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DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
Thursday, July 15, 1999 4:30 p.m.
AGENDA

call to order - Shirley Moore, President

Approval of minutes

A. Regular meeting of June 17, 1999

communication from the public

city Librarian's report

Reports of committees

A. Personnel, Policy, and Public Relations Committee

1. Meeting of July 8, 1999

B. Finance and Properties Committee
1. Approval of bills for June 1999
2. Approval of payment to Mid-States General &
Mechanical Contracting Corporation
3. Approval of payment to Craftmasters, Inc.
C. Grand Opening Committee
D. Rolling Prairie Library System
I Report on July 1999 system board meeting

E. Friends of the Library

1. Meeting of July 14, 1999
F. Foundation

1. No meeting
01d business

New business

Adjournment




JOHN A. MOORMAN - CITY LIBRARIAN

PUBLIC NOTICE

1999/2000 REGULAR MEETINGS
DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

The regular meetings of the Decatur Public Library
Board of Trustees for 1999/2000 will be held in the Main
Library, 130 North Franklin Street, Decatur, Illinois.
The meetings will be held on the third Thursday of each
month, except for May, at 4:30 p.mn. The regular and

annual meetings will be held on the fourth Thursday of

May at 4:30 p.m.
The schedule of regular meetings is as follows:

' August 19, 1999 (at 101 S. Main, Suite 200)
September 16, 1999
October 21, 1999
November 18, 1999
December 16, 1999
January 20, 2000
February 17, 2000
March 16, 2000
April 20, 2000
May 25, 2000
June 15, 2000
July 20, 2000

The schedule of regular meetings is available upon

request at Decatur Public Library, 130 North Franklin

Street, Decatur, Illinois.

/s/ Mary Gladney

Secretary, Library Board of Trustees

247 EAST NORTH STREET . DECATUR, ILLINOIS 62523-1128 . PHONE: 217 424-2900 ¢ FAX: 217 423-5741




JOHN A. MOORMAN + CITY LIBRARIAN

PUBLIC NOTICE
1999/2000 REGULAR MEETINGS

DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
PERSONNEL, POLICY, AND PUBLIC RELATIONS COMMITTEE

The regular meetings of the Personnel, Policy, and
Public Relations Committee of the Decatur Public Library
Board of Trustees for 1999/2000 will be held in the Main
Library, 130 North Franklin Street, Decatur, Illinois at
4:30 p.m. on the first Thursday of each month. If the
first Thursday of the month is a legal holiday, the
meeting will be held on the second Thursday of the month.

‘ The schedule of regular meetings is as follows:

August 5, 1999 (at 247 E. North St.)
September 2, 1999
October 7, 1999
November 4, 1999
December 2, 1999
January 6, 2000
February 3, 2000
March 2, 2000
April 6, 2000
May 4, 2000
June 1, 2000
July 6, 2000

The schedule of regular meetings is available upon

request at Decatur Public Library, 130 North Franklin

Street, Decatur, Illinois.

/s/ Mary Gladney

Secretary, Library Board of Trustees

247 EAST NORTH STREET 2 DECATUR, ILLINOIS 62523-1128 . PHONE: 217 424-2900 g FAX: 217 423-5741
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JOHN A. MOORMAN + CITY LIBRARIAN

PUBLIC NOTICE
1999/2000 REGULAR MEETINGS

DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
FINANCE AND PROPERTIES COMMITTEE

The regular meetings of the Finance and Properties
Committee of the Decatur Public Library Board of Trustees
for 1999/2000 will be held in the Main Library, 130 North
Franklin Street, Decatur, Illinois at 4:45 p.m. on the
first Tuesday of each month. If the first Tuesday of the
month is a legal holiday, the meeting will be held on the
second Tuesday of the month.

. The schedule of regular meetings is as follows:

August 3, 1999 (at 247 East North Street)
September 7, 1999
October 5, 1999
November 2, 1999
December 7, 1999
January 4, 2000
February 1, 2000
March 7, 2000
April 4, 2000
May 2, 2000
June 6, 2000
July 11, 2000

The schedule of regular meetings is available upon

request at Decatur Public Library, 130 North Franklin

Street, Decatur, Illinois.

