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DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
Thursday, November 21, 2002 @ 4:30 p.m.
AGENDA

Call to order —Sherri Arnold, President

Approval of minutes

a. Regular meeting of October 17, 2002

Communication from the public

City Librarian’s report

Reports of committees

a. Personnel. Policy & Public Relations Committee
Meeting of November 7, 2002

b. Finance and Properties Committee
Approval of bills for October 2002
Meeting of November 5, 2002

c. Rolling Prairie Library System

Report on November meeting

d. Friends of the Library
No meeting
e. Foundation

Appointment of David Weber and Pat Greanias

Serving Our Public: Standards for Illinois Public Libraries
a. Chapter IV, Collection Management

Old SINESS

New business

a. Lease with Cardwell

b. Reciprocal borrowing



DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
October 17, 2002

I.  CALL TO ORDER

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

II. APPROVAL OF MINUTES

Mr. Wise made a motion to approve the minutes of September 19, 2002. The motion was
seconded by Mrs. Craig and unanimously approved.

. COMMUNICATION FROM THE PUBLIC
Mr. McDaniel commented that the new shelving was very attractive.

IV. CITY LIBRARIAN’'S REPORT

vl

The City Librarian’s written report was previously mailed. Ms. Fisher reported that she would
be out of the country from October 26 to November 5, 2002.

1 that the installation of the two new boilers is ahead of schedule, with
v by next week. The new bookmobile has a cracked generator block that will

Ms. Fisher stat
completion po

take approximately two weeks to repair. Ms. Fisher showed the board a newly printed postcard,
with a photo of the library. which will be used for publicity purposes. She also mentioned a
photographer from the Herald & Review covered the transfer to the new bookmobile and that
there was a TV spot on WAND about Teen Week.

V.  REPORTS OF COMMITTEES

Personnel, Policy, and Public Relations Committee: Mr. Cocagne made a motion to approve

the revised job descriptions for Head of Circulation Division and Systems Administration as
presented. The motion was seconded by Mrs. Krigbaum and unanimously approved.

Mr. Wise made a motion to approve changes to the circulation policy as presented. The motion
was seconded by Mr. Cocagne and unanimously approved.

Mrs. Krigbaum made a motion to approve changes to the staff handbook as presented. The
motion was seconded by Mr. Wise and unanimously approved.

The board reafiirmed the policy that old periodicals are put into recycling. The board stated that
in the future all e ‘ c
#61 scheduling. and prepared for committee and board consideration.




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

The committee did not meet.

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

Friends of the Library: The Friends met on October 10, 2002. Ms. Fisher reported that the
Friends approved the librarv’s request to purchase an outside book drop for approximately
$6,000.00.

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

Foundation: The Foundation’s board meeting was held on September 30, 2002. Mrs. Arnold
has taken the position as president of the Foundation until January 2003, at which time new
officers will be elected. A thank-you letter to all contributors to the 1997 capital campaign fund

drive (5-year pledges) will be generated by the end of the year.

Mr. Wise made a motion to approve Pat Greanias as board representative. The motion was
seconded by Linda Rowden and unanimously carried on roll call vote.

VI. SERVING OUR PUBLIC: STANDARDS FOR ILLINOIS
PUBLIC LIBRARIES

Chapter 111, Personnel. was reviewed.
VII. OLD BUSINESS

The board recommended that the “no Sunday hours” policy (see Statement of Policy for Use of
Meeting Rooms). be sent back to the Personnel, Policy and Public Relations Committee for
reconsideration.

VIII. NEW BUSINESS

Ms. Fisher reported there will be a nominal increase in the library’s health insurance coverage
for dependents in the vear 2003.

IX. ADJOURNMENT

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

Stheila Ralinsan

Sheila Robinson
Administrative Secretary



CITY LIBRARIAN’S REPORT
November 13, 2002
DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

ADMINISTRATION: New wall shelving has been installed in the AV area; Arthur
plans to get his materials relocated next week. We are anticipating moving the reference desks
this week to face the :rmt entrance. We hope to have the empty YA shelving added to the
Fiction area next week. In addition to my regular meetings and DLI classes, I spoke to the
Kiwanis Club and the Lions Club lunch meetings. I formed and met with the Collection

Development commitiee, “Ltended a workshop on “Planning for Results, Managing for Results
and Wired for Results™ at RPLS as mandated by the state. I was on vacation the week of the 28"
of October.

GATES COMPUTER LAB: We have started offering computer classes on Basic
Internet, Basic Internet for Seniors, Word Processing I, and Word Processing II, which by the
way I am happy to report have been well received and we are fully booked and have a waiting
list till February.

SIRSI: After listening to staff concerns, patron complaints, gathering and reviewing
statistics, I feel we must take a stand on how some libraries, mainly one, are abusing the system.
I will have docuT7 e:‘.a‘.‘ n “nd e\amples at the meeting, so that we can discuss what our options

FRIE\'DS The Friends did not meet. The new book drop they purchased has arrived
and will be installed shortly.

