
Prairie Trails Public Library District Policies 
-Reviewed, revised and adopted by the Trustees on December 14, 2017 

-Reviewed, revised and adopted by the Trustees on March 12, 2020 

 

Motto:  The Heart of the Community: engage, live, and learn through reading. 

  

Vision Statement:  

Our library is committed to enriching lives through information service and cooperation.  

  

Mission Statement:  

The Prairie Trails Public Library District is committed to the goals of stimulating the 

communication of ideas to an enlightened citizenry, and enriching the personal lives of the 

residents of the district by collecting and providing access to educational, informational, or 

recreational materials in print, non-print or electronic formats.  

  

Library Roles:   

Primary Role – PTPLD is a popular materials library, youth and adult reference and information 

center.  

Secondary Role – PTPLD serves as a patron’s door to literacy, learning and community, family 

programming for the encouragement of reading 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Board Bylaws 

Article I  
This organization shall be called “The Board of Trustees of the Prairie Trails Public  

Library District” existing by virtue of the provisions of Chapter 81 Section 1000-1 thru 1008-2 

of the Laws of the State of Illinois, and exercising the powers and authority and assuming the 

responsibilities delegated to it under the statute.  

 

Article II  
The officers shall be president, vice-president, secretary, and a treasurer. The sitting officers 

shall serve until the next ensuing election of Trustees, and thereafter, for two year terms, ending 

on the 30th day of April, or until their successors are duly elected by the Board.  

 Duties of the President  

The President shall preside over the meetings of the Board, and sign all necessary 

documents requiring the signature of the office of President.  

  

 Duties of the Vice President  

The Vice-President shall preside over all meetings of the Board in the absence of the 

President; and sign all necessary documents requiring the signature of the office of 

the Vice President.  

  

 Duties of the Secretary  

1. The Secretary shall keep and maintain appropriate records for his term in 

office and shall include therein, a record of the minutes of all meetings, 

the names of those in attendance, the ordinances enacted, resolutions, 

rules and regulations adopted an all other pertinent written matter as affect 

the operation of the district.  

2. The Secretary shall sign all necessary documents requiring the signature 

of the office of the Secretary.  

  

 Duties of the Treasurer  

1. The Treasurer shall keep and maintain accounts and records of the District 

during his term in office, indicating therein, a record of all receipts, 

disbursements and balance in any fund.  

2. Post the necessary bonds as directed by law.  

3. The Treasurer shall sign all necessary documents requiring the signature 

of the office of the Treasurer.  

  

Article III  
Meetings of the Board of Trustees shall be called as follows.  

    



 The regular meetings of the Board shall be held monthly at a time designated by 

the President or with the approval of the Board as such place as the Board may 

determine.   

 Special meetings may be called by the President or the Secretary or by four 

Trustees, by written notice delivered the day immediately preceding the day of 

the special meeting.  In the case of a stated emergency, provided a 24- hour 

notice is given.   

 A quorum at any meeting shall consist of four or more Trustees.   

 The order of business at all regular meetings shall include but not be limited to:  

(a) Roll call of Trustees  

(b) Disposition of minutes of previous meeting  

(c) Treasurer’s report  

(d) Disposition of bills and vouchers  

(e) Committee reports      

(f) Communications  

(g) Unfinished business  

(h) New business  

(i) Special reports  

(j) Community delegations  

 Regarding public comments at Board meetings:  

1. Each person wishing to speak to the Board, prior to the start of the 

meeting must provide his/her complete name and address on the sign-in 

sheet provided.  

2. Public comments are permitted during the “public comments” portion of 

the agenda.  

3. The presiding officer will recognize the speakers in the order in which 

they have signed in.  

4. The presiding officer has discretion to determine the length of time that a 

speaker may speak.   

 The Board of Trustees of the Prairie Trails Public Library District shall approve 

the minutes of their open meetings within thirty (30) days after that meeting or at 

the public body’s second subsequent regular meeting; whichever is later.   

 Any of the foregoing rules may be temporarily suspended by a unanimous vote 

of all the Trustees present at a meeting.  Such a vote shall be noted in the record.  

  

Article IV  
The President shall appoint committees of one or two members; or as a committee of the whole, 

each for such special purposes as the business of the Board may require from time to time. No 

committee will have other than advisory powers unless, by suitable action of the Board, it is 

granted specific power to act.  

  

Article V  
The by-laws may be amended by the vote of four Board members provided written notice of the 

proposed amendment shall have been mailed to all members prior to the first reading. Any 



changes must be read at two consecutive meetings.  Action on proposed amendment may take 

place immediately following the second reading.  

 

 

Indemnification of Trustees, Officers and Employees  
If any claim or action not covered by insurance is instituted against a Trustee of the Prairie 

Trails Public Library District arising out of an act or omission by the Trustee acting in good 

faith or purpose believed to be in the best interest of the Prairie Trails Public Library District; or 

if any claim or action not covered by insurance is instituted against an officer or employee of the 

Prairie Trails Public Library District allegedly arising out of an or omission occurring within the 

scope of his or her duties as such officer or employee; the Prairie Trails Public Library District 

shall, at the request of the Trustee, officer or employee:  

1. Appear and defend against the claim of action; and  

2. Pay or indemnify the Trustee for a judgment and court costs, based on such claim or 

action; and  

3. Pay or indemnify the Trustee for a compromise or settlement of such claim or action, 

providing the settlement is approved by the Board of Trustees.  For the purpose of this 

section, the term Trustee, officer and employee shall include a former Trustee, officer 

and employee of the Library District.  This section shall not apply if the Board of 

Trustees finds that the claim or action is based on malicious, willful or criminal 

misconduct.  In such cases, indemnification will be determined after an investigation of 

the facts.  
  

{Financial Policies} 

Investment Policy  
It is the policy of the Prairie Trails Public Library District to invest all funds under the District’s 

control in a manner which will provide investment return using authorized instruments, while 

meeting the District’s daily cash flow demands and in conformance with all state statutes 

governing the investment of public funds.   

  

Anti-nepotism Policy   
Related persons shall not serve concurrently within the library in any case.  Any relative or a 

current Board member is not eligible for employment by the PTPLD.  The library shall not 

employ two or more related staff members (by blood, marriage, etc.) at the same time.  In a 

situation where a Trustee/employee conflict of interest occurs, it is requested that the trustee 

abstain him/herself from voting.  

  

  

 
 



Hiring  
The Board of Trustees selects and hires the Director.  In accordance with policies established by 

the Board, the director hires the staff members and notifies the Board of same.  

Anyone currently enrolled in high school or elementary school (or home school equivalent) and 

reside within the library district’s boundaries are exempt from undergoing a criminal 

background check pursuant to the Illinois Uniform Conviction Information Act when 

volunteering at the library.   

 

Volunteers  
The library does not accept court ordered volunteers. We only accept volunteers who reside or 

attend school within our service area.  

Anyone 18 (eighteen) years or older accepting a volunteer position at the Prairie Trails Public 

Library District will undergo a criminal background check pursuant to the Illinois Uniform 

Conviction Information Act when volunteering at the library. 

 

Public Relations  
 Some of the primary public relations goals of the library are:  

 That the general public, governing officials and civic leaders have awareness and an 

understanding of the library’s objectives and services.  

 That the varied services offered by the library be publicized by the use of available 

media.  

  

The Board of Trustees recognizes that public relations involve every person who has any 

connection with the library.  The Board urges its own members and every staff member to 

realize that he/she represents the library in every public contact.  

  

The Director and professional staff will be expected to participate in community activities.  A 

reasonable amount of library time will be allowed staff members for preparation and 

presentations.  Materials to be used by press, radio and television will be approved by the 

Director.   

 

Cooperation with other Libraries  
The Board of Trustees recognizes that no single library can meet all demands in its community.  

