
DECATT]R PUBLIC LIBRARY BOARD OF TRUSTEES
Thursday, November 2112002 @ 4:30 p.m.

AGENDA

I. Call to order -Sherri Arnold, President

II. Approval of minutes

a. Re-eular meeting of October 17.2002

ru. Communication from the public

IV. Citl'Librarian'sreport

V. Reports of comminees

a. Persc'nnel. Policl-& Public Relations Committee

i. \leeting of \or-ember 7.2A02

b. Finance and Proprerties Committee

i. -{pproval of bills for October 2002

ii. \Ieeting of November 5,2002

c. Rolling Prairie Library S1'stem

i. Report on Nor-ember meeting

d, Friends of the Library

i. No meeting

e. Foundation

i. Appointment of David Weber and Pat Greanias

VI. Sen ing Our Public: Standards for Illinois Public Libraries

a. Chapter IV, Collection Management

VII. Old business

VIII. Neu'business

a. Lease rvith Cardwell

b. Reciprocal borrowing

IX. Adjoumment



DECATUR PUBLIC LIBRARY BOARD OF TR.USTEES
October 17,2002

I. CALL TO ORDER

Sherri Arnold. president. called the meeting to order at 4:34 p.m. Members present: Mrs.
Arnold, Ty Cocagne. Carol Craig, Garry Davis, Sally Krigbaum, Linda Rowden, and Phil Wise.
Absent: Pat Greanias and Eugene King. Staff present: Lee Ann Fisher and Sheila Robinson.
Others present: Pat \lcDaniel.

II. APPRO\'AL OF MINUTES

Mr. Wise made a motion to approve the minutes of September 19. 2002. The motion was
seconded bi'\lrs. Craig and unanimously approved.

III. CO}NIT}ICATION FROM THE PUBLIC

Mr. McDaniel comnented that the new shelving was very attractive.

IV. CITI' LTBR{R[{]{'S REPORT

The City,' Librarian's t-riften report u,as previously mailed. Ms. Fisher reported that she w'ould
be out of the counLtn. tiom October 26 to November 5,2002.

Ms. Fisher stated lhat tire installation of the two new boilers is ahead of schedule, w-ith
completion po-<sib'Xi bi nest u'eek. The new bookrnobile has a cracked generator block that r,vill
take approximatel;' t"rrcr r1.u1t to repair. Ms. Fisher showed the board a newly printed postcard,
with a photo oi the l::rar1 . x hicli u ill be used for publicity purposes. She also mentioned a
photographer ttr.m the Herald & Rer"iew'covered the transfer to the new bookmobile and that
there rvas a TY sprt .--n \\--\\D about Teen Week.

V. REPORTS OF CO}L\TITTEES

Personnel, Polic.r. and Public Relations Committee: Mr. Cocagne made a motion to approve
the revised jc't' ,Iesc::piiinn-< t-or Head of Circulation Division and Systems Administration as

presented. The nt,:i:.':: "n5 5gg1r1led bi \lrs. Krigbaum and unanimously approved.

Mr. Wise made a l:l,--ii,-'i :!tr ]i'r'J,-r"!: ;ha-nees to the circulation policl'as presented. The motion
was seconded b i' \ [r. [,: ; ls::e ::i.1 ".lillmlr: ou-<l r- appror ed.

Mrs. Krigbaum iaad: a n:,:,:j,:n'a r:[r:-i'e charses ir-r ihe statThandbook as presented. The
motion \\'as secrrnJed br \k. rr\ i:-- an.l ula::iit1.',r5[i arFror-ed.

The board reatl-tn:reJ lnr Pr"lic- ithat ,-.i,1lerit-,jicais are put into reclcling. The board stated that
in the future all esten-.irn sche,l,utres r,rr closin" the t'otknrtrbiles are based on School District
#61 scheduling. and prepared li.r cr.mmittee and b'oard consideration.



Finance and Properties Committee: Mr. Cocagne made a motion to approve the September
bills. The motion u'as seconded by Mr. Wise and unanimously carried on roll call vote.

The committee did not meet.

Rolling Prairie Library System: Ms. Fisher attended the October meeting and reported that the
DRA users group meeting rvould be at the library on October 24.

Friends of the Library': The Friends met on October 10,2A02. Ms. Fisher reported that the
Friends appror ed the library"s request to purchase an outside book drop for approximately
$6,000.00.

At this time. no board member has been named representative to the Friends.

Foundation: The Ftundation's board rneeting was held on September 30, 2002. Mrs. Arnold
has taken the position a-s president of the Foundation until January 2003, at which time new
officers w'ill be elected. -\ thanli-1ou letter to all contributors to the 1997 capital campaign fund
drive (5-year pledges r n iltr be generated b1- tire end of the year.

Mr. Wise made a lnotiu-rn i-r 3rrfrlr-r Pat Greanias as board representative. The motion was
seconded b.v Linda Rt-rr,-den ari ,:r=niml-u-.ll carried on roll call vote.

VI. SERVTI{G OI-R PTBLIC: ST{iD-{RDS FOR ILLINOIS
PUBLIC LIBR{RIES

Chapter III, Personne il - "0,,' a-' re"''l e"n eC.

VII. OLD BUSIIESS

The board tecomrnenuie*i that the "no Sundar hr-,urs" p.-'licy r see SrclrEnrcrt o.{ Policy -tbr L'se o.f
Meeting Roorl-sr. be sent t'acii to the Personnel. Policr and Public Relations Committee for
reconsideration.

V[I. NE\\'Bf S[\'ESS

Ms. Fisher reported there uill be a norninal increase in the librari's health insurance coverage
for dependents in the r ear 2003.

IX. ADJOLR\}IET{T

Mrs. Arnold adjourned the meeting at 5:26 p.m.

