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City of League City Mission
League City’s mission is providing extraordinary SERVICE to create and sustain a historic, dynamic and
prosperous community.
SERVICE – Sustainability, Excellence, Respect, Value-driven, Integrity, Customer-focused, and Engaged

City of League City Information
City Hall
300 West Walker Street
League City, Texas 77573
Main phone number: 281-554-1000
Public Operating Hours:
Monday-Thursday 7:30 a.m. to 5:30 p.m.
Friday 7:30 a.m. to 12 p.m.
Saturday-Sunday Closed

Helen Hall Library Mission
Helen Hall Library’s mission to provide access to information and fuel for imagination, in an age defined
by the unprecedented importance of both.

Library Information
Helen Hall Library
100 West Walker Street
League City, Texas 77573
Main phone number: 281-554-1111
Public Operating Hours:
Monday-Thursday 10 a.m. to 9 p.m.
Friday-Saturday 10 a.m. to 6 p.m.
Sunday 1 to 5 p.m.
Please refer to the staff phone lists included in Appendix A – City of League City and Helen Hall Library
Phone Lists.
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Library Organizational Chart
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Patron Services
Patrons are why we exist. Our role as library staff is to connect patrons to library services and resources.
Some policies and procedures apply to all library operations, while others are specific to different
service areas.
Library staff should always strive for positive and fruitful interactions with customers. The mission in
all patron interactions is to provide access to information and fuel for imagination. Library staff will
treat every patron with equal respect and every request with equal importance. Staff will listen and
respond to the suggestions and concerns of patrons. High standards of customer service are supported
through a plan of employee training, leadership development, and opportunities for customer input.
Courtesy and attention to the needs of the library user are key to all interactions. Staff will be flexible
in meeting the needs of library patrons. Whenever possible, judgment calls will be made in favor of the
patron. If asked for the location of a specific item or category of items, staff must accompany the patron
to the location. If a staff member is unable to comply with a patron’s request, every attempt should be
made to offer an alternative.
All patron interactions and transactions should remain confidential. Personal cell phone use is limited to
staff areas away from the patron service points. Websites allowed on the computers at service desks
include but are not limited to library databases, readers advisory sites, news sites, and weather sites.
Some staff have access to library social media platforms or web content development sites. Staff should
refrain from socializing at service desks. While some work discussion is permissible at service desks,
those discussions should be kept at a minimum and should not interfere with patron services. The
public’s perception of how we spend our time on the clock is of the utmost importance. Staff should
prioritize the patrons entering in the building or entering the service area. Greet all who enter and
approach, ask all who are present if they need assistance, and be available to all in the area.
Helen Hall Library is considered public property; therefore, anyone may take pictures in the library
without permission. Staff may take and post pictures of events without the consent of the participants.
Staff will honor requests of people who do not want their picture or their child(ren)’s picture taken
and/or posted. Any staff person who does not want her/his picture taken by a citizen may make that
request. If a politician inquires or asks permission, please direct them to the city’s Communications
Department.
Pursuant to Texas Government Code Title 5 Section 552.124, EXCEPTION: RECORDS OF LIBRARY OR
LIBRARY SYSTEM*, library records that identify or serve to identify a person who requests, obtains, or
uses library materials or services, including electronic resources, are confidential and are excepted from
required disclosure to the public or to any law enforcement officers except by court warrant.
Information linking a patron to specific library materials and services, including electronic resources, will
be considered confidential circulation information. Helen Hall Library respects the confidentiality of
patrons using its electronic resources. Library employees and any agents of the library are bound to
observe this confidentiality. The City Librarian releases the records only with a legal subpoena and under
the advisement of the City Attorney.

The library maintains a Lost and Found area in the administration offices to reunite patrons with their
lost things. All library staff can bring items to the Lost and Found, and all library staff can help inquiring
patrons find their items in the Lost and Found. Lost items with personal information, electronic devices
such as phones or computers, or money should be kept in the library safe. Before items are taken to the
Lost and Found or the library safe, please take all possible steps to determine the owner of the items
and contact them to inform them the library has what they may have lost. If more than $50 is found, the
money will be given to the police.
The bulletin board in the library vestibule is for public use. Library staff has the right to remove anything
at any time. The Administrative Assistant will monitor the board. The rest of the bulletin boards in the
library are for library and city use. Anything posted on the library bulletin boards must first be approved
by Library Administration.

Conduct Policy

To provide an atmosphere that is conducive to accomplishing the library’s mission and for the comfort
and protection of the rights of all those using and working in the library, the Library Board of Trustees
adopted the following policy. We ask your cooperation in helping us provide a safe and pleasant
environment for all our patrons and staff.
The following actions are unacceptable in the library:
•
•
•
•
•
•
•
•
•
•
•
•
•

Selling and/or soliciting for any purpose
Smoking, vaping, using other tobacco products, drinking alcohol, using illegal drugs
Engaging in any sexual behavior
Not complying with the Helen Hall Library Internet Use Policy.
Engaging in any activity that is prohibited by law
Engaging in activities that unreasonably interfere with other’s use of the library
Cursing, harassing, or verbally abusing patrons or staff
Engaging in any behavior that endangers themselves or others, to include such things as
screaming, running, shoving, climbing, and fighting
Damaging or defacing library materials or property
Leaving children seven years old and younger unattended by a responsible person, who is at
least 13 years of age or older
Leaving minors after library hours (police may be called to ensure their safety until an adult
arrives)
Bringing animals or pets that are not service animals or part of library programming into the
library
Not wearing shoes or shirt

Patrons will be warned once and/or requested to leave if the unacceptable behavior continues.
Suspension of library privileges for a determinate or indeterminate period or legal action may occur if a
patron is found to have engaged in unacceptable or unlawful behavior on library property.
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Conduct Policy Enforcement

It is important as library staff that we are alert to signs that a patron needs help or is being disruptive.
We are committed to providing a safe and comfortable environment for all patrons.
Incidents involving difficult patrons are among the most trying situations library staff face. It is good to
familiarize yourself with the Conduct Policy and the rest of the library policies and procedures. Maintain
a calm, friendly, nonjudgmental attitude. Staying calm will often help to defuse an unpleasant situation
and will enable you to exercise better judgment. Use common sense when dealing with patrons. Explain
your position in firm, unambiguous language, while suggesting suitable, realistic alternatives.
If a staff member sees a patron violating the Conduct Policy, they should inform the patron that her/his
action/behavior is unacceptable while giving them a copy of the Conduct Policy. A supervisor or the
facility supervisor can be asked to step in.
If the action/behavior is against the law or if the situation is unsafe, the police should be called. If
witnessing the abuse of a child or adult in the library, the police should be called.
If a child reports abuse or if a staff member suspects abuse, get the child’s name, and contact
information to provide to Child Protective Services. If an adult reports abuse or if a staff member
suspects abuse, get the adult’s name, and contact information to provide to Adult Protective Services.
Police can be called for a wellness check on a patron needing mental help or outside transportation.
Please refer to Appendix B – Texas Mandatory Reporting Requirements Regarding Children.
There are two surveillance cameras in public areas which monitor the library lobby and the parking lot.
There are two surveillance cameras in the Technical Services area of the library. Footage is not
monitored, not retained indefinitely, and is stored offsite. Only an investigating officer can request
footage from the city’s Information Technology department.
After any incident, please email your immediate supervisor, their Assistant City Librarian, and the City
Librarian. Library employees who deal with an incident should complete an “Internal Incident Form”,
found on the Shared Drive, and turn it in to their supervisor.

Internet Use Policy

Helen Hall Library endeavors to develop collections, resources, and services to meet the information
needs of League City’s diverse community. Access to the Internet enables our users to obtain the most
current information available for a wide variety of purposes.
Internet computers will not be used by anyone, including minors, for illegal activity, to access illegal
materials, or to access materials that by local community standards would be objectionable, such as
obscene or pornographic. Library employees are authorized to take prompt and appropriate actions to
enforce appropriate use of the internet computers.
Users, including minors, are warned should not share personal identification information to unknown or
otherwise unverified sources via electronic communication. Parents are responsible for their minor
children’s use of the library’s resources and facilities. Parents who believe that their minor children
cannot responsibly use the library’s Internet access are requested to monitor their children’s Internet
use. All library users will respect copyright laws, licensing agreements, internet and cyber safety rules
and regulations.
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Access, use, or dissemination of information via the Internet in the Library is the responsibility of the
user. In the case of minors, it is a joint responsibility of the user and the parent or guardian. Users will
respect the privacy of other users and will refrain from attempting to view or read material being used
by others. By mutual agreement, two persons may share one access session if their behavior or
conversation does not disturb other users or library staff. The total length of a session or the number of
sessions per day will depend on demand to provide access for most users.
Helen Hall Library computers will be filtered in varying degrees throughout the library. Downloading,
installation, or modification of software is prohibited. Users will not make any attempt to gain
unauthorized access to restricted files or networks, or to damage or modify computer equipment or
software. Any illegal uses of computers may be subject to prosecution by local, state, or federal
authorities.

