
REGULAR MEETING AGENDA
DECATUR PIIBLIC LIBRARY BOARD OF TRUSTEES

Thursday, January t7,2008 @ 4:30 p.m.
(in the DPL Board Room)

I. Call to order - Eugene King, President

II. Approval of minutes

A. Regular meeting of December 20,2007

ilI. Communications from the public

tV. Ciq'Librarian'srepori

V. Reports of committees

A. Personnel. Policl'& Public Relations Committee

i. No meeting in December

B. Finance and Properties Committee

i. No meeting in December

ii. Approval of bills for December 1007

iii. YTD budget report

C. Rolling Prairie Librarl Sr stem

i. No meeting in December

D. Friends of the Libran

i. No meetine in December

E. Foundation

i. \o meetins in Decemt'er

VI: Old Busiaess

A. \,'illaee \lall
B. Other

VII: Neu Busines=

A. Other

Vm. Sen,ing our Public: Standariis i-or Illinois Public Libraries

A. Chapter V: Reference. Reader's .{dvisory- & Bibliographic Instruction

IX: Adjournment



DECATUR PI]BLIC LIBRARY BOARD OF TRUSTEES
Regular Meeting

December 20,2007

L CALLTO ORDER:

Eugene King. rresrdent. ca11ed the meeting to order at 4:31 p.m. N4embers present: Mr. King.
Rene Corclran. B:ti, Couter. Garrl Davis. Salil' Lrigbaum. and Darri'1 Barbee arrived at  :ttri
n m Ah.:-- i:rri.'1. N4oore. Carol Craie. and Nichoiette Raciemacher. Administrative staffi '"''
present: L:: -::: Fisher and Karen B-jorl<man. Others preseni: \4ike Deatherage. Kathl' Collett.
and Nanci R.;'st:x.

II. .{GE\DA:

Approved as presented.

Itr. MINUTES:

Motion by Mrs. Couter, seconded by Mrs. Kriebaum. to approve the November 15, 2007,
minutes as corrected. Motion carried unanimousir.

IV. COMMLNICATIONS FRO\,I T}IE PI-BLIC:

Ms. Fisher presented an email from Gary. Ecelbareei a-.kiag ior a cop5' of the "Barnwell" photo
of Lincoln to use in his upcoming book. Board brougit up tac esisting contract with Millikin
University and Ms. Fisher u,as advised to har-e \,Ir. Ecelbargei contact them about obtaining a
copy.

No other communication iom the lu:iic

\I. CITY LIBR{RL{\S REPORT:

Ms. Fisher went ot.er her report and addei -Se hiormation that due to illness Matt Wilkerson,
systems administrator- u,ill be offuntil Janua-r1 3. l0tl8.

Mrs. Couter asked about the computer kerboari ;anases in the 1ab and if the camera had been
instailed. Ms. Fisher reported that the kerboaras u-ere in u:arranty and had been repaired and
that the camera was installed. Because of the timing. no computer classes had to be cancelied.

\4s. Fisher reported that tire phone s\s:;:r- -,--, ---. -. -:... :Llg-i and the colnpanY is u,orking u,ith
the iibrarl'to repair anl probler:rs.

\T. REPORTS OF COMMITTEES

Personnel, Policy, and Public Relations Committee:
No meeting in December.

Finance and Properties Committee:
No meeting in December.



Mrs. Couter moved to accept the check register ior Nor-ember 2007. as present3... '-:.
Krigbaum seconded the motion and it u,a-s carried unanimou-cir bv ro1l call vote.

Mrs. Couterpresented the Year-to-Date buogei r3Dori ib: rnro:mation. The month oi\oi3:r::,
u,as the 2no pu)-period u'ith -1 par c1'c1es. l-ease:a\'n3n. to tile citl'sirould shou u: i:- ,r--:

December bilis.

Ms. Fisher reported that the Ciq' has not sent oui the budget packet for the 200812009 Fiscal
Year.

Rolling Prairie Library S1'stem:
Mr. Corcoran reported that RPLS met on \or,ember 10. 1007. The Librarl' Systems made a
major resolution asking the state for certification olthe Librarl Infonaation Specialist in schools

and for the schoois to hire professional iibrarians to u'ork in the iibrary.

No meetinc il Decem'ber.

Friends of the Decatur Public Librar.r':
\o meeting in Decembel.

Foundation:
\:r.t n:::::.* :. i:. Jatuarl .

\f : OLD BTSINESS

B arnwell print reproduction :

Professor Ed Walker and Mr. Kim Bauer recommended that steps be taken to properll-presen-e
the photograph. The mat has caused some damaged to the print and ir.ill continue to deteriorat:
unless somethia-q is done protect the print.

Motion by N{rs. Couter to authorize the necessarl, procedures to allow Ms. Fisher to har-e =e
photo presen,ed. Seconded by Mr. Davis. Motion carried unanimousi,v by voice vote.

Ms. Fisher noted that the picture on the back of the photo i.s an unidentified \\'ornan "rj i-.
sending the photo for preservation they may be able to remove this photo. The gla-.s :,u-= '-.

currently as w-ell presen ed as possible.

