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Glossary of Terms
This glossary contains terms that will be commonly used in the policies that follow.
These terms, when used in a policy, are capitalized throughout the document.
Board, Board of Directors
The Prosser Public Library’s Board of Directors.
Director
The director of the Prosser Public Library.
Library, Prosser Public Library
Any building, program, entity or characteristic associated with the Prosser Public
Library, including the P. Faith McMahon Wintonbury Library.
Town, Town of Bloomfield
The Town of Bloomfield and its staff, departments, and representatives.
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Bulletin Boards, Handouts, Solicitation and Selling Policy
Bulletin Boards
The Prosser Public Library strives to provide activities that highlight and attract
attention to library and community resources and information. To that end, the
Library provides the community with bulletin board space. Announcements posted
include those of educational, cultural, and community events sponsored by the
Library and other non-profit groups in the Greater Hartford area.
Posting of items is subject to the following conditions:




All items must be submitted to the Adult Services Librarian at Prosser Public
Library, and the Branch Librarian at P. Faith McMahon Wintonbury Library.
The Library does not accept for posting advertisements for commercial
services or information of a personal nature.
A bulletin board is made available to the Friends of the Bloomfield Public
Libraries.

Handouts
The Library makes available copies of handouts – flyers, brochures, etc. – as space
allows. Acceptance of such items is subject to the same conditions as the posting of
materials on Library bulletin boards.
Acceptance/Rejection
The guidelines for acceptance or rejection of bulletin board items or handouts would
be the same as those governing exhibits and displays. (See Display/Exhibit Policy.)
Solicitation
Solicitation of any kind is not permitted in Library buildings, or on Library grounds,
unless approved by the Director.
Selling
Selling of any kind is not permitted in Library buildings, or on Library grounds,
unless the selling




supports, or is a service of, the Library, such as items for sale by the Friends
of the Bloomfield Public Libraries.
supports, or is a service of, the Town of Bloomfield.
connects directly to a library-sanctioned presentation.