Public Use of Library Facility

Helen Hall Library features the Susan Mathews Memorial Theater and boardroom that each are utilized
for library programs and services. When the theater and boardroom are not in use, they are available for
reservation by citizens. Reservation requests are received and processed by the library’s Administrative
Assistant. For more information see Appendix C – Meeting Room Request Agreement.
The theater capacity is set at 184, or 84 chairs. The boardroom capacity is set at 40 chairs. The library
only has 45 chairs available in the theater and only 16 chairs available in the boardroom.
The Helen Hall Library will accept temporary placement by non-profit groups (student, staff, or
community organizations) of a collection box for donated goods only when approval is secured in
advance. The library cannot support the collection of cash or checks. The Helen Hall Library and City of
League City will not be held liable for loss, damage, or theft of the contents of the collection box or of
the box itself. Only one collection box will be authorized at any given time. Approval is granted on a firstcome, first-served basis. Collection boxes may be placed only where designated. Any boxes left without
prior and explicit approval will be disposed of immediately. It is the responsibility of the requesting party
to empty the box as needed and to remove the box when the collection is complete. If the collection box
is not retrieved within five (5) business days following the expiration date, the Helen Hall Library
reserves the right to dispose of the box and all its contents. No reminder or warning will be provided.
Please see Appendix D – Collection Box Request Agreement for the form.

Access Services

Helen Hall Library gathers many statistics, uses statistics to tell the library’s story, and reports statistics
to the various stakeholders from the library’s own Director of Parks & Cultural Services, all the way to
the Texas State Library and Archives Commission. Parameters for what statistics to gather and how they
should be gathered are always evolving.
Circulation Services and Technical Services each have specific operating procedures gathered in separate
handbooks that can be received from the section supervisor.

Circulation Services

Helen Hall Library makes a variety of materials in a variety of formats available to all persons. To provide
efficient and equitable circulation of materials the library sets the following policies regarding borrowing
privileges:
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•
•

Length of loan for various materials, renewals, holds, interlibrary loan materials, overdue
charges, damage charges, and replacement assessments
The library will not be responsible for any damage incurred to personal property while materials
borrowed from the library are in use.

To apply for a free Helen Hall Library card, you must be a resident of the state of Texas, and you must
provide proof of name and current address. Residents of Texas can apply for card at any age. The
owner or parent/guardian is responsible for all charges associated with the account. Patrons 10 years
old and younger qualify for a child’s card. Patrons between 11 and 16 years old qualify for a teen card.
Patrons between 17 and 64 years old qualify for an adult card. Patrons 65 years old and older qualify for
a VIP card. At any time, the parent or guardian may update a child’s card to a teen card. Children have
access only to the items in the Children’s Services collections. Teens have access to everything in the
library except for rated-R movies. Adults and VIPs have access to everything in the library.
The unique number on an individual’s library card is how the library assures privacy of that individual’s
library record. Patrons must have their library card or card number each time they checkout library
materials. Library cards should be replaced when lost, stolen, or damaged, and replacement cards are
free. Borrowers are responsible for providing a current mailing address, email address, and telephone
number to receive timely information from the library.
The owner or parent/guardian of the library card is responsible for any checked-out materials, returning
materials by the due date, any charges associated with the account, and notifying the library when the
library card is lost or stolen. Exceeding the limit for unpaid fines and fees, abusing TexShare (see
Appendix E – TexShare Card) privileges, writing a check that does not clear, losing materials, or returning
damaged materials may result in loss of borrowing privileges.
Presentation of a library card implies authorization by the card holder to access circulation records.
Information may be released to the card holder, the person who signed the card, any person to whom
the card holder gives written permission, and/or the parent or legal guardian.
Releasing circulation information to a patron in the building requires presentation of the library card,
the library card number, Texas driver’s license, or Texas identification card. If the patron cannot prove
account ownership, then account information may not be given.
Releasing circulation information over the telephone requires patron’s library card number first and
then asking patron for name and address. The item barcode from an item the patron has checked out,
Texas driver’s license number, or Texas identification number are also accepted over the phone. If the
patron cannot prove account ownership, then account information may not be given.
Releasing circulation information through e-mail requires patron’s library card number, or if patron
replies to an emailed notice.

Technical Services

Technical Services is charged with processing all library materials purchases, receiving all materials, and
cataloging all materials. Technical Services is home to the beginning steps of all library materials.
Technical Services also handles and routes all incoming and outgoing mail. Large deliveries and large
amount of donations are received through the Shipping & Receiving area of Technical Services.
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The library’s large-bed laminator, disc polisher, and high-capacity copy machine are also located in
Technical Services. Please display common courtesy for these pieces of equipment. Clean up after use
and make sure to communicate any needed supplies to the library’s Administrative Assistant. The
laminator should only be powered on when in use and care should be taken not to use more laminate
than needed. Other city departments are welcome to use the library’s laminator.

Public Services

Library patrons can print from library computers or from their personal devices. Printing is $0.10/page
for black and white, and $0.50/page for color. The library also offers fax services. Faxes paid with a
credit card are $1.75 for the first page and $1/additional page, and faxes paid with cash and change are
$0.25/page.
Library patrons can purchase earbuds for use at the library computers or for use with their own personal
device. Earbuds and headphones are encouraged to reduce patrons bothering other patrons. Earbuds
are $1 and must be accompanied by a receipt including description, quantity, price, amount paid, staff
initials, and patron initials.
Circulation is responsible for the money in the coin-bill-acceptors at the print stations. Circulation can
make change for patrons with bills up to $50. Any necessary refunds for print jobs can be made at the
Circulation desk.
The library offers laptops that can be checked out on a patron’s library account and used in the building.
Please see Appendix F – Laptop Computer Use Agreement for the laptop borrower agreement. Patrons
should not leave their personal belongings unattended in the library. It is understandable that some may
choose to risk it for a restroom break. However, if items are left unattended or left in a study room for
longer than 15 minutes, they will be moved to lost and found unless staff has been informed otherwise.
The library staff welcomes and encourages community and school groups to visit the library for
instructional and recreational purposes. A group is any non-family assemblage of people. Groups are not
allowed to attend regularly scheduled library events, so they are encouraged to set up group visits to the
library. Arrangements for group visits must be made in advance of the visit and are dependent on staff
availability. The library has the right to refuse requests for group visits if the staff cannot accommodate
the group’s time requirements or if the group’s visit would disrupt normal library operations. Group
leaders must stay with the group during the library visit and are responsible for the behavior of the
group members. Visits may be tailored to meet the needs of the group, such as tours, storytime,
instruction in using the online catalog or databases, etc. For children through age 11 (preschool and
elementary), please direct inquiries to the Children’s Services Desk at 281-554-1113. For teens
(intermediate and high school) and adults, please direct inquiries to the Adult/Teen Reference Desk at
281-554-1101. The relevant form is included in Appendix G – Group Visit Request Form.
Children’s Services, Teen Services, Adult Services, and Volunteer Services each have specific operating
procedures gathered in separate handbooks that can be received from the section supervisor.

Children’s Services

Children’s Services features programs developed for patrons up to age 11. A variety of programs are
available to children and their caretakers. Puzzles and toys are available for children and their caretakers
for use in that are of the library. The Children’s Services area of the library also develops programs and
10

services specifically for “tweens.” Tweens are considered children between the ages of 8 and 11. The
internet computers in the Children’s Services area of the library are filtered more than the rest of the
computers in the library to restrict access to inappropriate content.

Teen Services

Teen Services features programs developed for patrons between the ages of 12 and 17. A variety of
programs and volunteer opportunities are available for teens and young adults. The library features a
Teen Room designed for teens to studying individually or in collaborative groups. The internet
computers in the Teen Room are filtered to exclude pornographic and illegal content but are not filtered
as stringently as the computers available to children.