Village Mall:
Letter has been sent to AmerenfP asking for a printout of the utilit]'bii1s ro:
mall. No response has 1,'et been received. Mark Gibson is working on --ix3

Relief on the non-profit exemption. He has spoken with one tenant anl s'i::

the other two tenants.

It raras noted that areas of the building could be broken dprix =: ::::e-, -_:-=r 
=: _=:

separately. Currentll.- ai1 of the areas have their ouiri electric rn3::-. lL: - -:, --3rs:: .:
displace the realt-v office if a tax adjustment can be made. sinc: ,:t:.' :3:. :::: :;: --:--:=-:

Motion by Mr. Davis to authorize Ir&. Gibson to discuss a lene*& c'.- s--a-r- ':3i:- a:; :::
neu, lease with realtor- Glenda Wiliiamson. and a neu' iea-<e -;;:: Ka:e's f -e 3=,':-



concerninq the amounts oirent. a portion of the utilities and taxes. Seconded b1 Mrs. Krigbaum.
Approved unanimouslr br r oice r,ote.

Foods for fines:
Kathr Colien r::onei thal the prosram and iibran staff has taiien in over 700 items of food.

Th: tr'r:::' a-s. ::,liecred hats and mittens for DOVE.

\]I, \E\\ BLSI\-ESS

Giftrd Srudent Program:
,:,::-: S::ooi District #61 has identified 500 to 700 students in the school svstem tirat quaiify

. - r: -: -:r1 :: a gifted program. Tirel' held a meeting N4ondal . December 1 7. 2007. from 6:30 to- : ; :-. In the Madden Auditorium to introduce the conceDt to parents u'ith gifted chiidren.
- : = ::: ::am is looking to occup] unused space on the 2nd floor oi the marn iibrary,. At the
::.:::-- .ime. the district is looking for the lunds tc oo the build-out ior tne program.

Electrical Drive Replacement:
\ioiiontrl Mrs. Couterand seconded br \11. Ci:--l:an ic acceptthe:il oiS-1.106.00 fiom
Bodine Electric of Decatur. Iv{otion carriec u:t3l-:i.,-rs,.. :r r rrlc- \ Lrr--.

Library Annex:
Cunentl,v. the Local Histon'Room occuni:s -.i*: -.:-':= -::, ::::.:. .- rt-r,l Division at i.785
square feet. for atotal of 3. -:30 square fe::,

A plan \4'as presented b1 \,is. Flshe: shtr. ::-: ..:::= - - :,:.= .::--. ''- ::. :.-:ilt3r \-illage \4a11 for
ane\\iLocalHistorr-Room and Cult::a. C:::-: P":-,:- .:-- ---:-l:': a::alis iolmor.inethe
Extension Service to the I-i'lia:r -\it::;. l''l:.. il:-:.:: -t-:-.*-::: :s::, ::t plans for par-ing for the
remodeling in the Libra:r -{rn:r Drs:-,..--:, -:::::-* ::- .u* -:: :*:-r:s aireadv collected for the
Cultural Center and conracilnE .:: irl::s

The librarl- does not ha\-e pians ;..: ::re I 
- - 

:-- - --,: . - ,--: --^:13\ 'out u'ou1d iike to iocate a number
of non-profit asencies thar a::.o:I:::- - r -jt:Ji

\'{otion b1' \4r. Davis to approve the lians icr tire Librarl Annex as presented by Blank.
\\-esselink, Cook and Associates. Lrc. Seconded'01 It4rs. Couter. Approved unanimouslr,by
loice rrote.

\Iotion b-v Nar. Dar.is and. seconded b1 \4rs. Couter that N4s. Fisher proceed u,ith securins norl-
riofit residents for the 'nd floor of the Anlex. N4otion carried unanimouslr..

Cell Phone Policy:
I'Is. Fisher explained the ceil phone abuse that is occurinc in the library bv patrons and asked
:hat all phones be used in the lobb-v onh,. stafiing Februan 1'1. N4otion br \{rs. Couter to ban
:se oi ce11 phones in the librarv proper. Seconded by Mrs. Krigbaurn. Motion carried
---;a:linrcuslr.



Staff Development Day:
Ms. Fisher expiained that this is an expensive and time-consuming event. Proposed that the
iibrary hold the event every other year on the Fridal,the librarv is closed for the Decatur
Celebration.

Mrs. Couter moved to hold staff development dar. everv other year and start by not having it in
2008. Seconded b1'1r&. Davis. Motion carried unanimoush'.

\Ttr. SER\ILNG OUR PTIBLIC: ST,{I{D-ARDS FOR ILLB{OIS PUBLIC LIBRARIES

Chapter f1': C ollection \4anasement

I4s. Fisher rsponed thai the libraq- more than meets the requirements for this standard.

DL A}JOLT,\}IENT:

Motion b1 \{r. Davis and seconded b,v Mrs. Couter to adjoum the meeting. Motion carried
unanimousll. \,fr. King adjourned the meeting at 5:57 p.m.