FOUNDATION: The Foundation has met and a letter has been approved asking for
contributions to send to approximately 800 past donors before Thanksgiving. New letterhead
and envelopes had 1o be ordered as the address was a post office box we no longer have.

STAFF: Marsha Walters is retiring November 20" from the Technical Division. She has
worked at the library since 1987, Patti Somers from Children’s has resigned as her husband has
been relocated to Washington State.

ADULT DIVISION: Teen Read Week was a success; 91 surveys were collected.
Everyone seems 1o like the new area; I have even found adults over there reading. Reference
was busy this month answering 2,159 questions and giving tours to several different groups.
Staff also presented pro grams and attended workshops. We have signed up for a plan with B & T
that will help us get the “hot” new fiction here automatically. Staff are continuing to weed
multiple and damaged copies. Two new computers were added to the department. One was
purchased with a gran m the state library to provide access to government information. We
are looking in to a;::; GIS 1o this computer in the future. Another computer was placed in the
local history room and purchased with Meyer funds. It includes a scanner, digital camera and a
color printer. There was no computer access in this room before.
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BUILDING DIVISION: Molding was added to the carpeted section in the entryway to
keep them from unraveling. The generator has been replaced on the new bookmobile; all work
was under warranty. We got the new (94) 4x4 truck and plow from the city. Our old one is now
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for sale. The boilers are installed and working. They are still working on odds and ends to finish
up. When that is done. then we will be inspected. Larry predicts big savings on the utility bill.

CHILDREN'S DEPARTMENT: A busy month in Children’s with circulation and
reference statistics being up. Six groups visited the department bringing in 150 people. Katie is
working with Project Success on a family reading project. This department will be short one as
we go through the hiring process.

CIRCULATION DIVISION: Sundays have been busy, raising the question about year-
round Sunday hours. The e-mail test is nearing the end. Our test group is about to receive bills
and if we can track them. then we will open this option to the general public. We are gathering
statistics on the send list items to see where our stuff is going. The department is still short

staffed and using temp help to fill in the gaps. Staff attended workshops and Robyn spoke to the
school librarians.

EXTENSION: Ken and Marcia switched bookmobiles and now drive different routes.
The lady in Toledo is still interested in the bookmobile and will call me when she knows
something. We are working to provide ADM with a 2-hour stop at lunchtime and may be able to
do so when we look at ""e next schedule. Staff attended workshops and meetings on REP for
RPLS. Twenty-six voluntee ers provided 244 hours of service this month.

SYSTEMS ADMINISTRATION: Our new web page is nearly ready to go and will be
installed soon. Matt is checking to see if we can run our own reports on SIRSI. He is also
checking to see if we can make the self-check machine compatible with the new system.

Installed the two new computers in reference. Looking at information on going wireless on the
bookmobiles.

TECH\IC L DIVISION: The backlog is getting cleared up. We are still working on
“clean-up’ pro ects and weeding. Staff is continuing to receive catalog training and serving on
RPLS committees. This department will be short one as we go through the hiring process.

Respectfully submitied.

Lee Avwn Fisher
Lee Ann Fisher

City Librarian
November 13, 2002



Personnel, Policy and Public Relations Committee
November 7, 2002

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

s

Proposed revised job descriptions: The committee reviewed revised job descriptions for Head of
Technical Division. Acquisitions Supervisor, and Processing Supervisor. The revisions were to
update the descriptions. generalize the automation system, and add night and weekend hours.
Mrs. Rowden made 2 motion to recommend the changes for approval as presented. The motion
was seconded by Mrs. Krigbaum and unanimously approved.

Proposed revised software use policy and new computer use policy: After discussion and
review, Mrs. Row made a motion to recommend the policies for approval as modified. The
motion was secon ov Mrs. Krigbaum and unanimously approved.

Proposed revised meeting room policy: Ms. Fisher noted that the library received a few requests
for using the meeting rooms on Sundays. The rooms have not been made available in the past
because there is only one janitor on Sunday for setup and cleaning. The committee decided to
discuss the item f‘_:riisr at the Board meeting.

Christmas Eve: er reported that the committee asked for an annual request regarding

Christmas Eve hours. Le union contract states that full-time staff will work 6.5 hours and be
paid for 8 hours. When the library is open on December 24, it closes at 4 p.m. The committee
decided to take this item to the Board meeting for more discussion.

There was no other business.
The meeting was adjourned at 6:10 p.m.

Respectfully submitted,

Linda Humphreys, Office Manager



Job Description 3021
Processing Supervisor

Decatur Public Library

Nature of Work

Division of the public library.

Work involves the supervision and performance of a variety of clerical tasks in the

complete processing of all librarv materials.

Supervision Received

Work is performed with considerable independence under the general supervision of the
Head of SuppertSesvices— Technical Division. Work is reviewed through periodic conferences,
reports prepared. observations. and regular evaluations.

Supervision Exercised
Exercises supervision over personnel as assigned.
Examples of Work (Typical work examples, but not limited to the following)

Plans and organizes work: instructs, supervises, and evaluates assigned staff on various
processes relating to the preparation of all library materials for shelving.

improvements in procedures and operating policies, rules and regulations:
tatistical and activity reports.