Adult Services

Adult Services features programs developed for patrons 18 years old and older. A variety of programs
are available to adults. Volunteer opportunities are available to adults. Public computers, two fax
machines, small flatbed scanners, study areas, and study rooms are available upstairs for patrons. The
internet computers in the upstairs are of the library are filtered to exclude pornographic and illegal
content.
The library offers three study rooms to patrons on a first come, first served basis. Reservations cannot
be accepted for study rooms. Study rooms are limited to two hours of use. Time may be extended if no
one is waiting for a room.
Patrons can utilize exam proctoring services. Patrons who are registered library card holders and in good
standing are eligible for this service. There is a flat fee of $5 for each exam proctored, payable at the
scheduled time of the exam. The library can only accept cash or check for exam proctoring. See
Appendix H – Exam Proctoring Agreement for more information about exam proctoring and the form for
patron signature.

Volunteer Services

The library is operated by staff but achieving the mission of the library is supported by the generosity of
library volunteers. Patrons and citizens 12 years old or older are welcome to volunteer with the library.
The Volunteer Coordinator recruits, trains, and develops volunteers to support a variety of library
programs and services. Volunteers are held to the same standards as library employees. Volunteers are
not allowed in the library outside of normal library operating hours. A volunteer handbook is available
from the library’s Volunteer Coordinator.

Library Collections
The Helen Hall Library develops collections based on the American Library Association’s Library Bill of
Rights, the American Library Association’s Freedom to Read Statement, the Helen Hall Library’s Right to
Read Policy, and the Helen Hall Library Collection Development Policy.
Helen Hall Library Right to Read Policy
The Board of Trustees and Library Administration of Helen Hall Library utilize the Freedom to Read
Statement and its interpretations. Materials selected under the Collection Development Policy are
considered protected under the First Amendment of the United States Constitution.
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Public libraries preserve and enhance the people's right to a broader range of ideas than those held by
any one librarian, publisher, or government. On occasion, there can be diverse opinions by individuals or
groups as to what is acceptable or appropriate for the collection. Library collections are not limited to
only those ideas and information believed by one person or group.
The Board of Trustees believes that anyone is free to reject for himself/herself library materials of which
he or she does not approve. However, the individual cannot restrict the freedom of others to read, view
or hear. Parents or legal guardians have the responsibility to guide and direct the reading, viewing, or
listening of their own minor children. The library does not take the place of the parent or guardian.

Collection Development

The library serves as an informational, recreational, and educational resource for the community. The
collections provide a wide range of materials and formats for users of all ages, educational levels, and
socio-economic backgrounds. Special emphasis is placed on stimulating children's interests and love of
reading, promoting lifelong learning, and maintaining a collection of current topics and titles including,
but not limited to, popular culture, social and political trends, and recreational experiences.
In its selection of library materials, the professional staff of Helen Hall Library unconditionally supports
the philosophy of free access to information and fully subscribes to the principle that the freedom to
read is essential to democracy. The administration and Library Board of Trustees utilizes the Library Bill
of Rights of the American Library Association and the Intellectual Freedom Handbook of the Texas
Library Association.
The goal of this document is to further public understanding of the purpose and nature of the library
collection and to provide guidance and direction to the library staff in the development and
maintenance of the collection.
Given the diversity of the citizens of League City, the following considerations are important in creating
a collection development policy tailored to the community. League City is located 20 miles southeast of
Houston and primarily in northern Galveston County. The city was formally incorporated as a Texas
Home Rule City in 1962. Major sectors of the area’s economic profile include the aerospace (NASA)
industry, petrochemicals, health care, and tourism. As a department of the city, the library provides
services to other city departments, as well as to the general population within the area.
Materials are selected in accordance with professionally accepted criteria. Collection development
staff will attempt to represent all approaches to public issues of a controversial nature. They do not
sanction beliefs or views, nor is the inclusion of any given item equivalent to an endorsement of the
author's viewpoint. If a scarcity of information in a particular subject area exists, material in that area
may be selected, even if it does not meet the usually applied standards. No book or other material will
be excluded because of the race, national origin, color, gender, personal history, or the political,
religious, or social views of the author or creator. Judgment for selection is made on the work in its
entirety and not on a particular passage, page, scene, word, or other part alone.
The requests for the purchase of material from individual library users will receive careful consideration.
The selectors will operate within the constraints of budget limitations and the broader needs of other
library users in considering the need to purchase titles or materials requested by individuals.
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All selections, including patron requests, must be thoroughly researched, with suitability for Helen Hall
Library’s specific collection confirmed prior to purchase. The library acquires materials of both
permanent and current interest in a variety of subjects, based upon the merits of a work in relation to
the needs, interests, and demands of the community. Any combination of the following criteria is used
to determine suitability:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Current and anticipated needs and interests of the public
Accuracy of content
Timeliness of information
Author's, artist’s, or publisher's qualifications and/or reputation; literary merit
Evaluations in review media
Contribution to diversity, breadth, and depth of collections
Inclusion of title in standard bibliographies, indexes, or series
Receipt of or nomination for major awards or prizes
Quality of production
Style of writing
Support of library's mission and roles
Availability of similar materials within the community and other area libraries
Historical value
Relationship and appeal of illustration to text when applicable
Age appropriateness of art, text, topic
Durability of format

Works of contemporary fiction, popular culture, and classic works of enduring value are included in the
collection. Multiple copies of frequently requested titles are provided. Large print, paperback, and mass
market copies of some titles are also available.
Reference materials, whether in print or digital, are those designed by the arrangement and treatment
of their subject matter to be consulted for definite items of information rather than to be read
consecutively. In selecting for the reference collections, the primary criteria are the library users'
information needs and the format in which it is available. Because of demand, rarity, or cost, print
sources are maintained for in-library use only.
The library collects basic materials on genealogical research, as well as online genealogy databases, but
does not collect more specialized publications such as family or county histories, marriage, or deed
records, etc.
The library collects audiobook productions and large-print copies of some titles. A small Braille collection
is housed in the Youth Services section. The Talking Books Program administered by the Texas State
Library & Archives Commission encourages the use of audiobooks, large-print books, and Braille books.
The library maintains a collection of state and local maps including Galveston County maps. Most of this
collection is limited to use within the library. The library also maintains a small collection of plays and
scripts to assist directors and theater and literature students.
The mission of the Local History Room is to collect, preserve, and disseminate information relating to
the history of League City, Galveston County, and the surrounding Bay Area. This collection includes
13

