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DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

Thursday, December 19, 2002 @ 4:30 p.m.
AGENDA

» order —Sherri Arnold, President

\pproval of minutes

Regular meeting of November 21, 2002

Communication from the public
Consortium concerns
City Libranan’s report
Re f committees
Personnel. Policy & Public Relations Committee
\eeting of December 5, 2002
b. Finance and Properties Committee
Approval of bills for November 2002
Meeting of December 3, 2002
Reliing Prairie Library System
Report on December meeting
eeting of December 12, 2002
Servine P >: Standards for Illinois Public Libraries
zpier V. Relerence. Reader’s Advisory. and Bibliographic Instruction



DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
November 21, 2002

I CALL TO ORDER

Sherri Arnold. Preside
Arnold, Ty Cocagne. C
Patricia Greania
Humphreys. Others

IL.

Ms. Craig made a motion

was seconded by Mr

111

No one {rom the ¢

IV.

The City Librarian’s w

The inspector ©

today. The

There has been no of
re-advertise and z

The new bookmob
Representative C

Ms. Fisher repc h
trustees. The consensus was

nt. called the meeting to order at 4:30 p.m. Members present: Mrs.

arol Craig, Garry Davis, Sally Krigbaum, and Linda Rowden. Absent:
s. Fugene King. and Phil Wise. Staff present: Lee Ann Fisher and Linda
present: Pat McDaniel.

APPROVAL OF MINUTES

to approve the minutes of October 17, 2002, as mailed. The motion
s. Krighaum and unanimously approved.

COMMUNICATION FROM THE PUBLIC

ublic ressed the Board.

CITY LIBRARIAN'S REPORT

1report was previously mailed.

or Traveler's Insurance who writes city property insurance inspected the building
voiler inspector will inspect the new boilers next week.

the president onls

The library has applied for a

be approved fc

job on the application

The concrete pad for the new

ter for the library’s pick-up truck because of its color. The consensus was to
ccept the best offer received.

e be ¢ Christmas parade on Saturday. A ribbon cutting with
d on the [ A and ILA members s well as directories for all
< as that the librany e embership :“3[:1‘ rganization for
[ o eling L nd )nlyv 40 applications will
e ed Sta Fisher ended Sa d her staff for an m.mtandmg



V. REPORTS OF COMMITTEES

Personnel, Policy, and Public Relations Committee: The committee met November 7, 2002.
The committee reviewed updated job descriptions for Head of Technical Division, Acquisitions
Supervisor. and Processing Supervisor. Ms. Craig made a motion to approve the descriptions as
submitted. The motion was seconded by Mr. Cocagne and unanimously approved. The
committee also reviewed a revised Software Use Policy and a new Computer Use Policy. Ms.
Craig stated that it will be a condition of employment for staff to review and sign-off on both
policies. She made a motion to approve the policies as presented. The motion was seconded by
Mrs. Rowden and unanimously approved. The committee reviewed the meeting room policy
regarding Sunday hours. This was tabled pending further information from the building division.
Holiday hours for Christmas Eve were discussed. Ms. Craig made a motion to close the library
at 4 p.m. on Christmas Eve. The motion was seconded by Mrs. Krigbaum and unanimously
approved. This item will be reviewed each year. The library will also close at 4 p.m. on New
Year’s Eve.

Finance and Properties Committee: Mr. Cocagne made a motion to approve the October bills.
The motion was seconded by Ms. Craig and unanimously carried on roll call vote. The
committee met November 5, 2002. Mr. Cocagne made a motion to approve a loan payment of
$29,531.25 to the City of Decatur on December 1, 2002. The motion was seconded by Ms. Craig
and unanimously approved on roll call vote.

Rolling Prairie Library System: Mrs. Greanias was not present to report. Ms. Fisher reported
that she was looking at ways to reduce the annual charge for the consortium.

Friends of the Library: Mr. Cocagne made a motion to appoint Linda Rowden to represent the
Library Board on the Friends Board. The motion was seconded by Mr. Davis and unanimously
approved.

Foundation: The Foundation Board of Directors did not meet. Mrs. Krighaum made a motion to
appoint David Weber to the Foundation Board of Directors. The motion was seconded by Mr.
Cocagne and unanimously approved.

VL. SERVING OUR PUBLIC: STANDARDS FOR ILLINOIS PUBLIC LIBRARIES

Chapter 1V, Collection Management. was reviewed.

