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DISCLAIMER

This management staff personnel policy statement provides a general description of basic
policies, benefits and procedures, as they currently exist. Booklets of this type and their purpose
are often misunderstood. To avoid any such misunderstanding, please be advised that this
statement and the benefits, policies, and procedures referred to herein, are not intended to be, and
are not a contract of employment.

The Library reserves the right to change, modify, suspend, revoke, or terminate any
employment at any time, with or without cause and with or without notice. At the same time,
employees may terminate their employment at any time and for any reason.

No Library representative may modify this policy for any employee or enter into any
agreement, written or oral, contrary to this policy.

No materials provided to applicants and employees in connection with their employment,
whether singly or combined, are to create an express or implied contract of employment for a
definite period of time, nor an express or implied contract concerning any terms or conditions of
employment.

The Library's policies and practices with respect to any matter are not to be considered as
creating any contractual obligation on the Library's part or as stating in any way that termination
will occur only for just cause. Statements of specific grounds for termination set forth in this
policy statement are examples only, not all inclusive lists, and are not intended and do not restrict
the Library's right to terminate at will.

Completion of a training period or conferral of regular employment status does not
change an employee's status as an employee at will, or in any way restrict the Library's right to
terminate such an employee or change the terms or conditions of employment.
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I. INTRODUCTION

This statement of personnel policy applies to all Library employees who are not members of the
collective bargaining unit.

The mission of the Decatur Public Library is to provide access to and promote the use of
materials that serve the informational, recreational, educational, and cultural needs of the
community. Access to information and ideas will be assured through an efficient and effectis
staff w orkmg in adequate facilities, commensurate with sound and responsible fiscal plannin

To achieve this mission, the Library employs individuals whose function is to see that librars
users receive quality service given in a friendly and courteous manner.

LU v icadd
T

Each individual accepting employment on the management staff of the Library is requ
the Management Staff Personnel Policy and accepts the responsibility of abiding by t}
regulations stated. It is neither p0551ble nor intended that this Policy shall anticipate eve atter
or problem concerning employment by the Library. The City Librarian will interpret ms in
question. The City Librarian, as the chief administrative officer of the Library, is responsible for
the executive direction of the Library.

ir
1e rules an

or liberty interest in a specific cla551ﬁcat10n or posmon.

(gt

The Library is an Equal Opportunity Employer and does not discriminate on the basis of rac
religion, national origin, sex, age, handicap, or other factor prohibited by law.

The Library may supplement its regular work force with temporary or substitute empl oyees when
necessary. Substitute and temporary employees are not eligible for paid absences. paid vacations
paid sick leave, paid holidays, participation in group insurance plans, paid personal davs. me:
increments, or participation in IMRF.

The Library requires that employees hired be either a U.S. citizen or authorized to be emplosed
in the United States. Verification of this must be a U.S. passport, a certificate of citizenship o
naturalization, a current foreign passport authorizing U.S. employment, or a resident alicn ca
containing the applicant's identification and U.S. employment authorization. If applicants 2o
have any of the above documents, they may provide instead the following combination of
documents: either a social security card or a U.S. birth certificate, and a driver's licenss
similar state identification.

I1. RECRUITMENT

Appointment to all vacant management staff positions is by the City Librarian and is bas
job de\cnptlons and requirements established by the Library Board of Trustees
will be involved in the recruitment process for management employees w nhm
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Whenever possible, all management staff vacancies will first be announced in-house.
Recruitment effort for positions not filled in-house will be local, regional, or national depending
upon the scope, responsibilities, and situation of the position to be filled.

1. TRAINING PERIOD

There is a six-month training period for all employees following employment during which there
is an evaluation of performance and the Library's need for their services. The training period
may be extended by the number of days the employee is absent from scheduled work.

Persons promoted are subject to a training period of six months in the new position. Benefits
earned by them in their previous position are maintained during this training period.

IV.  HOURS OF WORK

A. Schedules: The Library will est a’r:vl's working hours as required by work load and the
efficient management of personnel resources. A work w eek for full time employees is defined as
40 hours. A work week is defined as beginni

following Wednesday at 12:00 midnight. A pay period is two work Weeks.

The head of each division normal
work week may be so arranged as to p
Library at such hours and times as n

schedules. An individual employee's work day or
for the proper functioning of divisions and the
1ed necessary.

