
 

Library Board of Trustees Meeting 
Regular Meeting Monday, October 11, 2021 at 6:30pm 

Galena Public Library – Historical Room 

 

AGENDA 

1. Call to order, roll call 

2. Citizen comments 

3. Oath of Office for Appointed Trustee, Tracy Furlong 

4. Discussion on Investments by Terry Kurt 

5. Consent agenda 

a. Approval of minutes for Regular Meeting September 13, 2021 

b. Approval of minutes for Emergency Meeting September 21, 2021 

c. Approval of bills paid/payable: 09/11/2021-10/08/2021 

6. Financial report 

7. Treasurer’s report 

8. Friends report 

9. Library Director’s report 

10. Board President’s report 

11. Committees 

a. Building & Grounds 

b. Finance 

c. HR 

d. Policy 

12. Unfinished business 

a. Discussion and possible action on library hours 

b. Discussion and possible action on digitization project vendor 

c. Discussion and possible action on building renovation and building addition 

13. New business 

a. Discussion and possible action on Circulation Policy 2021 

b. Discussion and possible action on Investment of private donation 

14. Motions, resolutions, ordinances 

15. Closed session 

a. The appointment, employment, compensation, discipline, performance, or dismissal of 

a specific employee or legal counsel for the public body; 

b. Pending or probable litigation against, affecting or on behalf of the public body; 

c. The purchase or lease of real property for the use of the public body, including meetings 

held for the purpose of discussing whether a particular parcel should be acquired.  

16. Discussion and possible action on Closed Session discussions 

17. Items for next agenda 



18. Announcements 

19. Adjournment 

20. Next meeting – Monday, November 8th, 2021, at 6:30pm, Galena Public Library, 601 S. Bench 

St., Galena, IL 61036 – Historical Room  

 

 

 

Posted on 10/8/21 by J. Diedrich at 3:00pm 

  



CONSENT AGENDA 

5.A APPROVAL OF MINTUES FOR REGULAR MEETING SEPTEMBER 13, 2021 

 
Minutes of the Library Board of Trustees Meeting 

September 13, 2021 Draft 
Call to order, roll call 

President Craig Albaugh called the meeting to order at 6:30 pm. Trustees present: Earl Thompson, 

Walter Johnson, John Cox, Katherine Walker and Craig Albaugh. Also present: Jenna Diedrich, Library 

Director and Kathy Leonard from the Friends of the Library. 

No citizens comments 

Consent Agenda 

John Cox moved to approve the consent agenda and the minutes of the Diedrich draft. Earl Thompson 

made the second. Diedrich clarified that there were two versions for July 12 & 27. She had compiled 

draft minutes to make a more robust written record.  Vote: Johnson – Aye, Thompson – Aye, Cox – Aye, 

Albaugh – Aye, Walker – Aye. Motion carried. 

Financial Report 

Everything is preliminary until the audit is complete.  No discussion. 

Treasurer’s Report 

Thompson referred to the Diews donation and that he had talked to Terry Kurt about investing the 

money.  Since the donation was made without any conditions, investments could be made as the board 

sees fit.  He is waiting on a final written approval to invest.  When that is received, a representative from 

First Community Bank can come to a meeting and explain what other groups are doing with their funds 

and some invest guidelines.  As this happens some funds need to be renamed. 

Friends of the Library 

Kathy Leonard reported that Culver’s Share night is tomorrow with proceeds of drive through orders 

good for all week.  The Friends have had 3 book sales this year and another is scheduled for October 8 

out at the Territory.  They have raised $800 so far and have a membership of 154. 

Library Director Report 

Diedrich said the mural with the kids has been started.  John Cox asked about some of the items from 

the past and if there had been consideration of adding a staff person to the historical room.  Diedrich 

said it was considered and how it could work, but felt at the current time there is no need for a third 

staff person.  Cox was also mentioned net operating profit, noting that profit should not be partnered 

with government and we are government.  He suggested the possible wording of net operating margin. 

Thompson said he would touch base with the auditor about it.  His final question about First Community 

Bank had been answered by Thompson’s report.  

Diedrich reported that the strategic plan has been closed.  The next step is to identify goals and 

objectives.  She suggested one more session with staff and board.  All agreed that would be a good idea.  



Cox asked about finishing projects.  Diedrich said nothing has been done to the exterior of the building.  

Thompson would be interested in bidding some of the work, providing it would not be conflict of 

interest.  Albaugh commented that something in writing from Terry Kurt would be needed. 

 

Committees 

Building and Grounds No Report. 

Finance No Report. 

HR No Report. 

Policy No Report. 

Special Committee: Secretary’s Audit No Report. 

Cox would like to have a meeting with the policy committee.  He will go through the by laws to review 

them and prepare recommendations to the board.  It needs to be held ten days before the next 

meeting.  October 1 is the due date.  Status of the fireplace tiles was questioned.  Diedrich said the 

process was finalizing the colors to match the existing tiles.  The two artists involved are in different 

time zones, one in Chicago and one in California.  The missing tiles are all done.  Albaugh would like to 

stay on top of things and urged people to be pushed to finish the project.  Diedrich will continue to 

handle things. 

