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DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
February 21, 1991

I. CALL TO ORDER

The meeting was called to order at 4:30 p.m. by Barbara Ohlsen,
President. Members present: Mrs. Ohlsen, Daniel Gaumer, Richard
Lockmiller, Janna Lutovsky, Robert Oakes, Stan Sitton, Robert
Smith, and Mark Sorensen. Members absent: Jerrodean Martin.
Staff present: James Seidl, Carol Gibson, Linda Humphreys, and
Katie Gross, and Jeff Dick.

II. APPROVAL OF MINUTES

There were no corrections or additions to the January minutes;
they stood approved as mailed.

ITT. COMMUNICATION FROM THE PUBLIC

No one asked to speak.

IV. CITY LIBRARIAN'S REPORT

Katie Gross, Children's Librarian, gave a presentation about
children's services.

The City Librarian's written report had been previously mailed.

Mrs. Lutovsky questioned whether it is appropriate to compare
Chicago area librarians' salaries with downstate salaries. Mr.
Seidl responded that many other comparisons are also being made
for an accurate overall picture.

The Library closed early due to inclement weather two evenings in
January, compared to one evening in January 1990.

The new queuing system has been installed in the circulation area
and the staff really likes it. Patron response has also been
positive.

Overall staffing levels were discussed briefly. Mr. Seidl
reported that the hiring freeze is more or less over, although
vacancies are being left open longer than normal to save money.
The city division of Budget and Technology will be reviewing
staffing levels in their operational analysis of the Library.

At the January Board meeting, a patron spoke about institu
charges for services. The trustees discussed their wviews on tt
subject. Opposition was expressed to charging for existing
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services. It was also stated that charging for services is not
fair to people who can not afford to pay. The tradition of the
"free public library" was also mentioned.

V. REPORTS OF COMMITTEES

Personnel, Policies, and Public Relations Committee: Mr. Oakes
reported that the committee met on February 4. A new Jjob
description for the City Librarian will be developed in March, as
well as a new City Librarian performance evaluation form.
Nothing from the February 4 meeting requires Board action.

Finance and Properties Committee: Mr. Gaumer made a motion to
approve the January bills. The motion was seconded by Mr. Oakes,
and unanimously carried on roll call vote.

The committee met on February 6, 1991. Mr. Seidl's budget
proposal was reviewed by the committee and amended to increase
the materials budget by $20,000 to $249,500. Mr. Gaumer made a
motion to approve the budget as amended and mailed to the Board.
The motion was seconded by Mr. Oakes and unanimously approved.

Six quotes were received for an uninterruptible power supply to
protect the circulation computer. Mr. Gaumer made a motion to
purchase the UPS from Computerland for $4,626. The motion was
seconded by Mr. Lockmiller and unanimously approved on roll call
vote.

Rolling Prairie: Mrs. Lutovsky reported that the February
meeting was cancelled because of fog.

Foundation: The Foundation Board met February 1l; the fund
raising committee met February 8. Bill Gerstner and Jack Dolan
are working very hard on fund raising.

Friends of the Library: Mrs. Rossiter has been re-elected
President.
VI. AVENUES TO EXCELLENCE II

Chapter VIII, Materials, was reviewed.

VII. OLD BUSINESS

Business Information Center - A letter of intent hab been filed
for a third year BIC grant for a downstate business referencse
center. This was encouraged by the state as an ;nncva:ive grant.

The letter of intent was for a $56,000 grant, including retaining




Jan Mandernach as coordinator, new electronic databases,
promotion costs, and telephone line charges.

The Long Range Plan Review Committee will set a meeting date
soon.
VIII. NEW BUSINESS

Robert Oakes agreed to represent Decatur Public Library on the
Rolling Prairie Library System Board beginning in July, 1991.

It was noted that the lighting in the stairway gallery needs to
be improved.

IX. ADJOURNMENT
Mrs. Ohlsen adjourned the meeting at 6:04 p.m.

Respectfully submitted,

S , /o AAAANLE

Daniel Gaumer, Secretary
Decatur Public Library Board of Trustees
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City Librarian's Report
February 1991

Statistics

Circulation ig down 4.8% (3,437 items) from February 1990,
Twelve month circulation isg also down 0.2¢ (1,636 items)
from the previous twelve months. Children's, young adult,
and extension circulation had the largest drops. Audio-
visual materials had a small decline.