Respectfullr- submitted,

Sfteila fihrt1vt*,
Sheila Rol.,itrson

Atlruini stratir e Secrelart'



CMY LIBRARIAN'S REPORT
November 13, 2002

DECATLiR PT]BLIC LIBRARY BOARD OF TRUSTEES

ADMINISTR{TIO\: New wall shelving has been installed in the AV area; Arthur
plans to get his materials relocated next week. We are anticipating moving the reference desks
this week to face the &ont entrance. We hope to have the empty YA shelving added to the
Fiction area nex't u-eek. ln addition to my regular meetings and DLI classes, I spoke to the
Kiwanis Club and the Lions Club lunch meetings. I formed and met with the Collection
Development cornmittee. anended a workshop on "Planning for Results, Managing for Results
and Wired for Resuliirs" at RPLS as mandated by the state. I was on vacation the week of the 28th
of October.

GATES CO\IPLTER LAB: We have started offering computer classes on Basic
Internet, Basic lnternet t'or Seniors, Word Processing I, and Word Processing II, which by the
way I am happl-to rep\lrt har-e been well received and we are fully booked and have a waiting
list till February.

SiRSI: -{fter Listening to staff concerns, patron complaints, gathering and reviewing
statistics, I feel u e mu*st talie a stand on how some libraries, mainly one, are abusing the system.
I will have documentation and examples at the meeting, so that we can discuss what our options
are to protect the iraterest and expectations of the patrons who use DpL.

FRIE\DS: The Friends did not meet. The new book drop they purchased has arrived
and will be installle,i shomnl.

FOL\D-\TIO\: The Fou.ndation has met and a letter has been approved asking for
contributions to send tr,r appro\imately 800 past donors before Thanksgiving. New letterhead
and envelopes ha,X tur be r,rrdeted as the address was a post office box we no longer have.

STAITF: \far:he \\-atrters is retiring November 20th from the Technical Division. She has
worked at the lit'ra4-sirce 198i. Patti Somers from Children's has resigned as her husband has
been relocated to \\-ashineton State.

ADTILT D[\-ISIO\: Teen Read Week was a success; 91 surveys were collected.
Everyone seems to like the nerv area: I har-e even found adults over there reading. Reference
was busy this month ans'n eir:g l- 159 questions and giving tours to several different groups.
Staff also presented prosrams ar.,i amended u'orkshops. We have signed up for a plan-with B & T
that will help us set the "ho:" ne'n'frction here automaticalll-. Staffare continuing to weed
multiple and dama_ee*1 cories. lf'n-o neu-computers rvere added to the department. One was
purchased with a grant rnona tLe -<rrare lLi,brarl to pror-ide access to government information. We
are looking in to adding GIS t,--, this computer in the future. Another computer was placed in the
local history room and purcha-x-d n-ith \{e1-er fuild:. It includes a scanner. digital camera and a
color printer. There rr-a*s no compmer access in rhis ror-rm bet'ore.

BUILDNG D[ISIO\: \foldins uas adde,J to the carpeted section in the entryway to
keep them from unraveling. The generator has been replaced on the nern bookrnobile; all work
was under walrant). \\-e 

-sot 
the nerv (94) -tx-l truck and plorv from the city. Our old one is now
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for sale. The boilers are installed and r+'orking. They are still working on odds and ends to finish
up. When that is done- then ue uill be inspected. Lany predicts big savings on the utility bill.

CHILDRENS DEP-{RTIV{ENT: A busy month in Children's with circulation and
reference statistics being up. SLx groups visited the department bringing in 150 people. Katie is
working with Project Success on a family reading project. This department will be short one as
we go through the hiring process.

CIRCLLATIO\ D[\'ISION: Sundays have been busy, raising the question about year-
round Sunda,v hours. The e-mail test is nearing the end. Our test group is about to receive bills
and if we can track them. then rre will open this option to the general public. We are gathering
statistics on the send list items to see where our stuff is going. The department is still short
staffed and using tenap help to fill in the gaps. Staff attended workshops and Robyn spoke to the
school librarians.

EXTE\SIO\: Ken and \'Iarcia su-itched bookmobiles and now drive different routes.
The lady in Toledo i.s sri,ltr interested in the bookmobile and will call me when she knows
something. \\-e are w-L.rking to pror-ide "{D\'1 uith a 2-hour stop at lunchtime and may be able to
do so when rve look a: the ner-t schedule. Staffatrended s'orkshops and meetings on RFP for
RPLS. Tw-ent1-5ia r-olumteers prorided lr4 hours of sen'ice this month.

SYSTE\fS -dD\[N-XSTR.ITtrO\: Our ne*-uet, page is reearlr.ready.to go and will be
installed soon. \[am is chmi'rine [o str it ll'e can m]n our o1\Tr rgports on SIRSI. He is also
checking to see if .lce c"an nmake th,e seltkhrunr nnaclrine connptatihle gith the nerv system.
Installed the nro mew comqlttrers in reterence. Jlookrng ar int-ormation on going wireless on the
bookmobiles.

TECIilIC-r'l D[\fSnO\: The hackXog r,s getii.:ae cleared up. We are still working on
"clean-up" proiecu. an.j rlc'.ning. StaffL s6sllanine lo receir-e catalog training and serving on
RPLS comminees. Th.r-. ,Sepnarmlent *-ill L,e shon one r-< 11-e go through the hiring process.

Respectfu ll.v submitte,J-

LepAylxlrT{,rhe}'
Lee Ann Fisher
City Librarian
November 13.200:



Personnel, Policy and Public Relations Committee
November 712002

Carol Craig called the meeting to order at 4:45 p.m. Members present: Ms. Craig, Garry Davis,
Sally Krigbaum. and Linda Rowden. Absent: Sherri Arnold. Staff present: Lee Ann Fisher and
Linda Humphrel's.

Proposed revised job descriptions: The committee reviewed revised job descriptions for Head of
Technical Division. Acquisitions Supervisor, and Processing Supervisor. The revisions were to
update the descriptions- generalize the automation system, and add night and weekend hours.
Mrs. Rolvden made a motion to recommend the changes for approval as presented. The motion
was seconded b1 \lrs. Krigbaum and unanimously approved.

Proposed revised solnr are use polic]- and new computer use policy: After discussion and
review, Ir,fus. Rorvden rnade a motion to recommend the policies for approval as modified. The
motion r.vas secon'le,,J t1 \lrs. Krigbaum and unanimously approved.

