

1.  The auxiliary collections for the Orion Township Library serve to enhance the 
library’s service commitment of meeting the needs of the community.  Auxiliary 
collections encompass non-print collections and include, but are not limited to 
videocassettes, books-on-tape and CD, music CD’s, DVD’s, electronic 
resources, software, and multimedia kits. 

 

2.  The selection procedures for all auxiliary collections will be in accordance with 
the  Objective and General Criteria of Selection sections of this policy.  In 
addition, the following guidelines may apply in specific categories: 

 

i) Compatibility of material with library’s hardware 

ii)  Ease of use 

iii) Availability of replacement or repair 
 

iv) Cost and availability in alternate formats 
 

v)  Public performance and/or copyright considerations 
 

F.  Textbooks 
 

1.  It is not the purpose of the collection to serve as an elementary, secondary, or 
college curriculum supporting library, although many of its books and materials 
may be so used. 

 

2.  Textbooks may be purchased from time to time as an overview of basic 
instruction tool in a particular subject when deemed necessary for collection. 

 

G. Exclusion 
 

1.  Materials containing profane language or sexual content should not be 
automatically excluded. The Orion Township Public Library has a 
comprehensive reading public which it has an obligation to serve within the 
guidelines of this policy.  Responsibility for access and/or restriction of materials 
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rests with the parent or legal guardian.  Therefore, selection should not be 
inhibited by the librarian based on availability to minors. 

 

2.  The librarian does not act in loco parentis. The ALA holds that only the parent or 
legal guardian may restrict his children and only his children from access to 
library materials and services. The parent who would rather his/her child did not 
have access to certain materials should so advise the child. 

 

H. Rebinding 
 

1.  Rebinding will be done when a book is damaged, unavailable for purchase, and 
of value to the collection.  Rebinding may be recommended when the cost of 
rebinding is less that the replacement cost of the book. 

 

I. Weeding 
 

Obsolescence, damage, and normal wear and tear make the discarding of materials 
a continuing process. A careful study of each item is made, taking into consideration 
the following factors: 

 

1.  Number of copies and/or alternate format 
 

2.  Provision of adequate coverage in the field 
 

3.  Similar materials in the collection 
 

4.  Interest level of patrons 
 

5.  Physical condition of the material 
 

6.  Timeliness and relevance of material 
 

J.  Summary 
 

The library’s aim is to present to the community a well-balanced collection that meets 
the educational, informational, cultural and recreational needs of the citizens of the 
community. This is done with careful consideration, keeping in mind the selection of 
high quality, informative and readable materials within the library’s budget, space, and 
criteria set forth in this policy. 
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K.  Reconsideration 
 

1.  Concerns regarding materials may be registered with the designated department 
head. All criticism must be presented in writing using the Citizens Request for 
Reconsideration of Library Materials Form (See Appendix D) and must include 
specific information as identified in the reconsideration form. The form may be 
obtained from a librarian.  It must be signed, and the complainant must be 
identified for the criticism to be formally considered. 

 

2.  Reconsideration requests are limited to patrons who are residents of the legally 
defined area supporting the Orion Township Public Library with tax money or 
contracting for library service. 

 

3.  Reconsideration of the materials will be made by the department head or the 
library director with the decision relayed to the complainant in a timely manner.  If 
the complainant is not satisfied with the decision, a request may be made for 
review by the Orion Township Public Library Board of Trustees.  This decision 
will be relayed to the concerned patron in a timely manner. 
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Media Policy 
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Adopted: 11/18/2010, Revised: 8/16/2012, Reviewed by Counsel: 7/30/2012 
 

Policy Statement 
 

The Orion Township Public Library (OTPL or Library) intends to ensure that the public 
receives consistent and accurate information about library policies, procedures, 
programs and services, and to protect the privacy of Library patrons, the following 
media policy has been developed. 

 
 
 
 
 

Regulations 
 

1.  The terms of this policy apply to all photographers and videographers, including the 
media. 

 
2.  Media, like all other patrons, are subject to the provisions of the  Patron Conduct 

policy and may not disturb the normal operations of the Library. 
 

3.  The Library’s primary point of media contact shall be the Library Director. Employees 
and individual members of the Library Board of Trustees should refer all requests for 
information about the Library, its policies and operations to the Library Director. The 
Library Director or department head shall approve all press releases. 

 
4.  Unless approved in writing by the Library Director, no person, except Library 

employees or agents, may take pictures, videos or capture images by electronic 
means inside the Library. Requests from any person for photographing, videotaping 
or similar means of capturing images of Library patrons in the Library or the interior 
of the Library must be approved by the Library Director in advance.  Any person 
denied the right to take pictures, videos, or capture images in the Library may appeal 
that decision within ten (10) days of receiving such denial to the Library Board of 
Trustees. This provision does not apply to any meeting that is open to the public 
pursuant to the Michigan Open Meetings Act. 

 
5.  Approved video and/or photographic use of OTPL’s facilities shall not imply or infer 

any institutional endorsement through the use of identifiable logos, trademarks, 
symbols, music or other intellectual property. 

 
6.  Photographers and videographers who are not employed by or are agents of the 

Library but who have received permission from the Library Director must also obtain 
written permission from patrons before photographing, videotaping, or otherwise 
capturing their image. Requests for permission to photograph or video minors under 
the age of eighteen (18) must be signed by the minor’s parent or legal guardian. 
Copies of these permission slips and releases are to be provided to the Library. This 
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provision does not apply to any meeting that is open to the public pursuant to the 
Michigan Open Meetings Act. 

 
7.  Library employees may take photos and/or videos of Library-sponsored programs for 

use by the Library.  However, the Library may not release any photos, videos or 
other images to the public or any person who is not an agent or employee of the 
Library unless the Library has received prior written permission and release for use 
of the photo, video or image by the subject of the photo, video or image.  Copies of 
these permission slips and releases are to be maintained on file at the Library. 
Requests for permission to photograph or video minors under the age of eighteen 
(18) must be signed by the minor’s parent or legal guardian. This provision does not 
apply to any meeting that is open to the public pursuant to the Michigan Open 
Meetings Act. 

 

 
 
 

1 MCL 15.261 et seq. Open Meetings Act 
 

2 MCL 397.601 et seq. Library Privacy Act 
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Meeting Room Use Policy 
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Adopted: 10/20/1992, Revised: 8/16/2012, Reviewed by Counsel: 7/30/2012 
 

Policy Statement 
 

The Orion Township Public Library (OTPL or Library) provides meeting rooms (Meeting 
Room A, B, A & B; Computer Lab, and Craft Room) (Meeting Rooms) so that the library 
can promote its program of service to the community.  The Library Board of Trustees 
recognizes that the Library facilities belong to the community and permits use of the 
facilities by non-profit, non-commercial groups, organizations, or individuals (Users). 

For-profit, commercial businesses may use the Meeting Rooms for a fee.  This policy 
shall not apply to Library sponsored or co-sponsored events. 

 
 
 
 

Regulations 
 

 
 

General Use 
 

1.  Library, library related, and library sponsored or co-sponsored programs have 
priority in the use of the facilities. 

 
2.  Meeting Room reservations are available without charge to non-commercial, not-for- 

profit groups, organizations, or individuals (Users). 
 

3.  Meeting Room reservations are available for a fee as noted in the  Schedule of Fees 
to any commercial Users. 

 
4.  Private, personal, or family functions are not permitted in a Meeting Room. 

 
5.  All meetings shall be open to the public.  Events held in Meeting Rooms shall be 

open to all without restriction based on religion, race, color, national origin, age, sex, 
or marital status, in accordance with Michigan law. 

 
6.  Permission to use Meeting Rooms does not imply endorsement by the Library. 

 
7.  Users shall not use the Library’s name for any purpose other than to indicate the 

location of the meeting.  The name, address, or telephone of the OTPL shall not be 
used as the address, information contact source, or headquarters for Users using 
the library for meeting purposes. 

