
 

Circulation Policy 
 

 The loan period is 4 weeks for books, audio and periodicals; 2 weeks for Kindles; 1 week 

for movies and video games. 

 Reference materials may not be taken out of the library. 

 The loan period can be renewed for materials that are not on a waiting list. Renewals 

can be done in person, by telephone, by email, or online. 

 Adults and children may check out 50 items at one time but are limited to 4 movies and 

video games per family, subject to library staff discretion. 

 The maximum number of books that can be requested on interlibrary loan is 4 per 

month per family, subject to library staff discretion. $0.25 for more than 4 per month 

per family. 

 Patrons’ borrowing privileges will be withheld until past due materials are returned. 

 Patrons with overdue materials will be contacted with a reminder. 

 Lost or damaged material must be paid for or replaced by patrons. 

Confidentiality 

The Earlham Public Library supports the principles of the right to privacy and the Code of Iowa 

22.7 (13) as laid out below for your convenience. 

“The following public records shall be kept confidential, unless otherwise ordered by a court, by 
the lawful custodian of the records, or by another person duly authorized to release such 
information: 
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The records of a library which, by themselves or when examined with other public records, 
would reveal the identity of the library patron checking out or requesting an item or 
information from the library. The records shall be released to a criminal or juvenile justice 
agency only pursuant to an investigation of a particular person or organization suspected of 
committing a known crime. The records shall be released only upon a judicial determination 
that a rational connection exists between the requested release of information and a legitimate 
end and that the need for the information is cogent and compelling." 

 

 















      

 

 

Credit Card Policy 

The Earlham Public Library Board of Trustees authorizes the library director to be the sole user 

of the credit card issued to the library by the city. Use of the library credit card provides a 

means of purchasing items that cannot be obtained through usual vendors, are needed 

immediately or must be purchased online. It eliminates the need for frequent reimbursement 

to the library director who would otherwise have to pay with personal funds.  

 The credit card is not to be used for personal purchases of any kind. 

 Misuse of the credit card by the library director may result in loss of credit card use 

and/or disciplinary action against the employee, up to and including termination of 

employment.  

 The director will retain all sales slips/register receipts. These receipts must be submitted 

to the city clerk to reconcile against the monthly credit card statement.  

 It is the responsibility of the director to notify the credit card company immediately if 

the credit card is lost, stolen or fraudulently used. The president of the Board of 

Trustees and the city clerk will also be notified. 

 When the library director leaves the position, the credit card must be returned to the 

library board. 
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Deaccession 

Removing material from the library collection. 

The collection of the Earlham Public Library shall undergo deaccession on a regular basis to 

maintain the usefulness, currency and attractiveness of the collection-building goals.  

 

Factors to be considered during deaccession shall include: 

 Currency, based on the latest copyright and varying according to the type of material. 

 Usage, based on the latest recorded circulation date. 

 Literary merit. 

 Accuracy of material. 

 Needs and interests of the community. 

 Physical appearance of the material. 

The library director shall retain the right to dispose of “weeded” material as he or she sees 

proper and feasible. 
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Employee Personnel Policy 
Effective January 1, 2015, Earlham Public Library employees are considered Permanent Part-time and/or 

Full-time Employees* of the City of Earlham and thus are covered by the City of Earlham Personnel 

Policy. The full Personnel Policy Manual for the City of Earlham is attached. 

Key Policy Components: 

 Residency: Library employees shall be residents of the State of Iowa at the time of employment 

with the city and shall remain residents of the State of Iowa during their employment. 

 Evaluation: Library employees shall receive an annual employee performance evaluation by 

their supervisor in November. 

 Vacation: Part-time library employees do not receive vacation. Full-time library employees will 

receive vacation in accordance to the Personnel Policy Manual for the City of Earlham. 

 Holidays: The City will observe the holidays listed below. If the library is open for all or part of a 

holiday, employees who work will receive 1.5 their normal pay rate. Employees who do not 

work on a holiday do not receive any pay for that day. 

o January 1 

o President’s Day 

o Memorial Day 

o July 4 

o Labor Day 

o Veteran’s Day 

o Thanksgiving Day 

o Day following Thanksgiving Day 

o ½ of December 24 

o December 25 

o ½ of December 31 
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 Leave of Absence: A library employee desiring a leave of absence from employment shall secure 

written permission from the Library Director. The Library Board must approve a leave of 

absence by the director. All leaves of absence shall be without pay, unless they are by a Full-

time employee using accrued PTO or Holiday Pay. 

