
credit does not result in the Library incurring a net out-of-pocket

expenditure as a result of its contract with the Credit Bureau.

E. Restrictions c,n delinquent patrons

1 . Patrt-rns u ho have accumulated outstanding fines or other charges in excess of e++edella+

+-S-l-t}l+fir e dollars ($5.00) may not bomor,v more materials until the outstanding charges

hare been cleared.

2. Patr".ns n ho have more than one (1) item overdue may not bomow more material frorn the

I-ibrary until the overdue items have been retunred or paid for.



Decatur Public Library
Staff Handbook 

r

l)elcteti .-' - : . '] '...:ll.;ilttr.trgl'l
Neu tc'r'. -

Change.,' - -:. 1 .- i ju-

.[Lurc 2000



i)ecatur Public Library
Hmployee Hanclbook
Page 2

DISCLAII\4ER

This Employee Handbook is intended to provide basic information that is not included in the

Management Staff Personnel Policy.'and./or the Collective Bargaining Agreement rvith AFSCME
Local 268. The \Ianagement Staff Persorurel Policl'and the Collective Bargaining Agreement
with AFSCNIE Local 268 take precedence o\ er an\1hing in this handbook.

Booklets of this q-pe and their purpose are often misunderstood. To avoid any such
misunderstanding. please t e adr ised ttrat this statement and the benefits, policies, and procedures

referred to herein. are not intended to t'e. and are not. a contract of employment.

2
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MISSION STATE\IENT

The mission of the Decatur Public Library is to provide aecess to and promote the use of
materials that sen-e the informational, recreational, educational, and cultural needs of the
communitl'.

Access to infonnatit''n and ideas rvill be assured through an efficient and effective staff working
in adequate facilities. commensurate with sound and responsible fiscal planning.

ORGANIZAIIO\.\I STRL CTURE

The Mayor of the Ciry of Decatur appoints nine city residents to a maxirnum of two 3-year terms
on the Library Board of Trustees. The Board of Trustees appoints a City Librarian who has sole
charge of the adminisilration of the library under the direction and revier,v of the Board of
Trustees. i€ns

ine When the City Librarian is out of the library,
a Deputy Ci(v Librarian w ill be appointed. In the absence of both the City Librarian and the
DeputyCit1-Librarian.ffii+isien,theLibrarianinClrargehasthat
responsibilitl. The i:rle,..i rarganization is attached.

IIIRING

Civil sen-ice pt'rsiti,-,ns ar: iii:J l1^ur-.ugh the application. examination. and oral inten'ien-process
administered b1 the c:q" ,;: Dec:tur Human Resr.urces Dirision. -{.fter these prccesses are

completed. a register ls estabiisi:=1. Thr r:qislers are used tr-. fill atri cir il sen ice r-acancies.

AFSCME Locai 16,! i-. th: ' ri; =: t.";:i-isi'. e b:rs:inr:'- rerresentatir e tor the non-manaqement
staff.

'1'etnporai-i...-. : r . : -: .. :' : r,:1-, <r3t'i31 g

I)()tllalt,,i . - :

All crrrpl,'- , . ' t" i- 1': rJ:.r1\

periocl.

3
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BEREAVEIVIENT LEAVE

In addition to berearement leave listed in the Collective Bargaining Agreement and the

Management StaffPersonnel Policy, library staff may be allowed up to four hours to attend the

funeral of a current or retired library or city employee, contingent upon adequate stafhng.

Flowers or memorial donations are sent by the staff in the event of a death in the immediate
family of a current or retired emplol'ee. The funding for this comes from profits made on the pop
machine in the staff lounge. [n addition, flowers are sent to employees who are hospitalized for
three days or more.

