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DISCLAl]\1ER

1'his rnanagenlent stalf personnel policr statement provides a general description of basic
policies, benefits and procedures. as thev currently exist. llooklets of this type and tlieir purpose
are o11eu misunderstood. To ar oid &nr 5uLh nrisunderstanding, please be advised that this
statement ancl the benel'rts. policies. and procedures referred to herein, are not intended to be, and
are not a contract ol emplor nrent.

l'he Librar)'reserves the right to change, modify, suspend, revoke, or terminate any
employuent at an1,tirne, ri.ith or u ithoLrt cause and rvith or withor-rt notice. At the same time.
employees maY tennitrate their emplornrent at any tirne and fol any reason.

No I-ibrarl' rellresentatit e tuar nrodilj' this policy for any employee or enter into any
agreement, written or oral. contran'to this polict',

No materials pror ided to applicants and employees in connection with their employnrenl.
rvhether singly or combined. are to create an express or inrplied contract of emplol,ntent for a
dellnite period of tinre. l.ior alt exprress or irnplied contract concerning any tenns or conditions of
ernploynrent.

'fhe Librarl.'s policies and practices rvith respect to any rnatter are not to be consiclered as

creating any contractual obligation on the Library's part or as stating in any rvay that tennination
will occur only lbr just cause. Statenrents of specific grounds for termination set forth in this
policy statetnent are exatttples onlr'. not all inclusive lists, ancl are not intended and do not restrict
the Library's riglrt to terrlinate at ui11.

Cornpietion of a training perioclor conferral of regular emplol,ment statLrs dLres not
change an enrplol'ee's statLrs as an empioyee at rvill, or in any u,ay restrict the LiL.,rarr s rislrt ttr
tertninate such an eurplor ee or cltange the terms or conditions o1'emplovment.
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I. INTRODUCTION

This staternent of personnel policl'applies to all Library enrployees who are not ntetnL.,ers ,,, i.,:
collective bargaining unit.

'l'he mission o1'the Decattir PLrblic Liblarl-is to provide access to and promote the use c,i

materials that serre tire infornrational. recreational, educational, and culturalneeds of t1::
commuuitr'. Access to inlonratiou and ideas wili be assured through an ellicient and e-r.- .
staffu'orking in adequate {acilities. conlnrerlsulate with souncl and responsible llscal f i,r:r::.: :

To acltieve this nrission. the LtL.tarv enrplovs individuals rvhose lunction is to see thr.t 1r-, -.
tusers receive quaiitl'sen'ice ciren in a flienclly and courteous lllalmer.

Each inclil'iclLral accepting einl-,1ovutetll rrn the nranageruent stalf of the Librarv is r.'.1 rr.
theManagerlentStalTPersoutrel Polictandacceptstherespousibilityofabiclingl.r tir::. .,.,
regulations stated. It is neither pcrssible nor intended that lhis Policy shall anticipat. :' :r" r i '-

orproblemconcerningernpltiltnentLx'tlieLibrary'. TheClityLibrarianrvillinterl.r.i:r.:::
c|:estion. 'l-he City Librarian. as tlte chief achninistrative officer of tlie Libran,. is Le.:.-..: :
tlte execLrtii,e direction of tlie LiL.ran'.

T1rePersotrrielPolicyoft1reLibrarr'cioestrotgir,'eanyetlrplclyeeorpotentialettl|].liec..:.'.:
or liberty interest in a specific ciassillcation or position.

The Library is an Equal Opportunitl Ernplol'er ancl does uot discriminate on tlie t r..s . - ' - -

religiou, national origin, sex. age. hanclicapr. or other lactor prohibited by lan..

'fhe Library ulay supplement its regular u,ork force with ternlrorary or substitute eiir':- - .'., -

ltecessary. Substitute and ternporary enrployees are not eligible tbr paid absences. !'r - ,

paid sick leave, paid holida1,'s, participation in group insurauce plans. paid perst n:1 :.,- , ,

iucrernents, or participation in lN1Rl;.

TlteI-ibrarvrequiresthaterrrp1o1,ees1riredbeeit1reraU'S.citizetroratttlrorizedto,r::l
in the United States. Verification ofthis umst be a tJ.S. passport, a certificate ol ri. - -

ttaturalization, a cunent foreign passport authorizing U.S. ernployntent. or a resider. :- :
containittg the applicant's identillcatiou and U.S. ernploynrent authorization. lf rl'l'
ha'r'e any of the above docutuettts. the\. rnay provide instead the ftrliori ing cc,ntl.it.,..,
doctitnents: either a social seourity card or a U.S. birth certificate. anL] a clriver s li"-: ,.
sinrilar state identiflcation.

il. IlEctttrt't flttrN1'

\p--,pr,intment to all vacant nlauagernent stafTpositions is by the Citv LiL,rari:ln.r.,- ..
rr,b.icsctiptions ancl requireurents establishecl trl,lil. Libran'Board ol l'rr-rs'.:es - .

'.' ili l..e inr olr.ed in the recruittnent process lbr uranagernerrt enrpltrr ee-s u ithil .. . . -
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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.

III. TRAINING PERIOD

There is a six-month iraining period for ali employees following employrnent during which there
is an evaluation of performance and the Library's need for their services. The training period
rnay be extended by the nutnber of da,vs the employee is absent fiom scheduled work.

Persons promoted are subject to a training period of six months in the new position. Benefits
earued by them in their pre\;ious position are maintained during this training period.

IV. HOURS OF WORK

A. Schedules: The Library qill estabiish rvorking hours as required by work load and the
effrcient lnanagement of personnel resources. A r.vork week for full-tirne employees is defined as
40 hours. A work week is det-ined as besinning on Thursday at 12:01 a.m. and ending the
following Wednesday at ll:00 midnight. A pa)'period is two work weeks.

