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The overall project includes renovations at three facilities.  Each of the facilities will require a design 
component, a procurement component, and an implementation component.  Depending on the 
advantages that can accrue to the Library, the specific timing of these components can be adapted as 
needed.  There is value to the District in establishing a brand that includes the physical attributes of the 
facilities operated by the district.  This series of schedule options identify an interior design/facility 
branding component common to all Library operated facilities followed by facility specific design, 
procurement, and implementation components. 

Without verification, the Main Library is assumed to require 4 major phases to complete.  Part of the initial 
study will be to test whether this can be compressed into fewer phases to reduce cost and disruption 
duration. 

Summer Reading moths are highlighted in yellow green.  Phasing studies would work to minimize the 
impact on key areas of the buildings during this and other peak times. 
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OUTLINE SCHEDULE – MAIN FOLLOWED BY PARALLEL BRANCHES 
Dark blue – intense activity for Library.  Any blue – Branches closed; portions of Main closed. 

  Main North Hoffman Rand Road 

2019 

September Branding 

October Branding, Programming, Test Fits 

November Schematics   

December Design Development   

2020 

January Design Development   

February Design Development   

March Contract Documents   

April Contract Documents   

May QC Review   

June Bid   

July Review/Award   

August Mobilize/Move   

September Build Phase 1   

October Build Phase 1   

November Build Phase 1   

December Transition   

2021 

January Build Phase 2   

February Build Phase 2   

March Build Phase 2   

April Transition   

May Build Phase 3   

June Build Phase 3   

July Build Phase 3   

August Transition Schematics Schematics 

September Build Phase 4 Design Development Design Development 

October Build Phase 4 Contract Documents Contract Documents 

November Build Phase 4 QC Review/Bid QC Review/Bid 

December Transition Review/Award Review/Award 

2022 

January  Mobilize/Move Out Mobilize/Move Out 

February  Build Build 

March  Build Build 

April  Build Build 

May  Move In Move In 

June    

July    

August    

September    

October    

November    
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The goal of the Renovation Projects is to afford the library an updated and more effective resource by 
which it can provide quality service to the District.  The overall project includes renovations at three 
facilities.  Each of the facilities will require a design component, a procurement component, and an 
implementation component.  Depending on the advantages that can accrue to the Library, the specific 
timing of these components can be adapted as needed.  There is value to the District in establishing a brand 
that includes the physical attributes of the facilities operated by the district.  This work plan identifies an 
interior design/facility branding component common to all Library operated facilities followed by facility 
specific design, procurement, and implementation components. 

The interior design/facility branding portion of the work plan includes three major components: context & 
visioning; design themes & strategies; and, lastly, space palates.  The product of this effort will be a 
reference book of furniture and finish materials and underlying guidelines to help the library adapt the 
master plan to evolving preferences and unique conditions. 

We recommend that a two-level interaction be arranged.  An in-depth, interactive level of participation 
with the library’s key staff is essential.  A second level of review and comment with the board of trustees is 
critical but less time consuming than the involvement of key staff. 

The overall work plan proposes a series of events timed to allow the necessary preparation, follow up and 
work time between workshops.  An average of 4 weeks between workshops is preferred.  Adjustments can 
be made to meet various schedules or milestone events.  Ideally, key board reviews are timed to take 
advantage of regular meeting times or convenient special meeting opportunities. 
 
Workshops are envisioned to frame key steps in the process.  The design team and the library will work on 
individual tasks and may share various updates in between the workshops.  The general framework is to 
conduct one of the workshops each month. 
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WORKSHOP DESCRIPTION 

1A Context This is a series of activities that allow the group to asses a broad range of 
functional and aesthetic trends and ascertain their applicability to the library 

  VPS 
Visual Preference 

Survey 

Mart 
A trip to the 

Merchandise Mart 

Tours 
Spaces of note or 

aesthetic significance 

  The trip to the Mart may be combined with or substituted with trips to local 
showrooms and dealerships.  Either of these can be combined with tours of 
other libraries or other spaces that could provide inspiration. 

   

1B Visioning Following the context exercises, a wide-ranging discussion on the role of 
aesthetics and patron experience in the definition of library service will be 
paired with identification of design elements that the group believes are a fit 
for the library or are to be avoided.  This can, and should, include broad 
concepts and specific design elements. 

   

2A Themes This is a tangible set of interactive exercises to elicit responses to preliminary 
finish and furnishing ideas generated by the context and visioning exercises.  
Initial studies may be grouped more by a theme that could range from an 
emotional response, to a color to a location or object that has relevant 
associations (tranquility, pastels, beaches, refreshed are examples from 
another library).  A follow-up discussion of how these concepts could apply to 
various age groups, use patterns or activity levels will help shape the overall 
structure of the master plan. 

 Finishes Color  Texture Emotion Activity Contrast Unity 

 Furnishings Stacks Seating Computing Display Offices Other 

 Spaces Overall Youth Teens Adults Meeting Other 
   

2B Material & 
Color 
Strategies 

Different materials have different associations, aesthetic value, performance 
characteristics and longevity.  Working in functional area groupings, the rough 
form of a palate will be defined using a menu of materials.  Characteristics to 
be considered include sets of differentials: natural and synthetic; hard and soft; 
opaque, transparent and translucent; neutral and featured; permanent and 
ephemeral.   

  Overall Youth Teens Adults Meeting Other 
   

3 Space 
Palates 

These are specific palates that define finish strategies for primary surfaces, 
furnishings and other surfaces.  A logic is provided for including unique or non-
standard items into the palate as needed.  Vendors, product lines, performance 
criteria are established as appropriate given the results of the selection process 
and the items included in the master plan.  This part of the plan is paired with 
parallel furniture evaluations so that the plan can be as performance based as 
practical, recognizing that implementation will occur over an extended period 
and that product lines will change in that interval. 