BOOK ORDERh'G

Staff in the acquisition-< section of the Technical Division will order personal books for library
employees, city employees. and trustees. The library receives a substantial discount on most
hardbackbooks.andthatdiscountispa*ssedon@.obtainanorderform(#l22,
copy attached) liom the acquisitions staffand the order u'ill be processed. Staf$a*ene$ified
vrWhen the item arrir es and hex- mueh is en'ed, Tthe check rvill need to be made out to the City
of Decatur- since the ciq-pa1-s library inr-oices.

DEFERRED C O\ IPE\SATION

Employees are eligit''le to participate in a 457 deferred compensation plan administered by the
ICMA (International Citl-\lanagement Association) Retirement Corporation. Under this plan.
employees mar defer a portion of their salary into a r.vide range of investment options. The
Library makes no contribution to any employee's ICMA account.

DISCOUNTS

Some area businesses offer special discounts to city and library emplol'ees. Please see the
administrative office for a Iist of these offers.
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EMPLOYEE .{S S ISTAJNCE PLAN

The librarl' retains the service of an employee assistance plan to provide free and confidential
assistance to al1 lit'rar1 employees and their families. Employees needing counseling for any

type of personal prot'lenl can call464-2339 for help. A brochure is attached.

I]MPI,O\'EE E\TR{\CE

When the Libran is clased. employees enter through the door just north of the public entrance.
This door mar t'e u-<ed for entry after 6:00 a.m. and until 9:00 p.m. A card is necessary to open
this door. You can ,rt'tain one from administration. The first card is free. The employee will
pay the cost to replaee anv lost cards.

The only statT authorized to be in the library after normal operating hours are the maintenance
and cleaning stafi-. {prror al frorn the City Librarian is required to be in the library at other
times.

INTEROFFICE \1\]L

All staff have a mari L't',x located on tire iorver level just outside the maintenance ofTice.

Interoffice maii is p,iclied up from boxes in various locations around the library and delivered to
the central nlail h".r f'', a pate each neekday afternoon. Use large interoffice enrelopes that can

be found in erer. li',:s:rn.

LIilR.\l{i 1. \' i , IBR.\RY hlA I l-.lLl \LS

All library empl'-r]€s are entitled to a lree library card.
regulations as other lit'raq, u-setrs. Staffrnust check out
on overdue materia-is.

PENSION

Litrrary stalf are subiect to the sanle use

librarr materials. Staffalso incur fines

All libtarr..' ., . . , :'' -, :':':r'.:.t F,,rlri
l.tlt|ltrr er . l'. : 'li
tlerlttcli,'t' ' ,' .i :-','lt
bCrrCllt,.. -i : ., i .r,,1 'lrr
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minimum retirement age is 55. Employees who resign may withdraw their contribution (no

interest is paid). but thel'rvill not get the portion paid by the Library.

PHOTOCOPIES

Staff may make personal photocopies on library copy machines. The charge is fir'e cents per

copy and ma1'be paid in the adrninistrative office.

SAFETY ON THE JOB

Accidents are painful. costlr-. and usualll,avoidable. By making a conscious commitment to
safety and using common sense. \\e can ensure a safer work place for all. Take the time needed

to work safell'and immediatell-report any safety hazards observed.

The Library has a representative on the City Executive Safety Committee. lndividual monetary
awards are made on the basis of merit to encourage employees to think and act safell at the uork
place. Safeh suggestion forms are available from the administrative office (cop)'attached). [n
addition. there is a monetan-monthl_v* group award to the library based upon a number of factors.

Injuries incurred at u'ork must be reported to the supervisor or the Librarian in Charge as soon as

possible, er-en if the injury-seems minor. Also report to the administrative office so that
appropriate forms ma1-be processed. If an injury seems minor but develops into a more serious
problem later. benefits under s'orker's compensation may be affected if no report is filed.

SECURITY

All staff should talie precautions to secure personal belongings, especialll' purses. Staff should
remember that unauthorized people can find their way into non-public areas. See the
administrative office if 1'ou need a locker.