VII. OLD BUSINESS

There was no old business.

VIII. NEW BUSINESS




onroll call vote. The Board went into executive session at 5:25 p.m. The meeting was
3:33 p.m. Ms. Craig made a motion to give notice to Cardwell Companies of the
Board’s intention tc ‘.L*‘ninate the agreement dated February 1998 between Cardwell Companies
and the Library 3; ard of Trustees for the lease and management of property at 130 N. Franklin
Street effective D ‘:.‘:fss -2.2002. The motion was seconded by Mr. Cocagne and unanimously
approved on roll call vote. Ms. Fisher will contact Mr. Cardwell regarding this situation, which
i

will be confirmed by letter.

Ms. Fisher presented statistics on reciprocal borrowing. She provided documentation that

Lincoln Library in S: ringfield is reserving new books for their patrons through some type of
batch process ﬁtt several it nstances, this is sending Decatur’s new books to Springfield for 100 —
150 of their library users before they are available to Decatur library users. Mrs. Rowden made a
motion to stop new rials from going to Springfield until the situation is resolved. The
motion was secc ,:;fi 7‘: ; Ms. Craig and unanimously approved. Ms. Fisher will contact Mr.
Plotzke and the director of Lincoln Library regarding this situation.

The library will host 2n open house on December 10.

IX. ADJOURNMENT
Mrs. Arnold adjourned the meeting at 6:10 p.m.

Respectfully submitted,

Linda FHumphreys

Linda Humphreys, Office Manager



CITY LIBRARIAN’S REPORT
December 13, 2002
DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

ADMINISTRATION: The library participated in the Christmas parade on November 23" We
decorated the new bookmobile and seven of us walked and threw candy. The reference desks have been
moved to face the front entrance. We have received many positive comments from the patrons and staff,
The open house was 2 huge success on December 10, T have already reserved a spot on the calendar for
next year. We also had z nice picture in the paper the next day. The dedication of the bookmobiles was
on December 127, with Julie Curry making remarks. Matt has made my office wireless. I graduated from
the Decatur Leadership Institute on November 14", no more early morning classes! Also joined and
attended the DLI Alumn: Association and annual Board Meeting. In addition to my regular meetings, I
attended the RPLS advisory committee meeting and a workshop on “GIS: Geographical Information

Systems and Libraries™ 21 RPLS. [ will be on vacation from December 21-January 6.

g =2

GATES COMPUTER LAB: The new computer classes are full and getting rave reviews. We are
doing an exit survey with =zch class and will be using the information to improve and plan new classes.

SIRSI: Amended the Governing Board meeting on the 5™ and called a Policy Committee meeting.
At the Policy meeting our issuss with Springfield were discussed during the lengthy and sometimes
heated meeting. the two Lincoln Library representatives left the meeting before anything could be
resolved. There will be z mezting on the 18" when hopefully feelings won’t be running so high, that we
can work with them anZ several other libraries to work out our differences. I will have a report at the
Board Meeting.

FRIENDS: The new deluxe drive-up book drop the Friends purchased has been installed. We
have not had time 10 r=zllv promote it vet. but plan to do so in the near future. It is located in the medium
at the Prairie Strest =it The Friends helped with the Open House and Bookmobile Dedication
refreshments. They z's0 rerizced our small 6-foot skinny tree with a 9-foot fuller tree with lights and
decorations. This vear we received $14.181.19 in assistance from the Friends for special projects and
equipment.

FOUNDATION: The letiers are bringing in donations every day from $15 to $500. Currently we
have received about S2.833 T have received the boiler bill and that $89,600 will need to be paid out of
the Foundation when Larry sizns off on the completion of the project.

STAFF: Rochelle Ungerman started the 217 as % time Library Clerk in Circulation. Other
vacancies have been posizd

ADULT DIVISION: The new arrangement of the Reference and Main Desk created a much more
visible presence for our staff. The Computer Assistance Desk was also relocated. All of the older bound
issues of periodicals have been moved into the storage area. Now we are looking at the Reference

collection to see if any of those miles can be stored 10 free up more room. We will not know the status of
the “Forever Free™ grant I showed wou a1 our last meeting. until sometime in March 2003. Dayle worked
on a special project to print and organize the Sanborm Maps. Had a nice article in the H & R about “Teen

Read Week” and the things that are happening in that area. New shelving has been added to the AV area
for phase I of its change. It will be after the first of the vear before we make any more changes to this

area. Several staff artended workshops and all professional librarians received Workplace Violence
Prevention training. Sandi planned and organized our Open House and we are looking at ways to enhance
1t next year.