B. Work Shifts: Work shifts are set within each division and reflect the staffing needs of
that particular division.

} 1e Administrative Office as early
a scheduled work day.

C. Meals and Rest Periods: 1g v shift and evening shift will be at least one
half hour in length. There is no meal period on Sunday for employees working four hours or
less.

Employees are normally permitted a fifteen (15) minute rest period during each half day on duty.
Time allowed for meals or rest periods may not be accumulated for future use. It is also to be
understood that the fifteen (15) minute rest period is a privilege and not a guaranteed right.
Employees will be expected to forego the rest period if, because of personnel shortages or other

unusual conditions, Library services will be affected.

D. Compensatory Time/Overtime: "Overtime" means the time spent in the actual
performance of work ordered or authorized by the City Librarian which is in excess of 40 hours
in any work week.
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Hours worked up to 40 hours in any work week are computed at straight time. Hours worked
above 40 hours in any work week are computed at time-and-a-half and are counted as
compensatory time.

Compensatory time is strictly voluntary on the part of the employees who are not exempt under
the Fair Labor Standards Act and such employees must sign a statement that they voluntarily
accept compensatory time in lieu of overtime payment.

All employees must receive prior approval from their Division Head, or if a Division Head. from
the City Librarian, before working in excess of 40 hours in any work week.

Use of earned compensatory time off must be approved in advance by the City Librarian (or the
Division Head if the employee is not directly supervised by the City Librarian), and shall be
counted as time worked for payroll purposes and benefits calculation. The Library will not
unreasonably deny an employee's request for use of compensatory time off.

E. Flexible Schedule: With the approval of a Division Head, an employee may work 2
flexible schedule. A flexible schedule shall not interfere with normal library operations.
Employees working a flexible schedule should not work any more than 11 hours in any one dav

B, Time Sheets: Employees are required to complete a divisional time sheet indicating totz
daily hours worked and to complete it at the close of each work day. Time sheets are the
responsibility of the individual employee. The Division Head shall verify the accuracy of each
time sheet before it is submitted to the Administrative Office.

It is the responsibility of the Division Head to see that time sheets are completed accuratelv and
turned in to the Administrative Office by the date indicated on the time sheet. Failure to do s
may result in a delayed paycheck.

V. SALARIES, CLASSIFICATIONS, PROMOTIONS, AND EVALUATIONS

A. Pay Periods: Salaries for all employees are calculated on a biweekly basis. Salaries arz
paid on the Friday following the end of the two-week period for which the pay has been eame=d
Salaries are paid through a direct deposit into an employee's account at an approved bank o
credit institution.

B. Classifications: All employees are hired to fill classified positions. Each classifica:
has a detailed position description that includes work schedules and qualifications as well as
information about duties, supervision, and promotional opportunities. Position descriptions o
all classifications are appended to this policy.

. Salary Schedule: The Library management staff salary schedule is reviewed and revisec
as needed by the Board of Library Trustees. It will be reviewed at least once each fiscal -
The current salary schedule is appended to this policy.
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D. Promotions: When vacancies occur or new positions are established, current employees
will be given consideration for promotion to higher paid classifications, or transfer to equivalent
positions, if they have the necessary qualifications. Employees promoted to a higher
classification will normally begin at the entry point of the new classification and complete a six
(6) month training period in that position. Inno case will a promotion result in a decrease in
salary. Persons not satisfactorily completing their training period may be returned to the prior
classification from which they were promoted and to their prior salary if the position is vacant, or
to a similar position, if available.

An employee who is temporarily assigned to a position with a higher pay grade than that of
his/her permanent position shall be paid as if he/she had received a promotion with that higher
pay grade. To be eligible for the higher pay grade, the employee must be in the position for more
than five (5) consecutive work days.

Employees may be returned to their prior classification upon a finding by the City Librarian that
the performance of the employee is not satisfactory and acceptable or there is some substantial
shortcoming that renders continuance in that position detrimental to the effectiveness of the
Library.

E. Performance Evaluation and Salary Adjustment: On January 20, 1994, the Library Board
of Trustees approved a Salary Administration Policy for the Management Staff of the Decatur
Public Library. This policy, a copy of which is appended to this policy, deals with employee
performance evaluation, development of salary schedules, and annual salary adjustments for
employees.