 IPERS: All library employees will be required to participate in the Iowa Public Employees 

Retirement System (IPERS) if the employees’ gross wages are at least $300 for two consecutive 

quarters worked. 

 Injury While on Duty: All employees are covered by Workers’ Compensation Insurance for job-

related illness or injury. Reporting illness or injury immediately to supervisor is critical for 

payment qualification. A physician’s statement will be required prior to resuming work. 

 Leaving Employment: A library employee who chooses to leave employment will give two 

weeks’ notice. An employee whose job is terminated will be given two weeks’ notice. An 

employee discharged for just cause shall forfeit right of notice and other employee benefits. Just 

causes for discharge may be any of the following: 

o Disregard of Safety Rules 

o Insubordination 

o Malicious Damage of Equipment 

o Being Under the Influence and/or Use of Alcohol or Drugs While on the Job 

o Disregard of City Policies 

o Dishonesty 

o Offensive Language 

o Any Act Which Might Embarrass or Harm the City or other Employees 

 

*”Permanent Part-Time Employee” is defined as a person who works less than 40 hours per week with 

partial benefits. To be considered a “Permanent Full-Time Employee” and receive full benefits, the 

employee would need to work 40 hours or more per week. 



      

 

 

Internet & Computer Use Policy 
The Earlham Public Library provides access to the internet to fulfill its mission to be a hub of technology access, providing 

computers and internet access for public use. 

The library has no control over the information accessed through the internet and cannot be held responsible for its content. 

The content of the internet is not filtered; therefore, patrons may encounter materials they consider offensive. Individuals must 

accept responsibility for evaluating content. As with other library materials, the library affirms responsibility of parents or 

guardians to guide their children’s use of the internet. 

Illegal use of the internet is prohibited. It is illegal to use the library’s computers to access, view, print, distribute, display, send 

or receive images or graphics of material that violates laws, including those relating to child pornography and content that is 

“harmful to minors”. 

The library supports the right to privacy and confidentiality of its patrons and maintains no records of what the patron views. 

The library provides free, unsecured, wireless internet access for public use. Security for personal wireless devices rests solely 

with the owner of the wireless device. Personal use of the library’s public wireless access will conform to policies regulating 

other types of public internet access provided by the library. 

Patrons need to have no overdue materials or fines that exceed $5.00. Guests may use the public computers with the librarian’s 

approval. 

The library does not permit downloading of information to the computer’s hard drive or the changing of the computer settings. 

No personal software can be downloaded and saved on the computers. 

No more than one person per workstation at a time. The library reserves the right to terminate or limit the number of sessions 

per day. Computers may not be reserved or held for later use. 

Printing will cost $.10 per page. For school work, the cost is $.05 per page. Computer users will be reminded of the U.S. 

Copyright laws and all other applicable laws. 

If a member of the library staff is forced to take disciplinary measures, patrons could forfeit all library privileges, which include 

access to any library resource, service, material checkout and even access to the library facility. 

Library staff cannot provide in-depth training, but will attempt to help you as much as possible. Computer classes may be 

offered on an individual bases with an appointment. 
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Library Conduct Policy 
 

The Earlham Public Library strives to maintain a safe and pleasant environment for all library 

patrons. With this in mind, the Library Board of Trustees has adopted a number of guidelines 

which are designed to give a clear, common understanding of appropriate behavior in the 

library. 

The essential behavior while using the Earlham Public Library is to be considerate of others. The 

library will make every effort to maintain an environment that maximizes each person’s use and 

enjoyment of library services. 

Maintaining a Safe Library Environment 

In the interest of Safety, any behavior or weapon that is dangerous to a person or property is 

not permitted. 

1. Children at the age of 7 and under must be accompanied at all times by a parent or care 

giver of at least 13 years of age while in the library as stated in our Unattended Child 

Policy. 

