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The legal authority, mission and goals of the corporation, approved by Board June 2026.

GOVERNANCE

1.01 Articles of Incorporation. The corporation’s Articles of Incorporation were filed with the Oregon
Secretary of State’s Office September 2, 1988. Its Registry Number (BIN) is 128360-86. The
corporation changed its name from Keizer Reading Connection, Inc. to Keizer Community Library,
Inc. in June 2006.

1.02 Tax Exempt Status. Keizer Community Library (hereinafter Library) has been determined by the
Internal Revenue Service to be a tax-exempt organization under Section 501 (a) of the Internal
Revenue Code as an organization described in Section 501 (c) (3). Its Employer Identification
Number is 93-1180466.

1.03 Mission Statement. Keizer Community Library opens the world to everyone.

1.04 By-laws. By-laws are a part of the Articles of Incorporation and define how the Keizer
Community Library will conduct its operations in order to carry out its mission and goals. A copy of
the by-laws is given to each Board member and available to others upon request.

1.05 Strategic Plan. The Library will soon be developing a strategic plan.

1.06 Statement of Non-Discrimination, Inclusion and Diversity. The Keizer Community Library is
dedicated to the fundamental principles of non-discrimination, to inclusion and diversity, and to
racial justice as an inalienable human right. The library, including any and all of its volunteers and
representatives, shall not discriminate on the basis of race, color, religion, creed, gender, gender
expression, age, national origin (ancestry), disability, marital status, sexual orientation,
military/veteran status in any of its activities or operations. We remain committed to providing an
inclusive and welcoming environment for all.

1.07 No Capital Stock/Distributions/Dividends. The Corporation has no capital stock, pays no
dividends and distributes no part of its net income or assets to anyone.

1.08 Insurance and Personal Liability. The Board maintains Directors and Officers liability and other
insurance as determined appropriate by the Board. Directors or officers shall not be personally
liable for the debts of the Corporation.

1.09 Current Board of Directors Membership List. Names and contact information of the current
Board of Directors are stored on the website and in the shared Google drive, given to every Board
member and volunteer and available to others upon request.



ADMINISTRATION

2.01 Organizational Structure of the Board of Directors. The Library operates under the direction of
a Board of Directors. The Board manages all the affairs of the Library and empowers committees,
work groups or Board members to conduct Library operations.
2.01.1 Four members serve as President, Vice President, Secretary and Treasurer,
respectively, and are elected annually by the Board.
2.01.2 Directors receive no compensation for their service as Directors.
2.01.3 Board members are elected for three-year terms, beginning the month they are
elected to the Board.

2.02 standing Committees. Standing Committees carry out the on-going activities of the Library.
Each committee and work group has written goals describing the responsibilities and activities,
meeting frequency, membership, and its reporting requirements.
» Committee members are appointed by the Board and may include Board members,
patrons, volunteer, and other members from the community.
* Board members serve as chairpersons of standing committees.
» Standing Committees must include the Executive Committee and Finance Committee.
Other standing committees could be Volunteer Management, Recruitment and
Nominations, Children’s Programs, Collections Enhancement, Adult Education,
Communications or Operations.

2.03 Work Groups. Work groups provide operational support for the Library. Their scope and
duration may be on going or limited, depending on the need. Examples of work groups include
Patron Events, Promotions, IT Work Group, Book Sales, Volunteer Recognition, or Special Events.

2.04 Executive Committee.
2.04.1 The Executive Committee consists of the President, the Vice President, Secretary,
Treasurer and Library Director.
2.04.2 The Committee identifies issues and recommends actions to the Board of Directors
necessary to achieve the Library’s short and long-term mission and goals.
2.04.3 The Executive Committee ensures that the activities of paid employees are overseen,
advice and support are provided, and that their performance is reviewed and evaluated.
2.04.4 The Committee oversees a leadership succession planning process for management
and reports to the full Board.

2.05 Job Descriptions of Officers.
2.05.1 President. The President, under direction of the Board, supervises or controls the affairs
of the Library and performs all duties incident to the office of President and any other duties
that may be required. The President is an ex officio member of all standing committees.
2.05.2 Vice President. The Vice President performs the duties of the President when the

President is absent or unable to act. The Vice President performs any other duties prescribed
by the Board.
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2.05.3 Secretary. The Secretary keeps records of the proceedings of the Board of Directors
and serves as the custodian of all Library records, gives all public notices required, and
implements the Library’s records retention policy. The Secretary also performs any other
duties required by law or assigned by the Board of Directors. The Secretary may join in the
signing and execution of documents and instruments on behalf of the Library.

2.05.4 Treasurer. The Treasurer is the Chief Financial Officer of the Library. The Treasurer serves
as chair of the Finance Committee and implements the finance policy of the Library. The
Treasurer performs all financial reporting and recording duties. The Treasurer is responsible
for presenting the draft budget to Board of Directors no later than regular December
meeting date.

2.05.5 Past President. The Past President may serve as an advisor to the Executive Committee
to provide continuity and assist in community licison activities.

2.06 Board Membership Criteria. To serve as a Director, an individual is expected to have the desire
to use their skills, experience and /or knowledge to support library operations and development.
Examples include but are not limited to: experience in general education; service on a not-for-
profit Board; library systems experience, business or enfrepreneurial experience; marketing and
promotional experience, community organization experience, social media experience and
fundraising experience.

2.07 Library Manager. The Library Manager oversees the day-to-day operations of the Library by
hiring, training, scheduling and supervising library volunteers, ordering library supplies, maintaining
liorary equipment, and reporting monthly to the Library Board.