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

Stamps books with property stamp; types book pockets, dust jacket stickers, labels for
reference periodicals. films. records. cassettes, and other media; types-control-cardsfor-alt

Prepares and ships books and professional periodicals for the bindery and upon return
checks for completion as ordered and prepares for return to shelves.

Prepares and ships local newspapers to be microfilmed.

Prepares audiovisual materials for repackaging.

Mends books: pastes book pockets. types se-lin labels or adds plastic covers.



PROCESSING SUPERVISOR
DECATUR PUBLIC LIBRARY

Job Description
Page 2

Makes folders and spiral binders for items received loose.

Performs related work and other duties as assigned.
Required Knowledge, Abilities, and Skills

“library technical work processes, including knowledge of construction of

Knowledge of li
books and various mending operations for books and other library materials.

Knowledge of standard office practices and procedures.
Ability to work independently under general supervision and to provide limited work

instruction.
Ability to understand and follow moderately complex oral and written instructions.

Ability to type 45 w.p.m.

Desired Training and Experience

1gh school. Night and weekend work may be required.

“ATTY M

Graduation from hi
nclassified position filled by appointment of the City Librarian.

NOTE: This is an ur
Pay Level 1

rev. 11/02



Job Description 3022
Acquisitions Supervisor

Decatur Public Library

Nature of Work

1d specialized clerical work performed in the Technical Serviees

b

Work involves the knowledge of and experience in technical processes sufficient to
exercise senior responsibility as well as direct participation in the completion of work related to
ordering and receiving library books and materials.

Supervision Received

Work is performed with considerable independence under the guidance of the Head of
SuppertServiees— Technical Division. Work is reviewed through periodic conferences, reports
prepared, observations. and regular evaluations.
Supervision Exercised

Exercises supervision over personnel as assigned.

Examples of Work (Typical work examples, but not limited to the following)

Plans and organizes work: instructs, supervises, and evaluates assigned staff on various
processes relating to the acquisition of library materials.

Recommends improvements in procedures and operating policies, rules and regulations;
prepares appropriate S'..Eii;'.i:?:\ and financial activity reports.

i bliegr&ph%eaﬁﬁ-fefmaﬁeﬂ:
rdestor

the- it Searches. 1mpor1< and does prehmlnar\ editing of blbllographlc records
necessary to create purchase orders for the acquisition of library materials. Verifies
materials received: validates and signs invoices for payment. Maintains necessary files in
appropriate formats

ol fand

Initiates signs correspondence regarding orders, receipt and non-receipt of materials.
Maintains files for ;;rtfs;*::z;“x ics. and invoices.
Keeps accounting records for library materials budget, patron donations, and memorial

funds.



ACQUISITIONS SUPERVISOR
DECATUR PUBLIC LIBRARY

Job Description
Page 2

Performs related work and other duties as assigned.

Required Knowledge, Abilities, and Skills
Considerable knowledge of library acquisition processes and procedures.
Considerable knowledge of and skill in office practices, procedures, and equipment.
Knowledge of and skill in basic accounting procedures and practices.

Knowledge of basic computer operations and programs.

Ability to work independently under general supervision and ability to supervise and
evaluate work of assigned staff,

Ability to deal with vendor representatives, the public, and employees in general and
difficult work situations

Desired Training and Experience

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

and accountingserneralatfice practiees. Previous library experience in ordering and receiving
library materials is desirable. Night and weekend work may be required.

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

Pay Level 1

rev. 11/02



Job Description 3122
Head of Technical Division

Decatur Public Library

Nature of Work

This is a highl
assigned to the Technic

“specialized professional position involving supervision of all staff
al Division.

Work involves original cataloging and adaptation of Library of Congress cataloging in the
cataloging. classifving and subject assignment of books and audiovisual materials, and
scheduling and supervising of divisional staff.

Supervision Received

Work is performed with considerable independence under the guidance of the City
Librarian. Work is reviewed through periodical conferences, reports prepared, observation, and
regular conferences
Supervision Exercised

Exercises supervision over personnel assigned to the Technical Division.

Examples of Work (Typical work examples, but not limited to the following)

Plans and organizes divisional work; instructs, supervises, and evaluates divisional staff.

Recommends 1
prepares appropriat

vements in procedures and operating policies, rules and regulations;
tatistical and activity reports.

Catalogs. classifies. and assigns subject headings to library materials.

W

Coordinates the maintenance of public on-line catalogs, which includes revising and
updating materials and may incorporate solutions to particular problems of library users.
Works with Rolling Prairie Library System staff to coordinate DPL cataloging on the

PRA library automation svstem.

Works with division heads to coordinate special projects such as recataloging areas
of the library’s collections.

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

Performs related work and other duties as assigned.



HEAD OF TECHNICAL DIVISION
DECATUR PUBLIC LIBRARY

Job Description
Page 2

Required Knowledge, Abilities, and Skills

Thorough knowledge of Dewey Decimal Classification, Library of Congress Subject
Headings, and AACR 2.

