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Mission and Values  
Vision:  The Cascade Public Library is the “hub” of the community that provides a window to 
the world to inspire exploration of new ideas and technologies.  

Values:  We are committed to intellectual freedom, universal access, innovation, and 
encouraging lifelong learning.   

Mission:  The mission of the Cascade Public Library is to provide infinite possibilities to inspire, 
inform, and entertain patrons of all ages.  

Hereafter, the Cascade Public Library will be referred to as the library. 

Hereafter, the Board of Trustees will be referred to as the Board (See Appendix A for By-laws). 

Service Hours  
The library shall be open as many hours and days in the week as practical within the restriction 
of the library’s budget and staffing. 

Holidays shall conform to those of other Cascade city offices unless the Board determines 
otherwise. If the Board chooses to open the library on a holiday when other city offices are 
closed, library personnel will be compensated in accordance with city policy.  

Library Use and Membership Policy 
All library materials and services such as computer use and internet access are free and available 
to any person to use while in the library. In order to check items out from the library, a person 
must have a current library membership. All memberships must be updated on at least an annual 
basis, and expired memberships will prevent patrons from checking out library materials.  

The library is supported by taxes paid by city property owners and residents. Therefore 
membership is free for those who own and pay property taxes inside city limits, or for persons 
whose primary residence is inside the city limits of Cascade.  

The library shall also provide free membership for any K-12 student who resides in the Cascade 
School district, including those attending public, private, or home school.   

For persons who reside outside Cascade city limits who are not K-12 students, the library shall 
provide options for paid memberships, including a paid annual and short-term memberships.  

The Cascade Public Library belongs to a consortium of libraries called the “LiLI Express 
Consortium” who agree to allow members in good standing to check out books at each other’s 
libraries. (https://libraries.idaho.gov/lili/lili-express/)  

As a member of this consortium, Cascade patrons may check out books at other participating 
libraries. We will also allow patrons from other libraries to check out select items from the 
Cascade Library, using a “LiLI Express” membership.  
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Interlibrary Loan 
When possible and within the constraints of the library’s budget, staff will provide an interlibrary 
loan service for materials not otherwise available in the library. The library will not charge 
patrons a fee for this service, though charges from libraries which lend the requested materials 
may be passed along to patrons. This service shall be available only to current cardholders.   

Items with current year copyright and audiovisual items such as CDs and DVDs are not available 
through the interlibrary loan service.   

Fines for interlibrary loan items shall be charged at the rate of the lending library.  Cardholders 
will be charged the replacement cost of any items lost. Items are considered lost 30 days after the 
due date. Cardholders who return items late or fail to return items may have their interlibrary 
loan privileges suspended or revoked.  

Interlibrary loan items may be renewed in some cases, depending on the decision of the lending 
library. Requests for renewals should be made prior to the item’s due date.  

Circulation Policy  
Most library materials will be loaned for a two-week period. Library materials can be renewed 
unless another patron has requested a “hold” on the material. Borrowing may be limited as 
deemed necessary by staff when excessive demand makes it necessary to do so to ensure service 
to the greatest number of patrons.  

The library does not charge late fees for overdue items. However, no materials will be loaned to 
patrons with overdue items on their account until such items have been returned or renewed. 
Additionally, patrons are limited to four (4) renewals of an item. Additional renewals must be 
approved by the library manager and items must be brought in for visual inspection to ensure the 
item is not missing or damaged.  

Patrons will be responsible for the cost to repair and/or replace any materials that are damaged or 
lost while checked out to them, including damage or loss to individual parts or the item as a 
whole. Items which have sustained excessive damage shall be replaced at the patron’s expense. 
Items are considered lost if not returned or renewed within 30 days of the original due date, or 
after four renewals. If a patron is able to produce the lost item in good shape prior to the library 
ordering a replacement, the library will remove any associated replacement fees from the 
patron’s account.  

Staff shall inform patrons of any expensive or fragile components of an item prior to checkout. 
Staff may require the approval of a parent or guardian to assume financial responsibility for 
children wishing to check out items with high replacement costs, such as STEM kits or tablets. 

A patron with lost or damaged items on their account shall have their account suspended until 
such time as any resulting fees are paid. Any patron who has unresolved charges on an account 
may be referred to a collection agency at the library’s discretion.  

See Appendix C for more details on associated fees for lost or damaged items. 
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Kindle & Tablet, and Electronics Checkout Policy 
 
Kindles and tablets are made available to the public in order to promote access to digital book 
titles and to facilitate digital connections within the community (e.g. Zoom meetings for 
community groups). These items may also be used by library staff to support specific 
programming needs. These items are not intended to take the place of a personal computer, and 
are not designed for general computer functions such as word-processing, browsing the internet, 
or checking email.  
 
Any person wishing to check out a tablet for use at home must: 

 Be a current member in good standing with the Cascade Public Library. (Patrons who 
use the Cascade Library through a LiLI Express partnership are not eligible to check out 
electronic items).  

 Be at least 18 years of age. (Children under the age of 18 who wish to check out a tablet 
must have a parent or guardian who is willing to sign the user agreement, provide a 
credit card, and accept financial responsibility for the item).  

 Complete and sign a Tablet User Agreement.  
 Accept full responsibility for the item during the period it is checked out to them, 

including use of the item by others.  
 Pay to replace lost or damaged items checked out to them.  

 

Rules of Conduct 
Illegal, disruptive, or other inappropriate conduct that interferes with the operation or enjoyment 
of the library by staff or patrons is prohibited. Such conduct includes, but is not limited to, the 
following:  

1. Possessing a deadly or dangerous weapon within the library building. For purposes of this 
rule, a “deadly or dangerous weapon” may include a bladed instrument, explosive device, 
or other item held for the purpose of endangering or inflicting bodily harm on a person, 
with the exception of a lawfully possessed firearm or pocket knife with a blade of four 
inches or less. 