Unfinished Business 

Thompson had spoken with Baranski regarding renovation to the building.  Baranski thought it would be 

very difficult with onerous cost and not a good idea.  Baranski is willing to come talk to the board if 

necessary.  Discussion concurred with being historically appropriate.  If digitization could be done in a 

timely fashion, the historical room could have more options.  Planned Unit Development also needs to 

be considered.  A possible November meeting with Baranski was mentioned. 

New Business 

a. Diedrich explained the giant picture frame in the hallway has no purpose and is not historical to 

the building.  Her suggestion was that it be sold.  Cox moved to proceed with the possible sale of 

the frame. Second by Thompson. Vote: Johnson – Aye, Cox – Aye, Thompson – Aye, Walker – 

Aye, Albaugh – Aye. Motion carried. 

b. Diedrich said that the 8 pm closing time was not working for the library patrons or staff.  While it 

been popular in years past.  The current use from 7 to 8 pm is very little. There have been more 

requests to open earlier. She suggested changing the open hours to 10 am to 7 pm and keep the 

hours on Friday and Saturday the same.  Cox asked about the time frame for possible 

implementation.  Diedrich thought November 1 would be good.  Cox made the motion to 

change the hours of library operation from 10 am to 7 pm Monday thru Thursday on November 

1.  Walker made the second.  Vote: Thompson – Aye, Cox – Aye, Johnson – Aye, Waker – Aye, 

Albaugh – Aye.  Motion carried. 



c. Cox asked about making some of the part time positions to be full time positions.  Diedrich said 

that could be achieved over time.  Some could be consolidated at the time of retirement in the 

future. 

d. Cox suggested a policy meeting be held in the near future. 

e. Diedrich said that the staff had been paid for the days the library closed due to covid 

quarantine.  But that they also understood if not approved by the board that those dollars 

would need to be refunded.  Cox moved to ratify the staff payments for September 7, 8 and 9.  

Thompson had the second.  Vote: Thompson – Aye, Cox – Aye, Johnson – Aye, Walker – Aye, 

Albaugh – Aye.  Motion carried. 

Motions, resolutions, ordinances 

   a. Johnson moved to approve the ordinance for the budget appropriation FY 2022. Cox made 

 the second. Vote: Thompson – Aye, Cox – Aye, Johnson – Aye, Walker – Aye, Albaugh – Aye. 

 Motion  carried. 

 b.  Diedrich said that since June 2020 the library has been fine free.  If it would discontinue it 

 would create a barrier for borrowers.  The majority of libraries nationwide are fine free.  

 Implementation could be official on November 12 if approved. Cox moved to approve the 

 recommendation to go fine free on November 12.  Johnson had the second. Vote: Thompson – 

 Aye, Cox – Aye, Johnson – Aye, Walker – Aye, Albaugh – Aye. Motion carried. 

Closed Session 

Diedrich left the meeting at 7:25 pm.  Thompson made the motion for the Board to enter closed session.  

Cox made the second. Vote: Thompson – Aye, Cox – Aye, Johnson – Aye, Walker – Aye, Albaugh – Aye.  

Motion carried. The Board ended closed session at 8:11 pm.  

 

Discussion and possible action on Closed Session discussion  

There was no action from the closed session. 

Items for next agenda 

Thompson will see about having a bank representative at the next meeting to discuss investments. 

No announcements 

Adjournment  

Adjournment was at 8:14 pm. 

 

Next meeting – Monday, October 11, 2021 at 6:30 pm. Galena Public Library, 601 S. Bench St., Galena, IL 

61036 – Historical Room. 

Respectfully submitted,  

Katherine Walker 

  



5.B APPROVAL OF MINUTES OF EMERGENCY MEETING SEPTEMBER 21, 2021 

  



5.C APPROVAL OF BILLS PAID/PAYBLE 9/11/21-10/8/21 

 

 



 
 

 



 



 



6. FINANCIAL REPORT 

 
 



 
 



 



 



 
 



 
 



 



 



 



 
 



 



 
 



 
 

 



 
 

 



 
 



 
 



 



 
 



 



 



 



 



 



 



 



 
 

 



 



 
 

 

 

 

 

 



 



 
 



 



 



9. LIBRARY DIRECTOR’S REPORT 

 

 

 

Director’s Report 

September 2021 

Board News 

Although the PAC web page to complete the OMA online training is still under repair, it may be of use to 

revisit the OMA statute at your convenience.  

On Thursday, October 14 at 10am, Joe Filapek, RAILS Director of Consulting & Continuing Education, and 

Becky Spratford, RAILS Board Member will be presenting the following webinar: “Walk the Line: How 

Trustees Can Best Lead Their Libraries without Overstepping Their Authority.” If any of you are interested, 

please let me know and I can help you register.  

Circulation 

None.  