2. Shirt and shoes must be worn at all times while on the library premises.  

3. Smoking, the use of tobacco products, and the consumption or possession of alcoholic 

beverages are strictly prohibited in the library. People found in violation of this guideline 

will be required to leave immediately.  

4. Climbing or standing on furniture or structures, placing small children on tables or 

counters, running, parking bikes in front of entrance, etc. is hazardous to the individual 

and to the property, and is not allowed. 

5. Defacing library materials or other library property is prohibited.  

 

Maintaining an Environment Conducive to Library Use 

Any behavior that interferes with another person’s ability to use the library or staff to perform 

their job is prohibited. This may include, but is not limited to the following: 
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1. Behaving in a disorderly, loud, or boisterous manner. 

2. Harassing, annoying, verbally abusing, threatening or repeated unwelcome advances 

toward another person. 

3. Soliciting, selling, campaigning, petitioning, interviewing, survey taking, etc. unless 

authorized by the Library Director. 

4. Picture taking or video taping of people except at a library sponsored event or program 

unless authorizes by the people involved and/or by the parents if the subjects are 

minors. 

5. Using personal listening devices that disturb others. 

6. Receiving and/or making telephone calls on a mobile phone. 

7. Entering the non-public or locked areas, unless accompanied by a staff member or 

through prior authorization from a staff member. This includes but is not limited to the 

office, staff bathroom, furnace room, or storage closet. 

8. Transmitting over-powering, offensive, and/or obnoxious odors that become a nuisance 

to other patrons. 

9. Bringing animals into the Library, other than service animals. 

10. See Also: INTERNET POLICY 

 

ENFORCEMENT 

 

The Library Director and his/her designated staff are authorized to interpret these rules to 

ensure appropriate behavior of all persons in the library. In the case of minor disturbances, 

warnings will be issued before the patron is asked to leave the library. In the case of extreme 

misconduct, the offender may be ordered to leave the building immediately and for a 

prolonged amount of time. The police may be called as appropriate. 

 

PROCEDURE 

 

Warning: In most cases, patrons who are behaving inappropriately in the library will be given 

one warning and required to behave in an appropriate manner. If their behavior continues they 

will be asked to leave the library for the rest of the day. 

 

Suspension: Should the same patron continue to misbehave after being warned, they may be 

suspended for six months. After the 6-month period they may request a reinstatement of 

privileges from the Library Director or his/her designee. A written notification will be sent of the 

board’s decision. Suspension may also be appropriate for patrons involved in cases of extreme 

misconduct, to be decided under the discretion of the Library Director with the support of the 

Library Board of Trustees. 



 

Banned: Patrons who refuse to behave after being suspended may be banned from the library. 

Depending upon the situations, the library has the option to ban the patron on a permanent or 

temporary basis. 

 

Calling the Police: In cases where a patron poses a clear danger to self or others, or where s/he 

deliberately violates the law, or where s/he refuses to leave the library after being required to 

do so, library staff will call the police.  



      

 

 

Long-Range Plan 

 

To better serve our community in this information-hungry society, the Earlham Public Library 

will endeavor to: 

 More effectively partner with residents, stakeholders and volunteers, fostering dialog 

and a feeling of community and raising the profile of the library. 

 Expand collections, technology and services that measured data find are most in 

demand and useful to our constituents. 

 Explore adding to our physical presence to accommodate our growing need for public 

space. 

 Seek new funding streams to sustain these strategic priorities.  

 

To achieve these goals, the Board of Directors will work to achieve these core values, along with 

the library director, throughout each year.  

1) Annual fund-raising and/or capital campaigns. The board will explore potential funding 

streams.  

2) Bequests/planned giving. The board will meet with potential donors and explain the 

benefits bequests have to both the library and the individual. The board will also bear 

primary responsibility for grant writing. 

3) Children’s and students’ events. The library director will oversee and expand programs, 

with the approval of the board. 
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4) Community-wide events. The board will work with the library director to create a 

program of speakers, authors and creative projects. 

5) Garden and grounds. The board will expand and maintain the Storybook Garden and 

container plantings at entrance. 

6) Technology. The board group will study emerging media and technology to expand 

library services. 