Respecrfulil submined,

I{arrn Sjor?rpan
Assistant Ci4 Librarian



CITY LIBRARTAN'S REPORT
January 11,2008

DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

CITY LIBRARiAN: The "food for frnes" was a great success with allthe food banks in
town getting a portion of the donations. We impiemented the new Illinois "no smoking" policy
January i't. I attended Karen's projecJ presentation for Decatur Leadership Decemb.r t3in *d
the schools Gifted program on the 17th. I was on vacation from December 22"d till January 6ft.

FOTINDATION: Their next meeting is January 22,20A8, at 4:00pm.

FRIENDS: The Friends did not have a December meeting. Their next meeting is
January" 10. at 4 p.m.

P\G: Did not meet in December and will continue classes in January.

RPLS'SIRSID\\U: The next User Glg,rp Meeting and Governiag Board Meeting will
be held at the Sprinsfield library.on Januarl, 16ft.

ST-{FF: l-ne circulation department is still shon I clerks and the tests are scheduled for
January'. Gregory Barnes rr-as terminated i:r December. Postings are up in the staff room for a
page in the Aduit Dn-ision.

AD\IL\-ISTR{TIO\: Karen graduated from the Decatw Leadership Institute. I can't
say that as an emplor-er I Liked the nes- format. Our meeting rooms were booked 18 times
earning 5850.00.

ADL'-I-T Dfi-ISIO\: O,;i 3 pl6siams had 3-i attendees. Maria is working on our spring
prograrnmixg and \re a.re pllar"riring on har-ing our \lemorial Day celebration in ttre park again 

-
this year. S-e had 195 peonle use the onlinE databases this month. The selectors ordered 33
carts of materials. Our Local Hstory R.rom haC 60 guests and 72 of them were from out of
town.

BLIILDNG DilISIO\: Bill has been doing the maintenance work at the Village mall
and I hired a temp sen-ice to do the cieaning 3 da1,s a week. We added 3 sections of shelving to
the Children's departmenr.

CHILDRE\S Dr\-ISIO\: Katie did a phone interview on WILL about "good new
children's books" for holidal-gii ideas and four staff members got to hear storyteller Dan Keding
at Harris School. \\-e had 310 kids sign up to use the computers; our 27 prograrns had 248
attendees. There u-ere 1 groups visiting the department with 36 people, and 2 groups used the
facilities.

CIRCULATIO\ DI\-ISION: Total number of checkouts during the month of December
was36,260 items, dor.ur -119,o as comparedto the 40,47I items checked out inNovember 2007,
and up +|Yo as compared to -:5-661 items checked out in December 2006. The total gate count



for the month of December is 20,556. There were 5.199 items were checked out of the DPL br
patrons from other libraries and DPL patrons checked o\t3.774 items at other libraries. Of the

-?.711items checked out by our patrons at other iibraries. 2.205 of those items were checked our
on the bookmobiles. We had 2,338 items routed into the DPL from other iibraries to fill requesrs
and -1.6-i9 items rvere routed out of the DPL to fill requests at other RPLS iibraries. When aii rhe
items rouied out of the DPL to fill requests at surrounding libraries rs added to the total
checkouts ioi the month of December. the combined circuiatror.r totai is -+0.909. We placed
3.919 requesrs in December, down -l7or'o fromNor,ember and up -190 o from last December. We
resolr'eo 6.i)lg requests and of these,2.839 ilems u,ere picked up here a. u: DPL during the
month oi December. We had 191 new accounts opened in Decembo". j3u'n -l3o c fiom
\or ember 1007. and down -25o/o from December 2006.

E\TENSION Di\{SION: Extension was in charge of gening th: .c:,: :i:a:iors to the
loca1 iood pantries. Barb Jol,ner went for ILDS training at RPLS. In lC[r- i,.- ::r: ]i ::s:1ar
r.olunteerssiveus2,234hoursoftheirtime. Thismonthwehad22r'o1unt:::st:::i,:,-1::r::s
this month.

G\TES COMPUTER LAB: A camera was installed to help monri.,.: ti- -:" - -.: - _'

computer ciasses had97 attendees, 71 of them Decatur residents.

S\-STE\{S ADMINISTRATION: There is no systems report. ir,latt rs srir. :::;i::i:::
trom saii biadder surgery. Hopefully he will be back some time in Januarl'. Jurue has 

.:,ee: 
a:-=

to lianiie most of our computer problems on her own.

TECII\-IC-\L DIVISION: The State Librarl changed the delivery slips and trarn::= '. .!
taken 'o;' a r*r-iber of staff on using the neu, slips and on routing materials out ro be sur: :::, *
materiai ,'r i-- :e :e:uined rvhen dealing with Interiibrary Loan requests. Acquisirion-i tr - .:: !; -
397 inr..ices.':a:;ooed 1.583 items, processed 267 newspapers,6iT periodicals. 9[r re;e:=:--.
periodicais: a:li ::ie:ed li periodicais. We received and sorted 32 bins of mail and 1E-
oacka'.es o: ,hes: 153 t'e;rt to other areas of the library. We sorted and prepared for d:ll'.;:- - :
bins oimate:iai ^:ri: R-PLS, Susan Gulick. Lee Wiley, Kathy Collett and Robert Edua::.
attended an IC'. G Ci:r Cataioging Books session at RPLS. Cataloging u,ithdreu l. -,- :
voiumes.ieinsia,ei:-:l:-:sandreplacedbar-codesonl6items. Theyalsomadear::-,---::
1.618 database 0:::ri:.:3.c:: changes. imported 286 newrecords into the Florizon i:,.:,.- " 

-
did 1ocal iten: u'c:k l: i.-.i :leri'or added copies. Processinghandled 1.943 rtems v,--,,.'
included: Paler:acxs rl5. -:c^"ssed panerbacks 78. Periodicals 593,lt4ending 56i. ..-,-=
R-eplacentent ;8,,t. Book. s3:r: i. .n: rinderl'3-+. i Periodical \\,as sentto the binoer-.. ":.-
reclassification o: 5- 'r.,.-1,,.