2.08 Board Meeting Dates and Times
2.08.1 Regular meetings. The Board of Directors meet at 6:30 p.m. on the second Thursday of
each month at the Keizer Cultural Center. These meetings are open to the public. An annual
calendar of meeting times and dates is posted at the Library, on the Library's web page,
and other locations. Changes in meeting dates, times, or location are noted on that
calendar at least 7days prior to the meeting. Directors are noftified of changes in person
either by telephone, email, or US mail.
2.08.2 Annual Meeting. Directors meet in the Fall to elect officers for the coming year and
transact other business. Newly elected officers begin their respective terms of office on the
first day of the month following their election.
2.08.3 Special Meetings. Special meetings may be called by the President or by a majority
of the Board. Once called, a Notice of Special Meeting will be transmitted to every Board
member at least 7 days in advance of the meeting date and time. The Notice must include
the date, time, location, and the purpose of the meeting. No other matters may be
considered unless the Directors present agree.
2.08.4 Quorum. A quorum consists of the majority of the elected Directors. If less than a
quorum is present, the meeting may adjourn.



2.09 Background Checks. All volunteers who agree to work at the Library, including Board member
nominees, undergo a criminal background check. Results of this check determine whether an
applicant will work with the Library. Candidates are nofified by the agent conducting the
background check.

2.10 Rules of Procedure. Board meetings are conducted using Roberts Rules of Order, Newly
Revised, so far as applicable.

2.11 Voting by email. The Board of Directors or any committee can conduct fime sensitive votes
through email. The voting process is valid when a quorum of eligible voters responds to the
proposal. Votes are collected and counted by the President, chair or designate. Results of votes
are distributed to all qualified voters. Results must be included in the meeting minutes.

2.12 Access to Information. The Board keeps current and complete books, records of accounts,
minutes of proceedings and meetings, contracts, and a register of the names and contact
information of the Board of Directors at the Library on the shared Google Drive. Any Board
member, or his/her agent, can inspect Library records for any proper purpose at any reasonable
fime. Consistent with State and Federal law, the Board determines which Library records and
information may be available to patrons and the public.

2.13 Retention of Records. The Board has a records retention policy in order to effectively manage
its records efficiently, report its performance accurately, substantiate its disclosures, and comply
with all applicable state and federal laws relating to preservation and confidentiality of such
records.

2.14 Insurance. The Board shall maintain Directors and Officers insurance sufficient to support
challenges to decisions made by the Board, including coverage of legal costs less negotiated
deductibles. The Board shall also maintain insurance on the contents of the Library sufficient to
replace furnishings, fixtures, books, tapes, CDs and other forms of media housed within the library.

2.15 Patron Confidentiality. The First Amendment of the United States Constitution guarantees

freedom of speech with the corresponding right to hear what is spoken and read what is written.

Confidentiality of patron records is the primary means of providing First Amendment protections.
2.15.1 The Library adopts the American Library Association’s (ALA) Policy on Confidentiality
of Library Records and ALA Code of Ethics, will comply with all applicable Federal and State
guidelines for confidentiality of records, and will adopt standards and practices for patron
confidentiality, record retention and other related practices that are consistent with
standards established by the Oregon State Library and the Chemeketa Cooperative
Regional Library Service.
2.15.2 The Patron Confidentiality Policy attached to the Policy Manual as ADDENDUM 4.



COLLECTION MANAGEMENT

3.1 Collection Management Plan. The Collection management plan is a tool which aids the Library
in selection, acquisition, and withdrawal of all Library materials. It provides materials in a variety of
formats that serve the needs of all age levels of patrons.

3.2 Collection Management Committee. The Collection Committee is appointed by the Board of
Directors and establishes standards and schedules for collection maintenance and upkeep. The
committee maintains an inventory of all publications and/or recordings in the Library’s collection.
The committee performs scheduled weeding, recommends acquisitions, and catalogs the
collection donations and purchases.

3.3 Collection Development Policy

3.3.1. The Library will establish and maintain collection management practices and
procedures that are consistent with all applicable Federal and State laws, the standards and
policies of the Oregon State Library and the standards and protocols for collection
management established by the Chemeketa Cooperative Regional Library Service.

3.3.2. The Collection Committee oversees the Library’s collection processes and ensures
compliance with Section 3.03.1 above by conducting a periodic review of all applicable
collection standards and adjusting practices where required.

3.3.3. In addition to compliance, the Collection Committee oversees processes and
procedures that allow the Library to keep its collection current, vibrant, and responsive to the
needs of patrons.

3.3.4. The Library’s Collection Development Policy is attached to the Policy Manual as
ADDENDUM 2.

3.4 Circulation Management

3.4.1 The circulation policies of Keizer Community Library exist to facilitate community access
to the materials and information in the library’s collections, while protecting these same
collections.

3.4.2 Keizer Community Library’s circulation policies are intended to be in accordance with
the American Library Association’s Library Bill of Rights and will adhere to all applicable
Federal and State laws, the standards and policies of the Oregon State Library and the
standards and protocols for collection management established by the Chemeketa
Cooperative Regional Library Service.

3.4.3 The Operations Committee oversees the Library’s circulation processes. 3.4.4 The Library's
Circulation Policy is attached to the Policy Manual as ADDENDUM 3.

3.5 Maintaining the Collection. The Collection Management Committee develops procedures for

overdue, missing and lost items from the collection. It performs scheduled weeding,
recommends acquisitions, and oversees standards for cataloging the collection.
Cataloging: Allows the Library to know what materials it has and what materials it may need
to add to the collection.



Weeding: Is the deselection process the Library uses to update its collection and keep the
collection responsive to patron needs.

FINANCE

Fiscal management is provided primarily by the Treasurer, the Bookkeeper, and the Finance
Committee. The finance policy and procedures are required to ensure that the Library complies
with the Internal Revenue Service regulations, State finance law, sound principles of non-profit
management, and the framework for fiscal checks and balances.

4.01 Fiscal Agents
4.01.1 Treasurer. The Treasurer is a Board member appointed elected each year by vote of
the Board and serves as Chief Financial Officer of the Library. The Treasurer oversees the
Bookkeeper's tracking of funds and financial reports, manages the Library’s fiscal resources,
reviews bank reports and day-to-day financial records, presents both the annual budget and
the year-end analytical financial review to the Board, and manages any library’s investments
with the Financial Committee.
4.01.2 Bookkeeper. The Bookkeeper works under the supervision of the Treasurer. The
Bookkeeper may view bank account transactions and balances but does not move money.
4.01.3 Finance Committee. The Finance Committee is comprised of the Treasurer, Bookkeeper
(as a non-voting member) and at least two additional members approved by the Board. The
Finance Committee meets monthly and provides oversight and recommendations to the
Treasurer regarding the Library’s fiscal activities including the Library budget.

