
 

 

 

 

 

 

 

BOARD OF TRUSTEES 

Personnel, Policy, and Public Relations Committee 

AGENDA 

Thursday, November 3, 2022 

4:30 p.m. 

Board Room 

 

I. Call to Order – Karl Coleman   

II. Consent agenda (Agenda; October 6, 2022 minutes) (Action) 

III. Public comments – – 15-minute time period for citizens to appear and express their views 

before the Decatur Public Library Board.  Limit of 3 minutes per speaker; total of 15 minutes. 

No immediate response will be given by the Library Trustees or Library staff members. 

IV. Written Communications from the Public 

V. New Business 

1. Personnel Update (Discussion) 

2. Other (Discussion) 

VI. Old Business  

1. Diversity, Equity, Inclusion (Discussion) 

2. Remote Work Policy (Action) 

3. Management Personnel Policy (Action) 

4. Trustee Bylaws (Action) 

5. Staff Social Media Policy (Action) 

6. Other (Discussion) 

      VIII.     Adjournment  

If you have questions please contact: 

Rick Meyer, City Librarian 

421-9713 rmeyer@decaturlibrary.org 

mailto:rmeyer@decaturlibrary.org


 
 

DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES 

Personnel, Policy and Public Relations 

Minutes 

Date: October 6, 2022 
Time: 4:30 p.m. 

Board Room 
 
 
Board President: Sofia Xethalis  Board Members: Alana Banks, 

Shelli Brunner, Susan Avery, Karl Coleman, Jecobie Jones, Jeff Cancienne  

 

Present  

Karl Coleman – via zoom 

Shelli Brunner 

Sofia Xethalis 

Susan Avery 

 

Absent:  

Jeff Cancienne 

Jecobie Jones 

Alana Banks 

 

Staff: Rick Meyer, City Librarian  

Michelle Whitehead, Executive Administrative Assistant 

Alissa Henkel Head of Programs, Resources, and Services 

 

Guests: 
 

Call to Order: Ms. Xethalis called the meeting to order at 4:30p.m.  

 

Public comments: 

Consent Agenda and September 1, 2022 Meeting Minutes- Ms. Xethalis requested a motion 

to approve the consent agenda and September 1, 2022 minutes. Ms. Avery made a motion to 

approve the agenda and minutes, seconded by Ms. Brunner. All in favor. The motion was 

adopted.  

 

Written Communications from the Public: none 

 

New Business  

Personnel Update (Discussion) Mr. Meyer stated the half-time library assistant position was 



posted, and 9 candidates are taking the civil service exam.   

 

Other (Discussion) Mr. Meyer stated the quilting guild of Decatur is bringing an author to town 

in April of 2023. The Guild asked The Library to be a partner.  

Karl joined the meeting at 4:32pm via zoom. 

The quilting guild is a non-profit organization. The Library expense would be minimal. The 

Friends of The Library would also be asked for funds to promote the event. Tickets are given 

based on a sponsorship level.  

 

Old Business 

Diversity, Equity, Inclusion (Discussion) Mr. Meyer stated the work with DeEtta jones is 

complete. DeEtta presented a packet of material to work on. The Diversity committee will 

meet in early November.  

 

Remote Work Policy (Action) Mr. Meyer is waiting on additional information from the 

City. This item will be tabled. Ms. Brunner made a motion to table, seconded by Ms. 

Avery. All in favor. The motion was adopted.  

 

Management Personnel Policy (Action) There was a discussion about parental leave to be 

included in this policy. Ms. Avery made a motion to table, seconded by Ms. Brunner. All 

in favor. The motion was adopted.  

 

Program Policy (Action) Mr. Meyer stated he corrected some formatting and grammar in the 

current policy. The policy is adequate as it stands with those small changes. There was a 

discussion about the request for reconsideration of library programs. Ms. Avery made a motion 

to adopt the program policy with the corrections made by Mr. Meyer, seconded by Ms. 

Brunner. All in favor. The motion was adopted.  

 

Reference and Readers Advisory Policy (Action) No changes were made to the policy. Ms. 

Brunner made a motion to approve the policy as is, seconded by Ms. Avery. All in favor. The 

motion was adopted.   

 

Adjournment 

Ms. Xethalis requested a motion to adjourn. Ms. Brunner made a motion to adjourn at 4:45 pm, 

seconded by Ms. Avery. All in favor. The motion was adopted.  