VI.  HOLIDAYS

A. Days Observed: The Library observes the following days as holidays: New Year's Day,
Martin Luther King's Birthday. Lincoln's Birthday, Good Friday, Memorial Day, Independence
Day, Labor Day, Columbus Day. Thanksgiving Day, Christmas Eve, and Christmas Day.

Each year in December the Library indicates on which of the above days it will be closed. The
Library will always be closed on Easter Sunday and the Sunday between Christmas and New
Year’s Day. If the Library is not closed on an observed holiday, then employees required to work
on an authorized holiday shall be given equivalent time off on another day to be scheduled at the
convenience of the employee and his/her division. Part-time employees working a minimum of
20 hours a week will be given four (4) hours off on another day if they are required to work on an
authorized holiday. Full-time employees who work on December 24th shall work only 6 1/2
hours but shall be paid for eight hours of work.

When an authorized holiday falls on a Sunday, the Library will be closed and the following
Monday shall be observed as the holiday. To be eligible for holiday pay, an employee must work
his/her last scheduled work day before the holiday and his/her first scheduled work day after the
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holiday, or be on sick leave, bereavement leave, personal holiday leave, or vacation on the
holiday.

B. Special Holidays: Additional holidays declared upon special occasions by the President
of the United States, the Governor of Illinois, or the Mayor of Decatur may be granted to
employees from time to time, but only with the approval of the Library Board of Trustees.

C. Religious Holidays: Religious holidays may be taken as annual vacation leave, personzl

holiday leave, leave without pay, or at the discretion of the Division Head or City Librarian. be
scheduled as time off to be made up later.

D. Personal Holidays: Full-time employees are entitled to sixteen hours personal hol ::1j
leave per fiscal year. Part-time employees are entitled to eight (8) hours personal holiday leave
per fiscal year. This leave may be taken in increments of one hour or more. All personal holiday
leave must be approved in advance by the employee's immediate supervisor (except in an
emergency situation), and is contingent upon adequate staffing.

New full-time employees who are employed between May 1 and October 31 are enml dto 16
hours of personal holiday leave that fiscal year; those employed between November 1 and April
30 receive 8 hours personal holiday leave for that fiscal year. New part-time employees w E:: are
employed between May 1 and October 31 are entitled to 8 hours of personal holiday leave that
fiscal year; those empIO} ed between November 1 and April 30 receive 4 hours of persona

holiday leave for that fiscal year.

Holiday leave may accumulate up to a maximum of 40 hours and may carry over from one fisczal
year to another.

VII. VACATION LEAVE

Paid vacation leave is earned by all full-time employees and by part-time employees who ©
minimum of 20 hours per week. Vacation leave is governed by the following regulations

A, Initial Eligibility: Initial eligibility of employees for paid vacation shall be attendan: v
completion of twelve months of employment.

B. Vacation Rates: Vacation leave is earned as follows:
1. Graduate (master degree) librarians - 25 working days of vacation leave each vez
2, Other employees - 10 working days of vacation leave each year during ‘.Z:f first

seven years of em[;lgloyment 15 working days of vacation leave each ;, ring
the 8" through 14" years of employment. 20 working days of vacation leave in
the 15" through the 19® years of employment. 25 working days of vz ii n leave
each year during the 20" and subsequent years of employment.
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C. Vacation Leave Accrual: Vacation time is credited annually to the employee at his/her
anniversary date of employment. Part-time employees earn one-half of the vacation time earned
by full-time staff.

D. Accumulation of Vacation Leave: A maximum of five days of vacation leave may be
carried over from one anniversary year to the next. Written permission from the City Librarian is
required to carry over more than five days of vacation leave.

E. Holidays: If a holiday observed by the Library falls within an employee's vacation leave
period, that day off will be charged to holiday time rather than vacation time.

F. Scheduling of Vacations: The scheduling of vacations is subject to the approval of the
City Librarian. Requests for vacation should be submitted as far in advance as possible and will
be accommodated if practical and consistent with the good operation of the Library. Vacation
leave may be scheduled in increments of one-half hour or more.

If, during vacation leave, an emplm ee becomes ill or suffers the death of an immediate member
of his/her family, the ap nopu ate portion of the vacation leave may be changed to sick or
bereavement leave.