 Finishes Color  Texture Emotion Activity Contrast Unity 

 Furnishings Stacks Seating Computing Display Offices Other 

 Spaces Overall Youth Teens Adults Meeting Other 
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3 – Library Operations 
 
[NOTE TO BOARD:  We recommend moving some of the sections from Policy 8 
to Policy 3, as noted in the Table of Contents sections above. They are shown 
below with their original Policy 8 section numbers, so that you can see where 
they came from, but this whole policy would obviously be renumbered 
sequentially. For those sections from Policy 8, no changes were made; they were 
copied as they currently exist from board approval in June.] 
3-1 Hours of Operation 
 

The Board of Library Trustees of the Palatine Public Library District (the 
Library) sets the hours that Library facilities will normally be open to the 
public. A listing of hours of operation for each facility is detailed in 
Appendix 3A. (Adopted 12-12-90; Last Revised 5-9-18, Effective 6-1-18) 

 
3-2 Holidays 
 

The following days are designated by the Board of Library Trustees as 
official holidays when the Library will be closed: 
 

1. New Year’s Eve (Main closed at 1:00 pm; Bbranches closed all 
day) 

2. New Year’s Day 
3. Easter Sunday 
4. Memorial Day 
5. July 4th 
6. Labor Day 
7. Thanksgiving Day 
8. Christmas Eve  
9. Christmas Day 

 
The Library may be closed additional days, selected by the Executive 
Director and approved by the Board of Library Trustees, to allow for 
continuing education of staff. 
 
When any of the foregoing holidays (except New Year’s Eve and 
Christmas Eve) fall on a Monday, the Library will be closed the previous 
Sunday. 
 
Extraordinary holidays may be observed at the discretion of the Executive 
Director and must be approved by the President of the Board (or, in 
his/hertheir absence, any other member of the Board). (Adopted 8-13-86; 
Last Revised 5-9-18, Effective 6-1-18) 

 
3-3 Emergency Closings 
 



  Policy 3 – Page 2 

Any decision to close the Library because of emergency must be 
approved by the President of the Board, or in his/hertheir absence, any 
other member of the Board. In the event that no Board member can be 
reached, the Executive Director or designee may close a Library facility 
and give notice to Trustees as soon as reasonably possible. Emergency 
situations may be defined as, but not limited to the following: 
 

1. Ddamage to building which that would endanger staff or public. 

2. Ccomplete power failure for an extended period. 

3. Lloss of water to the building (Public Safety Code – extended 
period of more than three hours). 

4. Lloss of heating system during winter (interior temperature 
drops below 55 degrees). 

5. Eextreme weather conditions. 

6. Eexplosions, fire in neighboring buildings, or other catastrophes 
which that demand the immediate clearance of the building. 

(Adopted 3-14-74; Last Revised 5-9-18, Effective 6-1-18) 
 
3-4 Loss of Library Privileges 
 

The Board may exclude from the use of the Library any person who 
willfully or negligently violates an ordinance or regulation prescribed by the 
Board (75 ILCS16/30-55.55). 
 
Patrons of the Library may be banned from the Library facilities, parking 
areas, and grounds by Library staff when they disrupt normal activities 
through any behavior including but not limited to:  
 

1. excessive and continued noise,  

2. running in the building,  

3. fighting,  

4. threatening (in-person or electronically) or assaulting a staff 
member or member of the public,  

5. deliberate damage of Library resources,  

6. serious violation of Library policy, or  

7. other unacceptable behavior.  
 
Such patrons may be banned from the Library services and facilities 
(including parking areas and grounds) until such time and upon such 
conditions as determined by the Executive Director. (Adopted 2-9-83, Last 
Revised 5-9-18, Effective 6-1-18) 

 
8-11  Weapons, Hazardous Materials, and Dangerous Behavior 
 

Weapons, as defined and restricted under applicable federal, state, and 
local statutes and ordinances, are prohibited in all Library facilities. Staff 
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members will contact emergency authorities immediately if they 
reasonably suspect that a dangerous weapon may be present. Dangerous 
weapons include but are not limited to guns, explosives, bombs, certain 
chemicals, and knives. All sworn law enforcement officers are exempt 
from this prohibition. Possession of firearms in Library facilities or on 
Library property must be in compliance with the Illinois Firearm Concealed 
Carry Act (Public Act 098-0063). 
 
Nothing in this policy should be construed to prohibit, abridge, or in any 
way hinder the religious freedom of any person or group.  

 
Hazardous materials and substances which are capable of posing an 
unreasonable risk to health, safety, or property are prohibited in all Library 
facilities and grounds. These items include but are not limited to materials 
that are flammable, explosive, corrosive, toxic, or radioactive. Staff will 
contact emergency authorities immediately when they become aware of 
the possibility of hazardous materials present. 

 
Dangerous behavior is prohibited in all Library facilities and grounds. Such 
behavior includes any behavior that appears to threaten the safety of 
persons or property. (Approved 2-14-07; Last Revised 6-18-19, Effective 
8-1-19) 
 

3-8 Unattended Children 
 

To ensure the safety and well-being of children on Library premises, 
parents are responsible for their children whether or not the parent is 
present. Children under age 9 must be closely supervised by a parent or 
other responsible person age 12 or older at all times on Library premises. 
 
Children unattended during hours of operation: If a child under age 9 is 
unattended in the Library during hours of operation, staff will seek to 
locate the responsible person within the Library. When this person and the 
child are reunited, staff will inform them of the Unattended Children Policy. 
 
If the responsible person cannot be located within the Library, the staff will 
obtain the parent’s phone number, if possible. When the parent is 
contacted they will be notified of the Unattended Children Policy and 
asked to come to the Library and assume responsibility for the child. If the 
parent does not provide appropriate supervision or the parent cannot be 
reached within 30 minutes, staff will contact law enforcement and ask that 
they assume responsibility for the child. 
 