I believe that part of the decline was due to a computer
problem we had in early February. On February 6, in a
routine check, we discovered a serious computer error. CLSI
was called to locate and repair the problem. While locating
the error, we inadvertently destroyed 2 1/2 days of data.
As a result, overdue notices were sent to patrons for
materials that had been returned. Library staff (especially
from technical services) helped locate the materials on the
shelves so that the circulation staff could clear our
records. Extra staff hours were required to check notices,
answer telephone calls, search shelves, and clear patron
records.

that took Place in February and were not recorded. They
will be entered into the March statistics.

The number of patrons using the facility increased 1% (360
beople) over February 1999¢.

Service statistics were up 13% for the twelve month period.
The largest increases were in Adult Services, As noted in
bPrevious reports, increased Visibility of the service desks
in the basement area has caused g3 marked increase in the
number of service requests.

Budget

Ten months into the 1990/91 budget, we have saved the
$50,000 required because of reduced revenue.

tions by $4,000 for a total of $1,939,183. The City has
transferred $20,000 from the temporary income tax to the
Library's account. We are still $68,973 short of our
projected Tevenue, mostly because of the replacement tax.

I was recently informed that in 1991/92 Rolling Prairie

91 ,
Library System will be unable to fund the $8,000 we have
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received annually from them. Their budget was reduced by
almost 10% because of state cutbacks.

In May, the non-resident fee must be raised from $52 to a
minimum of $62. This number is calculated as follows: the
number of city households divided by the property tax col-
lected. I recommend that we raise the fee to $70 effective
May 1, 1991.

Collection Development

A total of $5,306 was generated from the Tree of Wishes
program. The breakdown by department is as follows:

Adult $3,100
Young Adult 129
Children's 317
Reference 1,210
Extension 30
Audio-visual 20
BIC 500

$5,306

I want to acknowledge the hard work of the acguisition
department in compiling the orders and sending thank you
letters to the donors.

Five proposals were received to convert the bibliographic
database to MARC format. The Automation Committee is
reviewing each proposal and checking references. Two ven-
dors will be chosen for a test run of 1,000 records from our
database. Based upon the results of that test, a vendor
will be recommended to the Board for approval.

Personnel

Mrs. Gibson has accepted a position as Director of the 0Oak
Park Public Library. Her last working day will be March 28.
I wish her all the best and thank her for her work at
Decatur Public Library, especially on the Business Informa-
tion Center, the Long Range Plan, and the Staff Development
Committee.

All staff completed a job task analysis form during
February. Data from this analysis will be used to develop
training needs for the staff. The data gathered and recom-
mendations developed parallels the Staff Develop Committee's
survey and recommendations. A report from the City's Budget
and Technology on their findings is due March 15.

Loils Carter, half-time driver, accepted the position of
bookmobile clerk/driver. Bobanne Coventry was promoted to

junior cataloger. Vacant positions include a full-time
Catalog Clerk II and a half-time Library Clerk I in circula-
tion. Positions are being evaluated as they come open to

determine if they must be filled.
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The first labor negotiation meeting will be April 4.

The annual staff institute was held on Friday, March 1. The
Staff Development Committee did an outstanding job and
produced a very positive day of learning. Featured speaker
Shirley Elkin discussed "Personal Power for the 90's--How to
Change Your Life by Changing Your Thinking". Mini-sessions
were held on several topics, including: coping with change,
recycling, using a microcomputer, and the effects of women's
employment.

In February, 71 volunteers worked 198.5 hours. The use of
volunteers 1in circulation stopped when several volunteers
left for the winter. Ms. Anderson has been too busy with
the computer and staff shortages due to illness and resigna-
tions to train new volunteers.

Public Relations

Three National Issues Forums will be held in April. The
topics are "Remedies for Racial Inegquality", "Regaining the
Competitive Edge", and "The Battle Over Abortion". Fliers
for the forums are attached.

The library participated in the annual Black History Failr on
February 21 at Richland Community College. Materials from
many of our collections were displayed to show the scope and
content of materials available at the Library.