 

Scribe, 

Michelle Whitehead, Executive Administrative Assistant 

 

         Draft 10.6.22 

 



 

 

Bylaws of the Board of Trustees of Decatur 

Public Library 

ARTICLE I – DEFINITION 

The name of this body shall be Decatur Public Library (hereinafter referred to as the “Library”). 

ARTICLE II -PURPOSE 

The Board of Trustees of Decatur Public Library is responsible for governance and overseeing 

the provision of library service to meet the needs of the Decatur community. To this end, the 

Board shall: 

1. Determine Library policies. 

2. Employ a capable library administrator. 

3. Secure adequate funds for library operations. 

4. Approve expenditure of library funds. 

5. Provide and maintain adequate facilities. 

6. Promote use of the Library within the community. 

7. Perform other duties as outlined in Illinois Compiled Statutes. 

Trustees serve without compensation but may be compensated for expenses. In their position of 

public trust, Trustees shall avoid conflicts between private interests and official responsibilities. 

Prior to May 1st of each calendar year, all Trustees shall file a Statement of Economic Interest 

with the County Clerk, pursuant to the Illinois Governmental Ethics Act. 

ARTICLE III – MEMBERSHIP 

The Board of Trustees shall consist of nine (9) members appointed by the Mayor of Decatur. The 

term of each member shall be for three (3) with new Trustees being sworn in at the July meeting. 

Vacancies are filled according to the process laid out in 75 ILCS 5/4-4. 

ARTICLE IV – OFFICERS 

The officers of the Board Trustees shall be a President, Vice-‐-President, and Secretary, each to 

be elected at the annual meeting by a majority vote of the Trustees present. Each term of office 

shall be for one year, or until a successor has been elected and qualified. If a vacancy occurs in 

an Officer position, an election is held among the remaining Trustees. 

ARTICLE V -DUTIES OF THE OFFICERS 



 

 

President: The President shall preside at all meetings of the Board of Trustees, appoint 

committees and committee chairs, act as a member of all committees, and perform such other 

duties as are normally associated with the office or may be assigned to him or her by the Board. 

Vice-President: The Vice-President shall, in the absence of the President, perform all duties of 

that office and shall have such other duties and responsibilities as the Board may determine. 

Secretary: The Secretary shall have charge of such correspondence as is delegated by the 

President of the Board of Trustees. The PPPR Committee Chair shall be responsible for 

distribution, collection and tabulation of forms used in the annual Executive Director’s 

evaluation. 

The Secretary shall preside in the absence of both the President and Vice-President. In the event 

that the President, Vice-President and Secretary are absent from a meeting, the members present 

shall elect a President pro tem from among themselves to conduct that meeting only. 

ARTICLE VI – COMMITTEES 

Committees are advisory groups. They present non-binding recommendations to the Board 

which the Board then decides to accept, reject or modify. There are two standing committees, all 

other committees are considered ad-hoc committees or committees-of-the-whole unless 

otherwise determined by a vote of the majority of the Board. 

Standing Committees 

The following standing committees shall be appointed by the President to serve for one year and 

shall each consist of five Board members to include a chairman, three other Board members, and 

the President: 

 

Committee on Finance and Properties 

Committee on Personnel, Policy, and Public Relations 

 

Each of these committees shall meet regularly at a day time, and place to be determined at the 

Board’s Annual Meeting. This schedule shall be made public in accordance with the Illinois 

Open Meetings Act. The meeting day and time may be changed by majority agreement of the 

Committee, provided written notice is given seven days prior to the meeting. If no agenda items 

have been identified or if a quorum of the members will not be present, the meeting will be 

cancelled and notification of the cancellation will be given. 

 

The duties of each of these committees shall be such as are associated with its name and related 

policies or shall be committed to it by action of the President with the advice and consent of the 

Board. 

 

The duties of the Personnel, Policy, and Public Relations (PPPR) committee will also include the 

evaluation of the City Librarian, the formulation of goals, and the recommendation to the Board of 

such goals and/or evaluation. 



 

 

 

Trustees will also be appointed by the President to serve for one year on other required boards, 

including but not limited to the Friends of the Decatur Public Library and the Decatur Public 

Library Foundation. The President will make monthly liaison assignments to the Friends of the 

Library Board meetings. The President may appoint members of the Board to act as liaison 

agents between the Library and other institutions in the community. 

