E. Restriction
1.

S

credit does not result in the Library incurring a net out-of-pocket
expenditure as a result of its contract with the Credit Bureau.

s on delinquent patrons

Patrons who have accumulated outstanding fines or other charges in excess of ene-deHar

=00 five dollars ($5.00) may not borrow more materials until the outstanding charges

have been cleared.

o]

atrons who have more than one (1) item overdue may not borrow more material from the

orary until the overdue items have been returned or paid for.

D
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DISCLAIMER

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 with AFSCME
Local 268. The Management Staff Personnel Policy and the Collective Bargaining Agreement
with AFSCME Local 268 take precedence over anyvthing in this handbook.

Booklets of this tyvpe and their
misunderstanding. please |
referred to herein. are not intended to |
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MISSION STATEMENT

The mission of the Decatur Public Library is to provide access to and promote the use of
materials that serve the informational, recreational, educational, and cultural needs of the
community.

Access to information and ideas will be assured through an efficient and effective staff working
in adequate faciliti ommensurate with sound and responsible fiscal planning.

W
«

ORGANIZATIONAL STRUCTURE

The Mayor of the Citv of Decatur appoints nine city residents to a maximum of two 3-year terms
on the berar« vard of Trustees. The Board of Trustees appoints a City Librarian who has sole

ration the hblar\ undel the direction and review of the Board of
es-responsibilitv-tor-basielibrar- aperatiens
building: When the City Librarian is out of the library,
a Deputy City lemrlan W 1]1 be appointed. In the absence of both the City Librarian and the
Deputy City Librarian. Hea tensienDivisien, the Librarian in Charge has that
responsibility. The table of organization is attached.

whep-the Citv Librarian is out of th

ond afth

HIRING

Civil service positions are filled through th Interview process

administered by the city of Decatur H sses are
completed. a register is established acancies

AFSCME Local 268 is the sole and exclusive bargaining representative for the non-management
staff.

Management positions are filled by appointment by the Citv Libranan

Temporary staff are hired through a local temporary emplovment agency. Temporary staff are
not part of the bargaining unit and are not coverad by civil service

All employees. both management and bargaining unit. serve an initial six month probationary
period.
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BEREAVEMENT LEAVE

In addition to bereavement leave listed in the Collective Bargaining Agreement and the
Management Staff Personnel 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 staffing.

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

BOOK ORDERING

Staff in the acquisitions section of the Technical Division will order personal books for library
employees, city emplm ges, and trustees. [he library receives a substantial discount on most
hardback books. and that discount is passed mie—th%emp«ie&ees Obtain an order form (#122,
copy attached) from the acquisitions staff and the order will be processed. Staffare-notified
wWhen the item arrivesandd g—tthe check will need to be made out to the City
of Decatur. since the city pz

DEFERRED COMPENSATION

Employees are ligible to participate in a 457 deferred compensation plan administered by the
ICMA (International Citv Management Association) Retirement Corporation. Under this plan,
employees mayv defer a portion of their salary into a wide range of investment options. The
Library makes no contribution to any employee's ICMA account.

DISCOUNTS

Some area busines ifer special discounts to city and library employees. Please see the
administrati\'i office for a list of these offers.
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EMPLOYEE ASSISTANCE PLAN

The library retains the service of an employee assistance plan to provide free and confidential
assistance to all librarv emplovees and their families. Employees needing counseling for any
type of personal problem can call 464-2339 for help. A brochure is attached.

EMPLOYEE ENTRANCE

When the Library is closed. employees enter through the door just north of the public entrance.

This door may be used for entry after 6:00 a.m. and until 9:00 p.m. A card is necessary to open
this door. You can obiain one from administration. The first card is free. The employee will
pay the cost to replace any lost cards.

The only staif authorized to be in the library after normal operating hours are the maintenance
and cleaning staff. Approval from the City Librarian is required to be in the library at other
times.

