23. Reference Policy
Statement of Intent
As part of its mission to “offer guidance to its patrons”, the Library will provide reference
services, including responding to requests for information. In addition to providing
information from sources available in the Library collection, the Library shall offer
patrons alternative and extended means for answering questions that exceed the
Library’s ability to complete satisfactorily. Reference services are available whenever
the Library is open.
A. Services
1. Making available to patrons for in-library use all of the materials acquired by, or
housed in, the Library, regardless of format, subject to reasonable rules of procedure.
This includes the collection of the Blue Island Historical Society.
2. Making available for circulation to patrons with valid borrowing privileges, all materials
not classified as Reference and all equipment specifically designated for circulation,
subject to the circulation policies.
3. Making available through inter-library loan materials not available locally to Blue
Island Library card holders
4. Offering guidance, either informally or formally, in-person or by printed or other
materials, to patrons in the use and location of Library materials; including System Wide
Automated Network (SWAN), computers with CD-ROM products, indexes,
bibliographies, etc.
5. Responding to requests for information by providing the information itself or source(s)
of information, if available in the Library; by offering means by which such information
can be obtained from other libraries; or by suggesting alternative methods of obtaining
such information if not available through libraries.
6. All Reference services shall be offered free of charge except for those services (e.g.
photocopy requests) with charges levied by Suburban Library System or other agencies
whose charges may be passed on to the requesting individual at the current rate. The
Library also has some fees and charges for copies (see the Fines and Charges Policy).

B. Non-Discrimination
The Library shall provide, subject to reasonable rules of procedure, the above services
to all patrons regardless of age, business or stated purpose. The following Suburban
Library System service is available to only Blue Island patrons: Interlibrary Loan.
The Library shall respond equally to requests regardless whether the request is made in
person, by telephone, letter or fax, subject to the limitations of the method used.
The Library shall respond to all questions in the order received and shall make every
effort to provide a satisfactory answer or status statement within two hours of the time
the question was received, with the exception of two days if by written correspondence.
C. Staffing
Except under specific circumstances, the Library shall make available for providing and
supervising Reference Service during regular Library hours, at least one professionally
trained librarian, holding a Master’s Degree in Library and Information Science.
Some Reference Service may be provided by trained staff and subject to professional
assistance when required. Such staff has training through Suburban Library System.
Library staff providing Reference shall do so in the spirit of the Library Bill of Rights, the
Freedom to Read and Freedom to View statements and under the guidelines of the
Statement of Professional Ethics.
D. Responsibility
The Library Director shall have the responsibility to implement these policies subject to
such procedures as deemed necessary and not conflict with the spirit and intent of
these policies.
The Library Director may delegate such duties as necessary to appropriate staff in order
to implement these policies.
The Library Director shall evaluate the Reference Service, including the Reference
Policy, and present the results to the Board of Trustees with any recommendations for

change every three years. Forms for this evaluation are available from the Suburban
Library System, the Illinois State Library or the Illinois Library Association.
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