Children unattended at closing: The designated person in charge and 
another staff member will stay with any unattended child under the age of 
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14 and will repeat the procedures listed for contacting the parent of an 
unattended child during operating hours. 
 
If a child has not been picked up and a parent has not been reached 15 
minutes after the Library has closed, staff will call law enforcement and 
ask that they assume responsibility for the child. 
 
If the child tells staff that a parent or responsible adult has been contacted 
and is on the way to pick up the child but that person has not arrived by 20 
minutes after the Library has closed, staff will call law enforcement and 
ask that they assume responsibility for the child. (Adopted 2-13-08; Last 
Revised 5-9-18, Effective 6-1-18) 

 
3-5 Use of the Library District Facilities, Grounds, and Services 
 

The Library’s facilities are open for use by Library residents and other 
members of the public during hours established by the Board of Library 
Trustees. Checkout of Library resources is limited to Library cardholders 
and to those with valid cards from libraries participating in the state-wide 
reciprocal borrowing agreement. The Library reserves the right to 
establish rules and restrictions for use of facilities and services, including 
those listed in Appendix 2A. 
 
The Main Library property includes adjacent parking areas and a 
designated drop-off zone on North Court in front of the building. This area 
in front of the building is intended for drop-off or pick-up of Library visitors 
and for patrons using the outside walk-up materials return. This area is 
also a parking area for any emergency vehicles that may need to be at the 
Library. Cars may only stand in the drop-off zone for up to five minutes.be 
left unattended (without a qualified driver in the driver’s seat) in this 
location briefly when patrons are dropping off materials in the outside 
walk-up materials return. Drivers picking up or dropping off others are 
permitted to wait up to five minutes in the drop-off zone. Overnight parking 
on Library grounds is not permitted. 

 
Drivers must abide by all posted traffic control signs on Library property 
and operate vehicles in a safe, controlled manner. (Adopted 3-11-98; Last 
Revised 5-9-18, Effective 6-1-18) 
 

8-10  Food or Drink in Library Buildings 
 

Covered beverages are permitted in Library facilities, except in all digital 
media rooms. 
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Consumption of food or uncovered beverages is permitted only in meeting 
rooms, the vending area, and other designated areas at the Main Library. 
(Last Revised 6-18-19, Effective 8-1-19) 
 

3-6  Photography in the Library 
 
Library staff members may take photographs and video recordings of 
participants in Library programs or activities. All persons attending Library 
programs and activities agree that any photograph or video recording may 
be used by the Library for promotional purposes, including its digital 
media, websites, brochures, and other publications, without additional 
prior notice or permission and without compensation to the participant.  
 
Patron names will never be used without the patron’s written consent. If a 
patron prefers not to have Library staff photograph or film them or a 
member of their family, that patron should notify a staff member at that 
time. 
 
Patrons are permitted to take photos of any physical object within Library 
facilities. Patrons may not take photos or videos of other patrons or staff 
without permission of the staff or person(s) being photographed. Requests 
to conduct extensive filming in the Library or anywhere on Library property 
must be pre-approved by the Executive Director. (Adopted 4-9-14; Last 
Revised 5-9-18, Effective 6-1-18) 
 

3-7 Lost and Found Items 
 

In order to provide a uniform process for the storage and disposal of lost 
and found items in the Library facilities, all such items will be labeled, 
dated, and stored at one central location in each facility. The Library 
maintains a lost and found.  Reasonable attempts will be made to contact 
the owner of lost items if identifying information is available. Staff will 
attempt to return items identified as owned by other organizations to those 
organizations. After four (4) weeks, unclaimed items become Library 
property.  
 
Unclaimed books will be donated to the Friends of the Palatine Library for 
inclusion in used book sales or will be recycled. Unclaimed currency will 
be added to the general Library’s operating fund. Potentially dangerous 
items will be turned over to the police department. Other unclaimed items 
will be donated, recycled, or discarded as determined by the Executive 
Director or designee. 

 
The Library is unable to secure patrons’ personal possessions and cannot 
be responsible for lost or damaged personal property. (Adopted 11-10-10; 
Last Revised 5-9-18, Effective 6-1-18)  
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3-8 Unattended Children 
 

To ensure the safety and well-being of children on Library premises, 
parents are responsible for their children whether or not the parent is 
present. Children under age 9 must be closely supervised by a parent or 
other responsible person age 12 or older at all times on Library premises. 
 
When a child is unattended on Library premises during hours of operation 
or at closing, staff will diligently attempt to contact the parent or 
responsible person. 
 
Children unattended during hours of operation: If a child under age 9 is 
unattended in the Library during hours of operation, staff will seek to 
locate the responsible person within the Library. When this person and the 
child are reunited, staff will inform them of the Unattended Children Policy. 
 
If the responsible person cannot be located within the Library, the staff will 
obtain the parent’s phone number, if possible. When the parent is 
contacted they will be notified of the Unattended Children Policy and 
asked to come to the Library and assume responsibility for the child. If the 
parent does not provide appropriate supervision or the parent cannot be 
reached within 30 minutes, staff will contact law enforcement and ask that 
they assume responsibility for the child. 
 
Children unattended at closing: The designated person in charge and 
another staff member will stay with any unattended child under the age of 
14 and will repeat the procedures listed for contacting the parent of an 
unattended child during operating hours. 
 
If a child has not been picked up and a parent has not been reached 15 
minutes after the Library has closed, staff will call law enforcement and 
ask that they assume responsibility for the child. 
 