Libraries in different political subdivisions working together, sharing their services and 

resources, can meet more nearly the full needs of their users.  

 The Board of Trustees and the library Director will be aware of those opportunities to cooperate 

with other libraries, to strengthen the services and resources of the library. 

 

 

 



General Regulations  
 The Prairie Trails Public Library District is a public facility.  Because of its very nature, rules 

and regulations must be observed to provide the best possible service to all, under pleasing 

conditions.  The following rules and regulations are presented to implement the policy for the 

benefit of the patrons of this library.  

  

Library hours are as follows:  

Monday through Thursday  9:00 a.m. – 9:00 p.m.  

Friday and Saturday  9:00 a.m. – 5:00 p.m.   

 

Holidays  
  The Prairie Trails Public Library District will observe the following holidays on which   

the library will be closed:  

New Year’s Eve New Year’s Day Memorial Day 

Independence Day Labor Day Thanksgiving Eve 

Thanksgiving Day Christmas Eve Christmas Day 

    

 The observance of federal holidays will be as per federal decree, otherwise it will be by 

calendar date.  

  Emergency closings are at the discretion of the Library Director.   

 The Library Board President will be notified prior to an emergency closing by the 

Director or designated staff member.  If the situation does not permit this immediate 

notification, the President will be informed of the closing as soon as possible.  

 

 

 

 

 

 

 

 

 

 

 

 

 



General Objectives of the Prairie Trails 

Public Library District 
a. To assemble, preserve and administer, in organized collections, books and other 

related educational and recreational material to promote the communication of 

ideas through an enlightened citizenship.  

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

c. To provide a place where inquiring minds may seek knowledge through 

conventional and sometimes unorthodox ideas in literature and other forms of 

communication.  

d. To support the educational, civic and cultural activities of other groups and 

organizations.  

e. To provide opportunities and encouragement for people of all ages and walks of 

life to continuously educate themselves.  

f. To continuously seek to identify community needs, to provide service programs 

that help fulfill those needs and to cooperate with other organizations that may be 

able to provide those programs.  

g. To provide opportunities for recreation through the use of literature, film, music 

or other art forms.  

 

  

Library Materials and Services 
The library will provide any materials, which help to meet its objectives.  The library will serve 

all residents of the library district.  Service will not be denied or abridged because of age, 

religious, racial, social, economic or political status.  
  

Services of the Library  
a. The library accepts as its basic responsibility the provision and servicing of 

selected books and other materials which aid the individual in the pursuit of 

education, information or research, and in the creative use of leisure time.  The 

library seeks to meet current needs as well as stimulate new interests in cultural, 

economic, scientific and social fields to the end that each patron may have the 

opportunity to read and develop to the broadest extent possible.  

b. The library will select from the mass of available materials, and organize for easy 

access; those books and materials which best reflect the needs of the community.   

c. The library staff will provide guidance and assistance for people to obtain the 

information they seek as recorded in print and audio-visual resources.  

d. The library will initiate programs, exhibits, book lists, etc., to stimulate the use of 

library materials for the enlightenment of people of all ages.  

e. The library will cooperate with other community agencies and organizations to:  

• Determine and meet the educational needs of the community.  



• Help them with their programs through such services, materials, 

and exhibits.   

f. The library will borrow for patrons with serious interests, materials which are not 

owned by the library and which cannot be purchased, or materials for which the 

demand does not justify purchases.  

g. The Prairie Trails Public Library district is a member of RAILS/ SWAN.  The 

library will lend to other libraries, materials which are requested for their patrons 

and which are not available in the borrowing library.  Prairie Trails Public 

Library District patrons have a priority in the use of materials.  

h. The library will endeavor to maintain a balance in its service to patrons.  The 

public library will cooperate with, but will not perform the functions of school or 

institutional libraries which are designed to meet curricular needs.  

  

General Aims and Objectives  
It is the prime objective of the library to serve its patrons as adequately as possible.  Efforts will 

be made to discern the needs of the community members we serve.  The library welcomes the 

input and suggestions of its patrons in hope of providing them the type of service their tax dollar 

is supporting.  

   

Physical Facilities  
a. To achieve the goal of good library service, the Board of Trustees accepts the 

responsibility of providing a facility which adequately meets the physical 

requirements of modern, progressive library service.  Such facilities will offer to the 

community a place to read, look, listen and learn.  

b. The Board of Trustees accepts the responsibility to attempt to secure the funds for 

needed facilities.   

c. The Director, the architect and the Board of Trustees as a planning team with the 

assistance of consultants, will continue to endeavor to plan facilities to meet 

recognized standards and the needs of the community.  

d. As of July 2004, the library’s meeting rooms (Amy Jarrett/youth, Library 

Founders’/adult and James Rokaitis Board room) will be only available for library 

sponsored and/or cosponsored programs.  The Board of Trustees will review and 

amend this policy as they so deem (July 2004).  

e. Displays in the library will be scheduled at the discretion of the Library Director (see 

Application to Exhibit).   

  

Concealed Carry  
The Board of Trustees of the Prairie Trails Public Library District prohibit the carrying of firearms 

on library property in accordance with Public Act 98-63, the Firearm Concealed Carry Act (Dec. 

12, 2013). 

 



 

 Smoking, Eating and Drinking  
a. Smoking / vaping is prohibited in all areas of the library building.   

b. Eating is not permitted in the public areas of the library unless offered during a library 

sponsored event.  

c. Drinks must have a fitted lid.  Drinks are not allowed in the patron computer area.  

d. Possession or use of alcohol, cannabis, or illegal drugs is prohibited on Library 

property.  Persons exhibiting signs of intoxication by alcohol or other substances will 

be asked to leave the library.  
  

Distribution of Literature          
The library has a limited amount of space available for the distribution of literature for nonprofit 

organizations engaged in educational, cultural, intellectual or charitable activities in the 

communities of Burbank and Nottingham Park.  This space is available under the supervision of 

the Director.  The primary purpose of the literature must be to inform the public of the 

organization’s programs, services and events.  

 The following will not be accepted for distribution:  

 Advertisements of products or services offered by commercial organizations or 

individuals  

 Petitions  

 Electioneering materials  

 Business cards  

  

Because space is limited, it may not always be possible to distribute all literature that is 

acceptable under the above guidelines.  The following priorities will be used to determine which 

items will be distributed:  

 Materials produced by the City of Burbank, the community of Nottingham Park, 

the Burbank Park District, school districts, Stickney Township, and governing 

agencies serving the residents of the library district  

 Materials produced by nonprofit organizations and headquartered within our 

library district.  

 Materials produced by nonprofit organizations providing direct services to the 

residents of our library district.  

 

 Materials Selection Policy  
The Prairie Trails Public Library district acquires, makes available, and encourages the use of 

materials in all media which:  

a. Meet the informational needs of the community.  

b. Supplement formal study and encourage informal self-education.  

c. Stimulate thoughtful participation in affairs of the community, the country, and the 

world.  

d. Give access to various opinions on matters of current interest and encourage freedom 

of expression.  



e. Aid in learning and improving job-related skills.  

f. Assist the individual to grow intellectually and spiritually and to enjoy life more fully.  

  

The library acquires:  

a. Contemporary materials representing various points of view, which are of current 

interest and possible future significance, including materials which reflect current 

conditions, trends and controversies.  

b. Source materials and thoughtful interpretations which document and illuminate the 

past.  

c. Materials, including the experimental and controversial, which extend the individual’s 

capacity to understand the world in which one lives.  

d. Materials that strive to anticipate future needs of the community.   

  

The Community as a Factor in Selection  
The library will strive to make available materials that will meet the educational, informational, 

cultural and recreational interests of all the people of the Prairie Trails Public Library District.  