Exceptions can be granted for local non-profit library partners, at the discretion of
The Board of Directors of the Prosser Public Library.
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Computer Usage and Internet Safety Policy
In fulfilling its mission to provide informational, educational, and cultural
enrichment for the Bloomfield community, the Prosser Public Library offers free
computer/Internet access to all Library patrons. The Internet is a global and
unregulated information network. As such, it allows patrons to access information
and images beyond the scope of the Library’s selection criterion and collection
development policies. The Library cannot control the information accessible through
the Internet and is not responsible for its content.
Computer Usage
Library workstations are intended for the informational, recreational and
educational use of library patrons. The restriction of a child's access to Internetaccessible computers is the responsibility of the parent or guardian. The computer
workstations and library network may not be used for illegal activities. Any
activities intended to disrupt network services or equipment, change computer
settings, or access restricted data are not allowed. The Library reserves the right to
end any computer session at any time for any reason. The violation of these rules
may result in either the temporary or permanent loss of computer privileges.
Per page printing fees are collected by the Library in order to cover the cost of
printer supplies and maintenance. The Library assumes no responsibility for loss of
data, or for damages sustained by any patron connecting their own flash drives or
electronic devices to a Library computer, or for any liability that may occur from
patron use of a computer or the Library’s network.
Internet Filtering
In compliance with the Children’s Internet Protection Act (CIPA) [Pub. L. 106-554
and 47 USC 254(h)], the Library filters all its computers, and all access to the
Internet through its network, to protect against access to obscene visual depictions,
child pornography, and/or other material harmful to minors, as required by law.
The term "obscene" as defined in 18 USC Section 1460.
The term "child pornography" as defined in 18 USC Section 2256.
The term "harmful to minors" as defined in 47 USC Section 254 [G].
Filtering software is by its very nature imperfect, therefore, the library has chosen
to employ the minimum level of filtering that will allow for CIPA compliance.
The filter may unintentionally block sites that have legitimate research value and
fail to block objectionable content. Library patrons should be aware that Internet
filtering software installed for CIPA compliance should not substitute for individual
judgment and/or parental involvement and oversight. Library staff is allowed to
unblock erroneously blocked individual websites for adults and minors.
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Library staff will disable filtered Internet access to persons 18 or older who request
it for bona fide research or any other lawful purposes. Filters cannot be disabled on
public computers in the children’s department.
Inappropriate Network Usage
To the extent practical, steps shall be taken to promote the safety and security of
users of the Library’s network when using electronic mail, chat rooms, instant
messaging, and other forms of direct electronic communications.
Specifically, as required by the Children’s Internet Protection Act, inappropriate
network usage includes: (a) unauthorized access, including so-called ‘hacking,’ and
other unlawful activities; (b) unauthorized disclosure, use, and dissemination of
personal identification information regarding minors; and (c) dissemination and
viewing of obscene visual depictions, child pornography, and/or other materials
harmful to minors.
Education, Supervision and Monitoring
The Library affirms and acknowledges the rights and responsibilities of parents and
caregivers to monitor and determine their children’s access to library materials and
resources, including those available through the Internet. Parents or caregivers are
responsible for the Internet information selected and/or accessed by their children.
To assist parents, children, and other library patrons, the library will provide
Internet safety resources, as well as occasional classes or programs that address
privacy, security, and safety issues.
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Display/Exhibit Policy
The Prosser Public Library strives to provide activities which highlight and attract
attention to Library and community resources and information. To that end, the
Library provides space for exhibits of an educational, cultural, civic or recreational
nature. Exhibits allow creative persons to share talents or interests while aiding the
Library in providing education and cultural enrichment for the community. These
exhibits are non-commercial exhibits and include no advertising.
Arrangements
Exhibit space must be arranged/scheduled in advance with a designated Library
staff member.
Exhibitors
Exhibitors displaying art/craft items should have some serious involvement with
and experience in their art or craft. Groups are invited to display provided they
select one person to represent them in arranging the exhibit. Exhibitors assume the
responsibility for loss or damage to materials exhibited.
Types of displays
Displays are limited by the case-size at each site. Security may also be a limitation.
Every effort is made to assure the safety of exhibits; however, the Library will
assume no responsibility for the security of items on display.
Length of exhibit/set-up
Displays are usually scheduled on a no-less-than-one-month and no-more-thantwo-months basis. Responsibility for set-up is shared by the exhibitor and the
designated staff member, and set-up is to occur during Library hours at a time
agreed upon with the person in charge. The exhibitor agrees to remove the
collection promptly on the agreed dismantling date. The Library is unable to provide
storage for the property of exhibitors.
Sales
The Library is not involved, in any way, in the sale of any exhibit item. No prices or
price lists will appear with an exhibit of saleable items, nor will library staff provide
any item’s value. The name and address and other information about the exhibitor
may be included as part of the display, on a sign with dimensions no larger than
8½” X 11”.
Publicity
Any publicity regarding displays or exhibits will be handled by the designated
Library staff member.
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Coordinated Programs
Exhibitors interested in a special program related to their display are encouraged to
indicate this interest several months in advance to allow for proper planning and
publicity.
Library Bill of Rights/Collection Development Policy
Presentation of Library displays or exhibits must be consistent with the Library Bill
of Rights, especially Article II, which indicates that libraries should provide
materials and information presenting all points of view on current and historical
issues.
Acceptance/Rejection
Library displays by an outside individual or group do not in any way constitute an
endorsement of that individual or group’s policies or beliefs by the Library or the
Town. Moreover, the major principles inherent in the Library’s Collection
Development Policy, generally apply to displays, exhibits, posters, flyers, etc.
Displays, exhibits and posters, controversial or not, are accepted as long as they do
not interfere with the daily conduct of Library business. They may not be accepted
by the staff in charge of displays if they are judged inappropriate or offensive. In
these cases, appeal may be made to the Director and/or Board who will be guided
by the Library Bill of Rights tempered by community standards.

