NANCY L. MCCONATHY PUBLIC LIBRARY DISTRICT
BOARD OF TRUSTEES
Regular Meeting
June 13, 2020
9:00 am

Meeting will occur in Person and via Free Conference Call
Call in number 617-793-8740

1. ROLL CALL

2. APPROVAL OF THE MINUTES
3. CORRESPONDENCE

4. LEGAL COUNSEL

S. LIBRARIAN'S REPORT

6. COMMITTEE REPORTS

B. POLICY AND BYLAWS --- Catherine Boettcher
C. PERSONNEL.--- Elizabeth Norcutt

D. PUBLIC RELATIONS--- Crystal Parker

7. UNFINISHED BUSINESS
A. Alcohol Policy

B. Employee Job Descriptions
C. Continuing Education

D. Budget FY 2020-2021 Review and changes

8. NEW BUSINESS

A. Opening to the Publjc
B. COVID-19 in person Policy
C.ILA Membership



NANCY L. MCCONATHY PUBLIC LIBRARY DISTRICT
BOARD OF TRUSTEES
Minutes of the Regular Board Meeting
| May 10, 2020

President Gary Holcomb called the meeting to order at 9:02 am.

1. Roll Call: Present were: Gary Holcomb, Elizabeth Norcutt (via phone), Crystal Parker (via
phone), and Merrionna Pierce (via phone)
Absent: Catherine Boettcher, Suzanne Downing and Roger Strasemeier
2. Minutes: A motion was made by Elizabeth Norcutt and seconded by Merrionna Pierce to
approve the minutes of March 14, 2020. All ayes, motion carries.
A motion was made by Merrionna Pierce and Elizabeth Norcutt to approve the
minutes of April 4, 2020. All ayes, motion carries.
Correspondence: None
Legal Counsel: None
Librarian’s Report: As presented.
Committee Reports:
A. Budget and Finance: May monthly Financial Report presented and attached.
B. Policy and Bylaws: None
C. Personnel: None
D. Public Relations: None
7. Unfinished Business: None

o B

asked for the board to present all questions or changes they would like made to the Director prior to the
June meeting so they can be discussed during that time. The draft budget will be available for review on

C. Director Williams-Baig presented and reviewed to procedures to be used for curbside service

beginning May 11t. No further action was taken.

9. Audience to the Public: None

Respectfully submitted,
Gary Holcomb, President



June 2020 LIBRARIAN’S REPORT

I hope this message finds you all well and safe.

We are a month in for Curbside Service ant it has been going well.
We have been able to provide material circulation, faxing, printing and

Sincerely,
Rosie Williams-Baig
Director



FINANCIAL REPORT

May 2020

Dyer Bank and Trust

PAYROLL $93,736.50
GENERAL FUND $ 12 480.75
MONEY MARKET $103 762.14

PETTY CASH $3,509.34
SAVINGS $2,091.00
Total: $241,043.69

Loan
$495 371.84



I.  Purpose

served in the library or on oyr property during fundraising events or during programs of 3 cultural or
educational nature with advance approval by the Executive Director. This policy governs when and
under what circumstances alcoholic liquors may be delivered to and sold at retail in Library buildings
and on Library property.

II. Rules

1. When alcoholic beverages are served
Serving of alcoholic beverages will be permitted only at library sponsored events only. Serving of

2.  Where alcoholic beverages are served

Alcoholic beverages may be served at pre-approved events held within an enclosed or controlled
space on library grounds provided there are means by which to:

a. Prevent access to the general public during the event;

C. Prevent the sale or distribution of alcoholic beverages to Persons under the age of 21: and

d. Prohibit attendees from bringing outside beverages to the event,

3.  Who may serve alcoholic beverages

b. Alcoholic beverages may be served at Pre-approved events by any library staff member or
volunteer who is of legal age and designated by the Library Director to do so.

4. Approved event types




llinois Secretary of State’s

, Or other appropriate forms of identification
acceptable under the

llinois Liquor Control Act.

e. In the event that this

policy or any other Library policy
the right to discontin

Is not complied with, the Library reserved
ue the service of alcohol at the ey

ent and/or the event itself.

IV. Waiver

This Policy is not all-inclusive.
determined by the Library Dir
written application submitted

Possible approval of special situations
ector. Waiver of any terms or
to the Library Director.

not described in this Policy will be
provisions of this Policy may be requested by

V. Compliance with Laws,

Including State and Loca]
Licensing Laws

policy conflict with any provisi
ovisions of the Act shall prevail
required state or local liquor i

ILCS 5/1 et seq.], the pr

ons of the Illinois Liquor Control Act of 1934 [235
including obtaining any

. Compliance with 3| federal, state, and local laws,

Ceénse, is mandatory and expected.