Considerable knowledge of books, authors, book publications, and audiovisual materials.

Knowledge of and experience with library automation systems.

Hot-reguired:

Ability to supervise and evaluate work of divisional staff and to correlate divisional
activities to the needs of the library.

Considerable knowledge of principles of bibliographic organization and control.

Knowledge of the content and use of basic reference tools. Considerable familiarity with
OCLC and-cESt

Ability to deal with the public and employees in general and difficult work situations.

Knowledge of and experience in library administration.

Desired Training and Experience

Graduation from an approved university with a Masters Degree in Library Science from
an ALA-accredited university. Some experience in cataloging using the Dewey Decimal
Classification Svstem. Library of Congress Subject Headings, and AACR 2.At least three years
professional experience with increasing responsibility, preferably at a public library, is required.

Night and weekend work may be required.
NOTE: This is an unclassified position filled by appointment of the City Librarian.

Pay Level 5

rev. 8604+ 11/02



Decatur Public Library
Software Use Policy

General Statement of Policy

It is the policy of the Decatur Public Library to respect all computer software copyrights
dhere o the terms of all software licenses to which the Library is a party. The
Systems Administrator is charged with the responsibility for enforcing these guidelines.

Employees of the Library may not duplicate any licensed software or related
documentation for use either on Library premises or elsewhere unless the Decatur
Public Library is —:-xoressly authorized to do so by agreement with the licenser.

upl suatxon of software may subject users and/or the Library to both civil

oyees of the Library may not give software to any outsiders including clients,
contractors. cu s*o'ﬂars and others. Employees of the Library may use software on
networks or on multiple machines only in accordance with applicable

Eacn orary employee must read the Software Use Policy for the Library. Upon

employees are required to sign this Software Use Policy. New employees
will be provided a copy of the Software Use Policy and must read and sign within 10
days of the commencement of their employment.

Budgeting for Software

VV’r’” purchasing software for existing computers, such purchases will be charged to

=

Approval for Purchase of Software

To purchase software, users must obtain the approval of their Division Head and the
City Librarian. and then follow the same procedures the Library has for the acquisition
of other library materials.

Acquisition of Software

All software acquired by the Library must be purchased through the Library
adminisirative office. Software acquisition channels are restricted to ensure that the
Library has 2 complete record of all software that has been purchased for Library
computiers and can register, support and upgrade such software accordingly.

Registration of Software
When software is delivered, it must first be delivered to Systems Administration so that

they can complete 1 eg s*ratlon and inventory requirements. Systems Administration is
responsible for completing the registration card and returning it to the software
publisher. Software must be registered in the name of the Library and job title or
division in which it will be used. Due to personnel turnover, software will never be

registered in the name of the individual user. Systems Administration maintains a
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register of all Library software and will keep a file of software licenses. The register
must contain: a) the title and publisher of the software; b) the date and source of
software acauisition; ¢) the location of each installation as well as the serial number of
the hardware on which each copy of the software is installed; d) the name of the
authorized user: g) the existence and location of back-up copies; f) the software
product’s serial number.

7 Installation of Software
After the regisiration requirements have been met, the Systems Administration
depariment will install the software. Manuals, tutorials and other user materials will be

h a! diskettes or CD-ROMSs will be kept in a safe storage area maintained
by the Systems Administrator.

A. Acceptable Software
+  Microsoft Office (Word, Access, Excel, PowerPoint, Outlook)
* Internet Explorer (Macromedia Flash or Shockwave, if Internet
Explorer prompts for downloading)
*  Outlook Express
*  Microsoft Publisher
* SmartTerm
* Adobe Acrobat
*  Messengers (Yahoo, MSN, Netscape)

B. Unacceptable Software
*+ America Online (AOL)
+  Gator
+ Netscape
+ Comet Cursor
* Programs that let you search and download MP3's, such as Napster
or Audio Galaxy

* Screen savers not included with Microsoft Windows, such as
Webshots

*  Wallpaper not included with Microsoft Windows

This is not 2 complete list and there is software specific to departments. If you have
any questions on acceptable or unacceptable software, contact the Systems
Administrator

8 Home Computers
Library computers are organization-owned assets and must be kept both software-legal
and virus-free. Only software purchased through the procedures outlined in this policy
may be us=d on Library machines. Employees are not permitted to bring software from
home and lozad it onto Library computers. Generally, organization-owned software
cannot be taken home and loaded on a user's home computer if it also resides on the
Library's computer. If an employee is authorized by the City Librarian to use software
at home. the Library will purchase a separate package and record it as an
organization-owned asset in the software register. However, some software

companies provide in their license agreement that home use is permitted under certain
circumstances. |f an employee is authorized to use software at home, he/she should
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consult with the Systems Administrator to determine if appropriate licenses allow for
home use

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

9. Shareware
software is copyrighted software that is distributed freely through bulletin

d on-line services. Itis the policy of the Library to pay shareware authors the
fee they specify for the use of their products. Registration of shareware products will
be handled the same way as for commercial software products.