/s/ Mary Gladney

. Secretary, Library Board of Trustees

247 EAST NORTH STREET . DECATUR, ILLINOIS 62523-1128 . PHONE: 217 424-2900 . FAX: 217 423-5741




DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
June 17, 1999

L CALL TO ORDER

The meeting was called to order at 4:30 p.m. by Shirley Moore, President. Members present:
Mrs. Moore, Sherri Arnold, Mark Gibson, Mary Gladney, Patricia Greanias, Judi Moss, Russell
Reimer, and John Stengel. Absent: Wayne Dunning. Staff present: John Moorman, Susan Hemp,
Linda Humphreys, and Karen Anderson.

IL APPROVAL OF MINUTES
The minutes of the regular meeting of May 27, 1999, were approved as mailed.

The minutes of the annual meeting of May 27, 1999, were approved as mailed.

III. COMMUNICATION FROM THE PUBLIC

No one from the public addressed the Board.

IV. CITY LIBRARIAN’S REPORT
The City Librarian’s written report was previously mailed.

Closing dates for the move were discussed. Bookmobile service will continue during the
shutdown. Limited interlibrary loan service will be offered through the bookmobiles as well. Mr.
Stengel made a motion to close the library at 5 p.m. Friday, August 13, 1999 for the move with a
planned opening date of September 7, 1999 in the new library. The motion was seconded by Mrs.
Gladney and unanimously approved. Mrs. Arnold made a motion that materials checked out July
12 or later have a due date of October 4, 1999. The motion was seconded by Mr. Reimer and
unanimously approved.

Mr. Moorman reported that over 1,100 children in the city can not use their library card because
of fines. Mrs. Gladney made a motion to waive the fines on all children’s accounts when the new
library opens. The motion was seconded by Mrs. Arnold and unanimously approved on roll call
vote.

Regarding the donor wall, the proposals were reviewed and discussed. No action was taken.

The meeting room policy for the new library was discussed. This will be reviewed at the next
Personnel, Policy and Public Relations Committee meeting.

Regarding parking during the Decatur Celebration, Mr. Moorman reported that Teena Zindel-
McWilliams is working with a Boy Scout Troop to coordinate the other troops working together




on this project. Mr. Cardwell has said that the building he leases in the parking lot at the new
library will be closed during the Decatur Celebration. Mrs. Gladney made a motion to authorize
the Friends of the Library to work with the Boy Scouts this year to coordinate the use of the
library’s parking lot during the Decatur Celebration as a fundraiser for both organizations. The
motion was seconded by Mrs. Greanias and approved on roll call vote with 7 yes votes and 1 no

vote (Mrs. Moss).

V. REPORTS OF COMMITTEES

Personnel, Policy, and Public Relations Committee: The committee met June 3, 1999. The
committee reviewed a revised sexual harassment policy. Mrs. Moss made a motion to approve
the policy with an addition from Mr. Booth. The motion was seconded by Mr. Gibson and

unanimously approved.

Mirs. Moss reported that the committee discussed library hours during the Decatur Celebration.
Mrs. Moss made a motion that the library close Friday, August 6 at 5 p.m. and close all day
Saturday, August 7, 1999 during the Decatur Celebration. The motion was seconded by Mrs.

Arnold and unanimously approved.

Mr. Moorman has 12 vacation days that he will not be able to take by his anniversary date on July
2 because of the building project. Mrs. Moss made a motion to allow Mr. Moorman to carry his
vacation days over until December 31, 1999. The motion was seconded by Mrs. Arnold and

unanimously approved.

Finance and Properties Committee: Mr. Stengel made a motion to approve the May 1999 bills.
The motion was seconded by Mr. Gibson and unanimously carried on roll call vote.

Mr. Stengel made a motion to approve the second billing from Craftmasters for $94,678 for the
roof on the new library. The motion was seconded by Mr. Gibson and unanimously approved on
roll call vote.

Mr. Stengel made a motion to approve partial payment to MidStates General & Mechanical
Contracting Corporation for $607,862 upon submission of the final waivers for construction of
the new library. The motion was seconded by Mr. Gibson and unanimously approved on roll call
vote.