Katie Gross, Children's Librarian, presented several com-
munity programs, including four half-hour storytelling ses-
sions for South Shores Elementary School children, a program
on Jewish children's book, and a storytelling workshop for
special education teachers. Shirley Apley presented a book
talk to two women's groups on the Dutchess of Windsor. Leta
Burch gave a "Discover Your Unknown Library" program for DMH
Prime Time.

Paddington Bear visited a children's storytime about bears
on February 27. He was promoting a program at Kirkland on
March 9, and any child who read a Paddington Bear book
received a free ticket. The Herald & Review ran a nice
photo of the visit.

Equipment & Building

There is $3,000 left in the building maintenance fund. I
recommend that we proceed with the tuckpointing of the east
wall. The project will be broken in half to span both the
1990/91 and 1991/92 budgets. If funds are available in late
1991/92, we will complete the waterproofing part of the
project.

)




1991
1990

Total books,

1991
1990

AV materials,

1991
1990

Total circulation,

Volumes purchased this 12 months to date:
Volumes purchased last 12 months to date:

REVISED STATISTICAL REPORT

February 1991

CIRCULATION
Adult Youth Juvenile
32,169 2,002 22,570
31,946 2,288 25,426
12,119
12,637
44,288 2,002 22,570
44,583 2,288 25,426
15,661
14,346

TECHNICAL SERVICES

New books added 1,101
New titles added 581
AV titles added 32
Books withdrawn 499
Books mended 821
Gifts 145

FINANCIAL REPORT

YTD Expended

Budgeted 1990/91

Personal Services 1,755,966 1,323,797

Operating 418,745 237,595

Capital & books 322,673 228,854

STAFF STRENGTH

Previous month Terminations

Professional 11 + 1 0
Library Assistants 7+ 5 0
Clerical 15 + 8 0
Pages 4 + 8 0
Maintenance 3+ 1 0

CURRENT VACANCIES:

COMPUTER DOWN-TIME FOR MONTH:

PATRONS REGISTERED:

PATRON CONTACTS:

Temporary Page (2); 1/2 time Library
Assistant; 1/2 time Library Driver; Catalog Clerk II; Ca
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Total

56,741
59,660

12,119
12,637

68,860
72,297

YTD Expended

1989/90

398,969
261,575
244,990

New staff

0
0
1
0
0

12 mos.
to Date

669,984
682,924

140,083
128,779

810,067
811,703

Unexpended

432,169
181,150
103,819

Present

Strength
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Facilitative Problem Solving
and Decision Making

For
Public Library Managers

Sponsored by
the lllinois Library Association
Public Library Management Forum*

Presented by:

Erin Dayl
Debra Friedman
Interaction Associates, Inc.

*Partially funded by the lllinois State Library,
m‘.‘ a Division of the Office of Secretary of State,
‘ using Federal Library Services and Construction Act (Title |) funds.




Facilitative Problem Solving

Context

THE INTERACTION METHOD
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Facilitative Problem Solving

Tasks and Agreements for Each Phase

rask

Agreziment

Perception:

Agree that the problem exists.

Agree that the group is willing to work together.

Definition:

Agree to what the problem is and where to focus
efforts.

Analysis:

Agree to why the problem exists and what specific
elements need to be addressed.

Alternative
Generation:

Agree that all possible options have been
identified.

Evaluation:

Agree on the relative value of each option.

Decision
Making:

Agree on an option that the group is willing
to support.

© 1887 Interaction Associates, Inc.




NOBODY KNOWS
BETTER THAN
YOU!

You're an expert at least on this: your own views, your values,
your priorities.

And the rest of us can’t make decisions that take these into
account unless you speak up. In fact, it might help you to know
more about the views, values, and priorities of your neighbors.

The National Issues Forums provide an opportunity for that
kind of sharing—this year on the questions of regaining the
competitive edge, abortion, remedies for racial inequality, and
our youth at risk.

We need your expertise. Let’s talk.