2. Theft, destruction or injury to library equipment or property; or, using library equipment 
in a manner other than intended by the manufacturer.  

3. Bringing a pet or other animal into the library, other than a designated service animal. 
The person accompanying the service animal will be liable for any damage caused by the 
animal. Patrons will be asked to remove their service animal from the library if the 
animal:  

a. poses a direct threat to the safety of others  
b. is out of control and effective action is not taken to control it  
c. is not housebroken, or  
d. interferes with the library’s fundamental purpose, e.g., continuous barking.  
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4. Using cell phones, radios, computers, or other sound-producing devices in a disruptive 
manner.  

5. Soliciting or selling items or distributing leaflets of any kind. This provision does not 
apply to the sale or distribution of material both authorized by the library and sold or 
distributed for the benefit of the library or of library presenters.  

6. Sleeping.  
7. Following staff members or other patrons around the premises with the intent to annoy or 

harass.  
8. Consuming meals or beverages in public areas of the library, except for beverages in 

spill-proof containers.  
9. Use of tobacco products or vaping devices in the library building or within 20 feet of the 

building.   
10. Impeding the free movement of persons into, out of, or within the library.  
11. Entering or remaining within the library barefoot or without being fully clothed.  
12. Using rollerblades, skateboards, or bringing bicycles inside the library building or on the 

deck entry area immediately surrounding the building.  
13. Leaving a bicycle unattended anywhere on the library premises other than at an approved 

bike rack. 
14. Parents are responsible for the behavior of their children in the library at all times. 

Children younger than the age of 8 (eight) must be attended by a parent or other 
responsible caregiver while in the Library.  

15. Bathing, shaving, brushing teeth, trimming or cutting hair or nails, or changing, washing 
or drying clothes anywhere on the library premises.  

16. Possessing or consuming alcohol.  
17. Engaging in any criminal activity.  
18. Engaging in any other behavior disturbing or disruptive to staff or patrons.  

Library staff may act to correct violations of this regulation which, depending upon the 
circumstances, may include asking a patron to conform his or her conduct to the requirements of 
this regulation, suspending a patron’s privilege to use the library, and/or involving law 
enforcement.  

Meeting Area Policy  
The use of the meeting room must be scheduled with the library manager. Meetings must be 
scheduled during regular business hours. Groups using the meeting room will follow the Meeting 
Room Guidelines established by the library manager. (See Appendix E). 

Programs must not disrupt the use of the library for others.  Persons using the meeting room are 
subject to all library rules and regulations. 

Organizational or structural modifications of the meeting room are not allowed.  
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Unattended Children and Vulnerable Adults 
Sharing the environment with other people requires that everyone follow the Rules of Conduct 
listed previously in this policy. 

The library adheres to the following guidelines concerning the care and behavior of children and 
vulnerable adults: 

1. Children younger than age eight (8) and children and vulnerable adults who are unable or 
unwilling to care for themselves may not be left alone in the library and must have 
adequate supervision while in the library. 

2. Children older than age eight (8) and vulnerable adults who can understand and follow 
the Rules of Conduct and who can care for themselves are allowed to be in the library 
unattended.  They should have contact information for someone who can assist them in 
an emergency. 

3. Library staff will attempt to contact a parent, legal guardian, custodian, or caregiver when 
the health or safety of an unattended child or vulnerable adult is in doubt, a child or 
vulnerable adult is frightened while alone at the library, the behavior of an unattended 
child or vulnerable adult disturbs other library patrons and has caused staff to ask the 
individual to leave the library, or if an unattended child or vulnerable adult has not been 
met by a parent, legal guardian, custodian or responsible caregiver at closing time.  If a 
parent, legal guardian, custodian or caregiver cannot be reached, library staff will contact 
law enforcement officials to take charge of the situation involving the unattended child or 
vulnerable adult. 

4. Library employees are not permitted to transport children or vulnerable adults away from 
library facilities.  Parents, legal guardians, custodians, caregivers, children and vulnerable 
adults who are in violation of this policy or the Rules of Conduct are subject to 
suspension of library privileges. 

Volunteer Policy 
Friends of the Library  

The Friends of the Cascade Public Library are advocates for the library.  The Friends cooperate 
with both the Board and the library staff but interfere with neither.  The Friends have their own 
Board and are a separate organization under Idaho State Law and are registered as a 501(c)3.   

The Recycled Book  

The Recycled Book is run under the auspices of The Friends of the Cascade Public Library.  The 
Friends are responsible for staffing and operations. 

Volunteers in the Library  

The library often relies on assistance from volunteers.  All volunteers providing assistance to 
patrons must complete an orientation and training program and sign a confidentiality agreement 
(See Appendix G).  
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Personnel Policy  
The City of Cascade Personnel Policy Manual and Travel Policy are adopted by the Board.  In 
addition, the following applies to library staff: 

 Telework: Telework – or working remotely from another location – is not generally 
compatible with the library's need for patron services and normal library duties.  If staff 
telework is necessary, the library manager will bring a written request to the board prior 
to any telework being performed. 

 Training: Training and professional development are necessary to maintain current 
professional certifications.  Priority will be placed on such training. Professional 
development training would be available, depending on budget and resources. The library 
manager will identify training needs and priorities for all library staff and consult with 
the Board as necessary.  

 Job Descriptions: The library is staffed to provide optimal service to the community and 
patrons. (See Appendix H). 

Performance Evaluations  
Official performance evaluations shall be conducted for all staff on at least an annual basis, but 
may be conducted throughout the year as needed. The library manager shall conduct staff 
performance evaluations, and the library board of trustees shall conduct the manager’s 
performance evaluation. The library manager shall create, and provide to library staff, a written 
procedure for carrying out performance evaluations.  

Merit Increases 
The library manager shall annually review staff compensation, and recommend any changes to 
the Board for their concurrence. The Board will annually review the manager’s compensation. 
Adjustments may be made to compensation as appropriate based on employee performance, 
economic changes, library budget, and other factors. Merit increases (raises to an employee’s 
base pay rate) shall be considered for employees who exhibit excellent performance as 
documented in written performance evaluations.  