The committee did not meet.

Grand Opening Committee: Mrs. Moss reviewed the plans of the committee for the grand
opening celebration.

Rolling Prairie Library System: Mrs. Moore attended the meeting. She reported that the
system would still like to have Decatur Public Library in its DRA users group. Renovations at the
system are expected to be completed in July.

Friends of the Library: The Friends did not meet this month.




Foundation: The Foundation Board of Directors met June 1, 1999. Mr. Moorman reported that
the building project and donor wall were discussed. The next project will be a fundraiser for a

new bookmobile.

VI. OLD BUSINESS

There was no old business.

VII. NEW BUSINESS

Mr. Gibson made a motion to approve the Ordinance Determining Prevailing Wage Rates. The
motion was seconded by Mrs. Greanias and unanimously approved on roll call vote.

Mrs. Gladney made a motion to approve and submit the FY2000 per capita grant application as
presented. The motion was seconded by Mr. Reimer and unanimously approved on roll call vote.

Bids for moving the library were reviewed. The lower bid was submitted by Federal Johnson
Moving and Storage. That company moved the Illinois State Library as well as the Schaumberg
Public Library. Mrs. Greanias made a motion to accept the bid of Federal Johnson Moving and
Storage for $114,995 to move the library to its new location. The motion was seconded by Mrs.
Moss and unanimously approved on roll call vote.

Mr. Moorman presented an Ordinance Prohibiting Solicitation and Acceptance of Gifts. After
discussion, Mrs. Arnold made a motion to approve the ordinance as presented. The motion was
seconded by Mrs. Gladney and approved with 7 yes votes and 1 no vote (Mr. Stengel).

A list of names for various areas in the new library was discussed. Mrs. Moss made a motion to
approve the following: The Archer Daniels Midland Children’s Area, the Penny Severns Quiet
Study Room, the A E.Staley Manufacturing Company Conference Room, and the large public
meeting room and entrance foyer named as requested by Dean and Marilynn Madden. Any
changes to this list or any additions will require future Board action. The motion was seconded
by Mrs. Greanias and unanimously approved.

Mrs. Moore renewed the committee appointments for the coming fiscal year.

VIII. ADJOURNMENT

Mrs. Moore adjourned the meeting at 6:20 p.m.

Respectfully submitted,

Mary Gladhey, Secretary ‘

Decatur Public Library Board of Trustees




City Librarian’s Report
For the July 15, 1999 Meeting
of the
Decatur Public Library Board of Trustees

Progress continues on the new library building. The major remaining problem is the main
staircase. It has not yet arrived and the new scheduled arrival date is July 19. If it arrives on that
date, then the scheduled substantial completion date for the project will slip to August 16, which
is when we are planning to begin our move. I will be working with the general contractor and
PSA this week to see if we can continue to operate on our current move schedule.

Grace Veach and Sue Hemp represented the library at the annual conference of the American
Library Association in New Orleans the week of June 24-30. Grace was able to attend the
moving discussion group sessions. Both she and Sue attended the GEAC users breakfast and
National Users’Group meetings. There they received an update on new GEAC pricing policies
and a schedule for a new patch for release 2.6. This is now due in July 1999 and should resolve
all Y2K problems with the system.

The focus of the Adult Division is turning to planning and physical preparation for the move.
Staff members are discarding material that can be simply discarded and beginning to inventory
other materials, such as those in Local History.

Internet usage by the public was up this month, and so were professional assists at the
reference desk. This despite the fact that we lost nearly a full day of Internet access earlier in the
month when our connection with Millikin was down.

Nicole Muhs has designed a new LAN menu screen for the computers that run Infotrac,
Newsbank, Electric Library and FirstSearch. The screen includes a brief description of the
contents of each database, which should be helpful to patrons. Sue Hemp is working with
Richland Community College to set up an internship program at DPL that would give us about
20 hours a week of student assistance with the LAN computers. The intern would be able to
troubleshoot computer problems and help patrons use the Internet and word processing
programs.

