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DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
Regular Meeting
March 16, 2006

I. CALL TO ORDER

Eugene King, President, called the meeting to order at 4:30 p.m. Members present: Mr. King, Ty
Cocagne, Garry Davis, Shirley Moore, Sally Krigbaum, and Nicholette Rademacher. Absent:
Patricia Greanias, Linda Rowden, and Carol Craig. Staff present: Lee Ann Fisher and Scott
Pointon.

II. APPROVAL OF MINUTES

Mrs. Moore moved that the minutes of the February 16, 2006 meeting be approved as presented.
The motion was seconded by Mrs. Krigbhaum and was unanimously approved.

III. COMMUNICATION FROM THE PUBLIC

Ms. Fisher presented a letter from Stan O’Leary of the Federal Mediation and Conciliation
Service thanking her for her letter of appreciation for the efforts of Larry Sedrowski during the
recent union contract negotiations. Ms. Fisher reported that she has been selected to serve on the
Illinois Library Association Public Policy Committee. She also reported that at the recent RPLS
40™ anniversary banquet, DPL received a certificate for being one of the 5 original members of
the consortium.

IV.  CITY LIBRARIAN'S REPORT

. The City Librarian's written report was previously mailed. Ms. Fisher added that the “new
fiction” books will be relocated to the space previously occupied by the large print books during
the week of March 20", Soon after that move is complete, the adult service desks will be
relocated to their new home and that should complete all of the major moves on the first floor.
Ms. Fisher noted that plans are being developed to shift several areas within the Children’s
Division space.

V. REPORTS OF COMMITTEES

Personnel, Policy, and Public Relations Committee:
Mr. Davis reported that the Personnel Committee did not meet in March. Ms. Fisher added that
she will bring some Management Policy revisions to the Personnel Committee in April.

Finance and Properties Committee:

Mr. Cocagne reported that the Finance Committee met on March 14™ and noted the minutes
from that meeting. A question was voiced at the Finance Committee meeting concerning a large
payment made to the Macon County Treasurer’s Office. Ms. Fisher responded that she looked
into the matter and found that though it was not a payment she had authorized (the City took that
upon themselves) the payment was nonetheless an unavoidable reimbursement for an
overpayment of tax revenues that had been made to the library. Steve Grimm of the Macon
County Treasurers Office says it was a “software error” that led to the overpayment.

moved to approve the bills as presented. Mrs. Moore seconded and the motion carried

. The monthly expenditures and financial statement for February were reviewed. Mr. Cocagne
unanimously by roll call vote. Mr. Cocagne noted that the YTD Budget reflects that we are at



the 83% point in the fiscal year and that though our Personnel Services budget is just 80% spent,
there is still the retroactive pay to be given to the union employees. Ms. Fisher noted that when
we turn over the paperwork to the City with regard to the retroactive pay, we have no control

‘ over whether it will be made out of this fiscal year budget or the next. Mr. Cocagne presented
the FY2006-2007 Budget that was reviewed at the Finance Committee Meeting. Ms. Fisher
explained that she had made the changes suggested by the Committee and a revised budget
proposal was distributed to the Board. After reviewing the proposed budget, Mrs. Moore
inquired about the success rate of the Unique Management service. Ms. Fisher replied that they
have been extremely successful in retrieving both cash payments for lost/damaged materials and
in many cases have been successful in retrieving the lost materials themselves. Mr. Cocagne
noted that 11% of the proposed budget was allocated toward purchase of library materials. He
added that the Board and library administration would need to explore the possibility of
increasing revenues to offset rising costs in salaries and operating expenses. Mr. Cocagne
moved that the FY2006-2007 budget be approved as revised. Mrs. Moore seconded and the
motion passed unanimously by roll call vote. Mr. Cocagne noted that the library materials
budget included in the Board mailing was simply for informational purposes only.

Rolling Prairie Library System:

The RPLS Board did not meet in March (the RPLS 40™ Anniversary banquet was held instead).
Ms. Fisher noted that a Board member will be needed to serve on the RPLS Board after Mrs.
Greanias leaves the Library Board.

Friends of the Library:
Mrs. Krigbaum reported that the Friends Board net on March 9™ and that Beatrice Fisher was
welcomed as a new member to that Board. The 2™ Saturday Booksale held in March netted

. $493.82 in profit.

Foundation:
Mr. King noted that the Foundation Board will next meet in April.

VI. SERVING OUR PUBLIC: STANDARDS FOR ILLINOIS PUBLIC LIBRARIES

Chapter V: Reference, Reader’s Advisory, and Bibliographic Instruction was reviewed and
Ms. Fisher noted that the library does extremely well in meeting, and exceeding, this standard.

VII. OLD BUSINESS

Ms. Fisher explained that minor language issues are still being sorted out on the Union contract,
and that a signing date has not yet been set.

VIII. NEW BUSINESS
There was no new business.
IX. ADJOURNMENT

Mr. Davis made a motion to adjourn. Mrs. Rademacher seconded the motion and it carried
unanimously. Mr. King adjourned the meeting at 5:09 p.m.

Respectfully submitted,

B.eott Faimnton
o

Scott Pointon
Assistant City Librarian



CITY LIBRARIAN’S REPORT
April 10, 2006
DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

CITY LIBRARIAN: The contract was signed by all parties March 29" We moved the “New
Books” shelving to where the large print used to be. This section now includes new Large Print
Fiction and Non-Fiction in about the same area as they were before. We closed for the snow storm on
March 21*. Once again there were several nice articles in the paper. In addition to my regular
meetings, I attended diversity training for the city on the 8", finished the United Way site visits and
attended the allocation meeting, heltged stuff envelopes on the 24", and spoke to the Lion’s Club on the
27". 1 will be on vacation April 12 — 16%.