The head of each division nomralll arranges schedules. An individual employee's work day or
work week rnay be so arranged as to prolide for tl're proper functioning of divisions and the
Library at such hoLrrs and times as ma\-be deerned necessary.

B. Work Shifts: \\Iork shifts are set rvithin each division and reflect the staffing needs of
tliat particular division.

An employee who is not goine to report tbr ri ork nrust noti{1. the Adrninistrative Office as early
as possible, but no later ihan one hour atr:er the besinnins of a scheduled rvork day.

C. Meals and Rest Periods: Litnch dr"rring a ,lar shift and evening shift rvill be at least one
half hour in length. There is no meal period on Sundav ior emplo,v-ees rvorking four hours or
less.

Ernployees are normally pennitted a fifteen (15 ) minute rest period during each half day on duty.
Time allowed for meals or rest periods mal'not be accumulated for future use. It is also to be
understood that the fifteen (15) rninute rest period is a privilege and not a guaranteed right.
Employees will be expected to forego ihe rest period if, because of personnel shortages or other
unusual conditions, Library senices *'ill be affected.

D. Compensatory Timelovertirne: "Overtime" means the time spent in the actual
performance of rvork ordered or autirorized by the City Librarian which is in excess of 40 hours
in any work week.



Decatur Public Library
Management Staff Personnel Policy
Page 4

. llourslvorkecl upto40hoursi;ranyrvorkweekarecompr(edatstraighttirne. I{oursrlorkecl
above 40 hor-rrs in any u'ork n,eek are conrl;uted at time-ancl-a-half and are counted as

compensatory tirne.

Corupensatorl,tinre is strictlv r'olLurtarr-on the part of Lhe enrployees rvho are not exenrpt tir.ler
the Fair Labor Stanclards Act aud such ernplo)/ees nllrst sign a statement that the1,t'oluntaLil'
accept compensaton tinre in lieu of overtirne payment.

All emplovees lnLrst receive prior appr oval fi'orl their l)ivision I Iead, or if a Div ision i lea,-1. r: : '

the Citl'Libralian. before uorkine in excess of 40 hours in any rvork r,veek.

Use of eartred cr-rnrperlsatr)r-1 tinie o1f nrust lre approverl in advance by the Citv Lilrralian ,, : :
Division Head if the ernploree is not directlr supen,ised by the City Librarian). and shalL -.
counted as titne rtorketl lbt partoll purposes ancl benellts calculation. The Librarl ni11 n .

tunreasonablv denv an enrprlor ee 's reqr-lesl lor use of contpetrsatory time ofl.

E. Flexible Schedule: \\'ith the ap,.plor al cif a Dii ision I{ead. an ernplol-ee nla\ \\ u''.
flexible schedLrle. r\ 1'lexil',le schedLrle shall not interfere u,ith nolnal library oirerRli(-)nl
Iltnployees rvorking a flexible schedLrle sIiould not u'ork any ulore than l l hours in rnr ,'].: .''

F. TimeSireets: Etnpkneesa1erequireci toconrpleteaclivisional tiruesheetintlrc--. -
claily houls rvorkecl anclto conrplete it at the close clf each u'orl< day. Tinre -sheets are ih:'
responsibility of the inclividual enrpic,r'ee . -lhe Dirision Flead shall verifl,the accLrra.-i 1

time sheet belbre it is subutittecl to tite .\rlurinislratir,e Oflce,

Itistireresponsibilit-voftheDirisionIieadtoseetirattimesheetsareconrpletedaccir.:. -

lurttecl ir-r to the Aclministratire Ollce br the date indicatecl otr the time sheet. FarlLii: . l

tnay result in a delayecl pal,cligcp.

Y. SALAlttIlS, CLASSIFICI.\TIONS, PIIOI\I0'I'IONS, AND EVALL-.\-I lt)\r

A. &y fedgdl: Salaries lor all entplovees are calculal.ecl on a birveekly L.,asis S-'. :: :

paicl on the Friday lollolving the encl of the trvo-weel< period for r.vhich lhe pay hrs '':: -' -

Salariesarepaidtlrror.rghadirectdepositintoanenrployee'saccountatanapplt,\r'.r -.

creclit itrstitution.

B. Aarsjlgaliqls: All ernplol'ees are hired to fill cltissifled positions. Each :.,,,, ',
has a detailed position description that includes work schedules ancl qualiliCalirrn> :, i :

inlorniation about duties, supervisiorr. anci promotional opportunities. Position t1::, ' l

all classifications ar:e appended to this polic),.

C. Salary Schedule: 'l'he LibLary nlanagenlelrt stalf salary schedule is revi:"., - , - ,

as neecled b1'the Board of Library l'rustecs. Itlvill belevien'ecl at least ouce er-i. . .,- ,

Tlie cr,rlreut salan- scheclule is appenclecl to this polic,v.
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D. PI'otnotions: \\/hetr t,acancies occLlr or i.re\\'positions are establishecl, current ernployees
rvill be gi','etr consideriitiou lbr prollrotiou ro higher paid classilications, or transler to eqirivalent
positiotts, il'they have the necessar\.qLLalilrcatrons. Iirnployees promoted to a higher
classillcation u'ill trortnalll.begin al the enin'point of the ner,v classification ancl compiete a six
(6) rnoltth trainirtg period in that pirsititrn. In no case r,vill a prontotion result in a deciease i1
szilary. Persous nol satistactonlr conriri;tinu tireir training period rnay be returnecl lo the prior
classilicatiotth'orttnliiuhther trrre plLrr)lotedandtolheirpriorsalaryifthepositionisvicant.or
to a sirr-rilar posiliotr. il ar ailablc.