4.02 Fiscal Year. The Fiscal Year shall be January 1 through December 31. The annual budget and
all financial records and reports will be based on the fiscal year.

4.03 Tax Preparation. Annual federal and state tax forms (Form 990N and Form CT-12) are filed by
the Treasurer. The Oregon Department of Justice CT-12 is due by May 15 and IRS Form 990N is due
by May 15 of each year.

4.04 Year End Report. The Treasurer either prepares a year-end report for presentation to the Board
no later than the Board meeting in February or contracts a formal audit for presentation.

4.05 Bank Accounts. All Library operating funds are maintained in bank savings and checking
accounts. A summary of all operating funds is provided to the Board by the Treasurer at the first
Board meeting following the end of each month. The checking account is funded each year by
transferring the Board approved budget expenditures into this account. Library expenses are paid
from the debit card and checking account. The savings account serves as the Board's general
fund and all revenues from any source are deposited into the general fund for disbursement by the
Board.
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4.06 Reserve Funds. Funds in excess of those required for annual operations are designated as
reserve funds. Reserve funds may be held in a variety of investments designed to protect and grow
those funds. Investment opportunities must be vetted by the Finance Committee and
recommended to the Board for approval. All investments will comply with Section 4.16 Non-
Permitted Activities, below.

4.07 Record Keeping. The Library’s financial records are kept in compliance with the Library’s
records retention policy (Appendix 1).

4.08 Authorized Check Signers. All bank accounts must be accessible to the President and
Treasurer and at least one other member of the Board. Checks require two signatures of authorized
Board members. No one shall authorize payment to themself. 4.08.1 Payments can be made by
check, online bill pay, or debit card.

4.09 Reimbursements. Approvals for reimbursement are made by the Treasurer and guided by the
current Library budget. Reimbursement requests must be accompanied by itemized receipts(s). The
Treasurer approves all reimbursements.

4.10 Over-Budget Fiscal Requests. Any spending plan that exceeds budget item must be approved
by the Finance Committee prior to disbursement of funds.

4.11 Unbudgeted Fiscal Requests. Unbudgeted expenditures require Executive Committee
approval.

4.12 Contracts. Individuals or entities providing services to the Library in excess of $500 will have
signed and dated contracts. The President or Treasurer may sign such contracts following Board
approval. The President may also designate the Secretary or Vice-President to sign individual
confracts.

4.13 Income
4.13.1 Patron Fees are recommended by the Finance committee and approved by the Board.
4.13.2 Donations. A record of the tax receipt sent to the donor must be saved for each
donation greater than $250.
4.13.3 Grant applications must be approved by the Executive team before submission to the
granting agency. Terms of the accepted monies must be approved by the BOD. After
acceptance, the money is dispersed by the Treasurer. Expenses are reported under the
category of Restricted Funds. Designation of unspecific funding is determined by the
Executive Committee.
4.13.4 Loans. The Library can apply for loans following 2/3 approval of the Board. No loans will
be made by the Library. to any other entity or individual.

4.14 Exclusive Use. All assets and earnings of the Library are used exclusively for its exempt
purposes. No part of any earnings can benefit any employee or volunteer or be distributed to its
Directors, officers, or any other private person. The Library can pay reasonable compensation
services.
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4.15 Purchasing.
4.15.1 The Keizer Community Library is an integral part of the Keizer community and whenever
feasible, materials, supplies, and services for the library should be purchased from local
businesses.
4.15.2 Purchasing Agents. The Treasurer is the purchasing agent for recurring budgeted
expenses. Committee chairs are responsible for the committee’s budget and making
purchases within the budgeted amount. End of year committee reports should account for
expenditures. The Library Manager is responsible for purchasing Office Supplies.
4.15.3 Fixed Assets. Items valued aft less than $300 per unit are considered
“expendables” and need will not be included on the Library’s fixed asset
inventory.
4.15.4 High Value purchases and services. For purchases exceeding $500, the Purchasing
agent will make a good-faith effort to obtain quotes from three different vendors prior to
making purchases. For services exceeding $1500, the purchasing agent will issue and publish a
formal Request for Proposal or Request for quote.

4.16 Non-permitted activities. The Library is a fax-exempt organization as defined by Section 501 (c)
(3). Internal Revenue Code 1986. The Library is therefore prohibited from certain activities which
might jeopardize its tax-exempt or private foundation status. These activities include:
4.16.1 Make any investment that may be subject to tax under Section 4944, Internal Revenue
Code 1986.
4.16.2 Make any taxable expenditure as defined in Section 4945(d), Internal Revenue Code
1986.
4.16.3 Fail to distribute its income for each taxable year at such time and in such manner as
not to become subject to the tax on undistributed income imposed by Section 4942, Internal
Revenue Code 1986.
4.16.4 Retain any excess business holdings as defined in Section 4943-c, Internal Revenue
Code 1986, or the corresponding provisions of any future Federal law. 4.16.5 Engage in any
act of self-dealing as defined in Section 4941(d), Internal Revenue Code 1986.

HUMAN RESOURCES

5.01 Board of Directors. The Board of Directors is the governing board for the Library and oversees
and directs all Library activities. The Board consists of no less than 9 and no more than 15
active members, including officers.

5.01.1 Board Volunteer Recruitment, Nomination and Qualifications. The Library’s Nominating
Committee actively recruits qualified volunteers to serve on the Board of Directors. To serve as
a Director, applicants are expected to have a desire and the ability to use their experience,
resources, skills and knowledge on behalf of the Library. Volunteers who are approved as
Directors are expected to come to meetings prepared, bring a collaborative attitude and
presence, and fully understand their role and commitment.

5.01.2 Election. The Board of Directors are appointed by majority vote of the Board following a
screening of qualifications and a criminal background check.