FOUNDATION: Volunteers helped stuff the capital campaign letters that were mailed March
24™. To date we have received $12,680, including one donation of $5,000 worth of stock. Jill
Rawnsley from the Conservation Center for Art and Historic Artifacts will be coming to DPL to
conduct the preservation assessment of our local history collections on Monday May 8. Her
assessment is part of the $5,000 NEH grant we have already been awarded. The next meeting will be
April 24™ @ 4:30.

FRIENDS: The last “Second Saturday” sale cleared over $700.00. The Friends put out a

request for books in the newspaper and they have been pouring in. Their next meeting is April 13 @
4:00.

RPLS/SIRSIDYNIX: SirsiDynix is working on a patch so Horizon can support the new 13
digit ISBN numbers. We will be hosting the Users Group on April 19",

STAFF: Chad VanDolah, our new % time Building Custodian, began work on March 6.
There were no other personnel actions.

ADMINISTRATION: Total DPL circulation for March was 59,396 as compared to 57,465 in
March of 2005 for a difference of +3.4%. The gate count was a whopping 31,922 this month as
compared to 28,852 in March 2005 (or +10.6%). The YTD total is 309,307 (+2.0%). The meeting
rooms were booked 21 times earning $760.00. Scott attended the first session of Synergy 2006 March
28-30; there will be two more sessions. He also attended the diversity training for the city.

ADULT DIVISION: We had 6 programs that were attended by 293 people. The “Life on the
Appalachian Trail” was attended by over 100 people. Brian Looker developed a proposal for a
summer teen reading contest, with a pirate theme. Rhalo Thomas participated in the Black Chamber of
Commerce Career Expo. Our 763 online book club members accessed it 15,260 times last month. The
Local History Room had 111 visitors and 16 were from out of town.

BUILDING DIVISION: During the last storm, we had some roof damage on the southwest
corner. We noticed it before it could do a lot of damage; luckily it was in the used bookstore area over
the tile. We have contacted the roofer and are checking out the warranty. At this point it has not been




repaired; Bill and his guys have put up several tarps in case it rains before they can get here. The city
patched some holes in the parking lot for us, but they just keep reappearing.

CHILDREN’S DIVISION: One of our big programs “Clifford” was co-sponsored by
WILL/PBS. We also hosted the 2006 Lullaby Concert with Baby TALK. We will be participating in
“Macon County Reads & Explores Authors!” this spring. Kelly McCullough, a young teen from 4H,
spent a morning job shadowing Katie for a career project. Our 20 programs had 849 attendees; we had
11 group visits bringing in 182 people, we did 3 outreach programs reaching 125 people, and 11
groups used the children’s story room.

CIRCULATION DIVISION: Total number of checkouts during the month of March was
48,809 items, up 13% as compared to 42,976 items checked out in February 2006, and up 2% when
compared to 47,851 items checked out in March 2005. 7,210 items were checked-out of the DPL by
patrons from other libraries, 2,012 items were checked-out to DPL patrons at other libraries. We placed
4,001 requests, up 16% from February and 44% from last March. We resolved 5832 and of these,
2,707 items were picked up here at the DPL. We routed in 1,578 items to fill holds to be picked up
here and routed out 4,861 items to other libraries to fill their requests. 399 new accounts opened in
March, up 14% from February, and up 19% from March of 2005. We received $735.40 in fines and
lost materials and $1,720.00 worth of materials returned from overdue notices.

EXTENSION DIVISION: After experiencing continued problems with mail delivery by the
post office to the library, we have added mail pickup to our delivery route. John is working on the

plans for our annual volunteer luncheon. We had 23 volunteers donate 205 hours of service this
month.

GATES COMPUTER LAB: We had 127 people attend the 9 different classes we offered. We
plan to add a new class in Microsoft Publisher in the near future. It will alternate with the current
Graphics class every other month.

SYSTEMS ADMINISTRATION: We ordered and received the 4 Nims computers for the

Children’s Department (We have to do some reorganization in Children’s before we can put them out).
There were 216 work orders received from the staff for this month.

TECHNICAL DIVISION: While ordering slowed down as we near the end of the year,
cataloging and processing kept getting material out. On March 16™ the Cataloging Department
attended an all day session on Library of Congress Subject Headings at Illinois State University’s
Milner Library. Lee completed the short story re-cataloging special project.

Respectfully submitted,

Lee Ann Fisher
City Librarian




Personnel, Policy, and Public Relations Committee
April 6, 2006

Gary Davis called the meeting to order at 4:39 p.m. Board Members present: Gary Davis,
Carol Craig, and Linda Rowden. Absent: Eugene King and Sally Krigbaum. Staff present: Lee
Ann Fisher and Scott Pointon.

The first item of business was a discussion of the proposed revisions to the DPL Management
Policy. Ms. Fisher noted that she needed to add page numbers to the policy document. Mr.
Davis commented that he saw no significant changes from the previous policy. Ms. Craig
commented that she would like to see the language in Section 5-B be more consistent. Ms.
Fisher noted the request and promised to make the change. Ms. Craig voiced concerns over
whether Section 5-D of the policy was too binding. It was discussed and decided that though it
was a bit binding it was still acceptable. Ms. Craig also noted that Section 8 needs to have the
time periods of days vs. hours better defined. After these discussions the consensus was to
recommend the revised policy for approval to the full Board.

An update on outstanding grievances was given by Ms. Fisher. She reported that two grievances
were being pushed to arbitration by the Union.

There was no further business and Mr. Davis adjourned the meeting at 5:30pm.