The extension division has gained five new home service patrons during the month. They
came from Tanglewood, Belvedere, and Wellington Way. A new assisted living facility called
Keystone Manor has just opened its doors on West Mound Road. Judy Ellison has contacted the
facility and talked to the activity director about home service for the new residents. Karen
Anderson indicates that the new day care stops are also coming along well.

Larry Harris and the maintenance division spent considerable time during June working on
yard work at the new building. The grounds look much better after their work in trimming and




City Librarian’s Report
July 15, 1999
Page 2

removing bushes. Randy Callison, Decatur City Forester, and his crews removed several trees
and did additional tree trimming during the month. Larry is also learning operating procedures
for equipment at the new building.

By the end of June 1,298 children had signed up for the “Library Kids Are Cool” summer
reading program. There were 1,425 return visits during June. WAND sent a crew to film a
segment for the evening news of June 10 and Katie Gross was a guest for a 30 minute interview
on WAND with Karen Benjamin from the park district as the other guest. This program aired the
weekend of June 12.

During the month 23 groups visited the department, most to check out books and participate
in the summer reading program, but four were school classes that had storytimes. Day care
groups included First Methodist (6), YWCA(4), Decatur Day Care(6), and Lutheran Day
Care(2). Baby TALK came in with a training group. Eight Lap-Sits were attended by 128
people. There were 31 Baby TALK contacts, including 7 birthday books, 1 mom for a hop-to-it
book, and 5 new-borns whose moms missed their Baby TALK visit in the hospital. Departmental
staff photographed 19 babies.

The Circulation Division reports that 2,835 items were checked out on the Self-Check during
the month, which was 5.3% of circulation. There were 506 re-registrations during the month and
380 new registrations. Circulation staff helped 736 people with their library cards during June,
averaging 28 cards per day.




DECATUR PUBLIC LIBRARY

Monthly Circulation Statistics

June 1999
June June
Location 1999 1998 % Change
CENTRAL LIBRARY, PRINT
Adult 21,245 23,830 -10.9
Young Adult 1,467 1,553 -5.5
Children's 19,171 24,923 -23.1
TOTAL 41,883 50,306 -16.7
EXTENSION PRINT
Bookmobile 548 3,948 4,420 -10.7
Bookmobile 549 2,328 2,517 -7.5
. Outreach 497 322 54.4
TOTAL 6,773 7,259 -6.7
TOTAL PRINT 48,656 57,565 -15.5
NON-PRINT
Videocassettes 7,003 7,418 -5.6
Audiocassettes 2,377 2,739 -13.2
Recordings 1,850 1,958 -5.5
TOTAL 11,230 12,115 -7.3
Extension Non-print 1,071 1,093 -2.0
TOTAL NON-PRINT 12,301 13,208 -6.9
Renewals 480 456 5.3
TOTAL CIRCULATION 61,437 71,229 -13.8




DECATUR PUBLIC LIBRARY

‘ 12 Month Circulation Statistics
June 1999
Current Last
Location Year Year % Change

CENTRAL LIBRARY, PRINT

Adult 248,928 269,071 -7.5
Young Adult 12,062 14,287 -15.6
children's 145,334 160,716 -9.6

TOTAL 406,324 444,074 -8.5

EXTENSION PRINT

Bookmobile 548 85,493 88,456 -3.4
Bookmobile 549 29,730 32,022 -7.2
oOutreach 4,541 5,630 -19.3
' TOTAL 119,764 126,108 -5.0
TOTAL PRINT 526,088 570,182 -7.7
NON-PRINT
Videocassettes 84,647 84,367 0.3
Audiocassettes 29,821 30,349 -1.7
Recordings 23,603 22,072 6.9
TOTAL 138,071 136,788 0.9
Extension Non-print 11,253 11,417 -1.4
TOTAL NON-PRINT 149,324 148,205 0.8
Renewals 8,484 8,347 1.6
TOTAL CIRCULATION 683,896 726,734 -5.9




STATISTICAL REPORT
June 1999

@  =cmucan services

New book volumes added: 1,625

New book titles added: 820
AV titles added: 163
Volumes withdrawn: 1,422
Books mended: 796
PERSONNEL ACTIVITY:

6/16/99 Hugh David (Telephone Page half-time) resigned

6/24/99 Patti Freitag (Library Page half-time) promoted to
Library Page (full-time)