Directors serve for a three-year term or until the Director resigns.
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5.01.3 Vacancy. The Board of Directors vacancies are filled by a majority vote of the
remaining Directors. Those elected serve the remainder of the unexpired term. 5.02.4 Removal
from Office. Any Director may be removed from office by a majority vote of the Board of
Directors following guidelines established in the By Laws. 5.02.5 Meeting Attendance and
Committee Work. Board members are expected to support the Library’s purposes, attend
meetings and vote on issues before the Board, participate on committees and work groups,
and support activities of the Library.

5.02 Volunteer Recruitment and Qualifications.
5.02.1 The Volunteer Committee provides planning and oversight for volunteer management,
recognition, and training. The committee defines and implements Library procedures and
volunteer management. It provides on-going coordination, over-site, training, evaluation,
appreciation, and recognition activities that will support and retain volunteers.
5.02.2 The Volunteer Committee actively seeks people interested in working with the Library
and fulfilling its service commitment to its patrons. Background in Library service is not a
requirement as volunteers are provided with the training needed to do the work. Volunteers
participate in a variety of activities and are a critical support for the Library's day-to-day
operations. The Volunteer Committee and Library Manager recruit for non-BOD volunteer
positions.
5.02.3 Volunteers are required to sign a code of appropriate conduct.

5.03 Awards and Recognition. The Art Burr Library Champion award is an annual citation in honor of
Art Burr, the first recipient. This award honors an individual, business or community organization
for extraordinary service to the Library. Nomination forms are available in March of each year
and the selected candidate is honored in April during National Volunteer Month.

5.04 Dismissals and Terminations. Volunteers who are unable to fulfill their responsibilities, who
violate the code of conduct, or who fail to work when scheduled without first securing a

substitute to replace them will be discontinued from the volunteer rolls.

5.05 Performance Reviews. Performance of non-Board member volunteers is evaluated by the
Library Manager who provides the necessary training where needed.

FACILITIES AND PROPERTY

6.01 Library Location. The Library is located at 980 Chemawa Rd NE, Keizer, OR 97303 in the Keizer
Cultural Center facility, which is owned by Keizer heritage Foundation, Inc.

6.02 Library Access. The library is a safe, open, and welcoming place where all are invited. There

are standards in place defining proper conduct which are intended to ensure the safety and
comfort of both volunteers and visitors. There are protocols in place for excluding
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those who violate the rules of conduct. There are security cameras with guidelines in place or
the monitoring of activities. The library maintains a protocol for unattended children which
requires any child under the age of 10 to be supervised by their parent or caretaker.

6.03 Library Closures and Emergency Response. Scheduled hours or regular programming may be
changed or canceled for a number of reasons including severe weather conditions, building
safety issues, requests for closure by local, county or state law enforcement or health officials,
or by direction of the board of directors upon recommendation by the library manager.
Notices of such closures are posted at the library entrance, posted electronically on social
media, and on the library’s website.

6.03.1 The safety and security of volunteers and patrons is of utmost importance to the Board.
6.03.2 The Library Manager and Executive Committee have established procedures for
emergency response and for any necessary closing and re-opening of the Library.

6.03.3 In the event of an emergency arising during operation hours, volunteers on duty notify
the Library Manager or a Board officer immediately, relaying details of the emergency so that
a proper decision about response can be made.

6.04 Asset Management.
6.04.1 The Library Manager maintains an inventory of the Library’s fixed assets (non-collection
assets) and updates the inventory yearly identifying aged or damaged tems that may require
replacement. The Collection Committee manages collection replacement needs.
6.04.2 Fixed assets are identified as assets with a minimum value of $300 per item and will be
included in the Library's fixed assets inventory.

6.05 Computer Usage. The Library has computers available for public use at no cost except for

printed documents. All computer users are expected to follow the public use guidelines and
may be excluded from computer use for violations.

14



ADDENDUM 1. RECORDS RETENTION SCHEDULE

1. Corporate Records

Record

Retention Period

Annual reports to Federal or State agencies Permanent
Articles of Incorporation Permanent
Board policies and resolutions Permanent
Bylaws Permanent
Fixed asset inventory Permanent
IIRS application for tax-exempt status (Form 1023) & IRS determination | Permanent
General Correspondence 3 years

2. Accounting and Corporate Tax Records

Record Retention Period
Fiscal audits and year-end financial statements | Permanent
Depreciation Schedules Permanent

IRS Form 990 tax returns Permanent
General ledgers 7 years

Journal entries 7 years

Invoices 7 years

Sales records (books) 5years
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Cash receipts and credit card receipts 3 years

3. Bank Records

Record Retention Period
Check Registers 7 years
Bank deposit slips 7 years

Bank statement and reconciliation | 7 years

Electron fund transfer documents 7 years

4. Human Resource Records

Record

Retention Period

Background checks 5 years
Resumes, volunteer and board member applications and related materials | 4 years
Performance appraisals 4 years

5. Donor and Grant Records

Record Retention Period

Donor Records / acknowledgement letters | 7 years

Grant applications and contracts 7 years after expiration
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6. Legal, insurance and safety records

Record

Retention Period

Insurance Policies

Permanent

Leases

7 years after expiration

General Contracts

3 years after expiration

CT-12 forms

permanent
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ADDENDUM 2. COLLECTION DEVELOPMENT POLICY

The Collection Development Policy is written by the Collection Management Committee under
the authority provided by Keizer Community Library Policy 3.03 and serves to support the planning
and development of Library resources and the processes and procedures that keep the
collection current. This Committee strives to serve the library community by providing relevant and
accessible resources. This policy will help focus the mission of the Library into the equitable
acquisition of resources and materials that support informational, educational, and recreational
use that will appeal to the community’s diverse constituency.

Authority

The Collection Development Committee performs its duties under the Collection Management
policy outlined in the Keizer Community Library Policy Manual, section 3. The Committee is
appointed by the Board of Directors. This committee establishes standards and practices for
collection maintenance and upkeep and creates annual goals for development.