Ad hoc Committees 

The Board of Trustees may from time to time appoint special committees for selected tasks and 

shall define the size, composition, purposes and duration of such special committees pursuant to 

a resolution of the Board. Ad hoc committees shall review matters within the scope of their 

assigned work shall advise the Board of Trustees and the City Librarian thereon. All ad hoc 

committees shall abide by the general committee procedures described previously and shall 

disband when they have completed the work for which they were appointed. 

The Nominating Committee is an ad hoc committee and will consist of two (2) Trustees 

appointed by the President at least 30 days in advance of the Annual Meeting each year. The 

Committee shall recommend a slate of officers to the Board. 

ARTICLE VII – MEETINGS 

The rules contained in the most recent edition of Robert’s Rules of Order shall govern the 

business of the Board in all matters not covered by the bylaws, and/or the Illinois Open Meetings 

Act. 

All meetings shall be posted and open to the public as required by the Open Meetings Act and 

the Illinois Compiled Statutes. 

The President of the Board shall establish the agenda as required. 

Five (5) members of the nine-member Board shall constitute a quorum for conducting business. 

In the event of any unfilled vacancies on the Board, a quorum shall be a majority of the Trustees 

in office. 

Regular monthly meetings of the Board and standing committees shall be held in the Library at 

times to be established annually. This schedule of monthly meetings shall be posted in the 

Library buildings and on the Library’s web site. 

Committee meetings shall be held in the Library as needed and an announcement shall be posted 

in all required locations no less than forty-eight (48) hours in advance of the meeting. Notice of 

all committee meetings will be sent to Board members. If a majority of the committee members 

are present, that shall constitute a quorum. 



 

 

Immediately following the February monthly meeting each year shall be the Annual Meeting. 

The Board shall, at the Annual Meeting, elect Officers and conduct any other appropriate 

business. 

Special meetings may be called by the President or the City Librarian, or upon the written 

request of two Trustees. Only such business as stated in the call may be transacted at a special 

meeting. Except in the case of a bona fide emergency, notice of call shall be sent to all Trustees 

and posted in all required locations no less than 48 hours prior to a special meeting. All special 

meetings will be posted and held as required by the Open Meetings Act. 

Electronic Attendance at Meetings Rules 

 

Section 1.  Rules Statement. It is the decision of Decatur Public Library that any member of the 

Board of Trustees may attend any open or closed meeting of the Board of Trustees via electronic 

means (such as by telephone, video or internet connection) provided that such attendance complies 

with these rules and any applicable laws. 

 

Section 2.  Prerequisites. A member of the Board of Trustees may attend a meeting electronically 

if the member meets the following conditions: 

(a) The member should notify the Decatur Public Library Librarian at least one hour before 

the meeting, unless impractical, so that necessary communications equipment can be 

arranged.  Inability to make the necessary technical arrangements may result in denial of a 

request for remote attendance. 

 

(b) The member must assert one of the following three reasons why he or she is unable to 

physically attend the meeting, 

1) The member cannot attend because of personal illness or disability; or 

2) The member cannot attend because of employment purposes or the business of the 

Decatur Public Library; or 

3) The member cannot attend because of a family or other emergency. 

Section 3.  Authorization to Participate. 

(a) The Decatur Public Library Librarian, after receiving the electronic attendance request, 

shall inform the Board of Trustees of the request for electronic attendance. 

 

(b) After establishing that this a quorum  is physically  present  at meeting where  member of 

the Board of Trustees  desires  to attend electronically, the presiding  officer shall state that 

(i) a notice was received  in accordance with these  Rules, and (ii) the member  will be 

deemed  authorized to attend the meeting electronically unless a motion objecting to the 

member's electronic  attendance  is made, seconded, and approved by two-thirds of the 

members  of the Board of Trustees  physically at the meeting.  If no such motion is made 



 

 

and seconded  or if any such motion fails to achieve  the required  vote by the members  of 

the Board of Trustees  physically present at the meeting, then the request by the Board of 

Trustees and the presiding officer shall declare the requesting member present. After such 

declaration by the presiding officer, the question of a member's electronic attendance may 

not be reconsidered. 

Section 4. Adequate Equipment Required.  The member participating electronically, and other 

members of the Board of Trustees must be able to communicate effectively, and members of the 

audience must be able to hear all communications at the meeting site.  Before allowing electronic 

attendance at any meeting, the Board of Trustees shall provide equipment adequate to accomplish 

this objective at the meeting site. 