 
8.  Literature may be distributed during the meeting inside the Meeting Room, but not 

outside of the meeting room.  Printed materials shall not be left on Library property 
without prior approval of the Library Director. 
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9.  Use of Meeting Rooms shall not include an admission fee.  Nonprofit Users may 
charge fees for learning materials, course credits or food service 

 
10. The Meeting Rooms shall not be used for events which have the primary objective of 

fundraising. 
 

11. The sale of books, CDs, and other items by authors or artists as a part of Library 
programming shall be permitted.  Sales or activities that directly benefit the Library 
shall be permitted.  Any exceptions to this must be approved by the Library Director. 

 
12. Refreshments may be served in the meeting rooms, with the exception of the 

Computer Lab, only with the advance payment of a nonrefundable cleanup fee as 
noted in the  Schedule of Fees.  Users are responsible for providing any equipment 
and utensils needed. Users are responsible for cleaning kitchen counters or tables 
used in preparation and serving. 

 
13. Alcoholic beverages are prohibited in or on Library property without advance 

approval of the Library Board of Trustees. 
 

14. The Library is a smoke free environment, in accordance with Michigan law. 
 

15. The capacity of Meeting Rooms is indicated on the application form.  The 
supervising or responsible adult shall comply with capacity limits and/or local fire 
department occupancy regulations. 

 
16. Users of Library facilities must observe the Library’s  Patron Conduct policy and all 

other library policies.  The responsible party must make program attendees aware of 
the Library’s policy and its regulations. 

 
17. Activities that disturb regular library functions are not permitted. 

 
18. Users whose privileges have been suspended or revoked may appeal the decision, 

as outlined in the Patron Conduct policy. 
 

19. Taping, stapling, or tacking of materials to the walls or other furnishings is prohibited. 
 

20. The Library shall not be held liable for any injury sustained or damage done that is 
related to the use or misuse of the library facilities or equipment.  The Library shall 
not be held liable for loss or damage to exhibits or personal property left in Meeting 
Rooms. 

 
21. Applicants shall agree to return the library faculties to a clean and orderly condition 

at the end of the activity. 
 

22. Applicants shall agree to pay for the repair or replacement of any damaged facilities 
or equipment. 
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Scheduling 
 

1.  Users shall not be permitted to reserve a Meeting Room more than once per month 
and cannot reserve a Meeting Room for more than one month at a time. 

 
2.  Meeting Rooms shall only be scheduled for use during regular library hours and 

must include the total time involved (from setup to vacate). 
 

3.  Meeting Rooms must be vacated at least 15 minutes before the close of regular 
library hours. Any exception must be requested in writing and approved in advance 
by the Library Director. If a meeting runs late, a fee will be assessed as noted in the 
Schedule of Fees, and the User’s Meeting Room privileges may be suspended. 

 
4.  All Meeting Room setup and amenities shall be requested at the time the application 

is submitted.  Users wishing to use Library-supplied equipment must make that 
request at the time of application.  Users have no guarantee that equipment will be 
available for use. Library staff will set up the Meeting Room as approved.  Last 
minute changes in setup or amenities will not be accepted. 

 
5.  Meeting Rooms are available on a first come, first served basis. 

 
6.  The Library may ask Users to reschedule meetings in the event the Library needs to 

schedule a special Library Board meeting or other Library sponsored or co- 
sponsored event. 

 

 
 

Application Process 
 

1.  Meeting Room reservations must be made by an adult (age 18 or older). 
 

2.  Users of all ages are welcome to use the Meeting Rooms, provided there is 
sufficient adult supervision for minors with an adult in attendance at all times.  A 
completed application form must be submitted to the Administrative Assistant (or 
other administrative staff member) for each date requested. 

 
3.  Applications must be received no less than one week in advance, but not more than 

two months prior to the requested reservation date. 
 

4.  Applications received beyond the two-month limit, that are incomplete, or do not 
include any required fees will not be accepted. 

 
5.  Reservations are not considered confirmed without the approval of an administrative 

staff member. 
 

6.  The applicant shall be responsible for all fees set forth in the  Schedule of Fees that 
may be changed from time to time by the Library Board.  Any fees paid will not be 
refunded and Meeting Room privileges may be suspended for cancellations without 
24-hour notice or failure to show up for a reserved Meeting Room may result in a 
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booking and setup fee as noted in the  Schedule of Fees, and the library will not 
refund any fees paid and may suspend Meeting Room privileges. 

 
7.  Any application may be rejected, or any previously granted permission may be 

withdrawn, at the discretion of the Library Director.  The library may cancel any 
meeting in accordance with the library policies for temporary closures or emergency 
procedures. 

 

 
 

Violations, Penalties, and Appeal 
 

1.  Failure to comply with the terms of this policy may result in a forfeiture of Meeting 
Room privileges as determined by the Library Director.  Violations, Penalties and 
Appeals shall be administered as defined in the  Patron Conduct policy. 
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Orion Township Public Library - Application for Use of Meeting Rooms 
 

Reservation Information (Include set up and clean up time) 
 

Date: 
 

No. of People Expected: 

 

Day: 
 

Room Requested: 
(A, B, A & B, 
Computer Lab) 

 

Start time: 
 

End time: 

 

Organization Information 
 

Organization Name: 
 

President: 

 

Applicant Name: 
 

Applicant’s Phone: 

 

Applicant Title: 
 

Applicant’s Email: 

 

Purpose:  (Lecture, exhibit, organization, discussion) 
 

Organization Address: 

 

Non-refundable Fees 
 

Beverages Only 
 

$10  

 

Food & Beverages 
 

$50  

 

Commercial Use (A, B, A & B Meeting Rooms) 
 

$35/hour  

 

Commercial Use (Computer Lab) 
 

$100/hour  

 
 

Total Paid:  

 

Check Number:  

 
 

Taping, stapling, or tacking of materials to the walls or other furnishings is prohibited. 

 
The Library shall not be held liable for any injury sustained or damage done that is related to the use or misuse of the 
library facilities or equipment.  The Library shall not be held liable for loss or damage to exhibits or personal property 
left in Meeting Rooms. 

 
Applicants agree to return the library faculties to a clean and orderly condition at the end of the activity. 

Applicants agree to pay for the repair or replacement of any damaged facilities or equipment. 

Failure to comply with the terms of the Meeting Room Use and Patron Conduct policies may result in a forfeiture of 
Meeting Room privileges as determined by the Library Director. 

 
I have read the Meeting Room Use & Patron Conduct policies and accept the regulations regarding the use of 
the meeting room: 

 
 

Applicant Signature:  Date: 
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Set Up Information 

 
 

# Chairs 
 

# Tables 

 

Projection 
Screen? 

 

Overhead 
Projector? 

 

InFocus 
Projector? 

     

 

 
Writing Board? 

 
TV/VCR/DVD? 

 
Lectern? 

 

Slide 
Projector? 

 
Microphone? 

     

 

 
 

Meeting Room A 
Stage 

 
 

 
Exit to 

Outside 
Exit to Library

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Optional Room Divider 
 

 
 
 
 
 
 
 
 
 
 
 
 

Exit to 

Outside 
Exit to Library

 
 

 
 
 

Kitchen 
 

Meeting Room B 
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Naming 
 

Adopted: 03/21/2013 
 

 
 

Policy Statement 

Table of Contents 

 

Donors of gifts to the Library may wish to publicly recognize themselves or honor a 
person on their behalf.  Thus, this policy, in conjunction with the Gift policy and 
Materials Selection policy, provides guidance to the application of signs, plaques, 

plates, book stickers, (“signs”) and other forms of recognition where name recognition is 
requested. 