Adult Services 

Larissa secured two authors for the book clubs this month. Ian Ferguson and Keziah Frost joined the 

morning and evening book clubs during their discussions. This September was the third September in a 

row where authors have joined the book clubs. Both discussions were well received by the respective 

participants.  

LitFest 2022 is coming together and is currently being planned for January 10-22. An Indie Author Panel 

will be the main event consisting of the Manuscript Winner, Adult Fiction Winner, and the Young Adult 

Fiction Winner from the Soon to be Famous Illinois Author Project.  Also in the lineup are workshops and 

two additional author visits. LitFest may extend into May with a outdoor in-person event featuring Deb 

Miller.  

Youth Services 

The Teen Space has been painted! We are looking at a few more additions to the space and then it will be 

complete. These include: a gaming system, monitor, and more makerspace equipment. Be sure to check 

out the space! 

STEAM Club moved to Mondays after school and started on October 4th. We are working with County 

Transit to transport kids from school to the library due to COVID limitations on the school buses.  

Historical Room 

The Westminster Presbyterian Church loaned the library old church documents to scan and include in our 

collection. Rachel has been sifting through them and has found quite a bit of valuable information. These 

documents will be useful for many research requests.  

https://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=84&ChapterID=2
https://soontobefamous.info/


 

The Jo Daviess County Historical Society gifted the library the bound volume of the Miner’s Journal 

January 1828-January 1833.  Tessa Flak, the Executive Director, presented the volume to Rachel and I. 

She will archive it and it will be added to our digitization to-do list.  

The move of the Galena Gazette unearthed boxes of old photographs. Dale Glick, Steve Repp, Tim Doser, 

and Craig Albaugh have been going through the photos and assisting with identification.  

Marketing/Publicity 

Larissa and Rachel continually share content on multiple social media platforms: Facebook, Instagram, 

YouTube, and our website.  

Both the Morning and Evening Book Clubs had author visits in September. The Galena Gazette featured a 

press release.  

An article about the Story Trail in Gateway Park and the Teen/Tween space was in the Telegraph Herald 

and the Galena Gazette. You can view here and here, respectively.  

Director 

• Building 
o Parking lot: Completed.   
o Window painting: Completed.  
o Window replacement: Completed.  
o Tile Replacement: Completed.  
o Fireplace: Ted Ellison is close to finalizing sheens and colors for the glass tile replications. 

Anna and her team are ready with materials needed for crack filling and structural work. 
Anna is hoping to make the next visit the first week of December 

• Finances 
o Audit: All documents needed for the audit have been given to O’Connor & Brooks.   

• Personnel 
o None 

• Project Updates 
o Library project history: The process of combing through decades of library minutes to 

create a full report of large building projects/finances is still underway.  
o Strategic Planning: Show Up for Your Library! 

 Larissa and I have begun to identify goals and potential objectives. A draft will be 
presented to the board soon.  

o Demco Furniture Design 
 Next order will be for new DVD shelving. The new shelves will allow for a larger 

DVD collection. Current shelves hold roughly 3,000 DVDs; new shelving will hold 
up to 6,000.  

o Website redesign 
 Website is in the final stages before the go live date. You can view it here.  

o Digitization:  

https://www.facebook.com/galenalibrary
https://www.instagram.com/galena_library/
https://www.youtube.com/channel/UChisbO9fNRr-ISxP-HR1TGA
http://www.galenalibrary.org/
https://www.galenagazette.com/stories/september-adult-programming-at-galena-library,55991?
https://www.telegraphherald.com/news/tri-state/article_9e422a66-96e8-53cc-bbea-f9dfa301a74d.html
http://galenalibrary.helloarrowco.com/


 The sample paper, the Jeffersonian, is finished. We should be receiving the hard 
drives soon; we will send one to UIUC. The paper was shipped back to the library.  

 A price quote was received from Crowley in Massachusetts – an employee of 
NMT went to Crowley and reached out about our project. The quote is included 
in the packet.  

 

Trainings/Continuing Education= 

Larissa Distler attended the following trainings: 

o Get Back in Here: Library Promotional Ideas to Draw People Back into the Library 
o The Library After COVID-19 
o Technology on a Shoestring Budget 

 
Jenna Diedrich attended the following trainings: 

o Strategic Planning 101: Key Considerations for a Successful Plan 
o RAILS Member Update 

 
Patron Feedback 

“The get to know your librarian videos are great! I had no idea how much each of you do!” 

  



  



 
 



11.D POLICY COMMITTEE 

Policy Committee Minutes 

September 28, 2021 

DRAFT 

Call to order 

Meeting called to order by John Cox at 12:00pm 

Trustees Present: Walter Johnson, Katherine Walker, John Cox 

Also present: Jenna Diedrich, Library Director 

Public Comments 

None 

Approval of September 20, 2021 Minutes 

Walker motioned to approve the September 20, 2021 minutes. Johnson seconded.  

Vote: Johnson -aye, Walker-aye, Cox-aye 

Motion passed. 