If the child tells staff that a parent or responsible adult has been contacted 
and is on the way to pick up the child but that person has not arrived by 20 
minutes after the Library has closed, staff will call law enforcement and 
ask that they assume responsibility for the child. (Adopted 2-13-08; Last 
Revised 5-9-18, Effective 6-1-18) 

 
3-9 Service to Patrons with Disabilities 
 

The Library is committed to providing service to patrons with disabilities in 
compliance with applicable federal and state statutes. The Library will 
strive to develop services that uphold human rights, inclusion, and safety 
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for all patrons. Patron privacy will be protected (see Policy 11--Privacy 
Policy) and the Library will not require documentation of a disability.  
 
The Library provides services including but not limited to the following: 
 

 assistance in a quiet, reduced-distraction environment  

 one-on-one appointments 

 homebound delivery service (see Policy 3-12 Homebound 
Services) 

 hearing loop assistance or translation services in Library 
programming 

 access for service animals (see Policy 8-7 Animals) 
 

In addition to those services, the Library acts as facilitator between the 
patron and the federal program known as “Services to the Blind and 
Physically HandicappedVisually Impaired.,” and offers home delivery to 
patrons with disabling conditions which prevent them from coming to the 
Library (see Policy 3-12 Homebound Services), and allows service 
animals in the Library facilities, (see Policy 8-7 Animals). (Adopted 12-15-
05; Last Revised 5-9-18, Effective 6-1-18) 
 

8-7  Animals 
 

Animals other than trained service animals, as defined by the Americans 
with Disabilities Act, are excluded from Library facilities except as part of a 
Library program. Under the ADA, a service animal is defined as a dog that 
has been individually trained to do work or perform tasks for an individual 
with a disability. The tasks performed by the dog must be directly related 
to the person's disability. A dog whose sole function is to provide comfort 
or emotional support does not qualify as a service animal under the ADA.  
 
Under the ADA, all service animals must be harnessed, leashed, or 
tethered while in Library facilities, unless these devices interfere with the 
service animal's work or the person's disability prevents use of these 
devices. The Library reserves the right to request that the service animal 
be removed from the premises if the animal is out of control and the 
handler does not does not take effective action to control the animal. The 
term “out of control” includes but is not limited to repeated or uncontrolled 
barking, wandering away, growling, or otherwise threatening the safety of 
patrons or staff. (Approved 12-12-73; Last Revised 6-18-19, Effective 8-1-
19) 

 
3-10 Reference and Reader’s Advisory Policy 
 

Library staff provides Rreference Sservice (defined as connecting patrons 
with the resources and information requested or required) and Rreader’s 
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Aadvisory Sservice (defined as connecting patrons with booksmaterials, 
both print and digital, and both general and specific genres and authors). 
The goal in offering these services is to provide accurate, timely, thorough, 
interesting, and beneficial information and resources to patrons. 

  
Resources 

 
Staff uses many sources to answer questions and to make reading 
recommendations. Reference resources, circulating resources, microfilm, 
subscription databases, websites, magazines, digital media hardware and 
software, and audio-visual resources, as well as contacts with outside 
agencies or authorities, may all be used in the provision of Reference and 
Rreader’s Aadvisory Sservice. Print materials designated as “Reference” 
are to be used in Library facilities and are not available to be checked out.  

 
Remote access to most subscription databases is available 24/7 to Library 
cardholders. The Library’s website is available to anyone 24/7. 

 
 Services 
 

Reference and Rreader’s Aadvisory Sservices are provided by trained 
staff all hours the Library is open. Patrons may receive these services in 
person, by telephone, or via digital means. Requests are handled in the 
order in which staff receives them. 

 
Reference and Rreader’s Aadvisory Sservices include but are not limited 
to assistance with: finding specific information or resources; the catalog 
and Library computers; using subscription databases and digital 
resources; software loaded on Library computers; use of circulating 
equipment; interlibrary loan (available to Library cardholders only); 
information needed for school assignments; consumer information; and 
availability of resources at other area libraries. 

 
All reference information provided and answers given will be factual in 
nature. Sources used to answer questions are cited when information is 
provided to the patron. Reader’s Aadvisory recommendations will be 
based upon staff knowledge and/or resources. 

 
Staff members do not offer personal opinion, advice, or interpretation as 
fact when providing Reference or Reader’s Advisory Services. In 
particular, staff members are not qualified to give legal, medical, financial, 
or income tax advice or recommendations. The Library assumes no 
responsibility for damages caused, or for decisions made, from 
information gathered or obtained at the Library. 
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Library staff provides instruction in effective use of resources which that 
may include instruction of individuals, dissemination of print or online 
guides or bibliographies, online tutorials, and formal classes covering a 
variety of resources and software. 

 
Lengthy research which that requires extensive time to collect data from 
single or multiple sources, including searches of print or digital resources, 
or extensive copying of materials, is outside the scope of Reference or 
Reader’s Advisory assistance and will not be conducted by Library staff. 
 

 Standards 
 

Patron queries are addressed with no distinction about the purpose of the 
inquiry or the use of the information. All questions are handled in 
confidence and with impartiality. The staff adheres to the American Library 
Association’s Code of Ethics and Bill of Rights (Appendices 3B and 3C). 

 
The quality and nature of Reference and Reader’s Advisory Services 
provision will be evaluated periodically by Library staff to ensure that the 
services further the Library’s goals and support its mission statement. 
(Adopted 11-11-09, Last Revised 5-9-18, Effective 6-1-18) 

 
3-11 Interlibrary Loan   
 

Interlibrary Lloan (ILL) is an agreement among libraries to share materials 
by borrowing and lending to each other. This service is intended to 
complement local collections to meet user needs.  
 
The Library is a member of ILLINET (Illinois Library and Information 
Network) and OCLC (Online Computer Library Catalog). Staff follows the 
guidelines of the ILLINET Interlibrary Loan Code based on the American 
Library Association Interlibrary Loan Code. This code governs all 
transactions under the guidelines of the State Library. 
 
