DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
Thursday, March 20, 2003 @ 4:30 p.m.
AGENDA
I Call to order —Sherri Arnold, President
II. Approval of minutes

a. Regular meeting of February 20, 2003

1. Communication from the public
IV.  City Librarian’s report
V. Reports of committees

a. Personnel, Policy & Public Relations Committee
i. Meeting of March 6, 2003
b. Tinance and Properties Committee
1. Approval of bills for February 2003
ii. Meeting of March 4, 2003
¢. Rolling Prairie Library System
i. Report on March 2003 meeting
d. Friends of the Library
. Meeting of March 12, 2003

Foundation

9]

i. No meeling
VI, Serving Our Public: Standards for llinois Public Libraries
a. Chapter VIII, Public Relations and Marketing
VII.  Old business
a. Lease space
b. Grievance
VIII.  New business

IX.  Adjournment



DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
February 20, 2003

I. CALL TO ORDER

Sherri Arnold. President. called the meeting to order at 4:30 p.m. Members present: Mrs.
Arnold. Ty Cocagne. Carol Craig, Garry Davis, Patricia Greanias, Eugene King, Linda Rowden,
and Phil Wise. Absent: Sally Krigbaum. Staff present: Lee Ann Fisher and Linda Humphreys.
Others present: Kathy Collett, Monica Skelley, and Kevin McSherry, owner of “From the
Ground Up.”

II. APPROVAL OF MINUTES

Mr. Wise made a motion to approve the minutes of January 16, 2003. The motion was seconded
by Mrs. Greanias and unanimously approved.

L.  COMMUNICATION FROM THE PUBLIC

Mr. McSherry presented a proposal to construct a temporary greenhouse the size of two parking
spaces to sell plants in the library parking lot from March 17 through June 20. 2003. In
exchange. theyv would donate up to 20 flats of annual flowers to be planted at the library. The
consensus was to approve the project. Ms. Fisher will send Mr. McSherry a letter so that he can
proceed with his plans to Cardwell.

IV.  CITY LIBRARIAN'S REPORT
The City Librarian’s written report was previously mailed.

The snafu with the bomb threat on February 13 was discussed at length. Ms. Fisher said that she
discussed her concerns with both the city police and fire departments.

Y. REPORTS OF COMMITTEES

Personnel, Policy, and Public Relations Committee: The committee met February 6. 2003.
Ms. Craig reported that the committee reviewed the Internet policy. She made a motion to
change the policy to reduce the number of people allowed at a computer from two to one (except
when parents are helping children) and to delete a reference to express computers that do not
exist. The motion was seconded by Mr. King and unanimously approved.

The committee reviewed a proposal from Ms. Fisher regarding cell phone usage. The language
in the user guidelines was modified to include cell phone usage with respecting the rights of
other library users. Ms. Craig made a motion to approve the policy as presented. The motion
was seconded by Mrs. Greanias and unanimously approved.

Ms. Craig said that the committee also reviewed a new policy regarding the confidentiality of



library records. Ms. Craig made a motion to approve the policy subject to approval by Mr.
Booth. The motion was seconded by Ms. Rowden and unanimously approved.

Ms. Craig reported that the committee reviewed a revised mission statement for the library. She
made a motion to approve the statement as presented. The motion was seconded by Mrs.
Greanias and unanimously approved.

The committee also reviewed a new job description for the office manager. Mr. Wise made a
motion to approve the new title, description, and pay level for executive administrative assistant
effective February 20. 2003, as presented. The motion was seconded by Mr. Davis and
unanimously approved on roll call vote.

The first floor reorganization was discussed. Ms. Fisher recommended, after receiving many
complaints from patrons and some complaints from staff, that the hardback fiction collection not
be interfiled by genres. Ms. Craig made a motion to modify the reorganization plan as discussed.
The motion was seconded by Mr. Wise and unanimously approved.

A grievance with the union is scheduled for arbitration on Monday, February 24, 2003.

Finance and Properties Committee: Mr. Cocagne made a motion to approve the January 2003
bills. The motion was seconded by Mr. King and unanimously carried on roll call vote.

The committee met February 4, 2003. Mr. Cocagne reported that the committee reviewed the
budget proposal for the library’s trust funds. He made a motion to approve the budget as
presented. The motion was seconded by Ms. Craig and unanimously approved on roll call vote.

Mrs. Rowden made a motion to adjourn to closed executive session to discuss the lease of real
property. The motion was seconded by Mrs. Greanias and unanimously approved on roll call
vote. The Board went into executive session at 5:10 p.m. The meeting was reconvened at 5:50
p.m.

Mr. Davis made a motion to authorize the Finance Committee to enter into lease negotiations
with a prospective tenant and report back to the Board of Trustees on March 20 as to the
feasibility of a lease arrangement. Ms. Fisher was also asked to contact a second prospective
tenant to let them know that negotiations are in process with the first prospective tenant.
Rolling Prairie Library System: Mrs. Greanias attended the meeting.

Friends of the Library: The Friends met February 12, 2003.

