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100. MISSION STATEMENT

Adopted November 2002
Revised April 2013
Reviewed December 2013

Our Mission

The Winnebago Public Library enriches and empowers residents by providing access to
information, ideas and recreation through a variety of well-organized resources and
services that evolve with the changing needs of the community. The library supports
residents through programming by providing a gathering place and by working
cooperatively throughout the community.

Value Statements

We welcome all to a comfortable, safe place that provides an open and inviting
environment with access to information.

We are accountable to our community to operate with transparency, openness, and
integrity.

We, the library board and staff, strive to work cooperatively to foster responsive,
community-focused services.
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201. NAME AND DUTIES OF THE LIBRARY BOARD
OF TRUSTEES

Adopted March 2010
Reviewed December 2013

Name
The name shall be known as the Winnebago Public Library District, hereafter referred to
as the district, or the board. “Act” refers to the Public Library District Act of 1991.

Board name; status; headquarters.

(@) The board of trustees of the district shall be a body politic and corporate, by the
name of "The Board of Library Trustees of the Winnebago Public Library District,
Winnebago, lllinois", and in that name may enact ordinances and hold title to
property, may sue and be sued in all courts and places where judicial
proceedings are had, and may take any action authorized by law.

(b) At any time after the establishment of a district, the board of the district may
enact an ordinance changing the district's name in the form given in this Section.
The change of name shall be effective with the beginning of the next ensuing
fiscal year following the date of the ordinance's enactment. All assets, liabilities,
and other obligations of the district under its former name and all ordinances and
other official acts of the district under its former name shall automatically become
those of the district under its new name. The board of the district shall file a
certified copy of the ordinance changing the district's name with the recorder of
deeds, the county clerk, and the county treasurer of each county in which the
district in whole or in part is located.

(© The board shall establish an official mailing address to be used for all notices
which is: 210 North Elida Street, Winnebago, Illinois 61088.

Powers of trustees.

The board of trustees of a district shall carry out the spirit and intent of this Act in
establishing, supporting, and maintaining a public library or libraries within the district
and for providing library service.

Ordinances, regulations, and resolutions.

The board may enact, amend, and rescind ordinances and may make and adopt
regulations and resolutions for their own guidance and for the government of the library
that are expedient and not inconsistent with this Act.

Expenditure of moneys.
The board shall have the exclusive control of the expenditure of all moneys collected for
the library and deposited to the credit of the appropriate funds.

Purchases.
Purchases made under this Act shall be made in compliance with the Local Government
Prompt Payment Act.
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Supervision of facilities.

The board shall have exclusive control of the construction of any library building and of
the supervision, care, and custody of the grounds, rooms or buildings constructed,
leased, or set apart for that purpose.

Purchase or lease of property; construction of buildings.

(@) The board may purchase or lease real or personal property and may construct an
appropriate building or buildings for the use of the library or libraries established
under this Act, using, at the board's option, contracts providing for all or part of
the consideration to be paid through installments at stated intervals during a
certain period not to exceed 20 years, with interest on the unpaid balance at any
lawful rate for municipal corporations in this State.

(b)  The board may refund at any time any installment contract entered into under
this Section by means of a refunding loan agreement. The refunding loan
agreement may provide for installment payments of principal and interest to be
made at stated intervals during a certain period not to exceed 20 years from the
date of the refunding loan agreement, with interest on the unpaid principal
balance at any lawful rate for municipal corporations in this State. No installment
contract or refunding loan agreement for the same property or construction
project may exceed an aggregate of 20 years.

Remodeling or reconstructing a building.

The board may remodel or reconstruct a building erected, purchased, or leased by the
board when the building needs remodeling or reconstructing or is not adapted to the
board's purposes and needs.

Disposal of property.

The board may sell or otherwise dispose of real or personal property that it deems no
longer necessary or useful for library purposes under terms the board deems best, but
in no event on contracts extending over a period of more than 20 years. The board may
lease to others any real property not immediately useful to the district but for which
plans for ultimate use have been adopted.

Sale or disposition of property.

(@)  When the board has determined to sell or otherwise dispose of real or personal
property that it deems no longer necessary or useful for library purposes, the
property may be sold or disposed of at a public sale as follows:

1) Personal property of any value may be donated or sold to any other tax
supported library or to any library system operating under the provisions of
the lllinois Library System Act under terms or conditions determined by the
board.

(2) Personal property having a unit value of $1,000 or less may be disposed
of as determined by the board.

(3) Personal property having a unit value of more than $1,000 but less than
$2,500 may be displayed at the library, and a public notice of it's
availability and the date and the terms of the proposed sale shall be
posted.
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(4) In all other cases, except as provided in subsection (b), the board shall
publish notice of the availability and location of the real or personal
property and the date and terms of the proposed sale, giving the notice
once each week for 2 successive weeks. The notice shall be published in
one or more newspapers published within the district or, if there is no such
newspaper, then at least once in a newspaper of general circulation in the
district and published in the county that contains all or the larger portion of
the district.

(5)  On the day of the sale, the board shall proceed with the sale and may sell
the property for a price determined by the board or to the highest bidder.
Where the board deems the bids inadequate, it may reject the bids and re-
advertise the sale.

If the board has determined that any building or buildings that were received from

a municipality due to the conversion of a tax supported public library to a public

library district under this Act or a prior law are no longer necessary or useful for

library purposes, the board by resolution may authorize the sale of the building or
buildings and the underlying land to the municipality from which they were
received. The value of the property shall be determined by a written MAI certified
appraisal that shall be available for public inspection. The resolution shall be
published at the first opportunity following passage in a newspaper published in
the municipality or, if there is none, in a newspaper published in the county in
which the municipality lies and that has general circulation in the municipality.

The board may accept any contract proposal for the sale of the property to the

municipality determined by them to be in the best interest of the district by a vote

of three-fourths of the board members then holding office, but in no event at a

price less than 80% of the appraised value.

Administrator; legal counsel; consultants.

(@)

(b)

The board may appoint and fix the compensation of a qualified librarian to act as
administrator of the district's daily operations. The administrator may hire other
employees deemed necessary by the administrator, fix their compensation, and
remove those employees, subject to the approval of the board.

The board may also retain legal counsel and professional consultants as needed.

Contracts for library services and other matters.

The board may contract with any public or private corporation or entity for the purpose
of providing or receiving library service or of performing other acts necessary and
proper to carry out the responsibilities, the intent, and the provisions of this Act. This
contractual power includes, but is not limited to,

(i)
(ii)

participating in interstate library compacts and library systems,
contracting to supply library services, and
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(i)  spending any federal or State funds made available to any county, municipality,
or township or to the State of lllinois for library purposes. If, however, a contract
is for the supply of library services for residents without a public library
established under this Act, the terms of that contract shall recognize the principle
of equity of cost of services to non-residents expressed in this Section and shall
provide for the assumption, by the contracting party receiving the services, of
financial responsibility for the loss of or damage to any library materials provided
to non residents under the contract.

Common library or services.

The board may join with the board or boards of one or more public libraries within this
State in maintaining libraries or for the maintenance of a common library or common
library services for the participants upon terms and conditions agreed upon by the
participating library boards.

Title to property.

The board may enter into contracts and may take title to any property acquired by it for
library purposes.
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MEMBERSHIP AND OFFICERS OF THE BOARD
OF TRUSTEES

Adopted March 2010
Revised December 2013, November 2016

Membership and Offices:

Seven members of the Board of Trustees are elected by voters of the library district for
four year terms. Election of Trustees takes place at a consolidated general election,
every two years in April. Trustees are established in two classes. One class consists of
four Trustees and one class consists of three Trustees.

Trustees must reside within the library district.

Nomination of candidates; ballot.

(@)

(b)

(€)

Nomination of candidates for election as trustees shall be by petition, signed by a
number of qualified voters equivalent to at least 2% of the votes cast at the last
election for library trustees, or 50, whichever is less, residing within the district,
and filed with the secretary of the district within the time provided by the Election
Code. No party name or affiliation may appear on the petition.

The names of all candidates for the office of trustee shall be certified by the
secretary to the proper election authority, who shall conduct the election in
accordance with the Election Code.

The ballot for election of trustees shall not designate any political party, platform,
or political principle.

Resignations

If a trustee resigns their position it must be done in writing, signed and dated, and
submitted to the Secretary of the Board. Email and other forms of communication are
not acceptable.

Vacancies.

(@)

(b)

Vacancies shall be declared in the office of trustee by the board when an elected

or appointed trustee:

0] declines, fails, or is unable to serve,

(i) becomes a nonresident of the district,

(i) is convicted of a misdemeanor by failing, neglecting, or refusing to
discharge any duty imposed upon him or her by this Act, or has failed to
pay the library taxes levied by the district.

Absence without cause from all regular board meetings for a period of one year

shall be a basis for declaring a vacancy.
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(© All vacancies shall be filled by appointment by the remaining trustees until the
next regular library election, at which time a trustee shall be elected for the
remainder of the unexpired term. If, however, the vacancy occurs with less than
28 months remaining in the term, and if the vacancy occurs less than 88 days
before the next regular scheduled election for this office, then the person so
appointed shall serve the remainder of the unexpired term and no election to fill
the vacancy shall be held. Vacancies shall be filled forthwith.

Compensation of trustees.
Trustees shall serve without compensation but shall be reimbursed from district funds
for their actual and necessary expenses incurred in the performance of their duties.

Organization of board; qualification and oath of trustees.

(@)  Within 74 days after their election or appointment, the incumbent and new
trustees shall take their oath of office as prescribed by law and meet to organize
the board.

(b)  The first action taken at the meeting shall be the election of a president, a vice
president, a secretary, and a treasurer from among the trustees. The secretary
shall then record the membership of the board.

(© Trustees duly elected or appointed as certified by the appropriate election
authority or appointing authority shall be qualified to serve as trustees under this
Act. The required oath shall be taken and subscribed before a notary public or
the secretary of the board.

(d)  Within 60 days after the organization of the board, the secretary shall file, with
the county clerk of the county containing all or a larger portion of the district and
with the lllinois State Librarian, a statement listing the names and addresses of
the trustees and officers and their respective terms in office. The secretary shall
report a vacancy on the board to the county clerk and the State Librarian within
60 days after it occurs and shall report the filling of a vacancy within 60 days after
itis filled.

(e)  Officers shall serve for terms set by ordinance but not to exceed 2 years, ending
on the third Monday of the month following each regular election or until their
successors are duly elected by the board. A vacancy in any office shall be filled
by the board for the unexpired term.

Trustee's failure or neglect to discharge duty; penalty.

Any trustee who, while acting as a trustee or as an officer, fails or neglects to discharge
any duty imposed upon him or her by this Act is guilty of a petty offense and shall be
fined not less than $25 nor more than $100 for each offense.

The President

The President shall preside at all regular and committee of the whole (COW) meetings
of the Board, generally perform the duties of that office, which include:

Assign tasks/projects to individual or groups of board members.

Act as a representative of the Board of Trustees in all matters of Board policy.
Sign official documents requiring signature.

Make special assignments and appoint representatives to other organizations.

apop
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Recognize Board member violation of ethical standards and bring such violations
to the attention of the Board member or to the full Board of Trustees, if
necessary.

Act to discipline Board members who violate ethical standards of the Board of
Trustees.

The president shall not have or exercise veto power.

The Vice President

In the Presidents absence, the Vice President shall preside over regular meetings. In
the event of long term President’s absence, the Vice President shall assume all duties
of the President, and the Board shall elect a new vice president.

The Secretary
The Secretary shall keep and maintain appropriate records and perform the duties of
that office, which include the following:

a.
b.
C.
d
e.
f

g.

Record and maintain permanent minutes of the Board meetings.

Maintain a record of all Ordinances enacted.

Maintain a record of all Resolutions and regulations enacted.

Maintain all other pertinent written matter affecting the operation of the Library
District.

Administer all Oaths and Affirmations.

Act as the Election Official.

Maintain a calendar of all official and unofficial responsibilities of the board,
readily available to all board members and staff.

The Treasurer
The Treasurer shall keep and maintain appropriate records, and perform the duties of
that office, which include the following:

— —

> @mpoooTw

Review all bills.

Sign all checks.

Prepare a monthly treasurers report and payables list for approval by the board.
Purchase yearly payroll software to maintain federal and state compliance.
Transfer money and handle investments.

Report tax levy amount to the committee of the whole.

File the annual financial report with the state within six months of the end of the
fiscal year.

Assist the Library Director with preparation of the budget.

Execute audit at direction of Board of Trustees.