Intellectual Freedom

Democracy relies on strong intellectual freedoms. According to the American Library Association
Intellectual Freedom is defined as, “the right of every individual to both seek and receive
information from all points of view without restriction. It provides for free access to all expressions of
ideas through Which any and all sides of a question, cause or movement may be explored.” These
freedoms are protected by the First Amendment to the U.S. Constitution and Article | of the Oregon
Constitution. These freedoms must be considered in the collection acquisitions and planning
process. As part of the Collection Development Policy, the library board adopts the following ALA
policies:

e Library Bill of Rights

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

* Freedom to Read

http://www.ala.org/advocacy/intfreedom/statementspols/freedomreadstatement ¢ Freedom to
View

http://www.dala.org/advocacy/intfreedom/statementspols/freedomviewstatement

* Free Access to Libraries Resources and Services for Minors: An Interpretation of the Library Bill
of Rights https://www.ala.org/advocacy/intfreedom/librarybill/interpretations/minors

All materials will be freely and easily accessible to the public. Youth will not be limited to using
materials in their age groups. Parents or Guardians are responsible for the minor’'s access to all
materials. The library will not inhibit or limit access to materials based on material content or patron

age or any other reason.
18



Guidelines & Criteria for Selection

Evaluating the Collection

Periodic comprehensive evaluation of the collection will be done at the discretion of the Collection
Development Committee or when major events in the library or community would call for a

full evaluation. General evaluations will be done annually for the purpose of outlining goals for
collection development.

Selection and Purchasing

The Collection Committee will select items for acquisitions considering the following criteria
along with the annual collection development goals:

o Community interest

* Popularity

* Languages spoken by Keizer Library patrons at home
* Historic, Artistic, Literary and/or Scientific merit

* Availability in needed format

» Accessibility

* Budget and space considerations

Suggestions from patrons are encouraged and will be considered along with the goals and values
of the policy.

Children’s and Young Adult Materials

Materials for the Children’s collection and the Young Adult collection will fall under the same
general selection criteria as listed above. Materials must be suitable in reading level, interest level,
and freatment of the subject to the age of the intfended audience. The library does not support
school curriculum such as purchasing textbooks or other school-specific materials.

Non-Print Materials

The library’s materials include audio books, DVDs and online tools. As with print materials, when
judging the quality of non-print items, several standards may be used. The general selection
criteria, as listed, apply to non-print materials as well.

Gifts

ltems are donated at the service desk or by arrangement for large donations. Large donations will
be screened to ensure the items accepted are in good condition and fit the needs of the
community.
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We do not accept:

* ltems that are in poor condition (torn, dirty, moldy, smell of smoke)
* Readers Digest Condensed Books

Policies Approved by BOD January 2025

* Encyclopedias

* Dictionaries

* Serials, including magazines and newspapers
* Textbooks

* Video tapes

* Vinyl records and albums

* Games

What happens to rejected donations?

If we were not able to turn away the donation then the rejected material is recycled or disposed.
We do accept:

We will accept materials that fit the goals of the annual development strategies which may
change from year to year. We may also accept donations that don't fit collection criteria but are
of use in other ways.

What happens to accepted donations that don’t meet collection criteria?

If the item meets the criteria for sale to a secondhand bookstore it may be sold for credit to
acquire more needed items for the collection

If the item does not meet any of these criteria it will be boxed for sale by the Library, donation to a
charitable thrift store or given to local non-profits or Little Free Libraries.

Preservation, Removal, Replacement, and Maintenance

Periodic weeding of the collection is needed to keep collections relevant and of use to

the community. Other maintenance may also be called for. Criteria for withdrawing or replacing
lost/damaged materials is decided for each weeding project or case by case based on the
current collection goals. Considerations will include age of the item, statistical use during prior
years, topical relevance to the community, and condition of the item. Preservation will be based
on scarcity or surplus of relevant material in the topic or genre.
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Reconsiderations & Suggestions

The Library welcomes patrons to voice concerns regarding materials selected or not selected for
the collection. Materials whose appropriateness is challenged shall not be removed from the
Library except upon the recommendation of a reconsideration committee, with the concurrence
of the Library Board.

* Challenges may only come from people who reside within the Keizer city limits. ¢ Only named
individuals, not groups, can submit challenges.

* Challenges must be for specific, named Library materials.
* We reserve the right to deny requests submitted en masse.

* Patrons who wish to request reconsideration of Library materials shall complete and sign
the “Request for Reconsideration” form which is available from the Circulation desk.

Special Collections

The Collection Committee may create special collections that align with the priorities and goals
of the library.

Commitment to Accessibility

Keizer Community Library recognizes the value and importance of removing barriers to accessing
information and is committed to discovering those barriers and dismantling them. Making the
Library more accessible to one patron makes it more accessible to all. The collection committee
also recognizes the importance of holding vendors to the same standards of accessibility and
works to ensure that the vendors we work with also have a commitment to removing barriers of
access.
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ADDENDUM 3: CIRCULATION POLICY

The circulation policies of Keizer Community Library exist to facilitate community access to the
materials and information in the library's collections, while protecting these same collections.

Keizer Community Library's circulation policies are infended to be in accord with the
American Library Association's Library Bill of Rights.

Library Cards

» Adult library cards are available free of charge to anyone 14 years and over, regardless of place
of residence. Cardholders are responsible for all materials borrowed on their cards and for any
monies owed. Exceptions may be made.

* Kids library cards are available free of charge to any child, ages 1 day through 13 years. An adult
must apply for a library card in their name before a Kids card can be issued. The Kids card will be
associated with the adult as the responsible person.

» Teacher library cards are available for teachers who work at a school in Keizer. This card is to be
used for books intended for use in the classroom, not books for personal use. Library cards must be
renewed annually.

Library cards renew annually.
Library Material Loan Periods and Limits
*Books, Audiobooks, DVD 3 weeks

All the above materials, except children’s graphic novels and adult new books, will be
renewed automatically, unless someone has placed a hold on the item. It is the patron’s
responsibility fo monitor due dates

Adults can check out up to 10 items at a fime; children can check out 20 items from the
Children’s collection. Children may check out up to 10 items from the YA or adult collection as part
of their 20- item limit.