Discussion on Amending Bylaws 

Walker and Cox presented their recommended revisions to Articles I, II, and III of the Bylaws.  

Article I: No changes 

Article II 

Section 1:  

“Newly elected trustees take office on the second Monday on the month” ought to be changed to “Newly 

elected trustees take office on the second Monday of the month” 

Johnson motioned to recommend the change of the word “on” to “of” in Article II, Section 1, paragraph 

two, sentence two. Walker seconded.  

Vote: Johnson-aye, Walker-aye, Cox-aye 

Motion passed.  

Walker motions to discuss formatting the bylaws to conform the bylaws to the Illinois State Library’s 

sample of bylaws published in the Illinois Public Library Trustee Manual. Johnson seconded.  

Discussion: Cox inquires the committee how they would like to tackle the project. The committee would 

continue looking over the changes that Walker and Cox brought to today’s committee meeting. No 

document would be presented at the October regular meeting. Instead, these changes would be included 

in the new format. Reprot to the board that the bylaw revisions are a work in progress with the goal of 

presentation at the November meeting.  

Vote: Johnson – aye, Walker-aye, Cox-aye 

Motion passed.  



 

Section 2:  

Paragraph one: “(iii) is convicted of a misdemeanor by failing, neglecting, or refusing to discharge any 

duty imposed upon him or her by the Act” ought to be changed to “(iii) is convicted of a misdemeanor by 

failing, neglecting, or refusing to discharge any duty imposed upon them by the Act” 

Paragraph two: After the first sentence, the following sentence ought to be added, “Any board member 

who is unable to attend a meeting shall contact the Library Director or Board President to be excused.” 

This sentence ought to be moved from Article III, section 3.  

Paragraph two: “Attendance at meetings via telephone conferencing shall not constitute an absence” 

ought to be changed to “Attendance at meetings via electronic means shall not constitute an absence” 

Walker motioned to approve the changes as stated. Johnson seconded.  

Vote: Johnson-aye, Walker-aye, Cox-aye 

Motion passed.  

Article III 

Section 1: 

Paragraph one: “The board shall call not fewer than 5 regular meetings each fiscal year. Each year, the 

board by ordinance shall specify the time, place, and date of the regular meetings. Special meetings may 

be called by the president or the secretary or by any 4 trustees. All meetings shall comply with the Illinois 

Open Meetings Act. The regular meeting of the Board shall be on the second Monday of each month 

usually at 6:30 pm.  All regular The meetings shall may be held at the Galena Public Library building, 601 

S. Bench Street, Galena, Illinois.”  

Johnson motioned to approve the changes as stated. Walker seconded.  

Vote: Johnson-aye, Walker-aye, Cox-aye 

Motion passed. 

Section 2: 

Special meetings may shall be held at any time when called by the president or secretary or by any four 

(4) three trustees of the Board, provided that the notice and the agenda of the special meeting is posted 

at the library and on the library’s website at least 48 hours in advance of such special meeting, except in 

the case of a bona fide emergency. No business except as stated in the notice and agenda for the special 

meeting shall be transacted at said meeting.  All special meetings may be held at the Galena Public Library 

building, 601 S. Bench Street, Galena, Illinois unless otherwise published by the Board of Trustees. 

Walker motioned to approve the changes as stated. Johnson seconded.  

Vote: Johnson-aye, Walker-aye, Cox-aye 

Motion passed.  

 



Section 4: 

Order of Business for Regular meetings: 

1. Call to order, roll call 
2. Approval of Agenda 
3. Citizen comments 
4. Consent Agenda 

a. Approval of minutes of prior meeting 
b. Approval of bills paid/payable 

5. Financial Report 
6. Treasurer’s Report 
7. Friend’s Report 
8. Library Director’s report (change in sequence) 
9. Board President’s Report (added as suggested) 
10. Committee Reports 
11. Strategic Plan 
12. Friends Report 
13. Unfinished Business 
14. New Business 
15. Motions, resolutions, Ordinances 
16. Executive (Closed) Session (if applicable) 
17. Items for Next Agenda 
18. Announcements (announcement of date, time, and place of next meeting) 
19. Adjournment 

 

Walker motioned to approve the changes as stated. Johnson seconded.  

Vote: Johnson-aye, Walker-aye, Cox-aye 

Motion passed.  

Section 6 

Heading: “Section 6 – Telephone, video or audio conferencing” ought to be changed to “Section 6 – 

Meetings via Electronic Means” 

Paragraph one: “The use of telephone , video or audio conferencing for meeting attendance…” ought to 

be changed to “The use of electronic means for meeting attendance…” 

Subsection A: “…shall be in compliance with the Open Meetings Act” ought to be changed to “…shall be in 

compliance with the Illinois Open Meetings Act” 

Johnson motioned to approve the changes as stated. Walker seconded.  

Vote: Johnson-aye, Walker-aye, Cox-aye 

Motion passed. 

