Guttenberg Library Computer and Internet Use Policy

General Rules for using computers at the library: these rules apply to patrons of all ages who are using a library –owned computer or their own computer in the library or on the library grounds:
Patrons who use library computers or their own personal computers or electronic devices are required to abide by the library’s Computer and Internet Use Policy as well as any additional rules and/or time limits which are posted in the library or its website.  Use of any public access computer or wireless connection at the library constitutes acceptance of the policy and related procedures.

Users unable to read must be accompanied by an adult or other qualified user.  Internet users must have completed the 2nd grade and be able to read in order to use the Internet.  Library Internet and computer users must have a Computer and Internet Agreement on file at the library.  Patrons age 14 and under must have the signature of a parent or guardian.  The parent or guardian must sign in person at the library. 
There will be a limit of two persons at a computer at a time.  Other patrons who wish to use a library computer must wait quietly in the library.  The library staff reserves the right to terminate a person’s use of the computer if problems (such as excessive noise, disruption of other patrons, physical abuse of the equipment, or a hardware or software malfunction) occur.  Patrons should not move from computer to computer, unless there is a valid reason.

Responsible and Acceptable Use

It is prohibited to use computers or Internet access for any illegal, criminal, or unethical purpose.  It is the responsibility of the user to respect copyright laws and licensing agreements. Transmission, viewing or printing of any material in violation of any federal, state, or municipal statute or regulation is prohibited.  This includes, but is not limited to, copyrighted material, threatening, obscene or pornographic material, and material protected by trade secret.  No one may use the library connection to access inappropriate matter or any material which might be harmful to minors.  Users may not compromise the privacy of others. Cyberbullying is not permitted. Patrons are forbidden from using the Guttenberg Library’s Internet connection for unauthorized access, modification, hacking, cracking, and other unlawful activities, including, but not limited to, accessing library and other networks.  The library complies with all federal, state, and municipal laws governing the use of computers in libraries. Specific laws include the federal Children’s Internet Protection Act, the Neighborhood Internet Protection Act, and the Iowa Code. (e.g. Iowa Code 714.1, 714.16B, and 728)  Patrons may not access or view inappropriate matter, including pornography or obscenity, on the Internet, World Wide Web, or any other resource.  Anyone who engages in unacceptable use or whose computer use disrupts library service or violates library policies or procedures may have their library and /or computer privileges suspended or terminated, and/or may be asked to leave the library. Violation of laws may result in a report to law enforcement officials.
If a patron would like to listen to sound or music on the computers, headphones or earbuds should be used.  Due to health concerns, the library will not provide shared headphones or earbuds for computers or other media.  Patrons will need to bring their own earphones, or may purchase a set from the library.  Patrons will need to pay in full at time of purchase.  Listening devices will be placed in a bag.  The library staff will write the patron’s name on the bag.  The patron may keep the earbuds at the library to use when they wish.  Patrons are to put their earphones back in the bag when they are finished, and return them to the storage box.  Unidentified headphones or earbuds will be discarded.

Wired and wireless printers are available for patron use.  A charge is made for printing.  See Fee Policy and signs posted at the library’s computer stations.  
The library staff will provide limited assistance for basic start-up procedures for computers and for accessing the Internet.  For patrons who have specific computer or Internet questions, circulating books and reference materials are available to be checked out.  The library periodically hosts beginning computer classes and classes on various computer programs.  
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Cell phones must be turned off or set to silent while in the library.  

Computer equipment and Internet access may be shut down in the event of an electrical storm, for technical problems, and may also be shut down twenty minutes before the library closes.
Rules for Use of Library-owned Computer Workstations:

1.  Patrons in good standing with the library may use the public computers. Overdue fines or other fees greater than $5.00 must be paid in full.  Patrons must ask the librarian (sign in) to use the computers.  
2.  The library provides Internet access primarily for research, educational, and information sources.  Priority is given to patrons doing research for school assignments, typing school assignments, business research, medical research, or employment seeking.  Patrons should limit their computer sessions to 30 minutes.  Maintenance, troubleshooting, or business use of certain technological equipment by library staff may take priority.  During times of high computer demand, the library staff may limit patrons to 30 minutes, and require that patrons take a 30 minute break before using a library computer again. The time limit for library computer usage is 4 hours total per day.
3.  Patrons may reserve time slots for 30 minutes.  Reserve time is limited to 2 slots, twice a week.  Only one reservation per day will be accepted from each patron. Reservations may not be made more than one week ahead of time.  Anyone 10 minutes late for a scheduled time forfeits that time to anyone who wishes to use the remaining time.  If a computer has not been reserved ahead of time, it is available on a “first-come-first-served” basis.  