CITY LIBRARIAN'S REPORT
December 13, 2002
Page 2

BUILDING DIVISION: The new boilers went into service November 1. We are still fine tuning
them. New heat exchangers for the humidifiers have been installed and are working fine. We have
winterized everything and are ready for bad weather. The new 4x4 is in service and the old one has been
sold. Lots of moving around. rearranging and assisting with sitting up for library events have kept this
department busy.

CHILDREN'S DEPARTMENT: This department is working one position short. Circulation and
reference statistics are up Tom 2000: we don’t have any for 2001 due to the conversion. Twelve groups
visited the library bringing in 200: there were 16 programs with 270 people attending and Katie spoke to

several groups outside the buildin

(115]

CIRCULATION DIVISION: The system is once again stable with no recent downtimes. The
group e-mail test is continuinz. We are still collecting statistic on the send-list and holds and with the
restriction on Linc o In Library 2 daily list is now more manageable. The department is fully staffed for the

EXTENSION: The bookmobiles are running well and were dedicated to service this week. Scott
1s working on ths Spring schedule that will move school stops to Tuesday-Thursday as they are usually
off on Monday or Fridzx. This schedule will also include an ADM lunch stop and several new daycares
including the Y. The new bookmobile was a success in the parade and we will plan to do it again next
year. Scott is teac _ ng the “Internet for Seniors” class and planned the bookmobile dedication. Lee
received her Level IV cataloging certification.

SYSTEMS ADMINISTRATION: Matt is working on getting my wireless office compatible with
all the different u;'_:.: lozies Tuse. My old computer has been placed at the Interns desk in reference to
help solve some of their problems running the VAN. The new web page is ready to launch. The
department has been busy keeping the equipment up and running. The Computer Use Policy and
Software Use Poli:j- nzve been distributed to staff and need to be signed and returned by December 23™.

TECHNICAL DIVISION: T A; department is running one position short. Monica and Susan
have both received their Level [ cataloging certification. We have about a two-month backlog of
materials. Those items in demand are being rush through. Withdrawing materials has picked up as the
AD readies the collection ©or the move. Several staff attended meetings and workshops during the month.
Steve has been appoinizd Chair of the Acquisitions Task Force for the new system and assisted in writing
the RFP.

Respectfully submitted.
Lee Anwv Fishes
Lee Ann Fisher

City Librarian

December 13, 2002



Personnel, Policy and Public Relations Committee

December 5, 2002
Carol Craig called the meeting to order at 4:45 p.m. Members present: Ms. Craig, Garry Davis,
Sally Krigbaum. and Sherri Arnold. Absent: Linda Rowden. Staff present: Lee Ann Fisher and
Linda Humphreys
Discussion about crievances: Ms. Fisher reported on the status of two grievances filed by the
union.
Meeting room policy s Ms. Fisher said that she discussed with Mr. Harris the possibility of
renting the meeting rooms on Sundays when the library is open. He said that he had two people
working on Saturdavs that ¢ mld set up as needed, but asked for a minimum two week notice,
and a 72-hour notice on ;E‘M::_Q Mrs. Arnold made a motion to recommend approval of
revising the meetinz room policy to reflect these changes. The motion was seconded by Mrs.
Krigbaum and unanimously ;pprox'ed.
Fees for resen “is Fisher said that library users who reserve materials are currently charged
a 25-cent fee when thev check out their reserved item. This was instituted back when staff
placed the reserves for the users and the fee initially covered the cost of mailing the post card for
notification. ™ ow [brary users place most of their own holds, and notifications will soon be
made by e-mail. Ms. H _:"f:}_r:j.'" estimated that the fee brings in a maximum of $1,500 per year.
Mr. Davis made 2 motion 1o recommend that the fee be dropped. The motion was seconded by
Mrs. Arnold and unanimously :;pproved.
Consortium concerns Ms. Fisher reported that she attended a governing board meeting and a
policy meeting of the users group. which hadn’t met since June. The meeting did not go well,
and a mediation 1gam wzs appointed to resolve the issues between DPL and Lincoln Library.
Ms. Fisher was zsc<2 10 i1 the ban on sending items to Springfield. The request was denied.
Ms. Fisher asked Lincoln L]’::::rjr why they were not paying bills owed to DPL for items their
patrons did not returm. The director of Lincoln Library said that she would look into it. A
shorteut was discoverad 0 bipass long lists of reserves. Consortium concerns will be addressed

at the next board mestnz
There was no other business

The meeting was adiourned ar 3:2

Linda Humphyeys
I T



STATEMENT OF POLICY FOR USE OF MEETING ROOMS

The Decatur Public Library welcomes the use of its meeting rooms by organizations
engaged in religious. charitable, scientific, literary, or educational activities.