Items for Next Agenda 

Bylaws Article IV through Article IX 



Cox suggests adding and article regarding Conflicts of Interests  

Adjournment 

Adjournment at 1:01pm 

Respectfully submitted,  

Jenna Diedrich 

Library Director 

  



12.A DISCUSSION AND POSSIBLE ACTION ON LIBRARY HOURS 

 

 

 

 

 

TO: Board of Trustees 

 

FROM: Jenna Diedrich, Library Director 

 

DATE: October 8, 2021 

 

RE: Library Hours 

 

At the September 13, 2021 regular meeting, the Board of Trustees approved the change of library hours 

from Monday-Thursday 11am – 8pm to Monday-Thursday 10am – 7pm. At the time of the meeting, it 

was thought to keep the Friday and Saturday hours the same of 11am – 5pm. For consistency, I propose 

that the library open at 10 am on those days as well. The library operating hours would be as follows: 

 

Monday – Thursday: 10am – 7pm 

Friday & Saturday: 10am – 5pm 

 

Historical Room: 

Monday, Tuesday, Thursday, Friday: 1pm – 5pm 

Wednesday: 1pm – 7pm 

Saturday: 1pm – 4pm  

 

  



12.B DISCUSSION AND POSSIBLE ACTION ON DIGITIZATION PROJECT VENDOR 

 

 

 

 

TO: Board of Trustees 

 

FROM: Jenna Diedrich, Library Director 

 

DATE: October 8, 2021 

 

RE: Digitization Vendor 

 

 

A vendor change for the digitization project from Northern Micrographics (NMT) to Advantage Archives 

(AA) was approved at the May 17th, 2021 regular meeting. Advantage recently finished the test paper, a 

Jeffersonian, and the library will receive the hard drives soon. Because Advantage uses a different 

digitization technique, it was suggested that I reach out to Crowley Digitization Services, located in 

Maryland. Attached is a quote and proposal for Crowley. 

 

  



 

 

 



 



 



 



 
 



13. A DISCUSSION AND POSSIBLE ACTION ON CIRCULATION POLICY 

 

 

CIRCULATION POLICY 
Approved: 3/17/2009 

Revised: 11/19/2013 

Revised: 12/17/2014 

Revised: 4/18/2017 

Revised: 2/10/2020 

DRAFT: 10/11/2021 
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LIBRARY CARDS 

The Galena Public Library District is supported by property taxes assessed within East and West Galena 

Townships. A library card is available to anyone who lives within the limits of these townships. Anyone living 

outside these townships, who does not support another public library in Illinois, may purchase a non-resident 

library card (see Non-Residents).  

Residents of East or West Galena Township 

Adults must present two forms of identification including a current photo ID, name, and address to apply for a 

library card. Documents accepted include driver’s license, voter registration, utility bill, checkbook, passport, 

lease, etc. Adult age is 18 years and older.  

A parent or legal guardian must be present to apply for a minor’s library card. Parents or legal guardians are 

responsible for checked out materials on a minor’s card. Parents and legal guardians are to understand that 

the library will not be responsible for the content in materials checked out from the library or requested from 

another library. The Galena Public Library does not serve as in loco parentis.  

All library cards are valid for one year. Upon expiration, proof of residence is required. If the cardholder’s 

residence is no longer in district, they must acquire a library card from the new home library. The library must 

be notified of a residence change as soon as possible.  

If any library account becomes delinquent (unpaid damaged materials, unpaid lost materials, etc.), all accounts 

listed in the same household are also considered delinquent. Circulation for all accounts is suspended, 

meaning cardholders may not borrow materials or placed holds until assessed fees have been paid.  

Non-Residents 

A person or family residing outside East or West Galena Township may purchase a non-resident card. A person 

residing outside of the district may apply for a non-resident card at the public library closest to their personal 

residence. This is in accordance with the Public Library District Act (75 ILCS 16/30-55.6),  

A non-resident card is valid for one year from the date of purchase. Multiple cards may be issued to members 

of the same residence. To obtain a card, the individual must present a current photo ID along with either a tax 

bill or renter’s information. A non-resident cardholder is provided all the same services provided to those 

reside within the district, including reciprocal borrowing privileges.  

Non-Resident Fee for Renters: 

The non-resident fee for renters is determined by multiplying the monthly rent by 0.15. The renter shall 

provide a copy of the current lease or rent receipt. The fee is non-refundable.  

Non-Resident Fee for Property Owners 

The non-resident fee for property owners is determined by the tax rate method. The property owner shall 

provide a copy of the current tax bill. The net taxable value of the residential property is multiplied by the 

library’s current tax rate. The fee is non-refundable.  

Exceptions 

The non-resident fee is waived for any individual who resides outside the library district but owns property 

https://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=007500160HArt%2E+30&ActID=993&ChapterID=16&SeqStart=7300000&SeqEnd=11500000


within the district. Only one card will be issued per taxable property and may be used by that person only. The 

card is valid for one year. Upon expiration, proof of paid taxes on the property is required.  