Renewals may be made online, in person at the library or by calling (503) 390-2370. If an item has
been marked lost for six months, the book record will be deleted from Atriuum. Holds

Patrons have seven business days to pick up materials placed on hold before they will be returned
to the shelves.

Fees

Effective September 2021, overdue fines for late materials have been eliminated. Effective April
2024, replacement fees will not be charged for lost, stolen or damaged items.
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Retention Schedule
In compliance with Oregon Administrative Rules:

e Borrower registration records will be retained until superseded or for at least 1 year after expiration
or non-use.

e Overdue book records will be retained until materials are returned or debts have been
reconciled or are deemed uncollectible.

e Accession records, catalogs, circulation records, and master shelf lists/inventories will be retained
until superseded or obsolete.
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ADDENDUM 4: PRIVACY AND CONFIDENTIALITY OF LIBRARY RECORDS

The First Amendment of the United States Constitution guarantees freedom of speech with the
corresponding right to hear what is spoken and read what is written. Confidentiality of patron
records is the primary means of providing First Amendment protections.

With the adoption of this policy, the Keizer Community Library also adopts the ALA Policy
on Confidentiality of Library Records and ALA Code of Ethics.

The Keizer Community Library is subject to Oregon Public Records Law. In keeping with the First
Amendment, Oregon Public Records Law requires libraries to exempt certain records from general
Public Records Requests.

ORS 192.355. The following public records are exempt from disclosure under ORS 192.311 to
192.478: (23) The records of a library, including:

* Circulation records, showing use of specific library material by a named person ¢ The name of a
liorary patron together with the address or telephone number of the patron « The electronic mail
address of a patron.

In accordance with this law, library records that will be broadly interpreted as exempt from
disclosure include:

* Any records showing the use of specific liorary materials or resources, analog or
electronic, consulted, borrowed, acquired, or transmitted, by a named person; or

* Any records showing the name of a patron together with the person’s address, email
address, telephone number, or other personally-identifiable information.

The library will protect every patron's library record as follows:

» Under a court order, the library may be required to disclose borrower records to law enforcement
agencies. Depending on the court order, the library may or may not be allowed to disclose to the
patron or anyone else, except legal counsel, that the records were released.

* To ensure the protection of patron records, when a court order requesting library records is
received, the Library Board will first consult legal counsel to verify that the subpoena, warrant, court
order, or other investigatory document is issued by a court of competent jurisdiction, showing good
cause and in proper form. Only the Library Board may authorize release of patron records. Likewise,
requests or court orders to install surveillance technology on library computers or other surveillance
must be referred to the Library Board. All such requests must be made through the President of the
Library Board.

* Library staff cannot inform the person about whom the information is requested, or speak to
coworkers, the media or other government officials about the inquiry. Staff members are trained to

refer any law enforcement record inquiries to the President of the Library Board.
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* To further protect patron privacy the library shall purge or shred, per Oregon State Archives, the
following type of records:

o Records showing information on use of computer networks or electronic resources that can be
specifically identified with a particular user or device.

o Records linking a specific library material used or accessed with a name, address, email,
telephone number, or other personally-identifiable information

The Library has the right to use library records only for administrative purposes, such as recovering
overdue materials, customer surveys, or other administrative actions and communications.

In all contracts with third-party agents, the library will protect patron privacy to the greatest
extent reasonable under the circumstances.

We respect the privacy and confidentiality of all library users, no matter their age. Parents

or guardians of a child under age 18 who wish to obtain access to their child's library records must

provide the child's library card or card number. Requests for library records received over the
phone require the library card number.

Nothing in this policy prevents the library from exercising its right to enforce its Patron Behavior

Policy, protect its facilities, network, and equipment from harm, or prevent the use of library facilities

and equipment for illegal purposes.
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ADDENDUM 5: SOCIAL MEDIA POLICY
Introduction

Keizer Community Library uses social media as a tool for online publication including, but not
limited to, blogs, wikis, and social networking sites (e.g. Facebook, Instagram). The library makes use
of these tools to reach out and be more accessible to current and potential library patrons. Social
media sites allow the library to meet users where they are, and give both volunteers and the public
a convenient way to interact and share information and ideas on a range of topics related to the
liorary.

Keizer Community Library will periodically evaluate the role and utility of its online venues and social
media, which may be terminated at any time by a board vote.

Rights & Responsibilities of the Library

The library sets rules for use of its online venues and social media sites, just as it does for use of its
other resources and communications. Comments/posts will be moderated by a person designated
by the Board of Directors for content and relevancy. The library reserves the right to deny or
remove any comments, links, tags and/or images that violate the law, the rights of any third party,
library policies, or that distract from the library mission and goals. The library is not responsible for the
content on the pages of friends, fans, or followers of the library. The library does not endorse or
review content of third-party sites.

Purpose & Scope

In keeping with our mission that the Keizer Community Library “opens the world to everyone,” our
purpose in using social media platforms is to encourage community engagement opportunities
through the option of connecting with the library online. Library social media should create a
welcoming and inviting online space where users will find useful and entertaining information and
can interact with the library digitally. The scope of our platform and postings includes:

 Posting information related to library services, operations and events and engaging with
community members online.

* The library may conduct occasional calls for survey responses or comments. The Library reserves
the right to close comments at a predetermined time and not in response to the commentary
received.

* Library social media platforms may serve as a forum for the discussion of issues e related to library
collections, programs, and spaces.

User Responsibilities and Restrictions

Users have the responsibility to protect their privacy and should not post personally identifying
information which they do not wish publicly represented on the internet.
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Users may not post comments, links, or images that compromise another's privacy or that may be
considered objectionable or inflammatory. Violations include, but are not limited to:

» off-topic and/or disruptive posts

e commercial promotions or spam

» duplicate posts from the same individual

* threatening language and personal attacks

* private, personal information published without consent
* obscene or libelous content

» copyright infringement/plagiarized material

* political advocacy

* posts that violate library policies

Staff & Volunteer Responsibilities

Any person designated by the Board of Directors responsible for contributions to library social
media platforms must be trained in patron privacy policies, best practices for individual social
media platforms, and in the library mission, values, and positions of the library and its governing
board. A social media account serves as the digital face of the library and should maintain the
same level of customer service provided in the physical library.