Respectfully submitted,

Scatt Pointon
Scott Pointon
Assistant City Librarian
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DECATUR PUBLIC LIBRARY

MANAGEMENT STAFF PERSONNEL POLICY

. Effective May 1, 2006




WELCOME

Welcome to the staff here at the Decatur Public Library. Our mission is to provide access to
information to help meet the educational, recreational, and professional needs of every member of the
community. The library is dedicated to selecting, acquiring, and maintaining quality materials in a
variety of formats; providing the programs, services and technologies to support this purpose; and
recognizing and responding to the diverse and ever-changing needs of the population we serve.

We are glad that you are now a part of the team that provides these services to the citizens of
Decatur. We are proud of our commitment to customer service and our attention to our patrons’
needs. You will play a vital role in providing assistance to our patrons and your behavior and
attitude will reflect upon the public’s opinion of the library. Please remember that as you go
through your workday.

One of your first responsibilities is to become familiar with all of the library policies and
procedures. Learn the layout of the facility and where things are. Understand what the
departments do and why they do it. Get to know your co-workers and the history of the DPL.
Finally, ask questions. As we tell patrons, “There is no such thing as a stupid question” and that
holds true for staff as well.

I have an “open door” policy and encourage you to use it whenever necessary. Again, welcome
to the DPL, and we hope you will be part of us for a long time.

Sincerely,
%ﬁ L%—// %F//

Lee Ann Fisher
City Librarian

4/03




DISCLAIMER

This management staff personnel policy statement provides a general description of basic
policies, benefits and procedures, as they currently exist. Booklets of this type and their purpose
are often misunderstood. To avoid any such misunderstanding, please be advised that this
statement and the benefits, policies, and procedures referred to herein, are not intended to be, and
are not a contract of employment.

The Library reserves the right to change, modify, suspend, revoke, or terminate any employment
at any time, with or without cause and with or without notice. At the same time, employees may
terminate their employment at any time and for any reason.

No Library representative may modify this policy for any employee or enter into any agreement,
written or oral, contrary to this policy.

No materials provided to applicants and employees in connection with their employment,
whether singly or combined, are to create an express or implied contract of employment for a
definite period of time, nor an express or implied contract concerning any terms or conditions of
employment.

The Library's policies and practices with respect to any matter are not to be considered as
creating any contractual obligation on the Library's part or as stating in any way that termination
will occur only for just cause. Statements of specific grounds for termination set forth in this
policy statement are examples only, not all inclusive lists, and are not intended and do not restrict
the Library's right to terminate at will.

Completion of a training period or conferral of regular employment status does not change an
employee's status as an employee at will, or in any way restrict the Library's right to terminate
such an employee or change the terms or conditions of employment.




I. INTRODUCTION

This statement of personnel policy applies to all Library employees who are not members of the
collective bargaining unit.

The mission of the Decatur Public Library is to provide access to information to help meet the
educational, recreational, and professional needs of every member of the community. The library is
dedicated to selecting, acquiring, and maintaining quality materials in a variety of formats; providing
the programs, services and technologies to support this purpose; and recognizing and responding to
the diverse and ever-changing needs of the population we serve.

To achieve this mission, the Library employs individuals whose function is to see that library
users receive quality service given in a friendly and courteous manner.

Each individual accepting employment on the management staff of the Library is required to read
the Management Staff Personnel Policy and accepts the responsibility of abiding by the rules and
regulations stated. It is neither possible nor intended that this Policy shall anticipate every matter
or problem concerning employment by the Library. The City Librarian will interpret matters in
question. The City Librarian, as the chief administrative officer of the Library, is responsible for
the executive direction of the Library.

The Personnel Policy of the Library does not give any employee or potential employee a property
or liberty interest in a specific classification or position.

The Library is an Equal Opportunity Employer and does not discriminate on the basis of race,
religion, political affiliation, national origin, sex, age, handicap, sexual orientation, or other
factor prohibited by law.

The Library may supplement its regular work force with temporary or substitute employees when
necessary. Substitute and temporary employees are not eligible for paid absences, paid vacations,
paid sick leave, paid holidays, participation in group insurance plans, paid personal days, merit
increments, or participation in IMRF.

The Library requires that employees hired be either a U.S. citizen or authorized to be employed
in the United States. Verification of this must be a U.S. passport, a certificate of citizenship or
naturalization, a current foreign passport authorizing U.S. employment, or a resident alien card
containing the applicant's identification and U.S. employment authorization. If applicants do not
have any of the above documents, they may provide instead the following combination of
documents: either a social security card or a U.S. birth certificate, and a driver's license or
similar state identification.

II. RECRUITMENT

Appointment to all vacant management staff positions is by the City Librarian and is based upon
job descriptions and requirements established by the Library Board of Trustees. Division Heads
will be involved in the recruitment process for management employees within their division.
Whenever possible, all management staff vacancies will first be announced in-house.




‘ Recruitment effort for positions not filled in-house will be local, regional, or national depending
upon the scope, responsibilities, and situation of the position to be filled.

II1. TRAINING PERIOD

There is a six-month training period for all employees following employment during which there
is an evaluation of performance and the Library's need for their services. The training period
may be extended by the number of days the employee is absent from scheduled work.

Persons promoted are subject to a training period of six months in the new position. Benefits
earned by them in their previous position are maintained during this training period.

IV.  HOURS OF WORK

A. Schedules: The Library will establish working hours as required by work load and the
efficient management of personnel resources. A work week for full-time employees is
defined as 40 hours. A workweek is defined as beginning on Monday at 12:01 a.m. and
ending the following Sunday at 12:00 midnight. A pay period is two workweeks.