 
 
 
 

Regulations 
 

1.  Name recognition may be granted upon request, upon receipt of a monitory gift to 
the Orion Township Public Library.  Recognition signage shall be appropriate with 
respect to the gift and its purpose.  Approval of signs rests with the library staff, 
director, and Board of Trustees. The library reserves the right to deny a request for 
sign without comment. 

 
Gifts to the Friends of the Orion Township Public Library for the expressed purpose 
of naming additionally requires approval of the Friends board of officers and must 
include the verbiage, “and the Friends of the Orion Township Public Library”. 

 
2.  The display of pictures and/or portraits of donors or honorees will be granted for 

significant donations based upon available space and must be approved by the 
Board of Trustees. 

 
3.  Naming of circulating materials will be granted with a gift to the library that is 

equivalent to the replacement cost of the individual item or annual cost of a 
periodical item. Selection and disposal of circulating materials shall be in 
accordance with the Materials Selection policy. 

 
4.  Programming can be sponsored upon receipt of a gift of at least 10% of the program 

expense.  Multiple sponsors for the same program are permitted.  The sponsor of 
the program will be recognized as appropriate. 

 
5.  Naming of furniture and fixtures will be granted with a gift to the library that is 

equivalent to the replacement cost of the asset.  Furniture and fixtures shall be 
disposed of when they reach the end of their useful life. 

 
6.  Naming of art & sculpture will be granted with a gift to the library that is equivalent to 

the purchase cost of the individual item.  Selection and disposal of art & sculpture 
items shall be in accordance with the Gift policy. 
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7.  Naming of individual rooms that can be identified as a specific space will be granted 
with a gift to the library that is calculated at the time of the gift as shown below, 
rounded to the nearest $1,000. 

 
A name will be granted to the library building or room for the time period of 20 years, 
at which time, it may be renamed upon receipt of a gift equal or more to the original 
gift.  Room naming shall expire should the room cease to exist due to remodeling or 
the library moving to a different building. 

 
 

Undepreciated 
Capital Asset Value, 

Building and 
Improvements 

(from annual audit) 

 
 

 
/ 

 

 
Total 

Building 
Square 

Feet 

 
 

 
X 

 

 
50% 

Discount 
Factor 

 
 

 
X 

 

 
Square Feet of 
the Room to be 

Named 

 

8.  Naming of library collections will be granted upon receipt of a gift in the amount to 
fund at least 25% of the annual operating cost at the time of the gift for 10 years. 
The name will be granted to the library collection for a time period of 10 years, at 
which time, it may be renamed upon receipt of a gift equal or more to the original 
gift. The Annual Budget report shall be used to determine the annual operating cost 
at the time of the gift. 

 
 

Collection Annual 
Operating Budget 

(from annual 
budget report) 

 
 
 

X 

 

 
25% 

Discount 
Factor 

 
 
 

X 

 
 
 

10 Years 

 

9.  The library director shall provide and keep current a list of items that are available to 
be named, to be made available to the public. 
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Out of Town Travel Expenses 
 

Adopted:  5/17/2001 

Table of Contents 

 

 
Listed below are travel reimbursement clarifications for approved trips on behalf of the 
library. 

 

• Transportation shall be reimbursed for travel to and from the meeting site via the 
most economical and reasonable carrier available considering distance and time.  If 
any other mode of transportation is used that is more expensive, the attendee will 
pay the difference.  Reimbursement will cover the actual cost of the transportation to 
and from the meeting site or mileage at the current IRS rate.  Reimbursement may 
also include parking, cab or shuttle fare, and transfer fees including reasonable tips 
where applicable. Ride sharing is to be encouraged whenever possible, especially if 
more than one person from the library is attending the same meeting. 

 

• Phone calls required to be made in relation to conference attendance will be 
reimbursed upon submittal of a phone log giving date, time, number called, name of 
party, and duration of call.  Use of calling cards is recommended. 

 

• Meals, excluding alcohol, will be reimbursed upon submission of receipts showing 
actual cost of meal with a 15% gratuity allowed and taxes.  Meal costs eligible for 
reimbursement should not exceed $50.00 per day for out of town travel unless 
approved by the director.  If expenses appear to be high, the amount may not be 
fully reimbursed or restrictions may be placed on that person’s future travel.  Room 
service at a higher cost than meals in the hotel dining areas is not reimbursable. For 
meetings of less than one day, meals are not included unless approved by the 
director. 

 

• For conferences of more than one day, hotel costs will be reimbursed for conference 
site hotels or lodging a reasonable distance from conference site including baggage 
handling and storage fees.  However, if weather, distance, and length of meeting 
exceed the parameters of a reasonable day (10-12 hrs.), lodging costs will be 
reimbursed if requested in advance. Only the person attending the conference on 
behalf of the library shall be covered.  Any additional expense incurred by the 
addition of travel companions will be borne by the individual, including the need to 
book an additional room. Whenever possible, room sharing with other conference 
attendees is encouraged. 

 

• If there is an expense (unforeseen, miscellaneous) incurred on behalf of the library, 
documentation as to the expense and why it was incurred must be submitted to the 
director for approval prior to submission to bookkeeper for reimbursement. 
Example: postage to mail material back to the library. 

 

• All receipts must be identified and turned in to the bookkeeper with appropriate logs 

or forms in order to be reimbursed and must be approved by the director. 
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• If the individual is not authorized to use the library credit card, a cash allowance may 
be requested in advance in accordance with the appropriate cost of the destination 
and approval of the director.  Such cash advances will be subject to the presentation 
of receipts and return of unused funds to the bookkeeper within two business days 
of individual’s return. 
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Patron Conduct 
 

Adopted:  12/07/1989; Revised:  12/16/2010 
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The rights of an individual to use the Orion Township Public Library should not be 
abridged or denied. To guarantee these rights for all persons, no library patron shall 
engage in behaviors prohibited by the following rules of the Orion Township Public 
Library Board of Trustees, the ordinances of the Charter Township of Orion or the laws 
of the State of Michigan. 

 

The library staff is obligated to enforce these rules so that the facility can be used to the 
fullest by all persons. Patron identification, that is, name, address and phone number 
may be requested, if necessary. 

 

This policy will be applied fairly, without regard to religion, race, color, national origin, 
age or marital status as required by law, as a specifically required pursuant to the 
“Elliott-Larsen Civil Rights Act”. 

 

A. No person shall: 
 

1.  Damage or deface public property. 
 

2.  Loiter in the library or on library grounds. 
 

3.  Improperly remove library materials or equipment. 
 

4.  Use cellular phones other in a manner that disturbs other patrons in the library. 
Cell phones must be silenced. (See Cellular Phone Use policy) 

 

5.  Consume food or beverages, except in connection with events catered or 
sponsored through the library in approved locations. Consumption of beverages 
on the library floor is permissible if they are in a cup with a spill-proof lid. 

 

6.  Smoke in the library or the covered entrance to the library. 
 

7.  Bring into the building animals, other than those aiding the disabled. 
 

8.  Willfully disturb or annoy another patron or staff member. 
 

9.  Utter profane, obscene or injurious language directed at another person. 
 

10. Verbally or physically abuse another patron or staff member. 
 

11. Be intoxicated or under the influence of controlled substances in a manner that 
causes public disturbance or endangers the safety of another person or property. 

 

12. Remain in the building after its regular closing hours. 
 

13. Leave children under eight years of age unattended in the library. 
 

14. Bring in any skateboards, bicycles, or rollerblades. 
 

15. Bring in any electronic equipment that causes a disturbance or interferes with 
library operations. Any equipment brought into the building for educational 
purposes must be cleared by the librarian on duty. 
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16. Enter or remain in the library without wearing a shirt or shoes. 
 