Foundation: The Foundation Board of Directors met January 27 and elected new officers. A
new director is needed to replace Mark Gibson on the board.

VI. SERVING OUR PUBLIC: STANDARDS FOR ILLINOIS PUBLIC LIBRARIES

Chapter VII, Access, was reviewed.



VII. OLD BUSINESS
Mr. King made a motion to adjourn to closed executive session to discuss pending litigation.

The motion was seconded by Mrs. Greanias and unanimously approved on roll call vote. The
Board went into executive session at 6:10 p.m. The meeting was reconvened at 6:20 p.m.

VIII. NEW BUSINESS

There was no new business.

IX. ADJOURNMENT
Mrs. Arnold adjourned the meeting at 6:20 p.m.

Respectfully submitted,

Linda Humpheys
Linda Humphreys
Executive Admin. Assistant



CITY LIBRARIAN’S REPORT
March 14, 2003
DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

CITY LIBRARITAN: Increased presence and staggered times of our security offices have helped
us with some of the behavior issues we were having earlier. We got the Fiction turned around and kept it
separated by genre. Most of the collection is off of the top and bottom shelf, which is our goal. We are
going to add one more range of shelving and then I think we will be able to accomplish this. Paperbacks
in the Fiction collection are being moved to the Paperback collection or withdrawn. Prepared the book
budget. In addition to my regular meetings; I spoke to a PEO group, served on a SIRSI special
committee, attended the DLI membership committee meeting, met with Decatur Day Care Center to
discuss library service. attended a meeting of the Eagle Lodge, where they presented the library with a
$300 check, worked with Ed Booth on arbitration matters and the Finance Committee on lease issues.

GATES COMPUTER LAB: We had 107 attend five workshops offered in February. In March

we started offering “EZ-Email” and “Mousing for Beginners”. The popularity of these classes continues
to grow.

SIRSI: The proposed change in bylaws was presented to the group and will be voted on in May.
This change will place a permanent voting member from Lincoln and Decatur Public Libraries on the
Governing Board; each library can only have 1 voting member on the Board. I don’t agree with the only
one vote, because it discourages us from having our staff be the chairs of the committees they are active
with, but as it applies to everyone, we can live with it. The group also voted to approve hiring a Trainer
to assist member libraries with learning the new software. I served on the committee to write the job
description and now will also assist in developing the posting and placement of the position.

RPLS: I will be giving a tour of DPL on April 2™ for the 3™ Annual Best of the Best Seminar to
showcase how we do things. I hear several libraries in the system are closing and I was asked to do this
especially for Lincoln Library.

FRIENDS: The Friends will be having an Antique Book Appraisal Fair and Book Sale from 1-5
on Sunday, March 23. They have updated their bylaws to increase their Board to fifteen. Also approved
was a $10,000 payment toward their pledge to the Foundation.

FOUNDATION: The Foundation has $16,770.62. We just recently received $1,000 from Illinois
Power for the Foundation.

STAFF: Still several positions short and they are in various stages of the hiring process.

ADMINISTRATION: Linda has started writing a monthly report that will cover some events that
I usually put in my section for lack of a better place. We have rearranged the Administrative Office to
give better visibility to the front. Sheila’s work area was replaced with a nice reception desk, with lower
walls, so that the public can see her. Joann’s high wall unit was replaced with a half-wall, so she can now
see the front door at all times. Linda and I now also have a better sight line. Hopefully this will help us
know when someone is waiting up front. Linda and Matt created a way to do management evaluations
online. We will see how it works and if we like it, we will see about getting the civil service evaluations
online.

ADULT DIVISION: We are changing from Pro-Quest to Gale’s Infotrac as our main electronic
resource. This was after the staff attended an Electronic Resource Expo and tried the product in-house
with free trial subscriptions. They feel the coverage is better and more user friendly than Pro-Quest. Gale
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Page 2will provide training to the staff in the near future. Collectors are working on spending the last of
their book budgets. Free tax assistance from Millikin students is still being offered. Sandi spoke to a
group of school librarians; J gave a presentation on investments. College Illinois gave a presentation on

the tuition savings programs for YA. Don Chamberlain did a program on bird photography that more
than 40 patrons enjoyed. This department is still one short.

BUILDING DIVISION: Everything is up and running in good condition at the present moment.
We had a lot of weather related issues to take care of in February. After we moved the Fiction, we
noticed dark areas that were of concern. Upon investigating we found some wires that had shorted out
and ballasts that were bad. Assisted in all of the moving and rearranging in the various departments.
Tony is still out, but doing well.

CHILDREN'S DIVISION: Reference assists were down this month. Collectors are working on
spending the last of their book budgets and weeding. Preschool story times resumed this month on
Tuesday nights. 95 kids and parents attended these four programs. Six groups visited the department,
bringing in 80 people and 238 attended BabyTalk programs. This department is still one short.

CIRCULATION DIVISION: The receipt printers are repaired. We are getting reports from RPLS
that help us locate materials that have a “route” status, that meaning they are neither checked in nor out,
but are just floating around. We are also cleaning up agency conversion problems as we find them. We
are researching another credit agency to see how ours compares.