To fulfill this purpose, the library endeavors to maintain a collection of permanent value and of 

current interest.    

  

Other Community Resources  
The Prairie Trails Public Library District is a member of RAILS and SWAN and thereby 

cooperates with academic, special, school and other public libraries.  Also with community 

agencies, groups and organizations whose purposes and activities are related to library 

objectives.  Inter-library loan on a city, state and federal level is available to our patrons as well 

as reciprocal borrowing privileges.  

 

Educational Institutions  
Responsibility for the provisions of curriculum related materials belongs properly to the schools.  

But the public library will provide materials which supplement and enrich the reference, research 

and recreational needs of student borrowers of all ages.  The same general standard of merit and 

relevance that apply to all selections will be used to evaluate curriculum related materials.  

 

Services for the Handicapped  
Prairie Trails Public Library District participates in the Illinois State Library Talking Book and 

Braille Service and thereby provides its handicapped patrons with blind and physically 

handicapped services.  These include large print books, audiobooks and necessary support 

equipment.  

  

The Structure of the Library as a Factor in Selection  
Space and budgetary restrictions are internal factors which have a direct bearing on the selection 

of materials.  External factors include access to inter-library loan materials via the Suburban 

Library System as well as reciprocal borrowing.   



The Nature and Quality of Materials as Factors in Selection  
Expanding areas of knowledge, changing social values, technological advances and cultural 

differences require flexibility, open mindedness and responsiveness in the evaluation and re-

evaluation of all library materials, old and new.  Newspapers, magazines, pamphlets, foreign 

language materials, films, recordings and other developing types of materials are acquired and 

made accessible as they are judged suitable, meaningful and relevant to the community.   

  

Each type of material must be considered in terms of its own degree of excellence, and the 

standard which can be applied in all cases when making an acquisition decision.  Some 

materials may be judged primarily in terms of artistic merit, scholarship or their value as human 

documents.  Others are selected to satisfy the recreational and entertainment needs of the 

community.  

  

A small portion of the materials evaluated are subject to widespread or heavy local demand.  

Items having such demand may or may not meet the general and specific criteria contained in 

this policy.  In either case the volume and nature of requests by members of the public will be 

given serious consideration.   
  

Weeding  
Materials which are no longer useful in light of stated objectives of the library or are worn 

beyond repair will be systematically weeded from the collection according to accepted 

professional practices.  Discarded books will be made available to patrons and charitable and 

non-profit organizations at the discretion of the Library Director.  

 

Responsibility of Selection  
Materials are reviewed by the professional staff members.  The final responsibility for selection 

resides with the Library Director.  

 

Patron’s Concerns Regarding Library Materials  
Citizen’s request for reconsideration of library materials will be handled in accordance with the 

procedure manual.    

 

Library Materials Policy  
a. The library will provide any materials which help to meet its objectives.  

Materials may include but are not limited to:  books, periodicals, newspapers, 

DVDs, recordings, digital materials, and etc.   

b. Procurement decisions will be based on the value and importance of the   

materials to the Prairie Trails public Library District and its patrons.  In general, 

materials of lasting value are added to the collection, but popular materials for 

which there is great demand, may be added.   

c. The library will not attempt to furnish materials needed for formal courses of 

study offered by elementary and secondary schools and by institutions of higher 



learning.   The public library has materials for self-study, but is not primarily 

designed to furnish reading requirements for academic study.   

d. All materials will be lent for home use under library regulations and procedures, 

with the exception of those which are special demand and/or cannot be 

duplicated, and those which are rare and fragile items.  

e. The library subscribes to the LIBRARY BILL OF RIGHTS of the American 

Library Association, the FREEDOM TO READ and the FREEDOM TO VIEW 

statements prepared by the American Library Association and the American 

Book Publisher’s Council and the Citizen’s Request for Reconsideration of 

Library Materials, adapted from a form developed by the National Council of 

Teachers of English.  

f. In order to protect the rights and privacy of individual library patrons and in 

order to foster the freedom to read, the Prairie Trails Public Library District will 

maintain its circulation records as required by the Illinois Library Confidentiality 

Act (75 ILCS 70/1 et seq) as confidential information.  No Indvidual’s records 

will be released to any person or agency except pursuant to a court order.  

Library staff may provide information to a minor’s parent or legal guardian about 

fines or overdue materials.  

 

 

  

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.  

I. 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.  

 

II. 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.  

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

information and enlightenment.  

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

abridgment of free expression and free access to ideas.  

V. A person’s right to use a library should not be denied or abridged because of origin, age, 

background, or views.  

VI. Libraries that make exhibit spaces and meeting rooms available to the public they serve 

should make such facilities available on an equitable basis, regardless of the beliefs or 

affiliations of individuals or groups requesting their use.  



Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; 

February 2, 1961; June 27, 1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 

1996.  

A history of the Library Bill of Rights is found in the latest edition of the Intellectual Freedom 

Manual.  

Freedom to Read Statement 
The freedom to read is essential to our democracy. It is continuously under attack. Private 

groups and public authorities in various parts of the country are working to remove or limit 

access to reading materials, to censor content in schools, to label "controversial" views, to 

distribute lists of "objectionable" books or authors, and to purge libraries. These actions 

apparently rise from a view that our national tradition of free expression is no longer valid; that 

censorship and suppression are needed to counter threats to safety or national security, as well as 

to avoid the subversion of politics and the corruption of morals. We, as individuals devoted to 

reading and as librarians and publishers responsible for disseminating ideas, wish to assert the 

public interest in the preservation of the freedom to read.  

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

ordinary individual, by exercising critical judgment, will select the good and reject the bad. We 

trust Americans to recognize propaganda and misinformation, and to make their own decisions 

about what they read and believe. We do not believe they are prepared to sacrifice their heritage 

of a free press in order to be "protected" against what others think may be bad for them. We 

believe they still favor free enterprise in ideas and expression.  

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

education, the press, art and images, films, broadcast media, and the Internet. The problem is not 

only one of actual censorship. The shadow of fear cast by these pressures leads, we suspect, to 

an even larger voluntary curtailment of expression by those who seek to avoid controversy or 

unwelcome scrutiny by government officials.  

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

suppression is never more dangerous than in such a time of social tension. Freedom has given 

the United States the elasticity to endure strain. Freedom keeps open the path of novel and 

creative solutions, and enables change to come by choice. Every silencing of a heresy, every 

enforcement of an orthodoxy, diminishes the toughness and resilience of our society and leaves 

it the less able to deal with controversy and difference.  

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

write is almost the only means for making generally available ideas or manners of expression 

that can initially command only a small audience. The written word is the natural medium for 

the new idea and the untried voice from which come the original contributions to social growth. 

It is essential to the extended discussion that serious thought requires, and to the accumulation 

of knowledge and ideas into organized collections.  

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

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

http://www.ala.org/advocacy/intfreedom/iftoolkits/ifmanual/intellectual
http://www.ala.org/advocacy/intfreedom/iftoolkits/ifmanual/intellectual
http://www.ala.org/advocacy/intfreedom/iftoolkits/ifmanual/intellectual
http://www.ala.org/advocacy/intfreedom/iftoolkits/ifmanual/intellectual
http://www.ala.org/advocacy/intfreedom/iftoolkits/ifmanual/intellectual


limiting the range and variety of inquiry and expression on which our democracy and our culture 

depend. We believe that every American community must jealously guard the freedom to 

publish and to circulate, in order to preserve its own freedom to read. We believe that publishers 

and librarians have a profound responsibility to give validity to that freedom to read by making 

it possible for the readers to choose freely from a variety of offerings.  

The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand 

firm on these constitutional guarantees of essential rights and will exercise the responsibilities 

that accompany these rights.  