Respectfulli submineJ.

ls An** tL4lirt
Lee Am Fisher
Citl Librarian
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Bickes, Wilson, Moss & Gibson
Attorneys at Law

101 South Main Street, Suite 600
P.O. Box 1700

Decatur, Illinois 62525
E-Mail: mgibsonirdirrvm-law'.com

\\iar-ne L. Bickes
Thom ]loss
Kurt B. Bickes
]lark D. Gibsc,n

Kirtley E. Wilson
Of Counsel

Telephone: (217) 423-3614
Facsimile: (217) 423-7842

VIA E-MAIL &
ORIGINAL VIA U.S. MAIL,

\

January, 15.2008

]'ls. I-ee -r,nn Fisher
Decatur Public Library
1--10 \onh Frankiin Street
Decarur. Illinois 62523

RE: Tax Exemption Request

Dear Lee {nn:

I receir ed the enclosed decision by the Macon Countl Board of Review. I talked with
the ,{ssessor and apparently the opinion denying the request is because the Board felt that it was
leasei tbr at least part of the year and that there \4/as no use for Library purposes. Frankly, I
disagree rlith their conclusion. In any event, this exemption request has automatically been sent
to the Iliirrois Department of Revenue for fr.nal determination. They will also be iooking at this
and I hope u-ill determine something to the contrary as to this real estate. I am not sure as to the
timing on this and the possible decision and will need to research the same. However, I u'anted
to get 1 ou 'Jre response of our local Board as quickiy as possible.

-{gain. I don't believe that use is a consideration when the property is owned, in essence-

by the Ci1 o, Decatur since the Decatur Public Library Board of Trustees is a division or an
agenc)' of the Ciq. Citl owned or municipal owned reai estate is tax exempt. The ieasehoid
should be tared and it should be taxed to the lessee of the real estate. However. we -,vill have to
wait and see iithe Illinois Department of Revenue agrees with me on this.

Eren if it is denied for 2007, we will need to fi1e again for 2008 if this decision is not
overturned. Please cail me uith questions.

Ver1, trul,v yours,

Bickes. Wilson, Moss & Gibson

N4DG:amd
Enclosure

I\,Iark D. Gibson



MAGON COUNTY 141 S MAIN ST ROOM 401
DECATUR, IL 62523
(217) 424-1367 FAJ., {217) 424-1374BOARII OF REVIEW

l-::,:, t'-\IBER

NOTICE TO APPLICANT
EXEMPTION RECOMMENDATION

07-038

tsO-A,RD OF LIBRARY TRUSTEES
}LA.RK D CIBSON
PO BOX 1700

DECATUR IL 62525

:: ?{RCEI-NUMBER: 04-l 2-l 4-1 57-001 A n' 1rlr 4a<

AJY:

AN:

T: _19-.12 5

THE BOARD HAS FORWARDED YOUR APPLICANON FOR PROPERTY TAX EXEMPTION TO THE
ILLINOIS DEPARTMENT OF REVENUE FOR FINAI DETER\{N..\TION. THE DEPRTMENT WILLNOTIFY
BOTH OF YOU AS APPLICANT, A}iD THE CLERK OF THE BO.{RD OF RE\TIE\I OF THEIR FINAL ACTION.

YOUR PROPERry WILL REMAIN SUBJECT TO TAXATIO\. ;HE EXTENSION OF TAXES ON THIS
PROPERTY'S ASSESSMENT SHALL NOT BE DELA}TD PE\DNG THE OUTCOME OF THIS
APPLICATION. IF THIS PROPERTY IS DETERMI\ED E)G}FT tsY THE DEPARTMENT, ANY TAX
EXTENDED SHALL BE ABATED OR, IF ALREADY PAID. SFIALL BE REFLNDED.

INDICATED BELOW IS OURRECOMMENDATIO\ TO T}E ST.{TE (IDOR):

APPROVE I].iTOT.AL

APPROVE FOR P,ART OF THE \'E.1R BEGI\\NG

,APPROVE FORTFI P,A,RT OF THI PROPERT}-DESCRIBED AS

V DE\\'------\-

BOARD

RD OF REVIEW

DArED t-tt-oX



r- Chapter V Reference, Reader's Advisory and --*Bibtiographic Instruction

Quaiih reference service is the provision of information or materjal within a time frame, at
a ier,el. and in a format that is satisfactory lbr the patron.

Reference service is the provision of information in response to a patron,s question.

Reader's advisory service is guidance in selecting materiaI appropriate to a specific
patron's desires and needs.