EXTENSION DIVISION: We are planning a volunteer appreciation lunch to be held during
National Volunteers Week. This is something new for us. Most of our new locations have turned into
viable stops. We will continue to evaluate and add stops as needed. Scott is teaching our “Internet for
Seniors.” This department is still one short.

SYSTEMS ADMINISTRATION: The “Request Title” is now working properly and books are
now being sent to us instead of RPLS. Patrons had found a way to get to the Internet from our OPAC’s,
something we do not want. Mat was able to figure out a way to prevent this. So far it is working, but I
am sure they will find some other way to get around it.

TECHNICAL DIVISION: There are still problems while editing records within NETCAT. We
have not figured out the problem yet, but we are working on it. Matt set up Processing to generate labels
on the computer. we are still waiting to see how this is going to work. Lee, Robert and Karen attended a
MARC record workshop. Currently we are withdrawing items faster than we are adding them, with
Extension, Children’s and the Adult divisions weeding.

Respectfully submitted,

Lee Avwv Fisher
Lee Ann Fisher

City Librarian

March 14, 2003



NV 60:11 1B £0/¥L/E UO pajulid "anjeA aAlleBaBU B S9JEDIPUI JAqUINU B punole sassyjualed ‘gN

"S90UDD| JO/PUB S99 SSB00Y J8UIaIU| 10} SOOURIGUINIUS 8pNjoul | ON $90Q (.

000$ SIE] gy3 00°0$ 000$ SUONEUOP+IAOKLIED  SIUBID/SUORBUO( [NV
000% dd3 dd3 00°0$ 00°0$ 80uB|(eq JOAOALIRD s >Bc:_c>> IHAN]
00°000°LL$  |%00°0 %00°0 00°000°L1$ 00°0$ 00°0$ 00°0$ 00°000°L1$ _w\AoE.,@m@mE ~ N006
00°222% %00°0 %00°0 00°222$ 00°0% 000% 00°0$ 00°222$% S39diyd IANVIN €006
INOLNVYO
00°000'GE$  |%00°0 %00°0 00°000'GES 00°0$ 00°0% 00°0% 00°000'GE$ ¥313d ¥ NIT1d D006
paljaqunoug Buipuadg uoneoo|y
aoueleg juadg snid yuadg aoueleqg paltequinou] Buipuads Yluopn QLIOodU|
pspuadxaun | juadled jusdJed 8|qe|leny Apusung alA jualing IVNNNY NOILYOOTIV 3002

$00Z Ad - SANNH LNIWMOANS

00°00G°Z6€$ [%00°0 %000 00°005°26€$ [00°0$ 00°0$ 00°0$ 00°005°Z6€$ Iv1OLl 008
00°000°6¥$  |%00°0 %000 00°0006¥$ |00°0$ 000%$ 000$ 00°000°6%$ s|esipoliad TVL1OL
0000.€$  [%000 %000 00°002°¢$ 00°0$ 00°0$ 00°0$ 00°002°¢$ S1v2laord3d NOISNILX3 1v8
00°008°L$ %000 %000 00°008°'L$ 000 00°0$ 00°0$ 00°008°L$ SIVOIQoIdad  1¥YNOISSIH40Hd G¥8
00°000'0L$  |%00°0 %000 00°000°0L$ | 00°0% 00°0$ 00°0$ 00°000'0L$ | ST¥OIQOIYId FONIHIAATH NIVIN ¥¥8
00°006'L$  |%00°0 %000 00°006°L$ 00°0$ 00°0$ 000% 00°006°L$ SIVOIAOId3d  FNIANC NIVIN €8
00°000'L$  |%00°0 %000 00°000°'}$ 00°0$ 00°0$ 00°0$ 00°000°}$ SIvOla0ry3d HLNOA NIVIA AL
00°00%'92$  |%00°0 %000 00°00¥'92¢ | 00°0% 00°0$ 000% 00°00%'92$ | STvolaordad 1INAY NIVIA Lvg
| 00°002$ %00°0 %000 00°002$ 00°0$ 00°0$ 00°0$ 00°002$ STVOIAOIAd IWNSIA-OIANY 0€8
0000528 |%000  [%00°0 000052$  [00°0% 000% 000$ 0000S2$  [eBieyo Buiddi
100°000°Z¥$  |%000  |%00°0 00°000°2¥$ | 00°0% 00°0$ 000$ 00000 2%$  [GO'A"SVO ‘a0 VOSIA-OIdNY  0£8
00°000'€0€$ [%000  [%00°0 00°000°€0€$ [00°0% 000$ 00°0$ 00°000°€0€$ SHIO00E VLOL
00000'GE$ %000  |%00°0 “|ooooo'ces  |000$ ~lo00$ “1000% “00000°GE$ SO0 NOISNZ X 128
00°000'€$  |%00°0 %000 00°000'€$ 00°0$ 00°0$ 00°0$ 00°000'€$ SIO008  IYNOISSTHO¥ 608
00°000°68%  |%00°0 %000 00°000'G8$ 00°0$ 00°0% 00°0% 00°000°'G8% SYMOOY FON w08
0000626 |%00°0 %000 00°0( 00°0$ 00°0% 00°0% 00°00G" SHMOO0Y ITINSANT NIVIN £08
00°000°01$ %000 %000 00°0( 00°0% 00°0% 00°0% 00°000( SHOO0Y HLNOA NIVIN 208
00°00G'2ZLLS (%0070 %000 00°( 00°0% 00°0% 00°0% 0000621 SHO0Y L1NAY NIVIN 108
pajoquinous ) - B ( 20|y
aouejeg juadg snid juadg aouejeg paloquinous Buipuadg YJuopw 199and
pepuadxaun | juadied Jeplad alge|ieay Apuaung LA Cauny IYONNY | diMOS3a NOILYOOTIY 3000