We therefore affirm these propositions:  

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

diversity of views and expressions, including those that are unorthodox, unpopular, or 

considered dangerous by the majority.  

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

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

to maintain themselves in power by the ruthless suppression of any concept that 

challenges the established orthodoxy. The power of a democratic system to adapt to 

change is vastly strengthened by the freedom of its citizens to choose widely from 

among conflicting opinions offered freely to them. To stifle every nonconformist idea at 

birth would mark the end of the democratic process. Furthermore, only through the 

constant activity of weighing and selecting can the democratic mind attain the strength 

demanded by times like these. We need to know not only what we believe but why we 

believe it.  

 

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

they make available. It would conflict with the public interest for them to establish their 

own political, moral, or aesthetic views as a standard for determining what should be 

published or circulated.  

Publishers and librarians serve the educational process by helping to make available 

knowledge and ideas required for the growth of the mind and the increase of learning. 

They do not foster education by imposing as mentors the patterns of their own thought. 

The people should have the freedom to read and consider a broader range of ideas than 

those that may be held by any single librarian or publisher or government or church. It is 

wrong that what one can read should be confined to what another thinks proper.  

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

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

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

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

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



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

to the reading matter deemed suitable for adolescents, or to inhibit the efforts of writers 

to achieve artistic expression.  

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

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

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

diversity of experiences in life to which they will be exposed, as they have a 

responsibility to help them learn to think critically for themselves. These are affirmative 

responsibilities, not to be discharged simply by preventing them from reading works for 

which they are not yet prepared. In these matters values differ, and values cannot be 

legislated; nor can machinery be devised that will suit the demands of one group without 

limiting the freedom of others.  

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

characterizing any expression or its author as subversive or dangerous.  

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

determine by authority what is good or bad for others. It presupposes that individuals 

must be directed in making up their minds about the ideas they examine. But Americans 

do not need others to do their thinking for them.  

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

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

impose their own standards or tastes upon the community at large; and by the 

government whenever it seeks to reduce or deny public access to public information.  

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

or the aesthetic concepts of an individual or group will occasionally collide with those of 

another individual or group. In a free society individuals are free to determine for 

themselves what they wish to read, and each group is free to determine what it will 

recommend to its freely associated members. But no group has the right to take the law 

into its own hands, and to impose its own concept of politics or morality upon other 

members of a democratic society. Freedom is no freedom if it is accorded only to the 

accepted and the inoffensive. Further, democratic societies are more safe, free, and 

creative when the free flow of public information is not restricted by governmental 

prerogative or self-censorship.  

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

read by providing books that enrich the quality and diversity of thought and expression. 

By the exercise of this affirmative responsibility, they can demonstrate that the answer to 

a "bad" book is a good one, the answer to a "bad" idea is a good one.  

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

that reader's purpose. What is needed is not only the absence of restraint, but the positive 

provision of opportunity for the people to read the best that has been thought and said. 



Books are the major channel by which the intellectual inheritance is handed down, and 

the principal means of its testing and growth. The defense of the freedom to read 

requires of all publishers and librarians the utmost of their faculties, and deserves of all 

Americans the fullest of their support.  

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

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

enormous variety and usefulness, worthy of cherishing and keeping free. We realize that the 

application of these propositions may mean the dissemination of ideas and manners of 

expression that are repugnant to many persons. We do not state these propositions in the 

comfortable belief that what people read is unimportant. We believe rather that what people read 

is deeply important; that ideas can be dangerous; but that the suppression of ideas is fatal to a 

democratic society. Freedom itself is a dangerous way of life, but it is ours.  

    

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

American Library Association and the American Book Publishers Council, which in 1970 

consolidated with the American Educational Publishers Institute to become the Association of 

American Publishers.  

Adopted June 25, 1953, by the ALA Council and the AAP Freedom to Read Committee; 

amended January 28, 1972; January 16, 1991; July 12, 2000; June 30, 2004.  

A Joint Statement by:   

American Library Association   

Association of American Publishers   

Freedom to View Statement 
The FREEDOM TO VIEW, along with the freedom to speak, to hear, and to read, is protected by 

the First Amendment to the Constitution of the United States . In a free society, there is no place 

for censorship of any medium of expression. Therefore these principles are affirmed:  
1. To provide the broadest access to film, video, and other audiovisual materials because 

they are a means for the communication of ideas. Liberty of circulation is essential to 

insure the constitutional guarantee of freedom of expression.  

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

other audiovisual materials.  

3. To provide film, video, and other audiovisual materials which represent a diversity of 

views and expression. Selection of a work does not constitute or imply agreement with 

or approval of the content.  

4. To provide a diversity of viewpoints without the constraint of labeling or prejudging 

film, video, or other audiovisual materials on the basis of the moral, religious, or 

political beliefs of the producer or filmmaker or on the basis of controversial content.  

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

freedom to view.  

http://www.ala.org/
http://www.ala.org/
http://www.publishers.org/
http://www.publishers.org/
http://www.ala.org/offices/oif/firstamendment/firstamendment
http://www.ala.org/offices/oif/firstamendment/firstamendment


This statement was originally drafted by the Freedom to View Committee of the  

American Film and Video Association (formerly the Educational Film Library Association) and 

was adopted by the AFVA Board of Directors in February 1979. This statement was updated 

and approved by the AFVA Board of Directors in 1989.  

Endorsed January 10, 1990, by the ALA Council  

Library Card Policy  
Prairie Trails Public Library District serves Burbank and Nottingham Park residents.  Library 

cards are no charge to residents and employees of Prairie Trails Public Library District.   

Residents must present two forms of identification proving residency in the Prairie Trails Public 

Library District. Both forms of identification must have a current address within the district. 

Library Cards for residents are valid for three years.  The library must be notified of any change 

of address or loss of card. All materials checked out on a card are the responsibility of the card 

holder. The patron is responsible for any charges related to loss, damage, or late return of the 

library materials borrowed on the card.  Applicants must be 18 years of age or older to obtain, 

renew or replace their own library card.  Patrons under the age of 18 must have a legal guardian 

present to obtain a card. Library cards are not transferrable. Any materials/equipment returned 

late, damaged or lost are the responsibility of the cardholder. 

 

Business Card  

Businesses located in the Prairie Trails Public Library District service area are eligible to obtain 

a Business Library Card.  Each local business is entitled to one library card to the owner of that 

business for a period of one year.  Proof of ownership is required, including a business license 

and a property tax bill or lease. 

This card is to check out Prairie Trails Public Library District materials and use of the library’s 

databases.  This card may not be used at other libraries or for requesting interlibrary loans.   

 

Educator Card 

Teachers who are employed by a school within the district can get a library card issued for the 

period of one school year.  Teachers must provide proof of employment and proof of address to 

receive a card. Materials are for classroom use only, not for personal use. Teachers are 

responsible for all materials checked out.  Interlibrary loan is not available for teachers.  Printed 

Materials may be checked out for four weeks.  Teachers are responsible for all charges accrued 

on their card, including those for overdue, damaged, or lost materials.  

Proof of employment includes: Current school or childcare pay stub; Letter on school letterhead 

from school administrator or childcare director; or copy of current Illinois State Board of 

Education Homeschooling Registration form.  

 

Digital Library Card 

To be mailed to households that do not have a library card at the registered address. This card is 

exclusively for digital items: databases, and digital books/ magazines. One card per household. 



In order to check out printed materials from the library, two forms of identification showing 

proof of address is required. This card expires after one year. Digital Library Cards are not 

renewable.  

 

Lost or Expired Cards 

Proof of residency is required to replace both lost and expired cards.  Expired cards are renewed 

at no charge.  The replacement fee for lost cards is $3.00.  Any fines on the cardholder’s account 

must be paid prior to renewing or replacing a card. Patrons must notify library if card is lost or 

stolen so a stop can be placed on it.  