An emplol'ee u'ho is tentltolarilr 3551.n".i to a position tvith a higher pay grade tltan that o1.
his/herperuratrerttpositi,-rnsh:r1l 'i.eir:ri.1 as jfhe'shehadreceivedaprourotionu,iththathigher
pay grade. fo be cligible i.u the I'jlii:i p3r q1'3.1... the employee rnust be in tlie position lor rnore
than flve (5) consecritire nork d.,is

Fnrployees tnal'be t.e1urr.i..l tLr tlrcn':'rirrl classiilcatiotr upon a finding bythe Citl,Librarial t[at
the perfbrmattce olt1i.'ett',1'li,'.ee i. r. t satisiactorl'ancl acceptable o1ttr".. is sone sgbstastial
shortcotnitrg lhat renders cirntinr,r,rn.e rir ihat posilion cleirirnental to the efl'ectiveuess ol'the
[-ibra11..

E. Per(brtrtattce i-t 11li,,ii.l u.i >rl.irr .\tliustruent: On January 20,1994, the Libr.arl,Boarcl
of Trustees applored a Silir'. .\.Lr,i;:islralion Polici.,lor the lvlanagement Staff ol'the Deiatur
Public I-ibrary. 1'ltis p.,iic.'. i'. r-r.i". it'r,,;,re ir is appenclcd to this policy, deals ri,ith emplovee
pct'lbrntatrce evalrta1i.,n..i"rr'lr,l'it.ir,t ti saliitr schedules, ancl annlal salary acljLrstrnerits ior
ctrrplol ces.

VT. HOI,TDA\-S

A. Da)'s Obscneel: ll,: I ir-'r.:.-' i:s:tres the lbllorving days as holiclays: Neu,Year.'s Da\..
It'lartin l-uther Kings Ilirtir.r.r.'. i-r:r"..irs Birthdal'. Goocll;iiday, Ivlemoriaf Day.6depen,lerci
Day, Labor l)a1'. ColLrntr',is I)-,,. T1t--,nksui.,ine Da1,. Christrnas [lve, iind Christmas Day,.

l-ach 1'gill iu Decemlrer tlre L1.'r.,i''. rn.lieates on rvhich of the above clays it rvill be closecl. Tlre
Librarl' rvill aluars be cl. --c.1 -';r IrasteL Sturclal'ancl tlie Sunclay betu,een Christuras ancl Neii
)teAr's Day. If the Libi.u', is :,rt e loseJ on an observecl holiclay, ihen enrplol,ees lequirerl to urrrk
oll all authorizcd ittrliJlr si,.tii 'ii _tr',en eclLrivalent time olf on another ciay to be scliedLtled at the
cottveuiettce of the elll]r1rr\e3 .rtltl itis her tlivision. Part-tirne entplol,ees lvorkins a ltiliuLrp1 p1'

20 hours a rveek uill L.e gi.,:n 1.rLrr (irhours off on another ilal,if thel,are requiicd to nork crn arl
atrlhorizeclholiclar. fti1l-trrr:c.nlllr)\'eesu,irorvorlionDecember24thshall riorkonlr,6l l
hours but shall be ltaiJ li,l' ;i:iri hours of rvork.

\\ritcn an authorizeci lt.,ii.l.ii irrLls on a Sunclay, the Library u.i11 be closed and tlie lbllouing
Mondal' shall be trLrscrr r.1 .rs thc holitlay. 'l'o be eligible for holiclat,ila)'. arl enrplol'ee nu-rit u,ork
liis/lrer Iast sche,-iLt1c.i i',,-rrk.i;', l',eiore tire fuoliclay oilr'1 lrir,,lr.r'llrst scfueciulec11brk'clay alier the
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holiday, clr be on sick lear.'e, bereavenrent ieave, personal holiday leave, or vacatiou o11 th3
holiday.

B. Special [Iolida]'s: Additional holiclay's declared upon special occasiotts b1'the Pr:s. j'-:.

of the Unitecl States, the Gor,enror of lllinois, or the Mayor of l)ecatur rnay be gratrted tLr

employees lrorn tirne to tirne. br.rt onlr-riith the approval of the Library Bc''ard of Trustees

C. Bgligiqlqflqlidep: Reli-sious iroiidai's rnay be taken as amual vacatiotr lcar e. 1'.r-i .'

holiday leave, leave without par'. or at the discretion of the Division Flead or Citl'Lil',rar:1. . '',
schedulecl as time off to be made r:p later.

D, Personal Ilolidays: Full-time enrirlsl'ss5 are entitled to sixteen hours personal ir.'..:..
leave per fiscal year. Iiart-time enrplorees are entitled to eight (B) hours personal hcr1i,l.r' .'. -

per1iscalyear.Tlrislear.etna}'betakettinitrcrententsofottelrouror1nore'AI1pers.rl:,
leave must be approved in advattce t'r'the emplovee's imrnediate sultervisor (except i'. .-"

emergency situation). and is contingent upon aciequate stalfing.

New full-tirne etnploy'ees u'ho are enrplorerl Lretr,r,een May I and October 3l are entitl:'.:
hours of personal holidal'leave that fiscal r,ear: those employed betweenNoverntrer 1 ar.- '

30 receive S hours personal holidar'leare for that fiscalyear. Nervpart-time ernplc,'.:es ' : :
eniployed betr.veen lvla1, i and OctoLrer 31 are entitled to B hours ol'personal holida-r 1::'.. ' ,

liscal year; those emplolecl betueett November 1 and April30 receive 4 hours of pers,:::-..

holiday leave for that fisca1 1'ear.

Floliday leave may accutnulate up to a tuaxiururn of 40 hours altd ntay carr)/ over fir-,r:: -..: ,.,,
year to another.

VII. VACATION LEAYE

Paid vacatiou leave is earned by all full-tiure entployees ancl by part-time ernplrrre.-s " 
-

miniurutn of 20 hours per rveek. Vacation leave is governed by the follor,ving r esulaii ' ,

A. Initial Eligibility: Initial eligibiliti'of ernplo,vees for paid vacation shall be rl:.:. ..

courpletion of tr,velve months of eurplol,nrent.