Meetings must be iree and open to the public. Meeting rooms are not available for private
parties. [here shall be no solicitation for donations or selling of products or services at

Requesis f0r use 0f a meeting room must be made at least one week but not more than
one vear prior 1o the meeting date. Requests for use of the meeting rooms on Sundays
must be ma jr two weeks prior to the meeting date and a 72 hour notice is required
for set-up changes. The request should be submitted on the form provided by the
Library. Mesting rooms can be booked tentatively by phone, but the completed
application must be received within three (3) working days. Payment must be made
three (3) working days before the meeting or by purchase order with prior approval, or
the booking will be cancelled.

Meeting rooms are semmalls available from Monday through Friday from 9 a.m. until 9
p.m..=== 5;' crizy irom 9 am. until 3:30 p.m. and Sunday from 1 until 5 p.m. Special
arrangements<a2= may be made for using the rooms earlier or later than the times listed.
The charge :" r rental of the J. Elizabeth Madden Auditorium (seats 150) is $30 for up to

four hours. The charge for rental of the A.E. Stalev Jr. \l:m ufacturing Company
Conference Room (seats 235) is S30 for up to four hours. The Board d Room (seats 13) is
available from 9 2 m. until 4 p.m. Monday through Frii;}‘. T:: charge for rental of the
Board Room 1s $210 for up 1o four hours

Organizations may rent Library meeting TS as as twelve times per calendar vear
If food or beverages are served. the organiza gther S e for clean
up. A $23 cleaning fee be charged '~ eft clea c beverages
and smoking are p biiad e Libran

The Libran ST ble as ~elongings left in the meeting rooms

policies governing the use of the
“use in the future.

{
N
(=W
T

nlec‘h“i rooms mad lose thel

--approved by the Library Board of Trustees

ApeH-18:2002 December 19, 2002



Finance and Properties Committee

December 3, 2002
Mr. Cocagne called the meeting to order at 4:30 p.m. Members present: Mr. Cocagne, Pat
Greanias. Phil Wise and Sherri Arnold. Absent: Eugene King. Staff present: Linda Humphreys
and Lee Ann Fisher
Bills and pavroll: The bills for November 2002 were presented and reviewed. Ms. Fisher
reported that the librar’s pick-up truck sold for $3,250. She also said that the library had
already received 31.540 in donations from the letters that the Foundation sent out last week.
Management beneiits for 2003/04: The plan presented was year two of a three-year plan to bring
library management benefits in line with city management benefits. Ms. Fisher recommended
that the life insurance. service recognition, and tuition reimbursement all be increased to match
the city benefits bezinning in May 2003. She also presented a pay plan that would match all

{
v

levels except level = of the citv pay plan. The consensus was to recommend the plan for

approval as presented
There was no other business
The meeting was adjourned at 5:15 p.m.

Respectfully submitted,

Linda Feumplieys

Linda Humphreys, Office Manager



Decatur Public Library
Proposed Management Pay Plan

2003/04
3% Increase
Min Max
Level 1 22.099 33,275
Level 2 o4 38.853
Level 3 30.683 45,607
Level 4 534.36 51,519
Level 5 40304 60,452 affects 3 people
Level 6 18.8653 72,905
Level 7 02.83( 87.550
Real Cost
3.3% Increase
Min fax
Level 1 7 3372
Level 2 2 7 38.966
Level 3 772 43,740
Level 4 4.0¢ 31,669
Level 5 +0.622 60.628 affects 3 people
Level 6 - 6 73,118
Level 7 87.805
Real Cost
City Librarian’s Proposal
Level 1 24058 37.260 affects 1 person
Level 2 28 84c +.712 affects 1 ¥4 person
Level 3 33.93 34.319 affects 1 person
Level 4 ST 03.184
Level 5 “Z 5= 7822 affects 4 people
Level 6 38.603 53 864
Level 7 653513 L Lo8

Real Cost

$1,118

$3,540

$1,298

$3,894

$15,256
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Chapter V' Reference, Reader’s Advisory, and —=
Bibliographic Instruction

== service is the provision of information or material within a time frame, at

rormat that is satisfactory for the patron.