17. Interfere with other patrons’ use of the facility due to extremely poor personal 
hygiene. 

 

18. Sleep in the library for an extended period of time (more than 20 minutes). 
 

19. Make solicitations, campaign, survey, or interview for any reasons unless 
approved by the library board. 

 

20. Engage in any lewd or otherwise disruptive behavior. 
 
 

B. Violations, Penalties, and Appeal 
 

If any individual violates Library policy, the Library Director or the Director's designee 
may restrict access to library facilities, including the Library meeting rooms, by 
immediately dismissing the patron from the premises, by suspending the patron's 
access to library facilities for a set period of time, or by denying access to specific 
services and/or programs pursuant to this Policy. If necessary, the local police may 
be called to intervene. 

 

1.  Incident Reports: 
Library Staff shall record in writing in the form of an Incident Report (Appendix G) 
any violation of this Policy that resulted in a verbal warning or a suspension of 
library privileges. By the end of the day on which the incident occurred, an 
Incident Report shall be written and forwarded to the Library Director for logging 
and review. The report should include physical descriptions in addition to the 
name of the patron. A copy of the suspension of privileges letter should be 
attached, if applicable. 

 

2.  Violation of the Policy – Suspension of Privileges: 
Unless otherwise provided in this Policy, (See Section 3 below), the Library shall 
handle violations as follows: 

 

(1) Initial Violation: Library patrons or Users observed violating this policy will 
be asked to cease the violation with a verbal request. If the patron does 
not comply with the request, he or she will be asked to leave the building 
for the day. If he or she refuses, police may be called. 

 

(2) Subsequent Violations: The Director or the Director's authorized designee 
may further limit or revoke the patron's or User's library privileges if 
infractions continue. Such limitation or revocation shall be in writing 
specifying the nature of the violation. Subsequent violations of the same 
rule shall result in additional suspensions of increasing length. 

 

3.  Violations that Affect Safety and Security: 
Violations involving verbal abuse, violence, threatening behaviors, sexual 
harassment, vandalism, drug sale or use or attempted drug sale or use, 
intoxication, theft or attempted theft, physical harassment, sexual misconduct or 
any behavior that threatens the safety and security of staff and/or patrons shall 
be handled as follows: 
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(1) Initial Violation: The police will be called immediately. If the conduct 
constitutes a violation of local, state, or federal law, arrest or criminal 
prosecution may ensue. Violations of this nature will result in an 
immediate minimum two week suspension of library privileges. The 
Incident Report shall specify the nature of the violation. 

 

(2) Subsequent Violations: The police will be called immediately. If the 
conduct constitutes a violation of local, state, or federal law, arrest or 
criminal prosecution may ensue. The Director or the Director's authorized 
designee, may further limit or revoke the patron's or user's library 
privileges in escalating responses, which will be documented in writing. 
Subsequent violations of the same rule will result in additional 
suspensions of increasing length. 

 

4.  Reinstatement: The User whose privileges have been limited or revoked shall 
attend a meeting with the Director or the Director's designee to review the Policy 
before their privileges may be reinstated. 

 

5.  Damages: If the User violates the policy by causing damage to Library property, 
the User shall be assessed the actual costs. 

 

6.  Right of Appeal: 
 

(1) Users may appeal a decision in writing to the Library Director within 10 
working days of the date of the letter stating why library privileges should 
be restored. 

 

(2) The Library Director or a designee will respond to the appeal in writing 
within 10 working days of the date the appeal was received. Any person 
may appeal the Library Director's decision by sending an appeal in writing 
to the President of the Library Board within 10 business days. 

 

(3) The decision of the Library Board is final. 
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Patron Freedoms and Rights 
 

Adopted:  12/15/2005;  Reviewed 2/17/2011 
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The Orion Township Library Board of Trustees affirms and adopts as policy for the 
Orion Township Public Library certain statements from nationally recognized 
professional organizations that provide guidance to libraries and their governing bodies. 
Copies of these policies are available upon request from any librarian.  Please see the 
Library Board Policy Web Page for links to these statements. 

 
 

Affirmed and adopted without modification or amendment: 

 
 

Statement 
 

Origin and Revision Date 

 

Library Bill of Rights 
 

Adopted June 18, 1948 by the American Library Association Council; 
amended February 2, 1961; January 23, 1980; inclusion of “age” 
reaffirmed January 23, 1996. 

 
http://www.ala.org/advocacy/intfreedom/librarybill 

 

Freedom to Read 
 

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, by the American Library Association Council and 
the Association of American Publishers Freedom to Read Committee; 
amended January 28, 1972; January 16, 1991; July 12, 2000; June 30, 
2004. 

 
http://www.ala.org/ala/aboutala/offices/oif/statementspols/ftrstatement/freedomtoreadstatement.pdf 

 

Freedom to View 
 

Drafted by the Freedom to View Committee of the American Film and 
Video Association (AFVA) (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. 

 

Endorsed January 10, 1990 by the American Library Association Council. 
 

http://www.ala.org/ala/aboutala/offices/oif/statementspols/ftvstatement/freedomviewstatement.cfm 

 

American Library Association 
Resolution on the USA 
PATRIOT Act and Related 
Measures That Infringe on 
the Rights of Library Users 

 

Adopted by the American Library Association Council, January 29, 2003. 
 

http://www.ala.org/ala/aboutala/offices/oif/statementspols/ifresolutions/usapatriotactresolution.pdf 

http://www.ala.org/advocacy/intfreedom/librarybill
http://www.ala.org/ala/aboutala/offices/oif/statementspols/ftrstatement/freedomtoreadstatement.pdf
http://www.ala.org/ala/aboutala/offices/oif/statementspols/ftvstatement/freedomviewstatement.cfm
http://www.ala.org/ala/aboutala/offices/oif/statementspols/ifresolutions/usapatriotactresolution.pdf
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The Orion Township Public Library Board of Trustees directs the Library director to post, 
in a prominent place within the Library and on the Library’s website, a notice to library 
users as follows: 

 
NOTICE: Although the Orion Township Public Library makes every effort to 
protect your privacy, under the federal USA PATRIOT Act (Public Law 107- 

56), records of the books and other materials you borrow from this library 
may be obtained by federal agents. This federal law prohibits library workers 
from informing you if federal agents have obtained records about you. 
Questions about this policy should be directed to Attorney General, 
Department of Justice, Washington, DC 20530. Telephone 202-353-1555; 
Fax 202-307-6777. 

 

The Orion Township Public Library Board of Trustees directs the Library director to 
prepare an informational brochure for library patrons on the USA PATRIOT act 
containing frequently asked questions on the act and referring patrons to information 
sources. 
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Privacy of Patron Circulation Records 
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Adopted:  07/14/1993, in compliance with the Michigan Library Privacy Act; 

Revised:  4/15/2010 

 
 

It is the policy of the Orion Township Public Library to preserve the privacy of circulation 
records of its patrons to the fullest extent permitted by law. To that end, the circulation 
records of the library shall be released or disclosed only as provided for herein. 

 

Unless ordered by a court after giving the affected library notice of the request and an 
opportunity to be heard on the request, a library or an employee or agent of a library 
shall not release or disclose a library record or portion of a library record to a person 
without the written consent of the person liable for payment for or return of the materials 
identified in that library record. 

 

1.  Records Protected by the Michigan Library Privacy Act: The Michigan Library 
Privacy Act provides that library records may not be disclosed to third parties 
unless the library has received written permission of the patron or properly 
obtained court order (MCL 397.603). A “library record” is defined in the statute as 
“a document, record, or other method of storing information retained by a library 
that identifies a person as having requested or obtained specific materials from a 
library.” “Library record” does not include non-identifying material such as 
circulation statistics. 

 

2.  Notification for the Library Director: Any employee of the Orion Township Public 
Library that receives a request, or who is served with a subpoena, court order, or 
other legal process, to release or disclose any library records shall promptly 
notify the Library Director. 