B. Vacation Rates: Vacation leave is earned as follor.vs:
1. Gracluate (rnaster ciegree) librarians - 25 rvorking da_vs of vacation 1e:. : ..,. : :-
2. Other enrployees - l0 u,olkitig day,s of vacation leave each year drur'= '. -

seven years o I eurplo1'tnent. 1 5 u'orking days of vacation lear.e eac ir '. -: , :
the 811'-through 14f,'years of ernplol,merii. 2b working clays olr.acari, .. .: , :
tire 15"' tlu'oLrgh the 19"' years of employrner:f-. 25 rvorking da1 s c,f', : - ., - :
each 1'eat during the 2Otr' atrd subsequent.vears of ernployrnent.
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C. Vacation Leave Accrual: Vacation tirne is credited annually to the employee at his/her
amiversary date of employment. Part-time employees earn one-half of the vacation time earned
by lull-time staff.

D. Accumulation of Vacation Leave: A maximum of five days of vacation leave may be
carried over from one amriversary year to the next. Written permission liom 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 rvill be charged to holiday time rather than vacation time.

F. Sclieduline 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 rnay be scheduled in increments of one-half hour or more.

If, during vacation leave, an emplol'ee becomes ill or suffers the death of an immediate rnernber
of his/her family, the appropriate portion of the vacation leave may be changed to sick or
bereavement leave.

G. Payment for \''acation Lear e: Employees rvill not be paid in lieu of vacation leave,
except that tenninating or retiring emplor ees u'ill be paid in lieu of accrued vacation leave and in
the event of the death of an emplol'ee. said emplor,ee's estate will receive payment for accrued
vacation leave earned.

VIII. SICK LEAYE

The ptrrpose of sick leave is to proi ide protectitrn tbr emplovees rvhen they are ill or an
irnrnediate member of tlie farnill is i11. -\11 f.ill-time emplorees and all part-tirne eniployees r,viro
work a mitiimutn of 20 hours per rveek earn paid sick iear e. Immediate member of the family is
defined as children and spouse. mc,ther and father. Ltrothers and sisters. and any pel'son domiciled
in the employee's home. Nen emplor ees r-. ili be credlted n ith fir'e davs of sick leave on their
date of liire.

A. Rate for Euplovees: Sick leave accrues at tile rate of eight hours per month to a
tnaximum of 240 dal s tbr ftrll-time emplol'ees. Sick lear e accrual lbr part-time employees is
four hours per tnonth to a maximum of lJO davs. No sick lear e accrues during unpaid leaves of
absence.

B. Accurnulation of Sick Leave: Sick leave ma1' be accuuulated up la 240 days. Upon
retirement from the Librarl', an employee shall be allorved to use accumulated sick leave days up
to 240 days for credit in the Illinois Municipal Retirement Fund so long as the Illinois Municipal
Retirement Fund allons such accumulation for credit.
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An enrployee r,r,ho has accurnulated 100 sick leave dai,s as of It4a1. I sha11 l': st.inl.-.1 -"r:
additional personal hoiiclay'per flscal lear. At uo tirne is any etnplol,ee paid l r: :t!.r-,rr ..-: : -: .. -,.
leave tiure. Sick leave tiure rnay not arrticipate the accrual of siclt lea'n'e creLlits

C. Useofsickl-ear,e: Pa,r'rnentofsicklear-ervillbeconlingeutupotinotlil--. . . -..
orirrjtrri,totlrcAc1nrirristratil'eO1]lce.;\ttenlplor,eervlroisnotgoirlgtoreprq1ll'.l
notily the Achninistratire O1llce as earll as possible. but no later than one ltt,Ltt "i,..t . -

beginning of a .schecluled n'ork sliitl.

If anernployeeexhaLrstshisllrersicklearecreriitsancl isstill r:nabletoperlotutlris l:.r -r.':'
he/she nra1,app11'for a leaie olabsertce lrotn cluty lcrr a period olup to -six tnottths. fi:: - , -
o1'such leave shall be contingent upon tlie ar,ailability 10 the Librarv of altertiate Illellr)
accornplish satislactolilr'said enrpior.ee's duties during such leave of absettce. In th: .,,''., ,:
silch leave or Lrpon the erpiration of leave so grantecl, i[an ernplol,ee is unable tt, ::],:: - .

duties, he/she shall be consiclerecl to have resignecl h'onr the l-ibrari,.

D. Verification: flre Citl-Liblarian mal,recluire verification for any sick iear: .. .'. .' :

Ix. SPECIAL LEAYtrS OF ABSENCE

A. Bereaveureut: Paidleaveofabsetrcen'i11 begrautecl intheeventolacleliir:: . -
ernployee's imnrecliate fhmil1,. This leale. clependent upon lirneral arrangenrents lt.. i . l
recluiremenls, shall not exceed lour c1a1s. iuunecliate fhnrily fbr trelear.etuettt lea' . r, - l
spolrse, chilclren. spoLlse of children, I-rarents of tlie enrployee or his spolrse. t.,rotli:t.
of the employee ancl of liis spouse. granclchilclren and gLandpalents of the enrplore :. -: " -

larv aud sister-in-lalv of the emplolee. attd atrl'relaticru o1-the eurplol,ee or of lris Si', ,..;'
domicilecl u,ith the employee.

B. July Duty: Enrplol'ees uito are called fbr jury tluly shall be giveu time olf 1: :

perlorm this duty. During absences lor.iurl'dutr,. enrplol,ees r,vill contiune to be p:' :

1lresetltandlvorking.pror,ic1edt1re,vrettlrtl1ou.orl<assclreclirledwltetiexcusec1tc.r:]l:
court. Paiclabsenceiscontingentlrpontireernployeeprovidingacol|yofthesLirlrr--'l
Library OIfice lvlanager. When an eurpiovee is recluired to serve under subpoena :) .: '

a corirt proceeding, except rviren the subpoena is related to Library business. pe rsr.r . -

cotnpensatory tirle, or vacation tirne nrl'st be usecl.