 

Section 5.  Minutes.   Any member attending electronically shall be considered an offsite attendee 

and counted as present electronically for that meeting if the member is allowed to attend. The 

meeting minutes shall also reflect and state specifically whether each member is physically present 

or present by electronic means. 

 

Section 6.  Rights to Remote Member.   A member permitted to attend electronically will be able 

to express his or her comments during the meeting and participate in the same capacity as those 

members physically present, subject to all general meeting guidelines and procedures previously 

adopted and adhered to. The member attending electronically shall be heard, considered, and 

counted as to any vote taken. Accordingly, the name of any member attending electronically shall 

be called during any vote taken, and his or her vote counted and recorded and placed in the minutes 

for the corresponding meeting.  A member attending electronically may leave a meeting and return 

as in the case of any member, provided the member attending electronically shall announce his or 

her leaving and returning. 

 

Section 7.  Committees. Boards and Commissions.  These rules shall apply to all committees. 

boards and commissions established by authority of the Board of Trustees. 

 

ARTICLE VIII – PUBLIC PARTICIPATION 

The Library Board of Trustees acknowledges that public participation at Board meetings provides 

necessary input on various matters of concern to the public and contributes to the effective 

operation of the library. Members of the public are encouraged to participate at Board meetings 

in accordance with this Policy. The Library Board of Trustees hereby states its intention to 

comply with the laws of Illinois concerning provisions for public comments at open meetings. 

 

1. Public participation shall be permitted at any regular or special meeting of the Library 



 

 

Board of Trustees or any committee thereof which is required to be open to the public 

under the provisions of the Illinois Open Meetings Act (Illinois Rev. Statutes, 5 ILCS 120 

et. seq.). The Board shall not, however, permit public participation during any meetings or 

portions of meetings that are deemed closed sessions under the Open Meetings Act. 

 

2. A portion of each meeting required to be open to the public shall be reserved and set 

aside for purposes of public comment and participation. In addition to that portion of the 

meeting set aside for public participation, the President of this Board, in his discretion, 

may permit public comment at any other time during the meeting.  The President’s 

allowance of public comments at other times during the meeting shall be discretionary and 

non-precedential in character. 

 

3. The Board shall permit any member of the public, including non-residents and employees 

of the library, to comment to or ask questions of the Board during that portion of the 

meeting designated for public participation.  The Board has no obligation, however, to 

respond to any comments or answer any questions raised by members of the public. 

 

4. Members of the public shall be permitted to comment on any subjects or issues of public 

concern, If the subject falls within the statutory exceptions to the Open Meetings Act, 

however, the Board reserves the right to immediately adjourn the meeting to closed 

session to discuss such matters. 
 

5. Members of the public shall be permitted to make comments or ask questions of the board 

at each meeting, subject to the following time limitations: 

 

a. 3 minutes per speaker 

b. 15 minutes per meeting 

 

The president of the Board, upon the request of any member of the public seeking to make 

comments to or ask questions, may reasonably extend either or both of the foregoing time 

limitations. Any such extension of the time limitations shall be discretionary and non-

precedential in character. 

 

In his or her discretion, the President may recognize such persons in any sequence or order. 

 
 

If a substantial number of members of the public desire to comment at any meeting, the 

President of the Board, in his discretion, may appoint members of the public to act as 

representatives or spokespersons for purposes of making public comments. 

 

ARTICLE IX – ORDER OF BUSINESS 

The regular Order of Business of the monthly meeting shall be: 



 

 

Call to order 

Roll Call 

Approval of Agenda 

Approval of Minutes 

Public Comments 

Written Communications from the Public 

City Librarian’s Report 

Division Head Reports 

Reports of Committees 

Old Business 

New Business 

Adjournment 

ARTICLE X – DUTIES AND RESPONSIBILITIES OF 

TRUSTEES 

DUTIES AND RESPONSIBILITIES OF TRUSTEES 

 

1. Attend all Board meetings. If a Trustee misses more than 3 consecutive regularly 

scheduled committee meetings or 3 consecutive full Board meetings, the Board President 

or designee will contact the absent member and consult about their possible resignation. 