Bibliographic instruction is service providecj in respo:se to a request by a patron
either {or the individual or for a group to learn ho\.1, to use one or rnore of the
library's resources.

All lllinois public libraries should provide or contract to provide professional reference
service for their patrons. For purposes of this document professional reference service
refers to reference service provided bv a person holding an ,\,tLS degree from an ALA-
accredited program.

Because so many Illinois public libraries sen.e scarselr populateci communities and as a
result, otten lack the funding to hire a full-rin:e ouaiifieci Ilbrarian. other approaches, such
as the following, may be requireo.

mergers of several small iibraries c:. iicrarr sen.ices

consortiums of several small libraries n'ilh one central reference librarv

system reference senrice n,ith an gOC nunber

lllinois State Librarv reference sen ice i.. i,:r ai gO0 number

contracts betr'l'een small libi'aries airc a:-=ei iibraries ibr reference service

shared qualified librarians. rvith sei'E:ai snrall iibraries pooling funds to employ and
share a qualiiied iibr-ariar ri'ho lrcu;c haacJie collection management, train staff,
and provide back-ua reie'er:e sen:cs and perhaps functlon as a circuit Iibrarian
bi. r.r'or-king silltable rou!-s ai eacl ,s:re

cooperaiii'e colieci:cr o'eveicomeni in u'hich the purchase of specific reference
rvorks is assigned to eac. iib:.an. in the group

cooperaiive hour-< of sext'ice. r.''ith a group of libraries coordinating their hours of
reference sen'ice to provide their combined patrons w,ith access to reference
sen'ice for a sreater number of hours (A number of lllinois public Iibraries alreaciy
provide late-night reference service using this approach.)

I.
12.

The licran :-,:.,--, iies uniformiv gracious ancl friendll, seririce to all Iibrarv users

The iibi"a^ ira. a board-approvecl missic.,'r siatement, a long-ranre plan, a
disaster lrrevention and recoverv plan, and policies. such poJicies inciude
Lrut are not l,rniteci to the iolior,r,int topics: f-iersonnel; reference, use oithe
librar"v s materials. services. and iacilities. incJuding use oi the licrar-r.for

Appfi;a'aie Cc;e Sta.::dar&

Core

Core

?4



{.-urt 16.

Ci-,ie,/8.

{*re 19.

{i;re 20.

{-ar': 21.

{-r-rr+ 26.

exhibits and meetings; and coliection management. Illinois statutory law

specifically requires the board to establish and review at least biennially a

written policy for the selection of librarv materials (as part of the library's

collection management policy) and the use oi librarv materials and

facilities [75 lLL. Coiulp. Sr,qr. ANN. 5/4-7-2 or 75 llr- Covp. Srar. ANN.

16130-601 . AII library policies are in compliance u'iih siate and federal

laws. (See appendix 2.2)

The library adopts and adheres to the principJes set iorJ: in the An.rerican

Library Association's Library Bill of Right< and othei'AL:. 'nteliectual
freedom statements and interpretations. (See appenciices i.;-:.€' ror ALA

Library Bill o{ Rights and oiher ALA intelleciual ireeco'n siaienelts.r

The library adopts and adheres to the ALA Cocje a; E::.tc-.. 5- app=rdix

2.7 lor Code of Ethics.)

The library is a member of an Illinois multin'pe libi'a-. ''.-.ia: a':
participates in resource sharing through interlib:an ,,:ar :rc ":: 3:.':al
borrowing.

The Iibrary has a telcphone, telefacsimile machi:e picl'-.r.:,c =- a-!c

computer with modem. The librar,v provides teieclf'r= =:-. .::c :ts

patrons with hearing disabilities through a TT]' ':eiet-.r,'=* r-i:s' . TJD
(Telecommunications Devices for the Deai ,:r a ',o;le =lar l:-c.' iciec cr

the telephone company,

The library provides access to ILLIi'r-ET O:.ire .

The library provides or develops a forrnal aere€r-er: u':--r anothe:'agencv

to provide reference service to the co;-nrnuni:'.

S';ppiemr-iai Standards

1.

)

All basic sen,jces are available when the Iibran' is open. For *re purpose of this

document, basic services are circulation and reierence and reacier's advisorv. If

reference and reader's advisor,u- are provided to children and aCults from two
separate points. ihen the librarv provides adequate starfing at coih locations at all

hours the library is open.

The library has a board-app:'oved reference sen ice pol;c,v developed by reference

staff and administration. isee appendix 5.1 for a model reference sen'ice policy.)

The reference sen,ice policv is revierved even three -vears.

The library participates in s1'stenr-providei bacxup reference, interlibrary loan, and

resource sharing to help provide accurate and timelv reierence service.

The library is aware of the importance of accuracy in reference service and relies on

information sources of demonstrated currency and authority.

The librrary provides easy access to an accurate and up-to-date community

i nformation/resource f i le.

3.

4.

2>



7. The librarv provides current issues of at least one community or local newspaper
and retains backfiles for a minimum of six months.

B' The Iibrary provides access to local ordinances or corJes of all municipalities within
its service boundaries.