Security 
The Board expects library patrons to respect the library, its staff, furnishings, collections, 
equipment, and other library patrons. Patrons who do not act in a manner consistent with the 
Rules of Conduct as previously outlined may be asked to leave the library.  

Internet Use & Wireless Access 
The library provides free internet access on library computers, as well as wireless access so that 
patrons may connect to the internet via their own personal computing devices. All internet users 
must abide by the Internet Use Policy while using the library’s internet or wireless network. 
Each patron using a library computer must sign a Computer Use Agreement annually. (See 
Appendix F) 
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The library adheres to Idaho Code Title 3 Chapter 27 Section 33-2741 and the federal Children’s 
Internet Protection Act (CIPA) regarding internet content and filtering. In compliance with these 
laws, the library maintains filters on all its publicly available computers and wireless internet. 
These filters block content deemed harmful to minors and are enabled at all times in order to 
ensure protection during any use of a computer or wireless internet access by a minor. An 
administrator, supervisor, or other authorized representative of the library may disable such 
filters at the request of a library patron to enable access for lawful purposes.   

The internet contains a wide variety of material and opinions from various points of view. Not all 
sources provide information that is accurate, complete, or current; some information may be 
offensive. The user accepts responsibility for all information accessed through the internet.  The 
library internet is filtered but even the best filters don’t always block offensive content.  Viewing 
pornography is expressly forbidden and violators will be banned from using the computers.  

Wireless users are responsible for configuring their own equipment. The library does not provide 
technical support for establishing or maintaining a connection nor equipment configurations. The 
library is not responsible for any changes made to an individual computer’s settings and does not 
guarantee that a user’s hardware will work with the library’s wireless connection.  

The library is not responsible for any personal information (e.g., credit card) that is 
compromised, or for any damage caused to hardware or software due to electric surges, security 
issues, or consequences caused by viruses or hacking. All wireless-access users are individually 
responsible for maintaining up-to-date virus protection on their personal devices.  

Social Media Policy 
For the purpose of this policy, social media means any website or app designed with the primary 
purpose of connecting users virtually, sharing information, and promoting user-generated 
content. Examples of social media include but are not limited to: Facebook, Instagram, and 
Twitter.  

The intent of this policy is to establish broad guidelines for the library’s use of social media, 
including the purpose, scope, and acceptable use practices for any social media accounts 
managed by the library. Specific logistical and process information will be outlined in the 
library’s procedure manual.  

Purpose and Scope 

The purpose of the library’s social media presence is to promote the library’s visibility, provide 
information about services and programs, and share relevant information about reading and 
literacy. Although the library welcomes differing viewpoints and values the discussion of ideas, 
the purpose of the library’s social media presence is primarily to share and distribute information 
about the library, and is not intended as a public forum. 

The scope of the library’s social media presence shall be limited to fulfilling the purpose 
described above. The library will post information related to its services, programs, and 
operations, such as dates, times, and a description of events. The library will also share 
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information about relevant events hosted with or by the library’s partners. The library will post 
or share information about reading and literacy, including links to other organizations and 
websites.  

Persons or organizations seeking to partner with the library for promotion of events or services 
through the library’s social media accounts should contact the library manager. The library 
manager will determine whether sharing and promoting the event or service is appropriate and 
aligned with the mission of the library.   

Audience 

The intended audience for the library’s social media accounts is broad and includes adults and 
children, library patrons, partner organizations, and members of the general public. As such, the 
library will ensure any content posted and shared on the library’s social media account is 
appropriate for all potential viewers.  

Staff responsibilities 

Library staff shall be responsible for choosing appropriate social media platforms based on 
research and best practices. Staff shall be responsible for establishing, using, and maintaining the 
library’s social media accounts and shall keep appropriate records for the access of these 
accounts, including usernames and passwords.  

In maintaining the library’s social media accounts, staff shall consider the library’s audience, 
maintain a positive tone, and limit interactions with commenters to the scope described under 
“Acceptable behavior.”   

Acceptable behavior & Removal of Content 

The library welcomes logistical questions as well as brief constructive comments about its 
programs, services, and operations (e.g. “When does story hour start?” “I had a great time!” 
“Next time we’d like to hear more about…”). The library may respond with clarifying 
information, but will not engage in ongoing discussion on its social media accounts. Persons 
wishing to speak with the library in more depth about a particular item, issue, or concern shall be 
directed to contact the library manager via phone or email.      

The library does not allow, and will remove any comments or content containing foul or 
disparaging language, abusive or discriminatory content, or comments designed to provoke a 
negative reaction. The library shall block any users who engage in continued or egregious 
violations of this standard. 

Furthermore, audience members are subject to the rules of use for each specific platform. The 
library is not responsible for a person’s access to or removal from any specific platform for 
violation of such rules.   

Reconsideration 

Any persons who have concerns or complaints regarding the library’s operations, staff, 
programs, services, or materials should contact the library manager or library board directly, 
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rather than posting them on social media. This will ensure that such concerns and complaints are 
received and addressed promptly.  

The library reserves the right to remove, without notice, any content that violates its social media 
policy. The library manager shall review any comment or content flagged as inappropriate and 
shall make the final determination for removal. Persons who have posted content on the library’s 
social media account which has been removed may request a reconsideration by contacting the 
library’s manager at librarydirector@cascadeid.us.   

Disclaimer 

Comments posted on the library’s social media by staff or other users do not necessarily reflect 
the views or position of the library. While the library exercises due diligence when sharing 
information from other sources, it is not responsible for the content of any websites or 
information provided by third parties and accessed through the library’s social media account. 
Users should exercise discretion as to the accuracy of such information.   

Privacy 

The library does not share or distribute personal information of those who engage with its social 
media accounts. However, the library is not responsible for any information shared or distributed 
by the owners of such sites, and all users are subject to the privacy policy of each individual 
website or app platform. Furthermore, the library is not responsible for any information shared 
publicly on such platforms in the course of normal social media interactions. 