¥00Z Ad - TYNSIA OIANY 8 STVOIAOINEd ‘SHO0F




NV 00°1 | ¥ €0/¥7L/€ UO pajulld

"anjeA aAlleBBU B $81B0IpUI JOqUINU B punole sassyiuaied ‘gN

00°'00526% | 00°005°25% (%000 %000 00°0% 00°0% 00°00G°25$ S,uaJpliyd IvLOL

00°000°8$ 00°000°8% %00°0 %000 00°0% 00°0% 00°000'8% AY [eNsIA-OIpNY S,uaJpliyd AV €08
00°00S'¥¥$  100°00S'v¥$  [%00°0 %000 000% 00°0$ 00°00S'¥+$ sjoog $)00¢g s,ualpliyo £08

002 A4 - SANNA NOISIAIA SINTFHATHD

00°000°Z¥$ |00°000°Z¥$  |%00°0 %000 00°0% 00°0$ 00°000°/v$ AV TV10L

00°000°6$ 00°0006$ %00°0 %000 00°0% 00°0$ 00°000'6$ ana sosIg 09pPIA [BHBId A 0€9
00°000°L$ 00°000°}$ %00°0 %000 00°0% 00°0% 00°000°}$ woy-ao swoy-ao bugenony WO 0£8
00°000'%$ 00°000°v$ %000 %000 000$ 000 00°000'v$ ao-0-d 081 Joedwo)-uo-sx300g 04 0€8
00°000°9$ 00°000°9% %000 %000 000$ 00°0% 00°000'9% 1-0-9 ade] -uo-syoog 19 0¢€8
00°006°2$ 00°005°Z$ %000 %00°0 00°0% 00°0% 00°005°2$ sapasse) sade] apessed SO 0¢g
00°000°8% 00°000°8% %000 %000 00°0$ 000% 00°000°8% $,a0 sosiq pedwod A 0£8
00°00S'9L$ |00°005°9L$  [%00°0 %000 00°0% 00°0$ 00°005'91% O3PIA SO}}9SSEJ03PIA N 08|

¥00Z Ad - SANN4 (Bunenoild) IVNSIA OlaNy

00°00S°2ZLL$ |00°00G'ZLES [%00°0 %000 000$ 00°0% 00°00G°ZL1L$ SH00d V1oL

00°000°2$ 00°000°C$ %0070 %000 00°0% 00°0$ 00°0002$ SH00d uonol4 (gNN) Xoeqieded dd 108
00°000'8€$ | 00°000'8€$ %000 %000 00°0% 000% 00°0008¢$ SM00d uonol4 4 108
00°000°ZL$ |00°000°ZL$ |%00°0 %000 00°0% 000% 00°000°21$ SHM004d d1 uod}j0g Julid abieT d1 108
00°00S°'LL$  |[00°00S°LLS %000 %00°0 00°0% 00°0$ 00°005°L1$ SHMO004d KioysiH pue Aydeiboos 6 108
00°00G°€$ 00°005°c$ %000 %00°0 00°0% 00°0$ 00°005°c$ SHM004d alnjelay 8 108
00°000°0L$ | 00°000°0L$ %000 %000 00°0% 00°0% 00°000°0L% SM004d juswiulepsiuy pue spy sul4 /108
00°005'€k$ | 00°00S'€LS  |%00°0 %000 00°0% 00°0$ 00°00S°€t$ SH00d seou9I0g pallddy 9108
00°000'G$ 00°000°G$ %000 %000 00°0% 000% 00°000'G$ SHM004d $90UBI0G |ednjeN G 108
00°000°L$ 00°000°L$ %0070 %000 00°0% 00°0% 00°000°L$ SHM004d abenbuen v 108
00°000°6% 00°000'6% %000 %000 00°0% 00°0% 00°0006% SHO0d $90UBI0G |EID0S €108
00°000°C$ 00°000°2$ %000 %000 00°0$ 00°0% 00°000'2$ SM004d uoibjay ¢ 108,
00'006'2$ 00006'2$  [%00°0 %000 00°0% 00°0% 00°006'2$ sMood ABojoyoAsd ‘Aydosojiyd L 108
00°005°C$ 00°005°¢$ %000 %000 00°0% 00°0% 00°005°C$ SM004d Saljljelaua) 0 1089