9. The library provides access lcl local and state maps.

10. The librar,v provides access to the minutes oi local government meetings. These
include but are not limited to municipal (village, toivnship, or city) and school
broard meetings.

1'l . The library provides voter informatlon, including precinct boundaries and Iocation
of polling places.

12. The library provides inro'mation about local hisiory and events.
.l 3' The library has ieieohone bcci..s for the locai calling area and any other frequcntly

requested areas.

14. The librar;' has all r:raterial-. inc:uo=c i: tne risi oi basic reference materials.
(See appendix 5-2.r

i5, Staft have access to a telephone to .e.=:,.. :^c .espoiii to requests for information
and materials anc tc cJ'liaai oiie: ;Ei..t: 

== 
ro- .nicr,.nalion.

Evaluating Refereace Se*'ice

Although reference se+ice is c:e o::he =osi i::,c:,i a.eas of librarv service to measure,
the exercise of exarni:r:ng a:1o a-tei--r:l::rs i; e,af -;aie :efererce service heightens the
Iibrarian's a\\'areness oi rr.ha: conp;-ises q,ra,,i -eie.=nce sen,ice, increases the librarian,s
sensitivit\ to patroc needs, ar:i siinriar- e:-;*r. :c improve. isee appendix 5.3 for
evaluation methocis.r
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+Appendix5.l # *:E #
E eference Sen ice Pcii*' lv6+iel

l. Reterence service is avaiiable to all persons w,ho reside within the jurisdictional
boundaries of the Iibrary regardless of the age, race. sex, or social or economic status
oi the patron.

l. Reference materials are availablc for use in the librarv bv everyone who resides within
the jurisdictir-rnal boundaries of the librarv regardless of the age, race, sex, or social or
economic status of the patron.

3. Stafftrained to provide reference sen,ice are available during all hours the library is open.

4. Staff are trained in reference inten,ieu'ing techniques. reader's advisory service, and in
bibliographic instruction.

5. Staff treat all questions with equal resoec.

6. Reference service is provided in respon-<e to ail iorms oi inquiry including but not
limited to the telephone, telefacsimile, TTY and TDD.

7 . Reference questions that cannot be anslvered u,ith on--s;te resources are referred to
another agency. Such referrals are verifieci anci.o;'rneciiated bv library staff.

B. All requests for infornration receive an ans\.\,e:'o!-siauus i'eport u,ithin one working
dny.

9- The needs of the library users are treated u,ith respect. Nanres of users and the
transactions that occur betrryeen users and the reference stalr are confidential and not
discussed outside a professional context.

10. The library adopts and adheres to the ,A.LA Code oi Ethics.

I1 . Copies of this reference policy and the ALA Code oi Ethics are available for patrons.

Additional topics to be addressed include:

. Priorities, if any, in handling reference questions-phone vs. in person, resident
vs. nonresident

. Cuidelines that address special categories of re{erence questions-homework,
medical, Iegal (Bear in mind that if homer.t'ork questions are not answered for a

sixth-grader's term paper, they shou)dn't be answered for a graduate seminar.)

. Cuidelines that address the loan of reference material-does not circulate. a

feu, hours, or overnight

i1<



Basic R.eierence it iateriais

The titles included in the following list are n'icjelv rsed ano have received good reviews.
Check vvith the publisher to determine the date or the .;.os: receni edition. The publisher
may also know if and when a new edition r,r,ill be ar,'ai;abie.

1 . Unabridged dictionary (5 years)

Random House lJnabridged Dictionan,.2o ec. \e'*'rorru: Ranciorn House, 1993.

2. Encyciopedia (4 years)

The World Book Encyclopedia. Chicago: \tbrid Bor,< ,-:. =.l-i!a..

3. Thesaurus (3 years)

Roget's lnternational Thesaurus.5th edition. Neu' \c.r: l-a.nrc-l-,' -:s 1992.

4. Almanac (Current)

World Almanac and Book o{ Facts. Mahwah, N.j.: Funk & trLa=: ; i-^-a..

5. The African American Almanac.6th ed. Detroit, Mich.: Gaie. i 99-1.

6. Guiness Book of World Records. New York: Facts on File. Annua .

7. Handbook of lllinois Covernment. Springfield, Ill.: lllinois Secierar, : S=.: _.-

lllinois, annual. Available from lllinois Secretary of State, Shipp:n:_. R::,- l=-::-- ;
Building,62756.

8. Survey of Illinois history

lllinois: A Description and Historical Guide. American Cuide Se:..e=. =eje.-a \\-,:=- :
Project. Temecula, Cali{.: Reprint Services Corp.,1971.

Holtman, John. A Guide to the History o{ lllinois: Reference Guides to Ssre i;;-rc:-,
& Research. Westport, Conn.:Creenwood, l99l .

lcditional titles include the following out of print books that may be orvned br
manv libraries.

Ciarton, )ohn. lllinois Fact Book and Historical Almanac. Carbondale: Sourhe:n
lllinois Univ. Press, 1970.

Horvard, Robert P. lllinois: A History o{ the Prairie State. Crand Rapids. \.1ich.:
Eerdmans. I97?.

Sutton. Robert P.. ed. Ihe Prairie State: A Documentary History of tllinois. Cra:lc
Rapids. I,lich.: Eerdmans, i976.