Damaged cards will be replaced at no charge with the return of the damaged card.  

First Reading: 10-13-16 

Second Reading 11-10-16 

Passed: 11-10-16 

Obtaining a Prairie Trails Public Library Card 
 An applicant or minor of an applicant who resides within Burbank or Nottingham Park 

area may obtain a library card at the Prairie Trails Public library District Library or 

online, if available. The applicant or the minor applicant’s legal guardian must present 

two forms of identification verifying residence.  

Acceptable forms of identification are pre-printed with the applicant’s name and current             

address within the Prairie Trails Public Library District boundary.  Examples:  

 Utility bill 

 Valid Driver’s License OR State Identification Card 

 Motor Vehicle Registration Card 

 Property Transfer Certificate 

 Senior Citizen Membership Card 

 Voter Registration Card 

 Lease or mortgage papers 

 Public Aid or Medical Aid Identification Card 

 Envelope with postal “Change-of-Address” label with current 

postmark 

 Current magazine with mailing label  

 Personnel check – (owner not receiver) 

 Any preprinted form of mail with the applicant’s name and current 

address 

 An adult cardholder or an adult of their minor cardholder agrees to the following by 

signing an the agreement on hard copy and / or electronically: 

o to comply with all rules and regulation of the library 

o to present this card or electron version of this card each times items are borrowed 

o to be responsible for all items and fines acquired on this card 

o legal guardian will be responsible for all items and fines acquired on the minor’s 

card 

o to report loss of card or change of address immediately 



 A Prairie Trails Public Library District card is valid for three years. 

Renewing a Prairie Trails Public Library District Card 
 A Prairie Trails Public Library card may be renewed at the Prairie Trails Public library 

District facility or online if available. 

 The current Prairie Trails Public Library card must be presented or a fine will be incurred 

 The patron record associated with the library card must be free of fees and fines 

o The adult card holder must present their library card and another form of 

identification verifying residence.  Examples:  

 Utility bill 

 Valid Driver’s License OR State Identification Card 

 Motor Vehicle Registration Card 

 Senior Citizen Membership Card 

 Voter Registration Card 

 Lease or mortgage papers 

 Public Aid or Medical Aid Identification Card 

 Current magazine with mailing label  

 Personnel check – (owner not receiver) 

 Any preprinted form of mail with the applicant’s name and 

current address 

o The minor card holder must present their library card and another form of 

identification verifying residence. 

 Knowledge of and reciting of phone number on record 

 Knowledge of and reciting of current address on record 

 Knowledge and reciting of name of legal guardian on 

record 

 Valid Driver’s License OR State Identification Card 

 Motor Vehicle Registration Card 

 Current magazine with mailing label  

 Personnel check – (owner not receiver) 

 Any preprinted form of mail with the applicant’s name and 

current address 

Replacing a lost or stolen Prairie Trails Public Library card 
 Report loss of card or change of address immediately  

 A Prairie Trails Public Library card may be replaced at the Prairie Trails Public library 

District facility or online if available. 

 The patron record associated with the library card must be free of fees and fines 

 A fine will be incurred for a lost Prairie Trails Public Library card 

 If the record associated with the card is still available  the lost card is treated as a renewal 

 If the record associated with the card is not in available the lost card is treated a new card 

Adding and Renewing Chicago Residents and Out of System Residents 

to the SWAN Integrated Library System (Non-SWAN Reciprocal 

Borrowers) 
Chicago residents 



 Must present a valid Chicago Public Library card and one of the forms of identification 

for a Prairie Trails Public Library District new card. The address on both must be the 

same.  

o The Chicago reciprocal access will expire in one year. 

 Renewal of a Chicago Public library card is the same as a new card with the exception of 

o The patron record associated with the library card must be free of fees and fines 

Out of system residents 

 Must present a valid library card and one of the forms of identification for a Prairie Trails 

Public Library District new card. The address on both must be the same.  

o The out of system reciprocal access will expire accordance with the home library 

 Renewal of an out of system card is the same as a Prairie Trails Public Library District 

card 

 

Circulation Policy  
  

a. Checkout periods, renewals and request limitations are subject to the Library System or 

current consortium changes/requirements. 

b. All Inter-library loan materials are subject to the borrowing library’s circulation rules. 

c. Checkout periods for PTPLD items are as follows: 

 

Item Loan 

Period 

Renewals Check 

Out 

Limit 

Books, 

Audiobooks,  

3 weeks 2* none 

CDs 3 weeks 2* 15 

New DVDs 3 days None 15** 

Older DVDs 7 days 2* 15** 

NEW TV 

Series DVDs 

2 weeks None 15** 

TV Series 

DVDs 

2 weeks 2* 15** 

Back Issue 

Periodicals 

1 week 2* none 

Digital 

Materials 

Set by 

Vendor 

Set by 

Vendor 

Set by 

Vendor 

    

*Renewals are not guaranteed.  Items with a patron hold are not renewable.  

**A patron may have a maximum of 15 total PTPLD DVDs checked out at a time. 
 



Media Policy  
a. New DVDs will be available to patrons checking out at PTPLD for the first ninety (90) 

days. They are not available via Interlibrary Loan.  

b. New DVDs may be checked out for three 3 days.  

c. Parents must sign that they are aware all dvds and streaming services are available to all 

patrons.  

d. DVD late fees will be $2.00 per day.  

e. A patron may have up to 15 PTLD DVDs of any kind checked out.  

Miscellaneous Equipment/ Media 
 The Library Director shall determine the rules of use, loan periods, fees, fines, and costs 

as appropriate for equipment available for use by the public.  Information regarding use 

of equipment is available at each service desk and on the library’s website.  

 Patrons using library equipment are responsible for its care will be held liable for 

damages to the equipment.  Any problems or malfunctions should be reported 

immediately  

 

Homebound Service  
Prairie Trails Public Library District offers materials delivery service to patrons who have 

a valid Prairie Trails Public Library card 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 a Homebound Delivery Service application form and submit it to 

the Adult Services Department. 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 and new movies. 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 Adult Services staff 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.  

 

Lost Or Damaged Library Materials  
a. In the case of lost materials, the patron will be charged the replacement cost of the 

item(s) plus a processing fee.  No refunds will be given after three months.   

b. The library accepts cash, personal checks, money orders, credit cards and certified 

checks for payment of fines and/or lost materials.  When the method of payment is 

negated due to non-sufficient funds (NSF), there will be a bank fee charge – plus – the 



fine or cost of the lost material(s).  This payment may only be made by cash, money 

order or by certified check. Checks will not be accepted in payment for debts owed in 

the amount exceeding that owed to the library. 

c. PLTLD patrons will be assessed a flat fee when their delinquent materials record is 

forwarded to the library’s collection agency.  This is – in addition – to all other 

charges they may incur.   

  

Overdue Materials  
A fine will be charged for regularly circulated books and materials in accordance with library 

procedure. Trustees and staff members will reimburse the library for any late, lost, damaged, or 

unreturned materials.  

  

Reciprocal Borrowing Service  
 PTPLD participates in the Illinois Intersystem Reciprocal Borrowing Covenant.  Illinois 

residents who are reciprocal library users must present a current, valid library card from their 

local reciprocal library and one piece of ID with name and address.  After verification from the 

home library, PTPLD will enter that patron into our database and allow them to check out 

materials via the reciprocal borrowing process.  8/2013  

 

Interlibrary Loan Policy  
Interlibrary loan is the process by which a library requests material from, or supplies material to, 

another library.  Through interlibrary loan, patrons can access materials from other libraries in 

Illinois and from other national and international OCLC-participating libraries.  The requested 

material will be sent to Prairie Trails Public Library, where the patron may check the item out or 

use it in the library.   