6/24/99 Marcia Stanckiewitz hired for Bookmobile Clerk-Driver

CURRENT VACANCIES: Building Custodian (half-time), Telephone Page
(half-time), Library Page (half-time)

NEW PATRONS REGISTERED: 350 main + 30 extension = 380 total

PROFESSIONAL ASSISTS: this 12 months to date: 83,172
last 12 months to date: 87,259

PATRONS IN THE BUILDING: this 12 months to date: 328,956
last 12 months to date: 359,969

VOLUMES PURCHASED: this 12 months to date: 20,028
last 12 months to date: 18,532

VOLUNTEERS: 26 volunteers worked 253 hours

COMPUTER USAGE BY LIBRARY PATRONS:

. Internet usage: 667 patrons, 1393 time slots
Word processing usage: 124 patrons, 144 time slots




Personnel, Policy and Public Relations Committee
July 8, 1999

Judi Moss called the meeting to order at 4:30 p.m. Members
present: Mrs. Moss, Mark Gibson, Patricia Greanias, and Shirley
Moore. Absent: Sherri Arnold. Staff present: Linda Humphreys,
John Moorman, and Susan Hemp.

Meeting room policy: After much discussion, it was agreed that an
appropriate charge for the new meeting rooms would be $25 for a
maximum of 4 hours for the large room and $15 for a maximum of 4
hours for any other conference room. The policy will be revised

and presented for Board action at the August meeting.

New job description: A job description for the new position of
Information Specialist--Children's Division was reviewed and will
be recommended for approval at the Board meeting.

Oother business: Parking at the new building was discussed. Signs

are needed. Tags will be made for library and village mall staff.
An official policy will be prepared for the next committee meeting.

Mr. Cardwell has agreed to pay one-half of the cost of the main
sign for the new library and the village mall. The library will
pay the other one-half.

Mr. Moorman worked with C&K Signs for lettering for the names of
the meeting rooms. The letters will be copper.

The revised draft of the donor wall was reviewed.

Evaluation of city Librarian: The committee began the process of
the performance evaluation of the city Librarian.

There was no further business. The meeting was adjourned at 6:30
p.m.

Respectfully submitted,

John A. Moorman, City Librarian




Job Description
Information Specialist--Children's Services
Decatur Public Library

Nature of Work

This is specialized professional library work involving the
provision of information to individuals.

Work involves the supervising and physical maintaining of the

children's collection as required. Supervises selection of
materials for this collection and provides library users with
requested information. Involves the management of library

operations when assigned as librarian-in-charge.

Supervision Received
Work is performed with considerable independence under the guidance
of the Head of the Children's Division. Work is reviewed through

periodic conferences, reports prepared, observations, and regular
evaluations.

Supervision Exercised

Exercises supervision over personnel and volunteers assigned to
duties within the children's division.

Examples of Work (Typical work examples, but not limited to the
following)

Represents the library to appropriate community groups and agencies
and at appropriate agency functions.

Assists library users in locating and securing information in print
and non-print sources.

Performs on-line data base searching in response to information
requests.

Selects materials for the children's division.

Provides verification information on book titles, prices, authors,
and related matters.

Plans and organizes assigned work and supervises and evaluates
assigned staff.

Recommends improvements in procedures and operating policies,
rules, and regulations; prepares appropriate statistical and
activity reports.

Weeds library materials.

Provides reader's advisory services. Instructs library users on
the use of library resources.

Prepares appropriate work reports.




Information Specialist--Children's Division
Decatur Public Library

Job Description

Page 2

Performs related work and other duties as assigned.

Required Knowledge, Abilities, and Skills

Considerable knowledge of principles and practices of library
science.

Extensive knowledge of materials in all formats and authors.
Some knowledge of and experience in library administration.
Ability to assist in preparation of library budgets and plans.

Ability to supervise and evaluate the work of assigned staff and to
correlate activities to the needs of the library.

Ability to deal with the public and employees in general and
difficult work situations.

Desired Training and Experience

An earned Masters Degree in Library Science from an ALA-accredited
university. Previous information service in a public library
preferred.