 

3.  Action by the Library Director: The Library Director, in a timely manner, shall 
review all requests and orders, consult with the Library’s attorney as necessary, 
and respond in an appropriate manner to each request and other in accordance 
with this policy. 

 

4.  Requests for Library Records: The Library Director shall deny, in writing, (See 
Appendix C) all requests for the release or disclosure of library records as 
defined under the Michigan Library Privacy Act, unless the Library Director has 
received the named patron’s written consent for such release or disclosure. 

 

5.  Court Order for Release of Library Records: The Library Director shall comply 
fully with a court order to release or disclose library records if that court order 
was properly obtained under Section 3 (2) of the Library Privacy Act (MCL 

397.063). The court may issue an order for the disclosure only “after giving the 
affected library notice of the request and an opportunity to be heard thereon.” 
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6.  Authority for Policy: The authority for this policy is the Michigan Library Privacy 
Act, 1982 Public Act 455, MCL 397.601 - 397.605. Library records protected by 
the 1992 Michigan Library Privacy Act are exempt from disclosure under the 
Michigan Freedom of Information Act, 1976 Public Act 442, MCL 15.231 – 

15.246, MCL 397.603 and MCL 15.243 [d]. 
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Privacy of Patron Registration Records 
 

Adopted:  07/14/1993; Revised:  4/15/2010 
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It is the policy of the Orion Township Public Library to preserve the confidentiality of the 
registration records of its patrons to the fullest extent permitted by law. To that end, the 
registration records of the library shall be released or disclose only as provided for 
herein. 

 

All patron registration information shall be treated by the staff of the Orion Township 
Public Library as confidential, including name, address, phone number, and any other 
information provided of the patron’s registration form. This policy also prohibits 
disclosure of whether or not a person has a library card. 

 

1.  Registration Records: This policy defines “registration records” as any 
information gathered from the patron (name, address, phone number, email 
address, etc.). This policy does not cover library circulation records protected by 
the Michigan Library Privacy Act. 

 

2.  Notification of the Library Director: Any employee of the Orion Township Public 
Library who receives a request or who is served with a subpoena, court order, or 
other legal process, to release or disclose any registration record shall promptly 
notify the Library Director. 

 

3.  Action by the Library Director: The Library Director, in a timely manner, shall 
review all requests and orders, consult with the library’s attorney as necessary, 
and respond in an appropriate manner of each such request or court order in 
accordance with this policy and with the Michigan Freedom of Information Act, 
1976 Public Act 442, MCL 15.231 – 15.246. 

 

4.  Request for Registration Information: The Library Director shall deny, in writing 
(See Appendix C), all requests for the release or disclosure of registration 
information unless the Library Director has received the written consent to such 
release or disclosure for the person identified in the records. Patron registration 
information is considered by the library board to be “information of a personal 
nature where the public disclosure of the information would constitute a clearly 
unwarranted invasion of an individual’s privacy” as exempted from disclosure in 
the Michigan Freedom of Information Act, MCL 15.243 (1). 

 

5.  Freedom of Information Act Requests for Registration Information: The Library 
Director shall deny, in writing (See Appendix C), any designated “Freedom of 
Information Act” request for the release of disclosure of confidential patron 
registration information. 

 

a.  The Library Privacy Act, State of Michigan Act 455 of 1982, Section 
397.603, sec 3(1) states “Except as provided in subsection (2), a library 
record is not subject to the disclosure requirements of the Freedom of 
Information Act. 
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b.  The Library Privacy Act, State of Michigan Act 455 of 1982, Section 
397.603, sec 3(2) states, “Unless ordered by a court after giving the 
affected library notice of the request and an opportunity to be heard on the 
request, a library of an employee or agent of a library shall not release or 
disclose a library record or portion of a library record to a person without 
the written consent of the person liable for payment for or the return of the 
materials identified in that library record. 

 

6.  Court Order for Patron Information: The Library Director, after consultation and 
advice from the Library’s attorney, shall comply with the subpoena or court order 
to release or disclose patron registration information. 

 

7.  Authority for Policy: The authority for this policy is the Michigan Freedom of 
Information Act, 1976 Public Act 442, MCL 15.243 (1) (a) regarding information 
of a personal nature where the disclosure would constitute a clearly unwarranted 
invasion of privacy and under Michigan Library Privacy Act, 1982 Public Act 455, 
MCL 397.601 – 397.605. 
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Public Computer Use 
 

Adopted:  12/18/1990; Revised:  08/28/2008 
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A. Public Computers 

 

1.  Patrons must have a  Library Card to use these computers. If they are not eligible 
for a  Library Card they may receive a bar code by making a request at the 
reference desk. 

 

2.  Patrons may bring in their own flash-drive or CDRW disk to save documents. 
 

3.  Modification of Library programs, computers and peripherals is not permitted. As 
with all library materials, users will be held financially accountable for any 
damaged materials. Damages to hardware or software will result in loss of 
computer privileges. 

 

4.  All persons are expected to cooperate with the above procedures and polices. 
Failure to do so may result in the loss of computer privileges. 

 

5.  Printing fees are noted in the  Schedule of Fees. Money must be placed on the 
patron account before printing can be done. 

 

B. Game Computers 
 

1.  These computers have loaded educational games, and word processing 
software. 

 

2.  Patrons may bring in their own flash-drive to save documents. 
 

3.  Modification of Library programs, computers and peripherals is not permitted. As 
with all library materials, users will be held financially accountable for any 
damaged materials. Damages to hardware of software will result in loss of 
computer privileges. 

 

4.  All persons are expected to cooperate with the above procedures and policies. 

Failure to do so may result in the loss of computer privileges. 
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Public Services 
 

Adopted: 01/01/1993; Revised:  Effective 01/01/2012 via motion at 
10/20/2011 Board meeting. 

 

 
 

A. Hours – Main Library 
 

1.  Monday – Thursday 9:30 a.m. – 9:00 p.m. 
2.  Friday & Saturday 9:30 a.m. – 5:00 p.m. 
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Unscheduled closing will be at the Board’s discretion. The director may order the 
building closed in cases of emergency. 

 

B. Hours – Senior Center Branch Library 
 

1.  Monday – Friday 10:00 a.m. – 3:00 p.m. 

2.  The branch library will close upon any unscheduled closing of the Senior Center. 

C. Sunday Service 
Sunday service each year shall be approved by the board and documented as the 
“Calendar of Sunday Service, 20xx”, and is: 

 

1.  January 2 to weekend prior to Memorial Day weekend. 

2.  Sunday after Labor Day to weekend prior to Christmas. 

D. Holiday Closings 
The Library will be closed on the holidays listed below.  The library may be closed 
additional days prior and/or after the observed holiday, or may have shortened hours 
prior to the holiday. Should a holiday fall on a day the library is normally closed, the 
library board may determine another day for its observance, in accordance with the 
Personnel Policy. All closings, by date, will be approved by the Board and noted in 
the “Calendar of Library Closings, 20xx. 

 

1.  New Year’s Day 
 

2.  President’s Day 
 

3.  Good Friday through Easter Sunday 
 

4.  Mother’s Day 
 

5.  Memorial Day 
 

6.  Independence Day 
 

7.  Labor Day 
 

8.  Thanksgiving Day 
 

9.  Christmas Eve 
 

10. Christmas Day 
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11. New Year’s Eve 
 

E. Emergency Closing 
 

1.  Tornados 
In case of a tornado watch, business will proceed as usual.  If a tornado warning 
is issued, the library will be closed until an all clear is received. Library patrons in 
the building will be allowed to remain in the library until the all clear is sounded. 
Unattended minors will be asked to stay in the building until a guardian picks 
them up or until the all clear is sounded. 