INTEROFFICE MAIL

All staff have a mail box located on the lower level just outside the maintenance office.
Interoffice mail is picked up from boxes in various locations around the library and delivered to
the central mail box by a page each weekday afternoon. Use large interoffice envelopes that can
be found in everv division

LIBRARY CARDS AND USE OF LIBRARY MATERIALS

‘1
“l

All library emplovees are entitled to a free library card. Library staff are subject to the same use

regulations a ff also incur fines
on overdue materials

users. Staff must check out library materials. Sta

PENSION

All library emplovees are required to participate in the Illinois Municipal Retirement Fund.
‘mployees contribute to the fund at a rate of 4.3% of their gross salarv. which is a payro
Employees v. whict vroll
deduction on a pre-tax basis. This fund provides retirement income. disability and death

/1
!

7
1

benefits, and a surviving spouse pension. Emplovees are vested after eight vears and the
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minimum retirement age is 55. Employees who resign may withdraw their contribution (no
interest is paid). but they will not get the portion paid by the Library.

PHOTOCOPIES

Staff may make personal photocopies on library copy machines. The charge is five cents per
copy and may be paid in the administrative office.

SAFETY ON THE JOB

Accidents are painful. c
safety and using

. and usually avoidable. By making a conscious commitment to
15e. we can ensure a safer work place for all. Take the time needed
2l

to work safely and immediat v report any safety hazards observed.

The Library has a P:r::‘""“*w"e on the City Executive Safety Committee. Individual r*lmetar}‘
awards are made on is of merit to encourage employees to think and act safely at the work
place. Safety s 1 forms are available from the administrative office (copy attach ed In
addition, there is a monetary monthly group award to the library based upon a number of factors.

Injuries incurred at work must be reported to the supervisor or the Librarian in Ch: g as soon as
possible. even if the injury seems minor. Also report to the administrative office so that
appropriate forms mayv be processed. If an injury seems minor but develops into a more serious
problem later. benefits under worker's compensation may be affected if no report is filed.

b
¢
-
(

SECURITY

All staff should take precautions to secure personal belongings, especially purses. Staff should
remember that unauthorized people can find their way into non-public areas. See th
administrative office if vou need a locker.

L

eras located in various public areas of the library. A video recorder tapes
ameras. The VCR and monitor are located in the computer room.

There are securitv cam
continuously

6
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SICK LEAVE

Employees who are ill and unable to work may report sick in either of two ways. The preferred
way is to call 421-9712 and leave a message on voice mail or speak to someone in the
administrative o The administrative staff will notify the supervisor and/or Librarian in
Charge. The antittn rrative office is open from 7:30 a.m. until 5:00 p.m. on regular business
days. Voice mail is available 24/7.

O111C

-0

The second way (and the only way for Saturdays, Sundays, or holidays when the library is open)
s to call the Librarian in Charge and report the illness to that person. The Librarian in Charge is
then responsible for notifving the office.

STAFF RESERVES

Library staff are allowed free reserves on library materials that are checked out. A copy of the

staff reserve form is attached. It should be completed and turned in at the Adult Services desk on
the lower level. The card is returned via interoffice mail to notify staff that the reserved item is
being held.

TELEPHONES

You may use the telephone in the staff lounge to make brief personal telephone calls during
breaks and lunch or dinner breaks. In addition, there are telephones located in the various
divisions that may be used for personal telephone calls. Personal long distance calls must be

made with a personal teleg
meeting rooms

1one calling card. Public pay telephones are located outside the public

Employees authorized to make long distance calls for librar\' business need to obtain an access
code from the administrative office. This code is required for all calls made to any city outside
Decatur's market service area.

To call another division in the library S
the city divisions with a 424 prefis

/
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TIME SHEETS AND PAY PERIODS

