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Children’s Department Mission, Goals and Objectives 

The mission of the Children's Department is:

· To provide educational and cultural resources for children, prepare children for using the main library in the future, and to create a love of learning that lasts a lifetime.  It aims at developing their reading, research and creativity skills through different programs and activities (Biblioteca).

The Children's Department has six major goals. They are:

· To develop a collection of library materials (print, media, electronic) appropriate for K-4th grade reading levels, interests, and needs.

· To promote reading and literacy. (Literacy is to be understood in its broadest sense, including visual and information literacy).

· To teach children how to access, use, and evaluate information sources appropriate for their age level, interest, and need.

· To provide access to the latest information technology, whether it be the Internet, the World Wide Web, or other as-yet unknown technologies.

· To design and conduct programs that promote the above-cited goals for children and their caretakers (parents, grandparents, teachers, etc.). These programs will include, but not be limited to:

· Programs for non-readers (infants, non-literate, non-English- speaking). This could include storytelling, reading aloud, and media programs. 

· Intergenerational reading, mentoring, tutoring. 

· Technological awareness programs. 

· Visual literacy. 

· To conduct outreach programs in the community (Palo). 

Objectives for the Children’s Department are:

· To facilitate the right of every child to

· information;
· functional, visual, digital and media literacy;
· cultural development;
· lifelong learning; and
· creative programs in leisure time.

· To provide children with open access to all resources and media.

· To provide various activities for children, parents and caregivers.

· To facilitate families' entry into the community.

· To empower children and to advocate for their freedom and safety.

· To encourage children to become confident and competent people (IFLA).
Community Analysis
The town of Guilford has a total population of 21,366 (based on the 2000 census), of which 20% are under 14 years of age.  Those aged 15-64 make up 67% of the population, and 13% are over 65 years of age.  Racially, 96% are White, 0.9% are Black or African American, 1.6% are Asian, and 0.4% identified themselves as "some other race."  There is also 2.1% of the population who identified themselves as being Hispanic or Latino (of any race).  For everyone over age 5, 92.9% speak English, 2.1% speak English less than very well, and 0.2% does not speak English at all.

In Guilford, 93.4% of the housing units are occupied (6.6% are vacant), with owner-occupied units making up 85.4% and renter-occupied units making up 14.6% of the total occupied units.  Of the total households, 74.3% are made up of families (25.7 % are non-family households).  Of the family households, 66.1% are married couples (half of those married couples have children, of their own, under 18), 4.9% are single parent families, and 3.4% fall into the “Other Families” category (MCDC, U.S. Census).  The median home sales price from September to November 2009 was $347,500 (Trulia). 

The Town of Guilford is governed by a Board of Selectmen, a Board of Finance and through town meetings.  The town meeting is the legislative body of the town.  Registered voters in the town and citizens age 18 or older who are liable to the town for more than $1,000 may vote at the town meetings.  There is an Annual Town Meeting, as well as an Annual Budget Meeting/Referendum.  Special town meetings may be called by the Board of Selectmen when deemed necessary (or if at least 50 eligible voters apply for one).  The town's charter was last revised in 2001.

Guilford's town budget, for fiscal year 2008-2009, totals $75.4 million, with $1 million going to the Guilford Library (Town).  The town's tax base is mainly dependent on residential taxes for revenue.  As of 2000, Guilford only gets 7.4% of its revenue from commercial taxes.  This portion is one of the lowest in its region (comprised of 15 communities in South Central Connecticut).  The remaining revenue responsibility rests with the town's homeowners.  These tax revenues pay for the majority of services provided by the town.  The town has an economic development plan in place, and is currently seeking forms of development that can meet its primary tax base expansion needs, including new office parks and buildings and increasing industry and retail (Economic).  


Education and Children’s Services

There are seven public schools in Guilford.  One school has a preschool program and goes up to 4th grade.  Three others begin with Kindergarten and go up to 4th grade.  One middle school has grades 5 and 6, and another middle school has grades 7 and 8.  There is one high school, with grades 9 through 12.  There are seven preschools in Guilford, one of which is part of the public school system (Guilford Public). For families who need full-time day care in Guilford, there are nine day care centers, one of which is located directly adjacent to the Guilford Library (Yahoo!).  

Organizations serving children in Guilford include the Youth and Family Services department of the town, which provides services and programs for children; the town’s Community Center, which offers classes and group sport activities to children of all ages; the Women and Family Life Center, a nonprofit organization offering various education and wellness programs for children and teens; and the Guilford Rotary club, providing many children- and family-oriented services.

Programs include the Guilford Fund for Education, which provides grants for education initiatives for children and the Guilford ABC (A Better Chance) program, which provides for six young female minorities from inner cities to live in town and attend the Guilford high school.  The Autism Society of America and MOMS Club also have chapters in Guilford.