The treasurer shall give bond to the district to faithfully discharge the duties of the
office and to account to the district for all district funds coming into the treasurer's
hands. The bond shall be in an amount and with sureties approved by the board.
The amount of the bond shall be based upon a minimum of 50% of the total
funds received by the district in the last previous fiscal year. The cost of any
surety bond shall be borne by the district.
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203. COMMITTEES OF THE BOARD OF TRUSTEES

Adopted March 2010
Revised December 2013

The board meets once a month as a committee of the whole (COW). The board is
using a task oriented approach, where members or groups of members take ownership
of certain tasks or projects.

The COW meeting is usually the third Thursday of the month, and begins at 7:00pm.
Ordinarily no action is taken at these meetings. The purpose of these meetings is to
share information/progress/ideas.

The board president sets the agenda for the meetings, minutes are taken and approved
by the board.
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204. MEETINGS OF THE BOARD OF TRUSTEES

Adopted March 2010
Revised December 2013

ARTICLE I. Meetings:

1. The regular meetings shall be set and posted by the Board at the beginning of
each calendar year, in compliance with state regulations.
2. The order of business for regular meetings shall include:

Call to Order, Pledge of Allegiance, Roll Call
Additions or Corrections to Agenda
Public Comment

Reading and Approval of Minutes
President’s Report

Treasurer’s Report

Director’s Report

Task Reports

Unfinished Business

New Business

Set Meeting Dates

Adjournment

3. Special meetings may be called by the President or the Secretary, or by a
request of four Board of Trustee members. Notice of such meetings shall be
posted at the library 48 hours in advance. All meetings will comply with the Open
Meetings Act. All votes on any question shall be by ayes and nays and recorded
by the secretary. Absentees and abstentions from voting shall be noted but shall
not be counted for or against the question being voted on.

4, The minutes of all regular, committee of the whole, and special Board meetings
shall be subject to a yearly audit at the end of the fiscal year by two Board
members, other than the Secretary, appointed by the President. The audit report
shall be filed not later than 90 days following the completion of the fiscal year.

5. A quorum shall consist of a majority of trustees, that is, four members.

6. An affirmative vote of the majority of the members present at the time shall be
necessary to approve any action.

7. The Bylaws may be amended by the majority vote of all members of the Board,

provided written notice of the approved amendment shall have been given to all
members at least ten days prior to the meeting at which such action is proposed
to be taken.

8. No vote or motion of the Board shall be rescinded at any special meeting of the
Board unless there be present at such special meeting as many members of the
Board as were present when such vote or action was taken.

9. All meetings shall be conducted according to Robert’s Rules of Order, listed
below.
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ROBERTS RULES OF ORDER MOTIONS CHART

Purpose You Say Interrupt? | 2\°? | Debate? | Amend? | Vote?

Close meeting | move to adjourn No Yes | No No Majority

Take break | move to recess for... | No Yes | No Yes Majority

Register complaint | rise to a question of Yes No No No None
privilege

Make follow agenda | call for the orders of | Yes No No No None

the day

Lay aside temporarily | move to lay the No Yes | No No Majority

question on the table

Close debate | move the previous No Yes | No No 2/3

question

Limit or extend debate I move that debate be | No Yes | No Yes 2/3

limited to ...

Postpone to a certain I move to postpone No Yes | Yes Yes Majority

time the motion to...

Refer to committee I move to refer the No Yes | Yes Yes Majority

motion to...

Modify wording of I move to amend the No Yes | Yes Yes Majority

motion motion by...

Kill main motion I move that the motion | No Yes | Yes No Majority

be postponed
indefinitely

Bring business before I move that (or “t0”)... | No Yes | Yes Yes Majority

assembly (a main

motion)

Enforce rules Point of Order Yes No No No None

Submit matter to | appeal from the Yes Yes | Varies No Majority

assembly decision of the chair

Suspend rules I move to suspend the | No Yes | No No 2/3

rules

Avoid main motion | object to the Yes No No No 2/3

altogether consideration of the

question

Divide motion I move to divide the No Yes | No Yes Majority

question

Demand a rising vote I move for a rising vote | Yes No No No None

Parliamentary law Parliamentary inquiry | Yes No No No None

guestion

Request for information | Point of information Yes No No No None

Take matter from table | | move to take from No Yes | No No Majority

the table...

Cancel previous action | | move to rescind... No Yes | Yes Yes 2/3
Majority
with
notice

Reconsider motion | move to reconsider... | No Yes | Varies No Majority
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204.5 PUBLIC PARTICIPATION AT BOARD MEETINGS
AND PETITIONS TO THE BOARD

Adopted January 2012
Reviewed December 2013

At each regular and special open meeting, members of the public and District
employees may comment to or ask questions of the Board, subject to reasonable
constraints.

The individuals appearing before the Board are expected to follow these guidelines:

1. Sign in on the Public Comment Form

2. Address the Board only at the appropriate time as indicated on the agenda and
when recognized by the Board President.

3. Identify yourself and be brief. Ordinarily, comments shall be limited to 3 minutes.

In unusual circumstances, and when an individual has made a request in
advance to speak for a longer period of time, the individual may be allowed to
speak for more than 3 minutes.

4, Observe the Board President’s decision to shorten public comment to conserve
time and give the maximum number of individuals an opportunity to speak.

5. Conduct oneself with respect and civility toward others and otherwise abide by
Board policy.

If your topic exceeds the time limit or you are not respectful of the Library staff or Board,
you will be asked to yield the floor and sit down

Petitions or written correspondence to the Board shall be presented to the Board at the

next regular Board meeting. (Latitude may be given by the Board President to present
the matter to the Board if deemed necessary.)
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LIBRARY DIRECTOR AND STAFF

Adopted March 2010 (Rescind Policy 200)
Revised January 2014

ARTICLE I. Library Director and Staff

1.

2.

The Board shall appoint a qualified Library Director who shall administer the
policies adopted by the Board. Responsibilities are detailed in Policy #801.
The Assistant Director shall, in the absence or disability of the Library Director,
perform the duties of the Library Director. Responsibilities are detailed in Policy
#802 and #802-A.

Youth Services Librarian. Responsibilities are detailed in Policy #803 and #803-
A.

Librarian Assistant. Responsibilities are detailed in Policy #804 and #804-A.
Library Page. Responsibilities are detailed in Policy #805 and #805-A.
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BUDGET AND APPROPRIATIONS ORDINANCE,
LEVY ORDINANCE, REPORTS AND AUDITS

Adopted March 2010
Revised December 2013

Budget and appropriation ordinance; levy ordinance.

(@)

(b)

(€)

(d)

(e)

The board shall, within the first quarter of each fiscal year and no later than the
fourth Tuesday of September, prepare and enact a budget and appropriation
ordinance pursuant to the provisions of the lllinois Municipal Budget Law. A
certified copy of the ordinance shall be published once, and the board shall then
ascertain the total amount of the appropriation made for all purposes permitted
by this Act and the total amount of monies necessary to be raised for the
appropriation.

By the first Tuesday in December, after publication of the appropriation
ordinance, the board shall enact a levy ordinance incorporating the appropriation
ordinance by reference and levying not more than the total amount of the
appropriation (taking into consideration monies to be raised from other than tax
sources) upon all property subject to taxation within the district as that property is
assessed and equalized for State and county purposes for that year.

The secretary shall file, on or before the last Tuesday in December, a certified
copy of the levy ordinance with the county clerk of each county affected by the
levy. Where more than one county is involved, the secretary shall supply and
certify under his or her signature and seal of the district additional information
required by each county clerk for the clerk's determination of the portion of the
levy required to be levied in his or her county.

The county clerk shall ascertain the rate per cent that, upon the full, fair cash
value of all property subject to taxation within the district, as that property is
assessed or equalized by the Department of Revenue, will produce a net amount
of not less than the total amount so directed to be levied and then add on for
collection loss and costs. The county clerk shall extend this tax in a separate
column upon the books of the collector of State and county taxes within the
district.

The secretary shall also file, on or before the last Tuesday of December, certified
copies of the appropriation and levy ordinances with the library or libraries
operated by the district and shall make copies available to public inspection at all
times.

Reports and audits.

(@)

On or before September 1 of each year, the board shall prepare a written report
for the past fiscal year. The secretary shall file certified copies of the report on or
before the due date with the lllinois State Librarian and in the library or libraries
operated by the district, where the report shall be available for public inspection.
The report shall include the following:

(1)  The audit of the secretary's records.

(2) A statement as to any change in the limits and boundaries of the district.
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3
4)
(5)
(6)
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A statement as to property of any type acquired by the district by
purchase, legacy, gift, or otherwise.

A statement as to the amount of accumulations and the reasons for the
accumulations.

A statement as to any outstanding liabilities, including those for bonds still
outstanding.

Any other pertinent information requested by the lllinois State Librarian.

Where dissolution of the district has been approved, the board shall prepare a
final report.

The board shall take whatever action is deemed necessary to cure the
discrepancies reported to it by any audit.
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207. RECORDS RETENTION & CONTROL

Adopted October 2016

The Winnebago Public Library District is subject to the Local Records Act (50 ILCS
205), which governs the retention and destruction of public records. According to 50
ILCS 205/3 a “public record means any book, paper, map, photograph or other official
documentary material, regardless of physical form or characteristics, made, produced,
executed or received by any agency or officer pursuant to law or in connection with the
transaction of public business and preserved or appropriate for preservation by such
agency or officer, or any successor thereof, as evidence of the organization, function,
policies, decisions, procedures, or other activities thereof, or because of the
informational data contained therein.”

1. The Library Director is responsible for the creation, maintenance, retention and,
when appropriate, the destruction of the library’s operational records. The
Secretary of the Board of Trustees is responsible for the creation, maintenance,
retention and, when appropriate, the destruction of the records of the Board of
Trustees. The Library Director and the Board Secretary work together to
maintain accurate, up to date files and to weed and purge the files at least every
5 years.

2. Record categories and retention times are established by the Local Records
Commission, a division of the lllinois State Library. The Winnebago Public
Library District first filed an Application for Authority to Dispose of Local Record in
1991. The resulting Local Records Disposal Certificate is the basis for current
library and board files. The most recent Disposal Certificate is filed in the Board
of Trustee files and in the Library Operational files.

3. Public records may be destroyed only with the permission of the Local Records
Commission. At least 30 days before disposing of records, the library director
must complete a Local Records Disposal Certificate identifying the library and
Board records to be disposed of and the number of the authorizing application.
The Local Records Commission reviews the certificate, approves and returns it,
at which time the covered records may be destroyed.

4, The Library Director and the Board of Trustees may choose to retain records for
a longer period than required by the Local Records Commission if they believe
the records are useful.

5. Detailed information on records retention and destruction for local government

agencies is available from the Secretary of State’s website at:
www.cyberdriveillinois.com/archives/records_manage ment/home.html.
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212. WINNEBAGO PUBLIC LIBRARY POLICY
MANUAL AND ADMINISTRATIVE POLICY

Adopted January 2011
Revised December 2013

Winnebago Public Library Trustee Policy Manual

The Library Trustees will maintain and constantly review a policy manual. This manual
will be readily available, and should provide direction to the Library Director.

Changes, revisions, or additions to the policy manual will be made in this fashion. First,
any changes, revisions, or additions to the manual will be presented to all present board
members at a regular board meeting; this will be the first reading. At the next regular
board meeting, or any regular meeting after, the changes, revisions or additions can be
adopted. There are no exceptions to this procedure.

Administrative Policy

The Library Director develops administrative policies to further define and clarify Board
Policy. Administrative policy will comply with all board policies. Administrative policy
will have the same number in the title as the board policy it pertains to, with the letter A
after the number to denote administrative policy. Administrative policy will appear in the
board policy manual after the policy it pertains to. Administrative policy will be approved
in the same fashion as board policy, outlined above.
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213. USE OF VOLUNTEERS

Adopted January 2012
Revised January 2014

The Library welcomes and encourages members of the community to volunteer their
time and talents to enrich and expand library services. Volunteers enhance, rather than
replace, adequate staffing. They may be used for special events, projects, and activities
or on a regular basis to assist staff. Services provided by volunteers aid the library in
making the best use of its fiscal resources.

The library works cooperatively with local students who must complete service hours as
part of an authorized school program to earn academic credit or advanced awards.
Other community service groups would also be eligible to complete service hours within
this program. Volunteers will be accepted if there is a suitable job match when skills,
interests, and schedules are considered.