=ference service is the provision of information in response to a patron’s question.
der's advisory service is guidance in selecting material appropriate to a specific

~ = Cesires and needs.
Zraphic instruction is service provided in response to a request by a patron
idividual or for a group to learn how to use one or more of the

es should provide or contract to provide professional reference
s. For purposes of this document professional reference service

ce provided by a person holding an MLS degree from an ALA-

[§%)

o= public libraries serve sparsely populated communities and as a
wding to hire a full-time qualified librarian, other approaches, such

quired.

small libraries or library services

small libraries with one central reference library

eral
ciai

ice with an 800 number

reference service with an 800 number

libraries and larger libraries for reference service

»

=2 brarians, with several small libraries pooling funds to employ and
rar who would handle collection management, train staff,
rvice and perhaps function as a circuit librarian

=7 o= 10z zroup of libraries coordinating their hours of
omt; I patrons with access to reference




B

s; and collection management. Illinois statutory law

quires the board to establish and review at leasl biennially a

ror the selection of library materials (as part of the library’s

anagement policy) and the use of library materials and
5 COwP STAT. ANN. 5/4-7.2 or 75 ILL. COMP. STAT. ANN.
All ubrary policies are in compliance with state and federal

s=< appendix 2.2)

opts and adheres to the principles set forth in the American
“=sociation’s Library Bill of Rights and other ALA intellectual

siztements and interpretations. (See appendices 2.4-2.6 for ALA
Biil ¢ .(fghb and other ALA intellectual freedom statements.)

zclopts and adheres to the ALA Code of Ethics. (See appendix

a member of an lllinois multitype library system and
=== in resource sharing through interlibrary loan and reciprocal

nas a telephone, telefacsimile machine, photocopier, and

tn modem. The library provides telephone service to its

ari wg disabilities through a TTY (teletypewriter), TDD
cations Devices for the Deaf) or a voice relay provided by

i company.

ides access to ILLINET Online.

s or develops a formal agreement with another agency
nce service to the community.

=ole when the library is open. For the purpose of this
==, —=: zre circulation and reference and reader’s advisory. If
sony are provided to children and adults from two
= oran provides adequate staffing at both locations at all

ed reference service policy developed by reference
~== zppendix 5.1 for a model reference service policy.)

s reviewed every three years.

- <. =iem-provided backup reference, interlibrary loan, and
g - "= accurate and timely reference service.

1ce of accuracy in reference service and relies on
= =r=ted currency and authority.

=== 10 an accurate and up-to-date community



il

les current issues of at least one community or local newspaper
=Chriles tor a minimum of six months.

Jes access to local ordinances or codes of all municipalities within

des access to local and state maps.

~ides access to the minutes of local government meetings. These
= not limited to municipal (village, township, or city) and school

les voter information, including precinct boundaries and location

es information about local history and events.

‘=lephone books for the local calling area and any other frequently
naterials included in the list of basic reference materials.

=== 10 a telephone to receive and respond to requests for information
{0 contact other agencies for information.

“7what comprises quality reference service, increases the librarian’s
==tz and stimulates efforts to improve. (See appendix 5.3 for

Access: A Complete Research Handbook and Directory. New

© Rererence Books. 11th ed. Chicago: ALA, 1996.
_nildren’s Services in Public Libraries. Chicago: ALA, 1991,
<n’s Library Services Handbook. Phoenix, Ariz.: Oryx, 1990.

= 720 a Smile. Towson, Md.: ALA Video/Library Video Network,
= Your Question? Towson, Md.: ALA Video/Library Video

- oo senices in the Small Public Library. (LAMA Small
_hicago: ALA, 1992,




== and Libraries: Serving Infants, Toddlers, Their Parents and

on to Reterence Work. 5th ed. New York: McGraw-Hill, 1987.
c= Expertise. New York: Haworth, 1993.

Acdventures: Step by Step Guide for Finding and Using

--rzdise Valley, Ariz.: Xplora, 1995.

= Rererence Collection: A How-to-Do-It Manual for School
ks Neal-Schuman, 1992.

=~d Maintenance of Reference Collections. New York:

=rown. Reader’s Advisory Service in Public Libraries. Chicago:

Users and Reference Services. New York: Haworth, 1995.