The head of each division normally arranges schedules. An individual employee's work
day or work week may be so arranged as to provide for the proper functioning of
divisions and the Library at such hours and times as may be deemed necessary.

B. Work Shifts: Work shifts are set within each division and reflect the staffing needs of
that particular division.

An employee who is not going to report for work must notify the Administrative Office
as early as possible, but no later than one hour after prior to the beginning of a scheduled
work day.

C. Meals and Rest Periods: Lunch during a day shift and evening shift will be at least one
half hour in length. There is no meal period on Sunday for employees working four hours
or less.

Employees are normally permitted a fifteen (15) minute rest period during each half-day
four hours (4) on duty. Time allowed for meals or rest periods may not be accumulated
for future use. It is also to be understood that the fifteen (15) minute rest period is a
privilege and not a guaranteed at a set time right. Employees will be expected to forego
the rest period if, because of personnel shortages or other unusual conditions, Library
services will be affected.

D. Compensatory Time/Overtime: "Overtime" means the time spent in the actual

performance of work ordered or authorized by the City Librarian which is in excess of 40
80 hours in any work week pay period.




Hours worked up to 40 80hours in any workweek pay period are computed at straight
time. Hours worked above 40 80 hours in any workweek pay period are computed at
time-and-a-half and are counted as compensatory time.

Compensatory time is strictly voluntary on the part of the employees who are not exempt
under the Fair Labor Standards Act and such employees must sign a statement that they
voluntarily accept compensatory time in lieu of overtime payment.

All employees must receive prior approval from their Division Head, or if a Division
Head, from the City Librarian, before working in excess of 40 80hours in any work week
pay period

Use of earned compensatory time off must be approved in advance by the City Librarian
(or the Division Head if the employee is not directly supervised by the City Librarian),
and shall be counted as time worked for payroll purposes and benefits calculation. The
Library will not unreasonably deny an employee's request for use of compensatory time
off.

Flexible Schedule: With the approval of a Division Head, an employee may work a
flexible schedule. A flexible schedule shall not interfere with normal library operations.
Employees working a flexible schedule should not work any more than 11 hours in any
one day.

. Time Sheets: Employees are required to complete a divisional time sheet indicating total

daily hours worked and to complete it at the close of each work day. Time sheets are the

responsibility of the individual employee. The Division Head shall verify the accuracy of
each time sheet before it is submitted to the Administrative Office. It is the responsibility
of the Division Head to see that time sheets are completed accurately and turned in to the

Administrative Office by the date indicated on the time sheet requested.

Failure to do so may result in a delayed paycheck.

SALARIES, CLASSIFICATIONS, PROMOTIONS, AND EVALUATIONS

Pay Periods: Salaries for all employees are calculated on a biweekly basis. Salaries are
paid on the Friday following the end of the two-week period for which the pay has been
earned. Salaries are paid through a direct deposit into an employee's account at an
approved bank or credit institution.

Classifications: All employees are hired to fill classified positions. Each classification
position has a detailed position job description that includes work schedules and
qualifications as well as information about duties, supervision, and promotional
opportunities. Position descriptions for all classifications are appended to this policy.

. Salary Schedule: The Library management staff salary schedule is reviewed and revised

as needed by the Board of Library Trustees. It will be reviewed at least once each fiscal
year. The current salary schedule is appended to this policy.




VI.

. Salary Adjustment: An employee’s base salary will be adjusted a minimum of 12 %

each year, unless the new Salary Schedule is greater.

. Promotions: When vacancies occur or new positions are established, current employees

will be given consideration for promotion to higher paid classifications, or transfer to
equivalent positions, if they have the necessary qualifications. Employees promoted to a
higher classification will normally begin at the entry point of the new classification and
complete a six (6) month training period in that position. In no case will a promotion
result in a decrease in salary. Persons not satisfactorily completing their training period
may be returned to the prior classification from which they were promoted and to their
prior salary if the position is vacant, or to a similar position, if available.

An employee who is temporarily assigned to a position with a higher pay grade than that
of his/her permanent position shall be paid as if he/she had received a promotion with that
higher pay grade. To be eligible for the higher pay grade, the employee must be in the
position for more than five (5) consecutive work days.

Employees may be returned to their prior classification upon a finding by the City
Librarian that the performance of the employee is not satisfactory and acceptable or there
is some substantial shortcoming that renders continuance in that position detrimental to
the effectiveness of the Library.

. Performance Evaluation and Salary Adjustment: On January 20, 1994, the Library Board

of Trustees approved a Salary Administration Policy for the Management Staff of the
Decatur Public Library. This policy, a copy of which is appended to this policy, deals
with employee performance evaluation, development of salary schedules, and annual

salary adjustments for employees. '

All employees will receive an annual performance evaluation. The evaluation will be
conducted on the employee anniversary date. The results of the evaluation will be the
basis for determining merit increases above the minimum salary adjustment.

HOLIDAYS

Days Observed: The Library observes the following days as holidays: New Year's Day,
Martin Luther King's Birthday, Lincoln's Birthday, Good Friday, Memorial Day,
Independence Day, Labor Day, Columbus Day, Thanksgiving Day, Christmas Eve, and
Christmas Day.

Each year in December the Library indicates on which of the above days it will be closed.
The Library will always usually be closed on Easter Sunday and the Sunday between
Christmas and New Year’s Day. If the Library is not closed on an observed holiday, then
employees required to work on an authorized holiday shall be given equivalent time off
on another day to be scheduled at the convenience of the employee and his/her division.
Part-time employees working a minimum of 20 hours a week will be given four (4) hours
off on another day if they are required to work on an authorized holiday.