Confidentiality of Records 
Pursuant to Idaho Code, Sections 9-337 through 9-348, circulation records and other records 
identifying the names of library users with specific materials are confidential in nature. All 
library employees are hereby advised that such records shall not be made available to any agency 
of state, federal, or local government except pursuant to such process, order, or subpoena as may 
be authorized under the authority of, and pursuant to, federal, state, or local law relating to civil, 
criminal, or administrative discovery procedures or by legislative investigatory power. No library 
employee may release information about an individual's circulation record to a private individual 
unless it is the personal record of the individual patron making the request, or, the personal 
circulation record of the requesting patron's legal dependent.  

The Library may generate various forms of ephemeral records with patron phone numbers, 
addresses, and/or email addresses for administrative and/or various business purposes such as 
telephone or email reference requests and questions, patron hold requests, program requests, 
personal computer reservations, etc. These records may exist in hard copy or electronic form and 
are destroyed on a regular and routine basis.  See the library operations manual for the procedure 
of making record lists and their destruction dates. 

This policy is not to be interpreted as restricting in any way the library's own right to use 
circulation records or other borrower's records in its course of conducting normal library 
business.  
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Collection Management  
The purpose of this policy is to articulate the role of the library’s collection in the community 
and provide direction to staff members in their role as selectors. The Board endorses and 
incorporates as a part of this policy the American Library Association’s Library Bill of Rights 
and The Freedom to Read Statement (See Appendix A). Since the library's focus is the 
communication of ideas and the availability of materials for information, education, and 
entertainment, these statements are extended for the purpose of this policy to include all material 
in any format.  

Collection Development 

In order to implement the collection management policy, staff will design and periodically revise 
criteria to provide a framework for planning the content and nature of the library's collection, for 
identifying the scope of the existing collection, and for developing plans for shaping a solid 
collection.  

The Board encourages public input on the library collection and invites Cascade residents to 
make recommendations for purchases. Such recommendations will be given serious 
consideration by library staff in accordance with the collection development criteria. The 
ultimate responsibility for selection rests with the manager who operates within the framework 
of this policy and the coordinating procedure.  

Library materials will not be marked or identified to show approval or disapproval of the 
contents, and nothing will be sequestered except for the express purpose of protecting it from 
mutilation or theft. 

Responsibility for selecting the reading material of minors rests with their parents or legal 
guardians. Selection of adult materials will not be limited by the possibility that they may come 
into the possession of minors. 

Challenged Materials  

Patrons finding certain library materials objectionable may submit a “Request for 
Reconsideration of Library Material” form to be reviewed by the Board.  (See Appendix I.) 

Collection Analysis 

The manager or designee(s) shall examine the collection regularly for the purpose of selection, 
assessment, and retention of materials. The collection development and analysis criteria will also 
be used in weeding materials from the collection. “Weeding” is the continuous evaluation of the 
library collection by the library staff.  This process is an integral part of collection development 
and maintenance.  The library uses ALA-approved guidelines for weeding.   

Gifts 
The library will accept books and other materials on the condition that the library manager with 
the concurrence of the Board has the authority to make whatever disposition is deemed 
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advisable.  When the library receives a cash gift, the donation may be used in any way and for 
whatever materials or equipment are deemed to be of greatest need for the library.  

Public Relations Policy  
The library public relations policy is to ensure open communication with present and potential 
patrons of the library services and resources. 

The library manager will develop an outreach plan that will be updated annually.   

The library maintains a website (http://cascade.lili.org/) and works with the Chamber of 
Commerce, the Cascade School District, and others to announce and publicize events. 

Records Retention 
The Library will adhere to the City’s Record Retention policies.  

In addition, the Library will store 5 (five) years of Board meeting agendas and minutes at the 
Library. All prior years will be stored in the records file room at Cascade City Hall. 
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Appendix A:  
Cascade Public Library Board By-laws 

 

Article I.  Name 

This organization shall be called “The Cascade Public Library Board of Trustees” existing by 
virtue of the provision of Idaho Code, Title 33, Chapter 26 and exercising the powers and 
authority and assuming the responsibilities delegated to it under said statute.  

Article II.  Membership 
A. The mayor and city council shall appoint a board of five library trustees from among 

Cascade city residents, in accordance with Idaho Code 33-2604. Members must 
understand and uphold Idaho Code 33-2607.  

B. A vacancy shall be reported to the City Council within five days whenever a member 
resigns, moves out of the city limits, dies, or fails to attend two consecutive regular 
meetings without an excuse acceptable to the board. Appointment to complete an 
unexpired term shall be for the remainder of said term only. Any trustee can be removed 
by a unanimous vote of all city council members per Idaho Code 33-2605. 

C. Each year the city council shall appoint one of its members to be a liaison to the Board, 
without voting rights per Idaho Code 33-2604. 

Article III.  Officers 
A. The officers shall be a chairperson and a secretary, elected from among the appointed 

trustees at the October meeting of the board. Officers shall begin serving immediately 
and serve one year at which time they or their successors are duly elected.  

B. The chairperson shall preside at all meetings of the Board, authorize calls for any special 
meetings, appoint committees, execute all documents authorized by the Board, serve as 
ex-officio voting member of all committees, and generally perform all duties with that 
office.  

C. The secretary shall keep a true and accurate record of all meetings of the Board, shall 
work with the library manager to complete board packets for archival, and shall perform 
such duties as are associated with that office. 

D. The library manager shall work with the city clerk and report directly to the Board the 
true and accurate financial records of the library. The library manager will present 
vouchers for bills for approval to be signed by two board members. Bills will then be 
paid by the city. The library manager will also perform other duties devolved upon by the 
board. 
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Article IV.  Meetings 

A. The regular meetings shall be held the third Tuesday of each month unless otherwise 
ordered by the Board. Idaho Open Meeting Law (Idaho Code 74-204) requires no less 
than a 5-calendar day meeting notice, or annual meeting notice, and a 48-hour agenda 
notice.  