The library affirms that interlibrary loan is an adjunct to, not a substitute for, the library’s 

collection.  The library will exhaust local resources first, including its own collection and those 

of libraries in the SWAN System, before requesting items from libraries out of the system.  The 

Prairie Trails Public Library endorses the Illinois State Library’s ILLINET Interlibrary loan 

code.  

Interlibrary Loan Services  
a. PTPLD patrons will be limited to placing fifty (50) holds for all materials formats per 

card.   

b. The number of interlibrary loan items for reciprocal borrowers will be determined by 

SWAN. 

c. Any patron with a valid card from a public library with RAILS may request items.  

d. Requests may be made in person, by telephone or online.  

e. Patrons will be notified by telephone, email, or text message when the materials 

arrive.  

f. Fees will not apply for items acquired from libraries within Illinois.  A fee will be 

assessed for items acquired from out-of-state libraries.  



g. Patrons are responsible for the replacement costs and processing fees for any 

lost/damaged items.  These costs are determined by the lending libraries.  

h. Payment may be made by cash, credit card or check.  

i. See Interlibrary Loan Procedures for further edification of the process.  

j. Interlibrary loan is the process by which a library requests material from, or supplies 

material to, another library.  Through interlibrary loan, patrons may access materials 

from other libraries in Illinois and from other national and international OCLC-

participating libraries.  The requested material will be sent to Prairie Trials Public 

Library, where the patron may check the item out or use it in the library.  8/2013  

 

Interlibrary Borrowing 
 

Users 

This service is offered to all patrons holding a valid Prairie Trails Public Library card. Patrons’ 

accounts must be in good standing to participate in interlibrary loan.  

How to submit a request 

Patrons can request materials by contacting either the Adult Services or the Youth Services 

departments of the library in person or by phone.  Patrons must provide as much information as 

possible about the requested item, along with the patron’s name, phone number and library card 

number.  Patrons may also place a hold themselves through the library’s online catalog or 

WorldCat, both of which can be accessed through the library’s website.  

What can be borrowed? 

The library will request materials in all formats (e.g., books, audiovisual materials, periodicals, 

government documents, microfilm, photocopies, etc.).  Please note that some materials may be 

restricted to in-library use by the loaning library.   

Fees 

There is no fee for borrowing materials from other Illinois libraries (unless the requested item is 

a photocopy, in which case the fee depends on the supplying library).  There is a $5.00 charge to 

borrow materials from libraries in other states.  This fee is owed once the item is obtained and is 

payable upon check out.  If out-of-state materials are not picked up by the patron, a $5.00 fine 

will be charged to the patron’s record.  

Turnaround time 

Service will be provided as quickly as possible.  Available materials requested within Illinois 

generally take two to three weeks to arrive and out of state materials three to six weeks.  The 

patron will be notified by phone if the library is not able to obtain the requested material. 

Notification 

When requested materials arrive, library staff will call the patron or an email will be generated, 

depending on the preference stated on the patron’s record.  After the patron has been contacted, 

they will have 5 days to pick up the material.  If the material is not picked up within the 5 days it 

will be returned to the lending library and the patron will be fined $5.00.  Requested materials 

are shelved at the circulation desk. 

Patron responsibility 



The patron is responsible for picking up requested materials.  Library materials must be checked 

out with the same library card from which requested.  Requested materials may not be 

transferred to another patron’s card.  It is also the responsibility of the patron to return the item in 

a timely fashion.  If the patron returns an item late, the patron is responsible for late fees.  If 

requested items are lost or returned damaged, the patron is responsible for the cost of the item 

and any processing fees charged by the lending library. When materials are lost or are returned 

late, the borrowing privileges of both the patron and Prairie Trails Public Library are 

jeopardized.  Patrons who consistently abuse interlibrary loan borrowing privileges will find 

their interlibrary loan borrowing privileges suspended.  

Loan period and renewals 

Lending libraries determine the length of loan periods, as well as renewal policies.  Prairie Trails 

Public Library will strictly observe any conditions for use of the loaned materials that are 

imposed by the lending library (e.g. short loan period, in library use only, no renewals).  To 

renew materials that were obtained outside of the SWAN system, contact the Adult Services staff 

at least three weekdays prior to the due date.  Staff will try to contact the lending library and 

attempt to renew the item. Library staff will notify the patron whether the material may be 

renewed.  

Interlibrary Lending 
Users 

The Prairie Trails Public Library will loan materials to all libraries.  If you are a patron of a 

SWAN library, you may request items from our collection through the SWAN catalog.  All other 

individuals wishing to borrow materials from our collection must initiate their request through a 

library.  

How to submit a request 

Illinois libraries may submit requests by mail (ALA form or equivalent required), fax, OCLC, 

phone (confirming fax required), or through the SWAN system.  Libraries outside of Illinois may 

submit requests by fax (ALS form) or OCLC.  

What can be borrowed? 

The library endeavors to make available the broadest range of materials for interlibrary loan, 

with the following exceptions: reference materials, newspapers, and current issues of periodicals.  

The library also reserves the right to refuse to lend materials or to ask a borrowing library to 

restrict use of materials lent. 

Loan Period 

The loan period for Prairie Trails Public Library materials is determined by the current 

circulation procedures.  If loaned materials are not on reserve for another patron, the item may be 

renewed.  There is a limit of two renewals.  

Fees 

The Prairie Trails Public Library does not charge for lending materials to ILLINET/LVIS 

libraries.  There is a charge of $5.00 for materials shipped non-ILLINET/LVIS libraries.  Fees to 

libraries located outside of the US will be determined on a case-by-case basis.  

Lost or damaged interlibrary loan materials 



The Prairie Trails Public Library will assess a fee on lost or damaged materials equal to the 

replacement cost of the material, in addition to a $5.00 processing fee. The borrowing library is 

responsible for payment of this fee.  

Photocopies 

Requests from ILLINET/ LVIS libraries will not be charged a fee for the first 30 pages.  Fees for 

any non-ILLINET/LVIS library will be determined on a case-by-case basis. 

Contact Information 

Prairie Trails Public Library 

8449 S. Moody Ave.  

Burbank, IL 60459 

Phone: 708-430-3688 

Fax: 708-430-5596 

Email: adultref@prairietrailslibrary.org 

OCLC symbol: FJO 

 

 

Computer And Internet Use Policy  
Internet access is provided by the library through public computers and the library’s wireless 

network, accessible to properly equipped portable computers and devices. Other wireless 

networks may also be accessible at the library. The library’s Internet and WI-FI is available to 

registered library cardholders only. 

Regardless of network source, use of the Internet at the library constitutes acceptance of 

the terms of this Policy. 

The library requires that customers use the Internet in a responsible manner that respects other 

individuals and protects the shared resources of the community. 

 Customers using the Internet must comply with all applicable municipal, Illinois, Federal 

laws, and all library policies.  

 Customers using the Internet must respect the rights, dignity, privacy, and convenience of 

others. 

 Viewing sites that contain pornography, child pornography, obscene or harmful to minors 

is prohibited. 

 Parents, guardians or designated caregivers are responsible for supervising their 

minor child’s use of the Internet at the library. Parents or guardians have the right and 

responsibility to restrict their children's and only their own children's use of library 

resources, including computers and the Internet. The Library respects the right of parents 

to determine what it is appropriate for their children but the Library cannot enforce these 

rules, which may be different for each family in our community. 

 Activities that compromise the security, efficiency, or condition of the library’s 

technology resources are prohibited. 

 Access to computers or Internet use may be limited by the library. 

Failure to comply with this policy will result in the loss of Internet or library privileges. 



The library reserves the right to determine what sites or use are in violation of these 

policies and to take action, it considers necessary to promote or obtain acceptable use of the 

Internet.  