Crrculation Clerk

(>eneral Description:

Provides circulation [unctions
O mamtain a well Orga
responstbilitics.
appropriate.

Lo patrons. Performs other dutics
nized cire desk.
This position re

as assigned. Works with all staff
This position is part time and with no SUPCIVISOry
ports to the Night/weekend supervisor and other senior stall as

Job Duties;

®  Greel patrons witly [riendly
o Complete all aspects ol circulation ineludin
Workllows (o check malerials m

°  Renew and [ulfill holds

customer service.

g but not limited (o using OCLC and
and oul,

as needed,

®  AsSISt patrons with locating requested malterials,

® Inspect Mcoming ang outgoing materials for damages

°  Colleeting and keeping track of all [ees and lines colleeted per shili,
2

Issuc and rencew patron liby

ary cards,
®  Modily pairony’

records as needed

®  Assist patrons wil basic leve

[ eomputer quesiions as needed,

Lducational/ ALC requirements:

Employees must be | O years old or older or

have clearance (o work
15 o education requirement,

[rom their high school. There

All employees must have good verby and written communic;
h:u.‘lm_:rni(:-tm]j

won skills, Must be able (o inleracy
rwith all patrons an stall,



Night/Weekend Supervisor

General Description:

Provides circulation lunctions to patrons. Perform
(O mamtain a wel] organized cive desk, s DO
responsibihitics. "1 i POSION reports to s

5 other duties ag 1581

gned. Works withy all staft
SIION IS part time

and with minimal sSupervisory
cntor stall as appropriale.

Job Duties:

®  Greel patrons with [riendly
Compleie al) aspects ol cire
Workllows (o check

customer serviee,
7]

ulation mcluding but noi Iimite

materials in and oul.
®*  Renew and [ulfill holds

d to: using OCLC and

as needed.,

®  Assist palrons with locating requested maftcrials,

* Inspec Incoming an outgomg materials for damagos

°  Collecting and keeping track of al] [ces and fines collected per shilt,
® Issuc and rene

W patron library cars,

®  Modily pairons’ records as needed

®  Assist patrons with basic level com puter questions as necded.
®  Must ensure all opening and closing procedures are completed,
® Wil be responsible (o]

<eep hibrary keys ang securily code sale ag all (mes.
j.ﬂduc;:n_(ii_-:;n'u,n,l/;

I8¢ Tequirements:

Employees must be 21 ye

ars old or older
cquivalen,

. This position requires a high school degree or

All employees mns have good verbal and wrig(e

I‘l.:-:.rnn"u_n'mmly with all customers and stall,

N communication skills and be able (o miceraet



(eneral Degseri plion:

Provides cireulation [unctions (o patrons,
O mamtain a well organized cire des
responsibilities, “Ihis position re

Perlorms other dutics as
< "This position js part time
POrLs to semor stall ag

assigned. Works with all stall
aed with minimal SUPCIVISOrY
appropriate.

Job Duties:

°  Greel patrons wigl [riendly customer SCIVICE,
o Complete all aspects of circulation mcluding bui ne Imited (o usimg OCLC and
Worklows (o check materials in andl out,
®  Renew and fulfi] holds as needed.
®  ASSiSC patrons witl locating requested maltcerials,
®

Inspect ii‘f(tr)rrlili,:;g*

and oulgoing materials for dam
*  Collecting

A80s
and keeping (rack of al] | ees

and fines collocie per shiff,

® Issue and renew patron library cars,

°  Modily patrons’ records as needed

®  Assist patrons wil basic level cormputer questions as needed.
®  Assist with traming all new hires m all arcas of circulation,
&

Must ensure all ope

ning and closing procedures
*  Will he respon

sible (o keey library keys

Are comploted.

and sceurity code sale at all times,
1{1 ] .‘f__ I_. v -H'_ '/,' -}'\q .I-I.l - _;‘ ] . » l-. =l -\.-. L L
2ducational/aee requurements:

Lmployees must he 9 1. This position requires a high school degree or
equivalent,

All cmployees mu have oo verbal and wrigien communtcation skills
h;—mrmrmnmly with all customers and siaff.

and be able (o Ilerac



Prc)gmming Liaison

General l"){::scrimtifm_:

Provide ang plan activitics for all se
needed, Thig js o full-time position
SCIIOr stall ag appropriate,

sinents of the populagon.