Volunteers are expected to conform to all Library policies. Volunteers are selected and
retained for as long as the library needs their services. Volunteer work is subject to
review and evaluation, correction and possibly termination if it is in the best interests of
the library. The library maintains the right to deny a volunteer position to anyone it feels
is unsuitable for any reason.
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WINNEBAGO PUBLIC LIBRARY VOLUNTEER FORM

PLEASE PRINT

Last Name: First Name: ML
Street Address:

City: State: Zip Code:

Phone Number: Email:

Are you interested in Volunteering between 10-4, and 4-Close, or other hours?

Are you interested in working evenings or weekends? Yes No

Have you ever been convicted of a felony? Yes No

Please circle what you would like to do. What type of library work would you be
interested in?

Latch Key Program Computer Mentor Story Time Shelving Front Desk Youth
Area

Other:

We do need help with seasonal and special projects, and cleaning. Would you be
interested in any of these? Yes No

Date: Signature:
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301. HOURS OF OPERATION AND STAFF HOURS

Adopted October 1984
Revised January 2002, January 2003, June 2012
Reviewed December 2013

The Winnebago Public Library will be open the following time, 12 months a year:
Monday through Thursday 10:00 am to 8:00 pm
Friday 10:00 am to 6:00 pm
Saturdays 9:00 am to 3:00 pm

The library will close on the following holidays:
New Year’'s Day
Memorial Day
Fourth of July
Labor Day
Thanksgiving Day
Christmas Eve Day
Christmas Day
New Year’'s Eve (close at 3:00 pm)
Any other holiday during the year approved by the board

The library may close for special circumstances and during an emergency.
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302. CHARGES AND FINES

Adopted October 1984
Revised January 2002, September 2005, October 2009, March 2010, March 2014,
December 2017

Charges

$0.10 per page - For Black and White 8 1/2 x 11 size paper
$0.20 per page—For Black and White 11 X 17 size paper
$0.25 per page - For Color 8 1/2 x 11 size paper

$0.50 per page—For Color 11 X 17 size paper

Patrons may not supply their own paper to offset the cost.

Fines
Fines are 10¢ a day when the library is open; no grace period.

Fines on unreturned materials may accumulate only to a maximum of the cost of
replacement, plus a processing fee. The processing fee is $3 for materials and $1 for
magazines. These fees also apply to materials which are returned, but are so badly
damaged that they must be paid for.

If the materials are paid for and later found and brought back, the library reserves the
right to refuse a refund, if the material has already been replaced or is badly damaged.
There will be no refund if the material is returned more than three months after being
paid for. If the library takes the material back, the processing fee will not be refunded
and the overdue fine from the date due to the date of payment for the material will be
charged, and the remainder of the fee will be returned. Fines of $5 or over will cause
the borrower’s library card to be restricted.

Method for retrieving overdue materials:

1. Warning notice for overdue materials about two weeks after due date, with
weekly notices until four weeks overdue. Notices may include phone calls, email.
2. Delinquent letter at 28 days past due. This letter will include a bill for the cost of

the material(s), plus processing fee(s), and for patrons with delinquent materials
valued at $15 or more, a threat of turning the patron’s name over to a collection
agency, if there is no response within two weeks of the date of the letter.

3. Collection Agency.
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302-A. CHARGES AND FINES

Adopted June 2012
Revised January 2014

In regards to damaged items, the library will be responsible for determining the extent of
damage and the fee to be charged for such damage. When warranted, the library will
issue a billing statement for such damage; in the case of material which is damaged
beyond repair, the library will assess a fee comprised of the cost of material
replacement plus a processing fee.

The library will include with each billing statement a Fine Appeal and Claim Form (see
attached). The appeal must be submitted within 21 days of date the billing statement
was issued. The library will consider the appeal and decide whether or not to waive or
reduce the fee.

The Fine Appeal and Claim Form may be submitted by mail, email, fax, or in person.
Fines may not be appealed on the basis of ignorance of the rules.

Supporting documentation such as library notices, police reports, physician’s certificate,

or other pertinent documentation should be included in the Fine Appeal and claim Form.
All decisions are final.
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Winnebago Public Library
FINE APPEAL & CLAIM FORM

Please use the Fine Appeal and Claim Form to appeal any fines you feel were
assessed in error, to claim that you've already returned, or never borrowed, an item
checked out to you account, or to report a lost or damaged item. Also, for fines that you
believe should be waived due to special circumstances (such as prolonged iliness).
Supporting documentation such as library notices, police forms, physician’s certificate,
or other pertinent documentation should be included with the appeal and claim form.
The appeal must be submitted within 21 days of the date the billing statement is issued.
The Circulation Manager will review your appeal and grant or deny it based on
surrounding circumstances, including your overall Library record and decide whether or
not to waive or reduce the fee.

The Fine Appeal and Claim Form may be submitted by mail, email, fax, or in person.
Fines may not be appealed on the basis of ignorance of the rules.

DO NOT include sensitive information such as SSN, Credit Card # or Bank Information.

Patron’s Full Name:

Patron’s Library ID Number:

Current Email Address:

Current Mailing Address:
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What Billing Statement and/or Fines are you appealing?

Material Barcode: Title/Author: Amount of Fine: Date of Fine:

Reason (s) for Appeal:

Please complete the entire form and mail, email fax or submit in person to the
Winnebago Public Library. Please note that the fines may not be appealed on the basis
of ignorance of the rules or disagreement with the policy. All decisions are final.

Email: kschmoyer@winnebagopubliclibrary.org

Mail: 210 North Elida Street P.O. Box 536 Winnebago, IL 61088

Fax: 815.335.7049

Note: The appeal form is for the staff's convenience; please refrain from calling the
service desk to resolve fine and billing issues as these matters will take time to resolve.
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303. BANKRUPTCY

Adopted October 1984
Revised January 2002
Reviewed August 2009, December 2013

In the rare event that a Winnebago Public Library cardholder declares bankruptcy while
owing the library money, we must be guided by the following policy:
1. Card holder debts discharged by bankruptcy:

a.

when a cardholder declares bankruptcy and owes the library fees, fines or
other money, in order for the library debt to be eligible for discharge, the
debtor must declare that debt in his bankruptcy filing. If the library debt is
declared, we must honor the bankruptcy discharge and acknowledge that
the cardholder is no longer responsible for that debt. The library is
prohibited by law from making any attempt to collect that debt. The library
will generally be notified by letter from the Court of the discharged debt.

2. Card holder bankruptcy when library debts are not declared:

a.

if, however, debts to the library are not declared by the cardholder in
bankruptcy filing, the debt is still outstanding and collectable, thus denying
the patron library privileges.

3. Library material held by a cardholder after bankruptcy:

a.

materials on loan to a cardholder are generally not subject to discharge by
bankruptcy and the library should make every effort to recover such
material. If material is not returned in accordance with library policy,
cardholders may be denied library service in accordance with other
established policy until such time as the material is returned or paid for. A
new card will not be issued until such material is recovered or the library
reimbursed.
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304. USE OF MATERIALS

Adopted October 1984
Revised January 2002, November 2004, April 2006, October 2009, May 2010, January
2011, January 2014, March 2014, August 2014, November 2016

A free two-year library card is issued to any resident of the Winnebago Public Library
District. A one-year non-resident card may be purchased. According to a state law
passed in 2002, non-residents should try to purchase a card at the library nearest to
where they live. The price of the non-resident card at any library is determined by a
formula standard to all public libraries in lllinois, which may change from year to year,
and will vary from one library to another.

lllinois Public Library patrons with library cards from other than the Winnebago Public
Library will be issued a Winnebago Public Library barcode which will expire one year
from the date of issue, for the purpose of reciprocal borrowing of Winnebago Public
Library material. Such patrons will not be entitled to reserve material or request
materials through interlibrary loans.

Acceptable proof of current residency:

Photo Identification
Driver’s License
State ID
Firearms ID

Non Photo Identification
Bill (current or last months credit card or utility)
Auto Registration
Checkbook with imprinted name and address
Driver's Permit
Lease
Recent post office forwarded mailing label
Mortgage
Voter’s registration card

A patron must use their own card to check out materials.
There will be a $1.00 fee for the replacement of lost cards which are not yet expired.

Minors less than 18 years old, with written parental permission may check out R rated
or unrated materials.

Due dates for materials requested through inter-library loan may vary.
Books may be placed on reserve in the case of a school assignment where it is evident

to the Library Director that several students may wish to study the same subject.
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Requested materials from our library will be held for the patron for four days after
notification.

Length of Checkout for Library Materials

1 Week - DVD - 1 Renewal

2 Weeks — Multi Disc (3 or more) set/series —1 Renewal

2 Weeks - Materials classified by WPL as “NEW” (6 months) materials — No Renewal
3 Weeks - Books, Audio Books, Magazines, Music CD - 1 Renewal

Limits of Checkout for Library Materials

5 Titles - DVD, Audio Books

5 Titles - Materials classified by WPL as “NEW” materials
Unlimited - Books, Magazines, Music CD

Renewals

Telephone and website renewals will be permitted.

Email renewals to wplbookrequests@winnebagopubliclibrary.org will be allowed.
If there are no requests by other patrons for an item, it may be renewed.

Cooperative Undertakings

The library will be an active participant in a cooperative library system in the State of
lllinois, and with any other library agency in services, programs or other undertakings of
mutual benefit to all parties concerned. Proper legal safeguards and legal contracts will
be required when appropriate, and all such cooperatives will be subject to periodic
reviews.

Winnebago Public Library will lend all materials except new, reference, local to other
libraries through interlibrary loan.

The loan period will be three weeks for all materials. Fines will not be charged for
photocopies or other materials sent through interlibrary loan. Our library accepts

responsibility for the safe return of borrowed material and agrees to pay for lost or
damaged material. We agree to abide by the rules of the interlibrary loan code.

Books, audiovisual materials and supplies may be purchased by members of the staff or
the Board of Trustees. An order slip giving the name of the author, title, publisher, price
and purchaser's name should be given to the Library Director. Iltems must be paid for
when received.
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305. DISPOSAL OF SURPLUS LIBRARY MATERIALS

Adopted October 1984
Revised January 2002, May 2011
Reviewed March 2014

This policy deals with items not covered under the lllinois Library Act.

Library property (ie. print and non-print materials, equipment, supplies or any library
property) which in the judgment of the Library Director is no longer useful for library
purposes, may be disposed of in the following manner:

1. Books and non-print materials, or gift materials, may be discarded, sold or, upon
approval of the Board of Trustees, given to local cultural, governmental or other
not-for-profit agencies.

2. Any other library property having an individual current value of less than $200
may, at the discretion of the Library Director, be discarded, turned in on new
equipment, or made available for sale.

3. In case of individual surplus items having current value of $200 or more, the
Board of Trustees may authorize disposal of such items. No favoritism shall be
shown to members of the Board of Trustees or their immediate families who
make bids on or purchase any library items deemed surplus.

Items lost by patrons within the library shall be placed in a secure area and be available

for claim by the patron who lost the item. After six months, items not claimed may be
disposed of as indicated above.
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306. POSTING AND DISTRIBUTION OF MATERIALS

Adopted October 1984
Revised January 2002, July 2005
Reviewed August 2009, December 2013

The solicitation of funds within the library, or selling of unrelated objects will not be
permitted. However, groups using the meeting room may sell their products to those in
attendance.

Display areas may be provided in the library for the posting of announcements of a
general nature for non-profit organizations which describe an event or activity of public
interest to a substantial number of persons within the community. No announcements of
a strictly personal nature will be permitted.

Flyers, brochures, pamphlets, etc. are accepted for displaying on library counters must
meet the same criteria as above. In no case will library employees participate in the
distribution of any but library generated publications.

Exhibit areas may be provided within the library for display of locally-created arts and

crafts and community projects. Such areas are subject to the above criteria and are
assigned on a first-come, first-serve basis.
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307. INTERNET USE POLICY

Adopted March 2017

Because no single authority oversees the Internet’s content, not all Internet sources
provide accurate, complete, or current information. Some of the information may be
offensive and/or controversial. Users are responsible for determining that the
information accessed is acceptable, reliable, and suitable for their needs. Library staff is
not responsible for monitoring children’s use of the internet. Parents or legal guardians
are encouraged to discuss with their children issues of appropriate use and information
safety in regard to the Internet. We encourage patrons to carefully evaluate the material
found on the internet. The Library assumes no liability for any damage or injury arising
from the use of the internet or its resources.

WPL provides a filtered/unsecured wireless access network for users with wireless
electronic devices. This service is not to be used as a permanent connection. Wireless
access is less secure than wired access. Signal strength may vary in the building.