4.  Patrons may not bring their own software to install on the library’s computers.  The staff reserves the right to ask a patron to remove media which is unsuitable for the library environment.  The library staff may require a virus scan of a patron’s personal storage media used on library computers.
5.  Patrons are not allowed to change the configuration of any software on the library computers or download any software to the library’s computers.
Internet Access

Nature of the Internet Nature of the Internet
The Guttenberg Public Library has no control over the information accessed and cannot be held responsible for the content or quality of the information retrieved. 
As is the case with all other library materials, any restriction of a child’s access to the Internet is the responsibility of the child’s parent or legal guardian.
To comply with the CIPA legislation, filtering software is installed on library computer workstations to block access to material that might be deemed objectionable.  Given the nature of how information and sites become accessible through the Internet, the Guttenberg Public Library cannot and does not guarantee that the filtering software will block all sexually explicit material or any other material that some patrons may find objectionable. Patrons who are 18 or older may request that the filtering software be disabled on a machine for a short period of time in order to enable access for bona fide research or other lawful purpose.
Downloading
Patrons may download to the patron’s own virus-free media. Do not download to the computer’s hard drive.  The library staff may ask to scan the patron’s media for viruses.  The library is not responsible for any loss or damage to personal media or data when downloading.
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E-mail

Patrons with their own private e-mail accounts may use them in compliance with regulations.

Speed of the Internet
It is important to conserve bandwidth.  Downloading streaming audio and video may result in reduced bandwidth, which will slow down Internet access. Users may be requested to stop if circumstances warrant it. 
Penalties for adults for breaking computer and Internet rules
The chart below outlines the Guttenberg Library’s penalties for violation of the computer and Internet rules:
First Offense: Verbal warning and/or loss of computer privileges for a short period of time or the entire day, depending upon the severity of the offense
Second Offense:  Loss of computer privileges for two weeks, or loss of computer & Internet privileges, depending on severity of offense.
Third Offense:  Loss of computer and Internet privileges

Any Offense:  You may be reported to law enforcement

Disclaimer
Each user agrees to indemnify and hold harmless the Guttenberg Public Library, its board, director, staff, and the City of Guttenberg from any claims resulting from his or her use of the library’s Internet connection.
Children’s Use of the Internet
The library cares deeply about children and has put into place standards and guidelines for safety purposes.

Computer users unable to read must be accompanied by an adult or other qualified user.  Internet users must have completed the 2nd grade and be able to read in order to use the Internet. (For children 2nd grade and younger, a children’s tablet is available in the children’s area. The tablet contains educational games and has no Internet access.) Patrons age 14 and under must have the signature of a parent or guardian.  The parent or guardian must sign in person at the library.  A copy of the Computer and Internet Agreement needs to be on file with the Guttenberg Library prior to using the computers. 

No one may use the library connection to access inappropriate matter or any material which might be harmful to minors. No one may use the library’s computers or connection for any unlawful purpose.
Parents, guardians, and caregivers are encouraged to work with their children to develop acceptable rules of computer and Internet use.  It is their responsibility to set standards and guidelines and to decide which library resources and Internet websites are appropriate for their children.  The library assumes no responsibility for the use of the Internet by minors.
The following suggestions are given to parent, guardians, and caregivers for their children’s safety:

*Teach your children never to give out their names, location, addresses, phone numbers, or other personal identifying or family information.


*Get to know the sites your children use by viewing them.


*Encourage discussion about all sites, including those that make your children feel uncomfortable.

*Make sure your children never arrange a face-to-face or telephone meeting with another Internet user, regardless of how “nice” or “friendly” the user may seem.

*Teach your children never to respond to messages or postings that are suggestive, obscene, belligerent, threatening, or make them feel uncomfortable.  

*If you or your children become aware of the transmission, use, or viewing of child pornography while online, immediately report it to the National Center for Missing and Exploited Children by calling 1-800-843-5678, or go to CyberTipline at www.cybertipline.com.
 
*Read the kid’s online safety booklet available at the library.
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Penalties for minors who break the computer or Internet rules
The list below outlines the Guttenberg Library’s penalties for violation of the computer and Internet connection rules:


First Offense: Verbal warning and/or loss of computer privileges for the day


Second Offense:  Parent or guardian notified and/or loss of computer privileges for 2 weeks
Third Offense:  Loss of computer privileges, with reinstatement of privileges only after a safety conference which will include the Library Director, the patron, and the patron’s parent or guardian.  The safety conference will cover such material as is needed to correct the problem.


Fourth Offense:  Loss of privilege while a minor


Any Offense:  You may be reported to law enforcement 
Disclaimer

Each user agrees to indemnify and hold harmless the Guttenberg Public Library, its board, director, staff, and the City of Guttenberg from any claims resulting from his or her use of the library’s computers or Internet connection.
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