The work week begins on Thursday and ends the following Wednesday, with the normal work
week for full-time emplovees totalling 40 hours per week. Pay periods are two work weeks long,
with pay davs falling on alternate Fridays. Each division in the library keeps a time sheet for
each pay peri od on which all staff members in the division are to record the total number of
hours workec Il as any sick leave, vacation, holiday, loss time, etc. used in that pay period.
Super\'1sors pro i instruction in the correct way to record time on the time sheet. Time sheets
must be turned into the administrative office by 9:15 a.m. on the Tuesday before each pay day. It

is, therefore. very important that each employee complete his or her portion of the time sheet
promptly so that the supervisor can turn it in on time. A sample time sheet is attached.
Important: Because of the way library pay periods are scheduled, employees will be filling in at
least one day on the ‘.i:t_ heet in advance. In case of a change from what was originally
recorded on the time sheet. ad\ ustments must be made on the time sheet for the next pay period.
All payroll is handled by direct deposit into a checking or share draft account. Contact the
administrative office for a current list of banks and credit unions that may be used.

ated in the storage area on the second floor where library discards and gift

books not 5;;5;’ 10 the collection are placed prior to their being boxed for the Friends of the
Library Book Szle. The purpose of this shelving is to give staff first opportunity to purchase
these books. : [ be left on these shelves for at last one week prior to their being removed
and stored for the book sale. Staff wanting to purchase books on these shelves should contact the
secretary of the Friends of the Library. Prices for the books are the same as they would be at the
book sale.

WORKSHOPS AND SEMINARS

Employees wishing 10 zizend a workshop. seminar, or conference must first get approval from his
or her supervisor. The supervisor will then make the necessary arrangements with the
administrative office to pav registration fees, etc. as necessary.

If a library vehicle 1s available for business travel, it must be taken. The sign-up sheet is in the
Extension Division. Mileage reimbursement for use of personal vehicles will be made only if a

library vehicle is not available
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Reimbursement for approved travel expenses will be made on a monthly basis. A Travel
Expense Reimbursement Form must be completed (with proper receipts attached) and approved
by the City Librarian prior to reimbursement. A copy of this form is attached.

NAME TAGS

All employees will wear name tags at all times. The first card is paid for by the library.
The employee will payv the cost of replacing any lost name tags.
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ACTION GL25 FUNCTION V PROG-1ID=GLADO2
GENERAL LEDGER - FUND STATUS INQUIRY
FUND 92 PUBLIC LIBRARY-TRUSTS

FUND DESC ANL BUD YTD ACT UNREAL BAL PE
FUND BALANCE
30001921 BEG FUND BAL-CANTONI 120,965 119,420.58 1,544 .42
30001922 BEG FUND BAL-MEYER 261,529 270,334.15 8,805.15-1
30001923 BEG FUND BAL-BRIDGES 5,644 3,317.90 2,326.10
30001924 BEG FUND BALANCE-DONATIONS 4,594 .00 4,594.00
TOTAL 392,732 393,072.63 340.63-1
INVESTMENT INCOME
30700101 INVESTHMENT INTEREST 100 .00 100.00
30700103 DPL INTEREST-CANTONI TRUST 3,000 831.84 2,168.16
30700104 DPL INTEREST-MEYER 6,500 1,889.72 4,610.28
30700105 DISTRIBUTION FR BRIDGES TRU 5,000 14.39 4,985.61
TOTAL 14,600 2,735.95 11,864.05
OTHER INCOME
30800805 CONTRIBUTIONS AND DONATIONS 3,500 1,122.14 2,377.86
TOTAL 3,500 1,122.14 2,377.86
** FUND TOTAL ** 410,832 396,930.72 13,901.28
END OF FUND PRESS FF2Z TO GO BACKWARD, S TO CLR SCREEN

TYPE FUND #, ENTER - ;:Z:ELCK, PF3=FOR - M=RET MENU, S=CLEAR SCN
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& Chapter III Personnel B

A good public library has at its heart qualified staff who are paid competitive salaries. The
staff is well trained through an ongoing program of staff development that includes both
in-service training and participation in relevant classes, workshops, and meetings outside
the library. Staff have a thorough understanding of all library policies and are able to
interpret those policies to library patrons.

The public library has access to the services of a qualified librarian. As first noted in Core

Standard 7, “for the purposes of this document, a qualified librarian is one who holds an
MLS degree rrom an ALA-accredited program.”

For purposes of this document, a full-time equivalent employee (FTE) works 37.5 hours
paid breaks of 15 minutes or less but excluding paid or unpaid meal

per week Including

breaks or 20 minutes or more.