Display/Exhibit Policy
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Interlibrary Loan Policy
1. Prosser Public Library as Borrower
The Prosser Public Library offers interlibrary loan (ILL) as one of its core services.
In order to satisfy the needs and interests of local residents, the staff will attempt
to borrow specifically-named materials not available in the Library from other
libraries around the state.
Who May Use This Service
Patrons may submit ILL requests online, by telephone, or in person. The staff will
place interlibrary loan requests for any user of the Library. This service is extended
to all patrons, regardless of age or place of residence. The Library reserves the
right to deny interlibrary loan services to any patron with outstanding overdue
fines, lost or damaged item charges, or other infractions on his/her borrower
record.
Materials Eligible and Ineligible for Interlibrary Loan Requests
The Library will request any and all materials, as available.
Request Limits
Staff will process up to three (3) statewide ILL requests per person/week.
Waiting Time
The time required to receive statewide interlibrary loan items can vary between two
(2) and four (4) weeks, although some requests may take shorter or longer times.
Pick-Up
Interlibrary loan materials obtained by the Library are held for a limited time.
Therefore, the patron’s cooperation in picking up materials promptly is requested.
Interlibrary loan materials not picked up within seven (7) days of patron notification
may be returned to the lending institution.
Loan Periods and Renewals
The length of time an interlibrary loan item is loaned to the Library varies and some
materials may not be renewable.
Returns
Patrons who borrow interlibrary loan materials obtained by the Library are required
to return the items at the Library, not directly to the lending institution. This is for
recordkeeping purposes.

Approved by the Board of Directors on 1/13/15
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2. Prosser Public Library as Lender

It is the policy of the Prosser Public Library to function whenever possible as a
provider of materials in the interlibrary loan system of which it is a participant. As a
provider, the Library accepts interlibrary loan requests submitted through other
libraries only.
The Library lends any and all of its print and non-print materials to other libraries
through the interlibrary loan system, with the following exceptions:
Materials listed as “Reference” or “Office”
Circulating materials with one or more holds outstanding
Newest issues of magazines
Newspapers
Circulating equipment and hardware
Passes to cultural sites
Books listed on the reading lists of schools serviced by the Library
(summers only)
Most items loaned to other libraries will be loaned for 42 calendar days. Renewals
of these items, which may not exceed two (2) in number, will be subject to
approval by the Library staff.
As a professional courtesy, the Library does not charge fines against other
institutions for overdue items loaned to them through interlibrary loan. However,
the Library does request replacement costs, or replacement of materials, for items
lost or damaged while in the care of other institutions.

Interlibrary Loan Policy
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Procedure on Library Closings Due to Holidays
In general, the Library will be open for normally scheduled hours before and after
holidays. The Library follows Town rules for holidays. Please note the following
exceptions:
Thanksgiving
The Library will close at 5:00 p.m. on the day before Thanksgiving.
Christmas
The Library will close at 5:00 p.m. on Christmas Eve, unless the Town chooses to
close all Town buildings earlier. The Library will observe normal hours the day after
Christmas. If the day after Christmas is a Saturday or Sunday, the Library will be
closed. The Library will be closed if Christmas falls on a Saturday or Sunday.
New Year’s
The Library will close at 5:00 p.m. on New Year’s Eve. The Library will be closed if
New Year’s Day falls on Saturday or Sunday.
Holiday Weekends
When a holiday falls on or near a weekend, the Library will close on that Saturday,
at the discretion of the Director.
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Materials Selection Policy
1. Mission Statement
Bloomfield’s Prosser Public Library and P. Faith McMahon Wintonbury Library are
committed to enriching our community by providing opportunities to acquire
information and education while fostering inspiration and imagination.