B. The annual meeting, which shall be for the purpose of the election of officers and the 
adoption of an annual report (Idaho Code 33-2611) shall be held at the time of the regular 
meeting in October of each year. This meeting has a specified agenda. 

C. The order of business for regular meetings shall include, but not be limited to: 

 Call to Order and Roll Call 
 Consent Agenda  

o Approval of minutes 
o Financial statement, bills/ledger, payroll 
o Manager’s report 

 Open Discussion 
 Approval of Agenda 
 Unfinished Business 
 New Business 
 Next Meeting Date 
 Preliminary Agenda Items 
 Adjournment 

The annual meeting shall include the following specific agenda items: 
 Appointment of officers 
 Establish meeting dates for the upcoming year 
 Review, amend, repeal, or adopt: 

o Library Board Bylaws 
o Cascade City Library Policies 
o Cascade City Library Procedure 

D. Board Meeting Ground Rules 
 Participate as equals with shared responsibility for the outcomes. 
 Communicate openly, honestly, and respectfully. 
 Complete assigned tasks by deadlines. 
 Stick to the agenda. 
 Each board member should have read the entire board packet before the meeting 

begins. 
 Agree to go beyond the stated ending time only by majority vote. 

E. Special meetings may be called by the chairperson, or at the request of two board 
members, for the transaction of business as stated in the agenda for the meeting. If the 
time and place of a special meeting has not been determined at a regular meeting with all 
members present, a notice of the time and the place of the special meeting shall be sent to 
all board members, and written notice shall be posted in the library at least 24 hours 
before the meeting, unless an emergency exists as stated in Idaho Code 74-204. 
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F. A quorum for the transaction of business at any meeting shall consist of three members of 
the Board, but a smaller number may adjourn the meeting.  

G. The most current edition of Robert’s Rules of Order shall govern proceedings of all 
meetings except where provided otherwise by the by-laws.  

Article V.  Library Manager and Staff 
The board of trustees of each city library shall appoint the library manager, who shall serve at the 
pleasure of the Board. The library manager shall advise the Board, implement policy set by the 
Board, supervise all library staff and acquire library materials, equipment and supplies, as well as 
be responsible for its financial operations within the limitations of the budgeted appropriations. 
The library manager shall attend all board meetings but shall not vote and shall be excluded from 
any executive sessions of the Board unless specifically requested to attend. 

With the recommendation of the library manager, the Board shall hire other employees as may 
be necessary for the operation of the library in accordance with city policies and procedures. 
These employees shall be employees of the city and subject to the city's personnel policies and 
classifications unless otherwise provided by city ordinance. (Idaho Code 33-2608). 

Article VI.  Committees 
There are no standing committees. Special committees for the study and investigation of special 
projects may be appointed by the chairperson, with the approval of the Board, to serve until the 
completion of which they were appointed. Special committees must comply with Idaho Open 
Meeting Law. 

 Article VII.  Amendments 
These by-laws may be amended by a simple majority vote of all members of the Board at any 
meeting that has a quorum, provided written notice of the proposed amendment shall have been 
emailed to all members at least five days prior to the meeting at which such action is proposed to 
be taken. 

Article VIII.  General 
A. An affirmative vote of the majority of all members of the Board shall be necessary to 

approve any action before the Board. The chairperson may vote upon and may move a 
proposal before the Board. No seconds shall be required for the Board to consider a 
motion to adjourn.  

B. Any rule or resolution of the Board, whether contained in these by-laws or otherwise, 
may be suspended temporarily in connection with business at hand. For such a 
suspension to be valid, it may be taken only at a meeting where a quorum exists and 
three of the quorum members shall so approve. 

C. The library board of trustees adheres to Title 74 of Idaho State Code: Transparent and 
Ethical Government, Chapter 4: Ethics in Government, including rules regarding conflict 
of interest.   
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Appendix B:  
Library Bill of Rights and The Freedom to Read Statement 

 

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

VII. All people, regardless of origin, age, background, or views, possess a right to privacy and 
confidentiality in their library use. Libraries should advocate for, educate about, and protect 
people’s privacy, safeguarding all library use data, including personally identifiable information. 

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

Inclusion of “age” reaffirmed January 23, 1996. 

 Although the Articles of the Library Bill of Rights are unambiguous statements of basic 
principles that should govern the service of all libraries, questions do arise concerning 
application of these principles to specific library practices. See the documents designated by the 
Intellectual Freedom Committee as Interpretations of the Library Bill of Rights. 
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The 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 
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. 
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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 
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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 
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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 

Subsequently endorsed by: 

American Booksellers for Free Expression 
The Association of American University Presses 
The Children's Book Council 
Freedom to Read Foundation 
National Association of College Stores 
National Coalition Against Censorship 
National Council of Teachers of English 
The Thomas Jefferson Center for the Protection of Free Expression 

 

  



Cascade Public Library Policy Manual pg. 23 

Appendix C:  
Fees for Lost or Damaged Items 

Patrons who have damaged an item will be charged the full and actual cost to repair the item, 
including the cost to obtain any specialized supplies. In the case of lost items, patrons will be 
charged the current actual cost of replacing the item, including shipping, and any associated 
expenses. In some cases this may differ from the purchase price the library paid for the original 
item. In the case of lost or damaged computerized or electronic devices, patrons may also be 
charged up to one hour of IT contract services if required to repair or replace devices.  

In the case of multi-part items, such as STEM kits, or electronic devices, patrons will be charged 
to replace any missing/damaged parts or pieces, where such parts or pieces impact the overall 
functionality of the item. When possible, the library will attempt to replace missing parts 
individually. However, in the case where it is difficult to replace a single component, patrons 
may be charged the cost of replacing the entire kit or electronic device.  