personal manuscripts, oral histories, organizational records, photographs, maps, and books. Publications
and documents of the City of League City and other local government agencies are also included. With
rare exceptions, museum-type artifacts are not collected.
Periodicals and serials are issued in successive parts bearing numeric or chronological designations. The
periodical and serial collections will, in general, be composed of titles of general or widespread interest.
They can be collected in print, microfilm, or digital format. Periodicals and serials in print will be
retained for one to five years, depending on demand and availability through full-text databases.
Newspapers are selected to provide local, state, regional and national coverage. Local newspapers plus a
selection of regional and national titles are collected. Issues are retained for two months. Library users
have access to a large collection of full-text newspapers through online subscriptions.
The Young Adult collection is comprised of popular, genre, and literary fiction and nonfiction. At Helen
Hall Library young adults are patrons as young as eleven or as old as eighteen. Other determining factors
for inclusion in this collection are materials that are clearly reviewed and/or labeled as young adult,
characters are of intermediate/high school or college age, and the theme or subject matter is of interest
to and intended for young adults. Special consideration is given to formats and genres such as graphic
novels that local school libraries might not collect.
Children’s materials are selected to meet the recreational, educational, and cultural needs of children
from infancy through age eleven. Multiple copies of frequently requested titles are provided, and
multiple copies of the titles on the Texas Library Association’s Texas Bluebonnet Award List, 2 x 2, CCISD
Trailblazer Reading List are purchased annually. The library maintains a variety of children’s fiction from
the most distinguished in children’s literature to new and popular titles. Popular series titles are
purchased in response to library user requests. Picture books, in which illustrations are as important as
text, serve to introduce children to the world of books. The library includes a wide variety for adults to
read to toddlers and preschoolers and for children to look at and use as they begin to read. This
collection includes beginning readers, concept books, wordless books, and picture books in regular
binding, and board book formats. The juvenile nonfiction collection contains general informational
works, browsing items, and subject-oriented materials on topics of interest to children preschool age
through sixth grade. The library does not provide basic textbooks or materials needed in quantity for
schoolwork. It does, however, purchase supplementary materials to enrich the resources available at
area schools. The library collects a limited number of kits that enhance literacy or educational skills.
A collection of Spanish language materials in all sections will be maintained. Materials in languages
other than English may be purchased for the library where an actual or potential demand exists.
The video collection informs, instructs, educates, and entertains. Also included are literature-based
videos that will enhance the library's existing nonfiction and fiction collections. Video collections are
subject to the same criteria as the library’s print collections.
The library maintains a recorded book collection that includes compact discs and digital formats, and
currently only purchases compact discs and digital formats. The collection is intended to fill the
educational and recreational needs of children, young adults, and adults. Selectors acquire books on a
variety of topics with appeal to a wide range of interests in unabridged format.
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The library collects and maintains a compact disc music collection for both recreational and educational
use for children and adults.
Electronic resources and computer-based information resources are available via the Internet and World
Wide Web. In some instances, this material may be available to registered library users at remote
locations via the library's website or may be available only inside the library. These collections include,
but are not limited to, citation or full-text databases and instructional multimedia programs. Electronic
resources or databases are selected based on compatibility with available equipment and/or existing
operating systems, hardware or software requirements, ease of use by library users including enhanced
searching capabilities, pricing models, frequency or timeliness of updates, training requirements for staff
and the public, remote access capability, licensing restrictions, and usage restrictions.
Due to finite resources, there are certain materials that the Helen Hall Library does not collect such rare
books and textbooks.
Ultimate responsibility for materials selection rests with Library Administration, who operates within
the Collection Development Policy endorsed by the Library Board of Trustees. Library Administration
will track the materials budget to insure a flow of new materials throughout the year according to
budget allocations. Collection development staff select materials for inclusion in their respective
collections. Selections and budget allocations are reviewed by Library Administration on a regular basis.
Involvement by the community in the selection process is encouraged. Several mechanisms are provided
for this purpose including analysis of pending reserve requests; purchase suggestions submitted by
library users; and questionnaires and surveys administered by the library. User suggestions for purchase
will be evaluated in accordance with the Collection Development Policy.
Among the selection tools used by collection development staff are professional library journals, trade
journals, subject bibliographies, publishers' promotional materials, and reviews from reputable sources.
Collection development staff should also be aware of materials reviewed in national newspapers and
magazines, local publications, the broadcast media, and from reputable sources available via the
Internet.
While Helen Hall Library cannot have a collection of all titles available to the public, it is our goal to
connect patrons with what they seek. As library staff, we can check if there are other libraries in the
area with the title. We can call other area libraries on behalf of the patron if they would like. Patrons can
request an item via interlibrary loan. Refer to Appendix I – Interlibrary Loan Services for more
information about interlibrary loans. Patrons can suggest items for purchase. Purchase suggestions do
not guarantee items will be added to the collection and we cannot guarantee if/when purchase
suggestions will be available for checkout.

Deselection

Deselection is an integral part of the collection development process. An active and continuous weeding
program is essential in maintaining a viable and useful collection. Materials are withdrawn from the
library’s collection through systematic weeding or because of loss or physical damage. The following
criteria should be considered for weeding, but is not an exhaustive list:
•

Worn or damaged items
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•
•
•
•

Duplicate copies of seldom used titles
Materials which contain outdated or inaccurate information
Superseded editions of specific titles
Materials no longer of interest or demand

While the library attempts to maintain copies of standard and important works, it does not
automatically replace all materials withdrawn due to loss or damage. In deciding as to whether an item
will be replaced, staff will use the same criteria applied to purchasing of materials.
In accordance with City of League City Ordinance No. 2017-12, § 2, 4-25-2017, deselected materials
become the property of the Friends of Helen Hall Library. The Friends of Helen Hall Library have a used
bookstore in the library, and they utilize third-party distributors to resell deselected library materials. All
revenues from the sales of used books belong to the Friends of Helen Hall Library.

Donations, Gifts, and Memorials

The library is grateful for donations of used or new books and other library materials. In accepting
donations, the donated items become the property of the Friends of Helen Hall Library. The Friends of
Helen Hall Library reserves the right to decide which donations are sold in the Friends of the Helen Hall
Library bookstore or sent a third-party used book distributor.
The library accepts donations of recent books, recorded books, music, and videos. The library does not
accept donations of magazines, textbooks, or encyclopedias. Donations should be clean and in good
condition. Receipts for donations can only indicate the type and number of items donated, but the
donor is responsible for deciding the value of donated items. The library accepts donations between the
hours of 10 a.m. to 6 p.m., Monday through Friday. If a donations receipt is requested for tax purposes,
the library can provide one, but cannot assign a dollar value to the donation.
Gifts and Memorials donations will be accepted according to the collection development criteria used
for purchasing. An appropriate designation will be generated for each gift or memorial. The Assistant
City Librarian for Public Services discusses with the donor what books are most suitable, selects and
sends the materials order for processing, writes the letter for the donor and the honoree, and prints all
envelopes and letters for signature. The Administrative Assistant acquires postage, and the letters are
mailed. All checks or cash for gifts and memorials should be taken to Circulation for deposit. The
Assistant City Librarian for Public Services updates and maintains a database of honor books and
memorial books with all relevant information. Technical Services will print the appropriate book plates
for gifts and memorial purchases and add the book plates to the books before releasing them for
circulation.
No materials will be accepted with the stipulation that they must be added to the library’s collection or
returned to the donor. Library collection development staff make the determination of what donations
should be added to the library collection based on the same criteria used for purchasing materials. The
library will accept as a donation and circulate one copy of each title published by any local author,
provided that the title is evaluated using the same criteria used for purchasing materials.
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Reconsiderations

Library users who want to initiate a discussion regarding materials in the library’s collections will receive
a Reconsideration Form, the Library Bill of Rights, the Freedom to Read Statement, and the Helen Hall
Library Collection Development Policy. Library Administration will reevaluate the materials and make a
recommendation to the Library Board of Trustees. The Library Board of Trustees makes the final
determination and either accepts or appeals the recommendation. The process is designed to make sure
the selection is appropriate for the library and should result in a fruitful conversation with the library
user about the philosophy and criteria used for collection development. See Appendix J – Request for
Reconsideration Packet for the Request for Reconsideration Packet.