Reciprocal Borrower 

The Galena Public Library District participates in the Reciprocal Borrowing Program operated under the 

auspices of Reaching Across Illinois Library System (RAILS) and the Illinois State Library. Any valid library card 

from another public library in Illinois will be honored pending verification from the home library.  

Individuals seeking to become reciprocal borrowers will register the library card issued by their home library 

with the Galena Public Library. Reciprocal borrowers do not have privileges to place holds or request materials 

through interlibrary loan.  

Library cardholders of fully participating or basic online libraries within the PrairieCat consortium are entitled 

to full library services except for interlibrary loan requests through WorldCat. These searches must be initiated 

at the home library.  

 

Staff (new) 

A Galena Public Library District card may be issued to library staff members who reside outside the library 

district’s boundaries. Staff library cards are valid until the staff member leaves the library’s employment.  

 

Lost Cards 

It is the responsibility of the cardholder or the parent or legal guardian of a cardholder to notify the library if 

the card is lost or stolen. The cardholder or the parent or legal guardian is responsible for materials checked 

out on the card.  

 

 

 

CONFIDENTIALITY  

All records at the Galena Public Library District relating to patron registration and circulation of materials are 

considered to be confidential in nature and in accordance with the Library Records Confidentiality Act (75 ILCS 

70/1). The contents of registration and circulation records shall not be made available to anyone except 

authorized library personnel or as required by law.  

 

 

  



 

CIRCULATION OF MATERIAL 

Galena Public Library cardholders may present their library card or card number in order to check out 

materials. Cardholders will be allowed to check out materials without a card or card number if they present a 

valid photo ID. Children under the age of 18 will be allowed to check out materials without a card, card 

number or photo ID if they can provide their name and one of the following: address, telephone number, or 

birth date.  

Loan Periods 

Materials have a two-week check out period with the exception of museum passes. Museum passes check out 

for one-week.  

The only materials with quantity limits are DVDs and CDs. DVD and CD checkouts are limited to ten per library 

card.  

Renewal of Materials 

Materials may be renewed two times if the item has no holds. Hotspots may be renewed one time if the item 

has no holds. To renew: 

• Visit the library in person 

• Calling the library at 815-777-0200 

• Emailing info@galenalibrary.org 

• Online by logging into the cardholder’s account at support.prairiecat.info 

• Downloading the app   

Notifications 

Patrons will be notified of due dates, overdue materials, hold pickups, and interlibrary loan materials by 

choosing one of the following preferred notifications: 

• Phone number 

• Email 

• Text message 

• Push notification through PrairieCat App 

Interlibrary Loan/Holds 

Materials borrowed through interlibrary loan have a circulation period and renewal policy, which are 

determined by the lending library. Interlibrary loan requests and hold requests may be made with library staff, 

through the online card catalog, PrairieCat, the PrairieCat App, or via email.  

All materials, whether secured through interlibrary loan or from the Galena Public Library, will be held for six 

days. In order to place a hold, the cardholder must be in good standing. Patrons may put up to 20 items on 

hold.  

Overdue Material 

All materials are considered overdue if not returned by the due date presented at time of checkout. If an 

overdue item(s) is not returned by 21 days after the due date, the cardholder’s account will be blocked from 

use until the item(s) is returned.  

mailto:info@galenalibrary.org


If an overdue item (s) is not returned by 44 days after the due date, the item will be considered lost and the 

cardholder will be billed as described in the Lost/Damaged Materials section below. The library will contact the 

patron with overdue notices before billing the patron for the items. A friendly reminder notice will be sent at 7 

days after due date, the first overdue notice at 14 days, the second overdue notice at 21 days, final overdue 

notice at 30 days, and a bill notice at 44 days.  At 44 days past the due date, the patron is financially 

responsible for lost or damaged materials.  

The Galena Pubic Library will make a good faith effort to notify cardholders when their items become overdue 

according to their communication preferences and contact information set up at the time of library card 

registration. Overdue notification is a courtesy and does non-receipt does not exempt the cardholder from 

bills concerning overdue materials. The library is not responsible if the notification is not received by the 

cardholder.  

Lost/Damaged Materials 

It is the responsibility of the cardholder to pay for lost or damaged or damaged materials. If the cardholder 

loses library materials, the cardholder will be charged for the full replacement cost of the materials. If the lost 

materials, which have been paid for, are found within 60 days, the library will refund the original amount paid 

by the patron. Materials borrowed through interlibrary loan will be billed according to the policies of the 

lending library.  

If returned material is damaged and unsuitable for further circulation, the cardholder will be charged for the 

full replacement cost of the material. Damaged materials that have been paid for may be returned to the 

patron. 

Library materials that are lost or damaged in a fire, flood, or by theft, documented by a police or insurance 

report, are not subjected to replacement costs.  

The library does not accept a substitute or replacement of lost or damaged materials by patrons. It is at the 

library’s discretion to replace lost or damaged items as needed.  