By choosing to use this free wireless access, you agree to abide by this policy that
prohibits abusive or illegal activity while using this access.

Most wireless electronic devices will be compatible with the library’s access points.
However, the library cannot guarantee that personal device user’s hardware will work
with the Library’s wireless access network. If a user experiences problem connecting to
a wireless access point, staff will verify that the Library’s wireless access network is
operational, but staff is not trained to configure or troubleshoot wireless electronic
devices. Personal device users should refer their owner’s manual or other support
services offered by their device manufacturer.

Users must comply with all local, state, and federal laws while using the Internet,
including, but not limited to, those concerning copyright, fraud, privacy, or obscenity.
Any illegal or illicit activity is strictly forbidden.

The library reserves the right to limit Internet time by a single patron in order to serve as
many patrons requesting Internet service as possible.

Computers and wireless access will shut down 15 minutes prior to the closing of the

library.

Patron Assistance and Instruction
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The Library staff cannot provide assistance or instruction, and is not available to tutor
people in the use of any programs. It is expected that users will have knowledge of the
basic operation of computers. Formal instruction may be offered by the Library at
designated times. Book and guides on computers and technology usage are available
to patrons.

Filtering
The Winnebago Public Library filters all of the public access computers, including
internet access on personal devices using the Library’s wireless access network.

The filter blocks sites that promote:
1 Violence, hate and racism
1 Pornography
1 Hacking and proxy avoidance systems
1 Malware

Filtering software cannot guarantee that sites on the internet having legitimate research
of other value will not be blocked. Anyone 18 or older who wishes to view a blocked site
may request that the site be made available. The site will be reviewed within 1 week of
the request and if it does not fall under one of the categories listed above it will be
added to a list of allowed sites.

lllegal acts involving library computer resources will be reported to the police and may
be subject to prosecution by local, state or federal authorities.

Although the Library utilizes virus-checking software, this is not a guarantee that
everything will be completely protected from viruses. The Library is not responsible for
loss or damage to personal storage devices when downloading or to a user’'s own
computer, or for any loss of data, damage, or liability that may occur from a patron’s use
of the Library’s computers. In addition, patrons shall agree to hold harmless, indemnify,
and unconditionally reimburse WPL for any damage, liability costs, claims or expenses
WPL may incur which arises in any manner from any misuse of the Internet access by a
patron.

Use of Internet
Internet patrons are required to use the Internet within the guidelines of acceptable use.
The following activities are unacceptable:
1 Use of electronic information networks for any purpose resulting in the
harassment of other users
1 Destruction of, damage to, or unauthorized alteration of the Library’s network
security procedures
1 Use of electronic information networks in any way that violates a federal or state
law
Violation of another’s privacy
Misrepresenting oneself as another user
Attempting to gain access to files, passwords, or data belonging to others
(hacking)

= =4 =4
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1 Distributing pornographic materials
1 Viewing materials that would be considered offensive according to local
community standards

In the case that a patron engages in an activity that is unacceptable the Winnebago

Public Library abides by Policy 314, as amended from time to time, which is
incorporated herein by reference.
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308. USE OF FAX MACHINE

Adopted October 1984
Revised January 2005, October 2009
Reviewed December 2013

=

Only staff may operate the fax machine.

A conspicuous notice will be posted in the library indicating fax service is
available.

The notice for personal fax service as follows:

a. Transmission, $1 for the first page, 25¢ for each subsequent page
b. 25¢ a page for a fax received
C. Overseas service will not be available

The notice must also inform users that the library is not responsible for
confirming receipt of transmitted messages or notifying the addressee of
received messages.

Normal library service of fax, including patron-requested location service, will
continue to be provided.

Staff and board members may use fax service for personal business, including
overseas, for the cost of associated telephone charges.
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COMPUTER USE POLICY

Adopted October 1984
Revised February 2005, December 2005, June 2006, August 2006, July 2008,
September 2008, October 2009, November 2016

11.

All computer users must check-out a computer before use. A valid library card or
other form of ID is required. Computers will be assigned by the staff.

Anyone may use the computers; however, those in kindergarten and younger
must be supervised.

The user agrees to take proper care of all equipment, diskettes, manuals and
other property that belongs to the Winnebago Public Library. When there is fault
with any equipment or materials, the user will immediately report any difficulty or
problem to the staff member on duty.

The user agrees to pay replacement costs of any equipment or materials lost or
damaged as a result of negligence by the user, or failure to inform library
employees of malfunction.

The user agrees to observe all copyright laws. User agrees not to duplicate any
computer program, or documentation provided by the library that is not in the
public domain.

The Winnebago Public Library shall not be liable for damages in connection with,
or arising from, the use of any equipment, program or other library material.
User of the equipment will be scheduled in half hour blocks of time during normal
library hours. If no one is waiting to use the computer, the time may be extended
in 15 minute increments. Decisions as to the use of the computers are at the
discretion of the staff. Scheduling can be done in person or by telephone.
Patrons who fail to show up within the scheduled first ten minutes shall be
considered a no-show, and the scheduled time slot will be made available on a
first-come, first-serve basis. The library clock is the official timepiece and will
determine when computer appointments shall begin and end.

Only Winnebago Public Library software may be run on the computers. Patrons
may use their personal flash/thumb drives. No private files may be stored in the
internal memory of the library computers.

Printed copies may be made at a cost of 25¢ per page.

Failure to observe any part of the above agreement may result in suspension of
the user's right to use the library computer resources. Other usual and ordinary
library sanctions may also apply.

| have read the User Agreement and agree to comply with the rules and
regulations for using the Winnebago Public Library computers.
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COMPUTER USER AGREEMENT

PRINT NAME OF USER:

SIGNATURE OF
USE:

PARENT SIGNATURE FOR
USERS UNDER 18:

DATE:

TELEPHONE NUMBER:

LIBRARY CARD NUMBER:

(OPTIONAL)
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310. CONFIDENTIALITY OF LIBRARY RECORDS

Adopted October 1984
Revised January 2002, March 2010, November 2016

It is the policy of the Winnebago Public Library to ensure the privacy of the users of its
services and to consider any library records to be confidential in nature.

The registration and circulation records of a library are confidential information. No

person shall publish or make any information contained in such records available to the

public unless:

(1) required to do so under a court order; or

(2) theinformation is requested by a sworn law enforcement officer who represents
that it is impractical to secure a court order as a result of an emergency where
the law enforcement officer has probable cause to believe that there is an
imminent danger of physical harm. The information requested must be limited to
identifying a suspect, witness, or victim of a crime. The information requested
without a court order may not include the disclosure of registration or circulation
records that would indicate materials borrowed, resources reviewed, or services
used at the library. If requested to do so by the library, the requesting law
enforcement officer must sign a form acknowledging the receipt of the
information. A library providing the information may seek subsequent judicial
review to assess compliance with this Section.

(@)  This subsection shall not alter any right to challenge the use or
dissemination of patron information that is otherwise permitted by law.

(b)  This Section does not prevent a library from publishing or making
available to the public reasonable statistical reports regarding library
registration and book circulation where those reports are presented so that
no individual is identified therein.

(© The Winnebago Public Library District Board of Trustees hereby complies
with in its entirety the Library Records Confidentiality Act, 75 ILCS 70/ as
amended from time to time, which is incorporated herein by reference.

(d) For the purpose of this Section,

0] "library" means any public library or library of an educational,
historical or eleemosynary institution, organization or society;
(i) "registration records" includes any information a library requires a

person to provide in order for that person to become eligible to
borrow books and other materials and

(i) “circulation records" includes all information identifying the
individual borrowing particular books or materials.

This Act may be cited as the Library Records Confidentiality Act.
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310.5 IDENTITY PROTECTION POLICY

Adopted January 2012
Reviewed December 2013

Statement of Purpose for Collection of Identification Numbers
Identity Protection Policy

The Identity Protection Act, 5 ILCS 179/1 et seq., requires each local and State
government agency to draft, approve, and implement an ldentity Protection Policy that
includes a statement of the purpose or purposes for which the agency is collecting and
using an individual’s Social Security number (SSN). Winnebago Public Library District
also collects Federal Employer Identification Number (FEIN) and therefore, includes
their collection within this statement of purpose. This statement of purpose is being
provided to you because you have been asked by the Winnebago Public Library District
to provide your SSN, FEIN, or because you requested a copy of this statement.

You are being asked for your SSN, or FEIN, for one or more of the following reasons:
Complaint mediation or investigation;

Crime victim compensation;

Vendor services, such as executing contracts and/or billing;

Law enforcement investigation;

Child support collection;

Internal verification;

Administrative services; and/or

Compliance with Federal and State Tax Laws and Regulations.

N A LN E

We will only use your SSN, or FEIN, for the purpose for which it was collected.
We will not:

1. Sell, lease, loan, trade, or rent your SSN or FEIN to a third party for any purpose;
2. Publicly post or publicly display your SSN or FEIN;

3. Print your SSN or FEIN on any card required for you to access our services;

4 Require you to transmit your SSN or FEIN over the Internet, unless the

connection is secure or your SSN or FEIN is encrypted; or

5. Print your SSN or FEIN on any materials that are mailed to you, unless State or
Federal law requires that number to be on documents mailed to you, or unless
we are confirming the accuracy of your SSN or FEIN.
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APPENDIX A — TEMPLATE IDENTITY-PROTECTION POLICY
WPL IDENTITY-PROTECTION POLICY

The WPL adopts this Identity-Protection Policy pursuant to the Identity Protection Act. 5
ILCS 179/1 et seq. The Identity Protection Act requires each local and State
government agency to draft, approve, and implement an Identity-Protection Policy to
ensure the confidentiality and integrity of Social Security numbers agencies collect,
maintain, and use. It is important to safeguard Social Security numbers (SSNs) against
unauthorized access because SSNs can be used to facilitate identity theft. One way to
better protect SSNs is to limit the widespread dissemination of those numbers. The
Identity Protection Act was passed in part to require local and State government
agencies to assess their personal information collection practices, and make necessary
changes to those practices to ensure confidentiality.

Social Security Number Protections Pursuant to Law

Whenever an individual is asked to provide this Office with a SSN, Winnebago Public
Library, WPL shall provide that individual with a statement of the purpose or purposes
for which the WPL is collecting and using the Social Security number. The WPL shall
also provide the statement of purpose upon request. That Statement of Purpose is
attached to this Policy.

The WPL shall not:

1) Publicly post or publicly display in any manner an individual’s Social Security
number. “Publicly post” or “publicly display” means to intentionally communicate
or otherwise intentionally make available to the general public.

2) Print an individual’s Social Security number on any card required for the
individual to access products or services provided by the person or entity.

3) Require an individual to transmit a Social Security number over the Internet,
unless the connection is secure or the Social Security number is encrypted.

4) Print an individual’s Social Security number on any materials that are mailed to
the individual, through the U.S. Postal Service, any private mail service,
electronic mail, or any similar method of delivery, unless State or federal law
requires the Social Security number to be on the document to be mailed. SSNs
may be included in applications and forms sent by mail, including, but not limited
to, any material mailed in connection with the administration of the
Unemployment Insurance Act, any material mailed in connection with any tax
administered by the Department of Revenue, and documents sent as part of an
application or enrollment process or to establish, amend, or terminate an
account, contract, or policy or to confirm the accuracy of the Social Security
number. A Social Security number that is permissibly mailed will not be printed,
in whole or in part, on a postcard or other mailer that does not require an
envelope or be visible on an envelope without the envelope having been opened.

In addition, the WPL shall not:
1. These prohibitions do not apply in the following circumstances:
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The disclosure of Social Security numbers to agents, employees,
contractors, or subcontractors of a governmental entity or disclosure by a
governmental entity to another governmental entity or its agents,
employees, December 31, 2010 REPORT 8 Social Security Number
Protection Task Force contractors, or subcontractors if disclosure is
necessary in order for the entity to perform its duties and responsibilities;
and, if disclosing to a contractor or subcontractor, prior to such disclosure,
the governmental entity must first receive from the contractor or
subcontractor a copy of the contractor's or subcontractor's policy that sets
forth how the requirements imposed under this Act on a governmental
entity to protect an individual's Social Security number will be achieved.
The disclosure of Social Security numbers pursuant to a court order,
warrant, or subpoena.

The collection, use, or disclosure of Social Security numbers in order to

ensure the safety of: State and local government employees; persons

committed to correctional facilities, local jails, and other law-enforcement
facilities or retention centers; wards of the State; and all persons working
in or visiting a State or local government agency facility.