NOTE: This is an unclassified position filled by appointment of
the City Librarian.

Pay Level 3

Approved by the Library Board of Trustees
July 15, 1999




DECATUR PUBLIC LIBRARY
SEXUAL HARASSMENT POLICY

DEFINITION OF SEXUAL HARASSMENT

Sexual harassment means unwelcome sexual advances or requests for
sexual favors or any conduct of a sexual nature when (1) submission to such
conduct is made either explicitly or implicitly a term or condition of an
individual's employment, (2) submission to or rejection of such conduct by
an individual is used as the basis for employment decisions affecting such
individual, or (3) such conduct has the purpose or effect of substantially
interfering with an individual's work performance or creating an

intimidating, hostile, or offensive working environment.

EXAMPLES OF SEXUAL HARASSMENT

The following examples are provided for guidance only and should not
be construed as encompassing all the conduct or actions which might

constitute sexual harassment:

1. Sexually oriented gestures, noises, remarks, jokes or comments
about a person's sexuality or sexual experience directed at or
made in the presence of any employee who indicates or has
indicated in any way that such conduct in his or her presence is
unwelcome.

2, Preferential treatment or promises of preferential treatment to
an employee for submitting to sexual conduct, including
soliciting or attempting to solicit any employee to engage in
sexual activity for compensation or reward.

3, Subjecting, or threats of subjecting, an employee to unwelcome
sexual attention or conduct or intentionally making performance
of the employee's job more difficult because of the employee's sex.

4. Bringing into and displaying in the workplace pictures, graffiti,
objects or other materials that are sexually suggestive, sexually
demeaning or pornographic.




STATEMENT OF POLICY

Sexual harassment is against Library policy and is a violation of Title
VII of the Civil Rights Act of 1964 as well as the Illinois Human Rights Act.
When the authority inherent in the supervisor/subordinate relationship is
abused by any form of sexual harassment, there is potentially great damage to
the employee, to the supervisor, and to the employment climate of the
Decatur Public Library. The Decatur Public Library reaffirms the principle that

its employees have a right to be free from sexual harassment.

COMPLAINT PROCESS FOR INCIDENTS
OF SEXUAL HARASSMENT

Any employee who believes he or she has been the victim of sexual
harassment is encouraged to file a complaint. Complaints may be filed with
any supervisor. The purpose of permitting complaints to be filed with any
supervisor is to avoid a situation where an employee would be faced with
complaining to the person, or a close associate of the person, who was the
subject of the complaint. A complaint involving the City Librarian shall be
made to the Personnel Committee of the Board of Trustees.

The supervisor or the Personnel Committee, as the case may be, to
whom the complaint is made shall have the responsibility to see that a
thorough and fair investigation of the complaint is promptly conducted.
There shall be a written report of the investigation to the City Librarian, or to
the Board of Trustees if the City Librarian is the subject of the complaint.
After review of the written report and at the conclusion of any additional
investigation deemed appropriate, the City Librarian, or the Board of

Trustees, as the case may be, shall impose appropriate disciplinary action or

remedial measures.




=G

The right to confidentiality of all employees will be respected as far as
possible in both informal and formal procedures.

This sexual harassment policy is primarily concerned with incidents
involving Library employees. However, if an employee believes that he or
she has been the victim of sexual harassment in the workplace by a non-
employee, for example a patron or delivery person, the employee is
encouraged to file a compliant. In such event the procedure stated above

shall apply and the City Librarian shall take appropriate remedial measures.

DISCIPLINARY ACTION

If the City Librarian concludes that an employee has been guilty of
sexual harassment, depending upon the facts and circumstances involved,
such employee will be subject to discipline up to and including discharge.
The City Librarian may, again depending upon the circumstances involved,
advise and counsel with the offending party, or require that the offending

party receive professional counseling.

PROTECTION AGAINST RETALIATION

Library policy expressly prohibits retaliation against employees for
bringing complaints of sexual harassment. Further, the Illinois Human
Rights Act provides that it is a civil rights violation for a person to retaliate
against a person because he or she has opposed that which he or she
reasonably and in good faith believes to be sexual harassment in

employment.

Approved by the Library Board of Trustees
July 15, 1999
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