There are securiq- ciuneras located in various public areas of the library. A video recorder tapes
continuousll'frorn the cameras. The VCR and monitor are located in the computer room.
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SICK LEA\TE

Employees uho are ill and unable to work may repofi sick in either of two ways. The prefemecl

way is to call +l 1 -9711 and leave a message on voice mail or speak to someone in the
adrninistratir e olTice. The adrninistrative staff will notifu the supervisor and/or Librarian in
Charge. The administratir e office is open frorn 7:30 a.m. until 5:00 p.m. on regular business
days. Voice nrail is at ailable 2417 .

The second sar rand the onll rvay for Saturdays, Sundays, or holidays rvhen the library is open)
is to call the Librarian in Charge and report the illness to that person. The Librarian in Charge is
then responsible t-or nc'tif, ing the office.

STAFF RESER\-ES

Library staffare alloned lree reserves on library materials that are checked out, A copy of the
staff resen'e form is attached. It should be completed and turned in at the Adult Services desk on
the low-er ler el. The card is returned via interoffice mail to notifr staff that the reserved item is
being held.

TELEPHO\ES

You mal' use the telephone in the staff lounge to make brief personal telephone calls during
breaks and lunch rrn dinner breaks. In addition, there are telephones located in the various
divisions that may. he u-.ei lor personal telephone calls. Personal long distance calls must be
made u'ith a persr-rr-ral tenephone calling card. Public pa-v telephones are located outside the public
meeting rooms.

Employees authorizeC to make long distance calls for librarl business need to obtain an access

code front the administratile office. This code is required for all calls rnade to an1-cit1 outside
Decatur's market sen::; :rea.

To call another diri5i1"11ln the libran. just dialthe tluee-,Jigit extension number. To call an1 of
the city divisions u-llh a -11-1 prei-ir. just dial -l-l and tiie 1e-.t i-our numt'ers.
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TIME SHEETS A\D P {\' PE.RIODS

The work ueek begins on Thursday and ends the following Wednesday, with the normal rvork
week for full-time emplolees totalling 40 hours per week. Pay periods are two work weeks long,
with pay dai s falling on alternate Fridays. Each division in the library keeps a time sheet for
each pay period on xhich all staff members in the division are to record the total number of
hours worked. a-s *ell a-s an)-sick leave, vacation, holiday, loss time, etc. used in that pay period.
Supervisors pror ide instruction in the correct way to record time on the time sheet. Time sheets

must be tumed into tlie administrative office by 9:15 a.m. on the Tuesday before each pay da1,. It
is, therefore. \'err important that each employee complete his or her portion of the time sheet

promptll. so that the supen isor can turn it in on time. A sample time sheet is attached.

Important: Because r-.t the ivay library pay periods are scheduled, employees will be filling in at

least one da1 c'n the tirne sheet in adl ance. In case of a change fi'om what was originally
recorded on the tirue sheet. adjustments must be made on the time sheet for the next pay period.

A1l payroll is han,ine,J t,i direct deposit into a checking or share draft account. Contact the
administratir e ofilce i-or a current list of banks and credit unions that may be used.

USED BOOK SFIE[-F

Book shelr es are hc:te*i in the storage area on the second floor where library discards and gift
books not adiied'ic, ihe collection are placed prior to their being boxed for the Friends of the
Library Book Sale The purpose of this shelving is to give staff first opportunity to purchase

these books. Br.-,rL< -i.-i11 be left on these shelves for at last one r,veek prior to their being removed
and stored for the h: :1" saie. Staff w'anting to purchase books on these shelves should contact the
secretary of the FntnJs oithe Library. Prices for the books are the same as they would be at the
book sale.