The Interlibrary Loan policy does not pertain to reciprocal borrowing, 
which is covered under Policy 2-5. 
 
Patron Responsibilities 
 

1. A valid Palatine Public Library District card is required to initiate the 
Iinterlibrary Lloan process. 

2. Patrons are responsible for paying any fees assessed by the 
lending library, any shipping fees incurred in obtaining the loaned 
item(s), and full replacement costs, plus any applicable processing 
fee if an item is lost, damaged, or not returned. Additional ILL 
requests will not be accepted until these costs are paid in full. 



  Policy 3 – Page 10 

3. Patrons are expected to return items on time and in the same 
condition as received. 

4. Patrons are asked to return ILL materials to a staff member at the 
Circulation Desk of any branch of the Palatine Library. 

 
Materials Borrowed From or Loaned to Other Libraries 

 
Materials are available to Palatine Public Library District cardholders by 
request from other libraries, provided the materials are not owned by the 
Library.  
 
The following Iitems that are available to loan and borrow are: 

 

1. Bbooks  

2. Mmusic CDs 

3. Aaudio books on CD  

4. Nnon-fiction DVDs (including Blu-ray) 
 

The following Iitems that are not available to loan or borrow are: 
 

1. Nnew materials (one year old or less) 

2. Computer video games or software 

3. Pperiodicals 

4. Eentertainment DVDs (including Blu-ray) 

5. Rreference resources 

6. Ttextbooks 
 

New materials will be loaned to other libraries after they have been in the 
Library collection for one year. Exceptions may be made if the title is not in 
demand by Library cardholders. The interlibrary loan period is three 
weeks.  
 

 Additional Guidelines 
  

Materials will always be first requested from local libraries. Staff cannot 
guarantee the time for filling a request and will cancel any request that 
cannot be filled within six weeks.  
 
Patrons may have three interlibrary loan requests in process at any time. 
Due dates and renewals are determined by the lending library. Additional 
conditions may be imposed by the lending or borrowing libraries. 
 
Interlibrary loan borrowing privileges may be suspended if a patron does 
not comply with these guidelines.  
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Patrons are encouraged to suggest for purchase any recent items that the 
Library does not own. Staff reserves the right to determine whether an 
item will be requested for Interlibrary Loan or purchased for the collection. 
(Adopted 11-10-10; Last Revised 5-9-18, Effective 6-1-18) 

 
3-12  Homebound Services 
 

The Library offers materials delivery service to patrons who are valid 
Library cardholders and are unable to come to the Library for a minimum 
of 30 days due to a temporary or permanent disabling condition. 

 
Eligible patrons may complete an application form and submit it to the 
Library.  

 
Delivery will be scheduled at the mutual convenience of staff and patron, 
generally once per month. All Library materials are available for home 
delivery except items with active holds.  

 
All Library policies, including fees and limits, apply to those receiving 
homebound services; however, overdue fines will not be assessed when 
overdues occur because of the delivery schedule or because of events 
beyond the control of homebound services clients.  

 
Materials will be checked out on the card of the person receiving the 
service. The Library will maintain a record of all items checked out by a 
homebound patron for purposes of selecting materials for that person.  

 
Patrons who are eligible for homebound delivery service but who have a 
household or family member or other authorized person willing and able to 
pick up Library materials, deliver them, and return them to the Library may 
designate one or more individuals to use the patron’s Library card on the 
patron’s behalf. Such designated persons will have full access to the 
patron’s record in the Library database. 
 
Homebound delivery service will terminate when the eligibility 
requirements are no longer met or at the request of the patron, patron’s 
parent or legal guardian, or an individual with power of attorney to act on 
behalf of the patron. (Adopted 3-9-11, Last Revised 5-9-18, Effective 6-1-
18) 

 
3-13 Public Use of Study Rooms 
 

(For Meeting Rooms, see Policy 8-8 Public Use of Meeting Rooms) 
 
The Main Library has study rooms available for public use. The study 
rooms are designed to meet the needs of patrons who want to use the 
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rooms in small groups or as individuals for a limited period of time. There 
are study rooms with seating for 1one to 8eight patrons depending upon 
the size of the room. 
 
Patrons may use a room for one session a day for up to two continuous 
hours depending on room availability. Providing there are no new requests 
for rooms, patrons can extend their current session with no time 
guarantee.  
 
Valid Library card holders may reserve study rooms up to two weeks in 
advance. Cardholders may reserve one session per day, and may reserve 
a room for up to three days in a Sunday-to--Saturday week. Otherwise, all 
patrons may use a room as available on a first-come, first-served basis. 

 
Sign-in for study room use is required. The person who signs in for the 
room must present a valid Library card or photo ID and remain in the room 
for the duration of the session. If a room was reserved in advance, the 
cardholder who reserved the room must be present at sign-in to claim the 
reservation. The person who signs in for the room is responsible for 
appropriate use of the room, including leaving the room in good condition 
upon vacating. Staff assigns study rooms based upon the size of the 
group or need for equipment in a room. A room capacity limit is posted on 
each study room door. Patrons may not bring additional chairs or furniture 
into a study room. 

 
A multi-seat quiet study room is available for individuals who desire a quiet 
space. This room is available to any patron during all hours of operation 
and may not be reserved. 

 
If the individual who has reserved a room is not present by 10 minutes 
past the start of the reserved time, the room may be assigned to another 
group or individual that is waiting. If patrons vacate the room and/or leave 
belongings behind and Library staff is unable to locate the person who 
signed in for the room, the items may be removed and the room 
reassigned. (Adopted 11-11-09; Last Revised 5-9-18, Effective 6-1-18) 

 
8-8  Public Use of Meeting Rooms  
 

The Library meeting rooms are a resource to be used in the fulfillment of 
the Library’s mission.  