Public Forums at the Decatur Public Library:
i Tuesday, April 2, 1991 “Remedies for Racial Inequality: Why Progress Has
7:00 - 9:00 p.m. Stalled, What Should Be Done
[ Tuesday, April 9, 1991 “Regaining The Competitive Edge: Are We Up To
! 7:00 - 9:00 p.m. The Job?
| Tuesday, April 16, 1991 “The Battle Over Abortion: Seeking Common
| 7:00-9:00 p.m. Ground In A Divided Nation

--Call 428-6617 for more information--
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NATIONAL
[SSUES FORUMS




hen: April 2, 1991  REMEDIES FOR
i 700 pm. RACIALINEQUALITY

Where: Decatur Public Library
247 E. North Street

Panel Members: Ron Butler, Coordinator
Business Enterprise Division
City of Decatur

Ingrid Cravens, President
Decatur NAACP

Gail Evans, Director : »wﬁyl’ﬂ‘mress B
DMCOC . What Sk

Ruth Walier, Attorney

Moderated by: Dr. David O. Cooprider,
Regional Superintendent of Schools

This forum is sponsored in part by the National Issues Forum, a national organization that
promotes the “town meeting” concept as a way for citizens to find common ground in their
understanding of issues that affect all of us.

Join us! The forum is FREE, and you will have the opportunity to express your opinion about
this issue to our local, state, and national officials.

@
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When: April 9, 1991
7:00 p.m.
Where: Decatur Public Library

247 E. North Street

Panel Members: Nancy Acks, Principal
MacArthur High School

Jim Davison
A.E. Staley Co.

Senator Penny Severns

Dave Watits, President
AlW Local #734

Moderated by: Frank Beaman,
Supervisor of Media Relations
lllinois Power

This forum is sponsored in part by the National Issues Forum, a national organization that
promotes the “town meeting” concept as a way for citizens to find common ground in their
understanding of issues that affect all of us.

Join us! The forum is FREE, and you will have the opportunity to express your opinion about
this issue to our local, state, and national officials.

For more information: Issue books now

Call 428-6617

g ﬁNATIONAL
ISSUES FORUMS
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When: April 16, 1991
7:00 p.m.
Where: Decatur Public Library

247 E. North Street

Panel Members: Dr. Paul Boatman
Lincoln Christian Seminary

Victoria Burris, Attorney

Rev. Bili Keagle,
Argenta Presbyterian Church

Pam Sutherland, Executive Director
illinois Planned Parenthood Council

Dr. Michael Wall
Moweaqua, IL

Dr. Lewis Trupin
Women's Health Practice, Champaign

This forum is sponsored in part by the National Issues Forum, a national organization that
promotes the “town meeting” concept as a way for citizens to find common ground in their
understanding of issues that affect all of us.

Join us! The forum is FREE, and you will have the opportunity to express your opinion about
this issue to our local, state, and national officials.

For more information: | Issue books now
Call 428-6617 i on sale, $3.00 each

—
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Personnel, Policy, and Public Relations Committee
March 4, 1991

The meeting was called to order at 5:00 p.m. by Chairman Robert
Oakes. Members attending: Mr. Oakes, Stan Sitton, Mark
Sorensen, and Barbara Ohlsen, ex-officio. Staff attending: Jim
Seidl, Carol Gibson, Linda Humphreys, Steve Serber, and Chuck
Brown.

The first agenda item was to review Mr. Seidl's proposal for
improving staff morale. The proposal was previously mailed. The
Committee reviewed each item of the proposal.

1A. The Board could allocate funding for "substitute" pay for
extra hours to cover specific vacancies; however, there is
no funding in the 1991/92 budget for this. Mr. Oakes asked
for a three-year history on the library's expenditures for
this item. It was also noted that this item would probably
have to be negotiated.

1B. The Board is on record as being opposed to any reduction of
services.

2A. This item is negotiable. It was also noted that this
suggestion came from the department heads; however, the
staff has in the past expressed opposition to recognition
plans.

2B. This has been done previously and could be continued by the
City Librarian.

2C. This could be done administratively.

2D. The six year maximum on terms of office makes this
difficult. Mr. Sitton expressed a willingness to attend a
training seminar in the future. Mr. Sorensen supported the
concept, but his term expires this July. Many seminars are
held when the Board members are working at their regular
jobs.