 The library disclaims any liability or responsibility arising from access to the Internet, to 

the library’s network, or use of information through the Internet. 

 The library is not responsible for any damages or charges incurred during use of the 

Internet in the library. 

 The library cannot guarantee that customers’ equipment will work compatibly with the 

library’s network. 

Library Customer' Rights 
Library customers have the right to equitable access to public computers. 

 Library customers have the right to privacy to the extent possible in the public setting, but 

users should be aware that the location of the computer workstations might enable an 

online session to be viewed easily by others. 

 Users should be aware that because security is technically difficult to achieve, there exists 

the possibility of electronic transactions and files becoming public. Ultimate 

responsibility for resolution of problems related to the invasion of the user's privacy or 

loss of data rests with the user. The library assumes no liability for loss or damage to the 

user's data or for any damage or injury arising from the invasion of the user's privacy. 

Library Procedures Relating to Library Internet and Computer Use 
these procedures include (but are not necessarily limited to) the following: 

 Users must present their library card in good standing and complete a registration, user 

agreement form prior to usage. 

 The signature of a parent or legal guardian is required for users under 18 years of age. 

 After registration, the customer's library card will be marked. Only the person whose 

name is on the card may have access to the library’s Internet. Use will be limited to a one 

hour session or less if others are waiting 

 Computers shut down 10 minutes before closing. 

 

Patron Behavior Policies   
Patron Rules of Conduct 

 Patrons shall engage in activities associated with the use of a public library  

 Patrons shall respect the rights of other patrons and staff members.  

 Patrons shall not harass or annoy others through disruptive or offensive behavior, 

such as swearing; using abusive, threatening, or offensive language; throwing things; 

running; fighting; harassing or annoying others through noisy or boisterous activities; 

staring at or following another person about the building; playing audio equipment 

loudly; disruptive telephone conversations; signing or talking loudly; or any behavior 

that obstructs, threatens or harasses patrons, staff or volunteers.  Disruptive or 

offensive behavior is determined at the discretion of library staff.  



 Patrons shall not consume food, smoke or use tobacco products including e-

cigarettes. Covered non-alcoholic beverages with a fitted lid are allowed except in the 

patron computer areas. Food is permitted only during a library sponsored event.  

 Patrons shall not be under the influence of alcohol or drugs.  

 Patrons shall not engage in any illegal activity while in the library building or on 

library property.  

 Patrons shall not interfere with the use of the library by other patrons, or interfere 

with library employees’ performance of their duties.  

 Patrons shall not deface or vandalize library materials, building or property.  This 

includes books, magazines, newspapers, recordings or other items of the library 

collection.  Nor shall they deface, mar, or in any way destroy or damage library 

furnishings, walls, machines, or other library or staff property.  

 Patrons shall not enter the building without shirt or shoes.  Rollerblades, roller-skates 

or cleats are not acceptable. Wet bathing suits are not allowed.  

 Heavily-fragranced patrons and patrons whose bodily hygiene is offensive so as to 

constitute a nuisance to other patrons may be required to leave the building. 

 Patrons shall not bring pets or animals into the library, other than guide/service 

animals.   

 Cell phones should be set to vibrate, conversations should be kept a low volume.  

 Bullying:  Bullying means any unwelcome comments or threats.  Such unwarranted 

conduct (either in person, by email, telephone, etc.) by a patron or public member will 

be immediately acted upon by reporting the incident to the Burbank Police 

Department.  The individual making the threats will be expelled from the library and 

library services in accordance with the advice of the library’s attorney and the police 

department’s recommendations.  

 Registered sex offenders are banned from entering areas of the Prairie Trails Public 

Library District that are dedicated/established for service to children less than 18 

years of age.  They are further banned from attending programs that are dedicated for 

service to children less than 18 years of age, unless acting as the sole parent/legal 

guardian for a child.  

 Using furniture or floors in an inappropriate or unsafe manner is prohibited.  

 Sleeping is prohibited.   

 Selling, panhandling, soliciting, or distributing any goods or services in the library or 

on its grounds are prohibited.  

 Personal belongings must be attended at all times.  Responsibility for lost, stolen or 

damaged items rests with the owner.  

 Carrying or displaying simulated or real weapons on library property is prohibited.  

Firearms are prohibited on library property unless they are in possession of a sworn 

law enforcement officer.  Signage is posted at entryways pursuant to 430 ILCS 66/65. 

 

Unattended Children Policy  
a. Children age eight and under must be accompanied at all times in the library by 

someone age 16 older.  If it is determined that a child has been left unattended or lost, and 

a responsible party cannot be reached, the police will be called.   



b. Families who violate our posted policy regarding minors will be personally handed a   

copy of our current policy, informed of the infraction that occurred, and incident report 

will be filed.  Families who violate this policy more than once will be banned for 90 days. 

c. Unattended minors must be picked up by closing time.  If it is determined a minor is 

left unattended at closing time: staff will call a parent or caregiver. If parent/caregiver 

does not arrive within 15 minutes, the police will be contacted and be asked to resume 

responsibility. Two staff member will wait with minor until the parent/ caregiver or 

police arrive.  Staff members are not allowed to drive patrons home.  

 

Disruption Policy  
Any person (child or adult) causing a disruption on library property will be subject to the ‘three 

strike’ rule.  That is that the staff will inform the patron to behave in accordance with library 

policy, and normal library behavior.  They will give a second warning, if the situation warrants 

it.  However, on the third distraction/disruption (on the same day), the patron will be told to 

leave.  They may return to the library the following day.  A minor will be given the opportunity 

to phone their parent/guardian to inform them of the expulsion.  If the distraction/disruption is 

severe the patron(s) will be told to leave immediately, without benefit of the ‘three strike’ rule 

and/or the police may be called.   

  

Expulsion Of Patrons Policy  
Expulsion of minor patrons will occur when abusive behavior occurs.  The first occurrence will 

result in a 30 day expulsion, with a letter to the parent/guardian.  The letter will state the 

readmission date, pending a face to face meeting of the parent/guardian with the Director or a 

designated library representative.  At this time the parent/guardian will be told to sign an 

acknowledgement that their child/children will be expelled for 60 days if the act is repeated.  

  

The second occurrence will result in a 60 day expulsion with a letter sent to the parent/guardian.  

Readmission may be granted pending a face to face meeting of the parent/guardian with the 

Director or designated library representative.  At this time the parent/guardian will be told to 

sign an acknowledgement that their youngster(s) will be expelled for 120 days, and that they 

must petition the library’s Board of Trustees for readmission.  

  

Expulsion of an adult patron will occur when abusive behavior occurs.  The first occurrence will 

result in a 30 day expulsion.  The second occurrence may result in a 60 day expulsion, with 

readmission granted pending a face to face meeting of the adult patron with the library Director 

or designated library representative.  At this time the adult patron will be informed that a third 

violation will result in a 120 day expulsion.  At that point the adult must petition the library’s 

Board of Trustees for readmission. The Director has the right to expel a patron up to 120 days 

depending on the severity of the behavior.  
  

Zero Tolerance Policy  
a. Neither verbal abuse nor physical abuse/assault of or on library staff members or 

patrons is allowed.  



b. Verbal abuse offenders will be told to leave the library.  Failure to do so will 

result in the police being called.  The police will be called in all cases of physical 

abuse.  

c. No weapons, dangerous weapon-like objects, drugs, or use of same and alcohol 

will be allowed in the library or on its property.  The police will be called in all 

such instances and charges filed.  The library’s Trustees will suspend library 

privileges of anyone in violation of this policy for the maximum allowed by law.  

d. Financial remuneration will be legally sought for any damages to the library 

and/or its contents based on the aforementioned instances.  