9. lllinois Blue Book. Springfield, lll.: Secretary of State, lliinois, biennial. Free. Aarlar : :*:,-
Illinois Secreian,oi State, Shipping Room, Centennial Building, Springield, lL 6l-_ia

10. lllinois statistical Abstract. champaign, lll.:Bureau oi Economic and Busin*s
Research, Universiiv of lllinois at Urbana-Champaign. annual.

11 League of Women \,bters Legislative Directory. Chicago: League oj !\bnie: \.:,:e-
biennial. Available from the League at 332 S. Michigan Ave., Chicago. 5!!i{

12. Cuide to local government otficiais of any municipaliw.,torvnshrpicourl'\ re-.=: !"
vour Iib;'ar,v.

L] ti
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r . -.- : i_il cocle for your conrmunilr,(li the library ciistricr scr!,cs morc than onc

- - ^:::unitr,, all cocles shoulrJ be available to patron!./

- -i':i,stlcal Abstract oi the L.l.S. \4rashingtor.r, D.C.: CPO, .:nnlrai.

: 
-.,S. Covernment Nlanual, Washington, D.C.: CPO, an:uai.

: Prcscription and nonprescriprion drug iniormatron

Criifith, H \,\"inter. C-ornolt-tc Cuiclt tct Prtscrtotiitq;rr,:,, \crrprcscription Drugs
Nevr, \brk: Berkier, 1 995.

:- \iedical dictionari : rer-i

The llarperCollin-c lllLjstrate:i tieciicai D;ct;cnart. \err,\ork: HarperCollins, 19q3.

Merriam Webster's t\4ecjicai De-<i. Dr;r c,ra;r, Sitr-inEf ieid, ,r.1ass.: Merriam
\A/ebster, I 995.

1 8. MedicaI guide or encyclopedia i5 r,eai's

Merck ivlanual ol- Diagnosis ancj Tnc-acr rrt - cj ,Rah\ra.\, i!.J.: Nlerck, .199j.

Current Medical Diagnosis anci Treatrner,r Si:-iriorc., Corn.: Appleton & Langc,
1997.

19. Anterican t4ectlical Association tlanclbook oi Ftrst,:.ic an-. i,ltergenc!'Care. Chicago:
AMA, r 990.

20. United States road atlas (Current edition)

Rand tvk:Nally,U.5. Roaci ALlas. Skokie, lll.: Rand,Vlc\all1, annual.

21 . l-ocal phone book

22. Pirone book for nearest metro area

23. Subscription to locai ne\\,spaper

21. Natiol;a/ Five Digii Zis: cctcle artri Post oiice Dtrecton'. \A/asirington, D.C.: Llnited

27.

States Postal Service, annual

Magazine about current events: Newsweek, Time, or U.5. Newe and \,Yorld Repofi

College guide (2 years)

Straught, Charles T., ll, and BarbaraSue L. Straught. Lotejoy's College Cuide.
New York: Prentice-Hall, annual-

Basic guide to financial aid for college {cur-rent edition)

College Costs and Financial Aid Handbcok. Nerv York: College Entrance
Examination Board, 1 995.

"Report cards" of school districts in library's sen:tce area

lllinois Public School Districts and Schools. Springfield, lll.: lllinois State Board of
Higher Educatjon, annua[.

ili,nois nonpublic schools. Springfield, lll.: lllinois Siate Board of Higher Education, annual.

2i.

26.

10

29.

6*
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32

33.

31. Lasser, J. K, J. K. Lasser'sYour lncome lax. Engle*,ood Cli11, N..1.: prentice Hall,
annual.

Social security and medicare information (Current ecjitiont

Jehle, Faustrn F. Complete Guide to Social Securit\, and Medicare. New york:
Dell, annual.

Reproducible federal and state tax fornrs for use in libraries ar,ailable fronr U.S. and
lllinois departments of revenue

Book of quotations (5 years or less)

Bartlett's Bookof Quotations. 16th ed. Boston: Littie. Brorvn..l 992.

Benet, William Rose. Reader's Encyclitpedia. 3cj ed. Nerr \trrk: Harper. 1987.

Biographical dictionary (1 0 years)

Webster's New'Biographical Dictionan. Sprin3rie:C. \'iass.:,\lerriam Webster, 
,1995.

Nature orfield guides: National Audubon Socjef.. S,n.ror ani Schuster, and the
Peterson field guides of birds, mammals. fish. insec-s icutrer'iies. moths, and spiders
are combined in one series and have separare iities in others), rnushrooms,
wildflor,r,ers, trees, seashells, rocks ancl minerais. asirc1crl.rv, rveather

Basic guide to resume writing i5 r,earsi

Yate, Martin John. Resum es That Knack 'en Deao. Holbrook, Mass.: 
.1 

994.

39. Occupational Outlook Handbook. \'\2snineior-:. D.C.: The Bureau of
Labor Statistics, annual.

Book of etiquette. (10 years)

Post, Peggy. Emily Post's Etiquette. 16th ed. \ev; York: HarperCollins,1997.