. When an authorized holiday falls on a Sunday, the Library will be closed and the
following Monday shall be observed as the holiday. To be eligible for holiday pay, an
employee must work his/her last scheduled work day before the holiday and his/her first
scheduled work day after the holiday, or be on sick leave, bereavement leave, personal
holiday leave, or vacation on the holiday.

B. Special Holidays: Additional holidays declared upon special occasions by the President
of the United States, the Governor of Illinois, or the Mayor of Decatur may be granted to
employees from time to time, but only with the approval of the Library Board of Trustees.

C. Religious Holidays: Religious holidays may be taken as annual vacation leave, personal
holiday leave, leave without pay, or at the discretion of the Division Head or City
Librarian, be scheduled as time off to be made up later.

D. Personal Holidays: Full-time employees are entitled to sixteen (16) hours personal
holiday leave per fiscal year. Part-time employees are entitled to eight (8) hours personal
holiday leave per fiscal year. This leave may be taken in increments of one hour or more.

All personal holiday leave must be approved in advance by the employee's immediate
supervisor (except in an emergency situation), and is contingent upon adequate staffing.

New full-time employees who are employed between May 1 and October 31 are entitled
to 16 hours of personal holiday leave that fiscal year; those employed between November
1 and April 30 receives 8 hours personal holiday leave for that fiscal year. New part-time
employees who are employed between May 1 and October 31 are entitled to 8 hours of

. personal holiday leave that fiscal year; those employed between November 1 and April 30
receive 4 hours of personal holiday leave for that fiscal year.

Holiday leave may accumulate up to a maximum of 40 hours and may carry over from
one fiscal year to another.

VII. VACATION LEAVE

Paid vacation leave is earned by all full-time employees and by part-time employees who work a
minimum of 20 hours per week. Vacation leave is governed by the following regulations:

A. Initial Eligibility: Initial eligibility of employees for paid vacation shall be attendant upon
completion of twelve months of employment.

B. Vacation Rates: Vacation leave is earned as follows:
1. Graduate (master degree) librarians - 25 working days of vacation leave each year.
2. Other employees - 10 working days of vacation leave each year during the first

four ?/ears of emgloyment 15 working days of vacation leave each year during
the 5 through 9 years of employment. 20 working days of vacation leave in the

10" through the 19" years of employment. 25 working days of vacation leave
each year during the 20™ and subsequent years of employment.




. C. Vacation Leave Accrual: Vacation time is credited annually to the employee at his/her
anniversary date of employment. Part-time employees earn one-half of the vacation time
earned by full-time staff.

D. Accumulation of Vacation Leave: A maximum of five days of vacation leave may be
carried over from one anniversary year to the next. Written permission from the City
Librarian is required to carry over more than five days of vacation leave.

E. Holidays: If a holiday observed by the Library falls within an employee's vacation leave
period, that day off will be charged to holiday time rather than vacation time.

F. Scheduling of Vacations: The scheduling of vacations is subject to the approval of the
City Librarian. Requests for vacation should be submitted as far in advance as possible
and will be accommodated if practical and consistent with the good operation of the
Library. Vacation leave may be scheduled in increments of one-half hour or more.

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

G. Payment for Vacation Leave: Employees will not be paid in lieu of vacation leave,
except that terminating or retiring employees will be paid in lieu of accrued vacation
leave and in the event of the death of an employee, said employee's estate will receive
payment for accrued vacation leave earned.

VIII. SICK LEAVE

The purpose of sick leave is to provide protection for employees when they are ill or an
immediate member of the family is ill. All full-time employees and all part-time employees who
work a minimum of 20 hours per week earn paid sick leave. Immediate member of the family is
defined as children and spouse, mother and father, brothers and sisters, and any person domiciled
in the employee's home. New employees will be credited with five days of sick leave on their
date of hire.

A. Rate for Employees: Sick leave accrues at the rate of eight hours per month to a
maximum of 240 days for full-time employees. Sick leave accrual for part-time
employees is four hours per month to a maximum of 240 days. No sick leave accrues
during unpaid leaves of absence.

B. Accumulation of Sick Leave: Sick leave may be accumulated up to 240 days. Upon
retirement from the Library, an employee shall be allowed to use accumulated sick leave
days up to 240 days for credit in the Illinois Municipal Retirement Fund so long as the
[llinois Municipal Retirement Fund allows such accumulation for credit.

An employee who has accumulated 100 sick leave days as of May 1 shall be granted one
additional personal holiday per fiscal year. At no time is any employee paid for
. accumulated sick leave time. Sick leave time may not anticipate the accrual of sick leave

credits.




‘ C. Use of Sick Leave: Payment of sick leave will be contingent upon notification of illness
or injury to the Administrative Office. An employee who is not going to report for work
must notify the Administrative Office as early as possible, but no later than one hour after
prior to the beginning of a scheduled work shift.

If an employee exhausts his/her sick leave credits and is still unable to perform his/her
duties, he/she may apply for a leave of absence from duty for a period of up to six
months. The granting of such leave shall be contingent upon the availability to the
Library of alternate means to accomplish satisfactorily said employee's duties during such
leave of absence. In the absence of such leave or upon the expiration of leave so granted,
if an employee is unable to resume his/her duties, he/she shall be considered to have
resigned from the Library.

D. Verification: The City Librarian may require verification for any sick leave day taken.

IX. SPECIAL LEAVES OF ABSENCE

A. Bereavement: Paid leave of absence will be granted in the event of a death in the
employee's immediate family. This leave, dependent upon funeral arrangements and
travel requirements, shall not exceed four days. Immediate family for bereavement leave
includes: spouse, children, spouse of children, parents of the employee or his spouse,
brothers and sisters of the employee and of his spouse, grandchildren and grandparents of

‘ the employee, brother-in-law and sister-in-law of the employee, and any relation of the
employee or of his spouse domiciled with the employee.