G. Payment for Vacation Leave: Employees will not be paid in lieu of vacation leave,

except that terminating or retiring ;mvio}‘ees will be pald in lieu of accrued vacation leave and in
the event of the death of an employee, said employee's estate will receive payment for accrued
vacation leave earned.

VIII. SICK LEAVE

The purpose of sick leaw ?5 to provide protection for employees when they are ill or an
s i1, All full-tin rloyees and all part-time employees who
Immediate member of the family is
and sisters, and any person domiciled
1 with five da}'s of sick leave on their

in the employee s home.
date of hire.

. i hours per month to a
ick leave accrual for part-time employees is
: ‘e accrues during unpaid leaves of

A. Rate for Emplovees: Sick leave accru
maximum of 240 days for full-time employee
four hours per month to a maximum of 240 days. No s
absence.

B. Accumulation of Sick Leave: Sick leave may be accumulated up to 240 days. Upon
retirement from the Library, an employee shall be allowed to use accumulated sick leave days up
to 240 days for credit in the Illinois Municipal Retirement Fund so long as the 1llinois Municipal
Retirement Fund allows such accumulation for credit.
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An employee who has accumulated 100 sick leave days as of May 1 shall be granted one

additional personal holiday per fiscal year. At no time is any employee paid for accumulated sick

leave time. Sick leave time may not anticipate the accrual of sick leave credits.

C. Use of Sick Leave: Payment of sick leave will be contingent upon notification of illness

or injury to the Administrative Office. An employee who is not going to report for work must
notify the Administrative Office as early as possible, but no later than one hour after the
beginning of a scheduled work shift.

If an employee exhausts his/her sick leave credits and is still unable to perform his/her duties.

he/she may apply for a leave of absence from duty for a period of up to six months. The granting

of such leave shall be contingent upon the availability to the Library of alternate means to
accomplish satisfactorily said employee's duties during such leave of absence. In the absenc
such leave or upon the expiration of leave so granted, if an employee is unable to resume &
duties, he/she shall be considered to have resigned from the Library.

D. Verification: The City Librarian may require verification for any sick leave day taken

IX. SPECIAL LEAVES OF ABSENCE

A. Bereavement: Paid leave of absence will be granted in the event of a death in the
employee's immediate family. This leave, dependent upon funeral arrangements and trave!
requirements, shall not exceed four days. Imiediate family for bereavement leave includes

spouse, children, spouse of children, parents of the employee or his spouse, brothers and sisters

of the employee and of his spouse, grandchildren and grandparents of the employee. brother-in-

law and sister-in-law of the employee, and any relation of the employee or of his spouse
domiciled with the employee.

B. Jury Duty: Employees who are called for jury duty shall be given time off from wort
perform this duty. During absences for jury duty, employees will continue to be paid as it
present and working, provided they return to work as scheduled when excused for the dav &
court. Paid absence is contingent upon the employee providing a copy of the summons o the
Library Office Manager. When an employee is required to serve under subpoena as a wiinzss
a court proceeding, except when the subpoena is related to Library business, personal da: s,

compensatory time, or vacation time must be used.

C. Military Service: Leave without pay will be granted for military service in accordancs
with current Federal and Illinois laws.

D, Special Leaves of Absence: Employees may request from the City Librarian a speciz
leave of absence without pay for good cause shown. A special leave of absence may not ==
six months. A partial list is as follows but it is not considered as being exclusive nor exhiz
all possible causes:
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la Study
2. Travel
3 Protracted illness in employee's family when employee is responsible for the care
of the family member.
4, Parental child care not covered by VIIL.

Such leaves of absence shall be subject to other variables such as:

1. Number of employees already on leaves of absence
2. Previous leaves of absence of the particular employee
3. Operational needs of the Library

Depending upon the length of the leave of absence, employees must give reasonable advance
notice to the Library of intent to return from leave if more than two weeks earlier than initial
specified date for end of leave.

During the leave of absence, employees may not be gainfully employed without written
permission from the City Librarian. The Library will make every effort to hold positions
available for individuals but will only guarantee a similar management level position.

