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Computers and Electronic Communications Resources are used daily by the 
library staff in support of the administrative functions, research, and public 
service mission of the library. 
 
Computers: 
Computers and electronic resources at the Lyon Township Public Library will be 
used in a responsible manner, respecting the rights and privacy of others, the 
integrity of the computer and peripherals, and Lyon Township Public Library 
policies.  
 
Library employees will not misuse their authorized access to perform tasks 
outside their departmental duties. Bibliographic and patron records may not be 
altered unless the employee has specific responsibility to do so. 

Library employees, with the exception of computer technicians employed or hired 
by the library for this express purpose, may not add to or modify the existing 
motherboard, support boards, drives, or other peripherals of staff computers.  
Employees may not reconfigure or modify the BIOS, Windows system files and 
registry, or other operating files. 

Users are responsible for retaining their own records and therefore are advised 
to keep back-up copies of important documents, distribution lists, calendars, and 
messages on their hard-drives or appropriate backup media. Lyon Township 
Public Library programs and files remain the property of the Library and may not 
be removed when an employee leaves.  Employee-supplied programs and files 
which are left on Library equipment will be removed. 
 
Library employees are prohibited from making or using illegal copies of 
commercial software.  It is illegal to copy and install the software on multiple 
computers for simultaneous use. Library employees may make a back-up 
(archival) copy of software, provided that it is not used or transferred separately 
from the original program. 
 
 
Email: 
Staff members who require an email account to effectively conduct the business 
of the library will be issued, at the discretion of the Director, a library email 
account through the email service provided by the library. Employees that do not 



have an email account through the library are encouraged to have a personal 
email account to allow effective communication with other staff members 
concerning library business. 
 
One purpose of the email accounts provided to staff by the library is to allow the 
public access to the staff member. These email addresses will be available to the 
public through the website and printed literature. The personal email addresses 
of staff will not be published or made available to the public (by the library) in any 
form.  
 
Lyon Township Public Library staff may send library-related communications to 
fellow staff by e-mail to their library or personal e-mail address. It is expected that 
the e-mail will be received and read by the recipient within a reasonable amount 
of time, as e-mail communications may be time-sensitive.  
 
While it is not the practice of Lyon Township Public Library to inspect or monitor 
employee communications, one should not assume confidentiality or privacy of 
electronic communications. In the course of routine systems maintenance, 
troubleshooting and mail delivery problem resolution, technical staff may 
inadvertently see the content of electronic mail messages. Technical staff shall 
not intentionally search electronic communication records or transactional 
information for violations of law or policy. However, they shall report violations 
discovered inadvertently in the course of their duties. The library retains 
ownership of the content of any messages and data sent from, received by, or 
stored in or upon the library's computers and that communications systems are 
the sole property of the library, regardless of the form and/or content of these 
messages and data. Employers that provide electronic communication services 
may lawfully access messages once they are stored on the employer’s computer 
or telephone system. This may be done with or without prior notification. 
 
The Library Network makes every effort to block unwanted material (SPAM) from 
their email accounts through the use of filters. However, due to the nature of the 
Internet, The Library Network and Lyon Township Public Library cannot 
completely protect individuals against receipt of material that may be offensive to 
them. Likewise, individuals who use email or those who disclose private 
information about themselves on the Internet or other electronic communications 

resources should know that Lyon Township Public Library cannot protect them 
from invasions of privacy. 
 
Library employees will not misrepresent themselves online - by name, age, 
gender, or job responsibility. Employees will not misrepresent the Lyon Township 
Public Library policies, programs or procedures. The following disclaimer 
statement should be included with personal opinions: "The opinions expressed 
here are my own and do not necessarily reflect Lyon Township Public Library 
policy."  Signature files should be accurate and current. 
 



Lyon Township Public Library computers and electronic communications 
resources may not be used for: 
 

 Unlawful activities 

 Participating in online gambling 

 Interference with the work of others, or using resources for personal use 
that interferes with business operation, business productivity or distracts 
employees from their responsibilities. 

 Tampering with the operation of electronic communication resources, 
systems, or services 

 To send or receive copyrighted materials, intellectual property, or other 
proprietary information without prior authorization 

 To launch or intentionally transmit a computer virus, worm, Trojan horse, 
or other rogue program 

 To create, distribute or print any harassing, offensive, intimidating, 
threatening, humiliating, or disruptive messages or images 

 To access, create, distribute or print sexually explicit, pornographic, racist, 
or sexist messages or images, or disparaging material based on race, 
origin, sex, sexual orientation, age, disability, religion or political beliefs 

 Use library computers or accounts to conduct or forward illegal contests, 
pyramid schemes or chain letters, or spam 

 Selling access to the internet 

 Personal financial gain, political, fundraising, public relations, or 
commercial activities not involving the library, including collecting 
information about others for commercial or private use 

 Attempting to access or accessing another employee's computer, 
computer account, e-mail or voice mail messages, files or other data 
without their consent or the consent of an authorized supervisor, or to 
send forged e-mail using someone else’s account 

 The sharing of an account, password or other authentication device that 
was provided to permit access to restricted computing resources  

 The uploading or downloading of unauthorized materials to any library 
computer or server, including downloading or distributing pirated software 
or data, entertainment software, music or games 

While electronic communication tools are tremendous assets to our library when 
used appropriately, abuse of these resources can put both employees and the 
library at risk. The use of library electronic resources implies an understanding of 
and agreement to this policy. If a violation of the above policy occurs, appropriate 
disciplinary measures will be taken, up to and including termination of 
employment. In the event that the misuse is also a violation of federal or state 
criminal laws, violators may be referred to law enforcement officials for 
prosecution. 

 
 



Blogs/Website/Social Networking: 

The Lyon Township Public Library seeks to further involve its customers in library 
activities and decisions. We welcome the opportunity to interact with our 
customers though blogs and social networking sites and to generate lively 
conversation about various topics and consider suggestions from library users. 
We look forward to receiving a diverse array of opinions. 

All information submitted to library blog, website, or social networking site will be 
moderated by library staff. Comments should be relevant to the specific online 
communication tool. 

The Lyon Township Public Library staff will judge suggestions and comments 
submitted through these electronic forums in accordance with their existing 
policies and procedures. 

The Lyon Township Public Library reserves the right to refrain from publishing or 
to remove information and comments according to the following guidelines: 

 promotion of products for sale or giveaway 
 solicitations for political, charitable or any other type of donations not 

involving the library  
 gambling or lottery information  
 copyrighted material not attributed to its source 
 material or information that violates local, state or federal law 
 obscenity, indecency or profanity 
 content that encourages unlawful conduct 
 sexually explicit language 
 language that promotes discrimination against an individual or group 

based on race, color, religion, gender, age, national or ethnic origin, 
disability, marital status, or sexual orientation 

 language judged by library staff to be insulting or to constitute a personal 
attack on a fellow contributor’s character  

Any opinions or comments expressed in the library’s online forum are the views 
of the contributor and may not reflect the viewpoint or policies of the Lyon 
Township Public Library. 

 