10. Audits

The Systems -ammlstrator under the direction of the Library Office Manager, will

conduct zppropriate software audits of all Library PC’s, including portables, to ensure
that the L :'a',.‘ s in compliance with all software licenses. Random audits may be
conducted as well. Audits will be conducted using an auditing software product. Also,
during the audiis. the System Administrator will search for computer viruses and
eliminate any that are found. The full cooperation of all Library employees is required
during these audits.

11.  Penalties and Reprimands

Accorading to the U.S. Copyright Act, illegal reproduction of software is subject to civil
*Wuch as US $150,000 per title infringed, and criminal penalties,
including fines of as much as US $250,000 per title infringed and imprisonment of up to
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five years e Library will not condone nor tolerate the illegal duplication of software.
A Library employee who makes, acquires, or uses unauthorized copies of software will
be disciplined as appropriate under the circumstance. Such discipline may include
suspension or termination of employment.

12. User Agreement

If you have any additional questions about the above policies, address them to the
Systems Administrator before signing this agreement.
| have received read. understand, and agree to comply with Decatur Public Library’s Software
Use Policy. | understand that | have no expectation of privacy when | use any of the software.
I am aware that violations of this policy on appropriate use of software may subject me to

disciplinary action uding termination from employment, legal action, and criminal liability. 1
further understand that my use of software may reflect on the image of the Decatur Public
Library to our users. competitors, and suppliers and that | have responsibility to maintain a
positive representation of the Library. Furthermore, | understand that this policy can be
amended at any im

n O



Decatur Public Library Page 4 of 4 November 21, 2002
Software Use Policy

13. User Sign-off

| have received. read. understand, and agree to comply with Decatur Public Library’s Software

Use Policy. | understand that | have no expectation of privacy when | use any of the software.
| am aware that violations of this policy on appropriate use of software may subject me to
disciplinary action. including termination from employment, legal action, and criminal liability. |

further understand that my use of software may reflect on the image of the Decatur Public
Library to our users. competitors, and suppliers and that | have responsibility to maintain a
n n of the Library. Furthermore, | understand that this policy can be
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Date

Employee’s Signaiurs

)]
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Printed name of employ

Witnessed

Office Manager

Date




Decatur Public Library
Computer Use Policy

1. Purpose

e our customers and provide our employees with the best tools to do
their jobs. D\ catur Public Library makes available to our workforce access to one or
more forms of electronic media and services, including computers, e-mail, telephones,

voicemail. fax machines, external electronic bulletin boards, wire services, online
services. intranet. Internet and the World Wide Web.
B. blic Library encourages the use of these media and associated services
v can make communication more efficient and effective and because they
| ces of information about vendors, customers, technology. and new
1d 55r‘-* es. However, all employees and everyone connected with the
n should remember that electronic media and services provided by the
leru v are Library property and their purpose is to facilitate and support library
business. All computer users have the responsibility to use these resources in a
professiona iical. and lawful manner.
C. To ensure that all employees are responsible, the following guidelines have been
established for using e-mail and the Internet. No policy can lay down rules to cover
sible situation. Instead, it is designed to express Decatur Public Library
hv and set forth general principles when using electronic media and services.
2. Prohibited Communications
Electronic n : cannot be used for knowingly transmitting, retrieving, or storing any
communication that is:
1. Discriminatory or harassing;
2. Derogatory to any individual or group;
3. Obscene. sexually explicit or pornographic;
4. Defamatory or threatening;
5. Inviolation of any license governing the use of software; or
6. lIllegal or contrary to Decatur Public Library policy or business interests.
3. Personal Use
The computers. electronic media and services provided by Decatur Public Library are

primarily for "*‘1 in

occasional. ¢

10 assist employees in the performance of their jobs. Limited,
of electronic media (sending or receiving) for personal, nonbusiness

purposes is understandable and acceptable. and all such use should be done in a manner that does
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vstems' use for their business purposes. However, employees are

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

4. Access to Emplovee Communications

rronic information created and/or communicated by an employee using
essing. utility programs, spreadsheets, voicemail, telephones.
"’.ietm board system access, and the Library does not review similar

¢ Library does routinely gather logs for most electronic activities or
loyvee communications directly, e.g., telephone numbers dialed, sites

-all length. and time at which calls are made, for the following purposes:

o

(73]
i

)

f

)

)
(2]

2. Resource allocation;

[«

1 technical management of information resources; and

[S]

tecting patterns of use that indicate employees are violating Library policies or

illegal activity.

Library reserves the right, at its discretion, to review any employee's
and messages to the extent necessary to ensure electronic media and
eing used in compliance with the law, this policy and other Library

buld not assume electronic communications are completely private.
[ thev have sensitive information to transmit, they should use other

To prevent computer viruses from being transmitted through the Library's computer system,
unauthorized dovwnlo any unauthorized software is strictly prohibited. Only software

registered thr Jecatur Public Library may be downloaded. Employees should contact the

System L\dnw

rator if they have any questions.