Employees on unpaid leaves of absence are not eligible for paid absences, paid sick leave, paid
vacation, paid holidays, or paid person al days. Additionally, they do not accrue sick leave or
vacation leave in any month in which t hey do not work at least 20 calendar days.

E. Family Leave: The Library will comply with the Family Medical Leave Act.
F. Emergency Leaves: If a serious emergency arises with r

pect to the spouse or children
yee, this employee will be

or a member of the nnmcdl.m fan 0
1€ emergency continues be\ ond
" th

allowed to leave his/her duties whil
the day on which if first occurred. ar
to return to work on his/her next scheduled work das g
leave, vacation leave, compensatory time, or leave without pa\'.

3 La\ e ma} be taken as sick

G, Weather Leaves/Building Emergency: If the Library is closed due to severe weather or a
building emergency, employees will be paid for the time they were scheduled to work during the
period of closure. Closing the Library will be the decision of the City Librarian. If the City
Librarian is unavailable, then the Librarian-in-Charge will make the decision.

X. INSURANCE, WORKER'S COMPENSATION AND OTHER MATTERS

A. FICA and IMRF: The Library participates in the Federal Insurance Contributions Act
(FICA), commonly known as Social Security Insurance. Participation is required of all
employees, and payroll deductions are automatically made in accordance with current provisions
of FICA. The Library also participates in the Illinois Municipal Retirement Fund (IMRF)
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program that covers more than 2,000 municipalities and 112,000 municipal employees.
Coverage is compulsory for all employees who are under 70 years of age at the time of
employment and who are hired for a position normally requiring performance of duty for 1200
hours or more per year. Contributions are withheld from each payroll. Booklets describing the
IMRF program are available from the Administrative Office.

B. ICMA Deferred Compensation: Employees are eligible to participate in a deferred
compensation plan administered by the ICMA (International City Management Association)
Retirement Corporation. Under this plan, employees may defer a portion of their salary into a
wide range of investment options. The Library makes no contribution to any employee's ICN A
plan.

C. Group Insurance Plan: The Library participates in the City of Decatur's group medical.
hospitalization, dental, and life insurance plans. The Library pays 100% of the health insurance
premiums for full-time employees and 85% of the optional dependent coverage health insurance
premiums. Dental insurance is available only if the employee pays the premium. Insurance is
not available for part-time employees.

If an employee has exhausted his/her paid sick leave credits and has been granted a leave of
absence from duty because of illness or injury, his/her group medical, hospitalization. and lifz
insurance shall remain in effect for up to six months of leave, with the premium to be paid by ths
Library. If such illness or injury is certified by the employee's physician to be of a terminal
nature and if said employee has retired under the disability provisions of the Illinois Municipz!
Retirement Fund, his/her group life insurance policy shall remain in effect for up to twelve
months. If, by reason of policy of the City of Decatur, the group medical, hospitalization. or i1z
insurance coverage of such employee must be converted to individual coverage at a time prior
the time provided herein, the Library will assume the cost of coverage for the converted policy of
this employee.

Upon retirement, or leaving the Library's employment, individuals shall be given the opporiuni=
to continue to participate in the Library's Group Health Insurance Plan at their expense. as per
federal law and regulations. Employees shall be given notice of their right to continue in the
Group Health Insurance Plan.

D. Worker's Compensation: The Library shall provide worker's compensation in accordance
with state law for all employees. The Library will pay the employee's regular salary for the firs:
three days of any on-the-job illness, injury, or disability that is not paid by worker's

compensation.

E. Sexual Harassment: The Library reaffirms the principle that its employees have 2 right
be free from sexual harassment by any other employee. The Library's Sexual Harassment |
is attached to this personnel policy.

[

F. Retirement Age: The Library has no mandatory retirement age.




Decatur Public Library
Management Staff Personnel Policy

Page 11

G. Outside Employment: Full-time employees are not to engage in outside work that might

interfere with their regular library duties or physically affect the performance of those duties.

H. Discipline. Suspension. and Dismissal:

1.

Discharge or suspension of employees in the classified Civil Service shall be in
accordance with the Civil Service laws of the State of Illinois and the rules and
procedures established by the Civil Service Commission of the City of Decatur.

An employee who is discharged or suspended for more than (30) days may request
a hearing before the Library Board of Trustees. The procedure for such request
and hearing shall be as hereinafter set out.