C. It'lilitary Servke: Leave lvithor-rt pay rvill be glantecl lbr military sen ice ri1 .:, - , .

u'i1h current l"ederal ancl Illinois laws.

D. Special Lcavcs ol'Abscuce: Enrployees lrlay recprest fi'orn tbe Ci1r.l,iL.rari,,r - - . .

leave oJ-absettce rvitlioutpal, Ibr good caLrse shor,vn. A special Ieave of absetice n:,,' -

si.. irc,nths. .\ partial list is as fcrllorvs but it is not consiclereci zrs being exclusi" r- i. r : :
-t. I it,,ssri.1e caLrses:
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l. 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 VII.

Such leaves ofabsence 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 lear.e 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 ma1. not be gainfully employed without written
pennission from the Citl'Librarian. The Library will make every effort to hold positions
available for individuals but u'ill onll'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 personal da1's. Additionaliy, they do not accrue sick leave or
vacation leave in any month in rvhich thev do not u ork at least 2A cabndar days.

E. Famil), Leave: The Library-riill compll'r'.ith the Famill'L,Iedical Leave Act.

F. Emergency Leayes: If a serious emergencv arises n'ith respect to the spouse or children
or a member of the immediate family'il the household of an emplo)-ee, this emplol.ee u,ill be
allowed to leave his/her duties rvhile such emerEencv erists. If rhe emergency continues beyond
the day on which if first occurred. arransements shall be made bi- the emplol.'ee to enable him/her
to return to work on his,4'rer next scheduled *-ork da)'. Emergencv lear,e may be taken as sick
leave, vacation leave, compensaton-time. or leave u'ithout pa1'.

G. Weather Leaves/Buildins Emersencr': If the Library is closed due to severe rveather or a
building emergency, emploS'ees x'ill be paid for the time they n'ere scheduled to u,ork during the
period of closure. Closing the Library rvill be the decision of the City Librarian. If the City
Librarian is unavaiiable, then the Librarian-in-Charge rvill make the decision.

X. INSURANCE, \YORKER'S COL,IPENSATION AND OTHER MATTERS

A. FICA and IlvlRF: The Library participates in the Federal Insurance Contributions Act
(FICA), commonly knou,n 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 (IMRJI)
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progralll that covers more than 2,00A rnunicipalities and 112,000 rnunicipal ernplolees.
Coverage is compulsory for all ernployees who are under 70 years of age at the tinre c,f
employnent and r,vho are liired for a position nomrally requiring performance of dLrtr for l l ,

hours or lnore per year. Contributions are rvithheld frorn each payroll. Booklets tlescr iL.iirr :.r=
IMRF program are al'ailabie h'om the Adntinistrative Olfice.

B. ICMA Defelred Conrpensation: Employees are eligible to participate in a delerre.l
cotnpensation plan adnrinistered b1'the ICMA (lnternational City Management Assrrciaii,.,.r
Retiretnent Corporation. Under this plan. ernploy.ees may delbr a portion of their salan ir. , .:

rvide rartge of investinent options. 
-i-he 

Library rnakes no contribuLion to any emplc,ree. It- I I

plan.

C. Gtoup Ittsuratrce Plau: l'he Librarv participates in the Cily of Decatur's gr'or.rp ir'-.. -.
hospitalization. dental. and iile insurance plans. T'he Library pays 100% of the health iit...:., ---'

pretuiutls ibr full-time emplovees and 859,'o of the optional dependentcoverage health 1t.., ..,, -.
premiurns. Dentai insuratrce is arailable only if the enrployee pays the prerniunr. InsLr::-:.: -' ,

not available for part-time etnplovees.

If an eutplo,u-.ee has exhauslecl iris her paid sick leave credits and has been granted a 1::..;
absettce from duty, because oI ilhress or injuru. his/her group rnedical, hospitalizatit l. -.-.,.- :
insurance shall rernain in elfect lor up to six rnonths o[ leave, rvith the prenriunr to L.e r,... ] . .
Library. If such illness or injun'is certillecl by the employee's physician to be of a terir:r:' ,

ttature and if said etnplor ee ltas retired uttder the disability provisions of'the lllinois \. I ..: ' ,

I{etirement Irund, his/her groLrll lile insurance policy shall rernain in effect for up 1t, t-. ; ' .

inonths. If, by 1s356n of pcriicl'of the Citl'of Decatur, the grouir meclical, hospitaliz:,: r. .

insurance coverage of srtch entploree nrust tre couverted to indiviclual coverage at ir rir: : .'

the titne provided hereitt. the Libran' l il1 assunre the cost of coverage for the con\ 3r l: r -

this employee.

Upon retirement, or leaving tlie Libran''s enrplounent. individuals shall be gir e n tir: r'.'
to coutiuue to participate in the Librari''s Gror,rp Health lnsurance Plan at their erper: j, :: -

lederallzrr,vandregr'rlatiorts'Ernplo1.eesslral1begir,ennoticeoftlreirr:ighttoCCr1l|j:l..-
Group Flealth Insurance Plan.

D'Worker'sCotnpensatiott:TheLibraryshallpror,ider,vorker,scotnpettsatioI1]:.''-.
r,vith state law for all ernployees. The Library will pay the employee's regular salar. ,

tlrree da1's of any on-the-job illuess, injLrry, or disability that is not paid by uorkei s

cotnpensation.

E. Se.rual Ilalasstttertt: I lre [-ibtatl,realljl'rns tlre pl'irrciple that its elrrlrl,,r's.'; . - :
be fi ee from sexual harassment by any other enrployee. T'he Library's Sexual l lar :.-.. " .
is altachetl to this personnel policy.

f Retirentent Age: 'l-he Librarl,has no nratrdator\.retireruent age.
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G. Outside Employrnent: Full-time empioyees are not to engage in outside work tl-rat might
iuterfere with their regular library duties or ph1'sically affect the performance of those duties.