American Library Association Freedom to Read Statement

The freedom to read is essential to our democracy. It is continuously under attack. Private groups and
public authorities in various parts of the country are working to remove or limit access to reading
materials, to censor content in schools, to label "controversial" views, to distribute lists of
"objectionable" books or authors, and to purge libraries. These actions apparently rise from a view that
our national tradition of free expression is no longer valid; that censorship and suppression are needed
to counter threats to safety or national security, as well as to avoid the subversion of politics and the
corruption of morals. We, as individuals devoted to reading and as librarians and publishers responsible
for disseminating ideas, wish to assert the public interest in the preservation of the freedom to read.
Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the
ordinary individual, by exercising critical judgment, will select the good and reject the bad. We trust
Americans to recognize propaganda and misinformation, and to make their own decisions about what
they read and believe. We do not believe they are prepared to sacrifice their heritage of a free press in
order to be "protected" against what others think may be bad for them. We believe they still favor free
enterprise in ideas and expression.
These efforts at suppression are related to a larger pattern of pressures being brought against
education, the press, art and images, films, broadcast media, and the Internet. The problem is not only
one of actual censorship. The shadow of fear cast by these pressures leads, we suspect, to an even
larger voluntary curtailment of expression by those who seek to avoid controversy or unwelcome
scrutiny by government officials.
Such pressure toward conformity is perhaps natural to a time of accelerated change. And yet
suppression is never more dangerous than in such a time of social tension. Freedom has given the
United States the elasticity to endure strain. Freedom keeps open the path of novel and creative
solutions, and enables change to come by choice. Every silencing of a heresy, every enforcement of an
orthodoxy, diminishes the toughness and resilience of our society and leaves it the less able to deal with
controversy and difference.
Now as always in our history, reading is among our greatest freedoms. The freedom to read and write is
almost the only means for making generally available ideas or manners of expression that can initially
command only a small audience. The written word is the natural medium for the new idea and the
untried voice from which come the original contributions to social growth. It is essential to the extended
discussion that serious thought requires, and to the accumulation of knowledge and ideas into
organized collections.
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We believe that free communication is essential to the preservation of a free society and a creative
culture. We believe that these pressures toward conformity present the danger of limiting the range and
variety of inquiry and expression on which our democracy and our culture depend. We believe that
every American community must jealously guard the freedom to publish and to circulate, in order to
preserve its own freedom to read. We believe that publishers and librarians have a profound
responsibility to give validity to that freedom to read by making it possible for the readers to choose
freely from a variety of offerings.
The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand firm on
these constitutional guarantees of essential rights and will exercise the responsibilities that accompany
these rights.
We therefore affirm these propositions:
1. It is in the public interest for publishers and librarians to make available the widest diversity of
views and expressions, including those that are unorthodox, unpopular, or considered dangerous
by the majority.
Creative thought is by definition new, and what is new is different. The bearer of every new
thought is a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain
themselves in power by the ruthless suppression of any concept that challenges the established
orthodoxy. The power of a democratic system to adapt to change is vastly strengthened by the
freedom of its citizens to choose widely from among conflicting opinions offered freely to them.
To stifle every nonconformist idea at birth would mark the end of the democratic process.
Furthermore, only through the constant activity of weighing and selecting can the democratic
mind attain the strength demanded by times like these. We need to know not only what we
believe but why we believe it.
2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they
make available. It would conflict with the public interest for them to establish their own political,
moral, or aesthetic views as a standard for determining what should be published or circulated.
Publishers and librarians serve the educational process by helping to make available knowledge
and ideas required for the growth of the mind and the increase of learning. They do not foster
education by imposing as mentors the patterns of their own thought. The people should have
the freedom to read and consider a broader range of ideas than those that may be held by any
single librarian or publisher or government or church. It is wrong that what one can read should
be confined to what another thinks proper.
3. It is contrary to the public interest for publishers or librarians to bar access to writings on the
basis of the personal history or political affiliations of the author.
No art or literature can flourish if it is to be measured by the political views or private lives of its
creators. No society of free people can flourish that draws up lists of writers to whom it will not
listen, whatever they may have to say.
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4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the
reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve
artistic expression.
To some, much of modern expression is shocking. But is not much of life itself shocking? We cut
off literature at the source if we prevent writers from dealing with the stuff of life. Parents and
teachers have a responsibility to prepare the young to meet the diversity of experiences in life
to which they will be exposed, as they have a responsibility to help them learn to think critically
for themselves. These are affirmative responsibilities, not to be discharged simply by preventing
them from reading works for which they are not yet prepared. In these matters values differ,
and values cannot be legislated; nor can machinery be devised that will suit the demands of one
group without limiting the freedom of others.
5. It is not in the public interest to force a reader to accept the prejudgment of a label
characterizing any expression or its author as subversive or dangerous.
The ideal of labeling presupposes the existence of individuals or groups with wisdom to
determine by authority what is good or bad for others. It presupposes that individuals must be
directed in making up their minds about the ideas they examine. But Americans do not need
others to do their thinking for them.
6. It is the responsibility of publishers and librarians, as guardians of the people's freedom to read,
to contest encroachments upon that freedom by individuals or groups seeking to impose their
own standards or tastes upon the community at large; and by the government whenever it seeks
to reduce or deny public access to public information.
It is inevitable in the give and take of the democratic process that the political, the moral, or the
aesthetic concepts of an individual or group will occasionally collide with those of another
individual or group. In a free society individuals are free to determine for themselves what they
wish to read, and each group is free to determine what it will recommend to its freely
associated members. But no group has the right to take the law into its own hands, and to
impose its own concept of politics or morality upon other members of a democratic society.
Freedom is no freedom if it is accorded only to the accepted and the inoffensive. Further,
democratic societies are more safe, free, and creative when the free flow of public information
is not restricted by governmental prerogative or self-censorship.
7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by
providing books that enrich the quality and diversity of thought and expression. By the exercise
of this affirmative responsibility, they can demonstrate that the answer to a "bad" book is a
good one, the answer to a "bad" idea is a good one.
The freedom to read is of little consequence when the reader cannot obtain matter fit for that
reader's purpose. What is needed is not only the absence of restraint, but the positive provision
of opportunity for the people to read the best that has been thought and said. Books are the
major channel by which the intellectual inheritance is handed down, and the principal means of
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its testing and growth. The defense of the freedom to read requires of all publishers and
librarians the utmost of their faculties, and deserves of all Americans the fullest of their support.
We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim
for the value of the written word. We do so because we believe that it is possessed of enormous variety
and usefulness, worthy of cherishing and keeping free. We realize that the application of these
propositions may mean the dissemination of ideas and manners of expression that are repugnant to
many persons. We do not state these propositions in the comfortable belief that what people read is
unimportant. We believe rather that what people read is deeply important; that ideas can be
dangerous; but that the suppression of ideas is fatal to a democratic society. Freedom itself is a
dangerous way of life, but it is ours.
This statement was originally issued in May of 1953 by the Westchester Conference of the American
Library Association and the American Book Publishers Council, which in 1970 consolidated with the
American Educational Publishers Institute to become the Association of American Publishers. Adopted
June 25, 1953, by the ALA Council and the AAP Freedom to Read Committee; amended January 28,
1972; January 16, 1991; July 12, 2000; June 30, 2004.

American Library Association Library Bill of Rights

The American Library Association affirms that all libraries are forums for information and ideas, and that
the following basic policies should guide their services.
I.

II.

III.
IV.
V.
VI.

Books and other library resources should be provided for the interest, information, and
enlightenment of all people of the community the library serves. Materials should not be
excluded because of the origin, background, or views of those contributing to their creation.
Libraries should provide materials and information presenting all points of view on current
and historical issues. Materials should not be proscribed or removed because of partisan or
doctrinal disapproval.
Libraries should challenge censorship in the fulfillment of their responsibility to provide
information and enlightenment.
Libraries should cooperate with all persons and groups concerned with resisting abridgment
of free expression and free access to ideas.
A person’s right to use a library should not be denied or abridged because of origin, age,
background, or views.
Libraries which make exhibit spaces and meeting rooms available to the public they serve
should make such facilities available on an equitable basis, regardless of the beliefs or
affiliations of individuals or groups requesting their use.

Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2,
1961; June 27, 1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996.
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Expectations of Staff
Facility Supervisor

The library staff and building are always under responsibility of a member of the library’s professional
staff. Staff are not allowed in the building unless a designated member of the professional staff is
present in the building. The City Librarian and Assistant City Librarians have ultimate responsibility. In
their absence, a Children’s Services professional is responsible for the building on Monday and
Wednesday. An Adult Services professional is responsible for the building on Tuesday and Thursday.
Friday and Saturday rotate between Public Services sections and the Circulation Supervisor. Sunday
rotates between all professionals. Technical Services Librarian has responsibility on weekdays from 7 to
9 a.m.
A staff person who is responsible for opening and/or closing but cannot do so, is responsible for
arranging a replacement. The professional that is the designated supervisor is not the replacement for
planned leave, and desk coverage for planned leave should be handled by the section supervisor. The
professional that is the designated supervisor must be fluent in operations at the Circulation Desk,
Children’s Services Desk, and Adult Services Desk and can take over at a desk if a staff person becomes ill
or cannot make it to their scheduled shift.

Conduct

Library dress code is determined by the dress code policy in the City of League City Employee Policy
Manual. Library staff are provided with library-themed shirts in the winter, spring, and summer.
Reading-themed shirts are also acceptable. These accepted shirts can be worn with blue jeans when the
day’s work could harm professional pants. Blue jeans are otherwise not allowed unless indicated by City
Administration or approved by a supervisor for the day’s tasks. When in doubt, ask your supervisor if
blue jeans are permissible for a specific event or task.
When hired, staff will be issued a city photo identification badge, a Helen Hall Library gold nametag,
and a unique login with password. The city photo ID badge is issued by the city’s Information
Technology department and should always be worn because it is needed to enter through library doors
locked by badge reader and is used for clocking in and out on the time clock machine. The gold nametag
is created by the library’s Administrative Assistant, includes the staff person’s first name, and should
also always be worn in the library. The unique login with password is issued by the city’s Information
Technology department and is used for accessing employee information, email, and time clock software.
Library staff have access to the city intranet, Sharepoint, and shared drive. Do not edit or delete any files
someone else created unless directed otherwise.
As part of continuing education and in support of library programs hosted by members of the team, any
full-time staff may attend one program per month on work time with the permission of her/his
supervisor. The request to additional programs should be discussed with the supervisor and the
employee may need to attend the additional programs during their personal time.
Due to the authority traditionally ascribed to our profession, library staff acting in their professional
capacity cannot be perceived to endorse any commercial product or service, religious affiliation, political
point of view, or charitable cause.
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City and library staff are to park behind the buildings and should not park where the public would
most likely park. Parking should be reserved for citizens wherever possible. There are parking spaces
behind the library, courts, and city hall. Parking spaces behind the buildings are available on a “first
come, first served” basis unless marked otherwise. Do not park in the space labeled “BAILIFF” or the
spaces behind city hall. When parking between city hall and the civic center, do not park in the spaces
along the outside of the civic center building. Do not park in front of city hall, courts, or the library. A
staff person who needs to park closer for medical reasons can contact the City Librarian for permission.
Shared workspaces and lounge areas are to be kept tidy and clean. Those spaces should be kept tidy and
clean by everyone on the team.
Kitchen Etiquette: Rinse all dishes used and add them to the dishwasher. If the dishwasher was just run,
please empty the dishwasher, rinse all dishes used, and then add them to the dishwasher. Please make
sure the clean/dirty dish indicator is turned to the appropriate side. If necessary, scrape off stubborn
food. Food left in the sink basin should be removed and placed in the trash can. The sink basin should be
cleaned after use. Wipe off the table when you are finished eating and clean up any spill you may have
caused. Keep track of your refrigerator items. If you use the last napkin or paper towel, please refill the
napkin or paper towel dispensers as needed. If you use the coffee and or hot water kettle, please clean
them when you finish. Food left on the breakroom table is available for the staff to share and eat. Notify
the Administrative Assistant if we are out of supplies.
Kitchen Duty: Full-time staff members are asked to do kitchen duty on an assigned weekly rotating shift.
When it is your shift, you are asked to run the dishwasher and unload the contents when they are clean.
Please make sure the clean/dirty dish indicator is turned to the appropriate side. Wipe down all surfaces
including the end tables, microwave, microwave buttons, and refrigerator door handles. Please refill
supplies as needed and notify the Administrative Assistant if supplies are low.
Refrigerator: Due to the size of the refrigerator versus the size of the library staff it is important to be
considerate of others when storing large items or container. Please dispose of expired food as soon as
possible.