Assist with cireulation duties a8
that wi]] require nighs

and weekends, i POSILON repors e

Job Duties:

N

palrons with Iricndly customer serviee.
®  Maintain (he

Library's presence

m the community by ai lending events,
o If"){.:vulm}in,..-;e;' and im pPlementing Programming scrvices,
®  Preparing and budgeting for programing,
®  Creating » monthly calendar of events.
&

Assist wigl, upl
®  Must have :
Must ¢
° Wil

aling our social media
Lstrong commitmen for
nsure all opening
be responsibe o k

Lducati onal/age

and website.

public serviees,
and closing procedures are completed,

cep library keys an security code safe af all times,

requirements:

Limployees must be 21 years old or older., This position requires a high school degree or
equivalent,

All employecg must ha

Ve good verhal and wril{cn communic
harmony ously wiil

ation skills and he able (o mierac
all customers an stafl’



Lcad Circulation Clerk

General Description:

Provides ciceulation unctions Lo patrons, Perlorms othe
O maintain a wel organized cire degk.
responsibilities,

This position reports |

r dutics
This position s part time
O ASSistan( ang Direc

as assigned, Works with all stall
and with minimal SUPCIVISOTY
tor and Director only,

Job Dy lies:

®  Must be able (o complele
®  Must be able (o

®  HMHandle

all circulation dutics ag
CRUITTIT} lraining off
Palron concerns ag needed,

needel,
all new procedures,

o  Maintain materal catalog includ g entering new ilems,

®  Must update and marntain (he Library website.

®  Must mainiain viral outreach programs through SULVEYS, newslelters, ane social media,
®  Updaling cleetra e sign,
o (

aeating (lyers for evenis

and pProgramming,
°  Updating

and mamtaining (he ( »00gle calendar [or the

website,
®  Ongoing stall raining with computer troubleshoo concerns,
®  Crealing procedural manuals for day 1o day operations [or circulation anel Processing,
®  Assisting in manual labor ;g needed.,
®  Mainiain mventory for | rec book disiribution,
&

Musi CIsure all

Wil be e

openmg and closing proce
sponsible (o keep liby

L ucational/age

dures are com pleted,
ary kevs and seeurtly code sale af all (nes,
requirements:

Limployecs st be 21 ye

ars old or older. This position requires a higl school degree or
cquivalent,

All em Ployces mugt |

lAave good verhal
hm‘r_mmi(_:nmly witl

and writien communication skills an] be able (o mterac
all customers ayl stall



Assistant Director

General Description :

This position oversees all positions and FCPOXLS dircetly i (he Direclor, Thiy is all-(ime
position,

Job Duties:

®*  Greel patrons wil, [ricndly customer sCrvice,
®  Assist with crreulation whey needed,
®  Mamtain CquIpMeEnt record and needs,
*  Ordering gy pplics ane cquipment ag needed,
®  Resolving PAlron concerng s necded,
®  Resolving cmployee concernsg in the absenee ol the Director.
®  nsuring a] eports are completeq tmely in (he
»

abscnce of (he Dire
nely i the absenee
and wrilien communication
all coding cnlering

linsure al payroll is

Clor
®  Must have Cxe

ol the Dircetor.
skills,

completed (i
cllent oral

©  Oversee A Main tain

ol all accounting,
®  Oversee planting ane Mamtaining of (e community garden.
®  Must engure all opening and closing Procedures are completed.
*  Will be responsible to Keep library keys an seeurity code safe al all tmeg,
*  FOIA officer

Education al/age re

Employees must bhe 2]
CAuvalent.

quirements:

Years old or older. This position ¢ quires o high school degree o

All cmployees must be able to interac hnr“:nm'ii(':ar,lsly' witly all customers and sgafr



Director

General Desery plon:

This position oversees

all positions
(me position,

and reports directly to the Boarl ol "Trusices, This is a Iull-

Job Duties:

@

Crreet patrons with [ric

ndly customer serviee.
®  Assist with cireul

alion when needed.

©  Maintain cquipment records and nceds.
®  Ordering circulation malerialg,
&

Ordering supplics and ¢

quipment in the abscnee
®  Oversee

of the Assistant Director.
and maintain 4l coding entering of al] awcounting in the absence of the Assistand
Dircetor

*  Resolving patron concerns as needed,

®  Resolving cmployee concerns.

°  lnsuring all re ports are completed (ime ly.