 

2.  Adverse Weather / Equipment Failure 
The library is a public service institution and every effort is made to maintain 
regular hours for the public.  The library will be closed only when weather 
conditions deteriorate to the point where emergency situations prevail, when vital 
equipment in the building fails (e.g. furnace malfunction, no water in the building, 
no electricity, etc.) or when there is a general emergency within the community. 
The decision to close the library will be based upon: 

 

i) General conditions of the roads. 
 

ii)  Condition of the library’s parking lot and walkways. 

iii) Availability of staff to open and operate the library. 

iv) Condition of the on building equipment. 

v)  Requests or recommendations for closure by local, county, or state law 
enforcement agencies or health department. 

 

vi) The library will not automatically close or delay opening based on any other 
institution’s actions.  The decision to close will be made by the library director. 
If the director is unavailable, the senior staff member will make the decision 
after conferring with a board member.  Once the decision to close or open 
late is made, the director will notify the staff. 

 

F.  Registration 
 

1.  All residents of the legally defined area supporting the Orion Township Public 
Library with tax money or contracting for library service or those working in the 
defined area shall have free use of the library. 

 

2.  Possession of a library card or valid government-issued identification is required 
in order to remove materials from the library. 

 

3.  Preschool children from the Orion Township Public Library service area are given 
first priority for program registration due to popularity of preschool programs. 

 

4.  The Orion Township Public Library will honor all valid library cards from residents 
of other communities having full reciprocity through The Library Network (see 
exceptions noted in the  Library Card policy). 

 

G. Loan Periods 
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Most books, non-fiction videos, cassettes, CDs and vertical file are loaned for a 
three-week period. Two-week loans include most new adult fiction books. 
Magazines, puppets, DVDs, feature videos and software have a one-week loan 
period.  Newly purchased feature videos and DVDs are loaned for one day. 

 

Restrictions as to the number of items borrowed may be enforced due to demand for 
certain materials or when on a special reserve shelf. 

 

H. Renewals 
 

One renewal may be made, on most materials, if there are no hold requests on file. 
Under certain conditions and prior arrangement, material may be given an extended 
loan period. 

 

I. Reserves 
 

Up to twenty reserve requests may be made at any one time at no charge for 
material not currently in the library. Reserve requests will be held for five days. 

 

J.  Inter-loans 
 

Requests for borrowing materials from other libraries or institutions will be honored 
at no charge to the patron (see exceptions noted in the Library Card policy). 

 

K.  Copyright 
 

The Orion Township Public Library abides by the rules and regulations associated 
with the United States copyright law. 

 

L.  Miscellaneous Charges 
 

Deposits – Materials that have a high loss rate or are of rare or expensive nature 
may require a deposit at the time the material is borrowed. Deposits are refunded 
less any fines or damage charges when the material is returned. 

 

Printed copy fees for Microfiche/Microfilm Equipment, Black and white and color 

Photocopiers and printers are listed in the Schedule of Fees. 
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Purchasing 
 

Adopted:  5/26/2005; Revised:  4/15/2010 
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The Orion Township Public Library is entrusted with the wise and prudent use of 
Orion Township Public Library tax funds paid by residents of the community.  Mindful 
of this public trust the Library Board of Trustees establishes an Annual Budget as 
well as long range financial goals for the operation of the Library. 

 

In order to operate the Library in an efficient manner on a day to day basis the 
Library Board of Trustees hereby establishes this Purchasing Policy to direct the 
Library Director and Department Heads in their daily spending decisions.  By 
establishing this policy the Library Board is entrusting the library staff with the 
responsibility of knowing their individual budget limits as well as their individual level 
of spending authority. 

 

The Board encourages the staff to make library purchases from local businesses if 
possible and when the purchase makes the best economic sense for the library. 

 

The Board recognizes there are some materials and services that are only available 
from a single source.  Level II or above purchases (as described below) from a 
single source vendor are to be identified and justified in writing to the appropriate 
supervisory level prior to completing the purchase. 

 

Types of purchasing 
 

Spending at the library can be divided into six categories each with its own limits or 
restrictions. 

 

1.  Collection addition purchases are made by the appropriate department heads 
within the limits of the annual collection budget as established by the Board 
approved Annual Budget. Annual purchasing for this category is restricted only 
by the annual budget.  Responsibility for monitoring these expenses rest with the 
Library Director who updates and reports these budget numbers to the Board on 
a monthly basis. 

 

2.  Routine building operation expenses such as utilities, maintenance, and 
insurance as well as personnel expenses are established in the Board approved 
Annual Budget. Annual purchasing for this category is restricted only by the 
annual budget.  Responsibility for monitoring these expenses rest with the Library 
Director who updates and reports these budget numbers to the Board on a 
monthly basis. 

 

3.  Supplies to support Library operations are purchased by the appropriate 
department heads within the limits of the annual budget as established in the 
Board approved Library Budget. Bulk purchasing, with the resulting savings and 
within the storage capacity of the building, is encouraged by the Board. Annual 
purchasing for this category is restricted by the annual budget and subject to the 
spending and approval limits as established below. 
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4.  Non-routine operations including capital improvements and equipment purchase 
budgets are established in the Board approved Annual Budget. Annual 
purchasing for this category is restricted by the annual budget and subject to the 
spending and approval limits as established below. 

 

5.  Emergency purchases include items related to the health and safety of our staff 
and patrons as well as building damage that if deferred or left unattended will 
result in further damage or expense to the Library.  Emergencies, because of 
their potentially devastating nature, must be addressed by the Library Director 
and staff promptly using their best judgment.  Prompt notification of the Library 
Board is required once the initial emergency issue is addressed. 

 

6.  Consultant engagement for Request For Proposal preparation, grant preparation, 
the annual audit, legal work, surveys, interior design, architectural work, business 
planning, training, computer system support, entertainers, authors, 
commissioned artists, or other similar services are established in the Board 
approved Annual Budget. Annual purchasing for this category is restricted by the 
annual budget and subject to the spending and approval limits as established 
below, with the exception that the total cost is weighted equally with the interview 
and evaluation of the proposed consultant.  Consultants with prior satisfactory 
work with the library need not be interviewed if the same personnel are utilized. 
Board approval for Level IV and V purchases shall include a “not to exceed” 
clause. 
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Levels of purchasing authority 
 

The Board hereby establishes the following spending and approval limits in order to 
delegate to the staff the responsibility and authority to operate the library in an 
efficient manner on a day to day basis.  These spending and approval limits and the 
Annual Budget are to be adhered to in all purchasing decisions. The staff may not 
use “split invoices” as a means of circumventing the following spending and approval 
limits. 

 
 

Level I purchases 
$1 to $1000 

 

 
 

Level II purchases 
$1001 to $3000 

 

 
 

Level III purchases 
$3001 to $7,500 

 

 
 

Level IV purchases 
$7,501 to $20,000 

Require simple comparison shopping to ensure a fair 
price is paid for materials and services.  Department 
Heads may approve purchases at this level. 
 
Require simple comparison shopping to ensure a fair 
price is paid for materials and services. The approval of 
the Library Director is required for purchases at this level. 
 
Require written quotes be acquired from a minimum of 
three vendors. The approval of the Library Director is 
required for purchases at this level. 
 
Require written quotes be acquired from a minimum of 
three vendors. The Library Director shall present 
purchases at this level to the Board for approval. 

 
 

 

Level V purchases 
over $20,000 

Require a written Request for Proposals be published for 
open bidding by all interested parties.  Sealed bids must 
be submitted to be opened in public.  Board approval is 
required for purchases at this level. 

 

Long-term contracts 
 

The board recognizes that there may be financial opportunities in securing long-term 
contracts for certain materials and/or services. However, it also recognizes that 
contract terms that are excessive in length may reduce opportunities to reduce costs. 
Contract length is to be considered in all purchases, where appropriate.  Contracts may 
not exceed three years without specific board approval. 
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Request for Proposal Guidelines 
 

Request for Proposals (RFP’s) should be prepared in consultation with the library 
staff, Director and Board of Directors to ensure the vendor proposals submitted meet 
the expectations of all parties. 