The collection, use, or disclosure of Social Security numbers for internal

verification or administrative purposes.

The disclosure of Social Security numbers by a State agency to any entity

for the collection of delinquent child support or of any State debt or to a

governmental agency to assist with an investigation or the prevention of

fraud.

The collection or use of Social Security numbers to investigate or prevent

fraud, to conduct background checks, to collect a debt, to obtain a credit

report from a consumer reporting agency under the federal Fair Credit

Reporting Act, to undertake any permissible purpose that is enumerated

under the federal Gramm Leach Bliley Act, or to locate a missing person,

a lost relative, or a person who is due a benefit, such as a pension benefit

or an unclaimed property benefit.

Collect, use, or disclose a Social Security number from an individual,

unless:

I required to do so under State or federal law, rules, or regulations,
or the collection, use, or disclosure of the Social Security number is
otherwise necessary for the performance of the WPL'’s duties and
responsibilities;

ii. The need and purpose for the Social Security number is
documented before collection of the Social Security number; and

il The Social Security number collected is relevant to the documented
need and purpose.

Require an individual to use his or her Social Security number to access

an Internet website.

Use the Social Security number for any purpose other than the purpose

for which it was collected.

Requirement to Redact Social Security Numbers
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The WPL shall comply with the provisions of any other State law with respect to
allowing the public inspection and copying of information or documents containing all or
any portion of an individual’s Social Security number. The WPL shall redact social
security numbers from the information or documents before allowing the public
inspection or copying of the information or documents.

When collecting Social Security numbers, the WPL shall request each SSN in a manner
that makes the SSN easily redacted if required to be released as part of a public
records request. “Redact” means to alter or truncate data so that no more than five
sequential digits of a Social Security number are accessible as part of personal
information.

Employee Access to Social Security Numbers

Only employees who are required to use or handle information or documents that
contain SSNs will have access. All employees who have access to SSNs are trained to
protect the confidentiality of SSNs.

APPENDIX B — TEMPLATE STATEMENT OF PURPOSE(S)
What does the WPL do with your Social Security Number?

Statement of Purpose for Collection of Social Security Numbers
Identity-Protection Policy

The Identity Protection Act, 5 ILCS 179/1 et seq., requires each local and State
government agency to draft, approve, and implement an Identity-Protection Policy that
includes a statement of the purpose or purposes for which the agency is collecting and
using an individual’s Social Security number (SSN). This statement of purpose is being
provided to you because you have been asked by the WPL to provide your SSN or
because you requested a copy of this statement.

Why do we collect your Social Security number?
You are being asked for your SSN for one or more of the following reasons:

1. Vendor services, such as executing contracts and/or billing;
2. Internal verification;
3. Administrative services; and/or

What do we do with your Social Security number?

1. We will only use your SSN for the purpose for which it was collected.
2. We will not:
a. Sell, lease, loan, trade, or rent your SSN to a third party for any purpose;
b. Publicly post or publicly display your SSN;
C. Print your SSN on any card required for you to access our services;
d. Require you to transmit your SSN over the Internet, unless the connection

is secure or your SSN is encrypted; or

e. Print your SSN on any materials that are mailed to you, unless State or
Federal law requires that number to be on documents mailed to you, or
unless we are confirming the accuracy of your SSN.

Questions or Complaints about this Statement of Purpose , Write to the WPL.:
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Winnebago Public Library
P.O. Box 536

210 N Elida St
Winnebago, Il 61088

Phone (815) 335-7050
Fax (815) 335-7049
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311. PURCHASING POLICY

Adopted October 1984
Revised January 2002, October 2009, May 2010, August 2016

The policy applies to all purchases and commitments requiring an expenditure of funds
under the control of the Board of Trustees of the Winnebago Public Library

All purchases and commitments for a given type of goods or service should be
considered on an annual or other logical time basis and reasonable groupings of similar
types of goods or services should be made for the purposes of applying this policy.

All purchases and commitments require approval of the Board unless specifically
exempted.

Formal bidding is not required in the following four cases:

1. Where the amount is under $7,500.

2. Where goods or services to be procured are economically procurable from one
source, such as contracts for public utility services, books and specifically
designed business and research equipment and related supplies.

Where the services required are for professional, technical or artistic skills.

In emergencies - an emergency shall be deemed to exist when immediate
repairs to, or replacement of, equipment owned by the library is necessary in
order to permit the library to function and its regular services to be performed, or
when there has been a local disaster or catastrophe.

oW

All purchases and commitments for contractual services, commodities and capital
goods not requiring bids under this policy, solely because the amount is under $7,500,
shall be made on the basis of price, quality, dependability and at least two informal
guotations from the most qualified suppliers, all to the extent practicable in the
circumstances.

Formal Bidding

Solicitation of bids shall be in conformance with accepted business practices and the

method of solicitation shall be as follows:

1. A call for bids shall be prepared and mailed to at least three qualified suppliers.
Notice of the availability of such call for bids to interested persons shall be
published in the local newspaper at least twice. Qualified suppliers shall be
selected with consideration being given to such things as prior experience,
accessibility and general reputation. The Board may, at its discretion, select
additional newspapers in which to place such advertisements as it shall from time
to time deem necessary and desirable.
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The call for bids shall describe in detail the required qualifications for bidders,
specifications of the goods or services, terms of delivery, draft of the contract, if
applicable, insurance certificate, if applicable, need for performance bond, if
applicable, whether samples are required, the form in which to submit the bid and
other conditions, and the time and place for opening bid.
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311.5. ACH PAYMENTS

Adopted April 2013
Reviewed December 2013

Definition: ACH (Automated Clearing House) is an electronic banking network used for
direct deposit and electronic bill payments.

Payments in excess of $2000.00 must be approved by the Board of Trustee’s by roll call
vote prior to payment.

Scheduled payments may be approved in advance (e.g. Social Security, Federal and
State Withholding, Mortgage Payment) either annually or monthly.

Credit Card payments will be paid even if the aggregate total may be in excess of $2000
if individual charges are within the budgetary parameters. Pre-approved purchases are
covered already and not calculated into the aggregate total.

Emergency payments require a special meeting. When a special meeting is not

possible the President, Vice President and Treasurer may approve on behalf of the
Board if all three agree.
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312. USE OF LIBRARY FUNDS FOR RECOGNITION
OF LOSS OR ILLNESS

Adopted October 1984
Revised January 2002, October 2016

The consensus of the Board is that it is acceptable for the library to send flowers in the
event of the death of an employee, former employee, board member or active Friend of
the Library, using library funds. In the event of loss or illness of a family member, the
consensus is that public money should not be used for memorial gifts. For those
occasions where a family member is to be remembered, whether in death or illness,
cards expressing concern or condolences will always be appropriate and can come
from the library with public money.

The above is not in any way meant to discourage the Board of Trustees, employees or
Friends from taking a collection for memorials or gifts. In support of this policy an effort
will be made to maintain a supply of cards at the library for use at the discretion of the
staff. Cards may be purchased and sent in the name of the library using library funds.
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313. INVESTMENT OF PUBLIC FUNDS

Adopted October 1984
Revised January 2002
Reviewed August 2009, December 2013

PURPOSE AND SCOPE:

The purpose of this policy statement is to outline the responsibilities, general objectives
and specific guidelines for management of public funds by the Winnebago Public
Library. Its scope is all public funds of the library.

RESPONSIBILITIES:

All investment policies and procedures of the Winnebago Public Library will be in
accordance with lllinois law. The authority of the Library Board of Trustees to control
and invest public funds is defined in the Illinois Public Funds Investment Act and the
investments permitted are described therein. Administration and execution of these
policies are the responsibility of the Treasurer, who is hereby designated as the "™Chief
Investment Officer" of the library, acting under the authority of the Library Board of
Trustees.

DELEGATION OF AUTHORITY:

Management and administrative responsibility for the investment program is hereby
delegated to the Chief Investment Officer. The Chief Investment Officer, and by
designation, the Library Director, is responsible for establishing internal controls and
written procedures for the operation of the investment program.

"PRUDENT PERSON" STANDARD:

All library investment activities shall use a "prudent person"” standard of care. This
standard shall be applied in the context of managing an overall portfolio and specifies
that investments shall be made with judgment and care, under circumstances then
prevailing, which persons of prudence, discretion and intelligence exercise in the
management of their own affairs, not for speculation but for investment, considering the
probable safety of their capital, as well as the probable income to be derived.
Investment officers, acting in accordance with this policy and the written procedures of
the library, and exercising due diligence, shall be relieved of personal responsibility for a
security's credit risk or market price/value changes, provided deviations form
expectations are reported in a timely fashion and appropriate action is taken to control
adverse developments.

OBJECTIVES:

In selecting financial institutions and investment instruments to be used, the following

general objectives should be considered in the priority listed:

1. Legality (conforming with all legal requirements)

2. Safety (preserving capital and including diversification appropriate to the
nature and amount of the funds)
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3. Liquidity (maintaining sufficient liquidity to meet current obligations and those
reasonably to be anticipated)

4. Yield (attaining a market rate of return on investment)

5. Simplicity of management

GUIDELINES:

The following guidelines should be used to meet the general investment objectives:

1. Legality and Safety:

a. Investments will be made only in securities guaranteed by the US
Government, or in FDIC insured institutions including SAIF of the FDIC.
Deposit amounts in banks or savings and loan institutions will not exceed
the amount insured by FDIC coverage (unless adequately collateralized
pursuant to the regulations of the Federal Reserve regarding custody and
safekeeping of collateral).

b. Authorized investments include and will primarily consist of: Certificates of
Deposit, Treasury Bills and other securities guaranteed by the US
Government, participation in the State of lllinois Public Treasurer's
Investment Pool, and any other investments allowed under state law that
satisfy objectives of the Library District.

2. Liquidity: In general, investments should be managed to meet liquidity needs for
the current month plus one month (based on forecasted needs) and any
reasonably anticipated special needs.

3. Yield-return on investments: Within the constraints of lllinois law, considerations
of safety, and this investment policy, every effort should be made to maximize
return on investments made. All available funds will be placed in investments or
kept in interest-bearing deposit accounts.

4, Simplicity of Management: The time required by library administrative staff to
manage investments shall be kept to a minimum.

REPORTING:

Investments, fund balances and the status of such accounts will be reported at each
regularly scheduled meeting of the Library Board, and at least quarterly include
information regarding securities in the portfolio by class or type, book value, income
earned and market value as of the report date. At least annually the Chief Investment
Officer shall review this policy for any needed modifications and report to the Board on
the investment portfolio, its effectiveness in meeting the library's need for safety,
liquidity, rate of return, diversification and general performance. These reports will be
available to the general public upon request.

INTERNAL CONTROLS:

In addition to these guidelines, the Chief Investment Officer shall establish a system of
internal controls and written operational procedures designed to prevent loss, theft or
misuse of funds.

AUTHORIZED FINANCIAL DEALERS AND INSTITUTIONS:
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Any investment advisors, money managers and financial institutions shall be considered
authorized only by the action of the Board of Library Trustees upon the recommendation
of the Chief Investment Officer. The Chief Investment Officer will maintain a list of
financial dealers and institutions authorized to provide investment services.

CONFLICTS OF INTEREST:
Officers and employees involved in the investment process shall refrain from personal
business activities that might conflict with the proper execution and management of this

investment program, or that could impair their ability to make impartial decisions, or that
could give the appearance of impropriety.
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314. LIBRARY CONDUCT

Adopted October 1984
Revised January 2002, August 2005, January 2011, December 2013, April 2018

By entering the Winnebago Public Library patrons are making a commitment to act
courteously toward all other people present in the Library and on Library grounds, to act
responsibly with regard to public property, and to follow all rules of this facility. The use
of the library is for reading, studying and learning. Enjoy the library and allow others the
same opportunity.

Individuals violating any of these rules may be asked to leave the Library premises by
the staff member in charge. If the individuals are children clearly unable or unwilling to
leave the Library safely on their own accord, the Library staff will attempt to reach the

parent, guardian or caregiver. Police assistance will be utilized if necessary.

Library staff are required to notify the appropriate authorities if they have reason to
suspect that there is evidence of abuse or neglect.

Procedure for Banned Patrons

Use of the Winnebago Public Library is a privilege, not a right. The Board of Trustees
grants the Library Director the right to act on behalf of the Board of Trustees in matters
of patron conduct. The director, at their discretion, may ban patrons for up to 30 (thirty)
days for conduct that is disruptive to the rights of others, disruptive and disrespectful to
staff, willfully damages Winnebago Public Library property, or breaks any public law. In
the event of multiple bans, or serious offences, the Library Director will refer the matter
to the Board of Trustees for consideration of a long-term ban.