2. Purpose of Policy
The Prosser Public Library’s materials selection policy serves as a guide for
librarians in the selection and withdrawal of Library materials. It also serves to
inform the public as to the criteria upon which Library materials are selected and
withdrawn. The Library supports intellectual freedom and subscribes to the Library
Bill of Rights, the Freedom to Read Statement, and the related supportive
documents of the American Library Association. The Library seeks to build and
maintain within budgetary and space limits, a balanced collection of materials in a
variety of formats for all ages. In following this policy, neither the Library nor its
Board endorses every thought, expression or belief represented in the Library's
collections. In addition to a basic informational collection, the P. Faith McMahon
Wintonbury Library meets the special interests of its neighborhood community, and
is supplemented by the Prosser Public Library, which maintains a broader scope of
materials.

3. Criteria and Responsibility for Selection
The selection of Library materials is the responsibility of the Director and the
materials selection librarians.
Library materials are diverse in topic, format, and other characteristics. Each type
of item must be considered in terms of its own merit and the audience for whom it
is intended. No single set of selection criteria can be applied to all cases.
In general, the selection of books and other Library materials will take into account
the following criteria:
The appropriateness of the item to the needs and interest of Library users
and of the community as a whole
The timeliness and accuracy of the information
The competence of the presentation
The contribution of the item toward strengthening the existing collection
Suggestions from Library staff and the general public
The value of the item based on literary or scholarly excellence and other
inherent quality considered without regard to popular demand
Budgetary limitations
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In selecting fiction, it will be the Library’s goal to provide items which meet the
needs of users of varied backgrounds, reading tastes and interests.

It is the Library’s goal to build a balanced collection of materials of current popular
interest as well as materials of permanent worth. In addition, subject matter and
diversity of opinions are significant factors for selection.

4. Guidelines for Collection Management
Multiple Copies
Purchase is made to meet demand for popular titles. New books requested by
patrons will be purchased whenever consistent with collection development policies.
In order to insure that the wait for bestsellers is kept reasonable, the Library will
attempt to acquire additional copies when appropriate.
Donations and Memorials
The Library accepts donations of books and media on a limited basis. These are
subject to the same criteria as purchased materials. All donations which are added
are integrated into the existing collection. Special collections which must be shelved
separately will not be accepted. The Library does not assess the value of materials,
and therefore will not provide that information for tax purposes. The Library
welcomes funds to be used for the purchase of memorials. A thank you letter will
be sent to the donor and the family of the person honored will be notified. Materials
may carry a gift plate showing the name of the donor and the person honored.
Withdrawals and Replacements
The American Library Association recommends regular weeding so that the Library
can maintain an up-to-date and inviting collection. Lack of demand, obsolete or
erroneous information and poor condition are the main reasons for discarding.
Standard titles of lasting value (unless they are replaced by newer copies) and
materials of special local interest will not be discarded. Discarded materials will be
marked as such and given to the Friends of the Bloomfield Public Libraries for their
regularly scheduled book sales.
The Library does not necessarily replace materials which have been discarded due
to loss, damage or wear. The following criteria are taken into account when making
decisions as to whether or not to replace a given item:
Demand
Number of duplicates
Adequate subject coverage in the field with remaining materials
Availability of copies elsewhere in the system

Materials Selection Policy
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Children’s Materials Selection
The Children’s Department provides materials for children from infancy through 8th
grade as well as materials for parents and teachers. Juvenile materials are selected
with the same criteria as adult materials, and are kept on open shelves where they
are available to all children. Children may borrow materials from the adult
collection. Ultimate responsibility for children’s reading, viewing and listening rests
with their parents or guardians.
Teen Materials Selection
Teen Services provides materials to meet the special personal, topical and
recreational interests of middle and high school age residents. The adult and
children’s collections will continue to provide print materials, electronic resources
and media to meet the general cultural, educational, and informational needs of
middle and high school age residents. Ultimate responsibility for teens’ reading,
viewing and listening rests with their parents or guardians.
Requests for reconsideration of materials
Any patron who wishes to object to the presence of a particular item in the
collection may do so by completing the “Request for Reconsideration of Library
Resource” form. The Director and the librarian responsible for selection of the
material in question will investigate and recommend action. If the issue is
unresolved, the Board will review such objections. While an item is under review, it
will remain in the collection. The patron will be informed of the decision regarding
the objection.
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Meeting Room Policy
Meeting room use will be limited primarily to functions for which the Library serves
the public. The use of the meeting room by community groups may occur on a
limited basis at the Director’s discretion.