Items Claimed Returned 

If an item is claimed as returned, the item will be marked as such. If the item is found at the library, the record 

will be cleared. If the patron finds the item, they must return the item to the library. If, after three months, the 

item is not returned, the patron will be billed.  

Returning Library Materials 

Cardholders are expected to return material on or before its due date. The library maintains an outside drop 

box for the convenience to return library materials. The drop box is emptied daily, except on Sundays and days 

the library is closed. Materials returned outside after 11 am will be checked in the next day the library is open 

to the public.  

Items including the hotspots, projector, microphone, photography lights, green screen, and light box are not to 

be returned to the outside drop box.  

Service Fees 

Prints and copies are $0.25 per page. A maximum of 10 prints and copies may be made by a patron per day.  

Laminations are $1.00 per 8.5” x 11” paper.  



No fee for scans.  

Fines 

As of 10/12/2021 the Galena Pubic Library District is a Fine Free Library.  

  



WIRELESS HOTSPOT POLICY 

 

Wireless hotspots may only be checked out to Galena Public Library cardholders in good standing who are 18 

years of age or older. Since the Wi-Fi Hotspot benefits the whole household, ALL members of a household 

must have cards in good standing (no fines or overdue items and no history of a delinquent account) in order 

to be eligible to checkout a Wi-Fi hotspot. Hotspot checkout is limited to one per household at a time.  

 

Each time a patron checks out a hotspot, they will sign the Wireless Hotspot User Agreement. Patrons will 

comply with all federal and state laws regarding internet use, as well as the Galena Public Library Computer 

and Internet Use Policy.  

 

Galena Public Library will not be held liable for data loss or breach of confidential information while the patron 

uses the hotspot. Further, the patron releases Galena Public Library of all liability associated with the viewing 

of, use of, or exposure to any information, picture, or graphical representation the patron may encounter 

while using the wireless connection.  

 

The patron assumes responsibility for the hotspot, including loss, damage, or theft thereof. Replacement cost 

for a lost, damaged, or stolen hotspot will be $200. Overdue hotspots will be charged $2.00 per day, for which 

the maximum fine may accumulate to replacement cost. Service to the device will be turned off should it 

become overdue. Hotspots must be returned to the Circulation Desk inside the library during open hours and 

not to the drop box. A $5 fee will be placed on the patron’s account if returned to the outside drop box.  

 

Failure to comply with this policy may result in suspension of borrowing privileges at the library or other 

appropriate legal action.  

 

 

 

 

 

 

 

Approved: 02/10/2020  



 

 

WIRELESS HOTSPOT USER AGREEMENT 

 

I, _______________________________________________, am an adult Galena Public Library cardholder 

and, by signing this agreement, I agree to abide by the following conditions:  

 

1. I will comply with the Galena Public Library Wireless Hotspot Policy and the Computer and Internet 

Use Policy (available upon request).  

2. I will not violate any state or federal statutes pertaining to internet use while using this hotspot.  

3. I absolve Galena Public Library of liability for any loss of data or breach of confidential information 

that occurs while using this hotspot. I release the Galena Public Library of all liabilities associated with 

the viewing of, use of, or exposure to any information, picture, or graphical representation I may 

encounter while using this wireless connection. 

4. I assume responsibility for the hotspot, including loss, damage, or theft thereof. Replacement cost for 

a lost, damaged, or stolen hotspot will be $200. Service to the device will be turned off should it 

become overdue.  

5. I will return the hotspot to the Circulation Desk inside the library during open hours and not to the 

outside drop box. Hotspots returned in the outside drop box will result in a $5 fee placed on my 

account.  

6. Failure to comply with this policy may result in suspension of borrowing privileges at the library or 

other appropriate legal action.  

 

 

Patron’s Printed Name 

 

 

Patron’s Signature and date 

 

 

Staff Signature and date 

 

 

Approved: 02/10/2020  



 

 

EPSON EX3210 PROJECTOR USER AGREEMENT 

 

I, ________________________________________, am an adult Galena library cardholder and, by signing this 

agreement, I agree to abide by the following conditions: 

 

1. I will return the Epson EX3210 projector and all the included equipment parts and instructions to 
the Galena Public Library within two weeks of the checkout date. The following parts and 
instructions are included: 

a. EPSON EX3210 Projector 
b. Power adapter 
c. 1 HDMI cable 
d. 1 component cable 
e. 1 VGA cable 
f. 1 Mini Display Port to HDMI adaptor 
g. Two instruction booklets 

2. If any part of the system is damaged or lost during the checkout period, I will reimburse the 
library for the cost of replacement. 

3. I will report any malfunctions to the library staff. 
4. I will return the items to the Circulation Desk inside the library during open hours and not to the 

outside drop box. 
5. I understand the total cost of replacement is $260. 