Personnel Services

“Unauthorized Disclosure of Confidential Information” is one of the minimum standards set in the City of
League City Employee Policy Manual in section 5.02 Behavioral Standards of Conduct. Violation of which
may result in disciplinary action, up to and including termination.
Personnel information is kept in locked files or electronically with only authorized access.
Acknowledgement of the policy indicates agreement to keep confidential all information that is
accessed by authorized staff.
The City’s Information Technology and Facilities Services departments are helpful for a variety of tasks
throughout the library. If there is a problem with computers in the library, city phones, city-issued
badges, internet, or software and websites, create an IT Help Desk request by emailing
helpdesk@leaguecitytx.gov. If there is a problem with restrooms, lighting, electricity, pluming, furniture,
or HVAC, please email the City Librarian and Assistant City Librarians to create a Facilities Request. When
communicating with other City departments, please provide as much helpful information as possible.
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•
•

For Professional Staff encountering an IT problem outside of normal City Hall hours, please call
281-554-1380 to be directed to the IT on-call staff person.
For Professional Staff encountering a Facilities Services emergency outside of normal City Hall
hours, email the City Librarian and Assistant City Librarians, but please also call 409-218-9776 to
reach the Facilities on-call staff person.

The Library Staff Advisory Board was created in February of 2012 and is made up of volunteer staff
members. The SAB exists as a committee within the library to represent all staff members, encourage
community and communication among the staff, improve the working environment to the best of its
means, plan parties and activities for staff, and provide snacks and refreshments for staff to purchase.
Revenues from snacks sales and other activities go back to the SAB fund. SAB funds cover a variety of
staff expenses. Staff members who are hospitalized may receive flowers, cards, small gifts, etc., valuing
up to $50. Memorial books valued up to $25 will be placed in the library’s collection in the case of the
death of a staff member or a staff member’s immediate family. Funds can also be used for baby
showers, retirement/going away parties, and wedding showers. The fund amount available for such
events are determined by the years of service of the staff member: 0-1 years, $25; 2-5 years, $50; 6-10
years, $75; 11+ years, $100.

Payroll

All non-exempt employees must clock in when arriving for work, clock out for lunch, clock in after lunch,
and clock out when leaving for the day. Time for exempt employees automatically populates each day.
Employees should monitor their time sheets for errors and omissions. Employees must approve their
time sheet at the end of each pay period, and they must approve their timesheet before their supervisor
can approve it for processing. Employees should not approve an incorrect timesheet and should instead
notify their supervisor with necessary corrections.
The city’s time accruals are based on a 7/8 split. It is the employee’s responsibility to work the actual
scheduled time (e.g., 9:00-6:00), and to clock in and out at actual scheduled times. Please see the image:
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All time off requests must be submitted in the time clock software. Time off requests should be
discussed with your supervisor and submitted as early as possible. Time off requests are not guaranteed
approved and can be denied when schedules do not allow. Additional information is included in the City
of League City Employee Policy Manual. Please note that a consistent pattern of questionable absences
can be considered excessive and may be cause for discipline. Anyone calling in sick before or after a
weekend or holiday may be required to bring in a doctor’s note.
For each eight-hour shift, each staff member gets a 15-minute break in the morning and the afternoon.
Breaks should be taken when you are not scheduled to be on the desk. Breaks should not interfere with
patron services or the work of coworkers. Full-time staff or part-time staff working a full-time shift must
take at least a half hour lunch.

Emergency Plan

Call 911 for Police, Fire, and Ambulance
Call City Librarian Teresa Potter at 281-844-5006, Assistant City Librarian Darla Rance at 770-630-9667,
or Assistant City Librarian Meredith Layton at 281-639-3172.
•
•
•
•
•
•

•

•

Know where fire extinguishers and the nearest fire exits are located.
An individual discovering a fire should sound the alarm if the alarm has not already sounded.
Upon hearing an alarm, employees must begin an immediate evacuation of the building, taking
personal id.
Evacuate through the closest available door. Stay away from windows.
If there is a fire in an office, close the office door.
Do not allow anyone to get on the elevator. If the power goes out, the person would be trapped.
The person may wait at the top of one of the rear fire-safe staircases. Each rear fire-safe
staircase has a fire-safe chair where the person can wait. Notify the fire personnel as soon as
they arrive that someone is located at the top of the fire-safe staircase.
While evacuating, do a sweep of the work area if it is safe to do so. Staff should attempt to
check that all people have been evacuated from the building but should not endanger
themselves in doing so. Also check the following if safe to do so:
· Circulation—Person on desk: check downstairs Adult Services restrooms.
· Children—Person on desk: check Children’s Services restrooms and theater.
· Adult—Person on desk: check upstairs Adult Services restrooms.
· Admin—Check boardroom, all admin offices, and restrooms.
The rendezvous point is under the flagpole in front of the Courts. All staff must rendezvous. The
professional in charge of the building should take attendance.

Weather Emergencies

When the weather is threatening and/or high water is expected during hours when City Hall is closed
the City Librarian will communicate any closures. The determination of if and when to close is made by
City Administrators and the Director of Parks & Cultural Services. For any weather event, any staff
member who feels unsafe may make the choice to leave and use personal time if the library has not
been closed and with supervisor’s permission.
Call 281-554-1000 before, during, and after an evacuation for city information. This number can change
with each event but will be communicated as needed. Following a storm, text your supervisor or City
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Librarian regarding your safety and status.
If the library is to remain open, basic library operations require a minimum of four staff. Before reducing
staff down to four individuals, Circulation should close the registers and reconcile the day’s transactions.
While library operations are reduced to four individuals, no payments will be collected. Patrons who are
over the $20 fine limit but not barred may check out up to 5 items. One staff member will be assigned to
the Circulation desk, the Children’s Services desk, and the Adult Services desk. The fourth staff member
will greet patrons and explain any limits such as programs are canceled, hours may be reduced, and
fines cannot be paid.

Storm Checklist
•
•
•
•
•
•
•
•
•
•
•
•
•

•

Confirm that all Supervisors have an up-to-date staff phone list.
Turn off and unplug all uninterruptable power supply (UPS) units from the wall; unplug all
devices not connected to a UPS. Professional staff should make sure prior to leaving that their
area has been completed.
Unplug all electrical appliances and equipment, including RFID gates.
Run dishwasher and put away clean glassware, plates, etc., if feasible.
Check restrooms and be sure toilets are flushed, faucets are off, and sinks are clear.
Leave elevator in position on 2nd floor.
Leave all inner doors open and turn off all lights.
Close all window shades. Protect uncovered windows with art panels.
Use plastic sheeting to cover all materials that are underneath the skylights or an area that is
prone to leaks.
Correct signage at the door and on social media.
Shut down and cover sorter.
City Librarian and supervisors will determine who can get to the library to assess damage and to
inform the team.
Each staff member is responsible for contacting her/his supervisor to let her/him know if you
are safe, if you sustained damage, where you are located, and your estimate of when you can
return to work.
Each staff member should monitor City of League City employee email to determine when to
report to work and when the library will open. Supervisors will also text staff to let them know
when to return to work.