B. Jury Duty: Employees who are called for jury duty shall be given time off from work to
perform this duty. During absences for jury duty, employees will continue to be paid as if
present and working, provided they return to work as scheduled when excused for the day
by the court. Paid absence is contingent upon the employee providing a copy of the
summons to the Executive Administrative Assistant. When an employee is required to
serve under subpoena as a witness in a court proceeding, except when the subpoena is
related to Library business, personal days, compensatory time, or vacation time must be
used.

C. Military Service: Leave without pay will be granted for military service in accordance
with current Federal and Illinois laws.

D. Special Leaves of Absence: Employees may request from the City Librarian a special
leave of absence without pay for good cause shown. A special leave of absence may not
exceed six months. A partial list is as follows but it is not considered as being exclusive
nor exhausting all possible causes:

1. Study
. Travel
3. Protracted illness in employee's family when employee is responsible for the care
of the family member.
‘ 4. Parental child care not covered by VIL



Such leaves of absence shall be subject to other variables such as:

1. Number of employees already on leaves of absence
2. Previous leaves of absence of the particular employee
3 Operational needs of the Library

Depending upon the length of the leave of absence, employees must give reasonable
advance notice to the Library of intent to return from leave if more than two weeks earlier

than initial specified date for end of leave.

During the leave of absence, employees may not be gainfully employed without written
permission from the City Librarian. The Library will make every effort to hold positions
available for individuals but will only guarantee a similar management level position.

Employees on unpaid leaves of absence are not eligible for paid absences, paid sick leave,
paid vacation, paid holidays, or paid personal days. Additionally, they do not accrue sick
leave or vacation leave in any month in which they do not work at least 20 calendar days.

Family Leave: The Library will comply with the Family Medical Leave Act.

Emergency Leaves: If a serious emergency arises with respect to the spouse or children
or a member of the immediate family in the household of an employee, this employee will
be allowed to leave his/her duties while such emergency exists. If the emergency
continues beyond the day on which if first occurred, arrangements shall be made by the
employee to enable him/her to return to work on his/her next scheduled work day.
Emergency leave may be taken as sick leave, vacation leave, compensatory time, or leave
without pay.

Weather Leaves/Building Emergency: If the Library is closed due to severe weather or a
building emergency, employees will be paid for the time they were scheduled to work
during the period of closure. Closing the Library will be the decision of the City
Librarian. If the City Librarian is unavailable, then the Assistant City Librarian-in-
Charge will make the decision.

INSURANCE, WORKER'S COMPENSATION AND OTHER MATTERS

FICA and IMRF: The Library participates in the Federal Insurance Contributions Act
(FICA), commonly known as Social Security Insurance. Participation is required of all
employees, and payroll deductions are automatically made in accordance with current
provisions of FICA. The Library also participates in the Illinois Municipal Retirement
Fund (IMRF) program that covers more than 2,000 municipalities and 112,000 municipal
employees. Coverage is compulsory for all employees who are under 70 years of age at
the time of employment and who are hired for a position normally requiring performance
of duty for 1200 hours or more per year. Contributions are withheld from each payroll.
Booklets describing the IMRF program are available from the Administrative Office.




ICMA Deferred Compensation: Employees are eligible to participate in a deferred
compensation plan administered by the ICMA (International City Management
Association) Retirement Corporation. Under this plan, employees may defer a portion of
their salary into a wide range of investment options. The Library makes no contribution
to any employee's ICMA plan.

Group Insurance Plan: The Library participates in the City of Decatur's group medical,
hospitalization, dental, and life insurance plans. The Library pays 100% of the health
insurance premiums for full-time employees and 85% of the optional dependent coverage
health insurance premiums. Dental insurance is available only if the employee pays the
premium. The library provides a $5,000 life insurance policy for full-time employees.
The library also provides an additional life insurance policy in the amount of the
employee’s annual salary, rounded up to the next thousand dollars. Insurance is not
available for part-time employees.

If an employee has exhausted his/her paid sick leave credits and has been granted a leave
of absence from duty because of illness or injury, his’her group medical, hospitalization,
and life insurance shall remain in effect for up to six months of leave, with the premium
to be paid by the Library. If such illness or injury is certified by the employee's physician
to be of a terminal nature and if said employee has retired under the disability provisions
of the Illinois Municipal Retirement Fund, his/her group life insurance policy shall
remain in effect for up to twelve months. If, by reason of policy of the City of Decatur,
the group medical, hospitalization, or life insurance coverage of such employee must be
converted to individual coverage at a time prior to the time provided herein, the Library
will assume the cost of coverage for the converted policy of this employee.

Upon retirement, or leaving the Library's employment, individuals shall be given the
opportunity to continue to participate in the Library's Group Health Insurance Plan at their
expense, as per federal law and regulations. Employees shall be given notice of their
right to continue in the Group Health Insurance Plan.

Worker's Compensation: The Library shall provide worker's compensation in accordance
with state law for all employees. The Library will pay the employee's regular salary for
the first three days of any on-the-job illness, injury, or disability that is not paid by
worker's compensation.

Sexual Harassment: The Library reaffirms the principle that its employees have a right to
be free from sexual harassment by any other employee. The Library's Sexual Harassment
Policy is attached to this personnel policy.

Retirement Age: The Library has no mandatory retirement age.

Outside Employment: Full-time employees are not to engage in outside work that might
interfere with their regular library duties or physically affect the performance of those
duties.