Social media confributors should use a tone consistent with the library's mission. Be friendly, sincere,
and energetic. Social media content should be written from the point of view of the “We,” which
represents the library as a whole, and not as an individual staff member. As the online face of

the library, staff members should remain professional at all times and should refrain from expressing
their personal views when posting on the library’s behalf.

Library staff, volunteers, or volunteers with social media responsibilities should protect patron
privacy and confidentiality whenever possible. Information shared by patrons on the Library’s social
media should not be kept by the Library or used for other purposes. Library staff, volunteers, or
volunteers with social media responsibilities should be frained and aware of basic cybersecurity
practices, and should refer to the American Library Association’'s Committee on Professional Ethics’
“Ethics and Social Media Q&A" (available at https://www.ala.org/tools/ethics/socialmediaga#6)
for additional information.

Staff and volunteers shall use the following guidelines to work within the library’s social media
strategy:
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Library Social Media Should Not Be Used:

* For personal benefit or gain.

* For the benefit or gain of any other individuals or outside organizations.

* In a way that compromises the security or integrity of library property, information or software.
Guidelines When Posting To Library Social Media:

* Incorporate the library logo and colors matching logo where applicable. This keeps the branding
consistent.

» Adhere to the Patfron Privacy Policy.

* Adhere to the terms of use of the social network you're using.
Policies Approved by BOD January 2025

* Respect copyright, fair use and financial disclosure laws.

» Acknowledge your mistakes (unless they're minor).

* Verify information before you post it.

* Make sure your links work.

* Make sure you're creating dialog, not just pushing content. Give patrons something to respond to
or act on.

* Thank people for input and feedback, including constructive negative feedback (but don't feel
obligated to acknowledge every single comment).

* Be a kind human, even when interacting on behalf of the library rather than as an individual.
Do not post images showing the faces of minors without express written consent from a
legal guardian using the “Photo Release Form.”

Revision

This social media policy will be reviewed periodically for updates or the addition of new guidelines
or media platforms.

Bibliography
* American Library Association (2013). Ethics and Social Media Q&A.
https://www.ala.org/tools/ethics/socialmediaqa#é

* American Library Association (2018). Social Media Guidelines for Public and Academic Libraries.
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ADDENDUM 7: Human Resources Policies
Americans with Disability and Religious Accommodation

Keizer Community Library (the “Library”) will make reasonable accommodation for
qualified individuals with known disabilities unless doing so would result in an undue
hardship to the Library or cause a direct threat to health or safety. The Library will make
reasonable accommodation for employees whose work requirements interfere with a
religious belief, unless doing so poses an undue hardship on the Library. Employees
needing such accommodation are instructed to contact their supervisor.

Pregnancy Accommodation

Employees have the right to be free from discriminatory or unfair employment practices
because of pregnancy, a health condition related to pregnancy, or the physical recovery
from childbirth.

Employees who are otherwise qualified for a position may request a reasonable
accommodation related to pregnancy, a health condition related to pregnancy, or the
physical recovery from childbirth. If an employee requests an accommodation, the Library
Board will engage in a timely, good-faith, and interactive process with the employee to
determine whether there is an effective, reasonable accommodation that will enable the
employee to perform the essential functions of their position. A reasonable
accommodation will be provided unless it imposes an undue hardship on the Library’s
business operations.

The Library may require that an employee provide a note from their healthcare provider
detailing the medical advisability of the reasonable accommodation.

The Library will not deny employment opportunities or retaliate against an employee
because of an employee's request for a reasonable accommodation related to
pregnancy, a health condition related to pregnancy, or the physical recovery from
childbirth. An employee will not be required to take leave or accept an accommodation
that is unnecessary for the employee to perform the essential functions of the job.

Anti-violence Policy

The Library strives to maintain a work environment free from intimidation, threats, or violent
acts. This includes, but is not limited to, intimidating, bullying, threatening or hostile
behaviors; physical abuse; vandalism; arson; sabotage; use of weapons; carrying weapons
on Library property other than those allowed with a current conceal carry license; or any
other act, which, in the Library Board’s opinion, is inappropriate to the workplace and in
violation of the intent of this policy. In addition, bizarre or offensive comments regarding
violent events and/or behavior are not tolerated. Employees and volunteers are expected
to make a timely complaint of observed violent behavior to enable the Library Board to
promptly investigate and correct any behavior that may be in violation of this policy.
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Complaint Procedure Policy

If an employee believes there has been a violation of the Equal Employment Opportunity
(EEQ) policy or harassment based on a protected class, including sexual harassment,
please use the following complaint procedure. Keizer Community Library has established a
program designed to prevent harassment, deter future harassers, and protect employees
from harassment. The Library takes prompt action to investigate and/or address alleged
discriminatory or unfair employment practices. The Library also takes prompt remedial
actions, when warranted, in response to complaints of discriminatory or unfair employment
practices. The Library therefore expects employees to make a timely complaint to enable
the Library to investigate and correct any behavior that may be in violation of this policy.
Report the incident to a Library Board member, who will initiate an investigation of the
matter. The employee complaint will be kept as confidential as practicable.

The Library prohibits retaliation against an employee for filing a complaint under this policy
or assisting in a complaint investigation. If an employee perceives retaliation for making a
complaint or participating in the investigation, please follow the complaint procedure
outlined above. The situation will be investigated.

Issues involving the employee’s supervisor or Board of Directors members are referred to
the Board President, or if involving the Board President, the Board Vice-President. The Board
President or Vice-President may refer those issues to legal counsel for consultation and
investigation. The Board President or Vice-President will decide resolution, either based on
legal counsel advice, or by bringing the matter before the full Board for action. For issues
involving the supervisor or Board of Directors members covered by this process, the Board
President or Vice-President must communicate the resolution of investigations to the
claimant, the Board, and the supervisor. If the Library determines that an employee’s
behavior is in violation of these policies, disciplinary action will be taken up to and
including termination of employment.