Approved by the Board of Directors on 1/13/15
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Program Policy
In an extension of its role as a provider of informational, cultural and recreational
materials and opportunities, the Prosser Public Library provides programs which
draw attention to and promote the resources and services of the Library.
Youth Programs
Programs conducted for infants through teens are essential to the Library’s services
to them and the adults who work with them. Programming provided by trained
librarians for infants through teens facilitates bringing together books and readers.
Programs may be arranged and presented by outside professional performers to
further enhance the cultural and recreational experiences of children and their
families.
Adult Programs
A variety of programming is offered for adults of all ages with priority given to
programs that promote reading and literacy, the dissemination of information, and
the appreciation of culture and the arts. Programs may be arranged and presented
by outside professional performers to enhance the educational, cultural or
recreational experiences of the program audience.

Approved by the Board of Directors on 1/13/15
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Rules of Conduct for Persons Using the Library
The Prosser Public Library is for the use of all citizens. By the very nature of the
type of service the Library renders to citizens, it is absolutely necessary that
commonly used rules of conduct and common courtesy be observed by those using
Library facilities. Those who do not comply may be asked to leave the premises. In
order to maximize the opportunities and services of the Library, the Board of
Directors of the Prosser Public Library hereby adopts the following Rules of Conduct
for all persons using the Library.
1. Boisterous, unruly, insolent or disruptive conduct within the Library will
not be tolerated.
2. Library users are expected to use earphones for all audio equipment.
3. Study and reference tables are designed for a certain number of users.
This number should not be exceeded.
4. Congregating in lobbies, halls and stairways is not permitted.
5. Smoking in any part of the Library, including the lobbies and halls, is not
permitted.
6. Food and beverages may not be consumed within the Library, except for
refreshments distributed by Library staff at Library programs.
7. Bringing drugs or alcohol into the Library is prohibited. Persons under the
influence of either will be asked to leave the Library.
8. Use of a computer is limited to two persons at a time. Groups are not
allowed to congregate around the computer.
9. In the event that a patron has been requested to leave the Library and
refuses to do so or returns to the Library or its grounds without
permission, the police will be notified.
10. Restitution shall be required in all cases of vandalism.
11. Repeated or serious violation of these rules may result in the revocation
of Library privileges by the Director.
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Staff Development Policy
The Board of Directors encourages professional staff to attend professional
meetings and to join and participate in the activities of professional organizations in
order to remain active in their field. Such activities include conferences and
workshops of the American Library Association, the New England Library
Association, and the Connecticut Library Association as well as the sections and
interest groups of these professional organizations. Activities also include
workshops and online seminars, and activities that the staff member and the
Director agree would be beneficial to the staff member’s professional development.
Registration and fees are paid by the Library if funds permit.
Professional and non-professional staff must receive adequate training to allow
them to keep up with changes and advances in the library field. The Director will
work with individuals on the staff to help them determine areas where they need
additional training, and will strive to make such training opportunities available to
the staff.