Discipline, Suspension, and Dismissal:




. 1. Discharge or suspension of employees in the classified Civil Service shall be in
accordance with the Civil Service laws of the State of Illinois and the rules and
procedures established by the Civil Service Commission of the City of Decatur.

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

a. The request for hearing must be submitted in writing to the City Librarian
and the Chairman of the Personnel, Policy, and Public Relations
Committee within three (3) working days from the time the individual is
notified of the discharge or suspension.

b. Within ten (10) working days of the request for hearing, the Library Board
of Trustees, or a committee designated by the Board (such committee to
consist of not less than three Board members), shall convene and inquire
into the facts and circumstances of the discharge or suspension. The
hearing shall be informal .and the Board or Committee may establish the
procedure to be followed for each hearing as in its judgment it deems
appropriate. The individual may have the assistance of counsel.

o) Within two (2) weeks from the time the hearing is completed, the Board or
the Committee, as the case may be, shall uphold, reverse, or modify the
discharge or suspension.

d. If an order of suspension is reversed or modified, the individual shall
return to work on his/her next scheduled day of work or at the completion
of his/her modified period of suspension, as the case may be, and shall be
compensated for any loss in pay resulting from loss of work time over and
beyond any period of suspension authorized by the Board or Committee.

e. If an order for discharge is reversed, the individual shall be reinstated into
his/her former position and shall receive compensation equivalent to pay
lost as a result of the discharge that has been reversed.

3 Upon grounds connected with or reflecting upon the public service, the proper
discharge of his/her duties, or for other good reasons affecting the efficient
operation of the Library, an employee may be administratively disciplined by an
oral reprimand, a written reprimand, or suspension.

L. Grievance Procedure: An employee with a grievance regarding conditions of
employment or supervision shall proceed in accordance with the following provisions:

1. The employee shall first communicate the grievance to his/her Division Head or
other immediate supervisor.

2 thq grievance is not resolved, the employee may seek and shall receive a hearing
. of this grievance at successively higher levels of administrative authority up to

and including the City Librarian.




3. If the grievance has not been satisfactorily resolved within the chain of
administrative authority, an employee may seek and shall be granted a hearing
before the Personnel, Policy, and Public Relations Committee of the Library
Board of Trustees. The action taken on any grievance by the Personnel, Policy
and Public Relations Committee of the Library Board of Trustees shall be final.

4. If a grievance alleges misconduct or bias on the part of another staff member, such
staff member shall be present at all hearings of the grievance.

Nepotism: Relatives of the Library Board of Trustees will not be employed, full or part-
time. Such relatives are defined to be the spouse or children of the Trustee.

The Library may employ members of the same immediate family or the corresponding
relationship by marriage but not where one would be in the position of supervising the
other. Members of the same immediate family are defined as any of the following:
spouse, parent, child, sister, brother, grandparent, grandchild, aunt, uncle, or cousin, or
the corresponding relationship by marriage.

Tuition Reimbursement: The Library will reimburse the cost of tuition and fees for
courses directly related to an employee's job, and will reimburse one-half of the tuition
and fees cost for any course indirectly related to an employee's job, up to $1,000 per fiscal
year for each full-time employee, and up to $500 per fiscal year for each part-time
employee, provided the course is completed successfully.

1. In all cases a grade of "C" or higher will represent successful completion of the
course.

2. There will be no reimbursement for books, supplies, or other expenses.

3. Reimbursement applies only to courses offered for college credit.

4. In order to receive tuition and fees reimbursement, the employee must submit to

and have approved by the City Librarian a "Request for Tuition Reimbursement"
form prior to the commencement of the course.

Personnel Files: The Library shall maintain one official personnel file for each employee.
Upon twenty-four (24) hours notice, the employee and/or his/her authorized
representative shall have the right to review his/her file during the Library's working
hours. If the review occurs during the employee's working hours, it shall be limited to
one hour. Upon request, the Library will reproduce one (1) copy of any material in the
personnel file and the employee shall pay five (5) cents per page for such copying.

Polygraph Exams: No employee will be required to take a polygraph exam.

Service Recognition: Service recognition will be paid annually to each permanent

employee as of such employee's anniversary date. For full-time employees service
recognition pay shall be five dollars ($5.00) for each year of service commencmg with the
completion of one year. Beglnmng on the 10™ anniversary, the amount of service
recognition for each year of service is ten dollars ($10.00). Beginning on the 15™




anniversary, the amount of service recognition for each year of service is twenty dollars
(820.00). Beginning on the 20" anniversary, the amount of service recognition for each
year of service is thirty dollars ($30.00). Beginning on the 25™ anniversary, the amount
of service recognition for each year of service is fifty dollars ($50.00). Permanent part-
 time employees will earn one-half of the amounts of service recognition listed above.

Civic Donation: Employees may be given leave by the City Librarian to donate blood or
to engage in comparable public health, civic, or charitable work during work hours, but
no more than one request per month from the same employee will be honored.

Exit Interview: The City of Decatur Human Resources Division will conduct an exit
interview for all Library employees leaving employment with the Decatur Public Library.
The City Librarian will review results of the interview.

Employee Suggestions: Employees are encouraged to submit suggestions on
improvements in working conditions, terms of employment, library procedures, library
regulations, library safety, and other areas of interest and/or concern to the City Librarian.

Physical Exams: The Library will reimburse up to $275 per employee every two years

toward the cost of a physical examination and related tests. The employee must submit
an invoice or insurance statement to the Executive Administrative Assistant for
processing.