The library will make every reasonable attempt to find a cost effective method of replacing or 
repairing lost or damaged items. If a cost effective option for providing an identical replacement 
is not available, the library may choose to obtain a suitable substitute. In some cases, the library 
may choose to replace a damaged item rather than repair it, depending on the extent of the 
damage and age/wear/tear of the item.  

Excessive Fines – fees in excess of $100 will be sent to a collection agency. 
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Appendix D:  
Kindle and Tablet User Agreement 

 

Your signature indicates your agreement to the following: 

• I verify that I am age 18 or older and a current member in good standing with Cascade 

Public Library.  

• I accept full responsibility for the Kindle or tablet while it is checked out to me, and 

understand that I am responsible for any damage or loss that may occur to the item by 

myself or others while checked out to me. 

• I will not alter any settings, remove or add any items from the Kindle or tablet. 

• I will return the Kindle or tablet in person to a library staff member at the front desk. 

• . I acknowledge and understand that if the Kindle/tablet is not returned within 30 days of 

its original due date, it may be considered missing or stolen, and that I am responsible for 

contacting the library if I have any issues or trouble returning the item by its due date.  

• I accept full financial responsibility for the Kindle or Tablet and agree to pay all costs 

associated with damage to, loss of, or theft of the Kindle/tablet and/or the Kindle/tablet 

accessories while checked out to me, where such replacement costs are determined 

according to library policy.  

• I understand the library may use any appropriate means to collect the amount owed by 

me for fees, damages, or loss, and I authorize the library to charge the credit/debit card on 

file in the event that I cannot be contacted or replacement costs cannot be collected from 

me. 

• If I encounter any problem with the Kindle or tablet, I will notify the library immediately. 

 

Patron Printed Name___________________________________________________________ 

Patron Signature ______________________________________________________________ 

Credit Debit Card Number, CIV, and Expiration Date:  

____________________________________________________________________________ 

Date   _______________________________               Patron ID #   _____________________ 
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Appendix E:  
Meeting Room Policy 

It is the policy of the Cascade Public Library that the conference room at the library is available 
free of charge to any group of citizens with the following understanding: 

 Library sponsored activities are given priority in scheduling the use of the room 

 The room is not available for commercial groups/individuals, or for money-raising 
purposes, with the exception of The Friends of the Library events.  

 Meetings in the conference rooms must be open to the public. Meetings of a closed, 
personal, or private nature may be scheduled at the discretion of the library manager. 

 Reservations must be made for the use of the room. The reservation request must include 
the name of the organization, time period desired, number of persons expected, name and 
telephone number of the person responsible, and the topic or nature of the meeting.  

 Cleaning costs necessitated by the use of the room and/or damage to any equipment in 
the room will be the responsibility of the group using the room. In compliance with Idaho 
State Law, smoking is not allowed in the library nor within 20 feet of the building. 
Alcoholic beverages may not be served. 

 Exceptions to any of these policies must be approved by the library manager.   
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Meeting Room Request 

 

Meeting Room Request Form must be filled out and submitted to the library manager in advance 
of the meeting.   

Name of Meeting_____________________________________________ 

Sponsoring Organization _______________________________________ 

Date and Time Frame of Meeting _________________________________ 

I have read and understand the Rules of Conduct (See page __) adopted by the Cascade Public 
Library Board of Trustees. 

 
Name       Position     Date 
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Appendix F:  
Computer Use Agreement 

The Cascade Public Library cannot control the information available over the internet and is not 
responsible for its content. The internet contains a wide variety of material and opinions from 
various points of view. Not all sources provide information that is accurate, complete, or current, 
and some information may be offensive. The user accepts responsibility for all information 
accessed through the internet.  Our internet is filtered but even the best filters don’t always block 
offensive content.  Viewing pornography on the library’s computers is expressly forbidden and 
violators will be banned from using the computers unless the individual is issued a waiver after 
meeting with the Cascade Public Library Board of Trustees. 

Parents or guardians, not the library or its staff, are responsible for the internet information 
selected and/or accessed by their children. Parents or guardians, and only parents or guardians, 
may restrict their children, and only their children, from access to internet resources accessible 
through the library. Parents or guardians are advised to guide and supervise their children’s 
internet sessions to minimize their exposure to inappropriate or disturbing information.  Access 
to the internet by persons under the age of 18 requires the signed permission of a parent or legal 
guardian. 

The undersigned acknowledges that they have read and understand the Cascade Public Library 
Computer Use Policy as stated above. 

______________________________________               ______________ 
Signature (Parent or Legal Guardian)           Date 

______________________________________        _______________ 
Name of Minor                                                                   Age 
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Appendix G:  
Volunteer/Community Service Agreement  

and Statement of Confidentiality 
The Cascade Public Library recognizes the responsibility of protecting the privacy and 
confidentiality of library users. This confidentiality extends to information sought or received; 
including library materials consulted or borrowed, database search records, reference interviews, 
inter-library loan records, circulation records, registration records and all other personally 
identifiable uses of library materials, facilities or services. Such information may not be 
disclosed. 

Volunteer/Community Service Declaration: Please initial the following statements 

            I agree and understand that any work that I may perform on behalf of the Cascade Public 
Library will be provided on a voluntary basis and that I do not expect payment or other 
compensation for performing such work.  
            I understand that a volunteer or community service position does not constitute an 
employee/employer relationship with Cascade Public Library.  
            I have read and understand the above declaration on confidentiality and agree to work 
within these arrangements. 
            I will maintain the confidentiality of the patrons and service users’ personal, sensitive or 
confidential information. 
            I will only discuss these details with other volunteers or staff members if it is appropriate 
or necessary to do in my role as a volunteer. 
            I will not mention the names or other details of patrons and service users in conversation 
with people outside the organization. 
            I agree to conform to the rules and regulations of Cascade Public Library, in accordance 
with the written policies.  
            I understand that I will begin service on a reciprocal trial basis. I agree to participate in 
training required to complete assigned tasks.  
            I understand that a law enforcement clearance will be obtained if required for my 
assignment and that references will be contacted. There is a separate form to complete 
authorizing a law enforcement background check.  