 

Patron’s Printed Name 

 

 

Patron’s Signature and date 

 

 

Staff Signature and date 

 

 

Approved: 04/18/2017 

Revised: 02/10/2020 

Revised:  



 

 

SHURE WIRELESS COMBO MICROPHONE SYSTEM USER AGREEMENT 

 

I, _______________________________________________, am an adult Galena Public Library cardholder 

and, by signing this agreement, I agree to abide by the following conditions:  

 

1. I will return the Shure Wireless Combo Microphone System and all the included equipment parts and 

insturctions within two weeks of the checkout date. The following parts and instructions are included: 

a. Shure PG58 Handheld Wireless Microphone, two AA batteries, and mount 

b. Shure CVL-BIC Lavaliere Microphone, two foam wind guards, and clip 

c. Shure BLXT-J10 Wireless Transmitter and two AA batteries 

d. Shure BLX88-J10 Dual Channel Receiver and power cable 

e. Roland MA-12 Speaker Set 

f. Microphone Cable with two ¼ inch adapters 

g. Four instruction booklets 

2. If any part of the system is damaged or lost during the checkout period, I will reimburse the library for 

the cost of replacement.  

3. I will report any malfunctions ot the library staff.  

4. I will return the system to the Circulation Desk inside the library during open hours and not to the 

outside drop box.  

5. I understand the total cost of replacement is $549.  

 

 

Patron’s Printed Name 

 

 

Patron’s Signature and date 

 

 

Staff Signature and date 

 

Approved: 02/10/2020 

Revised: 



 

 

PHOTOGRAPHY LIGHT KIT USER AGREEMENT 

 

I, _______________________________________________, am an adult Galena Public Library cardholder 

and, by signing this agreement, I agree to abide by the following conditions:  

 

1. I will return the Photography Light Kit and all the included equipment parts and insturctions within 

two weeks of the checkout date. The following parts and instructions are included: 

a. 1 x Neewer Photo Studio Equipment Carrying Case (Replacement cost $60) 

b. 2 x 45W Photography CFL light bulbs (Replacement cost $28.99/6) 

c. 2 x 33” White Photography Umbrella (Replacement cost $22.99/2) 

d. 2 x Photo Light Bulb Holder (Replacement cost $12.60/2) 

e. 2x7ft Photography Light Stand (Replacment cost $32/1) 

2. If any part of the system is damaged or lost during the checkout period, I will reimburse the library for 

the cost of replacement.  

3. I will report any malfunctions ot the library staff.  

4. I will return the kit to the Circulation Desk inside the library during open hours and not to the outside 

drop box. Kits returned to the outside drop box will result in a $5 fee placed on my account.  

5. I understand the total cost of replacement is up to $200.  

 

 

 

Patron’s Printed Name 

 

 

Patron’s Signature and date 

 

 

Staff Signature and date 

 

 

DRAFT 



 

 

GREEN SCREEN KIT USER AGREEMENT 

 

I, _______________________________________________, am an adult Galena Public Library cardholder 

and, by signing this agreement, I agree to abide by the following conditions:  

 

1. I will return the Green Screen Kit and all the included equipment parts and insturctions within two 

weeks of the checkout date. The following parts and instructions are included: 

a. 1 x 8.5ft x 10ft Backdrop Stand (Replacement cost $38.99) 

b. 1 x Chromakey Green Backdrops Background 6x9ft (Replacement cost $12.95) 

c. 2 x 4.5 inch Heavy Duty Spring Backdrop Clamps (Replacement cost $8.99/6) 

d. 1 x Carrying Case (Replacement cost $15) 

2. If any part of the system is damaged or lost during the checkout period, I will reimburse the library for 

the cost of replacement.  

3. I will report any malfunctions ot the library staff.  

4. I will return the kit to the Circulation Desk inside the library during open hours and not to the outside 

drop box. Kits returned to the outside drop box will result in a $5 fee placed on my account. 

5. I understand the total cost of replacement is up to $100.  

 

 

 

Patron’s Printed Name 

 

 

Patron’s Signature and date 

 

 

Staff Signature and date 

 

 

 

DRAFT  



 

 

ANGLER LED PORT-O-CUBE KIT USER AGREEMENT 

 

I, _______________________________________________, am an adult Galena Public Library cardholder 

and, by signing this agreement, I agree to abide by the following conditions:  

 

1. I will return the Angler LED Port-O-Cube Kit and all the included equipment parts and insturctions 

within two weeks of the checkout date. The following parts and instructions are included: 

a. 1 x 27 inch Light Tent 

b. 1 x Gray Background 

c. 1 x Green Background 

d. 1 x White Background 

e. 1 x Black Background 

f. 2 x Diffusers 

g. 1 x Power Adaptor with Dimmer 

h. 1 x Power cable 

2. If any part of the system is damaged or lost during the checkout period, I will reimburse the library for 

the cost of replacement.  

3. I will report any malfunctions ot the library staff.  

4. I will return the kit to the Circulation Desk inside the library during open hours and not to the outside 

drop box. Kits returned to the outside drop box will result in a $5 fee placed on my account. 

5. I understand the total cost of replacement is up to $120.  

 

 

 

Patron’s Printed Name 

 

 

Patron’s Signature and date 

 

 

Staff Signature and date. 

 
DRAFT 