 

 Gifts  
Within the provisions of the state laws, the Board of Trustees adopts the following policies:    

a. Book and other materials will be accepted on the condition that the Library 

Director has authority to make whatever dispositions he or she deems advisable.  

b. Gifts of money, real property, and/or stock will be accepted if conditions attached 

thereto are acceptable to the Board of Trustees.  

c. Personal property, art objects portraits, antiques and other museum objects will 

be accepted if they can be suitable integrated into the general collection.  Final 

disposition rests with the Board of Trustees.   

 

 

 Photo Release Policy  
The Prairie Trails Public Library District staff may take photographs of participants, 

individually or in groups, attending or taking part in library programs and activities. These 

photographs may appear in future library publications or videos of other patrons or staff without 

the permission of the person(s) being photographed.  If a library patron does not wish 

himself/herself or he/her child to be photographed, the patron must notify the library staff to that 

effect, or consent will be assumed. 

 

Study Room Policy 
Appropriate use of Study Rooms 

 Persons using the study rooms are expected to engage in activities associated 

with the use of a public library.  All are subject to the Prairie Trails public 

Library Behavior Rules.  

 Study rooms are not intended to be the regular meeting site of any group or 

organization.  

 The following uses are expressly prohibited: buying, selling, advertising, or 

trading products or series (other than educational services or a paid tutor) for cash 

or other consideration (except in support of the library); political rallies, religious 

services, and personal or family events.  

 Rooms close 15 minutes before the library closes.  



Eligible Users 
 Study rooms accommodate small groups up to four or six people, depending on 

room size.  Exceptions can be made at the discretion of the staff member in 

charge.  

 Users must be 14 and hold a current Prairie Trails Public Library card.  

Time Limits 
 Groups are limited to two (2) hour blocks of times. If no one is scheduled to use 

the room after one time period, use of the room can continue until someone else 

is waiting, not to exceed four (4) hours per day. 

 A user is allowed two room reservations per week.    

 Another member of the group cannot extend the time beyond two hours or 

exceed the maximum use per day by signing in under a second individual’s 

name.  

 The library reserves the right, based on community demand, to limit the number 

of days a group or individual may reserve a study room.  

Reservations 
 Reservations can be placed online via library website or accepted by telephone 

up to 24 hours in advance; otherwise use is on a first come, first served bases 

 All study rooms users must sign in and out at the Adult Services desk, and each 

must submit an appropriate form of ID for the duration of the stay.  Appropriate 

forms of ID are: Prairie Trails Public Library card; school ID, state ID, or 

driver’s license.  

 Use of study rooms must begin within 15 minutes of start time.  

Behavior 
▪ Users are responsible for leaving the room in a neat and orderly condition.  The 

library is not responsible for items left in room.  

▪ Persons discovered eating, drinking uncovered beverages, littering, engaging in 

loud, disruptive behavior, defacing library property or otherwise acting 

inappropriately may be asked to leave.  

▪ Users may not move or remove furniture from the room.  

 

 

 

 

 

 



Freedom of Information Act Requests 
   

According to the Illinois Attorney General, the Freedom of Information Act (FOIA) is a State 

statute that provides the public with the right to access government documents and records. The 

law provides that a person can ask a public body for a copy of its records on a specific subject 

and the public body must provide those records, unless there is an exemption in the statute that 

protects those records from disclosure (for example: records containing information concerning 

trade secrets or personal privacy).  

 

FOIA Requests 
You may request documents via mail, email, fax, or personal delivery. Your request must include 

the following information: 

 1. Requester’s full name, address, and daytime telephone number. We need this information in 

case we have questions about the request. 

 2. A written description of the desired records containing the details necessary to fulfill the 

request. 

 

Mail/ Personal Delivery: 

Prairie Trails Public Library District 

8449 Moody Ave.  

Burbank, IL 60459  

Attn: FOIA Officers 

 

Email: 

FOIA@prairietrailslibrary.org 

Fax: 708-430-5596  to the attention of FOIA Officers 

 

FOIA Officers:  

Mary Ann Lema, Director 

 Assistant Director 

Janet Bennick , Library Trustee Secretary 

 

Fees 

 

Black and white copies: 

 First 50 copies on letter or legal-sized paper: Free 

 Remaining copies on letter or legal-sized paper: $0.10 per page 

 Non-letter or legal-sized paper in black and white: Cost of paper 

Color copies: 

 On letter or legal-sized paper: $.50 per page 

 Non-letter or legal-sized paper: cost of paper + $0.50 per page 

 

FOIA Process 

 The public body must respond to a FOIA request within five business days after the public 

body receives the request. Day one of the five-day timeline is the first business day after the 

mailto:FOIA@prairietrailslibrary.org


request is received by the public body. “Business days” are defined as Monday through 

Friday. 

 If additional time is needed to process the FOIA request, the requester will be notified within 

five business days after receiving the request. The response to the deadline extension must be 

in writing. Agreeing to this extension relieves the public body of adhering to the legally-

mandated deadlines. 

Denied Requests:  

The public body must disclose the specific reasons for denying FOIA requests. The denial must 

also include the requester’s right to file a Request for Review with the Public Access Counselor 

(PAC), the PAC’s contact information, and the right to seek judicial review by filing a court case. 

The Request for Review must be filed within 60 calendar days of the public body’s final response. 

Failure to Respond 

If the public body fails to respond, you can file a Request for Review with the Counselor (PAC) 

or file a case in court. 

PAC CONTACT INFORMATION 

Sarah Pratt  

Public Access Counselor  

Office of the Attorney General  

500 S. 2nd Street  

Springfield, Illinois 62706  

Phone: 1-877-299-FOIA (1-877-299-3642)  

Fax: (217) 782-1396  

E-mail: publicaccess@atg.state.il.us 

 

Request for Review 

A Request for Review is a letter that must be submitted by a requester in the event that it is 

believed that a public body is not adhering to FOIA. It is a formal way of asking the PAC to 

examine a request in order to determine if FOIA is being followed correctly. 

 

The Request for Review must be in writing, signed by the requester, and attached to a copy of 

the original FOIA request and any related correspondence. It must be filed within 60 calendar 

days of the public body’s final response or response due date. 
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Prairie Trails Public Library District 

8449 Moody Ave.  

Burbank, IL  

60459 

 
FREEDOM OF INFORMATION ACT (FOIA) REQUEST FORM  

 

Note to Requester: This form is designated to provide you with helpful guidance on how to 

submit a FOIA request to the Prairie Trails Public Library District. You do not need to use this 

form. You may submit a FOIA request in any written format you choose. Retain a copy of this 

request for your files. If you need to file a Request for Review with the Public Access Counselor, 

you will need to submit a copy of your FOIA request.  

 

Submit request to: Freedom of Information Officer  

Phone: 708-430-3688 Fax: 708-430-5596  

Email: FOIA@prairietrailslibrary.org 

 Date Requested: ____________________ Time: ____________________ 

 

I hereby request to inspect󠆶 copy 󠆶the following records: (Please describe requested records as 

specifically as possible, attaching additional pages, if necessary.)  

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

* There is no copying fee for the first 50 black and white standard-sized copies. The fee for 

additional copies is 10¢ per page. Actual cost will be charged for documents not of standard size, 

and for the recording medium (e.g. compact disk, tape, DVD), when applicable. 

Is this request for a commercial purpose? 󠆶 Yes 󠆶 No  

Name of Requester: ___________________________________________________________ 

Signature of Requester: ________________________________________________________ 

Address: ____________________________________________________________________ 

Phone Number: ____________________ E-Mail: __________________________________  

Do not write below this line  

______________________________________________________________________________ 

 

Received by:                                                           Date: Time: 

Forwarded to:                                                         Date returned: 
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