Applicable Core Standards

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

Core 3. Tre library is in compliance with all other state laws that affect library
“cerztions including but not limited to the Hllinois Accessibility Code [ILL.
“wo Conetit. 71, § 400 et seq.], the Open Meetings Act [5 L. COMmP.
S A 120710, the Ullinois Freedom of Information Act [5 ILL. COMmP.
ST A 14071 et seq.], the State Records Act [5 L. COMP. STAT. ANN.

51 Conp STaT. ANNL 70/1] and the Drug Free Workplace Act [30 ILL.

“oea? STAT. ANNL 580/1 et seq.].

Core 4, Tne librarv is in compliance with all federal laws that affect library

erations ‘cans with Disabilities

2ct 42 US dards Act [29 U.S.C.
o= et seC | A_'I" C:F\\é

Ct}it‘ ,‘7‘ T = Siees 4 S = aria S d aQd

Core ]2. Tne d 23 & afJd- = ateine ng-range an, a
STAT. A 30-60]. A a olicies are in compiiance with state



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
Librarv Bill of Rights and other ALA intellectual freedom statements.)

Core 18. The library adopts and adheres to the ALA Code of Ethics. (See Appendix
2.7 for ALA Code of Ethics.)

Core 19, The library is a member of an lllinois multitype library system and
parficipates in resource sharing through interlibrary loan and
ciprocal borrowing.

Core 24. The library is open a minimum of 25 hours per week. The hours,
scheduled for the convenience of the public include a minimum of two
(Total of 6 hours after 5 p.m.) and 4 weekend hours. Branches
- other fixed service points, but not bookmobiles, are also open a

— nimum of 25 hours per week.

Supplemental Standards

1. Toensurs Tzt orany staif have a clear understanding of their responsibilities and
~olouess the library has a board-approved personnel policy. The policy
developea 0w the lbrary administrator with input from the staff. (See appendix 3.1
fed for consideration in a personnel policy.)

2. Job gescriotons for 2ll positions and a salary schedule are included in the personnel
policy or prow cad elsewhere. Staff members have access to these documents.
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10.

11.

eceive 2n entry-level public school teacher with a master’s degree, adjusted to
eflect a twelve-month work yeai
Example: In 1996-97, median salary of entry-level public school teacher with

(Vg

was S 25,079. Divide this amount by 10 and multiply the result
)79/10= 52,508 x 12= $30,096. (The figures were supplied by the

ate Board of Education, Research and Policy, 100 North First Street,
62777-0001, phone 217-782-3950, fax 217-524-7784.)

compensates all other staff at a level that is competitive with salaries

- =guivalent positions in other public agencies within the same or

matelyv the same service area.

ces each new employee a thorough orientation that introduces the
ission statement, philosophy, goals, and services of the library,
=5 10 the particular responsibilities of the new employee’s job.

125 2 performance appraisal system in place that provides staff with an

borts and encourages staff to acquire new skills, keep current with
1=nts in public libraries, and renew their enthusiasm for library work.
scal, state, regional, and national conferences; participation in
<=s workshops, seminars, and inservice training; and attendance at
ner library related meetings provide a variety of learning
1e library provides paid work time and funding for registration and
=ns=s. \While funding constraints may limit the total number of staff who
“onterences, the attendance of at least the library administrator at the

ssociation conference is encouraged and funded.

des tunding to train staff in the use and maintenance of new
=, and equipment.

des library journals and other professional literature for the staff.

administrators are aware of federal, state, and local statutes

_ =7 ons relevant to personnel administration. Principal regulations include

- standards Act [29 U.S.C. 201 et seq.]

Human Rights Act [7

ghts Act [775 IL. Comp. STAT. ANN. 5/1-101 et seq.]
7 Disabilities Act [42 U.S.C. 12101 et seq.]
_ CL o= nes on Discrimination [42 U.S.C. 2200 et seq.]

o5 Col=cte Barzaining Successor Employee Act [820 ILL. COMP. STAT.

rent performance and guidance in improving or developing new skills.
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