Proposed rer ised rneetlnq r..om polic)': Ms. Fisher noted that the library received a few requests
for using the meetine ioonls on Sundar-s. The rooms have not been made available in the past
because there is on11, one lianitor on Sundar for setup and cleaning. The committee decided to
discuss the item furr-her at the Board meeting.

Christrnas Er e: \ls. Fi-.rer repttrfie,J that the committee asked for an annual request regarding
Christmas Ere houns. The uni,-.n crlntraCri states that lull-time staff uill u-ork 6.5 hours and be
paid for 8 hours. \\ten tie iibraf i: traF.eil *:n Decemt'er l-1. it closes at 4 p.m. The committee
decided to talie this ilern ir -ile B,:,ar,i t:leetirnq t-cr mtrre discussion.

There was no other h:i-clnes-r.

The meeting \\a-s aij,..':i:lgi at 6:1,[tp.m.

fts-spectfulll submitted.

ttudn $hntptwaa
Linda Humphrei's, Office Manager



Job Description 3A2l

Processing Supervisor

Decatur Public Library

Nature of \\'ork

This is clerican rrLlrk of moderate complexity and difficulty performed in the SWpo{+
Se+viees--Technical Dir ision of the public library.

Work in'r't-''lr.e-. the supen ision and performance of a variety of clerical tasks in the
complete processing oi anl 1ibra4- materials.

Supervision Receired

\\rork is prertii,mreJ ii ith considerable independence under the general supervision of the
Head of Sr*ppe*€eriees- Technical Division. Work is reviewed through periodic conferences,
reports prepared. u,b=r'-a! i cns. and re gul ar evaluations.

Supervision Erertised

Exercises surer" isiLln o\-er personnel as assigned.

Examples of $-orlrlTlpical n-ork examples, but not limited to the following)

Plans an,J LrrEslti-zes *'ork: instructs, supervises, and evaluates assigned staff on various
processes relating l*: -ire preparation of all library materials for shelving.

Recorn-ment imrr'-.r ernents in procedures and operating policies, rules and regulations;
prepares appropriate s:,ti.lical and activih' reports.

Checlis routing slips for accuracy; places security strips in books and audiovisual
materials.

Stamps bo'.k-. "*i'-h propertl stamp: tlpes took pockets. dust jacket stickers, labels for
referenceperio,Jica1...]l}:,...":3.,]rcs.Ca-;SetlteS.andotlrernredia:@
extensien$eek=

Prepares an,J =hip's L'oo,ls anJ pr*rtess:.rnal Frrit dicals for the bindery. and upon return
checks for cornpletiu-rrr as .-'r,jertJ a-lld prepares li-)r rertrurn tr-r shelves.

Prepares and ships lur\--sl n.''.r"sptsp€r-s tt-r t'e micrt l-rLned.

Prepares audiorisu al materials fo r repacka gin g.

N,lends books: pilstes book pockets. t\pes se-lin labels or adds plastic covers.



PROCESSING ST'PE R\-ISO R
DTICATUR PLBLIC LIB R.\R\
Job Description
Page 2

Makes folders and spiral binders for items received loose.

Performs related rvork and other duties as assigned.

Required Knowledge, Abilities, and Skills

Knowledge of library- technical rvork processes, including knowledge of construction of
books and various mendine op.€rations for books and other library materials.

instrr:c1ion,

Abiliq'to understand and follou moderatelr complex oral and sriften instructions.

Abiliq'to tlpe -15 w.p.m.

Desired Training and Experience

Graduation from high school. Night and weekend work may be required.

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

Pay Level 1

rer', 11/02



Job Description

Acquisitions Supervisor

Decatur Public Library

3022

Nature of ll'ork

This is adr anced and specialized clerical work performed in the Technical Sen4ees

Division of the puL'lic library.

Work invoh'es the knorvledge of and experience in technical processes sufficient to

exercise senior resp'trnsitrilin- as rvell as direct participation in the completion of r.vork related to
ordering and receir ing library books and materials.

Supervision Receh ed

Work is pertorme,l rl ith considerable independence under the guidance of the Head of
Silppo#S€F.i€€s- Terhnical Dir ision. Work is reviewed through periodic conferences. reports
prepared. obsen aiir''n!. and regular evaluations.

Supervision Ererclsed

Exercises suB'en ision o\-er personnel as assigned.

Examples of Tl'ork (Typical work examples, but not limited to the following)

plan-s and organizes rrork: instructs, supervises, and evaluates assigned staff on various
processes relatinE tr'r the acquisition of library materials.

Recommends irnp'ror-ements in procedures and operating policies, rules and regulations;
prepares appropriate stati-*tical and financial activitv reports.

i€n'

th€€iqr, Searches" innpor6, and does preliminan' editing of bibliographic records
necessar-T to creete purchese orders for the acqui-sition of librarl materials. Verifies
materials received: velidetes end signs invoices for payment. \Iaintains necessar-r'hles in
appropriate formars.

Yerifies inr-eie* --d *atEdds reeeir ed agak=*t erders, Exarnines rnaterials reeeived fer

Initiates and sign-< corresp*ondence regardins orders. receipt and non-receipt of materials.
Maintains files for corresg*ondence. statistics. and inr-oices.

Keeps accountin-s records for library materials budget, patron donations, and memorial
funds.



ACQUISITIONS SUPERVISOR
DECATUR PT]BLIC LIBRARY
Job Description
Page2

I'erlbrnrs reiated s.ork and other dulies as assigned.

Required Kron Iedge. Abilities, and Shills

Considerable knorvledge of library acquisition processes and procedures.

Considerable kno*ledge of and skill in office practices, procedures, and equipment.

Knorvledge of and skill in basic accounting procedures and practices.

Knou'ledge olbasic conlputer operations and programs.

Abilitl-to uork independentlr under general supenision and ability to supervise and

evaluate rvork of assigned staff.

Abilitv to deal u ith vendor representatir es, the public. and employ'ees in general and

diffi cult lvork situations.