The request for hearing must be submitted in writing to the City Librarian
and the Chairman of the Personnel, Policy, and Public Relations
Committee within three (3) working days from the time the individual is
notified of the discharge or suspension.

Within ten (10) working days of the request for hearing, the Library Board
of Trustees. or a committee designated by the Board (such committee to
consist of not less than three Board members), shall convene and inquire
into the facts and circumstances of the discharge or suspension. The
hearing shall be informal and the Board or Committee may establish the
procedure to be followed for each hearing as in its judgment it deems
appropriate. The individual may have the assistance of counsel.

Within two (2) weeks from the time the hearing is completed, the Board or
the Committee, as the case may be, shall uphold, reverse, or modify the
discharge or suspension.

If an order of suspension is reversed or modified, the individual shall
return to work on his/her next scheduled day of work or at the completion
of his/her modified period of suspension, as the case may be, and shall be
compensated for any loss in pay resulting from loss of work time over and
beyond any period of suspension authorized by the Board or Committee.

If an order for discharge is reversed, the individual shall be reinstated into
his/her former position and shall receive compensation equivalent to pay
lost as a result of the discharge that has been reversed.

Upon grounds connected with ar reflecting upon the public service, the proper
disc}za;ge of his’her duties, or for other good reasons affecting the efficient
operation of the Library, an employee may be administratively disciplined by an
oral reprimand, a written reprimand, or suspensi
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L. Grievance Procedure: An employee with a grievance regarding conditions of
employment or supervision shall proceed in accordance with the following provisions:

1. The employee shall communicate the grievance to his/her Division Head or other
immediate supervisor.

2. If the grievance is not resolved, the employee may seek and shall receive a hearing
of this grievance at successively higher levels of administrative authority up to
and including the City Librarian.

3. If the grievance has not been satisfactorily resolved within the chain of
administrative authority, an employee may seek and shall be granted a hearing
before the Personnel, Policy, and Public Relations Committee of the Library
Board of Trustees. The action taken on any grievance by the Personnel, Policy
and Public Relations Committee of the Library Board of Trustees shall be final.

4. 1f a grievance alleges misconduct or bias on the part of another staff member. such
staff member shall be present at all hearings of the grievance.

¥ Nepotism: Relatives of the Library Board of Trustees will not be employed, full or part-
time. Such relatives are defined to be the spouse or children of the Trustee.

The Library may employ members of the same immediate family or the corresponding
relationship by marriage but not where one would be in the position of supervising the other.
Members of the same immediate family are defined as any of the following: spouse, parent.
child, sister, brother, grandparent, grandchild, aunt, uncle, or cousin, or the corresponding
relationship by marriage.

K. Tuition Reimbursement: The Library will reimburse the cost of tuition and fees for
courses directly related to an employee's job, and will reimburse one-half of the tuition and fees
cost for any course indirectly related to an employee's job, up to $850 per fiscal year for each
full-time employee, and up to $425 per fiscal year for each part-time employee, provided the
course is completed successfully.

1. In all cases a grade of "C" or higher will represent successful completion of the
course.

2. There will be no reimbursement for books, supplies, or other expenses.

3. Reimbursement applies only to courses offered for college credit.

4. In order to receive tuition and fees reimbursement, the employee must submit

and have approved by the City Librarian a "Request for Tuition Reimbursemen:
form prior to the commencement of the course.
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L. Personnel Files: The Library shall maintain one official personnel file for each employee.
Upon twenty-four (24) hours notice, the employee and/or his/her authorized representative shall
have the right to review his/her file during the Library's working hours. If the review occurs
during the employee's working hours, it shall be limited to one hour. Upon request, the Library
will reproduce one (1) copy of any material in the personnel file and the employee shall pay five
(5) cents per page for such copying.

M. Polygraph Exams: No employee will be required to take a polygraph exam.

N. Service Recognition: Service recognition will be paid annually to each permanent
employee as of such emplo\'ee': anniversary date. For full-time employees service recognition
pay shall be five dollars ($5.0 Ior each year of service commencmg with the completion of
three years. Beginning on the l ‘anniversary, the amount of service recognition for each year of
service is ten dollars ($10.00). Beginning on the 15" anniversary, the amount of se1v1ce
recognition for each year of service is fifteen dollars ($13 OO) Beginning on the 20" anniversary,
the amoun‘[ of service recognition for each year of service is twenty dollars ($20 00). Beginning
on the 25" anniv ersary, the amount of service recognition for each year of service is forty dollars
($40.00). Permanent part-time employees will earn one-half of the amounts of service
recognition listed above.