             
Volunteer       Date 

             
If under 18, parent/guardian     Date 

             
Supervisor       Date  
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Appendix H:  
Job Descriptions 

A.  Library Manager  

Supervisor:  The Cascade Public Library Board of Trustees 

Supervises:  All employees 

General Description 

The library manager oversees all aspects of library operations. This includes supervision and 
scheduling of staff and volunteers; grant and report writing; partnership development and 
maintenance. In addition, the library manager advises the Board on various subjects, drafts 
annual budget for Board consideration and action, prepares monthly and/or annual plans for 
regular and special programs, acquires library materials, and implements policy set by the board. 
The library manager performs a variety of administrative and supervisory tasks as well as 
complex clerical work in planning, organizing, and implementing the programs and services of 
the library. The library manager represents the library to the Cascade city council. 

Essential Functions 

 Oversee and supervise library staff. 
 Oversee the acquisition of library materials, equipment, and supplies. 
 Oversee the planning, organizing, implementation, and evaluation of the programs and 

services of the library.  
 Implement policy, vision, and mission set by the Board.  
 Represent the library to the Cascade city council. 
 Develop and maintain positive and productive relationships and partnerships that allow 

the library to meet its goals and fulfill its mission in the community.    

Duties and Responsibilities  

 Train and supervise staff. Annually evaluate staff performance. 
 Manage day-to-day operations and services of the library. Develop and ensure consistent 

adherence to work procedures (e.g. interlibrary loans, check out procedures, etc.). 
 Foster a collaborative, positive, and productive work environment. Ensure open lines of 

communication with library staff. 
 Attend monthly Board meetings. Provide staff support to the Board by assisting with 

meetings, preparing reports, budgets, and professional advice. Maintain Board records 
and documents. 

 Draft the annual library budget for Board action. Accompany the Board chair to all 
budget meetings with city staff and the city council. Direct and control the 
expenditure of funds within the constraints of approved budget. 

 Serve as the public face for the library, including presentations to boards, commissions, 
civic groups, and the general public, informing the community about library goals. 
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Develop and maintain partnerships to accomplish library goals and implement library 
activities.  

 Oversee the maintenance and development of the library’s collection.  
 Other duties as needed. 

Qualifications 

Education and Experience 
 Bachelor's Degree in a related field or three year’s equivalent work experience.   
 Library Science certificate or equivalent, or willingness to obtain necessary professional 

development and training in Library Science. 
 Experience in office management, program administration, or other managerial functions, 

preferably in the non-profit or public sector. 
 

Knowledge, Skills, Abilities, and Experience 
 Demonstrated experience of the principles and practices of library systems, office 

management, work organization, and supervision. 
 Skill with word processing and spreadsheets. 
 Ability to coordinate, analyze, and track a variety of reports and records.  
 Ability to communicate effectively. 
 Ability to establish and maintain effective working relationships with superiors, 

subordinates, associates, officials of other agencies, and the general public.  

Tools and Equipment Used 

Library computer systems, social media, web development/management, personal computer, 
calculator, copy and fax machine and phone. 

Physical Demands 

The physicals demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations will be made to enable individuals with disabilities to perform the essential 
functions. While performing the duties of this job, the employee is frequently required to walk, 
sit, and talk or hear. The employee is occasionally required to use hands to fingers, handle, feel 
or operate objects, tools, or controls; and reach with hands and arms. The employee is 
occasionally required to climb or balance, stoop, kneel, crouch, or crawl. 

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close and distance vision, color vision, and the ability to adjust 
focus. 

Work Environment 

The work environment described here is representative of what an employee encounters while 
performing the functions of this job. Reasonable accommodations will be made to enable 
individuals with disabilities to perform this job. 
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The noise level in the work environment is generally quiet, with the exception being related to 
excitement from special programs or events being held at the library. 

The duties listed above are intended only as an example of the various types of work that may 
be performed as librarian. The omission of specific statements of duties does not exclude them 
from the position if the work is similar, related or logical assignment to the position and need to 
keep the library functioning. The job description does not constitute an employment agreement 
between the employer and the employee and is subject to change by the employer as the need of 
the employer and the requirements of the job change. 
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B.  Program Coordinator 

Supervisor: Library Manager  

Primary Function 

Assists the library manager in all phases of the operation of the library. The program coordinator 
has primary responsibility for functional areas as assigned by the library manager, for instance, 
development and implementation of library programs, collection development, including digital 
and non-traditional library resources. 

Duties and Responsibilities 

 . Develops and maintains library collection in collaboration with, and at the direction of 
the library manager.   

 Provides training regarding library resources/services to staff, as needed. 
 Works with the city grant writer to identify and prepare grant applications.  
 Plans and implements programs. Coordinates library staff and volunteers as needed to 

present/implement programs. Prepares plans, budgets, and reports, as required. 
 Communicates plans, policies, and procedures to library staff and the general public. 
 Assists patrons in the selection of library materials, provides reference guidance for print, 

digital and online resources. 
 Maintains effective and efficient circulation procedures such as book check-out, 

renewals, returns, and shelving. 

Qualifications 

Education and Experience 

 Associate degree in related field 
 Experience in library operations or training in library science 

Knowledge, Skills, Abilities, and Experience 
 Ability to apply the principles and practices of library systems, office management, and 

work organization. 
 Ability to manage library computer systems. 
 Ability to communicate effectively verbally and in writing. 
 Ability to establish and maintain effective working relationships with patrons and fellow 

staff. 
 Ability to track and balance multiple/competing priorities and assignments. 

Tools and Equipment Used 

Library computer systems, social media, web development/management, personal computer, 
calculator, copy and fax machine and phone. 