7) Public relations and marketing. The board will expand the library’s outreach to regional 

media and the community.  
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Mission Statement 
The Earlham Public Library will provide physical and virtual spaces that are welcoming to patrons of all 

ages.  Lifelong learning will be encouraged through access to the online world, quality materials 

collections, and innovative library services. 
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Registered Sex Offenders Against Minors Policy 
The purpose of this policy is to ensure that the library is in compliance with Iowa Code Chapter 692A 

that excludes registered sex offenders convicted of offenses against minors from public libraries. Sex 

offenders convicted of a sex offense against a minor shall not be present upon the real property of a 

public library and they shall not loiter within three hundred feet of the real property boundary of a 

public library without written permission from the Library Director. 

The Library Director may only give written permission as a result of a vote at a meeting of the Board of 

Trustees at which a quorum is present. The decision can be appealed to the Library Board of Trustees. 

Persons barred from library property under the law remain entitled to library service. The issuance of a 

library card can be made via telephone with the Director to make arrangements for a person of their 

choosing to select, check out, and return materials using that card. They may use that card to access the 

library’s online materials and databases. 

Violations of this policy will be immediately reported to law enforcement and violators will lose all 

library privileges. 
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Inclement Weather Policy 
 Vacation: Part-time library employees do not receive vacation. Full-time library employees will 

receive vacation in accordance to the Personnel Policy Manual for the City of Earlham. 

 Leave of Absence: A library employee desiring a leave of absence from employment shall secure 

written permission from the Library Director. The Library Board must approve a leave of 

absence by the director. All leaves of absence shall be without pay, unless they are by a Full-

time employee using accrued PTO or Holiday Pay. 

 Injury While on Duty: All employees are covered by Workers’ Compensation Insurance for job-

related illness or injury. Reporting illness or injury immediately to supervisor is critical for 

payment qualification. A physician’s statement will be required prior to resuming work. 

 Widespread Pandemic: All employees will be paid for their normally scheduled hours in the 

event that they are unable to come to work due to social distancing (doctor’s note or previous 

knowledge of compromised immune system by director required) or if the library closes due to a 

pandemic. The pay will be equivalent to the employees normally scheduled hours and in the 

event that the library would be closed, employees and director may still come in to work on 

projects, but hours may not exceed a “typical” work week. 

 Inclement Weather: The library will follow the school’s lead for inclement weather. When the 

school has a late start, the library will open at noon and when the school closes for a full day, 

the library will as well. If the school lets out early, it will be up to the director’s discretion 

whether or not to close early. The director may adapt this due to other unforeseeable 

circumstances and staff abilities.  
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Unattended Child Policy 
The Earlham Public Library has established a welcoming, educational and safe place for children, and we 

are glad your children are here. But the well-being of children left alone in a public building is a serious 

concern. 

Although our staff members work to ensure the safety of children in the building, their duties as 

providers of library services prevent them from being able to supervise each child. Library staff members 

are not licensed to provide child care. 

Children Up to Age 7 

1. Young children must have a parent or caregiver age thirteen or older in the immediate vicinity. If 

a child in this age group is found unattended or if he or she violates library rules, the parent or 

caregiver will be informed of the violation. If a second violation occurs, the family will be asked 

to leave the library. 

2. An exception is for children attending Story Hour or another library program without a parent or 

caregiver in the room. However, the parent of a caregiver must remain in the library and 

immediately join the child at the end of the program. 

Children 8 to 12 

 These children may use the library on their own. However, parents are still responsible for the 

actions of their children.  

Teens 13 to 17 

1. Teenagers are treated as adult patrons. However, they are still the legal responsibility of their 

parents.  

2. Teens responsible for younger siblings must have emergency contact information.  

Available Telephone 
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Strategic Plan 

Effective March 2020-2025 

 

Approved by the Earlham Public Library 

Board of Trustees on February 17th, 2020 

  



 

 

 

 

 

 

 

Library Board of Trustees 

Nikki Lilly, President 

Michele McDaniel, Vice President 

Michael Morrison, Treasurer 

Pat Laird, Secretary 

Todd Weber 

Lance Ridgely 

(1 unassigned spot open) 

 

Library Staff 

Justina Wuebker, Director 

Ellyn Reel, Assistant Librarian 

Amanda Lee, Assistant Librarian 

  



Introduction 

Earlham is located in Madison County in Southwest Iowa and has a 

population of 1,523 (2016 census). The Earlham Public Library recently 

completed the Edge Assessment to evaluate its public access 

technology services and responses.  