Desired Training and Experience

Graduation from high school, including or supplemented by courses in word processing

andaccounting@.Previouslibraryexperienceinorderingandreceivitlg
library materials is desirable. Night and weekend work may be required.

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

Pa1'Level 1

rer, 11'02



Job Description

Head of Technical Division

Decatur Public Library

3122

Nature of \ilork

This is a highll- specialized professional position involving supervision of all staff
assigned to the Technical Dir ision.

Work inr crlr es original cataloging and adaptation of Library of Congress cataloging in the

cataloging. classi$ ing an'J subject assignment of books and audiovisual materials, and
scheduling and supen isins ol dir isional staff.

Supervision Receh-ed

Work is pertorme'd ",.i iih ;on-.ii1erat'1e independence under the guidance of the City
Librarian. Work is re',ie,ne,i *-rougfi periodical conferences. reports prepared, observation, and

regular conferences"

Supervision Ererclsed

Catalo_es- classifim- and assigns subject headings to library materials.

Coordinates the maintenance of public on-line catalogs, which includes revising and
updating materials and rnal- incorporate solutions to particular problems of library users.

Works u-ith Rolling Prairie Librarl' Sr-stem staff to coordinate DPL cataloging on the
DRA library eutometion +-stem.

Works with dirision heads to coordinate special projects such as recataloging areas
of the library-'s collections.

Represents the Library on various committees and organizations as appropriate or
assigned.

Perli'l:: , :.,',-'-. :, .,:.-t '.1.:: -.,..,:. rs -'sst:tte,-l ,



HEAI} OF TECIIMCAL DIVISION
DECATUR PUBLIC LIBRARY
Job Description
Page2

Required Knon-ledge, Abilities, and Skills

Thorough knos ledge of Dewey Decimal Classification, Library of Congress Subject
Headings. and -$.CR l.

Considerat'le knorvledge of books, authors, book publications, and audiovisual materials.

Knorvledqe r.t and experience with library automation systems.

fdisu-tedge sf afld expe

Abilitl to sup'eru ise and evaluate work of divisional staff and to correlate divisional
activities to the netds t t the libran'.

Considerat,tre [,nr,.vledge of principles of bibliographic organization and control.

Knorvledge r"ilhe crrntBnt and use of basic reference tools. Considerable familiarity with
OCLC and€t$.

AL.r . ' . : '. - .':'.l :r:r'rlorees in gerreral and dill-rcult uork sitLratrons.

KItc,.':.-- - : : -, -,t:t,,t ,,'arlrnittistralicrtt,

Desired'frainjng -1i J Erprr-jrre r

Gt.'....' : ...=:. 't:.t: \.L,.'::.. l):-:::.:t i:-':t:'. i-r:.--,t ,ttl

anALA-ac;:,-: I -. - .,: ='l:-..:l-. =-r:':. -'-:.:ll-',.
Classillcr:, -- - - ' , : ",:.-'.rli
pl'olescir\n.. - , : " . .-'--..':-.1 .

Night ancl rreektn j', l-:,, ll .r\ l-; lr-ir:1I. i

NOlE: Il ,

Pav Level 5

rev. SlOl 11 {-.ll



Decatur Publie Library

Software Use Policy

1. Genera! Statement of Policy
It is the policy of the Decatur Public Library to respect all computer software copyrights
and to adhere to the terms of all software licenses to which the Library is a party. The
Systems Administrator is charged with the responsibility for enforcing these guidelines.

Employees of the Library may not duplicate any licensed software or related
documentation for use either on Library premises or elsewhere unless the Decatur
Public Library is expressly authorized to do so by agreement with the [icenser.
Unauthonized duplication of software may subject users and/or the Library to both civil
and criminal penalties under the United States Copyright Act.

Employees cf the Library may not give software to any outsiders including clients,
contrac-tcrs customers and others. Employees of the Library may use software on
local ar-ea nehvorks or on multiple machines only in accordance with applicable
licenses"

2. Policy lmplementation
Each Librari' employee must read the Software Use Policy for the Library. Upon
completion emoloyees are required to sign this Software Use Policy. New employees
will be prc'riideC a copy of the Software Use Policy and musi read and sign within 10
days of ths cornmencement of their employment.

3. Budgeting for Software
\Men purchasing software for existing computers, such purchases will be charged to
the soft,vare budget.

4. Approval for Purchase of Software
To purchase sofrurare. users must obtain the approval of their Division Head and the
City Libranian" and then follow the same procedures the Library has for the acquisition
of other [ibrary materials.

5. Acquisition of Sofhrare
All softrare acqufred by the Library must be purchased through the Library
administrative office. Softw'are acquisrtion ehannels are restricted to ensure that the
Library has a complete record of all software lthat has been purchased for Library
computers and can register. surpprort and rupgrade such software accordingly.

6. Registration of Sofhryare
\tr/hen softvvare is delivered. it must first be delivered to Systems Administration so that
they can complete registration and inventory requirements. Systems Administration is
responsible for completing the registration card and retuming it to the software
publisher. Softivare must be registered in the name of the Library and job title or
division in which it will be used. Due to personnel turnover, software will never be
registered in the name of the individual user. Systems Administration maintains a
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register of all Library software and will keep a file of software licenses. The register
must contain aJ the title and publisher of the software; b) the date and source of
software acquisition: c) the location of each installation as well as the serial number of
the hard*iare on which each copy of the software is installed; d) the name of the
authonzed user. e) the existence and location of back-up copies; f) the software
product"s serial number.

7. Installation of Software
After the reqistration requirements have been met, the Systems Administration
department",trill install the software. Manuals, tutorials and other user materials will be
available 35 rs.qLrired through Systems Administration. Once installed on the hard
drive the crigrnal diskettes or CD-ROMs will be kept in a safe storage area maintained
by the Sgstems Administrator.