WORKSHOPS .{\D SE\ [N \RS

Emplol,ees rrisl-r:lg'i,r siiend a uorkshop. seminar, or conference must first get approval from his
or her supen'is,rr. l-r: suren isor uill then rnake the necessary arrangements with the
administrative ,rftlce :., ial iesistration fees. etc. as necessary.

if a librarl' r ehi,:ne is a", aiizble tor b'usiness travel, it must be taken. The sign-up sheet is in the
Extension Dir lsi..n. \{ileage :eimtursement for use of personal vehicles u'ill be made onlf if a
library r ehicle is n,rt ai allable.

8
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Reinrbursenrl:',', i',-: ,rppr(r\ ed travel expenses u'il1 be macle on a rnonthly basis" A Travel
Expense Relrr-.-.:.:':r:nt Form nrust be cornpleted (n,ith proper receipts attached) zrnrl approvecl

b,v the Citr Lirr,'.:. j.: r'l l.l to reimbnrsenrent. A ccrp1, o1'this fonn is attachecl.

NAME TA(;S

All ernplor.ees \-r ill r-r trrr narne tags at all times. 'fhe first carrl is pairl for by the library.
The ernplor ee n iil Pe\ the cost of replacing an5r 1"., name tags.
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m Chapter III Persslnn*l --: **-&

A good pLrblic Iibrary has at its heart qualified staff who are paid cornpetitive salaries. The

staff is u,ell trainecl through an or-rgoing program of staff developnrent that includes both

in-service training and participation in relevant classes, workshops, and nreetings outside

the librarS'. Staff have a thorough understanding of all library policies and are able to

interpret those policies to library patrons.

The pLrbiic librar', has aicess to the services of a qualified librarian. As first noted in Core

Standard ,, "ior the purposes of this document, a qualified librarian is one who holds an

MLS degree iroi':: an .\LA-accredited program."

For purposes of ihis ciocument, a full-time equivalentemployee (FTE) works 37.5 l'rours

per ueek ir:ci.rc;:r= paicl breaks of 'l 5 minutes or less but excluding paid or unpaid meal

breaks oi lu r-,::-rei or nlore.

Applicalil. Corr Standards

Core 1.

Core -3.

. ,r', icles trnifornrll, gr.lcious an,:1 irienrily sc'tvic-e to all trsos.

: r !.ri'rpliartce i.^rillr all othcr state l.ru,s that aiiect llilrary

. : - ,.,.; rns bLrt not lirnited to llre ///lnois ,Attessibilily'Loc1e f lri.
: . -l -r i00 et serl.l, the ()y..reir A&:elirtgsAct l5 ltl. ( L.,,rtr'.

, ,.i-.t lllinois I:rceclorn oi lnfLtrnatiLrtr Act [-5 Irt . Cor,ip.

=i :rrl.l, tlre Srete Ri:cor.rls Acf 15 ltt . C.Oi'tp. S'i rt. l lr.
- - .,:-ri r l-;l the L,rbrarl' Rttc:orcls Cortfidertti,tlltf .1r r

r r,'. -r) 1 .,''tl 1lr,' l)'i! fr.ee lliril/-r/.tcri' 1cl i-iL) lir.
: ' tl seil.l

a I -i \ - ,, . -: - :.1 : : . .1 -l -. .:

:- _ _

:

l

:

,:

tare 4.

{.ore 7.

tore 12.



{*rt 16.

Core 18.

Core 79.

Ccre 24.

The library adopts and adheres to the principles set forth in the Anrerican

Library Association's Library Bill of Rights and other ALA intellectual
fr"eedom statements and interpretations. (See appendices 2.4-2.6 for ALA

Libran' Bill of Rights and other ALA intellectual freedom statements.)

The library adopts and adheres to the ALA Code of Ethics. (See Appendix

l.- for AIA Code of Ethics.)

Ire library is a member of an lllinois multitype library systenr and

ra't!cipates in resource sharing through interlibrary Ioan and

:e:isrocal borrowing.

T"= ili:ran'is open a rrinimum of 25 hours per week. The hours,

.,--r'iuled for the convenience of the public include a mininrunr of two
:,:-ings rTotal of 6 hours after 5 p.m.) and 4 weekend hours. Branches

--.,::.i fired service points, but not bookmobiles, are also open a

-- - ^-urn of 25 hours per rveek.