2E. This could be done rather easily.

2F. This could be done and should be looked at by
administration.

2G. The meetings should be scheduled.
2H. This is being done.

3A. This is very costly. The ma
should be noted and looked into.
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The committee determined that Mr. Seidl should proceed with the
suggestions as possible. Suggestions 2B-G could be implemented
administratively.

The next agenda item was to review the City Librarian's job
description. The committee reviewed the draft prepared by Mr.
Seidl and found it acceptable. Mr. Sitton made a motion to
recommend adoption of the revised job description as presented.
The motion was seconded by Mr. Sorensen and unanimously approved.

The next agenda item was the revised performance evaluation form
for the City Librarian. The committee reviewed the draft
prepared by Mr. Seidl and found it acceptable. Mr. Sitton made a
motion to recommend adoption of the revised form as presented.
The motion was seconded by Mr. Sorensen and unanimously approved.

Under other business, Mrs. Gibson "unofficially" announced that
she has accepted a position as Director of the Oak Park Public
Library effective the first part of April. The committee
congratulated Mrs. Gibson and asked that she revise her job
description before she leaves.

There was no further business. The meeting was adjourned at 6:10
D

%gspectfully Sgbmitted
f;\ L ’ﬁ_, rw Al ,j < \Jé« f( «(

James C. Seidl, City Librarian




@

MEMORANDUM

February 28, 1991

MEMO TO: Personnel, Policy, and Public Relations Committee
FROM: Jim Seidl, City Librarian

SUBJECT: Morale Recommendations

In December, the Personnel, Policy, and Public Relations
Committee asked me to develop recommendations to improve staff
morale. Morale is defined as the employees' collective attitude
toward work, the company, management, their equipment, and their
work place.

A review of the literature indicated that there are more articles
written on the subject of morale than any other business topic.
What morale is, how to measure it, and ways to improve it are
discussed endlessly. I have chosen one article for a starting
point.

Joseph A. Petrick's article "How to Manage Morale" in Personnel
Journal, October 1990, lists four key factors effecting morale.

1. The Jjob: It must be meaningful, challenging, and foster a
sense of accomplishment.

2 Work group: Encourage teamwork and foster communication
between managers and employees.

3. Management practices: Ensure fairness in all management
practices.
4, Economic rewards: Base wages on job classification and rank

to reward advancement.

Under state collective bargaining laws, the library must
negotiate wages, hours, and conditions and terms of employment.
For this reason, I have noted that several of the following
recommendations are affected by labor negotiations.

=)
=

Based upon meetings with the Staff Advisory Committee and
department heads, I have formulated numerous recommendations
consideration. These recommendations are in no priority ord
I have not gone into great detail listing step-by-step action
costs. Rather, I have chosen to provide numerous options

committee to consider. Base i i I W
work with the staff to deve he ‘ ' ‘ | int

detailed plan for implemen
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1. Staffing

A.

Designate specific funds to cover staffing shortages
due to i1llness, increased work loads (computer
downtimes), etc. ©Now that staffing has been reduced,
the need for temporary fill-in staff has grown. In the
past, funds saved through resignations or retirements
were used for this purpose. If funds are designated,
procedures regarding when, how, and which positions
would be covered, would need to be developed. This
change might have to be negotiated. [Staff Advisory
Committee]

Close the library on the four holidays that it is
currently open (Martin Luther King Day, Lincoln's
Birthday, Good Friday, and Columbus Day). This would
reduce staffing problems and improve the morale of
staff having to work on the holiday or cover the
service desks for other staff who are taking their
holiday. Again, this recommendation is also subject to
negotiation. [Department heads]

2. Recognition and Training

A.