 

Vendors who receive a proposal should find all necessary information included in the 
RFP for them to submit a proposal that meets the expectations of the Library. 

 

RFP’s should include at a minimum the following information 
 

1.  Library contact information. 
 

2.  The work location. 
 

3.  When is the work expected to be started? 
 

4.  When is the work expected to be completed? 
 

5.  What work is to be done? 
 

6.  What materials are to be used? 
 

7.  What are the permit, bond and insurance requirements? 
 

8.  What are the warranty terms? 
 

9.  What are the bidder qualification requirements? 
 

10. What is the bid due date? 
 

11. What is the bid opening date? 
 

12. The following clause must be included in all RFP’s.  “The Orion Township Public 
Library will endeavor to ensure bids submitted are comparable. The Orion 
Township Public Library reserves the right to accept, reject or ask for clarification 
of any or all bids in order to ensure the best interests of the Library are served. 
The Orion Township Public Library reserves the right to accept bids that are not 
the lowest if it is determined to be in the best interest of the Library.” 
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Record Retention and Disposal 
 

Adopted:  05/21/2009; Revised:  04/21/2011 
 

Adopted to comply with Michigan Law (MCL 399.5 and 750.491) 
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The Orion Township Library Board of Trustees affirms and adopts as policy for the 
Orion Township Public Library the “General Retention Schedule #17, Michigan Public 
Libraries”, published by the State of Michigan, for the purpose of record retention and 
disposal. 

 
Responsibility for implementation, maintenance, and auditing compliance to the policy is 
delegated to the Director. 

 
Non-business record materials that do not document OTPL activities such as drafts, 
duplicates, convenience copies, publications, electronic messages, etc. may be 
disposed of when they have served their intended purpose. These records are noted in 
General Schedule #1 from the State of Michigan. 

 
Schedule 17 authorizes, but does not require, public officials to dispose of records after 
the expiration of the assigned retention period.  Records kept beyond the assigned 
retention period can waste valuable storage space, and they can become a liability to 
the library if it receives a FOIA request, or if it becomes involved in litigation. 

 
The Orion Township Library Board, by this policy, requires records to be disposed of 
after the expiration of the assigned retention period. 

 
The retention period for electronic messages (e.g. electronic mail, text messages, 
instant messages, audio voice mail, etc.) is not specifically mentioned in Schedule 17 
since these records may fall into various categories.  Electronic messages that can be 
categorized under Schedule 17 shall be specifically exported to a document file (.doc, 
.docx, .pdf, .txt, .bmp, etc.) or printed in paper format, then managed per the “Orion 
Township Public Library Record Retention Schedule”, following which, the original 
message shall be disposed from the message management system.  All other electronic 
messages are deemed “non-business records” and shall be disposed of within 60 days 
by deleting from email in-box, out-box, or folders; texting system, voice mail box, or 
other message management system.  Non-business record electronic messages which 
are desired to be retained beyond 60 days must be exported to a document file or 
printed in paper format. 

 
Records must be destroyed in a manner that prevents the inappropriate release of 
information. 

 
The Director shall perform an internal audit of this policy and report results of said audit 
to the board by January 31st of each year.  Auditing by sampling methods is permitted. 
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It is recognized that training, organizing, maintenance,  and auditing requirements of this 

policy may require the employ of an outside agency or software. 
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Trustee Conduct 
 

Adopted: 01/17/2013, Revised: 
 

Policy Statement 
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To protect public trust, the library discourages trustees from engaging in any activity, 
practice, or conduct which conflicts with, or appears to conflict with, the interests of the 
library. 

 
 
 
 
 

Regulations 
 

1.  The function of the Library Board of Trustees is to set broad policy direction, monitor 
adherence to policy, and not to interfere with the day to day operations of the library. 

 
2.  Trustees must distinguish clearly between their personal attitudes and philosophies 

and those of the institution, acknowledging the formal position of the board even if 
they personally disagree.  After a policy or rule is adopted by a majority of the library 
board, individual trustees should publicly support those decisions. 

 
As individuals, board members have no authority to speak on behalf of the board, 
except for that specifically delegated by the board. Nothing in this policy prevents 
library board members from speaking in public as individual citizens, as is their right, 
so long as they do not state that they are speaking on behalf of the board. 

 
3.  The board should conduct its business in such a way as to minimize risks of liability 

and call upon the advice of professionals (legal, financial, architectural, or insurance, 
etc.) as appropriate. 

 
4.  The library may cover expenses for library board trustees to attend events and 

library related conferences subject to approval by the library board. Rotation of 
opportunity among library board trustees will be determined by the library board. 

 
5.  Neither members of the Library Board of Trustees nor their family members are 

eligible for consideration as a prospective employee during the term of office as a 
member of the Board of Trustees. 

 
6.  Trustees should not engage in a business transaction in which they or a family 

member would profit or benefit financially because of confidential information 
obtained by reason of library position or authority. 
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7.  Trustees should disclose any material interest they or their immediate family have in 
any firm that does business with the library or that might affect his/her judgment in 
carrying out library business.  Trustees should abstain from any vote on matters 
which involve a conflict.  Trustees shall submit or revise a Conflict of Interest 
Disclosure statement annually at the November board meeting (Appendix H). 
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Trustee / Library Director Relationships 
 

Adopted:  12/15/1981; Revised:  3/17/2005 
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The Orion Township Public Board of Trustees shall be responsible for: 

 

1.  Policy making 
 

2.  Voting in payment of bills 
 

3.  Dealing with petitions, suggestions, and complaints which are presented in 
writing by members of the public 

 

4.  Employment and evaluation of the library director 
 

5.  Attendance of regular and special board meetings 
 

6.  Attendance at workshops, and outside meetings when possible, with 
reimbursement for expenses incurred. 

 

 
 

The Library Director shall be responsible for: 
 

1.  Suggestions of programs and policies to the board 
 

2.  Administration of programs and policies 
 

3.  Attendance at all board meetings as a non-voting participant, except where 
the salary, employment, or performance of the Director is to be discussed. 

 

4.  The facility and its contents 
 

5.  Selection of staff and discharge of their duties 
 

6.  Selection and ordering of materials and services. 
 

7.  Reports on the financial condition of the library, including the presentation of 
bills. 
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Appendix A:  Accident Report 
 

Revised:  12/15/2005 

 

 

To be filled out by staff member or injured party. Please Print. 
 

 
 

Date:    Time:    
 

 
Location (be specific):   

 
 
 
 
 
 

Name:    

Address:    

Telephone Number:   (work)    (home) 
 

Description of accident (be as complete as possible):    
 
 
 
 
 
 
 
 

Witness:    
 

 
 

Signature:    

Staff Signature:    

 
 

Doctor’s Name (if needed):    
 

Telephone Number:    Insurance Company:    

Policy Number:    

 
 

Police Report # (If applicable): 
 

 
Action Taken (staff report):    
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Appendix B: Acceptance of Financial Responsibility 

Revised:  4/15/2010 

 

 

 

Reference: Library Cards policy 
 

 
 

I hereby declare that: 
 

1.  I am the parent/legal guardian (circle one) of   ; 
and (please print minor child’s name) 

 

2.  I accept full responsibility for return of library materials checked out by the above 
named child, as well as liability for payment for the child’s overdue fines and 
damaged or lost materials; and 

 

 
 

Signature of parent/legal guardian    
 
 
 

 
(Please print name) 

 
 

Witness     Date    

(Library employee signature) 
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Appendix C:  Denial of Request for Information 
 

Revised:  11/17/2005 

 

 

Reference: Privacy of Patron Circulation Records policy 
 

Privacy of Patron Registration Records policy 
 

 
 

To:    
 

 
 

You are hereby notified that your request of    (date) has been 
denied because the information requested is exempt for disclosure pursuant to MCL 
15.243 (I) (a). 