 

This assessment showed our library in the context of other libraries of 

similar size. Earlham Public Library belongs to the “very small” library 

peer group and scored 465 out of 1000 total points. The average score 

for libraries in this peer group was 406-540, although scores ranged 

from 125-815 in a representative sample. In a community survey taken 

via the online website Survey Monkey (written surveys were available 

and entered into online results), the library was shown as both adept at 

providing programs for the public and also less adept at advertising all 

of their many resources to the general public. The public also wanted to 

see more of a variety of programming for adults. The Trustees decided 

to devise a list of goals to meet within the next 5 years both to help 

increase usage by the public and also to raise the library’s score within 

their peer group. These are the goals the Trustees found fitting: 

 

 A Comfortable Place, both Physical and Virtual 

 Responsive Community Resources and Services 

 Lifelong learning 

 Information Access 

 

The Trustees used these goals, the results of our Edge community 

resource evaluation, and the results of a 2019 Community survey as the 



foundations for the strategic plan. This plan outlines goals, objectives, 

and activities that will help library staff meet the needs identified. The 

Earlham Public Library Strategic Plan is submitted as a written endeavor 

to accomplish the goals set forth by the Board of Trustees.  

 

 

Needs Assessment 

Earlham, Iowa’s demographics in race, age, education, and economic 

ability are shown below in order to help describe the needs of the 

community. This data is from the 2016 United States Census Bureau 

American Community Survey (ACS) and was put together by the site 

http://areavibes.com/earlham-ia/demographics/. 

Earlham, IA has a population of 1,523 people with a population density 

of 1,574 per square mile, which is 2662% higher than the Iowa average. 

The median age in Earlham is 36 and 64% of the population over 15 

years of age are married. 99% of the community speak English and 1% 

speak Spanish.  

The income per capita in Earlham is $27,033, which is 6% lower than 

the Iowa average and 9% lower than the national average, but the 

median household income is $65,893, which is 21% higher than the 

Iowa average and 19% higher than the national average. The 

unemployment rate in Earlham is 2%, which is 52% lower than the 

national average. The poverty rate in Earlham is 7% which is 56% lower 

than the national average. 

Earlham is a charming small community about a half hour drive from 

Des Moines, which means that especially for small children and the 

elderly, the Earlham Public Library can be a great place to go for 

programing that does not require a long drive or much preparation to 



attend. The poverty rate is low, but the library is the best place for 

information, entertainment, social atmosphere, and education to go to 

outside of the school. The town is growing, especially as Waukee (the 

nearest bigger city) is growing and with that, we have many young new 

families in the area as people look for cheaper homes near where they 

work.  

As the location suggests though, people have a wide variety of 

competing entertainment options available at a close distance. The 

Board of Trustees would like the Earlham Public Library to help the 

community of Earlham to be a great place that people want to stay and 

invest in their own community when it comes to consumerism and will 

therefore respond by using the library to promote local events as well 

as providing educational and fun programming to the public.  

  



Mission Statement: 

The Earlham Public Library will provide physical and virtual spaces that 

are welcoming to patrons of all ages. Lifelong learning will be 

encouraged through access to the online world, quality materials 

collections, and innovative library services. 

 

Goals, Objectives, Projects, Activities 

 

Goal #1: The library will be a comfortable place to visit, both 

physically and virtually. 

 

Residents will have safe and welcoming physical places to meet and 

interact with others or to sit quietly and ready and will have open and 

accessible virtual spaces that support networking. 

 

Objective #1: Patrons will have enhanced physical spaces in which to 

enjoy all services the library has to offer. 