A. Acceptable Software
. Microsoft Office (Word, Access, Excel, PowerPoint, Outlook)
. lnternet Explorer (Macromedia Flash or Shockwave, if lnternet

Explorer prompts for downloading)
. Outlook Express
. Microsoft Publisher

' SmartTerm
. Adobe Acrobat

' il*tessengers (Yahoo, MSN, Netscape)

B. Unacceptable Software
. America Online (AOL)

' Gator
. Netscape
. Comet Cursor
. Programs that let you search and download MP3's, such as Napster

on Audio Galaxy
. Screen savers not included with Microsoft Windows, such as

Webshots
r tj1/sllpsper not included with Microsoft Windows

This is r ct a :c,nnolete list and there is software specific to departments. lf you have
any quresi !^s en acceptable or unacceptable software, contact the Systems
Adminrstraic'

L Home Computers
Library" mlr,s,Jie"s a'E c"ganzats--o,,lnei assets and must be kept both software-legal
and vr..ts-free On .*, s:t,,*a"e c,-'chase,J iircugh the procedures outlined in this policy
may be Llsec c,n Lb*ai,, -acr ^es E-cl!.ees are not permitted to bring software from
home amd oaC i cnt: ll- bra"-* t.:-E-ite's $s'r=r3liy organization-owned software
Cannot be tate- hc"ne anS gaCeg cn a JSer S h orne Computer if it also resideS On the
Library's cornp'u'ter l5 3n 3n',pl3te€ S aui:hct'rzad by the City Librarian to use software
at home. tl-ie Lih!-ary urrll purc,hase a separate package and record it as an
organizatlor!-orrrrsd asset [n the sofrware register. However. some software
companies provide in their license agreement that home use is permitted under certain
circumstances. lf an employee is authorized to use software at home, he/she should
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consult with the Systems Administrator to determine if appropriate licenses allow for
home use.

Under centain circumstances, a staff member may want to bring a computer from home
for library use The Systems Administrator must be allowed to review the hardware
and software rcrnponents of the computer to recommend to the City Librarian approval
or disapproval of the computer for Library usage. All hardware and software added to
the computer nrust be removed before the staff member can remove the computer
from the library

L Shareware
Shareware scftrvare is copyrighted software that is distributed freely through bulletin
boards and on-trine services. lt is the policy of the Library to pay shareware authors the
fee they snecfiy for the use of their products. Registration of shareware products will
be handlsd tt're same way as for commercial software products.

10. Audits
The Syste,"ns Administrator, under the direction of the Library Office Manager, will
conduct arcrcoriate software audits of all Library PC's, including portables, to ensure
that tt,e L nrar!' is in compliance with all software licenses. Random audits may be
conductei as uiell. Audits will be conducted using an auditing software product. Also,
during ttre auCtts the System Administrator will search for computer viruses and
eliminate an1 that are found. The full cooperation of all Library employees is required
during these audits

11. Penalties and Reprimands
According tc tr'e U.S. Copyright Act, illegal reproduction of software is subject to civil
damages cr as much as US $150,000 per title infringed, and criminal penalties.
includ,r'g finss sf as much as US $250,000 per title infringed and imprisonment of up to
five y'ears Tr'.e Library will not condone nor iolerate the illegal duplication of software.
A Librai*'e'r-'D'o.{ee who makes. acquires, or uses unauthorized copies of software will
be ciisc,n rec as appropnate under the circumstance. Such discipline may include
susp€r"s :^ g" terntination of employment.

12. User Agreement
lf you i"ra'o"e ar;r adCitlonal quest,ons abcut the above policies. address them to the
Systerns A,tt"i . strator before s g" .g jh s a3.een ent"

I have received. read -n3ersta.3 and agr- is s:c*e ,, ',trith Decatur Public Library's Software
UsePolicy. luniersta.i:^a1 lha,e':er:ceeia:c-cfpn,;acyl.,trenluseanyofthesoftware.
Iamawarethat'r''ciarcnser:rsEs:j snacs'gErateuseof soflwaremaysubjectmeto
disciplinary actron -:" -3 'g :e'r' -a: e" +c- €Tp s..'nrspi. legal aclion. and criminal liability. I

further understamd tlhat rri use sf sct',',a'e rF31' f's'c^1 cn the image of the Decatur Public
Library to our i-Jser-s cen-,netiicns a,rd sruopi ers anC lhat I have responsibility to maintain a
positive represental on of the l-ibrair' Fur'thernrrcre. I understand that this policy can be
amended at any tirne
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13. User Sign-off

I have rece .:r '=.: --:e rstand, and agreeto complywith Decatur Public Library's Software
Use Polic. ----:-s::-r :"at I have no expectation of privacy when I use any of the software.
I am aware :-:: : i: l-s :'this policy on appropriate use of software may subject me to
disciplinar, a.". -' ^: -r -g termination frorn employrnent, legal action, and criminal liability. I

further unc3':::-r ^i: --. -se of software may reflect on the image of the Decatur Public
Library tc :,- -=:': ::^'::: tors and suppliers and that I have responsibility to maintain a
positive rec'3s:-:a :- :' .^: Library. Furlhermore, I understand that this policy can be
amendec z' 2" . ' '':

Date

Employee's SiEnairre

Printed na'-: :' .--: - a:

Witnessec

Date

Office Manager
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Decatur Public Library

Computer Use Policy

Purpose

To better sen e our customers and provide our employees with the best tools to do
their jtrbs. Decatur Public Library makes available to our workforce access to one or
more ti-rrms trlelectronic rnedia and services, including computers, e-mail, telephones,
r oicemail. tar machines, external electronic bulletin boards, wire services, online
sen-ices. iniranet. Internet and the World Wide Web.

Decatur Public Lit'rarr-encourages the use of these media and associated services
beca,use tthel can make communication more efficient and effective and because they
are r alul le St-rLr[ceS of information about vendors, customers, technology, and new
prodt.actts anC senlices. Horvever, all employees and everyone connected with the
organizati'..: should remember that electronic media and services provided by the
Librarl are i-ibrarl property and their purpose is to facilitate and support library
business" {11 contputer users have the responsibility to use these resources in a
pro t-e s s r.,r n;l " ethic al. and iarvful manner.