The Public Library Act provides the Board of Library Trustees with the general power to
carry out the spirit and intent of the Act in establishing and maintaining the library and
providing library services and the specific power to “exclude from the use of the library
any person who willfully violates an ordinance or regulation prescribed.”

Library personnel will record instances in which patrons are required to leave the library,
or are banned, in a ledger maintained by the library for that purpose. All instances will
be recorded. A patron who is banned from the Winnebago Public Library will not be
allowed on the property or within the facilities of the Winnebago Public Library. In
addition the patron will lose all library privileges until the time the ban has ended. In the
case of monetary damage to Winnebago Public Library property, or damage to patron
property while on Winnebago Public Library property, the patron may be banned and
lose all privileges until restitution is made.
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If a patron has been banned for the day twice within a 30 (thirty) day period, he or she
will be banned from the library premises for a 30 (thirty) day period. If a minor, the
parents/guardians will be notified by phone immediately, and in writing within 2 (two)
business days. Persons wishing to contest such action should submit a written appeal
to the Library Director and the Board of Trustees.

If there is police involvement, there will be an immediate ban from the premises for 30
days. If a minor, the parents/guardians will be notified by phone immediately, and in
writing within 2 (two) business days. If a patron has been banned for two (2) thirty
(thirty) day periods within a year, the matter will be referred to the Library Board of
Trustees for a further long-term ban. Persons wishing to contest such action should
submit a written appeal to the Library Director and the Board of Trustees.

In the event a patron banned from the use of the library attempts entry to the library
during any such period, the police will be summoned and informed of the prior action. If
the patron is already serving a day long ban, the patron will be immediately banned for
a 30 (thirty) day period. If the patron is already serving a 30 (thirty) day ban, the matter
will be referred to the Board of Trustees for consideration of long-term ban. If a minor,
the parents/guardians will be notified by phone immediately, and in writing within 2 (two)
business days. Persons wishing to contest such action should submit a written appeal
to the Library Director and the Board of Trustees. The patron/parents will be notified in
writing of any additional Board of Trustee action within two business days.

Disruptive Behavior

Disruptive behavior, individually or in groups, is not permitted in the library or on library
property: Disruptive behavior includes, but is not limited to: Inappropriate or abusive
language, fighting, running, failure to heed library staff requests, loud talking, littering,
loitering, jumping on furniture, playing music so as to disturb other people, and
gathering in groups which disturb other patrons or staff.

More serious disruptive behavior may include, but is not limited to: Activating fire or
emergency alarms, theft, defacing or abusing library property, any acts of vandalism,
threatening staff or other patrons, behaving under the influences of alcohol or controlled
substances, breaks public law and acts of public indecency.

A disruptive group, for the purposes of this policy shall be defined as a group of three or
more individuals, whether formal or informal, sharing a common name, interest, bond,
confederation, alliance, initiation practice, network, conspiracy, or activity characterized
by criminal or delinquent conduct, or conduct that violates library policies, whose
members individually or collectively engage in or have engaged in a pattern of such
activity.

Unattended Children

The Winnebago Public Library welcomes the use of its facilities and services by
children. While the library endeavors to be a safe and friendly environment for all its
users, it is a public building where people enter and leave freely without staff monitoring.
Library facilities are not licensed or designed to provide basic childcare needs. Itis
impossible for the Library staff to guarantee a safe environment.
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Children under the age of 10 (ten) must be accompanied by a parent or other
responsible caregiver at all times while in the library. The parent/caregiver must keep
the child within sight. Caregivers must be 14 (fourteen) or older, be able to effectively
supervise young children and be willing and able to provide contact information for a
parent/guardian upon request.

From time to time, the Winnebago Public Library schedules or provides programs which
are designed and suitable for attendance by children without parental supervision. Such
program announcements will so indicate, and if no indication is included, then
supervision is required. When so indicated, if the parent or caregiver intends to be
absent, they must leave word at the circulation desk as to their whereabouts and, if
possible, a phone number where they or a responsible adult can be contacted.

Unattended Children after Hours

Library hours are posted and the building is locked up promptly at closing. The library
assumes no responsibility for children left unattended at closing. The appropriate
authorities will be contacted for any child left after the library closes. Staff will stay with
the child until the police arrive. Library staff will assist a child in contacting a parent,
guardian and/or caregiver prior to closing time. Library staff cannot provide for the
transportation needs of library users.

Distruptive Procedures:

1. A patron exhibiting disruptive behavior will be given a verbal warning and notified
of this policy.

2. If the patron continues to be disruptive, a second verbal warning will be given at
which time the library personnel handling the situation will request identification.

3. If the disruptive behavior continues, the patron may be asked to leave the library.

The library staff in charge will call the child’s residence and speak to their
parent/guardian. A minor will reside at the service desk with library personnel
until their parent/guardian picks them up.

4, If a patron refuses to give the necessary identification, the library staff shall
inform the patron that the police will be contacted. If identification is still refused,
the police will be contacted.

Violations of this policy are grounds for suspension of library privileges. If a patron
refuses to comply, or responds to the request in an abusive fashion, he or she will be
required to leave the library premises immediately, and be banned for the rest of the
day. If a minor, the parents/guardians will be notified by phone immediately, and in
writing within 2 (two) business days.

In any situation involving the safety of children, and specifically whenever the
parent/caregiver or police are contacted, staff will complete an Incident Report.
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314-A. PARENT NOTIFICATION LETTER

Adopted April 2018

Appendix A:
Unattended Children Parental Notification Letter

Dear parent or caregiver,

The Winnebago Public Library has recently experienced the following incident

involving
your child, in which he or she was on Library grounds unattended by you or a
responsible caregiver. A copy of the Library’s policy on Unattended Children is enclosed
here for your attention. We ask that you review this policy and make every effort to
follow it. We do not wish to suspend Library privileges for you or your family, but the
safety of children as well as the proper operation of the Library is our first responsibility.
If you have any questions regarding this policy or its enforcement, please contact the
undersigned.

Sincerely,

Library Director or Assistant Director
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315. EMERGENCY PROCEDURES

Adopted October 1984
Revised January 2002, August 2005, October 2007, October 2009, January 2014

Staff should be acquainted with the following procedures to know how to cope without
having to refer to the manual. The Library Director has the initial responsibility for
organizing the library's response to an emergency. In the absence of the Library
Director, responsibility lies with the staff on duty. Inform the Library Director as soon as
possible. In case of a catastrophe, the President of the Board of Trustees should be
notified immediately by phone. If the President of the Board of Trustees is not available,
the Vice President should be notified.

MEDICAL EMERGENCY
Life-threatening injury or illness, or death

1. The Library Director/Charge-Person will ascertain if 911 should be called and
designate someone to do it, if necessary. Work as a team.

2. Give full attention to the victim(s).

3. Do not attempt to move a person who is ill or injured unless they are in
immediate danger of further injury.

4, If possible, isolate the affected patron/staff member. Disperse onlookers and
keep others from congregating in the area.

5. Check breathing. Is the airway clear? Is the victim in a position to facilitate
breathing?

6. Help stop bleeding by applying pressure on wound and/or elevating wound to
help stop or slow bleeding. Protect yourself from body fluids. Use gloves, if
available.

7. Check for vital signs. Initiate first aid, if you are trained.

8. Comfort the victim(s) and offer reassurance that medical attention is on the way

9. After immediate medical needs have been cared for, remain to assist emergency
medical services personnel with pertinent information about the incident.

FIRE

1. Call 911.

Locate the fire, and evacuate everyone from the building when the alarm goes
off. Designate the front of the building by the sign as an outside meeting spot
after evacuation.

3. Do not put out an electrical fire.

4, The fire department will make medical decisions, put out the fire and assist the

library staff with relocating patrons to a safe area.
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SEVERE WEATHER
1. Watch - a tornado/severe weather watch is broadcast over radio/TV when
conditions are such that a tornado/severe weather could occur.
2. Warning - a tornado/severe weather-warning is issued when a tornado/severe
weather has been sighted.
3. In the event of a tornado/severe weather warning:
A. Tell everyone to go to a safe spot (ie. basement restrooms).
B. Take the names and phone numbers of children and call parents, if there
IS time.
Staff with unattended children at home may join them. The staff member in charge may
release other staff at their judgment.
The library may be closed early if severe weather is likely to endanger employees
returning home. The library may open late if roads are impassable. Warnings by local
police requesting people to stay off the roads could be a reason for closing. If the library
is closed due to power failure, heat loss, etc, staff should remain available to come in if
called. The responsibility for closing rests with the Library Director, and if they are not
available, with the person in charge that day.

CHEMICAL OR BIOLOGICAL THREAT
1. When receiving, by mail or delivery service, a suspicious letter or package that
might be a chemical or biological threat, the following procedures should be
followed:
A. When sorting mail or receiving delivered packages, look for characteristics
that make you suspicious of the content; such as:
1) excessive postage, excessive weight
2) misspellings of common words
3) oily stains, discolorations, odor
4) no return address or showing a city or state in the postmark that
does not match the return address
5) package not anticipated by someone in the library or not sent by a
known vendor
2. If a letter/package is opened and contains a written threat but no suspicious
substance:
A. Notify the Library Director/Charge-Person, who will then notify law
enforcement
B. Limit access to the area in which the letter/package was opened to
minimize the number of people who might directly handle it. It is
considered criminal evidence.

C. Ask the person who discovered or opened the letter/package to place it
into another container, such as a plastic bag.

D. Turn the letter/package over to law enforcement. Document all activities.

3. If a letter/package is opened and contains some type of suspicious substance:

A. Notify the Library Director/Charge-Person, who will then notify law
enforcement.

B. Isolate the people who have been exposed to the substance. The goal
here is to prevent or minimize spreading the contamination.

C. Limit access to the area in which the letter/package was opened.
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D. Ask the person who discovered or opened the letter/package to place it
into another container, such as a clear plastic zip-lock bag. Handle with
gloves, if possible.

E. Emergency officials will determine the need for decontamination of the
area and the people exposed to the substance.

The Library Director/Charge-Person and emergency officials determine whether

evacuation is necessary. Implement post-crisis procedures as necessary.

Consider having gloves and zip-lock bags available at mail sorting areas.

CHEMICAL OR HAZARDOUS SPILL SITUATION:

1. The Library Director/Charge-Person will call 911 to ascertain the seriousness of
the threat.

2. If evacuation is recommended, the Library Director/Charge-Person should clear
the building and move patrons and staff to a safe location as directed by law
enforcement or the fire department.

3. Do not attempt to return to the building until cleared by law enforcement.

TELEPHONE THREAT

1. Notify the Library Director/Charge-Person, who will call 911.

2. Fully explain the nature of the telephone threat to 911 and follow the advice of
law enforcement.

3. If evacuation is recommended, follow the same procedures as for a fire.
Evacuate all patrons and staff to a safe place, as designated by law enforcement.

4, If lock-down is recommended, the Library Director/Charge-Person should lock all
outside doors and move all patrons and staff to areas away from windows.

5. Keep everyone in protected areas and the building locked until given an ALL
CLEAR by law enforcement.

WEAPONS

1. Call 911 to report that a weapon is suspected.

2. Ask law enforcement to participate in questioning the suspected patron or staff
member.

3. Consider the best time and place to approach the person, taking into account
these factors,, if possible:

A. Need for assistance from law enforcement
B. Type of weapon

C. Safety of persons in the area

D. State of mind of the suspected person

E. Accessibility of the weapon.

4, If the suspect threatens you with the weapon, DO NOT try to disarm them. Back
away with your hands up. STAY CALM.

5. Move all patrons and staff to a safe place, if possible.

6. Document all activities related to a weapons incident.

USE OF THE LIBRARY AS A SHELTER

1. The Library Director or Board President should be contacted by law enforcement
to ask that the Library be opened and used as an Emergency Shelter.