 
The Library makes its meeting rooms in the Main Library available for 
public meetings to organizations comprised of at least one District 
cardholder with a valid card as defined in Appendix 2A. At all times, 
however, Library activities and functions have priority in the scheduling 
and use of meeting rooms. Meetings may be reassigned to a different 
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room than originally reserved to accommodate a Library or affiliate 
(Friends or Foundation) program. 

 
The Library reserves the right to impose reasonable, content-neutral time, 
place, and manner restrictions to prohibit interference with normal delivery 
of library service. Because Library facilities also provide places for 
research, study, reflection, and reading, the use of meeting rooms for 
activities that interfere with these endeavors outside the meeting room will 
be denied or terminated. 
 
Room       Capacity Limit 
Meeting Room 1 185 
Meeting Room 2 40 
Meeting Room 3 20 
Board Room 40 

 
The following provisions apply to public meeting room use.  

 
1. All meetings must be open to the public at all times. 
 
2. Meeting rooms are available during normal operating hours of the Main 

Library (See Appendix 3A-Hours of Service); however, meetings must 
end no less than 15 minutes before the library closes each day. Under 
no circumstances will a meeting room be occupied beyond closing 
time.  

 
3. Reservations for meeting room space are accepted on a rolling six-

month calendar; applications may be submitted up to six months in 
advance of the meeting date. All reservations will be accepted on a 
first-come, first-served basis as indicated above, upon receipt of the 
completed Meeting Room Reservation Application Form or approved 
online reservation, plus payment.  

 
4. Payment must be made within 14 days after reserving the room, or the 

room will become available for others. Full payment for the base fees 
and any additional fees must be made prior to use of the room. Room 
reservations are confirmed only after the completed form and payment 
are submitted.  

 
5. Reservation requests or requests for changes to a reservation may be 

submitted at any time during open hours; however, staff may not be 
able to accommodate requests placed less than 48 hours before the 
room is needed. If a group arrives to use a room and there is no record 
that a room was reserved and they do not have a confirmed application 
and receipt of payment, staff will try to find a room to use but may not 
be able to accommodate the group if no appropriate room is available. 
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6. If a cancellation becomes necessary, the Library should be notified 48 

hours in advance of the meeting. If the group has paid, the person who 
reserved the room may reschedule within 30 days, if a room is 
available. No refunds will be issued. If the group has not yet paid, the 
person who reserved the room will be responsible for full payment. 
 

7. The Library reserves the right to cancel any meeting room reservation 
by giving at least two weeks’ notice. Reservations may be cancelled 
with less notice in case of a building emergency, extreme weather, 
repair work, or other circumstance beyond control of the Library. The 
Library is not liable for any expenses of any kind resulting from the 
Library’s cancellation of a meeting room reservation beyond a refund 
or credit of the meeting room fee. The Library reserves the right to 
relocate within the building any scheduled meeting. 

 
8. Library meeting rooms may not be used for meetings, programs, or 

events involving the sale, advertisement, solicitation, or promotion of 
commercial products or services, with the exception of activities 
sponsored by the Library, the Friends of the Palatine Public Library, or 
the Palatine Public Library District Foundation. Donations or 
membership dues for nonprofit groups and clubs may not be collected 
on Library property. 
 

9. Meeting rooms may not be used for recreational gatherings such as 
showers, birthday parties, or dances.  
 

10. Meeting attendees must follow all rules and policies regarding use of 
the Library. 
 

11. No organization or group may use the Library as its official address. 
(The Friends of the Palatine Public Library and the Palatine Public 
Library District Foundation are exceptions.)  Storage of items by 
organizations meeting at Library facilities will not be permitted. 
 

12. The applicant or alternate contact listed on the application must be 
present throughout the event and is responsible for the attendees’ 
adherence to all Palatine Public Library District policies. For the safety 
and well-being of patrons, groups with members in attendance 17 and 
under must have a responsible adult present. 
 

13. Serving food or beverages of any kind requires payment of a fee. The 
kitchenette is available for the serving of light refreshments only. 
Boxed or bagged meals are permitted in the meeting rooms. The 
Library provides pots and water for coffee or tea but does not provide 
consumables or supplies. Potlucks, luncheons, or other meal events 
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are not permitted. Alcoholic beverages may not be brought on 
premises. Use of objects with flames or smoke such as matches, 
candles, sterno, incense, etc. is prohibited. 
 

14. Meetings must be conducted so as not to disrupt library functions and 
operations. The Library reserves the right to stop meetings that are 
disruptive. 
 

15. In compliance with the Americans with Disabilities Act, attendees 
needing special accommodations for organizations and groups should 
direct any such requests to the organization reserving the meeting 
room, and any such accommodation required under law will be 
arranged for and financed by the organization and not the Library. 
 

16. Permission to use meeting rooms does not imply Library endorsement 
or support of any organization using the rooms or the ideas presented 
therein, nor should the organization imply Library endorsement or 
support. 
 

17. See Appendix 2B for Meeting Room Use Fees. 
 

Failure to abide by these and other Library rules may result in cancellation 
or refusal of future reservations. The Library retains the right to monitor all 
meetings conducted on the premises to ensure compliance with Library 
regulations. (Adopted 2-9-94; Last Revised 6-18-19, Effective 8-1-19) 
 

3-14 Library-Sponsored Programs  
 

Library staff plan and schedule programs and events in order to further the 
mission of the Library. Staff welcomes program suggestions and 
recommendations from patrons and retains the right to determine which 
programs and events are scheduled. 

 
Staff considers the following criteria in making decisions about program 
topics, speakers, and formats: 
 

 iInformational, educational, and entertainment needs and interests of 
the community 

 Rrelevance to community interests and issues 

 Ssuitability of content for intended audience(s) 

 Ppresenter experience including background/ or qualifications in 
content/ or format area 

 Bbudget 

 Hhistorical or educational significance 

 Cconnection to other community programs, Library programs, 
exhibitions, or events 
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 Aavailability of appropriate Library space 
 

Programs may require prior registration or tickets. Programs may be limited to 
attendance by valid Library cardholders and identified as such in all publicity. 
Attendees, including members of groups, must each have a valid card as 
defined in Appendix 2A in order to sign up for such programs.  

