- Chapter III Personnel B

A good public library has at its heart qualified staff who are paid competitive salaries. The
staff is well trained through an ongoing program of staff development that includes both
in-service training and participation in relevant classes, workshops, and meetings outside
the library. Staff have a thorough understanding of all library policies and are able to
interpret those policies to library patrons.

The public library has access to the services of a qualified librarian. As first noted in Core
Standard 7, “for the purposes of this document, a qualified librarian is one who holds an
MLS degree from an ALA-accredited program.”

For purposes of this document, a full-time equivalent employee (FTE) works 37.5 hours
per week including paid breaks of 15 minutes or less but excluding paid or unpaid meal
breaks of 20 minutes or more.

Applicable Core Standards
Core 1. The library provides uniformly gracious and friendly service to all users.
Core 3. The library is in compliance with all other state laws that affect library

operations including but not limited to the Illinois Accessibility Code [ILL.
ADMIN. CODE tit. 71, § 400 et seq.], the Open Meetings Act [5 ILL. COMP.
STAT. ANN. 120/1], the Illinois Freedom of Information Act [5 ILL. COMP.
STAT. ANN. 140/1 et seq.], the State Records Act [5 ILL. COMP. STAT. ANN.
160/1 et seq.; 70/2 and 5/1-7], the Library Records Confidentiality Act
[75 ILL. Comp. STAT. ANN. 70/1] and the Drug Free Workplace Act [30 ILL.
Comp. STAT. ANN. 580/1 et seq.]. |

Core 4. The library is in compliance with all federal laws that affect library
operations including but not limited to the Americans with Disabilities
Act [42 U.S.C. 12101 et seq.], the Fair Labor Standards Act [29 U.S.C.
201 et seq.] and the Bloodborne Pathogens Standard (29 C.F.R. §
1910.1030]. (See appendix 1.)

Core 7. The board of trustees appoints a qualified librarian as library administrator
and delegates active management of the library to the library administrator
[75 L. COMP. STAT. ANN. 5/4-7 OR 75 ILL. COMP. STAT. ANN. 16/30-55.35].
For the purposes of this document, a qualified librarian is a person holding
an MLS degree from an ALA-accredited program.

Core 12. The library has a board-approved mission statement, long-range plan, a
disaster prevention and recovery plan, and policies. Such policies
include but are not limited to the following topics: personnel; reference;

use of the library’s materials, services, and facilities including use of the
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Core 16. The library adopts and adheres to the principles set forth in the American

Library Association’s Library Bill of Rights and other ALA intellectual
freedom statements and interpretations. (See appendices 2.4-2.6 for ALA
Library Bill of Rights and other ALA intellectual freedom statements.)

Core 18. The library adopts and adheres to the ALA Code of Ethics. (See Appendix

2.7 for ALA Code of Ethics.)

Core 19. The library is a member of an lllinois multitype library system and

participates in resource sharing through interlibrary loan and
reciprocal borrowing.

Core 24, The library is open a minimum of 25 hours per week. The hours,

scheduled for the convenience of the public include a minimum of two
evenings (Total of 6 hours after 5 p.m.) and 4 weekend hours. Branches
or other fixed service points, but not bookmobiles, are also open a
minimum of 25 hours per week.

Supplemental Standards

1

To ensure that library staff have a clear understanding of their responsibilities and
rights as employees, the library has a board-approved personnel policy. The policy
is developed by the library administrator with input from the staff. (See appendix 3.1
for topics recommended for consideration in a personnel policy.)

Job descriptions for all positions and a salary schedule are included in the personnel
policy or provided elsewhere. Staff members have access to these documents.

Personnel policy, job descriptions, and hiring practices are in compliance with the
EEOC guidelines and the requirements of the Americans with Disabilities Act.

Staffing levels are sufficient to carry out the library’s mission, develop and implement
the library’s long-range plan, and provide adequate staff to offer all basic services
during all the hours that the library is open. Basic services include circulation and
reference. If adult and children’s reference or reader’s advisory services are offered
from two service points, this practice continues during all library hours.

Many factors can affect staffing levels. Among these are the layout of the building;
the number of staffed public service stations—young adult, AV, computer room,
genealogy, and local history; in-house as opposed to municipally-handled payroll
and other financial matters; and in-house as opposed to municipally-provided

building or grounds maintenance. (See appendix 3.2 for a table of recommended
staffing levels.)
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received by an entry-level public school teacher with a master’s degree, adjusted to
reflect a twelve-month work year.

Example: In 1996-97, median salary of entry-level public school teacher with
masters degree was $25,079. Divide this amount by 10 and multiply the result
by 12. $25,079/10= $2,508 x 12= $30,096. (The figures were supplied by the
Illinois State Board of Education, Research and Policy, 100 North First Street,
Springfield, IL 62777-0001, phone 21f7-782-3950, fax 217-524-7784.)

The library compensates all other staff at a level that is competitive with salaries
paid for equivalent positions in other public agencies within the same or
approximately the same service area.

The library gives each new employee a thorough orientation that introduces the
employee to the mission statement, philosophy, goals, and services of the library,
as well as to the particular responsibilities of the new employee’s job.

The library has a performance appraisal system in place that provides staff with an
evaluation of current performance and guidance in improving or developing new skills.

The library supports and encourages staff to acquire new skills, keep current with
new developments in public libraries, and renew their enthusiasm for library work.
Attendance at local, state, regional, and national conferences; participation in
relevant courses, workshops, seminars, and inservice training; and attendance at
local, system, and other library related meetings provide a variety of learning
experiences. The library provides paid work time and funding for registration and
related expenses. While funding constraints may limit the total number of staff who
can attend conferences, the attendance of at least the library administrator at the
state library association conference is encouraged and funded.

The library provides funding to train staff in the use and maintenance of new
technology and equipment.

The library provides library journals and other professional literature for the staff.

Public library trustees and administrators are aware of federal, state, and local statutes
and regulations relevant to personnel administration. Principal regulations include

Fair Labor Standards Act [29 U.S.C. 201 et seq.]

Illinois Human Rights Act [775 ILL. COMmP. STAT. ANN. 5/1-101 et seq.]
Americans with Disabilities Act [42 U.S.C. 12101 et seq.]

EEOC Guidelines on Discrimination [42 U.S.C. 2200 et seq.]

Illinois Collective Bargaining Successor Employvee Act [820 ILL. COMP. STAT.
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Note: All employee information guides or personnel policies should be reviewed by the

Appendix 3.1

Topics Recommended for a Personnel Policy

Employee classifications and definitions
Hours of work
Salary administration and payment
Recruitment and selection
EEOC provision
Persons affected by the American Disabilities Act
Benefits

FICA and pension
Vacation

Sick leave

Family leave

Paid holidays
Health/life insurance
Jury duty
Compassionate leave

Staff development .

Personnel procedures

Performance appraisal
Grievance procedures

Administrative leave

Personnel records
Job descriptions (if not included elsewhere)
Caveat noting that no part of this policy constitutes an employment contract

“Employment at Will” statement

library’s attorney.