2. The Library Director should call in added staff, if needed, to provide assistance.
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3. The instructions of law enforcement should be followed concerning the safety
and comfort of persons using the Shelter.
4. The Library Director/Charge-Person should secure the library after all persons
have been vacated following the crisis situation.
MEDIA PROCEDURES
1. In a crisis situation, all media contacts should be referred to the Library
Director/Charge-Person or Board President.
2. Any statement to the media should be issued in cooperation With law
enforcement.
3. Establish a media information center away from the affected area. Consider the
following:
A. Media need timely and accurate information. However, protect the privacy
of patrons and staff, when necessary and justified.
B. Media will want to be close enough to shoot video footage and
photographs; however, they should not be allowed to hinder responders.
4. Before holding a news conference, brief the participants and coordinate
information.
A. Determine the message you want to convey. Create key messages for
target audiences - patrons and the community.
B. Emphasize safety.
C. Engage media to help distribute important public information. Explain how
the emergency is being handled.
D. Respect the privacy of victims and families of Victims. DO NOT
RELEASE NAMES TO THE MEDIA.
E. Update media regularly. DO NOT say "No comment”. Ask other agencies
to assist with media.
5. Maintain a log of all telephone inquiries for future use.

POWER OUTAGES

1. During extended power outages, the library should close

NOTIFICATION

1. The Library Director/Charge-Person should call the Board President as soon as
possible if an emergency situation occurs. Other board members and key staff
members should be notified in a timely manner.

2. A list of all persons to be notified should be kept at home by the Library Director,

Board President and Board Secretary for reference in emergency situations. This
list should be updated as needed for current accuracy.
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315-A. EMERGENCY PROCEDURES

Adopted December 2014

Patron Evacuation Procedures

Fire Evacuation

When the fire alarm sounds or a staff member observes a fire evacuate through nearest
safely accessible exit. All evacuated person should meet at the sign in the front of the
building.

Severe Weather

When notified by a staff member, proceed to the tornado shelters which are located in
the lower level restrooms. Remain in the shelters until notified of all clear by staff
members.

Power Outage Evacuation
When the power goes off, everyone should proceed to the main exit on the main floor to
exit the building.

Please refer to maps for exits.

Staff Evacuation Procedures

The Library Director has the initial responsibility for organizing the library’s response to
an emergency. In the absence of the Library Director, responsibility lies with the staff on
duty who should inform the Library Director as soon as possible. In case of catastrophe,
the President of the Board of Trustees should be notified immediately by phone. If the
president of the Board of Trustees is not available, the Vice President should be
notified.

Fire

When the fire alarm goes off or someone observes a fire, call 911, locate the fire, and
evacuate everyone from the building. During the evacuation notify everyone to meet at
the sign in the front of the building.

Severe Weather

When a tornado/severe weather warning is present tell everyone to go to the tornado
shelter (lower level restrooms). Take emergency bag, flashlight, and cordless phone

and proceed to the shelter yourself. Take names and phone numbers of any children
and call their parents (if time).

Power Outage

When the power goes off, help all patrons to main floor, to main exit and out the
building--then meet with the other staff members at the service desk.
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316. STAFF ASSISTANCE TO PATRONS

Adopted October 1984
Revised January 2002
Reviewed December 2013

Students with broad questions and research projects are frequent users of the library.
With the assumption that learning to do research is part of the teacher assignments, we
assist students in their searches, rather than providing specific answers for the project.
We suggest basic reference sources, indexes, bibliographies and sources in the general
collection. We show students how to use all the suggested sources. Where appropriate,
books will be pulled and placed on in-house reserve to insure that adequate resources
are available for all students.
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317. ADA COMPLIANCE POLICY

Adopted October 2004
Reviewed December 2013

The Winnebago Public Library strives to comply with the Americans With Disabilities
Act, hereinafter referred to as the ADA, within all areas of the library and library
services. If any patron of the Winnebago Public Library feels that the library is not in
compliance with ADA regulations, said patron should contact the Library Director, as the
designated ADA compliance person, in writing; or, in the Director's absence, the
Assistant Director.

Within ten business days, the designated ADA compliance person will contact the
complainant regarding whatever procedures will be put into practice to correct the
situation, if noncompliance is determined to exist. The Board of Trustees of the
Winnebago Public Library will be informed of any and all complaints made, and any
action taken.
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318. LOCAL HISTORY ROOM POLICY

Adopted April 2000
Revised April 2002, July 2006, January 2014

The local history room will be kept locked when not in use. It will be open by
appointment with the historian or a designated assistant present. Users shall sign in
unless the historian is present.

Materials from the local history room are for internal use only.

A distinction will be made that materials housed in the history room are the property of
the people of Winnebago Township. Materials kept on the floor of the library, including
reference materials, are the property of the Winnebago Public Library. Anything that is
contrary to this will be itemized and a list kept by the Library Director.

Agreement for Local History Room with Winnebago Township

For many years the local history collection has been under the guidance of the
Winnebago Township Board, with John Rowley as curator. The collection is a separate
entity, and is owned by the people of Winnebago Township, and represented by the
Winnebago Township Board. The collection has been kept in the Winnebago Public
Library building since 1988. The intent is to make the local history information available
to residents of Winnebago Township and other interested parties.

The library agrees to provide continued use of that dedicated room, along with
reasonable theft and fire protection, security and insurance for the collection.

Both the Board of Trustees and the Township agree to provide general support to the
local history room. The collection curator has responsibility over the collection and
purchases.

The library will deal with hours and other items pertaining to the history room in its own
policy.

Should the Board of Trustees discontinue this agreement, the responsibility for the
collection would revert back to the Winnebago Township Board.

This agreement is in effect for an indefinite period, but is subject to review and
modification at the request of either party.

Page 63 of 125



Winnebago Library Board Policy Manual

320. COMMUNITY/STUDY ROOM USE

Re-adopted April 2010
Revised November 2004, January 2006, January 2009, May 2011, June 2012,
December 2013

The community room will be available on a first-come, first-serve basis. To insure that
the room is available, reservations can be made. Political or religious meetings will be
allowed as long as there is no indication of library promotion of any candidate or
philosophy.

There is no charge for use of the room during open library hours. Use of the room
outside regular library hours depends upon available staffing. A non-refundable
supervisory charge of $15 per hour, pro-rated to the half hour will be charged.

There is a charge of $15 per hour, pro-rated to the half hour, for set-up and take-down
of technology equipment, for those requesting it.

Established groups may submit one form to cover a calendar year.
Staff and/or Trustees may volunteer to be the library representative, and the hourly fee
be waived. When a staff or Trustee will be volunteering, it must be noted on the

application.

Applications must be submitted by an adult who is personally responsible for the
meeting and adherence to the rules.

A 24-hour notice of cancellation is requested, if at all possible.

The group using the room will be responsible for setting up tables and chairs, and for
cleaning up afterwards.

Any damage to the room or equipment will result in a charge for the cost of cleaning,
replacement and/or repair. Failure to pay damages will result in the group being
permanently banned from using the community room.

No alcohol, smoking, illegal substances or other illegal activity will be permitted.

The Library Director or designated assistant will take reservations. Problems and
guestions will be referred to the committee of the whole.

The upstairs Study Rooms are areas designed for individuals or small groups. Use of

the rooms should be limited to 2 hours per day and a total of 10 hours per week.
Reservations for the study rooms can be made at the main desk.
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APPLICATION FOR USE OF COMMUNITY ROOM

MEETING DATE:

START TIME: END TIME:

GROUP NAME:

PERSON IN CHARGE:

PHONE NUMBER:

AFTER HOURS FEE (IF APPLICABLE):

EQUIPMENT NEEDED:

WILL YOU NEED ASSISTANCE FROM THE LIBRARY STAFF TO SET UP
ELECTRONIC EQUIPMENT?: YES NO

NUMBER OF TABLES NEEDED:

NUMBER OF CHAIRS NEEDED:

l, , as an individual or a representative of a
group or organization, accept full responsibility for the cost of any cleaning and/or
repairs as a result of damage on the meeting date listed above.

| understand, as an individual or a representative of a group or organization, that by
signing this form, | accept responsibility for any damages resulting in my groups use of
the community room, accidental or otherwise.

By signing below, | am attesting that | have received and read the Library’s community
room use policy and agree to abide by all terms and conditions stated therein.

Signature of person in charge: Date:
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401. EMPLOYMENT

Adopted 1983
Revised November 2002, May 2007, May 2013, May 2014

The Winnebago Public Library in its employment practices does not discriminate
because of race, color, religion, sex, age, national origin or disability. Positions will be
filled by the person best qualified to carry out library duties.

Immediate family relatives of Board of Trustee members may not be employed in the
library as Library Director, Assistant Director, Children's Librarian or Librarian Assistant.

The Winnebago Public Library has four (4) classifications of employment (employees):

1. Director, the director's employment terms are defined under a separate
employment agreement.
2. A full-time hourly employee with benefits: is defined as a person who works at

least 40 hours a week and has completed the probationary period. This
classification of employment includes IMRF, PPD (Paid Personal Days as per
policy), and holiday pay.

3. A part time hourly employee with benefits: is defined as an employee who works
600 hours or more per year and has completed the probationary period. This
classification of employment includes IMRF and PPD (Paid Personal Days as per
policy).

4, A part time hourly employee without benefits: is defined as an employee who
works less than 600 hours per year and has completed the probationary period.
This classification is not entitled to IMRF or PPD (Paid Personal Days).

During a get-acquainted period for the board and new employee, all new employees are
considered temporary. This period is for three months and is termed a probationary
period. During the period employees are on probation, they are not entitled to PPD time
or holiday pay. However, on the completion of their probationary period, PPD time is
made retroactive. It is important that the Library Director have several evaluation
sessions with each new employee, and near the beginning of the third month of the
probationary period, a written evaluation of the employee's work must be completed.

Holiday pay is defined as 8 hours of pay for holidays designated by the library (when the
library is closed) that occur on Monday through Friday. Holiday pay may not result in
the employee receiving pay of more than 40 hours during the week the holiday occurs.

It is the policy of the library to fill staff vacancies, when possible, by promotion or
transfer from within, if a candidate with appropriate experience and qualification is
available and interested. In keeping with the merit approach to employment, mere
length of service, unaccompanied by professional growth and above-average work
performance, will not be considered in itself a basis for promotion or transfer.
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Acceptance of a position in the library incurs an obligation to remain long enough (at
least six months) to repay the library for the expense of training. A Library Director
wishing to leave the library in good standing should submit his or her resignation one
month in advance to the Board President. Two week notice is requested of all others.
Resignation from the library staff should be made in writing to the Library Director. In the
event of such resignation by a full-time or part-time employee, unused earned PPD time
not taken will be paid.

Staff members wishing to attend meetings or conferences sponsored by professional
library or library-related organizations of which they are members will be given a
reasonable amount of library time, if schedules permit. Travel by car is reimbursed at
the approved IRS business rate.
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402. EMPLOYEE HOURS, HOLIDAYS, AND
COMPENSATION

Adopted 1983
Revised November 2002, November 2004, May 2007, July 2007, May 2013, March
2014

Members of the staff working four and a half hours or more each day will be paid one
half hour for meals. Employees may work a flexibly-scheduled week.

Employees working six or more hours in a workday may also have a 15 minute rest
break.

Any employee wishing to be excused in order to observe a religious holiday, when the
library is normally open, will be granted permission to take this time as PPD time or
leave without pay. Under normal circumstances, time off without pay may be made up
at a time convenient to the staff member and the employer.

Full-time employees are defined as those who work an average 40 hours per week.
Overtime is defined as any hours over 40 hours in one week. The position of Library
Director is considered full-time salaried employee, not eligible for overtime
reimbursement. Other staff may not exceed 40 hours per week without prior approval of
the Library Director. An employee will be reimbursed for overtime at one and a half
times the regular hourly rates.

Employees are paid bi-weekly for the preceding two-week period unless other
arrangements are agreed upon. All deductions for federal and state withholding tax, and
IMRF, when applicable, are made by the library.

The mileage rate for library business will be the approved IRS business rate.
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403. PAID PERSONAL DAYS (PPD)

Adopted 1983
Revised November 2004, February 2007, July 2007, October 2008, May 2013
Reviewed March 2014, May 2014

Paid Personal Day (PPD) is used instead of the terms vacation or sick, in regard to paid
time off of work.

Paid Personal Days are earned by the staff at varying levels.
Paid Personal Day time can only be used if accrued.

Paid Personal Day time is calculated at the end of the month, and can be used in one
hour increments.

In all cases except emergencies, PPD should be approved by the Library Director, or in
the case of the Library Director, PPD should be requested with the Board President or
Vice President.

Any PPD days accrued to the employee’s account will be used before unpaid time off
can be used. Unpaid time off must be approved by the director, or in the case of the
director, approved by the board president.

PPD time is paid per hour worked, based on the charts below for different types of
employees as defined in policy 401. All employees not classified as full time are
considered part time.