To en:ure rai aii emplor ees are responsible, the following guidelines have been
estaFlislei lor,Lrsinq e-mail and the Internet. No policy can lay down rules to cover
elerr.p,issr:ie sltuation. Instead, it is designed to express Decatur Public Library
philost ph', ali set forth general principles when using electronic media and services.

Prohibited Communications

A.

B.

C.

)
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not negativelr afl-ect the sr stems' use for their business purposes. However, employees are

expected to demonstrate a sense of responsibility and not abuse this privilege.

4. Access to Emplol'ee Communications

Generalll. electronic information created and/or communicated by an employee using
e-mai1. \\'rud processing. utility programs, spreadsheets, voicemail, telephones,
Internet and bulletin board system access, and the Library does not review similar
electronic niedia. Hou'ever, the following conditions should be noted:

Decatur Put'lic Libra4-does routinely gather logs for most electronic activities or
monitor enlplLrlee cornmunications directly, e.g., telephone numbers dialed, sites
accessed. canl lenqth. and time at which calls are made, for the following purposes:

I . Cast an.r.-. sis:

2. Reso,arce allocation:

3. Oplimum ttechnical management of information resources; and

4. Detectrng patterns of use that indicate employees are violating Library policies or
engagu:g in illegal actir.ity.

Decarr.r Fu:li; Lihrary-reserves the right, at its discretion, to review any employee's
electronic llies and messages to the extent necessary to ensure electronic media and
sen-ices :re herng used in compliance rvith the law, this policy and other Library
policies"

Empio-r e* sh,.,uld not assume electronic communications are cornpletely private.
Accordu:5l1.. ii -rhe1 har e sensitir"e infonnation to transmit, they should use other
mean_(.

Softn-are

Novernber 21,2002

A.

B.

C.

5.
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2. Hacking or obtaining access to systems or accounts they are not authorized to
use:

3. Using other people's log-ins or passwords; and

4. Breaching. testing, or monitoring computer or network security measures.

No e-mail or other electronic communications can be sent that attempt to hide the
identiq of dre sender or represent the sender as someone else.

Electronic naedia and services should not be used in a manner that is likely to cause
nenr ork songestion or significantly hamper the ability of other people to access and
use the sl'-(iern.

,{n1one Lrbtafuline electronic assess to other companies' or individuals' materials must
respect ,i1 ...pr rights and cannot copy, retrieve, modify or forward copyrighted
materials .);cepl a-s pennitted by the copyright owner.

Participation In Online Forums

Emplol e* shrrr"ll,l remember that any messages or information sent on library-
pror i'Je,J. t:;ilities tLr one or more individuals via an electronic network-for example,
internLeti nallLng list-s. bulletin boards, and online services-are statements identifiable
and anrihu:b,le to Decatur Public Library.

Deca:ul F-rb,i: Librarl'recognizes that participation in some forums might be
imp*r-or-ani l,' 'fie perlormance of an employee's job. For instance, an employee might
find the B.:s',,-':r trr a technical problem by consulting members of a news group
der ota.i t r i:i terhnical area.

Violations

Anr.et:::' - :::-': r'r ' :-. - ";'l .:,,i-i t, e-ttrail or the Internet in riolatirrn

legal ruti : .

9. fser -\gr.iirr;r i

Ihaver:,: : ,- ,-.,. t.t'.,::i't,,:., .

Litrlarr:!," , 'illi',rr>
oltthislttrlir-.-, : r- . - * -" .,: t,.: .1.::. 1':,-",ntint.
legal aeti,,". --r :' lri:r'-'t
tttai' relic. .'- : .. Lt:.1 .,:1.1'licr'{

andthat]h,t-.;'':. ,:' : .- -'t::.t'..r.-: :'.lr:Iii.rari. FLtrtltettnore. I
uudct'stltri.l . - .

B.

C.

D.

A.

B.

8.
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10. User Sign-off

I have received. read. understand, and agree to comply with Decatur Public Library's
Computer Use Policl. I understand that I have no expectation of privacy when I use the
Library's computers and telecommunications equipment and services. I am aware that violations
of this policl'ma1 suhiect me to disciplinary action, including termination from employment,
legal action. and crinrinai liabilitl. I further understand that my use of the e-mail and Internet
may reflect on the irnaEe t f the Decatur Public Library to our users, competitors, and suppliers
and that I har e resptrrl<ihilin to maintain a positive representation of the Library. Fufihermore, I
understand that this p,-,iic;' can be amended at any tirne.

Date

Ertrplt,ic:'.. - :

Prinledn-'.::. ; -.

Witnessed

Date

Olllce \lanager
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Finance and Properties Committee
November 512002

Mr. Coca-ene calle,l tlie rneeting to order at 4:30 p.m. Members present: Mr. Cocagne and Pat
Greanias. Ahsent: Eugene King. Phil Wise, and Sherri Arnold. Staff present: Linda Humplreys
and Lee Ann Fisher.

Lease space: The lea-.e sFace uas discussed at length.

Bills and pa)rr-rll i-cr October 2002: The bills r,vere reviewed. The consensus was to recommend
the bills for appr.,":[.

Loan pal-ment ttr Citr oi Decaiur: A payrnent of $29,5 3L25 is due December | , 2002 on the
loan for imprvpl-gn,.nts io the lease space. The consensus was to recomrnend approval of the
payment to the ciry.

There \,vas no other'tu-.iness.

The meeting \\'a-i ai.'.'umed at -i:-15 p.m.

i{espect hrl l1' sr-rbrriitlerl.

tinckt fikunpftxeg,t
l-incla Htrrnplrrer-s. Oflrce \ lanager



-ffi Chapter [V Cc]llcesis:n Manag*nteft c *--* *- ffi-

.\ librarl's sen,ice area I'l'lay encompass many diverse Broups. Tite neecls, interests,

anci points of view of the community range over the broacl spectrum of sultjects that

are oi interest to contemporary society. Intellectual freedom and the right to read

aie ilre cornerstones upon which all library services should be based. Planning for

Erceiiecce, p. 41 .