 
Registered/ticketed patrons who arrive after the publicized start time for a 
program or event might not be able to attend the program. Staff will admit 
standby patrons at the publicized start time if space is available. 

 
Some programs are open to both Library cardholders and reciprocal 
borrowers or other Library visitors. Staff reserves the right to give preference 
to Library cardholders if potential attendees exceed the amount of available 
seating.  

 
The Library offers programs for persons of all ages. Some programs or 
events are offered for specific age groups, and this information accompanies 
all publicity about these programs. Staff reserves the right to limit attendance 
at these programs to those persons of the age specified in the publicity. Some 
children’s programs specify that a parent or caregiver is to be present in the 
program with the child. Parents or caregivers of children under age 9 are to 
remain in the Library during the program or event. 
 
The Library may co-sponsor programs with other groups or agencies. These 
programs will still be considered Library-sponsored programs. Library 
sponsorship of a program does not constitute an endorsement of the content 
or topic of the program or of the views expressed by speakers, presenters, 
participants, or audience members. 

 
Staff may cancel any program in case of an emergency or low registration 
and will provide as much advance notice to the public as possible. Cancelled 
programs may or may not be rescheduled. 

 
The Library schedules programs and events at Library facilities, off-site, and 
online. This policy governs all programs and events regardless of location. 

 
Programming practices adhere to the Americans with Disabilities Act (ADA) 
and the American Library Association’s Library Bill of Rights. ADA 
accommodations for programs are available with at least 7seven days’ notice 
to the Library. Accommodations may be possible with less notice. (Adopted 
9/12/12, Last Revised 5-9-18, Effective 6-1-18) 

 
 
 



  Policy 3 – Page 17 

Policy 3 Comprehensive Review:  Adopted 3-14-74; Last Revised 5-9-18, 
Effective 6-1-18. 
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APPENDIX 3A – Hours of Operation   
 
The Main Library is normally open the following hours:   
 

9:00 a.m. to 9:00 p.m.  Monday through Thursday  
9:00 a.m. to 6:00 p.m.  Friday  
9:00 a.m. to 5:00 p.m.  Saturday  
12:00 p.m. to 5:00 p.m.  Sunday 

 
 
The parking garage located under the Main Library normally is locked no more 
than 15 minutes after the lLibrary closes each day. The garage may remain open 
longer by request of Library staff, Friends of the Library, or the Foundation Board 
when Library or Aaffiliate events require after-hours accommodation. 

 
The North Hoffman Branch is normally open the following hours: 
 
 11:00 a.m. to 7:00 p.m. Monday through Friday 
 9:00 a.m. to 3:00 p.m. Saturday 
 Closed   Sunday 
 
The Rand Road Branch is normally open the following hours: 
 
 10:00 a.m. to 6:00 p.m. Monday through Thursday 
 9:00 a.m. to 4:00 p.m. Friday 
 9:00 a.m. to 1:00 p.m. Saturday 
 Closed   Sunday 
 
 
 
 
 
(Appendix referenced in Policies 3 and 8.  Approved by PPLD Board of Trustees 
9-1-05, Last Revised 1-11-17, Effective 3-1-17) 
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APPENDIX 3B - ALA Statement of ProfessionalCode of Ethics 

NOTE TO BOARD: 
 
This appendix seems to have been adapted from the official ALA Code of Ethics 
to change the subject of each sentence to be “Staff and Trustees.”  Four 
paragraphs of preamble were removed.  The official ALA Code of Ethics is 
below.  The Policy Committee decided to delete our language and just have the 
appendix give the official ALA Code of Ethics, in keeping with other ALA 
statements we’ve included in other appendices. 

Staff and Trustees must provide the highest level of service to all library users 
through appropriate and usefully organized resources; equitable service policies; 
equitable access; and accurate, unbiased, and courteous responses to all 
requests. 

Staff and Trustees must uphold the principles of intellectual freedom and resist 
all efforts to censor library resources. 

Staff and Trustees must protect each library user's right to privacy and 
confidentiality with respect to information sought or received and resources 
consulted, borrowed, acquired or transmitted.  

Staff and Trustees must respect intellectual property rights and advocate balance 
between the interests of information users and rights holders.  

Staff and Trustees must treat co-workers and other colleagues with respect, 
fairness, and good faith, and advocate conditions of employment that safeguard 
the rights and welfare of all employees of our institutions.  

Staff and Trustees must not advance private interests at the expense of library 
users, colleagues, or our employing institutions.  

Staff and Trustees must distinguish between personal convictions and 
professional duties and must not allow personal beliefs to interfere with fair 
representation of the aims of their institutions or the provision of access to their 
information resources.  

Staff and Trustees must strive for excellence in the profession by maintaining 
and enhancing personal knowledge and skills, by encouraging the professional 
development of co-workers, and by fostering the aspirations of potential 
members of the profession.  

 
Code of Ethics of the American Library Association 
Adopted June 28, 1997, by the ALA Council; amended January 22, 2008. 
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ALA Code of Ethics 

As members of the American Library Association, we recognize the importance 
of codifying and making known to the profession and to the general public the 
ethical principles that guide the work of librarians, other professionals providing 
information services, library trustees and library staffs. 

Ethical dilemmas occur when values are in conflict. The American Library 
Association Code of Ethics states the values to which we are committed, and 
embodies the ethical responsibilities of the profession in this changing 
information environment. 