Ii. Discipline. Suspensioir. and Dismissal:

1. Discliarge or suspension of ernployees inthe classified Civil Service shall be in
accordance u'itli the Civil Service larvs of the State of Illinois and the rules and
procedures established by the Civil Service Commission of the City of Decatur.

2. An employee u'ho is discharged or suspended for more than (30) days rnay request
a hearing before the Librarl' Board of Trustees. The procedure for such request
and hearing shall be as hereinafter set out.

a. The request for hearing must be submitted in writing to the City Librarian
and the Chairman of the Personnel, Policy, and Public Relations
Committee r.vithin tluee (3) working days fi'om the tirne the individual is
notified of the discliarge or snspension.

b. Within ten (10) rvorking days of the request for liearing, the Library Boarcl
of Trustees. or a committee designated by the Board (such committee to
consist of not less than tluee Board members), shall convene and inquire
into the facts and circuustances of the discharge or suspension. The
hearing shali be infonnal and the Board or Cornmittee 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.

c. \\/ithin trvo (2) weeks frorn the time the hearing is completed, the Board or
the Comrnitiee, as the case may be, shall uphold, reverse, or modify the
discharge or suspension.

d. il an order of suspension is reversed or modified, the individual shall
return to rvork on his/her next scheduled day of work or at the completion
of his,'her niodified period of suspension, as the case may be, and sliall be
compensated for any loss in pay resulting fi'om loss of rvork time or.er and
be-vond anl' period of suspension authorized by the Board or Committee.

e. If an order for discharge is reversed, the individual shall be reinstated into
hisiher former position and shall receive compensation equivalent to pa\,
lost as a result ofthe discharge that has been reversed,

3, Upangromds calrrcctadwitltor reflectutgupon tfte public sen.ice. tlrc proper
discharge of his.hu duties, or for other g:ood leasons affecting: the elficient
operation of the Library, an employee ma)' be adrninistratively discipiined by an
oral reprimand, a u-ritten reprimand, or srispensi
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L Grievauce Procedure: r\n ernplo),ee n,ith a grievance regarding conditions of
ernploy111snt or supen,ision shall proceed in accordance rvith the follorving provisiotts:

1. The enrplol'ee shall cornurunicate the grievance to his/her Division I'leacl or ollter
irnrtrediate supervisor.

2. Ifthegriei'anceisnolresolvecl.theenrployeeurayseekandshallteceircaltearirtc
of this srievance at sLrccessir e 11, highel levels o1'aclministrative autitoritr up tt
ancl including lire Citv Librarian.

3. II the grievattce has nrrt Lleen satisfactoril), resolved r,r,ithin the chain of
acinrinistratir e autholitr. an enrplo):ee lnalr seek and shall be grantecl a hcar ing
before the Perstnnel. Policr. ancl i'Lrblic ltelations Llonrrnittee oI the LiLrrarr
Board ol'fnrstees. The actior] taken on an1, grievance b1,the Persoune 1. I't liu.,
and PLrblic l{elatirrns Cc',nrurittee c,f the Lil-rrary Board of 'l-rustees sliall be 1ln.ri

4. If a grieiance a11eg:s nrisct-,ntluct or bias on the part of another stalf urenrl.,eL. s-:-rr
staff nrenri.er sir;ri1 be plesent at all hearings of the grier-ance.

J. Nepotisnr. Relatiiesc.i'thei.ibLarr BoarciofTrusteeslvillnotbeenrploled. Iirl1 r)rp.r::-
1irne. SLrch relatires are detlnecl tt, be the spouse or children ol-the Trustee.

Tlie Librar')'lllav etrtpripr ntetttbers c,f tlte sattre ittttlediate laruily or the cortespottclitte
relationship b1'rnarriaee but tttrt n'irere one \\oulcl be in the position of supen'ising the oth:i
IVlernbers of the same inunediate larnilr ale clefined as any o[the lollorving: sl]ouse. l,arer,.
child. sister. brother. grandparent. srandchilcl. ar-urt. uncle. or cousiu, or the cou'esponrlinl
lelationsirip b.v rnarriage.

K. Tuition l{eiurbursernent: 
'l 

he LibraLl' u i11 reiniburse tire cost of tuition anrl 1tes l,. :

courses directly related lo an emploi'ee'siob. and r,iillreiurburse one-half of the tuition rir-. ,:;.
cost Ibr any colrrse indirectly relatecl to au etuploi'ee's job, up to $850 per fiscal rear f',i ..,-..
1ul1-timeetnployee,andupto$425perfiscal \,earforeachpart-tirneemplolee.prrrriri.-r ..
course is corlpletecl successfulll,.

L In all cases a grade of "C" or higher rvill represent successfi-rl ccrnrple :i..
coLll'se.

Tl-rere will Lre no reirnbuserlent for books, supplies, or other e\pens.:

Reiurbursernent applies ouly to colu'ses oiierecl lor college credit.

In order to receive tuition and fees reinrburseurent. the eurpltrlee lr .:. .
ancl have approvecl by the City Librarian a "Request lor Ttiitic,n Reir:.'' . . - :
lolm prior to the coillnrenceurent of the course.

2.

J.

4.
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L. Personnel Files: The Library.shall rnaintain one official personnel file for each employee.
Upon twenty-four Q$ hours notice. the employee and/or his/her authorized representative shall

have the right to review his/her fi1e during the Library's working hours. If the review occrrs
during the ernployee's working hours, it shall be lirnited to one hour. Upon request, the Library
will reproduce one (1) cop1,of ani'material in the persomel file and the employee shall pay five
(5) cents per page for such copring.

I\4. Polygraph Exams: No emplolee *'il1 be required to take a polygraph exam.