I paloquinous] UONeI0| Y i - o
aoueleq ooueleg uadg snid juadg palaquinous Buipuadg 1990N9
3|gejleAy popuadxaun | juapied jusdiad Apuaung aiA ~ IVNNNY dIiyOs3d NOILVYOOT11V 30090
#00Z Ad - SANNS (Buieinaiip) NOISIAIQ L1Nav




WY 9S:01 1€ €0/¥71/€ UO pejuld

‘anjeA sAljebsU B $81BOIpUI JBQWINU B PUNOIE S8Sayjuaied ‘gN

00'000°Ge$ 00°000'G€$ (%000 %000 00°0% 000% 00°000°'G€$ NOISNILX3 VL0l
00°000°2L$ 00°000°2LL$ |%00°0 %000 000% 000% 00°000°21% SHO04 uoos||0) s, uaJpliyD - UoISualXy 1238
00°000'2$ 00°000°C$ %000 %00°0 00°0% 00°0% 00°000°C$ SMO0EM28||0D INPY BUNOA - uoIsuslx3 A 128
00°000'9L$ 00°000'9L$  |%00°0 %000 00°0% 000% 00°000'9}$ SH0o0d uo1j08[j0D }INPY - UoISu3ixy Y 128
002 A4 - SANN4 NOISIAIAQ NOISN3LX3
00°000°'05% 00°000°0S$  |%00°0 %00°0 00°0% 00°0% 00°000°'05% seuobsyed Jay0 10 709
00°006°L1% 00°006°'L1L$  |%00°0 %00°0 00°0% 00°0% 00°006°L1$ 0zzal] Ipueg 1S ¥08|
00°008'v$ 00°008'¥$ %00°0 %00°0 00°0% 00°0% 00°008't$ KauxoeH Aeg Hg ¥08
00°00£8LS$ 00°00€'8L$  |%00°0 %00°0 00°0$ 00°0% 00°00£'8L% AOUIBIN Al ¥08]
- S99 18UIB)U| O} SSB00Y O[UOJ}O3|T JO) SBOURIGUINIUS 8pNjoul |ON $80(0 (.«
00°000°G8% 00°000°G8$ 00°0$ 00°0% 00°0% 00°0$ 00°000°G8% SHM004d V10l
00°000'0%$ 00°000°0t$ %000 00°0% 00°0% 00°000°0v$ jsuBlu| suopduosgng oluoddl3 13 ¥08
00°000°01L$ 00°000°0L% %000 00°0% 000% 00°000°0L$ SWHOJODIN (s)uonoajjo WOIN 4N Y08
00°006'9% 00°006'9% %000 000$ 000% 00°006'9$ SH004d KiojsiH pue Aydeiboan 6 ¥08
00°00G°L$ 00°00G°L$ %000 00°0$ 00°0$ 00°005°L$ SM004d alnjesa)T 8 ¥08
00°00G°1L$ 00°00SG°L$ %000 00°0$ 00°0$ 00°005°L$ SM00d juswiulensiuz pue spy sul4 L ¥08
00°000'9% 00°000'9% %00°0 00°0$ 000% 00°000°'9% SHM004d seouLlog pal|ddy 9 08
00°00S°L$ 00°00G'L$ %000 00°0% 000% 00°00S°L$ SHM00d S$80UBI0G [einjeN S 08,
00°00€$ 00°00€$ %000 00°0% 000% 00°00€$ SHM00d abenbueT ¥ 08
00°000°LL$ 00°000°L1L$ %000 00°0% 00°0% 00°000°LL$ SH00d S80UBI0S [EI00S € 08
00°000°L$ 00°000°L$ %000 %000 00°0% 00°0$ 00°000°L$ sSMood uoibljay Z ¥08
00°00€$ 00°00£$ %000 %000 00°0% 000$ 00°00€$ SHM004 ABojoyoAsd ‘Aydosoliyd L #08
00°000'G$ 00°000'G$ %000 %000 00°0% 00°0$ 00°000°G$ SMO004d saljljelausg 0 ¥08
r po Pl uoneo||Yy
aoueleg aoueleqg juadg djuadg HalaqL 19 Buipuadg 139and
algejieny | pepuadxaun | juedlad | juadled Apuouny CdLA IVNANNY dIM0s3d NOILYOOT1 1V 30090

¥00Z Ad - SANN (89us18)y) NOISIAIQ L1NAY




Personnel, Policy and Public Relations Committee
March 6, 2003

Carol Craig called the meeting to order at 4:32 p.m. Members present: Ms. Craig, Garry Davis,
and Sherri Arnold. Absent: Sally Krigbaum and Linda Rowden. Staff present: Lee Ann Fisher
and Sheila Robinson.