®  Lnsure all payrol i completed timely,
@  Must have exeellent oral ang wrillen communication skills,
o M

amntain all cmployee re

®  Maintain al] | abrary ro
o |

cords,
cords,

MSULe cmployees are properly trained

@  Iinsure all cmployees have ACCESS (0 continuing cucation,

®  Reporting all concerns (o the Board of ruslecs,

®  Responsible o maintaining a clean and hazard (ree cnvironment insicle and oul,
o f;.l'(::-rm;uh‘:l.fn;;' all employec evaluations i o amely matier.
@  Oro:

gamzing an mplementing
®  Must cnsure all opening
°  Will be respon

* FOIA officer

[uarterly stalf mee(s ngs
nd closing proce ure

Sare completeql,
sible to keep iy

ary keys anc securtly code sale ag all limes,

Lducation al/age requ Irements:
I

mployees mus be 21

years old or older, Thiq Posiion requires » Bachclors degree,

All employees i rac( | armoniously wigly a4l custome

st be able (o mnie rs and stafl



COde

01-5000
01-5020
01-5040
01-5655 P
01-5650 |
morigage total
01-5080
01-5100
01-5120

106639.99
400

947.3
31159.22
11681.09

16897.66
6795.04
1524 .4
21163.12
13176.97
- 407.23
4925 47
14333.44
48.08

0

327.47

1928.75
935.2
10036.25
0

0
1815.98
14071.15
1709.55

260924.26

19199

42840.31

ITEM

SALARY
INSURANCE
BOARD AND STAFF
MORTGAGE

JANITORIAL
UTILITIES
TELEPHONE
EQUIP/PURCHASE
EQUIP/SERVICE
_ucmz_._.cmm\_uCEOI
SUPPLIES

BOOKS
PERIODICALS
AV/CD'S

AV/DVD
AVIVIDEOGAMES
PROGRAMMING
LEGAL NOTICES
LEGAL FEES
PRINTING
POSTAGE
CONTINGENCIES
COMPUTER/SWAN

COMPUTER/ NTERNET

BUILDING FUND

BUILDING IMPROVEMENTS

SUBTOTAL

IMRF

FICA
UNEMPLOYMENT
WORKMANS COMP
LIABILITY

AUDIT

SUBTOTAL

TOTAL

2018-2020

© o

126,500.00
300.00
1,000.00
67,500.00

10,000.00
15,000.00
2,000.00
4,000.00
9,000.00
1,000.00
2,500.00
30,000.00
600.00
100.00
1,000.00
2,500.00
2,000.00
2,000.00
7,500.00
350.00
250.00
10,000.00
11,500.00
3,750.00
10,000.00
$45,000.00
361,350.00

10,000.00
8,500.00
250.00
425.00
8,000.00
12,000.00
39,175.00

400,525.00

Budget
2018-2019
$ 116,500.00
$ 300.00
3 200.00
$ 65,000.00

$ 10,000.00
$ 15,000.00
$  2,100.00
$  5,000.00
$ 9,000.00
$  1,500.00
$  5,000.00
$ 32,575.00
$ 600.00
$ 250.00
$  1,000.00

$  2,000.00
$  1,000.00
$  5,000.00
$ 350.00
d 250.00
$ 15,000.00
$ 11,500.00
3 3,750.00
$ 20,000.00

$ 323,175.00

$ 11,500.00
$ 8,000.00
5 250.00
$ 425.00
$ 8,000.00
$  8,500.00
$ 40,175.00

MORE

MORE
MORE

less
less
less
less
less
less
less
less

MORE
MORE

less

less

less
MORE

MORE

$363,350.00 less



Temporary Reopening Policy

The Nancy .. McConathy Pubjc T

abrary understands that the Library is vita] party
of the community

and 1ts services are tiecessary to many residents at this time. We
want to continue to provide entertainment and research services to the ¢
during the Pandemic. We understand that in order to do this we must r
consistent and up to dage with medical and government rule
light of these recommendations, the tollowing are practice
place begimlingjuly(i, 2020,

mmunity
emain

s and suggestions. In

s we will be putting into

* All patrons are aske lo refrain from e

ntering the Library if they have
€xperienced, coughing,

high fever, digestive trouble ¢
knowingly been in contact with a sick

® All patrons over the
Covermg to enter
a face covering

or 1t they having

person within the last 14 days.

age ol 2 (two) will be required to wear a face mask or
and for the duration of their stay. Patrons who do not have
may purchase one from Library staff for 1 (one) dollar.
Due to the size of the library and to promote soc
Iimited number of people allowed to remain in tl

will be posted throughout the building and poste
number will be determined b

* Computers will be available to use., Only p

vomputer will be allowed to enger the Computer room. Lixceptions will be
made for children 10 and under.

® 1al distancing there will be a
1€ building. This number
d on the entrance. The

rs n effect at that time.
atrons who have checke out the

* Computer usage will be limited to 9 hours per visit. This time limit is an
etfort to ensure that all patrons are able to utilize this service while adhering to
social distancing and person limits.

o P

atrons will be encourage(

stall and other patrons at
|

(O maintain g distance of 6

all times during their
abrary will provide markir

(s1x) feet apart from
stay at the library. The

185 to inform patrons of distancing limits,