N. Service Recognition: Sen.ice recognition rvill be paid annually to each permanent
ernployee as of such emplol'ee's amiversarv date. For full-time ermployees, service recognition
pay shall be five dollars ($5.00) for each r ear of selice commencing with the cornpletion of
tluee years. Beginning ott tlte 10"'anniversan'. the amount of service recognition for each year of
service is ten dollars ($ 10.00). Begiming on the 1 5tt' anniversary, the amount of service
recognition for each 1'ear of sen'ice is fiftien dollars ($ 15.00). Iieginning on the 20tl' anniversary,
the amount of sen,ice recognition for each l'ear of service is twenty dollars ($20.00). Beginning
on the 25'l'amriversary, thJaniount of sen,ice recognition for eachyear of sirvice ii forty aottals
($40.00). Permanent parl-time emplol.ees rvill earn one-half of the amounts of service
recognition listed above.

O. Civic Donation: Erlplol'ees mav be given leave by the City Librarian to donate blood or
to engage iu cornparable public health. civic, or charitable work during work hours, but no more
than one request per month froin the same employee will be honored.

P. Exit lutervierv: Tite Citl'olDecatur Human Resources Division will conduct an exit
interview for all Library"empiovees leaving ernployment with the Decatur Public Library. The
City Librarian wili relien"results of the interview.

a. Employee Sugsestions: Employees are encouraged to subrnit suggestions on
improvernents in rvorking conditions, teuns of ernployrnent, library procedures, library
regulations, library safen'. and other areas of interest and/or concern to the City Librarian.

R. Physical Exarns: Tlie Library r,vill reimburse up to $ 100 per ernployee per fiscal 1'ear
toward the cost of a phi'sical examination and related tests. The emplol,ee must submit an
invoice or insurance statement to the Office Managel for processing.



Finance and Properties Committee
April 2,2002

N4r. Cocagne called the meeting to order at 4:30 p.m. Membels present: Mr. Cocagne, Pat
Greanias, I'hil Wise, and Iviark Gibson. Absent: Eugene King. Staff present: Linda Humphreys
and Lee Ann Fisher.

I.ease srrace: Future plans for the lease space were discussed.

Bills and palrroll for March 2002: The bills rvere revierved and will be recornmended for
approval.

Sale of old bookmobile tracior;'trailer: Nis. Fisher reported that Ms. Anderson and Mr. IIanis at'e
preparing an ad to sell the old boohnobile. There are two local parties that rnight be interested.

Fiscal year end status: The financial status of the library was cliscussecl. The trust funds were
also discussed. Ir4r. Cocagne requesied a summary of the funds.

Discussion of Antliolog)'Booksellers. Inc.: The tenant at Anthology Bookseliers, Inc. has
vaoated the premises and f-iled banliruptcl'. \{s. Fisher will attencl the bankruptcy hearing on
April 16. The electrical sen ice ri ill be llnalized so that a final certificate of occupancy can be
issued,

There was no other business. fire meeting u'as adjourned at 5:50 p.m.

R espect tirlil, submil ted,

Lee Ar-rn Fisher, City Librarian



Finance and Properties Committee
April 2,2002

Mr. Cocagne called the meeting to order at -1:30 p.m. Nlembers present: Mr. Cocagne, Pat

Greanias, Phil Wise, and Mark Gibson. Absent: Eugene King. Staff present: Linda t{urnphreys
and Lee Ann Fisher.

Lease space: Future plans for the lease slrace \\'ere discussed.

Bills and pavroll lbr Nlarch 2001: The bills uere revierved and will be recommended fbr
approval.

Sale of old bookmobile tractor trailer, \ls. Fisher reported that Ms. Anderson and Mr. Ilarris are
preparing an ad to sell the o1d L.ookmtrl.,ile. There are tlvo local parlies that rnight be interestecl.

Fiscal )rear end status: The tlnancial statrls of the library r.vas discussed.

Discussion of Antholoq) Br,t kse11els. inc.: The tenant at Anthology Booksellers, Inc. has
vacated the premises and iilecl L.ankrupicr. \1s. Fisher lvill attend the bankruptcy hearing on
April 16. fheelectrical seniceuill L'eihalizedsothatafinalcertificateof occupancycanbe
issued.

There was no other br,rsiness The nr-eiing rlas adjourned at 5:50 p.m.

Respectfully subrnitted,

Lee Am Fisher, City Librarian



MUMO
To: Library Board of Trustees

From: Linda Humphreys

Subject: Library Trusts

Date: April 11,2002

You asked lirr detailed infouttatioti n[out the librarr tr].lsts.

MgUcle Ellen Bridggs En : \ls. Bridges. a retired Decatur teacher, dieci in 1973.
'l'helastofhersurvir,insincornebenellciariesdiecl in1976. Sincethen.thelibrarl,hasreceived
amualiy one-fburrth of tlie net inconre llonr tire Briclges trust, u,hich is held by the First Nationai
Ilank of Decatur. f-hat inconre nrlrsi L',e spent lcir bcroks and supplies for the childretr's
depaltment. The balance on ,1 i 1 0l rias S

:Dl,PeterCatrtoni"aDecaturoptonretrist.diedirl1981arrd
his rvife Ellen died in 1981. ller rii11 specilies that the incorne frorn the original becluest of
582,969.25 ber-isedspecit-rcalir iirrirllls]lssrngbooksfbrthelibrary, T'hefundbalanceoti
3131102 was $120-097.96. lear ins S1r.118.71 arailable fcrr book purchases.