Update on grievances: Mr. Davis made a motion to adjourn to closed executive session to
discuss pending litigation. The motion was seconded by Mrs. Arnold and unanimously approved
on roll call vote. The Board went into executive session at 4:35 p.m. The meeting was
reconvened at 3:20 p.m.

Other business: Ms. Fisher presented revised job descriptions for Administrative Aide and
Administrative Secretary. Job duties were updated. Ms. Fisher recommended that the pay level
of the Administrative Aide be increased from level 1 to level 2 to reflect the level of
responsibility. After discussion, the consensus was to recommend approval of the changes as
attached.

There was no other business.
The meeting was adjourned at 5:32 p.m.

Respectfully submitted,

Lee (Unn Fishen

Lee Ann Fisher, City Librarian



Job Description 3044
Library Administrative Aide
Decatur Public Library
Nature of Work

This is specialized clerical and secretarial work of a confidential nature performed in the
office of the City Librarian.

Work involves advanced administrative clerical tasks that require broad knowledge of
library operations. activities. policies. and work processes. Independent responsibilities call for
public contact with supply vendors and library personnel, requires considerable tact, discretion
and confidentiality. Serves as backup to O+fice Manager Executive Administrative Assistant.
May supervise others when assigned. This position may require night and weekend work.

Supervision Received
Work is performed with considerable independence and confidentiality under the general

supervision of the City Librarian and is reviewed through periodic conferences and the
observation of resulisebtained emplovee performaiice and work habits.

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

Selects vendors and executes purchase requisitions: audits reviews financial records;en
eemputer-prepares invoices for payment by city.

Prints brochures, forms, post cards, etc. for the library.

Answers the library telephones as a back up to the Library Administrative
Secretary.

Orders and keeps inventory of all library supplies and equipment.

Centaetsrepait-servieesfor-the-maintenanee-of-building-and-equipment-and generalls
resolresthesevwithoutreeonrse-to superior

Composes correspondence and answers vendor letters of inquiry independently:
maintains files.

Maintains petty cash fund; collects cash from vending machines; keeps ledgeraceounts
records, and makes deposits ef library fine-monies:money.

+alkesaminttes-ob-board-meetingsin-the-absence-of the Qflice-Manager:
Handles emplovee-pavrollas required.
Corrects errors on timesheets and assists with payroll input.

Pees researeh-tor-tabeor relations-and nevotiatians projeets:



LIBRARY ADMINISTRATIVE AIDE
DECATUR PUBLIC LIBRARY

Job Description

Page 2

Troubleshoots for all library office equipment, i.e. paper jams, ink replacement, toner
replacement. mechanical malfunctions, etc. Arranges for repair service as needed.

Performs related work and other duties as assigned.

Required Knowledge, Abilities, and Skills

Ability to handle confidential matters with considerable tact and discretion.
Considerable knowledge of the library operations and work policies.

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

Considerable knowledge of office practices and procedures.

Knowledge of business English and accounting.

Ability to type 60 w.p.m.

Ability to understand and follow general oral and written instructions.

Ability to operate various office equipment such as a calculator, personal computer,
photocopier. laminating machine. printing machine, folder, fax machine, and a ream cutter.
Desired Training and Experience

Graduation from high school or equivalent, including or supplemented by courses in
office practices and accounting. previous experience in clerical work, or any equivalent
combination of training and experience.

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

Pay Level 42
rev.-2/97 3/02



Job Description 3046
Library Administrative Secretary

Decatur Public Library

Nature of Work

This is highly responsible clerical and advanced secretarial work of a confidential nature
performed in the office of the City Librarian.

Work involves advanced administrative tasks that require broad knowledge of library
activities. policies and work processes to assure their completion and adherence to established
standards. Considerable tact. discretion and judgment are required in the preparation and
assembly of materials. screening of visitors and scheduling of appointments.

This position may require night and weekend work.

Supervision Received

Work is performed with considerable independence and confidentiality under the general
supervision of the City Librarian and is reviewed through periodic conferences and the
observation of resulsebtained employee performance and work habits.

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

erforms independent secretarial work for the City Librarian. Takes dictation and types

for the City Librarian and various Library division heads.

Answers and directs telephone calls to appropriate destinations, records messages and
provides information to callers. Screens callers and makes appointments on initiative, and
maintains the appointment calendar for the City Librarian.

Proofreads and assists with editing the library’s newsletter.

Schedules public meeting rooms, collects fees, and prepares and distributes
schedule, in accordance with library policy.

Receives, opens, and routes mail to-inelade-responding and responds to correspondence
of a general nature. Delivers mail to and picks up mail from the civic center.

Precesses-paviotbrecords and-maintains-persennel-tiles-torthe Hibrary:

Prepares, distributes, files and maintains various confidential reports, records, lists
documents, statistical data, and minutes.

Sasupervisestrain and-assign eleriealwork-as-anthorized:

Posts various notices of public events and removes the notices after the events.
Approves flyers for the community information rack and keeps it current.

Take minutes of the Foundation Board, or other meetings in the absence of the Offiece
Manager Executive Administrative Assistant, or as assigned.