6. Security/Appropriate Use

t the confidentiality of other individuals' electronic
ept in cases in which explicit authorization has been granted by

A. Employees must re

communications. f:

Library management. emplovees are prohibited from engaging in, or attempting to
engage in:
1. Monitoring or intercepting the files or electronic communications of other

employvees or third parties;
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2 Hacking or obtaining access to systems or accounts they are not authorized to
3 Using other people's log-ins or passwords; and
4. Breaching. testing. or monitoring computer or network security measures.

B. nail or other electronic communications can be sent that attempt to hide the
identity of the sender or represent the sender as someone else.

C. Electronic m
network ¢
use the s

D. Anvone i‘::‘:::ii:z;: electronic assess to other companies' or individuals' materials must
respect all cop Aj ts and cannot copy, retrieve, modify or forward copyrighted
materials e - as permitted by the copyright owner.

7. Participation In Online Forums
A. hould remember that any messages or information sent on library-
to one or more individuals via an electronic network—for example,
ists bulletin boards, and online services—are statements identifiable
0 Decatur Public Library.

B. ecatur Public Library recognizes that participation in some forums might be
important to the performance of an employee's job. For instance, an employee might
find the answer to a technical problem by consulting members of a news group
devoted to the technical area

8. Violations
Any employvee who abuses the privilege of their access to e-mail or the Internet in violation

ct to corrective action, including possible termination of employment,

of this policy w »
I liability.

legal action. and

9, User Agreement

I have received. read. understand. and agree to comply with Decatur Public Library’s
Computer Use Policy. I understand that [ have no expectation of prwacy when I use the
Library’s computers and telecommunications equipment and services. 1 am aware that violations
of this policy may subject me to disciplinary action, including termination from employment,

*nit}‘. [ further understand that my use of the e-mail and Internet
ecatur Public Library to our users, competitors, and suppliers
Ity to maintain a positive representation of the Library. Furthermore, |

i can bg amended at any time.

legal action. Lm; "ii'j‘_'iif; lic
may reflect on the i

and that I have
understand that thi




Decatur Public Library Page 4 of 4 November 21, 2002
Computer Use Policy

10.  User Sign-off

[ have received. read. understand, and agree to comply with Decatur Public Library’s
Computer Use Policv. I understand that I have no expectation of privacy when I use the
Library’s computers and telecommunications equipment and services. [ am aware that violations
of this policy may subject me to disciplinary action, including termination from employment,
legal action. and criminal liability. I further understand that my use of the e-mail and Internet
may reflect on the i of the Decatur Public Library to our users, competitors, and suppliers
and that I have responsibility to maintain a positive representation of the Library. Furthermore, 1

understand that this policy can be amended at any time.

Date

el
sl

Employee’s Signature

Printed name of er

et
a
4
=
Q
I
@

Witnessed

Office Manager

Date
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Finance and Properties Committee
November 5, 2002

meeting to order at 4:30 p.m. Members present: Mr. Cocagne and Pat
ne King, Phil Wise, and Sherri Arnold. Staff present: Linda Humphreys

Mr. Cocagne called th
Greanias. Absent: Fug
and Lee Ann

Lease space: The lease space was discussed at length.
Bills and pavroll for October 2002: The bills were reviewed. The consensus was to recommend

the bills for approval

Loan payvment to Citv of Decatur: A payment of $29,531.25 is due December 1, 2002 on the
loan for improvements 1o the lease space. The consensus was to recommend approval of the
payment to the city

There was no other business.

The meeting was adjourned at 5:45 p.m.

Respectfully submitted,

Linda Humplieys

Linda Humphreys, Office Manager



e Chapter IV Collection Management ——&

2 may encompass many diverse groups. The needs, interests,
“i2 0 view of the community range over the broad spectrum of subjects that
T nterest to contemporary society. Intellectual freedom and the right to read
are tne comerstones upon which all library services should be based. Planning for

The pub s a wide range of materials in a variety of formats and in
sufficient quaniin © mee needs and interests of the cammunity. The collection is
timely, current 2o responsive to the community it serves. The key to quality collection
management = zocuuate funding and professionally trained collection managers.

Two intezra === of collection management are resource sharing and cooperative
collection mznzz=ment. No one library can provide from its own collection all the
materials 1nat ore r=auired to meet the needs of its patrons. It is imperative that library
staff are haow =ozezble about methods of resource sharing, understand its immeasurable
value 1ote and facilitate interlibrary loan and reciprocal borrowing.
Electronic d=l..<r. o7 information will increasingly affect the development of reference
collections. L = o anners need to be knowledgeable about electronic products and
services a0~z 2= tnem into library collections when appropriate.

<z::2r prevention and recovery plan, and policies. Such policies

1re not limited to the following topics: personnel; reference;

brary’s materials, services, and facilities including use of the
for exhiliits and meetings; and collection management. lllinois

<=otony law specifically requires the board to establish and review at

—=<t biennially a written policy for the selection of library materials (as
1e Library’s collection management policy) and the use of library
=r 2ls nd facilities [75 ILL. COmP. STAT. ANN. 5/4-7.2 or 75 ILL. COMmP.
S A 16/30-60]. All library policies are in compliance with state

-0 ieceral laws. (See appendix 2.2.)