Employment Opportunity and Unlawful Harassment Policy

The Library is dedicated to the principles of equal employment opportunity. We prohibit
unlawful discrimination against applicants or employees on the basis of age 40 and over,
race (including traits historically associated with race, such as hair texture and length,
protective hairstyles), sex, sexual orientation, gender identity, gender expression, color,
religion, national origin, disability, military status, genetic information, marital status, or any
other status protected by applicable state or local law.

Retaliation against an employee for filing a complaint under this requirement or for
assisting in a complaint investigation is prohibited. If any staff member perceives retaliation
for their participation in an investigation, they should contact their supervisor or a Library
Board member immediately. The situation will be promptly investigated by the Library
Board.
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This policy applies to all employees and Board of Directors members, including supervisors,
co-workers, and non-employees such as customers, volunteers, clients, vendors, and
consultants.

Safety Policy

The Library welcomes everyone. Welcoming spaces and services can only flourish in the
context of safety. The Library will maintain and enforce a Patron Code of Conduct for the
safe operation of its libraries. The Library directs staff and volunteers to report unsafe
conditions or questions about violation of the Patron Code of Conduct to a Board
member, the Library Manager or law enforcement as appropriate. The Library partners with
local law enforcement to achieve safe and welcoming Library facilities and services.

Sexual Harassment Policy

The Library strongly opposes sexual harassment and inappropriate sexual conduct. Sexual
harassment is defined as unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct of a sexual nature when:

o Submission to such conduct or communication is made explicitly or implicitly a term
or condition of employment.

o Submission to, objection to, or rejection of such conduct or communication is used
as a basis for employment decisions affecting an individual.

« Such conduct or communication has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating an intimidating, hostile,
or offensive work environment.

All employees and non-employees, such as Board of Directors members, volunteers,
customers, vendors, and consultants, are expected to conduct themselves in a
professional and businesslike manner at all times. Conduct that may violate this policy
includes, but is not limited to, sexually implicit or explicit communications, whether in:

o Written form, such as cartoons, posters, calendars, notes, letters, and emails.

« Verbal form, such as comments, jokes, foul or obscene language of a sexual nature,
gossiping or questions about another’s sex life, or repeated unwanted requests for
dates.

« Physical gestures and other nonverbal behavior, such as unwelcome touching,
grabbing, fondling, kissing, massaging, and brushing up against another’s body.

Unlawful Harassment Policy

The Library strives to maintain a work environment free of unlawful harassment. Unlawful
harassment includes any unwelcome physical or verbal conduct or any written, pictorial,
or visual communication directed at an individual (or group) because of that individual's
(or group's) membership in, or perceived membership in, a protected class, that is
subjectively offensive to the individual alleging harassment, and is objectively offensive to
a reasonable individual who is a member of the same protected class. Harassment does
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not need to be in-person and can occur over electronic media, such as Zoom or other
electronic platforms. Prohibited behavior may include, but is not limited to, the following:

e Written form, such as cartoons, emails, posters, drawings, or photographs.
« Verbal conduct, such as epithets, derogatory comments, slurs, or jokes.
« Physical conduct, such as assault or blocking an individual’'s movements.

This applies to all Library employees, co-workers, and non-employees such as Board of
Directors members, volunteers, customers, vendors, and consultants.

Retaliation against an employee for filing a complaint under this requirement or for
assisting in a complaint investigation is prohibited. If any staff member perceives retaliation
for their participation in an investigation, they should contact their supervisor or a Board
Member immediately. The situation will be promptly investigated by the Library Board.

Violation of Public Policy, Concerted Activity, and Reporting ("Whistleblower")
Policy

The Library expects high standards of ethical and legal conduct and behavior in all areas
of operations. Additionally, the Library is dedicated to the principle of free speech. The
Library encourages discussion among library workers and Board Members of
nonconfidential professional and policy matters about workplace conditions, the
operation of the Library, and matters of public concern within the framework of applicable
laws.

When any perceived breach of ethical or legal conduct is observed by a member of the
staff or community involving activities undertaken by those representing the Library, or
perceived violation of an employee’s rights to engage in protected concerted activity, it
should be reported to a supervisor or a Board Member immediately.

Additionally, if any employee perceives retaliation for reporting their concerns about a
perceived breach of ethical or legal conduct or engaging in concerted activity protected

by law, they should contact their supervisor or a Board Member immediately. The situation
will be promptly investigated by the Library Board.

Policy approved by the BOD June 2026
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AV, Keizer Community Library

Patron Code of Conduct Policy

he

N

Keizer Community Library’s goal is to provide a safe and welcoming learning environment
for all users.

While public service is our highest priority, KCL has established the following rules so that all
persons may enjoy the benefits of the Library. Library staff are authorized to request
patrons to leave if they are violating this Code of Conduct.

To ensure welcoming and sustainable library services and for the safety of all users, the
following behaviors are prohibited in the Library.

Consuming meals or aromatic snacks within the library.

Using tobacco, tobacco products or vaping devices in any form.

Blocking Library entrance or exit areas.

Viewing internet sites that staff determines create a hostile environment for staff or
patrons.

Refusing to comply with staff instructions to stop offensive or unsafe behavior and/or
to leave the Library.

The following severe behaviors may result in formal trespassing complaint, forbidding re-
enfrance to the Library for a specified time period. The misdemeanor trespass complaint
will be enforced by Keizer police.

Threatening or harassing Library users and/or staff by exhibiting abusive or
threatening behaviors, including the use of profanity or gestures.

Engaging in any physical altercation.

Refusing to leave the library when requested to do so by the staff or volunteers.
Engaging in any act of sexual conduct.

Exposing one’s genitals.

Committing theft or vandalism to Library property or personal property of another.

Approved by BOD June 25, 2026
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