For the arts, the Guilford Art Center offers a variety of art classes to children and teens as well as the Starship Dance Theater, which pairs young dancers with professionals to put together a dance production each year.  There are also a number of museums in Guilford: the Dudley Foundation, the Griswold-Thomas house, the Guilford Keeping Society, the Hyland House, the Marietta Museum of Art and Whimsy and the Whitfield State Historical Museum.  There are also divisions of the Guilford Little League and Connecticut Girls Hockey League, as well as a Youth Basketball and Youth Lacrosse program (Taxexemptworld).

Children’s Department Personnel 

The Children’s Department is staffed by a Children’s Librarian and 3 Library Assistants.  
Children’s Librarian

The Children’s Librarian has an MLS from an accredited school.  The librarian’s duties include: 

Planning, Development, and Administration

· Responsible for planning for the development of the Children’s Department and its collection.
· Responsible for the administration of the department and its programs.

· Responsible for staying current on Children’s literature and library services.

· Responsible for the physical opening and closing of the Children’s Library.

· Prepare monthly reports on the use of the department’s materials and programs.

· Participate in the preparation of the department’s annual budget, request and support changes.

· Responsible for the management of the Children’s circulation desk and computer areas.

· Attend professional meetings, conventions, and workshops and maintain memberships in professional associations as approved by Library Director.

· Provide input into the development of department policies, rules, and procedures; for example, staffing, working alone, unattended children, computer time, and processing.
Supervision

· Train, supervise, and assist department personnel and volunteers.

· Participate in the hiring and dismissal of department staff.

· Formally evaluate the job performance of department staff.

· Supervise the patron use of public access computers.

Collection and Program Development

· Responsible for the development of standards for the department’s collection.

· Research and review new Children’s books and computer software programs.

· Inventory the existing Children’s collection and discard and deaccess old and obsolete materials.

· Responsible for the acquisition of all Children’s books, talking books, videos and computer software programs.

· Responsible for planning, developing, and promoting the Summer Reading Program for young library patrons.

· Responsible for planning and conducting the Story Time Programs for preschool children.

· Responsible for planning and arranging for all special Children’s programs, such as puppet shows, plays, visiting authors, storytellers, and puppeteers.

· Responsible for the security and maintenance of all materials in the department.

· Responsible for determining the desired focus of the department’s collection, with the approval of the Library Director.

Service

· Assist and instruct library patrons in the use of the department’s materials and resources.

· Assist library patrons in the selection and location of library materials.

· Communicate department policies, rules, and procedures to library patrons.

· Provide information to the area schools and community groups on the department’s materials, services, programs, and needs (Community).
Library Assistant

The Library Assistant works in the Children’s Department, Circulation and in Adult Reference, as needed.  The Library Assistant position requires at least a High School Diploma.  Duties of the Library Assistant, as related to the Children’s Department are:
Service

· Provides basic reader’s advisory.
· Provides basic reference service.

· Assists patrons with use of library equipment: computers, printer, etc.

Clerical
· Shelves books and other materials.

· Assists with weeding.

· Processes magazines.

· Place materials orders, under direction of Children’s Librarian.

· Processes interlibrary loan requests.

· Opens and closes the Children’s Department.

Programming
· Plans children’s programs in cooperation with the Children’s Librarian.

· Reads aloud children’s books expressively.

· Helps with other programming as needed (Eldora).

Children's Programs 

Ongoing programming: 
· Babytime: programs for babies aged 0-11 months, featuring songs and movement.
· One on one: programs for babies aged 12-23 months, featuring songs and movement, and introducing board books.
· Time for Two’s: programs for toddlers aged 24-35 months, featuring songs and picture books.
· Preschool storytime: programs for children aged 3-5, featuring picture books, songs and finger plays.
Special programming:
· Earth Day Awareness program: a program for children aged 3-5, featuring books and a documentary geared toward children about environmental awareness.
· Fairy Tale Theater: a program for children aged 5-9, featuring local high school. 
· Puppet Shows: puppet show program geared towards children aged 3-5.
· Passports Around the World: program for children aged 9-12, educating them about different countries around the world using books and other materials.
· Fancy Nancy Tea Party: program for children ages 4 and up, includes “tea” and craft.
Community Outreach Programming:
· Day Care/Preschool Book Sharing: the library will provide a selection of books each month to a local day care/preschool, including picture books and parenting books.  The day care/preschool will be responsible for distributing and collecting books each month.
· Elementary School Storytime: library staff will go into 4th and 5th grade classrooms to read aloud from award-nominated or -winning novels, reading 15-30 minutes per day until the book is completed.  The book counts towards the child’s summer reading list and each class will make a poster about the book, to be displayed at the library.
Children’s Department Policies
General Rules

· Children under five years of age must be accompanied by an adult at all times.

· Children 12 years of age or younger may not be left in the building without a responsible caregiver under any circumstances.
· Parents or guardians of children under 12 are responsible for their children's use of the Internet and for all books/materials used by children in their charge.

· Unacceptable behavior includes:

· Loud, disruptive conversations including shouting are not permitted.

· Throwing, running or climbing in the Library or on the Library grounds is not permitted.

· Use of profane and/or abusive language is not permitted.