O. Civic Donation: Employees may be given leave by the City Librarian to donate blood or
to engage in comparable public health, civic, or charitable work during work hours, but no more
than one request per month from the same employee will be honored.

P. Exit Interview: The City of Decatur Human Resources Division will conduct an exit
interview for all Library employees leaving employment with the Decatur Public Library. The
City Librarian will review results of the interview.

Q. Employee Suggestions: Employees are encouraged to submit suggestions on
improvements in working Lundmon: terms of employment, library procedures, library
regulations, library safetv, and other areas of interest and/or concern to the City Librarian,

R. Physical Exams: The Library will reimburse up to $100 per employee per fiscal vear
toward the cost of a physical examination and related tests. The employee must submit an
invoice or insurance statement to the Office Manager for processing.




Finance and Properties Committee
April 2, 2002

M. Cocagne called the meeting to order at 4:30 p.m. Members present: Mr. Cocagne, Pat
Greanias, Phil Wise, and Mark Gibson. Absent: Eugene King. Staff present: Linda Humphreys
and Lee Ann Fisher.

Lease space: Future plans for the lease space were discussed.

Bills and payroll for March 2002: The bills were reviewed and will be recommended for
approval.

Sale of old bookmobile tractor/trailer: Ms. Fisher reported that Ms. Anderson and Mr. Harris are
preparing an ad to sell the old bookmobile. There are two local parties that might be interested.

Fiscal year end status: The financial status of the library was discussed. The trust funds were
also discussed. Mr. Cocagne requested a summary of the funds.

Discussion of Anthology Booksellers. Inc.: The tenant at Anthology Booksellers, Inc. has
vacated the premises and filed bankruptcy. Ms. Fisher will attend the bankruptcy hearing on
April 16. The electrical service will be finalized so that a final certificate of occupancy can be
issued.

There was no other business. The meeting was adjourned at 5:50 p.m.

Respectfully submitted,

Lee Ann Fisher, City Librarian
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issued.

There was no other business. The meeting was adjourned at 5:50 p.m.

Respectfully submitted,

Lee Ann Fisher, City Librarian



MEMO

To: Library Board of Trustees
From: Linda Humphreys
Subject: Library Trusts

Date: April 11, 2002

You asked for detailed information about the library trusts.

Maude Ellen Bridges Endowment Fund: Ms. Bridges, a retired Decatur teacher, died in 1973.
The last of her surviving income beneficiaries died in 1976. Since then, the library has received
annually one-fourth of the net income from the Bridges trust, which is held by the First National
Bank of Decatur. That income must be spent for books and supplies for the children’s
department. The balance on 3/31/02 was $

Peter & Ellen Cantoni Library Fund: Dr. Peter Cantoni, a Decatur optometrist, died in 1981 and
his wife Ellen died in 1982. Her will specifies that the income from the original bequest of
$82,969.25 be used specifically for purchasing books for the library. The fund balance on
3/31/02 was $120,097.96. leaving $37.128.71 available for book purchases.

Margaret Meyer Trust: Miss Meyer was the Adult Services Librarian at DPL from 1967 through
her retirement in 1976. She died September 1. 2000. The Library Board of Trustees has control
of the entire trust of $259.177.17 and income it generates, with the restriction that the money be
spent for the acquisition and maintenance of materials pertaining to the local history of the city of
Decatur and the surrounding area. The fund balance on 3/31/02 was $
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&— Chapter X System and ILLINET Membership =
Responsibilities

Through the regional multitype library systems of Illinois, public, academic, school, and
special libraries are able to offer their patrons additional services and access to larger
collections than they could individually. These self-governing, cooperative systems and
their member libraries together with the Research and Reference Centers and designated
Resource Centers make up ILLINET. Any library that is a member of a system is
automatically a member of ILLINET. The dual purpose of this statewide network is to
facilitate the sharing of library information and materials and to provide services that
cannot be provided locally.