We significantly influence or control the selection, organization, preservation, and 
dissemination of information. In a political system grounded in an informed 
citizenry, we are members of a profession explicitly committed to intellectual 
freedom and the freedom of access to information. We have a special obligation 
to ensure the free flow of information and ideas to present and future 
generations. 

The principles of this Code are expressed in broad statements to guide ethical 
decision making. These statements provide a framework; they cannot and do not 
dictate conduct to cover particular situations. 

1. We provide the highest level of service to all library users through 
appropriate and usefully organized resources; equitable service policies; 
equitable access; and accurate, unbiased, and courteous responses to all 
requests. 

2. We uphold the principles of intellectual freedom and resist all efforts to 
censor library resources. 

3. We protect each library user's right to privacy and confidentiality with 
respect to information sought or received and resources consulted, 
borrowed, acquired or transmitted. 

4. We respect intellectual property rights and advocate balance between the 
interests of information users and rights holders. 

5. We treat co-workers and other colleagues with respect, fairness, and good 
faith, and advocate conditions of employment that safeguard the rights 
and welfare of all employees of our institutions. 

6. We do not advance private interests at the expense of library users, 
colleagues, or our employing institutions. 

7. We distinguish between our personal convictions and professional duties 
and do not allow our personal beliefs to interfere with fair representation of 
the aims of our institutions or the provision of access to their information 
resources. 

8. We strive for excellence in the profession by maintaining and enhancing 
our own knowledge and skills, by encouraging the professional 
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development of co-workers, and by fostering the aspirations of potential 
members of the profession. 

Adopted at the 1939 Midwinter Meeting by the ALA Council; amended June 30, 
1981; June 28, 1995; and January 22, 2008. 

(Appendix referenced in Policy 3.  Approved by PPLD Board of Trustees 1-13-99, 
Last revised 2-8-12, Reapproved 11-9-16) 
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APPENDIX 3C –-ALA Library Bill of Rights 
 
The American Library Association affirms that all libraries are forums for 
information and ideas, and that the following basic policies should guide their 
services. 
 

 Books and other library resources should be provided for the interest, 
information, and enlightenment of all people of the community the library 
serves. Materials should not be excluded because of the origin, 
background, or views of those contributing to their creation. 

 
 Libraries should provide materials and information presenting all points of 

view on current and historical issues. Materials should not be proscribed 
or removed because of partisan or doctrinal disapproval. 

 
 Libraries should challenge censorship in the fulfillment of their 

responsibility to provide information and enlightenment. 
 

 Libraries should cooperate with all persons and groups concerned with 
resisting abridgment of free expression and free access to ideas. 

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

of origin, age, background, or views. 
 

 Libraries which make exhibit spaces and meeting rooms available to the 
public they serve should make such facilities available on an equitable 
basis, regardless of the beliefs or affiliations of individuals or groups 
requesting their use. 

 
 All people, regardless of origin, age, background, or views, possess a right 

to privacy and confidentiality in their library use. Libraries should advocate 
for, educate about, and protect people’s privacy, safeguarding all library 
use data, including personally identifiable information. 

 
Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 
18, 1948; February 2, 1961; June 27, 1967; January 23, 1980; January 29, 2019.   

Adopted June 18, 1948. Amended February 2, 1961; June 28, 1967; January 23, 
1980 and June 24, 1996 (inclusion of age reaffirmed) by the ALA Council. 
 
(Appendix referenced in Policies 3 and 7.  Approved by PPLD Board of Trustees 
1-13-99, Reapproved 3-14-18) 
 
 















































Year‐to‐Year Comparison

Category 2015‐16 2016‐17 2017‐18 % Change3 2018‐19 % Change2

HOURS & VISITORS

Hours  

NHB 2,322             2,338            2,336           0% 2,328          0%

MAIN 3,519             3,546            3,536           0% 3,524          0%

RRB 2,275             2,253            2,180           ‐3% 2,173          0%

Total 8,116            8,137           8,052          ‐1% 8,025          0%

Visits

NHB NA 34,927         34,860        0% 33,865       ‐3%

MAIN NA 433,146       425,124      ‐2% 397,790    ‐6%

RRB NA 41,379         40,049        ‐3% 37,987       ‐5%

Total 532,365        509,452       500,033      ‐2% 469,642    ‐6%

ROOM USE

Meeting Rooms NA 929               946              2% 699             ‐26%

Study Rooms NA 7,911            8,410           6% 10,310       23%

PROGRAMS & ATTENDANCE

Programs  

Children's 751                690               778              13% 954             23%

Young Adult 44                  55                 78                42% 61               ‐22%

Other 401                384               399              4% 439             10%

Total 1,196            1,129           1,255          11% 1,454          16%

Attendance

Children's 28,384          25,238         31,801        26% 29,700       ‐7%

Young Adult 3,098             2,224            3,734           68% 1,049          ‐72%

Other 12,048          10,917         11,009        1% 8,301          ‐25%

Total 43,530          38,379         46,544        21% 39,050       ‐16%

USERS

Residents 54,735          59,006         63,767        8% 57,996       ‐9%

Non‐Residents 165                183               158              ‐14% 144             ‐9%

Total 54,900          59,189         63,925        8% 58,140       ‐9%

CIRCULATION

Adult 828,537        807,243       759,615      ‐6% 581,255    ‐23%

Young Adult NA 45,100         43,086        ‐4% 34,640       ‐20%

Children's 594,866        497,299       494,981      0% 509,450    3%

Total 1,423,403     1,349,642     1,297,682   ‐4% 1,125,345 ‐13%

REFERENCE

Questions 83,606          131,113       140,224      7% 148,998    6%

1on1 Assistance NA 66                 66                0% 48               ‐27%

COMPUTERS

PC Use 72,403          70,197         66,653        ‐5% 62,996       ‐5%

WiFi Use 1,964,736     2,099,616     2,193,168   4% 2,230,176 2%
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