Core 16. = | urany adopts and adheres to the principles set forth in the American
L \ssociation’s Library Bill of Rights and other ALA intellectual

= 4om statements and interpretations. (See appendices 2.4-2.6 for ALA
. ~r=n Bill of Rights and other ALA intellectual freedom statements.)

Core 19 e sry is a member of an Illinois multitype library system and
yp
s in resource sharing through interlibrary loan and
=Cciprocal borrowing.
Core 21. Tre lorany provides access to ILLINET Online.
Core 25 To= orzanospends a minimum of 12 percent of its operating budget on

t= 205 7or patrons. For the purposes of this document, the operating

lisbursements except capital expenditures.

[}
—



Hezlth and life insurance; FICA, IMRF, or other pension plans; and all other
~surance are part of the operating budget. Capital expenditures include
=modeling and building, equipment and furniture, and any other items

ded as fixed assets in the audit. Materials include books,

materials, periodicals, telecommunication costs for reference

== ices, fees for online information services, and CD-ROM products. Cosls
= zi=d to the installation and maintenance of a LAN or a shared or stand-
~= bibliographic database are not included.

Supplemental Standards
1. The orars nz2s 2 board-approved, written collection management policy based on
rotess ooz siandards, community needs and interests, and the diversity of American
societ.. To= oolicy s reviewed by the board biennially and is available to the public.
cemoow 4T for topics recommended for consideration in a collection

2. Sterrescossnie or collection management are professionally trained in the general
princ oes o7 ==lection and weeding as well as in their specific areas of responsibility.
Starr == =2 == materials and evaluate the collection for retention or withdrawal in
conturmance with the collection management policy. Such library staff regularly
atteny oo onc education workshops on collection management.

3. Starresoons ole or collection management have access to a variety of selection tools.

4. The orero =27 uses accepled professional techniques for collection management.
Suct =077 gues include quantitative measures (circulation-per-capita and turnaround
ales ==z The CREW Method), user surveys and questionnaires.

5. The or=n 0zces a high budgetary priority on collection development. Although use

=707 and the size of the population are the primary factors, there may be
may affect the size of the collection. Local history, genealogy,

anc =~z = =l diverse population are some examples of these factors.
6. Existnz =m0 ruture use of electronic sources will affect the need to provide hard copy of
some= oen oo ais See appendix 4.2 and 4.3 for book and periodical collection tables.)
7 N =t ons play an increasingly important role in most public libraries.
Butlo =2 o-ozram consultants are typically recommending that the size of the AV
Col=ct om= o= an amount equal to 10 percent of the book collection. Factors
mcuo oz = mzuistically diverse population and the number of formats for each title
8. The oran oronides access to materials in a variety of formats to ensure equal access
for ne oszn e o7 all ages. Examples of some of these formats are books on cassette;
boows 7 Bz = intormation in electronic formats; and closed captioned, described,
9.  Thelibran publicizes and promotes interlibrary loan to its patrons. The library

[

ure that interlibrary loan is a simple and effective way for
patrons fo receive materials and information.
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i Chapter IV - Collection Management-
I'lectronic resources,workstations

" the evolving nature of electronic resources - methad of delivery, content,
gation = this particular formal requires a higher degree of moniloring than

=7 220= Ina continuous process of evaluation and refinement in the use of

irces within their communities. As is true for all collection management,

v goalis to support the information needs of the community by providing

w:zzble, and timely information.

cable Core Standards

nas a lelephone, a telefaxsimile machine, photocopier, and compuler
an Internet connection. The library provides telephone service (o ils patrons
-aring disabilities through a TTY (teletypewriter), TDD (Telecommunications
“=s for the Deaf) or a voice relay provided by the telephone company.

Stzndzra 30 (Mew)

“ary provides at least one computer exclusively for public access to
--Uonic resources, including, but not limited to, the Internet.

itional Supplemental Standards

cast one staff member is knowledgeable about and able to assist patrons
1 electronic resources.

= library supports ongoing training for stalf in selectng and using electronic

[N
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i

for an increasingly large percent of public library

tion, the higher the circulation.

oraries, the figure is in excess of 35 percent. Typically, the larger

than one format is known to be used by the public, librarians

~ur patrons prefer.

Appendix 4.4
Audiovisual ‘Table

12 same title in multiple formats. Short, focused surveys will

Audiovisual 1

olle

c

tion Table

Minimum

Growing

Established Advanced

Equal to +/- 10%

of book collection

Volumes per

capita plus

Equal to +/- 15%
of book collection

Volumes per

capita plus

Equal to +- 20%

of book collection

Volumes per

capita plus

Equal to +/- 25%%

of book collection

Volumes pet

capita plus

| Base. Base. Base Base
Population Base Minimum Growing Established Advanced

< 1,000 z , 0.5 1.15 2.35 4.25
1,000 - 2.4 3 E 0.3 0.55 1.5 3.4
2,500 - 4,922 ' 0.175 0.45 1.1 2.5
5,000 - 9,992 z | 0.125 0.4 0.85 2.1
10,000 - 14 222 35 0.06 0.35 0.6 1.75
15,000 - 24 ==¢ 3 0.06 0.35 0.6 1.6
25,000 - 42,22¢ 8500 0.05 0.35 0.6 1.4
50,000 9 2.75 0.05 0.35 0.55 1.05
75,000 - 92 23¢ 5,500 0.04 0.3 0.5 1.25
> 100 2z 0.04 0.3 0.45 1
Example

1 Librar a 2! population is 30,000. .

2 |ibrz e5 1o eve the "Growing” level.