The systems are funded by the state of Illinois and are governed by local libraries through
area-library representatives. Local library involvement is essential to the success of Illinois
library systems.

Applicable Core Standards
Core 19, The library is a member of an Illinois multitype library system and
participates in resource sharing through interlibrary loan and

reciprocal borrowing.
Core 21, The library provides access to ILLINET Online.

Core 22,

v participates in the Standards for the Services of Illinois
ltitype Systems by fulfilling the member library responsibilities.

Supplemental Standards

1. Library board members, administrators, and staff volunteer for system advisory
councils and committ :nd, whenever possible, for system governing boards.
Representatives who accept the responsibility of system board membership are

willing to represent the interests of both their own libraries and their expanded

constituencies,

2. As members of r
their resources and
reference as
local arrangements.

A0}

3. All public libraries share with

supported public library servi

4.  Library boards and staffs are
including such standard as interlibrary loan, delivery, reference backup, and
maintenance of multilibrary online catalogs.

5 Systems serve libraries serve their individual users. System services

library service.
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The Illinois State Library Satellite Teleconference Series Presents...

Trustee Spring Tune-up

Saturday, April 27, 2002 10:00 am to 12:00 noon CT
1S JNE © S o K © JE o IS o JEE © JEE © N © JHE © JUK o S o JEE o JE o JE o JE o

Join us on Saturday, April 27, 2002 from 10:00 a.m. to 12:00 noon, CST, for this
FREE satellite teleconference.

& Jerry Dempsey and Janet Petsche, from Klein Thorpe & Jenkins LTD.
review tThe impact of recent changes to the Open Meeting Act.

A panel discussion on preparing for and conducting a productive
successful board meeting featuring:

Susan Lucco, Director of the Lewis & Clark Library System

Chad Raymond, Director of the Northbrook Public Library

John LeComte and Janis Jones from the Savanna Public Library Board

0 Y

L

Non-resident card update:
* Mike Ragen Deputy Director, Illinois State Library

You will have the chance to call in and ask your questions during the
broadcast.

REGISTER NOW!
This program will be offered via Webcast and satellite transmission.
See reverse side for registration form and further information.

Brought to you by the Illinois State Library
JESSE WHITE, Secretary of State and State Librarian



Saturday, April 27, 2002 10:00 am to 12:00 noon CST

Trustee Training

SASE PRINT: O Mr. O Mrs. O Ms.
O Board President O Vice-President O Treasurer O Secretary O Trustee O Other
Institution:
Phone: FAX:
E-MAIL:

(provide e-mail address AND/OR fax number. Confirmation to attend and Webcast address will be sent via e-mail when provided)

In order to view the program via the Web, you must have Real Player 8 installed on
your PC. Please check here if you would like to view the Webcast [
PLEASE SELECT ONE LOCATION ONLY

If technical problems occur, attendees will be able to view the program on videotape or archived
Webcast at a later date.

O Alliance Library System-Bloomington O Alliance Library System-Galesburg
O Alliance Library System-Pekin O Alliance Library System-Quincy

DuPage Library System-Geneva O Heritage Trail Library System-Shorewood
O Illinois State Library-Springfield O Illinois Valley Community College-Oglesby
O Kishwaukee College-Malta O Lewis & Clark Library System-Edwardsville
O Lincoln Trail Libraries System-Champaign O North Suburban Library System-Wheeling
O Northern Illinois Library System-Rockford O Olivet Nazarene University-Bourbonnais
O River Bend Library System-Coal Valley O Rolling Prairie Library System-Decatur
O Shawnee Library System-Carterville O Shelbyville Public Library-Shelbyville

O Suburban Library System-Burr Ridge

If you require any special accommodations, please call the number listed below.
Any institution capable of receiving a KU band broadcast may downlink this FREE program.
DEADLINE FOR REGISTRATION: WEDNESDAY, APRIL 24, 2002

(Late registrations may not receive confirmation)

FAX COMPLETED FORM TO: 217-782-1877

OR REGISTER BY PHONE OR REGISTER BY MAIL OR REGISTER BY E-MAIL
217-782-7848 OR Jill Heffernan Jheffernan@ilsos.net
-800-665-5576 ext. 1 Illinois State Library

300 South Second Street
Springfield, Illinois 62701-1796