Finance and Properties Committee
April 11, 2006

Mr. Cocagne called the meeting to order at 4:35 p.m. Members present: Ty Cocagne, Shirley
Moore, and Pat Greanias. Absent: Eugene King and Nicholette Rademacher. Staff present: Lee
Ann Fisher and Scott Pointon.

Financial Statements

The March Check Register was reviewed. Mr. Cocagne noted nothing out of the ordinary on the
register and the committee members agreed. Mr. Cocagne recommended that the check register
be presented at.the Board meeting on April 20, 2006.

The YTD Budget statement was reviewed. Mr. Cocagne noted that eleven months of the fiscal
year was completed. Ms. Fisher explained that library expenditures were being curbed wherever
possible to conserve remaining funds for the year-end carryover. Mr. Cocagne inquired if it was
known when the union staff retroactive pay would be issued. Ms. Fisher explained that the City
was not yet at the point of issuing those payments and also that the City would be cutting off
payments from this fiscal year’s budget in a few days. Thus it is certain that these payments will
come from next year’s budget.

Old Business
There was no old business.

New Business :

Ms. Fisher presented several options for the FY2006-2007 management pay plan. These options
affect only the starting salary for each of the seven management classifications at the library.
She explained the ramifications of each level of adjustment and the competitiveness of our
management salary scale as compared to the rest of the “library world”. These options were
discussed and it was unanimously decided by the Committee to open the same options for
discussion at the full board meeting.

Mrs. Moore made a motion to adjourn. The motion was seconded by Ms. Greanias and the
meeting was adjourned at 5:28pm

Respectfully submitted,

B.cott Foimton

Scott Pointon
Assistant City Librarian
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Decatur Public Library
Proposed Management Pay Plan

2006/07
Current  City Library  Difference
Level 1 27,400 25,500 1,900
Level 2 32,700 30,600 2,100
Level 3 38,300 36,000 2,300
Level 4 45,800 41,500 4,300
" Level 5 54,900 46,800 8,100

Level 6 65,600 56,200 9,400
Level 7 70,800 69,900 1,800
Match City
Level 1 27,400 affects 1 @ 1,400
Level 2 32,700 affects 1 @ 2,082
Level 3 38,300 affects 2 @ 5,626
Level 4 45,800
Level 5 54,900 affects 6 @ 124,288
Level 6 65,600 affects 1 @ 8,920
Level 7 -~ 70,800

Cost $ 142316
1% Increase
Level 1 25,882 , .
Level 2 31,059 affects 1 @ 441
Level 3 36,540 affects 2 @ 2,106
Level 4 42,122
Level 5 47,502 affects 5 @ 3,834
Level 6 57,043 affects 1 @ 355
Level 7 70,035 _

Cost $ 6,736
1% Increase
Level 1 25,755
Level 2 30,906 affects 1 @ 288
Level 3 36,360 affects 2 @ 1,746
Level 4 41,915
Level 5 47,268 affects 5 @ 2,664
Level 6 56,762 affects 1 @ 82
Level 7 69,690

Cost $4,780
Keep Current
Level 1 25,500
Level 2 30,600
Level 3 36,000 affects 1 @ 1,031
Level 4 41,500
Level 5 46,800 affects 1 @ 1,446
Level 6 56,200

Level 7 69,900
' Cost $2,477




= Chapter VI Programming —=

A library can reach out to its entire community through programming. Programs publicize
the library, introduce special groups to library materials and services, and provide
information and recreation. Library programs are a particularly effective way of
introducing the community to a variety of cultures.

It is well accepted that traditional programming for younger children helps them develop
reading habits and encourages them and their parents to use the library and its resources.
Programs for young adults identify resources that help them understand some of the
intellectual, emotional, and social changes they are experiencing. Programs can
reintroduce the newly retired to a library that has grown during the years that they did not
have time to use it.

If the library opens its meeting rooms, display cases, and other exhibit areas to nonlibrary-
sponsored programs and nonlibrary-sponsofed exhibits and displays, policies and
procedures must cover the use of these facilities. This policy as well as other library
policies should be reviewed by the library’s attorney.

Applicable Core Standards

Core 1. The library provides uniformly gracious and friendly service to all users.

Core 4. The library is in compliance with all federal laws that affect library
operations including but not limited to the Americans with Disabilities
Act [42 U.S.C. 12101 et seq.], the Fair Labor Standards Act [29 U.S.C.
201 et seq.] and the Bloodborne Pathogens Standard [29 C.F.R. §
1910.1030]. (See appendix 1.) '

Core 12. The library has a board-approved mission statement, a long-range plan, a
disaster prevention and recovery plan, and policies. Such policies
include but are not limited to the following topics: personnel; reference;
use of the library’s materials, services, and facilities including use of the
library for exhibits and meetings; and collection management. Illinois
statutory law specifically requires the board to establish and review at
least biennially a written policy for the selection of library materials (as
part of the library’s collection management policy) and the use of library
materials and facilities [75 ILL. COMP. STAT. ANN. 5/4-7.2 or 75 ILL. COMP.
STAT. ANN. 16/30-60]. All library policies are in compliance with state
and federal laws. (See appendix 2.2.)

Core 16. The library adopts and adheres to the principles set forth in the American
Library Association’s Library Bill of Rights and other ALA intellectual
freedom statements and interpretations. (See appendices 2.4-2.6 for ALA
Library Bill of Rights and other ALA intellectual freedom statements.)
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Supplemental Standards
1. Library programs are provided free of charge.
2. Library programs are located in a physically accessible location. Provisions are made,

as needed, to enable persons with disabilities to participate in the program. The
availability of these provisions is noted with other information about the program.

3. The library considers community demographics, special populations, and the
availability of programming from other social, cultural, and recreational
organizations in the community when planning and evaluating programs.
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