Reviewing source for new books

Booklist-includes adult, young aciuli and chiidren's materials

consumer Price lndex New,s Re/ease. ,\.lonihlv. Free. (for U. S., North central states
and Chicago) U. S. Dept. of Labor. Bureau of Labor Siatistics, 230 S. Dearborn, 9th
fioor, Chicago, IL 60604 or call 312-353-1S80

Book of interest and mortgage tables 15 vears)

Monthly lnterest Amortization Tables. Chicago: Contemporary, 1994.

Consumer product evaluations ancl price guides

I.egal dictionar,v (10 i,ears)

Black, Henry C. arrc{ Josepr P,

,\4inn.: \,Vest, 1993.

Cuide to parliamentary, procedure

\olan. Elack's Law Dictionarv. 6th ed. Sr. Pa-,

21st Century'Robert's Rules oi O,.der. New,\brl<: Dell i9.-,,;

35.

36.

37

)o-

42.

.i0

_1i

++.

4)

46.

6E
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17. Szuos, Loretto Dennis, and Sandra Hargreaves Luebking, eds. Ihe Source: A

Guidebook o{ American Genealogy. Salt Lake City: Ancestrtl, 1997 .

48. flalliwell's Film Cuide. Revised and updated. New,York: HarperCollins, 1995.

1g. Chase's Annual Events. Chicago: Contemporary Books, annual.

50. Lima, Carolyn W., ed. A to Zoo: Subject Access to Chilciren's Picture Books.

New Providence, R.l.: R. R. Bowker,1993.

51. Your Reading: A Booklist for ]unior High and tuliddle Schoo! Students. Bth ed.

Urbana, lll.: National Council o{ Teachers of English, 1991 .

52. Best Books for Children: Preschoo! through the \licidle Cracies. Ner.r, Providence,

R.l.: R. R. Borvker, 1990-

53. Pilger, Marir A. Science Experiment: iccex io: \cu:g Peooie. Littleton, Colo.:

Libraries Unlimited, 1 996.

54. Worldmark Encyclopeciia of rre Siaie-.. -i-.: =:. ler'c::, r'rich.:Gale, 1997.

55. Rand McNally Goode's i\'oric \t!as. -9:- 
=: Si:<ie ii,.: Rani McNally, 1992.

56. State Names, Sea!s, Flags. arx 5i.:r:.i-.: { 5,--r'r:ca.' C,:iie. \\tstport, Conn.:

Creenrvood, 199,1.
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resretrffi €fum ffire€rcffi
& fundr'=ising wmE"kshrc$ yuex trxtrr't reffwrd tu mEssE

tYhat lvery Numpu"ufit ffeuds tu Krrmw &hsut Fu:rcEraising

February 71,2ilfifi

The iqusehud Iheat*r, Iffingham, iiiii:=is

t:3[ r m. tr 4:ilil p.*

$7il pe r pErsil'r (inciudrs iun*hi

,insn Flanagan,

authnr nf Tlre Irass iiur:s ]-iri-=: -: ::-

\\rhat nonprofit doesntt need more fundsP! But q-ho has time to do it?
And hou- do.vou get started an-lrra-v?

Join rts for this erciting session *-ith nationallr'-knou'n fui:iraisins trainer Joan
Flanaganl Joan is the author of llhe Grass Roots Fundraising B'--n:l-: and Successful
FLtndraising: A Ccmplete Handbook for \:olunteers. J{rarl train: m,-rre than iOO
citizen leaders, organizers. and fundraisers e\-err r-ear in th= L nited States.
Canade, and Europe to der-elop non-restricte'.1. dep<ndatrle- renr*'ahle income
streams. Joatt's books on fundraising are thr most p.'pulal in rht rvcrld!! She gives
foolploof adr.ice guaranteed to t-ork for all-\- nonprofit organizaricn.

Here is a testimonial from Julie GIase. Director of the Faith in -{cticn of Piatt
Count\, (population I6.r0ir j:

"\tr''hen I attentled -vour s'orkshop in zoo1, I u'as in the "desper-ate rnodr" of
ftrndraising. doing er.ents for $2OO-S3OO dollars. Your *orkshop, au,j manual
helped me to think smart about fundraising. In goo2, x t ha,l a ileficit of -< t:.oco.
and I just applied everything vor.r told u.c arld got back in the Lrlack in one
month. In 2oo3, u-e \\'ere dorvn g8,ooo, aud I useci vour techniques and mv
e-rperieuce to r.l'ipe or,tt the shol'tfall in one u,eelt. I continue to Lrse -r-otrr tr.aining
matrual and books as mv guide. The resLdts: toclarr rve have one 1'ear's budget in
the bank! No gratlts, all private money."

T<r register call Arnanda Standerf-er: 9t?-94e-e&64 y. b
or em a i I a n"r anela s t?)effi ngharnlibrary.. c1-g

Funding icr ihi: grani rvr; a#;rdeC by the lllinoi: Stata Libr-ary ilSL), a Iivisinn cf the Uiiine oi Secrei:iy cf Siatr, usir.:g funds lruridei !v the

insiiiLite tl l,luseum end Lihrar"i Serviczs (lliLS), under tie iederai Libi ary Servires ari Ielirlloqy lcr (LSiA).
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