 

2. Hire a competent and qualified City Librarian. 

 

3. Determine and adopt written policies to govern the operation and programs of the 

library, including contracting for necessary expenses. 

 

4. Excuse himself or herself from any voting where a conflict of interest might be determined. 

 

5. Comply with all applicable statutes regarding bids. 

 

6. Determine the needs of the library and secure adequate funds for the library's programs. 

Review and submit an annual budget request to the City Council. 

 

7. Know the program and needs of the library in relation to the community, know the local 

and state laws, keep abreast of standards and library trends and support action to improve 

the library program. 

 

8. Establish, support, and participate in a planned public relations program. 

 

9. Review the program and operation of the library and make policy decisions regarding 



 

 

its management. 

 

10. Attend regional, state, and national trustee meetings and workshops when practicable 

and affiliate with appropriate professional organizations 

 

ARTICLE XI – THE CITY LIBRARIAN 

The Board shall appoint a City Librarian, who will be responsible for the administration of the 

Library. The City Librarian shall report directly to the Board and shall be authorized to develop 

library programs, establish the organizational structure, purchase materials, and undertake such 

other activities as may be necessary for the library’s operation, subject to the policies established 

by the Board. The City Librarian shall make reports at the meetings of the Board in such form 

and on such subjects as the Board may direct. 

The Board of Trustees will evaluate the performance of the City Librarian and determine 

compensation annually using an agreed upon process.  

ARTICLE XII – AMENDMENTS 

Amendments to these bylaws may be proposed at any regular meeting of the Board and, when 

adopted by a majority vote, shall become effective at the subsequent meeting of the Board. 

ARTICLE XIII – PRIOR BYLAWS 

 

All prior bylaws are hereby repealed. 

 

As adopted December 16, 1966 and subsequently amended November 15, 1974; August 21, 1980; 

August 15, 1985; January 21, 1988; November 17, 1988; July 24, 1995; May 28, 1998; May 23, 

2002; September 18, 2008; December 17, 2009; January 17, 2013; September 17, 2015; 

November 16, 2017; June 27, 2019; June18, 2020; and May 20, 2021. 

 

 

 



 

 

 

 

Decatur Public Library 

Staff Social Media Use Policy 

The purpose of this policy to is assist staff in making responsible decisions about their use of social 

media. It applies to all employees of Decatur Public Library. 

Social media includes all means of communicating or posting information or content of any sort on the 

internet, including your own or someone else’s web log or blog, journal or diary, personal web site, social 

networking web site, web bulletin board or chat room, whether or not associated or affiliated with the 

library, as well as any other form of electronic communication, including but not limited to Facebook, 

Tumblr, Flickr, Twitter, Instagram, etc. 

Employees are prohibited from the public posting of confidential information as defined by Decatur 

Public Library’s Library Records Confidentiality Act (“75 ILCS 70/1”). 

Employees are prohibited from the public posting of information about Decatur Public Library that is 

deceptive, misleading or that can harass, threaten or discriminate against employees, patrons, or vendors. 

To that end, employees are discouraged from making remarks about other Library employees, patrons, 

and/or vendors on public sites. Employees are prohibited from making negative remarks about other 

Library employees, patrons, and/or vendors on public sites. 

Employees are discouraged from accessing online networking sites during work time, unless authorized 

or for library purposes. Disciplinary action may result if use of social media adversely affects work 

performance. 

Employees should have no expectation of personal privacy when using Decatur Public Library PCs, 

laptops, tablets, or other devices.  The City Librarian reserves the right to access, monitor, retrieve or 

review any information on devices owned by Decatur Public Library.  

If employees discuss work related matters on social media in the scope of their employment and as part of 

their job duties they must disclose their affiliation with the Decatur Public Library.  Only designated 

employees are authorized to discuss matters on behalf of the Decatur Public Library on social media.  

Unless discussing work related matters on social media is in the scope of employment and as a part of job 

duties, employees should clearly state on public websites that any opinions posted about work-related 

issues are their own, and not those of Decatur Public Library. 

Nothing in this policy is intended to prevent employees from engaging in protected, concerted activity.  

Further, notwithstanding any provision to the contrary in this policy, all employees retain all rights set 



forth under Section 7 of the National Labor Relations Act.  This policy is intended to specifically exclude 

any restriction on protected Section 7 activity or any other protected non-work activity. 

Approved by Decatur Public Library Board of Trustees 

November 18, 2016 
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