· No more than one person to a computer or one person to a chair.

· Indiscriminate pulling of materials from shelves in a manner that disrupts the orderly and proper arrangement of Library materials is not permitted.

· Radios and other sound producing devices may not be used in the Library unless they are used with headphones and the sounds are not audible to others.

· Cell phones are permitted only in designated areas. Conversations must be quiet enough so that other patrons are not disturbed. Those carrying out loud or disruptive cell phone conversations will be asked to leave.

· Solicitation, vending and distribution of petitions or surveys are not permitted in the Library.

· Animals are not allowed inside the Library. Service animals are permitted.

· Food and drink spillage can damage valuable resources. Since care needs to be exercised, we ask that you refrain from having food and drink around any computer or electronic equipment. The patron is responsible for any damage done by food and/or drink.

· Only staff and authorized individuals are allowed in staff areas.

· Skateboarding and rollerblading are not permitted anywhere on Library property.

· Smoking is not permitted anywhere on Library property.

· There shall be no loitering on Library grounds.

· Viewing and/or displaying information or images that are obscene, pornographic or harmful to minors (consistent with state laws and/or local standards) via the Library’s public-access computers or through any other methods is not permitted.

· The Library staff and this policy recognize that the children’s area of the Library may be louder and have more commotion than the adult areas of the Library. However, if a child is disruptive and cannot be quieted or calmed, the parent or caregiver may be asked to remove the child from the Library.

· All patrons must leave the premises after closing, unless they are participating in a prescheduled program or meeting.
· Harassment of others, either verbally or by physical actions is not permitted. This includes any actions that other patrons or staff members perceive to be harassing.
· Threatening others either verbally or by physical actions is not permitted. This includes any actions that other patrons or staff members perceive to be threatening.
· Anyone involved in the theft, defacement or mutilation of Library materials or property will be subject to arrest and prosecution.
· Use of alcohol and narcotics is not permitted. Patrons under the  influence of either alcohol or narcotics will not be allowed on the Library premises.
· Carrying weapons of any kind is not permitted. This does not apply to law enforcement officers (Guilford Code).

Computer Usage

· Users must agree to computer policy prior to logging onto the public computers.

· Use of the computers in the Children’s Department is limited to children age 12 and younger after 2:30 PM on weekdays.  
· No food or drink is allowed at the computer workstations.

· Computer usage may be limited to one hour, if users are waiting.
Unattended Children

· Children under five years of age must be accompanied by an adult at all times. This includes children left in the care of an older child. Children 12 years of age or younger may not be left in the building without a responsible caregiver under any circumstance. The Library is not responsible for the supervision and safety of unattended children. 

· Staff should try to locate the parent or responsible party for unattended children and inform them of the Library policy. If staff is unable to locate the parent or responsible party in the Library within a reasonable amount of time, the police may be called. The Children’s Department should be notified before calling the police and all Circulation staff should be notified after the police have been called. 

Abandoned Children

· The Library assumes no responsibility for children left alone at closing time. 

· Ten minutes before closing an employee will inform child of closing time and ask if s/he needs to use the phone to call for a ride. The child will be allowed to use the desk phones.

· In the event that a child is left after closing, the librarian on duty will wait 15 minutes for the parents or guardians.  If the parent/guardian has not shown up after 15 minutes, the police will be called.
· The librarian will stay with the child until the police arrive.
· If police are called, an incident report should be filled out.

Children’s Materials

· The Library acquisitions budget includes a designated amount for children’s print and non-print materials.  
· The Children’s Department provides juvenile materials suitable for children age 12 and under in a variety of formats and in sufficient number to meet the current and anticipated needs of the community.
· The Children’s Department will select, organize and make accessible library materials to meet the expressed and anticipated needs and interests of the children in the Library District. 
· The Children’s Librarian is primarily responsible for the selection of materials for the Department using appropriate professional review media and bibliographic selection tools.  All collection development and management activities, including selection, replacement, duplication and discarding of juvenile materials, are directed by the Children’s Librarian under the supervision of the Library Director.

· Materials specifically for children and all other materials in the Library are available to all children at all times the Library is open.  Parents or legal guardians are solely responsible for supervising or limiting their children’s access to library materials. 
· Cataloging information about children’s materials is available at every catalog terminal in the Library.  Children’s materials receive full MARC cataloging.
· Children’s materials not available locally are accessible through interlibrary loan.

Children’s Programming for the General Public
· An adult must accompany and remain with children under five years of age attending programs.  If a child engages in disruptive behavior during the program, the adult must remove the child from the session. 

Children’s Programming for Daycare and Other Groups

· Storytimes and other programs may be provided for daycare or other groups either on- or off-site.  Procedures for enrollment are set by the Children’s Department.

· At least one adult must stay with the group during programs.  At least two adults must stay with the group if there are sixteen or more children attending the program.

Programs Outside the Library

The Children’s Department conducts programs outside the Library for schools, daycares, nursing homes, clubs, and not-for-profit organizations when it is possible to do so at the Library’s convenience (Joplin).
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