Activities: 

 Create a contract with a floor cleaning service for regular 

cleanings (2020) 

 Investigate improving front desk area to allow for handicap access 

(2025) 

o Pricing a new desk versus modifying the current layout 

o Self-checkout on lower countertop? 

o Acquire funding 



 Explore making bathroom family-friendly by adding a fold down 

changing table (2020) 

 Create a way to showcase STEM kits won through grants that can 

be checked out or used in-house (2021) 

 Explore expanding the library or purchasing new property 

o Written Space Needs Assessment (2022) 

o Review Stella Hoadley Trust requirements (2021) 

 

Objective #2: Patrons will have enhanced awareness and access to 

current and new virtual services.  

Activities: 

 Promote existing virtual services (Bridges, Gale, Credo, website, 

Facebook, Instagram, Transparent Languages) (2020) 

 Start a monthly newsletter promoting one aspect of our online 

services each month as well as in-library services (2022) 

 Partner with schools to offer mock job interviews and resume 

help for seniors (2021) 

 

Goal # 2: Responsive Community Resources and Services 

Residents will have a central source for information about the wide 

variety of programs, services, and activities provided by community 

agencies and organizations.  

 

Objective #1: Patrons will have access to a community hub of 

information 

Activities:  



 The library will post community events on their bulletin board, 

Facebook page, and website (2020) 

 Partner with Bricker-Price to co-advertise/co-plan community 

programming (2020) 

 The library will make an effort to help promote all local events, 

therefore becoming the place in which people look to find town 

happenings (2021) 

 The library will adapt to community needs by providing programs 

for age groups as the population fluctuates (2020-2025).  

 

Goal #3: Lifelong learning 

 

Residents will have the resources they need to explore topics of 

personal interest and continue to learn throughout their lives.  

 

Objective #1: Young patrons will be actively engaged in a variety of 

literary and creative opportunities. 

Activities: 

 Promote and revamp 1,000 books before Kindergarten program 

(2020) 

 Offer Monthly STEM programming (2021) 

 Initiate LEGO club which meets at least 4 times per year (2022) 

 Offer beginning sewing classes which take place at least 4 times a 

year (2022) 

 Offer at least 4 lapsit story times each year (2023) 

o Supplies: shaker eggs, colorful scarves, CD player 

o Training for a backup person if director cannot be there 



 

Objective #2: Adult patrons will have access to new literacy 

opportunities and the support needed to create their own content. 

Activities: 

 Offer book club that meets at least 6 times per year (2020) 

 Offer a space for quilters/crocheters to gather and socialize while 

working on individual projects at least 4 times per year (2022) 

 Offer instruction on specific crochet or knitting projects at least 4 

times per year (2022) 

 Advertise VHS to DVD converter services (2020) 

  

Goal #4: Information Access 

 

Residents who want materials to enhance their leisure time will find 

what they want when and where they want them and will have the 

help they need to make choices from among the options.  Residents will 

also have high speed access to the digital world with no unnecessary 

restrictions or fees to ensure that everyone can take advantage of the 

ever-growing resources and services available through the internet. 

 

Objective #1: Patrons will have resources to help assist in their 

selections. 

Activities: 

 Staff Monthly Picks will be posted as suggestions from various 

categories throughout the collection, featuring staffer first names 



in order to familiarize the public with the particular book tastes of 

each staffer (2020) 

 Newly added books will be listed, so they can be reserved when 

checkout out by other patrons (2021) 

 Websites that help with Readers’ Advisory will be linked to on 

staff circulation computers to better assist patrons (2020) 

 

Objective #2: Patrons will easily be able to find materials after selecting. 

Activities: 

 Library sections will be more visibly labelled (2021) 

 New materials will be identified in the computer as such, so 

patrons can be directed to the new area rather than the general 

section (2021) 

 

Objective #3: Patrons will have access to high speed internet within the 

library. 

Activities: 

 Perform regular updates 6 times each year on public desktop 

computers (2020) 

 Provide new laptops to replace aging technology currently 

provided, as well as offering a public charging station. (2025) 

o Purchase 2 new public laptops or computers per year 

o Investigate grant money for a laptop charging cart 

 Office computer will be replaced with a laptop in order to 

mobilize more easily for programs and meetings, while the 

current computer can be wiped and used as a public desktop 

(2025) 



o Investigate options for faster public desktop computers, 

either by investing in better quality computers or software 

to make them last longer 

o Purchase adaptability screens so that computers can be 

used by those with impaired vision 

 






























