Recognition of staff is one of the most successful
morale building programs discussed in the literature.
While this idea was rejected by the staff last year, I
feel we should reconsider it. Recognition and
apprecilation should include staff's commitment to
customer service, achievement awards for staff whose
performance exceeds standards, and for innovative
introduction of new methods and practices that result
in more effective means of operation. Money, gifts, or
even administrative leave could be awarded. This
program must be developed by the staff with clear
guidelines. Staff would form a committee and would be
responsible for the selection of winners.
Administration and the Board would ensure the funding
and support the program. [Department heads]

Recognition can also be given through verbal and
written notices. Supervisors could attend a program
designed to show them how to recognize employees for
their services. A certificate of appreciation could be
designed and awarded to staff who are recognized. A
semi-annual or annual program could be established
where all of the staff recognized would be invited.
[Staff Advisory Committee and Department heads]

To reduce perceived unfairness rega
policies, written procedures u
whenever possible for c ifi
procedures are implemented,

CNey
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adopted, these procedures would be sent to each
department for inclusion in departmental manuals.
[Department heads and Staff Advisory Committee]

D. To develop greater understanding of libraries and
library issues, the Board of Trustees should attend
local, state, or national meetings and conferences
whenever possible. [Department heads]

E. The Morale Task Force should be re-convened to look at
progress made regarding its recommendations. Since
many of the recommendations were worked on during the
past two years, staff are unaware of progress made.
This should be conveyed to the staff, along with areas
not addressed or still in progress. [Department heads
and Staff Advisory Committee]

F. To improve and build teamwork, the Staff Advisory
Committee felt that the gquality circle program should
be reinstated. This program was stopped when funds
were no longer available to pay for the extra hours
worked and the cost of implementation. The quality
circles were responsible for the queuing system at
circulation and the new patron registration form.
Quality circles were successful in building teamwork.
Adeguate resources are reguired to ensure the

completion of the project. Funds for staffing and
implementation must be allotted. [staff Advisory
Committee]

G. Communication could be improved by holding regularly

scheduled staff meetings with administration. Meetings
could be held every two months with the agenda open for
staff to ask questions. Minutes of the meetings could
be posted for staff who are unable to attend. [staff
Advisory Committee]

H. Increased Training for Staff

The Staff Development Committee has developed training
needs for staff annually. A comprehensive training
assessment is presently underway by the City's Budget
and Technology Division. I recommend that we use this
study when it is completed. [Department heads and
Staff Advisory Committee]

Building

A new telephone system to replace the estt“hg system.
Staff frustration with the present system' limitations
should be determined through a survey to dc::rm_:e what does
not work and what is needed. Based upon funding, a plan
could be developed to implement the most appropriate course

of action. [Department heads]
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3130
LIBRARY DIRECTOR

NATURE OF WORK

This 1s administrative and professional work in directing all
activities of the municipal library.

Work involves broad responsibility for planning, directing,
coordinating, and controlling all activities and personnel of a
medium-sized municipal public library. Duties include the
administration of all phases of library management work including
relations with the public, staff hiring, training and
development, evaluation, labor negotiations, budgeting for
services and operations, and long and short term planning.
Requires broad professional knowledge and work experience in most
or all phases of library services. Work 1s carried out in
accordance with policies established by a municipal library Board
of Trustees.

EXAMPLES OF WORK

Plans, organizes, coordinates, and directs a balanced program of
library services for the residents of the city.

Evaluates the effectiveness of library services in relation to
the changing needs of the city.

Formulates and recommends policies to the library board;
implements library policies and procedures.

Submits an annual budget to the library Board of Trustees;
directs and supervises the expenditure of library funds.

Directs the maintenance of the library building and vehicles.
Provides programs for employee training and development.

Recommends and administers policies on the acquisition and
processing of library materials.

Recommends and administers public relations programs.
Establishes and maintains effective working relationships with
governmental agencies, civic and community groups, and the

general public.

Represents the library and speaks before the community, civic
organizations, and other groups regarding the library.

Attends professional and other meetings.

1




DESIRABLE KNOWLEDGE, ABILITIES, AND SKILLS

Comprehensive knowledge of the principles, methods, and practices
of library science and administration.

Comprehensive knowledge of public management principles as they
relate to library operations and administration.

Demonstrated administrative ability to plan, organize, and direct
a large staff of professional, paraprofessional and support
staff.

Knowledgeable of budgeting and automation principles and
practices.

Ability to speak and write effectively.

DESIRABLE TRAINING AND EXPERIENCE

Successful completion of graduate level course work in library
science to the level of a master's degree from an accredited
school, and extensive, progressively responsible experience in
professional library management; or any equivalent combination of
training and experience.
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