LIBRARY ADMINISTRATIVE SECRETARY
DECATUR PUBLIC LIBRARY
Job Description
Page 2
Performs related work and other duties as assigned.
Required Knowledge, Abilities, and Skills
Ability to handle confidential matters with considerable tact and discretion.

Considerable knowledge of library operations and work policies.

Ability to operate standard office equipment including personal computer, typewriter,
calculator. fax machine, and photocopier.

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

Ability to communicate clearly and effectively both orally and in writing.

Considerable knowledge of administrative practices and procedures, including payreH
preeeduresand recording minutes.

Skill in typing. filing. preparing, maintaining and organizing reports, records, documents,
lists, correspondence and any other paperwork necessary to library operation both accurately and
efficiently.

Ability to type 60 w.p.m. and take dictation at 80 w.p.m.

Desired Training and Experience

Graduation from high school or equivalent, including or supplemented by courses in
office practices, word processing, and stenography, three years responsible experience in
performing various administrative support work, or any equivalent combination of training and
experience.

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

Pay Level 1
rev. 297 2/03
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Finance and Properties Committee
March 4, 2003

Mr. Cocagne called the meeting to order at 4:30 p.m. Members present: Mr. Cocagne, Pat
Greanias. Fugene King. Phil Wise and Sherri Arnold. Staff present: Linda Humphreys and Lee
Ann Fisher.

Bills and pavroll for February 2003: The bill list did not arrive before the meeting.

Proposal from Larry Harris on additional lease space costs: Ms. Fisher presented a list of
$32.629 in estimated electrical and mechanical expenses that Mr. Harris thought the library
would incur by leasing out the remainder of its space.

Proposal from Richland Community College: Ms. Fisher said that Richland Community College
is no longer operating the Work Keys program or using the distance learning center in the
library. The College proposed using the space for Project READ offices. Mrs. Arnold made a
motion to recommend approval of the re-allocation of the space as proposed. The motion was
seconded by Mr. Wise and unanimously approved.

Mainten agreement on chiller: Ms. Fisher presented a proposal from T.A. Brinkoetter for
$3.360 f annual maintenance agreement on the library’s chiller. The committee asked for
anorhm‘ price quote. and Ms. Fisher said that Mr. Harris received two bids and this was the

cheaper of Lfr_:ﬁ two. Mr. King made a motion to recommend approval of the proposal as
presented. The motion was seconded by Mr. Wise and unanimously approved.

ussed at length possible lease terms for a tenant expressing

po
interest 1n up to ﬁ‘.[‘”‘?i square feet. Two proposals were agreed upon to present to the

1) Rent of $4.00 per square foot with no utility charge. The lessee would investigate the
feasibility of including in their build-out all air conditioning and heating necessary for their
space.

2) Rent of $4.00 per square foot with an additional utility charge. This additional charge would
be determined by the library monthly/quarterly based on total building square footage and air
conditioning and heating costs. Historically this cost has been between $1.30 and $1.50 per
square foot.

The base rent of $4.00 per square foot would be adjusted for the CPI (consumer price index)
every five (5) years.

Commeon area costs would be allocated to the tenant (hall, rest rooms, etc.). Historically this cost
would be approximately $ .30 per square foot for a lessee of the entire space.




Option: To hold the space available for four (4) months, the library would require a non-
refundable option price of $10,000. After four months, the monthly option price would be
$2.500. Mr. Cocagne will present these options to the prospective tenant.

Other business: Ms. Fisher reported that the library won its arbitration case.

There was no other business. The meeting was adjourned at 5:45 p.m.

Respectfully submitted,

Linda Fumplieys

Linda Humphreys, Office Manager



__Richland Community College

Finance and Administration
CIW|

February 17, 2003

Lee Ann Fisher

City Librarian

Decatur Public Library
130 North Franklin
Decatur, IL 62523

RE: RCC Room at the Library
Dear Lee Ann:

Thanks for taking time to meet with me last week. Certainly, it has been too long since we last
met.

As we discussed, we have experienced difficulty getting a sufficient number of students to sign-
up for regular college credit classes at the Library. The distance learning equipment in the room
is not scheduled for any use this semester. Additionally, our Work Keys program, which
operated at the site, is no longer being conducted. With our existing programming, we have not
used the room to its fullest potential. It is our intent to continue a very positive relationship with
you and the Library.

We have been seeking a location to house Project Read. Currently, it is housed in the Crossroads
Center which limits the time the volunteers can come to the office. Currently, many of the Project
Read activities are being held at the Library. With these two thoughts in mind, we would like to
continue renting the room we are using and relocate Project Read offices into that area. The room
would still allow for a Richland connection with the Library and would offer greater benefits for
the staff, volunteers, and program participants.

Our proposed room use would include office space for the program director and staff person,
space for volunteers to meet with participants, space for file storage of materials, and connections
for several computers to be used in association with the program as well as some space for adult
education staff to work with students.

We would like to remove the current distance learning equipment and some of the computers in
the room. We also would like to move some office furniture into the space. We would continue
using the computers in the “Nims™ room as they are currently being used.