Physical Demands 
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The physicals demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations will be made to enable individuals with disabilities to perform the essential 
functions. While performing the duties of this job, the employee is frequently required to walk, 
sit, and talk or hear. The employee is occasionally required to use hands to fingers, handle, feel 
or operate objects, tools, or controls; and reach with hands and arms. The employee is 
occasionally required to climb or balance, stoop, kneel, crouch, or crawl. 

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close and distance vision, color vision, and the ability to adjust 
focus.  

Work Environment 

The work environment described here is representative of what an employee encounters while 
performing the functions of this job. Reasonable accommodations will be made to enable 
individuals with disabilities to perform this job. 

The noise level in the work environment is generally quiet, with the exception being related to 
excitement from special programs or events being held at the library. 

The duties listed above are intended only as an example of the various types of work that may 
be performed as librarian. The omission of specific statements of duties does not exclude them 
from the position if the work is similar, related or logical assignment to the position and need to 
keep the library functioning. The job description does not constitute an employment agreement 
between the employer and the employee and is subject to change by the employer as the need of 
the employer and the requirements of the job change.  
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C.  Library Clerk 
 
Supervisor: Library Manager  

Primary Function 

Provides “first-line” contact with patrons. Provides assistance with library circulation and office 
procedures.   

Duties and Responsibilities 

• Implements procedures related to the circulation desk including check-out; check-in; 
renewals; memberships; repairing books, as needed; and re-shelving.  

• Processes and tracks inter-library loans and requests.  
• Maintains clerical records related to the circulation desk, including daily visitor sheet, 

phone message log, supply orders, etc.  
• Maintains daily financials and processes patron transactions.  
• Assists with special library programs and displays. 
• Other duties as needed. 

Qualifications 

Education and Experience  
• High school graduate or equivalent. 

Knowledge, Skills, Abilities, and Experience  
• Ability to learn library circulation system, and library policies and procedures. 
• Ability to establish patron rapport while working at the check-out desk.  
• Ability to communicate effectively. 
• Ability to establish and maintain effective working relationships with patrons and 

fellow staff. 
• Ability to use personal computer, other digital media, and online resources. 

Tools and Equipment Used 

Library computer systems, social media, personal computer, calculator, copy and fax machine 
and phone. 

Physical Demands 

The physicals demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations will be made to enable individuals with disabilities to perform the essential 
functions. While performing the duties of this job, the employee is frequently required to walk, 
sit, and talk or hear. The employee is occasionally required to use hands to fingers, handle, feel 
or operate objects, tools, or controls; and reach with hands and arms. The employee is 
occasionally required to climb or balance, stoop, kneel, crouch, or crawl. 
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The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close and distance vision, color vision, and the ability to adjust 
focus.  

Work Environment 

The work environment described here is representative of what an employee encounters while 
performing the functions of this job. Reasonable accommodations will be made to enable 
individuals with disabilities to perform this job. 

The noise level in the work environment is generally quiet, with the exception being related to 
excitement from special programs or events being held at the library. 

The duties listed above are intended only as an example of the various types of work that may 
be performed as library clerk. The omission of specific statements of duties does not exclude 
them from the position if the work is similar, related or logical assignment to the position and 
need to keep the library functioning. The job description does not constitute an employment 
agreement between the employer and the employee and is subject to change by the employer as 
the need of the employer and the requirements of the job change. 
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Appendix I:  
Request for Reconsideration of Materials Form 

The suitability of particular books or other materials for the library collection may occasionally 
be questioned by individuals or groups.   Patrons are free to enjoy, dislike or ignore any item in 
the collection.  The library does not endorse opinions contained in its materials.  The library 
believes that censorship is purely an individual matter and declares that while anyone is free to 
reject materials for themselves, that individual cannot exercise this right of censorship to restrict 
the freedom of other persons to any materials.  A request to remove library materials creates 
complex legal and ethical questions for both the library and the community.  Consequently, this 
issue is taken very seriously by the library and will be viewed objectively and as an important 
matter. 

Materials being reviewed will not be removed from circulation during this process.  General 
acceptance of the material will be checked by consulting authoritative lists and critical reviews in 
light of the library selection policy.  Passages will not be taken out of context and the material 
will be evaluated in its entirety.  A committee of one library staff member and two library board 
trustees will report its evaluation and any recommended action to the library manager.  Within 
30 days of receipt of the reconsideration request, the complainant will be informed of the results 
of the committee’s evaluation and any action to be taken by the library.  In the event of an appeal 
of this decision by the complainant, the library board will serve as the final arbiter. 

For your request for reconsideration to be reviewed, you must be a registered card holder of the 
Cascade Public Library and the form below must be signed. 

If you wish to request reconsideration of library materials, please complete the form below and 
return it to:  Library Manager, Cascade Public Library, PO Box 10, Cascade, ID  83611 

 
Requested by:  _______________________________________ Date:  ____________________ 

Address:  _____________________________________________________________________ 

City:  _______________________________ State:  _______________ Zip:  _______________ 

Phone:  ______________________________________ Library Card Number:  _____________ 

Representing:  Self:  Y N 

Organization:  _____________________________________________________ 
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Material on which you wish to comment: 

  Book 

  Video/DVD 

  Magazine 

  Audio Book 

  Compact Disc 

  Other 

Author/Producer:  ______________________________________________________________ 

Title:  ________________________________________________________________________ 

Did you read, view or listen to the entire work?     Yes___________ No  ____________  

What do you find objectionable about the material?  Please site specific passages. 

 

What do you feel might result from the use of this material? 

 

Is there anything positive about this work? 

 

What would you like us to do about this work? 

  Withdraw it from the collection 

  Reclassify (move) to another part of the library collection. 

 Other:__________________________________________________________________ 

For what age group would you recommend this material?  _______________________________ 

In its place, what works would you recommend on this topic? ____________________________ 

_____________________________________________________________________________ 

Signature:  _____________________________________________  Date:  _________________ 

Received by:  ___________________________________________ Date:  _________________ 