The ltLrltiic librarl ltrovides a wide range of nraterials in a variety of formats and in

sr-tfficie:-,t rr,.iai:iii\ to meet the needs and interests of the crrnrmurrity. The collection is

tintelr,. f r-;rictri .:ncl responsive to the community it serves. The key to quality collection

nlstloge iiic;i :s e.jc.luate funding and professionally trained collection nlanagers.

Ttt,o ii-iteEi-:l .ic,,r.nis of collection management are rc:source slrarirrg atrcl cooperatirre

collectic: lr;:-.t:=il€nt. No one library can provide irom its own collection all the

rlrateriai. .l:;: ii-:-eilirired to nleet the needs of its 1;'atrons lt is imperative that library

staff are L..;:' "',:=,-l:eable about methods of resource sharing, urrderstand its imnreasurable

value. a::.; :.r .:i. p.onrote and facilitate interlif.rrary loan ancl reciprocal borrowing.

Electroi';i; -r; . ii. -i :riornration will increasiirgly affect the developn-rent of reference

collectio:. - l' :'. i-':inlrerS neecl to be knor,n ledgeable about electronic products and

serr,ice-. : -.r -.=.-: - :.=ir into library collr:ctions whetr appropriate.

Applicable Core Standards

{,ote 12. -= -=-. i:.s a l;oa,cl-approved nrissiolr statenrent, long-range plan, a
' :-..ciiiion :ird recovery plan, and policies. Such policies

i ai-€ nc,i linrited to the following topics: personnel; reference;

:^o iii;ian -- nraterials, services, and facilities including use of the

i;r ert-"ii ,ts and nreetings; ancl collection management. Illinois

r. j''.', :,ecifically requires the board to establish and revierr at

=:riai:. a \',ritten polic,v for the selection oi libran'nlaterials ,as

:,riar\. s collection nranagenrent policr r ancl the use of iibran

t r;rt 16,

, 1'',

Care 21.

Ctne 25.

21

l- :- -a'ai



wF:Y
g;ll

''=.rlirr anr.l Iife ittsur;lnce; FIt.A, lA,1RI', or other 1.rr.:nsion lrlans; anrl all rttlter
'::r ir:lrlC€ ;,lr[-' J]art of the operatirrg, bLrtJg,r.lt. Calrilal exlrrtnclitLrres inr lLrrle
-',-'rlelirrg arrrl builcling, etlr-ripnrent anrl ft.rr.nit,,rre, ancl arrl'olher ilerrrs
:-.'re inclurletl as {ixecl assets in the auclit. Nlaterials irrrlr-rcle l,.ool.rs.

- \ r-srral t-uatr-:riais, perioclirals, tele<,orrrnrlnricatiorr costs for reir:r.cni-r.

:- , r,:s, fees ior online irrf, .,rnt,rti,,n sct\ i( gs, ;rn,1 Ct) ROr\1 ltrorlrrcls. (.Lrsls

.'l to tl-re insllllation ancl llaintr:nance ol a lhN or a sltarecl or.slarrrJ

. - rt[rlrogral-rlliC tlataltase are noI inc.lLtrlerl.

l:i11,;' rr r1;;!:1;1t-\''it

l . : irrl-alrgrt.oveci, lvritten collec.tion riranagernent pr-.lir.i, lrasecl orr
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-:: ' 'l,irs ttt crttttttentled for. <-on-.icler;rtion irr .r r.ollr:clion
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E Clxipter IV - ( lnlltx'li*rl h,larrngrnrurt- ffi

Iilrr:t ron ic r"*sourr:es, wur.lqsta tions

Becairse of tl.re evolving natlrre of electronic resources - nretltod of delivery, content,
ease of .!avigation - thls particr"tlar format requires a higher degree of rnonitoring tlran
tho:e oI the past (print, film, fiche, ancl cD RoM). Toclay's reference librarians will
rleed lo enEage in a continuous process of evalr-ration anci refinement in ttre use oI
el-;tiJi'i. resources within tlteir conrmunities. As is true for all collection managentent,
tre:r'rn-,ar)'goal is to support the infornration needs oIthe community by providing
a::r...!:. i.seable, and timely informatiOn.

Applicable Core Standards

C- rE !.. . i"i,j 20 lRevisecj)

i.| . ..i.ii nas a teleplrone, a telefaxsimile machirre, photocopier, and cotnpLtter
.'. -'. an lnternet connection. The library provides telephone service to its patrons
.', :' -.=::;i-!E dtsabilities throLlglr a TTY (teletypewliter), TDD (lelecomntulrications
. =. :;= i-i-tite Deaf) or a voice relay providecl by the telephotre company.

tl;r- !-=- :.': :, ll,ie..;)

,-: --:-,. :.-;'.;des at least one computer exclusively [or public access to
. -:--:: : :=s:._:.;s. inclriding, llllt not linrited to, the lnternet.

Addi ticna[ fu pgrlemental Standards

- 'i :i:: .-r- :i:ff rrtember is knowledgeable about and able to assist patrons
,'. . = =:i'-;,;C feSOUtCeS.

- --= .':3i :Lit,rcits ongoing training for statf in selectng and using eleclrDnic
--:.-- - :-aS



FilH Clrapter lV - (llrllt't ti*rr h'l.nrlll,tr,t]lttett{ '

AV iltaterials

Audiovisual rn2[eri2l3 account for an increasingly large percent of prrblic library

circulatio'r, i.r s?,re libr-aries, the figure is in excess of 35 percent. Typically, the latger

arrd nrore t2tr':z.t.lhe A\/ collection, the higher the circulatiotr.

During [ir1e5 ...::.^ -:.:re tiran orre fornrat is l<nowr.r to be used by ttre public, librariatrs

rnay need !. !!':-?-.3'-rre 5ailte title in rnultiple lormats. Slrort, focused surveys will

[€veal l'.;iri-:r It---::: .::r catrons pre[er.

t\pperulix,1.4
\r rr lilt'istrll' I illrlt.

w

Example

1.

2.

3.

tEa
P.1

.t a l

i'

:

2l li

Audiovisual L'laterials Collection Table

Base Mirtimum Growirrg Established Advattced

!:.ral to +l- 1O.,,c

Jvc+: rClelim

'.:rLn'es per

:?F!t2 f lL,S

Be,.e.