Approved by the Board of Directors on 1/13/15
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Policy Concerning Unattended Children in the Library
The Prosser Public Library has a responsibility to provide an environment that is
safe and comfortable for every patron who is appropriately using its services and
facilities.
The Board and Library staff are eager for children to use the Library and welcome
those who do so. Service to children is an important part of the Library’s mission.
The Library is free and open to unaccompanied children who are independent
enough to use the resources for recreation, information and education.
It is not the Library’s function or purpose to be a care center for young children
while parents or other supervising adults are outside the Children’s Department
and/or outside the Library.
In order to maintain a safe, orderly, and proper environment for Library use and to
protect Library property, the following constitutes Library policy concerning the
supervision of children.
1. At all times, caregivers are responsible for the conduct and safety of their
children on Library premises. Caregivers must provide appropriate
supervision based on the ages, the abilities and the levels of responsibility of
their children.
2. Caregivers are expected to be aware of the opening and closing times of the
Library, bearing in mind that these can and do change. Sudden emergencies
may occur in the Library and in such cases the Library assumes no
responsibility for unattended children. Power failures or other emergencies
can occur and require unexpected closing of Library buildings. Parents,
guardians or caregivers should be sure that their children know what to do or
where to go when the Library closes.
3. The Library is not responsible for the care and supervision of unaccompanied
children prior to opening, during hours of operation, and after closing.
If a child is unaccompanied in a Library building 15 minutes before closing
time, staff will assist the child in calling to arrange for transportation.
Another call will be made at closing time. If the child is not picked up within
10 minutes of closing, Library staff will call for police assistance. If the police
are called when a parent or guardian fails to pick up the child, it is considered
“risk of injury to a minor” and is a criminal offense. *See CT State Statute
Sec. 53-21a

Approved by the Board of Directors on 1/13/15

Unattended Children in the Library

Prosser Public Library

18

Bloomfield, Connecticut
4. Children, like all other Library users, are required to respect Library property
and to act in a manner appropriate to the use and function of the Library.
a. Inappropriate behavior, including by not limited to hitting, running,
spitting, yelling, throwing objects, and profanity will not be tolerated.
b. Older children and young adults will be asked to leave the Library if
their conduct is disruptive and/or inappropriate. (See Rules of
Conduct for Persons Using Public Libraries in the Town of Bloomfield.)
Police assistance will be requested if necessary, and parents will be
notified. In the case of younger children, an attempt will be made to
resolve the problem with the child’s parent or guardian. Library staff
may request that the parent or guardian remove the child from the
Library until the problem behavior is resolved.
*Relevant sections from Connecticut General Statutes Sec. 53-21a Leaving children
unsupervised in place of public accommodation or motor vehicle
(a)

Any parent, guardian or person having custody or control, or providing
supervision, of any child under the age of twelve years who knowingly
leaves such child unsupervised in a place of public accommodation or a
motor vehicle for a period of time that presents a substantial risk to the
child’s health or safety, shall be guilty of a class A misdemeanor.

(b)

Any parent, guardian or person having custody or control, or providing
supervision, of any child under the age of twelve years who knowingly
leaves such child unsupervised in a place of public accommodation or a
motor vehicle between the hours of eight o’clock p.m. and six o’clock a.m.
for a period of time that presents a substantial risk to the child’s health or
safety, shall be guilty of a class C felony.
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Request for Reconsideration of Library Resource
The Prosser Public Library’s Board of Directors has delegated the responsibility for selection and
evaluation of library resources to the Library Director and staff, and has established
reconsideration procedures to address concerns about those resources. Completion of this form is
the first step in those procedures. If you wish to request reconsideration of library resources, please
return the completed form to: Library Director, One Tunxis Ave., Bloomfield, CT, 06002
Name

Date

Address
Phone ___________________________ or Email address
Do you represent self? ____ Organization? ____
1. Resource on which you are commenting:
____ Book ____ DVD/Video ____ Display ____ Magazine ____ Library Program
____ Audio Recording ____ Newspaper ____ Electronic information/network (please
specify)

Other

Title
Author/Producer

2. What brought this resource to your attention?

3. Have you examined the entire resource?

4. What concerns you about the resource? (use other side or additional pages if necessary)

5. Are there resource(s) you suggest to provide additional information and/or other viewpoints
on this topic?
Revised by the American Library Association Intellectual Freedom Committee, June 27, 1995