1.

5U1rpl"rl,.'rrir: '' '", l t,.1i

5.

':: : r ,- leral unrlerst;rnrling of tlroir rcsponsibilities anrl
'. : :, :', lr,,rsaboarrl-apprrovecllrersonnt'lprolirt'.The1-roliri

: , r ,rislr.rlr)r rr ith inprrt fr ortr tlre staii. (See a1r1rentli.. .1 i

'-.iilr r.ation in a lter.'.onnel lrolicr'. I

: -:.,,.,1 a i.. lAtr S,-lrer]1,1e :.1r3 1,1i1, ,lt,l ,.-...::.:,: - -:
- _ 1 1.,--r,11.i..,,. lt:,.r.la(a,ii i,, l.=.= -.. . .-:

:

l

---

-

).

)

4.

6.

t8



7.

recei\ed br an entry-level public school teacherwith a master's degree, adjusted to
reflect a n',ehe-month rvork year.

Example: ln 1996-97, median salary of entry-level public school teacher with
mastei's degree rvas $25,079. Divide this amount by 10 and multiply the result

br 1 l. 515,079/10= $2,508 x 12= $30,096. (The figures were supplied by the

lllinois -itate Board of Education, Research and Policy, 100 North First Street,

Sprireiield, lL 62777-0001, phone 217-782-3950, Iax 217-524-7784.)

The lil,rrai-. conrpensates all other staff at a level that is competitive with salaries

pairi ior'=;r.ri',alent positions in other public agencies within the sanre or

alipr'a,'\ii:.ri-li the same service area.

The il:ia:, 
"l'.es each new employee a thorough orientation that introduces the

emplc',e. iJ ihe mission statement, philosophy, goals, and services of the library,

as',.,eii as i.: ihe particular responsibilities of the new employee's job.

Ti:e iii:.:' :as a pertormance appraisal system in place that provides staff with an

eiaii;:,c,: c,i current performance and guidance in improving or developing new skills.

Tl:e irt';:, s-iiports and encourages staff to acquire new skills, keep currentwith
ne,,'. c..i,.,!:rents in public libraries, and renew their enthusiasm for library work.
iiter:=:;; .; iocal, state, regional, and national conferences; participation in

rele",,-.,: --r-::.! uorkshops, seminars, and inservice training; and attendance at

Icc', s'.s:-:. ,nd other Iibrary related meetings provide a variety of learning

er!;r.::-" Tr-"e iibrary provides paid work time and funding for registration and

rel.:=; =,:r€:.!€S. \\'hile funding constraints may limit the total number of staff who
ci:. .:::-; :':ierences, the attendance of at least the library administrator at the

si=:. , :-:-, as-iciation conference is encouraged and funded.

Tie;.:'=-. i:u,"ides funding to train staff in the use and maintenance of new
tea:..:,'-€. ":c ;quiPment.

The l.:.=-' ::.,' rdes library journals and other professional literature for the staff.

Pr,i:i : r,;-:-. ii-jires and administrators are aware of federal, state, and local statutes

iri '==- =: --= rtleiant to personnel administration. Principal regulations include

,-= - -;:. - S-andards ,\ct [29 U.S.C. 201 et seq.i

-: .---::'r Righrs Act [775 lrr. CoHap. Sr,qr. ANN. 511-101 et seq.]

. 'i ;, :' D!;abilities Act t42 U.S.C. 12101 et seq.l

C- := :.5 c;1 Discrintination 142 U.S.C. 2200 et seq.1

; C-, =; , : Szrzaining Successor Employee Act [B2O lrr. Co,up. Srnr.

I --fl-

.=;r e lct of 1993 [29 U.S.C. 2601 to 26541

9.

10.

'il

12.

i9

o(),
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