Medical Emergencies

The safety officer for the library is Teen Librarian Sheldon Stevens, ext. 1133.
A defibrillator is located on the wall by the main entrance and upstairs near the restrooms. A stop the
bleed kit is also located on the wall by the main entrance.
For patron or staff needing an ambulance:
• Call 911 immediately.
• Keep victim still. Please DO NOT move the person.
• Keep victim warm, cover with a coat or blanket.
• Send someone to get the Library Safety Officer.
• You or the Safety Officer must stay with the victim.
• For reporting a staff injury, a supervisor must fill out a Supervisor Accident/Incident Report. Scan
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•

and email document to Human Resources. Paperwork must be completed within 24 hours
following all incidents. Call HR for assistance at 281-554-1012. Write the EMS report run number
(EMS has this) somewhere on the form.
For a patron injury, no form is required if EMS is involved (HIPA). Send an e-mail describing the
incident and include the EMS run number to Human Resources and City Librarian.

For patron or staff not involving an ambulance:
If the accident occurs in the parking lot, no form is required.
• Injuries must be reported immediately to a supervisor.
• Offer EMS.
• For a patron or staff accident where EMS is declined, a supervisor must fill out a Supervisor
Accident/Incident Report. Please note on the form that EMS was declined. Scan and email
document to Human Resources. Paperwork must be completed within 24 hours following all
incidents. Call Human Resources for assistance at 281-554-1012.
• Send an e-mail describing the incident to the City Librarian.
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Appendix A – City of League City and Helen Hall Library Phone
Lists
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MAIN PHONE NUMBER
ADMINISTRATION
Teresa Potter
Meredith Layton
Darla Rance
Julie Orff
ADULT SERVICES
Joanne Turner
Caris Brown
Amelia Chau
Paula Betancourt
Ian Barker
Kevin Tran
Shannon Holiday
CHILDREN'S SERVICES
Kate Guynn
Sarah Hultman
Ziba Cyrus
Cody Kiser
Joan Peeples
Annie Cho
Roddrick Johnson
Carol Kivch
CIRCULATION
Kelsea Meza
Emory Dunn
Elizabeth Whitworth
Kate Northrop
Alyssa Schomber
Kelly Hendricks
Dianne Stoughton
Dom Guest
Samantha Esparza
Angela Ortiz
TECHNICAL SERVICES
Ashley Leblow
Ann Titsworth
Isaak Loewen
Evelyn Curtis
Gayle Funderberg
Gayle Mitchell
Kathryn Rose
Pat Hruby
TEEN SERVICES
Sheldon Stevens
VOLUNTEER SERVICES
Colleen Ragsdale

281-554-1111
TEL: 281-554-1119 FAX: 281-554-1118
City Librarian
281-554-1106
Assistant City Librarian - Access Services 281-554-1127
Assistant City Librarian - Public Services 281-554-1102
Administrative Assistant
281-554-1119
REFERENCE DESK
TEL: 281-554-1101
Adult Services Librarian
281-554-1103
Local History Librarian
281-554-1105
Electronic Services Librarian
281-554-1104
Library Assistant
281-554-1107

REFERENCE DESK
Children's Services Librarian
Children's Librarian
Children's Librarian
Senior Assistant Children's Librarian
Senior Assistant Children's Librarian

TEL: 281-554-1113
281-554-1112
281-554-1115
281-554-1132
281-554-1114

TEL: 281-554-1120
281-554-1123
281-554-1136
281-554-1124
281-554-1121

Circulation Supervisor
Circulation Clerk
Circulation Clerk
Circulation Clerk

Technical Services Librarian

281-554-1131
281-554-1128
281-554-1131
281-554-1130
281-554-1122
281-554-1110
281-554-1135

Teen Services Librarian

281-554-1133

Volunteer Coordinator

281-554-1116
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Appendix B – Texas Mandatory Reporting Requirements
Regarding Children
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Appendix C – Meeting Room Request Agreement
The Helen Hall Library of League City, Texas, has a theater and boardroom available for use by
individuals, organizations, businesses and groups.
The following rules apply:
•
•
•

•

•
•
•
•
•

•
•
•
•
•

Attendance capacity is limited to 100 persons.
Library-related activities will take precedence.
Meeting rooms are to be used for educational, cultural, intellectual or charitable meetings or
programs. Commercial activities including the promotion or sale of items or services are
prohibited. Meetings and programs must be secular and non-partisan.
Approval is granted on a first come, first served basis. Applicants are notified within 14 working
days of receipt of completed application. It is recommended that applications be submitted at
least three weeks in advance.
Meeting rooms are available free of charge to applicants.
Not all applicants will be approved. Completion of the Helen Hall Meeting Room Application
does not guarantee approval.
Applications should be submitted on a Helen Hall Library Meeting Room Application form (see
attached form).
Meeting rooms are available from one quarter hour after opening to one half hour before
closing.
Use of meeting rooms does not constitute library sponsorship or endorsement. The library's
telephone number may not be used for any purpose. The library’s sponsorship should not be
implied.
Contributions may not be solicited nor fees charged.
Smoking is prohibited.
Refreshments are permitted with prior approval.
Rooms must be left in the condition they were found. The organization or person reserving the
meeting room is responsible for any and all damages.
The library will not be responsible for accidents and injuries and will assume no responsibility for
equipment, supplies or other items owned by group or individual and used in the library.
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Appendix D – Collection Box Request Agreement
Please complete this form and submit to Library Administration.
Non-profit student, staff, and community organizations may place a collection box in the Helen Hall
Library in a designated location ONLY with the prior approval of the Helen Hall Library via receipt of this
approved form. The Helen Hall Library cannot support the collection of cash or checks.
*Required
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*Name of non-profit organization: _________________________________________________________
*Type: ___Student

___Staff

___Community

*Contact Name: ____________________________*Contact Phone: _____________________________
*Contact Email: _____________________________*Contact Address: ___________________________
*Start Date: ___________________*End Date: _________________
*Describe the type of items to be donated, audience(s) to be served, and the container to be used:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Website: _________________________________ Email: ______________________________________

Appendix E – TexShare Card
Eligibility: TexShare cards are issued on an individual basis. The card expires one year after the date it is
issued. After that period, the patron must obtain a new TexShare card. In order to qualify for a TexShare
card, patrons must meet the following criteria:
•
•
•

Be a member of the Helen Hall Library for at least 1 year
Have a good borrowing history within the library system
Cannot have outstanding fines, fees, or overdue items at the time the card is issued

Card Uses: A TexShare card grants the cardholder borrowing privileges at all TexShare libraries across
the state. This includes libraries at all public and most private colleges and universities, as well as certain
public libraries. Lending policies vary from library to library, so the cardholder will need to verify
eligibility with the lending library.
Responsibilities: The cardholder should return items to the lending library and is solely responsible for
any expense involved in returning the items. The Helen Hall Library will return materials to the lending
library for patrons for free but will not guarantee the items will be received by the lending library before
becoming overdue. The cardholder is solely responsible for all fines and fees accrued at other libraries
and may have borrowing privileges suspended if he/she has outstanding charges with any TexShare
library.
Cancellation: The Helen Hall Library may at any time revoke a patron’s TexShare card if that person has
outstanding fees or fines with any TexShare library. Failure to return materials or to pay outstanding
charges in a timely manner will result not only in the cancellation of TexShare privileges, but in the
suspension of borrowing privileges with the Helen Hall Library.
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Appendix F – Laptop Computer Use Agreement
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Laptops may be checked out using his/her own Helen Hall Library card from the Adult and
Children’s Services reference desks.
All users must read and sign this Laptop Computer Use Policy before using a laptop. This
agreement must be signed each time a laptop computer is used.
If a person is blocked from checking out, he/she will not be allowed to check out a laptop.
Laptops may not be removed from the section from which they have been checked out.
The same rules apply to library laptops as apply to all other public computer usage in the
library to include time limits and other usage rules.
An unattended laptop will be checked in, and laptop checkout privileges to that patron will
be suspended.
There is an $1800 replacement fee for lost, stolen or damaged laptops.
If a laptop is not returned to the reference desk from which it was checked out before
closing, a police report will be filed.
The library does not provide scanners or flash drives to laptop users. Anything saved on the
computer will automatically be erased when the unit is powered down and restarted.
To ensure continuation of other reference services, the amount of time available for
individual computer instruction by staff is limited.
No user may troubleshoot or attempt to fix a problem on a laptop. Please return it
immediately to the reference desk if it is malfunctioning or not responding to key
commands.