Kindly let me know what we need to do in order to proceed with the proposed conversion.

Sincerely,
Ve
o

_ "P\Vl //{/L . p 4
GregE. F K:;Kar;

Vice President, Finance and Administration

One College Park = Decatur, IL 62521 - 217/875-7200 - FAX: 217/875-2762



T. A. BRINKOETTER & SONS, INC.

36 EAST WOOD STREET P.O. BOX 1127
DECATUR, ILLINOIS 82525
PHONE: 217/423-3493
FAX: 217/423-0862
E-MAIL: tabHinkgQAOL. COM

February 11, 2003

Larry Harris

Decatur Public Library
247 East North Street
Decatur, Iilinois 62323

Re: Annual Maintance, Trane Chiller

Larry,

We will provide labor, equipment and material to complete the above referenced project
for the time and material not to exceed sum Three Thousand Three Hundred Sixty
Dollars ($3,360.00).

Included in this quote:
Seasonal shutdown

003w h W

,..
e

Check and calibrate all safeties.

Secure main powers and insure power to the heaters.

Replace oil filter and gasket.

Meg motor oil pumps motors.

Pull condenser heads and clean tubes,

Send oil for analysis.

Leak check refrigeration side of system if purge timer indicates leak.
Check operation of vane positioner.

Check all electrical connection.

Check operation of purge system.

Summer startup

1.

2
3
4,
5
6
7

Start unit, check operation of controls and calibrate.

_ Check oil and refrigerant levels,
_ Check and calibrate refrigerant monitor.

Check operation of purge system.

_ Check voltage amp, draws, and start sequence.
. Check temperature sensors.

Advise of any problems with unit.

PLUMBING - HEATING ~ AIR CONDITIONING

PROCESS PIPING ~ SHEET METAL ~ VENTILATION ~ REFRIGERATION
SERVING THE NEEDS OF INDUSTRY AND COMMERCE SINCE 1814
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T. A. BRINKOETTER & SONS, INC.

636 EAST WOOD STREET P.O. BOX 1127
DECATUR, ILLINOIS 82625
PHONE: 217/423-3483
FAX: 217/423-8802
E-MAIL: tabrink@AQL, COM

Not included in this quote are any taxes, permits, and overtime or repair pasts other than

already mentioned.

We appreciste the opportunity to quote this project. Please call if you have any questions.

.'Respecﬁvalymbm

Michael Hart
T. A. Brinkoetter & Sons, Inc.

PLUMBING - HEATING ~ AIR CONDITIONING

PROCESS PIPING — SHEET METAL ~ VENTILATION — REFRIGERATION
SERVING THE NEEDS OF INDUSTRY AND COMMERCE SINCE 1914
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~ Chapter VII Public Relations and Market

atis aware of all the services and collections offered by its library and that
s library as a positive, vital, and indispensable part of life — this is the ideal that

“hieved through an efiective public relations and marketing program.

& ¥

e Core Standards

The library offers uniformly gracious and friendly service to all users.

Core 27. The library informs its service population about the collections and
services available in and through the library.

1ental Standards

Ihe board, administration, and staff assess the library’s image at least once a year
Jith a “walk through.”

2. The board, administration, and appropriate staff visit other libraries at least once a year.

The operating budget includes funds for public relations and marketing.

1. The library, employing a variety of means, markets its services within the library and
throughout its jurisdictional area. These methods include but are not limited to
newspaper articles; library newsletters; TV or radio announcements; posters or
flvers; displays; and presentations to community organizations, businesses, and
institutions.

5. The library considers persons with special needs when developing and delivering
information about the library’s collections and services.

6. The library develops strategies to reach those groups that do not use the library.

The board, administration, and staff are encouraged to participate in community
activities and organizations. Such participation is made possible through paid time
(for administration and staff) and funding for participation.

8. Public relations and marketing efforts are coordinated by one member of the staff.

When reviewing and setting library policies, the board evaluates how the policies
will affect persons within the jurisdictional population. Are the policies in the best
interest of the persons the policies are intended to serve?

10, The library includes public relations and customer service as part of the orientation
of all new stait and board members.

1. The library builds on public relations and marketing efforts developed by the library
svstem, state and national organizations, the state library, and the community.

tion Methods

l. Statistics on library use (circulation, gate count, reference questions, program
attendance, and reciprocal borrowing patterns for the library’s cardholders) and the
percentage of registered borrowers can be indicators of how effective the public

— 33 —



relations efforts have been. These statistics are used most effectively when a library
compares its own numbers from year to year rather than comparing itself with other
libraries. Procedures, rules, and methods of gathering statistics vary among libraries.

2. Asurvey can determine if the public is aware of the services and collections that are
ottered by the library. Often a small, carefully targeted survey will provide more
useable information than a long, general survey. (See appendix 8.)

3. Placing a suggestion box in a convenient location may elicit helpful information.

. Many libraries distribute brief evaluation forms inquiring as to how the patrons
heard about library programs or services.
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