IVlargaret N4e)'er Trust: \liss \lerer u'as the Adult Services Librarian at DPL horn 1967 throLrgh

herretirernent in 1976. Sire die.1 Scpternlrer 1.2000. T'he Library Board of Trustees has control
of the entire trust of Sl -i 9. 1 I =. I - an.1 inconle it generates, with the restriction that the rnoner be

spent lorthe accluisitic,n anclnraintenance of materials pertaining to the local historl,of the citv c,f
Decatur and the surrounrlins alea. The 1unc1 balance on 3/31i02 rvas $
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-ffi - Chqlter X Sr,slenr *nrl I{,tr.ff{ fi'l' fulenrlre,r'ship - s
Ft +,:p*trsihiiiti*s

Through the regional multitl'pe library systems of lllinois, public, acadenric, school, and
special libraries are able to offer their patrons additional services and access to larger
collections than thel' could individually. These self-governing, cooperative systems ar-rd

their member Iibraries togetherwith the Research and Reference Centers and designated
Resource Centers make up ILLINET. Any library that is a member r-rf a systenr 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 providecl locallv.

The systems are funded by the state of lllinois and are governed by local libraries througlr
area-library representatives. Local libraryr involvement is essential to the success of lllirrois
library systems.

Applicable Core Standards

Core 79, The library is a member of an lllinois multitype library system and
participates in resource sharing through interlibrary loan and
reciprocaI borrorvi ng.

{,*ve 21.

{.-r:yt: 22,

The Iibrary provides access to ILLINET Online.

The Iibrary participates in the Standa rds for the Services of tllinois
lvlulti4,pe Slstems by fulfilling the nrember library responsibrilities.

Supplemental Standards
.l . Library board members, administrators, and staff volunteer for system advisory

councils and committees and, rvhenever possible, for system governing boards.
Representatives rvho accept the responsibility of system board membership are

willing to represent the interests of both their own libraries and their expanded
constituencies, u'hich include all member Iibraries in their systems.

2. As menrbers of regional library systems, all Illinois public libraries agree to make
their resources and intbrmation available to persons needing access to them through
reference assistance, interlibrary loan, reciprocal borrowing, and other appropriate
local arrangement-c.

3. All public Iibraries share rvith systems the responsibility for promoting statervide tax-
supported public Iibran, sen.ice.

4. Library boards and staffs are a\r,are of the services offered by their systems,
including such standard sen,ices as interlibrary loan, delivery, reference backup, and
maintenance of multilibran' online catalogs.

5. Systems sen'e libraries just as Iibraries serve their individual users. Systenr services
are actively promoted to library patrons of all ages as essential components of Iocal
library seruice.

Bibliography

Standards for the Senice-s of lllinois ivlultin'pe LibrarS,S),stents. Springfield: Secretary of
State of lllinois, 1993.
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-'e illlnois Stafe Library Sate//ite Te/econference Series Presenfs....

Trustee Spring Tune-up

Soturdoy, April 27 ,2OAZ 10:00 om to t2tO0 noon CT

++++++++++++++++
Join us on Soturdoy, April 27 , ?002 from 10:00 o.m. to t2A0 noon, CST, for this
FREE sotellite teleconf erence.

* Jerry Dempsey ond Jonet Petsche, from Klein Thorpe & Jenkins LTD.
review the impoct of recent changes to the Open Meetin g Act.

A ponel discussion on preporing f or ond conducting o productive
successf ul boo rd meeting f eoturing:

rD Chod Roymond, Director of the Northbrook Public Librory
* John LeComte ond Jonis Jones from the Sovonno Public Library Board

Non-resident cord updote:
* Mike Rogen Deputy Director, fllinois State Librory

You will hove the chonce to coll in ond osk your guestions duringthe
broodcost.

REGI5TER NOWI
This program will be off ered vio Webcost and sotellite tronsmission.

See reverse side f or registrotion form ond f urther informotion.

Brought to you by the Illinois Stote Librory
JESSi WHITE, Seuetaey of Stote ond State Librorion



S::urdoy, April 27, 2002 10:00 om to 12100 noon CST

Trustee Training

EASE PRINT: O Mr. O Mrs. O Ms.

O Boord President O Vice-President O Treosurer O Secretary O Trustee O Other

Institution:

)hone; FAX:

?-MAIL:
(provide e-mail oddress AND/OR fax number. Conf irmotion to ottend ond Webcost oddress will be sent vio e-moil when provided)

In order to view the progrom vio the Web, you must hove Reol Ployer 8 instolled on
your PC. Pleose check here if you would like to view theWebcost n

PLEASE SELECT ONE LOCATTON ONLY
If technicol problems occur, ottendees will be oble to vtew lhe progrom on videotope or archived

Webcost ot o oter dote,
O Allionce Librory System-Bloomington
C Alliqnce Librory System-Pekin

DuPoge Librory Sysl em- G eneva

C Illinois Stote Librory-Springf ield

I Kishwouk ee College-Molto

O Allionce Librory System-6alesburg
O Allionce Librory System-Quincy

a Aeritoge Troil Librory System-Shorewood

O Illinois Valley Community College-Oglesby

C Lewis & Clork Library System-Edwardsville
I Lincoln Trail Librories System-Chompoign C North Suburbon Library System-Wheeling
I Northern f llinois Librory System-Rockf ord o Olivet Nozarene University-Bourbonnais
I River Bend Librory System-Cool Valley O Rolling Proirie Librory System-Decotur
I Shownee Librory System-Cortervil le O Shelbyville Public Library-Shelbyville

C Suburbon Librory System-Burr Ridge

ff you require ony speciol occommodqtions, please coll the number listed below.
Any institution copoble of receiving o KU bond broodcost moy downlink this FREE progrom.

DEADLINE FoR REGISTRATToN: WEDNESDAy, APRIL 24, 2002
(Lcie tegtstnotions moy not receive conf irmotion)

FAX 1?MPLETED FoRM ro: 217-782-1877
]R REGISTER BY PHONE OR REGISTER BY MAIL OR REGISTER BY E-MAIL

Jill Heffernon
Illinois Stote Librory

300 South Second Street
Springfield, Illinois 6270t-1796

217-782-7848 0R
-800-665-5576 ext.7

jhef f ernon@ i lsos. net