3 T Base 2 n= product of the population multiplied by the number

s e ere the Population Category (25,000 - 49,999) and the
Leie 3} meet. 8,500 + 10,500 (.35 x 30,000) = 19,000.

Note: e base ot a leve is only a figure used as part of the calculation.
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December 2, 2002

Mr. John Cardwell
Cardwell COF"L‘i’“liS
101 South Main Street
Decatur, IL 62323

Dear Mr. Cardwzll

The Library Board ¢
agreement between

23, 1998, with respect to '.E:
floor on the south side of th

s voted on November 21, 2002, to give notice of termination of the
I Companies and the leraly Board of Trustees dated February 20,
lease management of approximately 35,000 square feet on the upper
main Library building. The Library Board has fixed the

[l ¢¥]

%8 a

commencement date of "“f 1\7[\ (60) day notice period on December 2, 2002. By such date, the
sixty (60) day period :ft mination would run January 31, 2003.
The Library Board would like to extend to you their appreciation for all of you efforts and your

staff’s efforts with respect 10 this potential leased space. The Board further appreciates the
occasions when vou and you staff were willing to accommodate potential lessees with a

reduction or waiver of certai
you that the termination d

n fees to accommodate a lease. The Board further wishes to assure
s not reflect any dissatisfaction with the efforts of you and your staff

with respect to this lzased space. The Board has simply made the determination that recognizing
the size of the leased space and the four years of the agreement has not accomplished what
everyone hop° 1 for. that the Board has decided to “go it on their own” so to speak and see what
may come in the future. Given the current economic climate and the size and location of the
space, the Board is not overly optimistic.

Again, on behalf of the Board of Trustees of the Library, our appreciation is extended to you
personally and vour siaff. If we can ever assist you in any way, please let us know.

¥ o

Sincerely,

Lee Ann Fisher
City Librarian



AGREEMENT

znies (Cardwell) and the Board of Library Trustees of
wur (Trustees) make this agreement,

Trustees are purchasing by Agreement for Deed the Sears Roebuck &
rtv =d at 130 N. Franklin, Decatur, Illinois. The Trustees
get on of the property until September 30, 1998. The Sears
property will be renovated to serve as the Decatur Publjc Library; that
renovation is not scheduled for completion before September 1, 1999.

(
The Sears property will be renovated to serve as the Decatur Public

Library. Approvimately 35,000 square feet on the upper floor on the south
side of the main building, and the automotive service building will be

available to bz lezced.

zrant to Cardivell the exclusive right to oblain tenants for the
area available for lzzs= and to manage the leased space.

Cardwell s+ill utilize the resources and personnel of Cardwell
Companies to diligent!y ceck tenants for the property available for lease and
to efficiently and diligently manage the leased area.

The tenant, the rent and all terms of any lease must be approved by
Trustees.

C. Cardwell Authority and Obligations to Manage Property

Cardswell iz authorized to collect rents and deposit all rent money in
the account of Trustzes

Trustees will provide custodial service and basic maintenance,
Cardwell chall contract for and superintend repairs of the leased

property and for tus purpose Cardwell is authorized to spend up to $500 for
any single expenditure without prior approval of the Trustees.

L

Cardwell shall farnizh t
preceding month's activities as
but that pericd not to evceed fift

-Tuslees a complete detailed report of the
'on as possible after the end of the month,
1 (15) days.




D. Term of the Agreement

This agreement shall continue until either party terminates by giving
to the other party a written sixty (60) day notice.
E. Compensation

Trustees shzll pay to Cardwell as compensation for obtaining leases and
for managing the leased property five percent (5%) of the gross rentals
received. If a leas= is signed with a tenant represented by a broker other than
Cardwell Companies or an

" agent or associate of Cardwell Companies,
Trustees shall payv such broker a fee of four percent (4%) of the gross rental.
This four percent 14751 fee shall be an addition to the five percent (5%) fee
paid to Cardwel

F. Sale of Fortion of Property

If Trustees d2cide 'o sell a portion of the Sears Roebuck & Company

property, Cardivell shall have the exclusive right to market the property
under the applicabie terms and conditions of the Listing Agreement between

Cardwell and Trustees
CARDWELL CO ﬁz %
B(“:::"f’ A1 {1 AT

AJphn Cardwell, President

Datef];

SELLER:

THE BOARD OF LIBRARY TRUSTEES
OF THE CITY OF DECATUR

By 36&01/%{(1%
Shitley MdfOre, President

Dated: 07-;/2 37/75"
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