 

The Orion Township Public Library maintains a policy of confidentiality of library patron 
records and will not release library patron names, addresses, telephone numbers or 
other registration information without the written permission of the library patron. 

 

Under Michigan law, you may commence an action in the Circuit Court to compel 
disclosure of public records (Freedom of Information Act, Section 10, MCL 15.240). We 
have attached a copy of the Freedom of Information Act for a full explanation of your 
right to seek judicial review under Section 10. 

 

 
 
 
 

Name and Title of Person Denying the Request 
 
 
 

 
Date  
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Appendix D:  Citizen’s Request for Reconsideration of Library Materials 
 

Revised:  11/17/2005 
 

 
 

Reference: Materials Selection policy 
 

All Requests for Reconsideration will be handled within the designated department. 
Please obtain form from librarian; fill out completely and return form and material in 
question to the librarian. Material will be reviewed by the department head and the 

library director. If necessary, material will be reviewed by Library Board of Trustees. The 
concerned patron shall be notified of the result of the reconsideration request. 

 

 
 

Author:                                            Book    Video/DVD    Music    Periodical    Other 
 

Title:                                                                                                                                      

Publisher (if known):                                                                                                             

Request Initiated by:                                                                                                            

Telephone:                                     Address:                                                                        

City:                                                            State:                                  Zip:                         

Complainant Represents:   Self:                Organization:                                          
 

 
To what material do you object? Please be specific; cite pages. 

 
 
 
 
 
 

What/who brought this material to your attention? 
 
 
 
 
 
 

What do you feel might be the result of observing/reading this material? 
 
 
 
 
 
 

Is there any value to this material? 
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Did you complete reading/observing this material?   What parts? 
 

 
 
 
 

Are you aware of the judgment of this material by literacy critics? 
 

 
 
 
 
 
 

What do you believe is the theme of this material? 
 

 
 
 
 
 
 

What would you like your library to do about this material? 
Withdraw it from all readers    
Reassign to Other Collection     
Send it back to the staff for re-evaluation   . 

 

 
 
 
 

In its place, what material of equal/better literacy quality would you recommend that 
would convey the subject treated? 

 

 
 
 
 
 
 

Signature of Complainant:    Date:    
 

Board Evaluator:    

Selection Official:    

Decision:    
 
 
 

 
Date:    

 

Date Citizen Contacted:    Contact Person:   
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Appendix E: Schedule of Fees 
 

Adopted:  3/17/2005; Revised:  01/17/2013 
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Subject 
 

Description 
 

Fee 
 

Fee Cap 

 
 
 
 
 
 
 

Overdue Materials 

 

Adult Books, Adult Paperbacks, Adult Cassettes, Young Adult 
Books, Juvenile Books, Juvenile Paperbacks, Puppets, Vertical 
File, Magazines, Compact Disks (CD’s), Adult Software, Juvenile 
Software. 

 

 
$0.15 per day 

 

 
$4.00 

 

Adult & Juvenile Reference, Juvenile Multi-media Kits, Juvenile 
Hooked on Phonics, Inter-Library Loan (ILL) / MILE, 
Videos/DVDs/Non-Fiction, Juvenile Theme Bags, Video Games 

 
 
$1.00 per day. 

 
 

$10.00 

 

 
Replacement of lost or damaged items 

 

List price or the accounting 
inventory price + $2.00 

processing fee. 

 

 
 
 

Prints, Copies, 
Faxes 

 

Black and white photo copies or printer pages 
 

$0.10 per page 

 

Color photo copies   /  Color printer pages 
 

$0.25  per page 

 

Faxes received at library 
 

$0.50 per page 

 

Faxes sent from library 
 

$1.00 per page 

 
 
 
 

Library Cards 
 

(see Library Cards 
Policy for definitions) 

 

Resident & Resident minor child, Orion Township or Village 
Business, Lake Orion Public or Orion Township or Village Private 
school instructors, TLN community residents 

 

 
No charge 

 

Non-resident 
 

$200.00 

 

Replacement of lost library card 
 

$1.00 

 

Patron account pre-pay limit 
 

$25.00 

 
 
 
 

 
Meeting Rooms 

 

Commercial use –Meeting Room A, B, A & B, Craft Room 
 

$35.00 per hour 

 

Commercial use – Computer Lab 
 

$100.00 per hour 

 

Cleaning fee: Beverages only served 
 

$10.00 

 

Cleaning fee: Food of any kind served 
 

$50.00 

 

Use extending beyond library closing time. 
 

$25.00 per 15 minutes 

 

Miscellaneous 
 

Maximum outstanding fee limit 
 

$10.00 or lost item fee. 
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Appendix F:  Designated Gift Expenditure Request 
 

Adopted:  4/15/2010; Revised: 1/20/2011 
 

Reference: Gifts policy 
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Requestor’s Name:  
 

Date:  

 

Designated Gift Name:  

 

Designated purpose as described by the donor, will, or other documentation: 

 

Description of Expenditure: 

 

In a few brief sentences, please describe how this expenditure conforms to the designated purpose as 
described by the donor, will, or other documentation: 

 

Estimated Project Completion Date:  

 

 
 

Financial Section (to be filled in advance of approval by library book keeper) 

 

Account Number  

 

Account Balance  

 

Requested Amount  

 

Remaining Balance  

 

 
 

Conformance Approval Approved Rejected (Circle one) 

 

Signature  

 

Printed Name  

 

Title  

 

Date  

 

 
All expenditures must comply with the Purchasing policy Table of Contents 
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Appendix G:  Incident Report 
 

Adopted:  11/18/2010; Revised:  1/20/2011 
 

Reference: Meeting Room Use and  Patron Conduct policies 
 
 

To be completed and posted in library staff area promptly 
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Date: 
 

Time: 
 

Location of Incident: 

 

Nature of Problem: 

 

Describe what happened, when, and person(s) involved: 

 
 

 

Description of Person #1 Involved: 
 

Description of Person #2 Involved: 

 

Name: 

Address: 

 

Name: 

Address: 

 

Sex: 

Race: 

 

Height: 

Weight: 

 

Sex: 

Race: 

 

Height: 

Weight: 

 

 
 

Time Police or Emergency Responders Called: Time Police or Emergency Responders Arrived: 
 
 

Name / Badge # of Responding Officers: 
 
 
 
 

 

Person Reporting:  

 

Signature: 
 

Date: 

 
 
 

Librarian in Charge or Director: 
 

Signature: Date: 
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Appendix H:  Conflict of Interest Disclosure 
 

Adopted: 01/17/2013; Revised: 
 

Reference: Trustee Conduct policy 
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Name:    Date:    
 

 
A conflict of interest, or an appearance of a conflict, can arise whenever a transaction or 
an action of the Orion Township Public Library conflicts with the personal interests of a 
board member, an immediate family member of a board member, or the board 
member’s employer (Personal Interests). 

 

 
 

Please describe below any relationships, material interests, or positions you hold 
(volunteer or otherwise), or circumstances that you believe could create a conflict of 
interest, now or in the future, between the Orion Township Public Library and your 
personal interests: 

 

 
   I have no conflicts of interests, or potential conflicts of interest, to report. 

 

 
 

1.     
 

 
2.     

 

 
3.     

 
 
 
 

I have reviewed the Orion Township Public Library’s Trustee Conduct Policy and I 
understand that it is my obligation to disclose a conflict of interest, or appearance of a 
conflict, to the chair of the board when a conflict, or appearance of a conflict, arises, and 
that for transaction for which I have a conflict, I should abstain from any vote on the 
matter involving the conflict. 

 
 
 

 
Signature:   Date:_   
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