EqLral to +l- 1596

of book collection

Volurnes per

capita plus

Ba se.

Erlual to 'r'l 20"/"

of tnok collccliott

Volurnes ;rer

capita grlus

B ase.

Eqrral to +l 259'.

of b<nl< collcction

Volurrres per

qapita plus

lJase.

l.lo[e - .

4-

<. 1 ,lt.

irlrltt ,

2,51r0 I

I, ll'"

10 llr-l -

l5 nr'

25 {ll_ :

5 0, r,,'

t5'

> lf:



December 2. l{-rt-tl

Mr. John Cardweil
Cardwell Compalies
101 South \lain Sir-t
Decatur, IL 6lil-1

Dear Mr. Card*ei.l.

The Librarl' Boar,J oi Trustees voted on Novemb er 21,2002, to give notice of termination of the
agreement betueen Car'i,'nell Companies and the Library Board of Trustees dated February 20,
23,1998, rvith respeci lc-r Lhe lease management of approximately 35,000 square feet on the upper
floor on the south sid.e cf fie main Library building. The Library Board has fixed the
commencement ,iaie of :he slxtl'(60) day notice period on December 2,20A2. By such date, the
sixty (60) da1-p'en,d ,,:: termination rvould run January 31,2003.

The Library'Board v-e*lI liIe to extend to you their appreciation for all of you efforts and your
staff s efforts uim resp-a;t t,r this potential leased space. The Board further appreciates the
occasions ,*hen yor.l ari rou staffs-ere rvilling to accommodate potential lessees rvith a
reduction or u'air-er r: ;erail fees to accommodate a lease. The Board further rvishes to assure
you that the terrnlr':rtn J.es not reflect anv dissatisfaction rvith the efforts of 1"ou and I'our staff
with respect to tiils .aa-*;"j spece. The Board has simpl.v.- made the determination that recognizing
the size of the lea-."*.i sra;e and the four rears of the agreement has not accomplished uhat
everyone hope'J t,.-'r. -::i ile Bt-rard has decided to "go it on their s\\Tl" so to speak and see *-hat
may come in the futu-e G:i en ithe current economic climate and the size and location of the
space, the Board is nl: "n',erl:; lptimistic.

Again, on behatt ,-'f -.h: E,rald of;Tnustees oithe Librar1,. oiu appreciation is extended to r-ou
personally and l-our ilJ. H '.\c s-,?ir e,,-er a-isisr: '. c,-l in elJ- 11-e1 - piea*.e let us knorv.

Sincerely,

Lee Ann Fisher
City Librarian



AGREEMENT

Cardit'elr Cc,f anies (cardweil) and trre Board of Library rrustees ofthe Cit.r' cf Derah,-rr tirustees) make tfus ugt*e,o.,rt,

A, Propertr

Truitees a;r purchasirg by Agreement for Deed the sears Roebuck &Cornpan"'properi.r' located ai"i3il NIFranHin, Decatur, iurr.,oiu The Trusteeswill not ge t possession of the property until septembei' io, :Jga. The searspropert'u :.,"i.[- br i€r-:ora.ted to serve ai the Decaiu. public Library; thatrenoyation is :-"ct s,:hedured for cr.r,pletion before suffiu", l,lggg.
The 3ears r-rrpert,' rvi[ be renovated to serve as trr! I]ecatur pubric

L.ibrary. 
. 
App"rorrn:raiely 35,000 lq*;; feet on tl* ,pp.i n-oor on tire sotrtlrside of the rnair b':riiding, anrr the autornotive ,"rui.. building r,vill beavailable to :: -easel.

B, Agenc-r to Obtain fenants and Manage Leased Area

Tlyitls grant to Cardrvell the exclusive right to obtain tenants for thearea a'ailat'le fnr ":as: and to manage lle leased Ipr.n. 
--

Carir';q'r r',-ilLI :.i'j-rze trre resources and persorurel of cardweil
S"Tpi*r: to i,,-r:se!rt.,,. seak tenants for tlre pioprnrly ourilrfrf* for lease arrdto efficier'..1.i- ard iilgeatl.,.manage the leaserl ui"u.'

Tire terzu:t, tl--s :'-nr an'r ail terms of any Iease rnust be approved byItustees.

C. cardrvell Authnrity end obrigations to Manage property

card"'.-eJ :; a,-rh3r:zec to coilect rents and rreposit all rent rno.ey inthe account r[ T::*tt:::-

f rr'is'-eei r-r' r :::",-iir ru:toriial ser'ice a*,1 basic rnai^te.ance.

. :: : .-
Irlererltr.- : -

l"'l rl'.r , -.uuL ltr- l:



lf. 'I'erm of the Agreenrent

ThL" ag:eegrent shali continue until either part), terminates by giving
to the other parti- a *-ritten sixty (60) day notice,

E. Compensation

Trustelc shai-l pa.r'io Cardwell as compensation for obtaining teases andfor rnanagils 'he ieased property five pereent (5%) of trrs grsss re.tars
received. L[ a nease is s:gned rviilr a tenant represented by i broker other than
_Cardr'eli cr,:n;;r::=s cr_a. agent or associate of cardweil Conrpanies,
Irustees shdi pa"; :u:h L'rcker a [ee of f9r,u perce.t (a%) ot the gross re'tar.
rhjq rorq Fer;enr 4'o r fee srra[ be zur additibn to the riJ* i.r.ur,t (5%) fee
paid to Cardrr-elX

F. Sale of Pocicn c,f Froperty

If rr:rsrrees de::ie. lo seir a portion of the sears Roebuck & company
propertr, Cardr',-eix sha].! :ra're rhe excltrsive right to nrarket tt,u p.olr*ity '
under the appliraS.e :c*rxu and ccnditions of ihe Listing Agr*r*.ni [:e'f*een
Cardn,ell an i fru-.:s.J

SELLEIT

THE BOARD OF LIBRARY TRUSTEES
CF IrIE CTry OF DECATUR

Cardri'ell, President

I OTAL P. A.1