Laptop Computer Use Agreement for Helen Hall Library
As a participant in the library’s computer laptop program, I agree to abide by the policies and
procedures listed in the Helen Hall Library Internet Use Policy and in this agreement.
I understand that the library does not, and cannot, guarantee the privacy of data and communications
while I am using this service. Any information transmitted over this network may be viewed by others.

__________________________________________________________

_______________

Signature of Borrower

Date

Name of Borrower (Please print): _____________________________________________________
Helen Hall Library card # __________________________ Phone Number _____________________
Staff initials _______________
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Appendix G – Group Visit Request Form
Group Visit Request Form
Today’s Date:
Name of Organization:
Contact Person:
Name:
Phone:
Email:

Day (Circle day): Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Date of Visit:
Time(s) Desired:

Length of Visit:

No. of People in Group:

Age Range:

Number of Teachers/Leaders in Group:
Type of Tour Desired:

Received By:

Staff Member Doing Tour:

Additional Comments:

Appendix H – Exam Proctoring Agreement
The proctoring of examinations is a service offered by the Helen Hall Library. The library will offer
proctoring services based on the availability of personnel, facilities, and technology to do so. Students
who are registered library card holders in good standing with Helen Hall Library are eligible for this
service.

35

There is a flat fee of $5 for each exam proctored, payable just prior to taking the exam. The library
accepts exact cash and personal checks. The staff member accepting payment MUST issue a receipt
All full-time Adult Services professional staff members can proctor exams, as allowed by their work
schedule. Tests must be scheduled with the proctor a minimum of 7 days in advance. Tests will be
scheduled during the proctor’s regular work hours. Tests must be completed 15 minutes before the
library closes.
Additional Guidelines:
•
•
•
•
•
•
•
•
•
•
•
•
•

The student will allow sufficient time to take the examination before the deadline that has been
established by the institution.
In determining “sufficient time” the student will keep in mind the possibility of technical
difficulties at the library and allow for postponement should such occur.
The student will be required to present a valid picture I.D. at the time of the exam.
Proctors will not monitor a student continuously during an exam but may check on the student
periodically.
The library does not guarantee that a quiet study room will be provided.
Proctors will enforce any time limits that are placed on the exam, as well as other rules set forth
in the examination materials.
The use of cell phones or visiting with others is prohibited. Any perceived violation of the posted
rules for the exam will be reported to the educational institution.
Tests offered in a computer format must be compatible with the hardware and software
available on the library workstations.
Librarians cannot proctor exams that students bring in themselves.
Librarians will not sign a proctoring verification that attests to more than the staff member has
been able to do.
Helen Hall Library will not be responsible for any delayed tests, nor for any completed tests once
they leave the library’s possession and have been mailed back to the educational institution.
The library will not be responsible for tests that are interrupted by Library emergencies, power
failures, or computer hardware or software failures.
The library reserves the right to substitute a proctor in the event of the original proctor’s
absence.

Responsibilities of the test taker
•
•
•
•
•

Read this policy thoroughly and acknowledge receipt by signing where indicated below.
Your school may have specific requirements for proctoring. Check with the proctor to make sure
the library can meet all of the requirements.
Call prior to your test to make sure the test or login information has arrived. The proctor does
not contact you when the exam arrives.
Provide necessary postage for mailing back the test to your school, if required.
Arrive promptly at the agreed‐upon time, prepared with the items required for taking the test.
These may include picture I.D., money, pens/pencils, and calculator.
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•
•

Only items listed in the instructions will be allowed in the test area. You are responsible for
securing personal items before the test begins.
Exams not taken by the date on which they were to be completed are either discarded or
returned.

Acknowledgement
I acknowledge that I have read and understand this policy
Signature: _____________________________________
Printed Name: _________________________________
Date: _________________________________________

Appendix I – Interlibrary Loan Services
Interlibrary loan services are available to library patrons with a valid card. Items must be checked out on
the card of the patron who submitted the original request. Interlibrary loan services are not available to
library patrons with an unpaid account balance in excess of $20, or any patron whose account is blocked
for any other reason. Patrons may have no more than three interlibrary loan requests active at one
time. Interlibrary loan services require a verified title and author to process interlibrary loan requests.
Requests without a valid title/author may be disregarded. Interlibrary loan requests for periodical
articles are accepted. Because the loan periods for items are set by the lending library, renewal of
borrowed interlibrary loan items is not permitted. Patrons may request the same item one additional
time.
The late fee for overdue interlibrary loan materials is $1 per day per item, with no maximum fine.
Patrons will be notified by phone when an interlibrary loan is available for pickup. Email notification is
not available for interlibrary loans.
Loss of a patron's interlibrary loan privileges for a period of one year may occur due to any of the
following:
•
•
•

Patron fails to pick up an interlibrary loan
Patron returns an interlibrary loan late
Any damage occurs to any interlibrary loan while in the custody of the patron

Permanent loss of a patron's interlibrary loan privileges may occur due to any of the following:
•
•
•

Patron loses an interlibrary loan
Patron returns an interlibrary loan more than one month past the due date
Patron does not pay for damaged or lost interlibrary loans within seven days of the library’s
receipt of the cost of replacement information from the lending institution

Items not available for interlibrary loan:
•

Materials owned by Helen Hall Library
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•
•
•
•
•
•

Audio-visual materials of any type, including DVDs, VHS tapes, music CDs, audio books in any
format, cassettes, etc.
Current bestsellers or other items published within the last year
Genealogy items not available through the Texas State Library
Reference books and/or rare books or materials
Microforms of any kind
Textbooks and any other class or course materials of any kind

To learn more about the interlibrary loan program, please call or visit the library.

Appendix J – Request for Reconsideration Packet
Dear Library Member,
Thank you for your interest in Helen Hall Library’s collection. As public servants, library staff take the
development of the library’s collection very seriously. The collection development staff use a variety of
resources, tools, and criteria to determine the selection of all library materials. The Library Board of
Trustees has helped to form the Helen Hall Library Collection Development Policy which exists as the
framework of collection development for library staff.
In this packet you will find the Helen Hall Library Right to Read Policy, the American Library Association
Library Bill of Rights, the American Library Association Freedom to Read Statement, the Helen Hall
Library Collection Development Policy, and a Reconsideration Form. The Library Board of Trustees and
staff of Helen Hall Library endorse the freedom to read and endeavor to make available the widest
diversity of views and expressions.
Please read through the accompanying documents, complete the form, and return the form to the
library to begin the reconsideration process. Library Administration will reevaluate the materials and
make a recommendation to the Library Board of Trustees. The Library Board of Trustees makes the final
determination and either accepts or appeals the recommendation.

Helen Hall Library Right to Read Policy
The Board of Trustees and Library Administration of Helen Hall Library utilize the Freedom to Read
Statement and its interpretations. Materials selected under the Collection Development Policy are
considered protected under the First Amendment of the United States Constitution.
Public libraries preserve and enhance the people's right to a broader range of ideas than those held by
any one librarian, publisher, or government. On occasion, there can be diverse opinions by individuals or
groups as to what is acceptable or appropriate for the collection. Library collections are not limited to
only those ideas and information believed by one person or group.
The Board of Trustees believes that anyone is free to reject for himself/herself library materials of which
he or she does not approve. However, the individual cannot restrict the freedom of others to read, view
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or hear. Parents or legal guardians have the responsibility to guide and direct the reading, viewing, or
listening of their own minor children. The library does not take the place of the parent or guardian.
American Library Association Library Bill of Rights
American Library Association Freedom to Read Statement
Collection Development
Reconsideration Form
Request initiated by: ___________________________________________________________________
Street Address: _______________________________________________________________________
Telephone number: _________________________ E-mail address: ______________________________
I represent: Myself________ Group/Organization (Name): _____________________________________
Type of Material: Book_____ Music_____ Audio book____ Video____ Other: ___________________
Author: ________________________________________
Title: _________________________________________________________________________
Publisher (If known): ____________________________________________________________
Please answer the following questions as completely as possible:
1. Have you read the accompanying documents, statements, and policies? _______________
2. Have you read/viewed/listened to the entire work? _______________
If not, what portion? __________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
3. Please state your objection. Be specific; cite pages, etc.
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
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4. What prompted you to select this item?
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
5. What do you believe is the theme of this material?
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
6. Are you aware of the evaluation of this material by literary critics?
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
7. For what age group would you recommend this material?
____________________________________________________________________________________
____________________________________________________________________________________
8. What would you like Helen Hall Library to do with this book/material?
____________________________________________________________________________________
____________________________________________________________________________________
Your Signature: ______________________________________ Date: ____________________________
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