Part Time Employees (not full time) Rate (hours) of PPD per hour worked
Beginning employment date* 0.0192
Beginning after two years of employment 0.0385
Beginning after four years of employment 0.0577

*PPD is paid retroactively for the first 90 days as per policy 401

Full Time Employees (Policy 401) Rate (hours) of PPD per hour worked
Beginning employment date* .0423
Beginning after two years of employment .0615
Beginning after four years of employment .0808

*PPD is paid retroactively for the first 90 days as per policy 401

Unused PPD carryover is based on the chart below (Hours of Carryover).

For all employees 40 Hours.*

*Unused hours above the carryover amounts allowed are forfeited.

Unused earned PPD time will be paid to an employee when employment ends.
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404. LEAVES OF ABSENCE

Adopted 1983
Revised November 2002, March 2005, March 2011, May 2011, May 2013
Reviewed March 2014, May 2014

Leave of Absence:

A leave of absence without pay may be granted by the Library Director for a good
cause. An employee wishing to have a leave of absence without pay should apply to the
Library Director. The Library Director wishing a leave of absence without pay should
apply to the Board of Trustees President. Any leave exceeding three months is to be
discussed with the Board of Trustees.

Jury Duty:
Employees serving on juries will be paid their regular library pay.

Reserve Military Pay:

Leaves for service in the US Armed Forces, or any of Its reserve components and the
National Guard, as well as re-employment rights, will be granted in accordance with
state and federal law.

Disability Leave:

A disability leave which lasts up to three months will be granted with no loss of seniority
and the continuance of all employee benefits by the library. Disability leaves exceeding
three months are to be referred to the Board of Trustees for special consideration on the
handling of seniority and employment benefits. Any staff member who is disabled is to
request a letter from his or her doctor regarding their ability to work.
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406. GRIEVANCE PROCEDURE

Adopted 1983
Revised November 2002, December 2013, March 2014

The Library Director carries out supervisory and administrative work without interference
by the Board of Trustees or any of its members. Communication between the Board of
Trustees and staff is carried on through the Library Director, who serves as personnel
manager of the Library.

Grievance Procedure for Employees
The purpose of this policy is to promptly resolve grievances, and to facilitate
communication between Winnebago Public Library employees.

The definition of a grievance is: a dispute by an employee that involves questions or
interpretation or application of salary, hours, classification, terms, conditions of
employment, or disciplinary actions.

Any employee is encouraged to first verbally discuss the grievance with their immediate
supervisor. If there is no satisfaction, the grievance should be submitted in writing within
10 calendar days of the incident, or within 10 days of learning of the incident, whichever
is later. For all employees, the written grievance should be delivered to the Library
Director. If the grievance involves the Library Director, the written grievance should be
delivered to the President of the Board.

If the Library Director has a grievance, they should discuss any grievance and submit
written grievances to the President of the Board. A form is available but not necessary.

The written complaint should include the date of the complaint; the name, address, and
telephone number of the individual making the complaint; and a detailed explanation of
the issue. If the complaint deals with a specific incident, it should also include the date
of the incident.

The Director or Board President can respond verbally as a means of acknowledging the

complaint, but this is not necessary. Within 10 days of receiving the written grievance,
the Director or Board President will respond in writing with a determination in the matter.
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If the grievance is not resolved in the above steps, the employee may appeal to the full
Board. Within 10 days of receiving a response to the original grievance from the
Director or Board President, the employee should submit the grievance in writing to the
full Board through the Board President. The Board may or may not decide to hear the
appeal. If the appeal is received 5 days prior to the next regularly scheduled Board
meeting the Board will take the matter up at the next meeting. If the grievance is
received within 5 days of the next regular meeting, the Board will take the matter up at
the regular meeting after the next regular meeting. If the Board finds that it has ample
information to make a decision, the Board will render a decision at that time.
Summaries of all discussion at Library Board meetings will be recorded in the minutes
as part of the public record. The Board may determine that added information is
necessary, and may postpone the decision to the following meeting, or to a special
meeting. The Board will respond in writing with a final finding within 5 days of the
meeting where the matter was discussed. All decisions of the Board are final.

Employees who have not completed the probationary period may not grieve termination
from their position.

Upon request, every employee has access to his or her own personnel file with
supervision.

Grievance Procedure for Patrons

The purpose of this policy is to promptly resolve grievances a patron may have about
Library policy or procedure, Library services, or a staff member’s conduct. This policy
does not apply to items in the Library collection, or displays (see policy 511).

Patrons are encouraged to first discuss any issues informally with the Library director. If
the grievance is unable to be resolved in this manner, the grievance should be
submitted in writing within 10 calendar days of the incident, or within 10 days of learning
of the incident, whichever is later. For all grievances, the written grievance should be
delivered to the Library Director. If the grievance involves the Library Director, the
written grievance should be delivered to the President of the Board. A form is available
but not necessary.

The written complaint should include the date of the complaint; the name, address, and
telephone number of the individual making the complaint; and a detailed explanation of
the issue. If the complaint deals with a specific incident, it should also include the date
of the incident.

The Director or Board President can respond verbally as a means of acknowledging the

complaint, but this is not necessary. Within 10 days of receiving the written grievance,
the Director or Board President will respond in writing with a determination in the matter.
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If the grievance is not resolved in the above steps, the patron may appeal to the full
Board. Within 10 days of receiving a response to the original grievance from the
Director or Board President, the patron should submit the grievance in writing to the full
Board through the Board President. The Board may or may not decide to hear the
appeal. If the appeal is received 5 days prior to the next regularly scheduled Board
meeting the Board will take the matter up at the next meeting. If the grievance is
received within 5 days of the next regular meeting, the Board will take the matter up at
the regular meeting after the next regular meeting. If the Board finds that it has ample
information to make a decision, the Board will render a decision at that time.
Summaries of all discussion at Library Board meetings will be recorded in the minutes
as part of the public record. The Board may determine that added information is
necessary, and may postpone the decision to the following meeting, or to a special
meeting. The Board will respond in writing with a final finding within 5 days of the
meeting where the matter was discussed and a decision made. All decisions of the
Board are final.
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Winnebago Public Library
GRIEVANCE FORM

The Grievance Form may be used by patrons or employees, and submitted by mail,
email, fax, or in person.

DO NOT include sensitive personal information.

Date:

Full Name of person filing Grievance:

Address of person filing Grievance:

City, State, Zip Code of person filing Grievance:

Phone Number/email address of person filing Grievance:

Date of incident/issue

Person Grievance is filled against:
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Reason (s) for Grievance:

Actions you feel would resolve Grievance:

Please complete the entire form and mail, email fax or submit in person to the
appropriate person.

Mail: 210 North Elida Street, Winnebago, IL 61088

Fax: 815.335.7049
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411. EVALUATION

Adopted 1983
Revised January 2002, Revised March 2014

It is the policy of the library to have written evaluation of employees. For a new
employee, this should be completed at the beginning of the third month of employment
and the end of the ninth month. Evaluations of all employees should be conducted at
least annually, preferably in May. The library will adopt a standard evaluation form.

All evaluations should take into consideration the following categories of job

performance:

1. INITIATIVE: This refers to a group of job performance characteristics that are
referred to by many names - creativity, originality, ingenuity, motivation,
adaptability, willingness - that describe the way an employee assumes the
responsibility of his or her position and goes ahead on his or her own without
supervision, or does that "extra something" that demonstrates energy,
enthusiasm, originality and imagination in the handling of his or her duties.

2. TECHNICAL COMPETENCE: This aspect of job performance refers to the
guality and quantity of work produced - the knowledge of the technical aspects of
the work possessed by the employee - the degree to which he or she is master of
the trade or profession, his or her understanding of the products, processes and
operations of the job - the ability to plan, organize, think logically and analyze
problems.

3. INTERPERSONAL COMPETENCE: This aspect refers to the ability to cooperate
with and maintain effective relationships with other employees, supervisors and
the general public.

4, ORGANIZATIONAL IDENTIFICATION: This aspect of job performance covers
those characteristics that describe the way the employees carries out his or her
work and conforms to organizational norms. It includes house-keeping and
general disciplinary items such as care of equipment, observance of library rules,
and attendance.

5. RELIABILITY AND STABILITY: This aspect of job performance refers to those
gualities that describe the employee's dependability and conscientiousness.

Evaluations are to be kept in a personnel file that is locked. All employees have access

to their evaluations and may examine them at any reasonable time. On all evaluation

forms the employee is given the opportunity to write his or her comments about any
written comments.
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WINNEBAGO PUBLIC LIBRARY EMPLOYEE PERFORMANCE EVALUATION

Employee’s Name:

Position: Date of Evaluation:

Performance Definitions:

1 Marginal Corrective actions and/or termination may be required
2 Acceptable Meets the specified requirements of job description
3 Commendable Performs beyond specified requirements w/in job description

Evaluate the elements of performance: Evaluate all factors indicated below by checking
the appropriate space and commenting when applicable.

Initiative:

Technical Competence:

Interpersonal Competence:
1 2 3

Organizational Identification:
1 2 3
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Reliability & Stability:

Quality of Work: 1 2

Accuracy:

Thoroughness:

Effectiveness:

Quantity: 1 2

Completes Tasks:

Prioritizes Tasks:

Work Knowledge:

Customer Service: 1

Engages w/ Patron:

Creates Po sitive Interactions:

Involves Patron in Process:
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Decision Making: 1 2

Builds on Work Knowledge:

Makes Decisions When Needed:

Uses Sound Reasoning:

Initiates Actions:

Communication Skills: 1 2

Uses effective Verbal Skills:

Uses Effective Written Skills:

Attitude: 1 2

Complies w/ Chain of Command:

Complies w/ Policy:

Team Oriented:

Reliability/Dependability:

Conscientiousness:

Accepts Responsibility:

Comments:
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Overall Performance Rating:

Within the given parameters of: Commendable/Acceptable/Marginal

The overall performance rating for

Signed:

Date:

Library Director

Date:

Employee

Review Goals/Objectives for Coming Year:

Note Specialized Talents/Abilities:

Employee Comments Per Evaluation:
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412. WORKERS' COMPENSATION

Adopted 1983
Revised November 2002, March 2014

Library employees are protected by workers' compensation as provided in 820 ILCS
305/11 et seq. "lllinois Revised Statutes” in the event of accidents or death occurring in
the course of employment. This protection is in force regardless of whose fault the
accident was. It is necessary that the employee notify the Library Director, or President
of the Board of Trustees, as soon as possible after the accident. In the event of loss of
time caused by the accident, such loss of time will be reported to the Library Director or
President of the Board of Trustees, who will prepare all necessary correspondence.
When an employee returns to work after loss of time due to on-the-job injury, this must
be reported so as to establish the employee's claim. Employees shall be eligible for
such employment insurance as stated by law.
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413. UNEMPLOYMENT INSURANCE

Adopted 1983
Revised November 2002
Reviewed March 2014

Employees may be eligible for unemployment insurance benefits if they receive total
wages as stated by current law within any calendar quarter in either the current or
preceding calendar year, or if they work on some portion of the day within each of
twenty or more calendar weeks, whether or not such weeks are consecutive, within
either the current or the preceding calendar year, and during their period of employment
have been able to work, have actively looked for work, and did not leave their
employment voluntarily without good cause, were not discharged for misconduct or did
not refuse suitable work without good reason.
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414. RETIREMENT

Adopted 1983
Revised November 2002
Reviewed March 2014

Eligible part-time employees are qualified for the deferred compensation program in
accordance with IMRF policy. IMRF stands for Illinois Municipal Retirement Fund, which
is a system for the payment of retirement annuities, disability and death benefits. These
benefits, payable to qualifying members, are in addition to those provided by Social
Security. The benefits are provided by the IMRF and there is a leaflet which explains
how they are financed by both employee and employer contributions. Employee
contributions are supplied in accordance to an IMRF formula.
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415. DRUG USE

Adopted 1983
Revised November 2002
Reviewed March 2014

The object of the policy concerning alcohol and drug use in the Winnebago Public
Library is to provide a safe and healthy workplace for all employees, to comply with
federal and state health and safety regulations and to prevent accidents.

The use, possession, sale, transfer, purchase or being under the influence of
intoxicating liquor, illegal drugs or other intoxicants, by employees on library premises,
or while on library business, is prohibited. The illegal use of any drug, narcotic or
controlled substance is prohibited. Employees can be sent home if it is determined that
they are under the influence of any intoxicating liquor, marijuana or illegally obtained
drug, narcotic or other illegal substance.

Employees sent home will not be paid for time missed at work.
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502. LIBRARY MATERIALS/COLLECTION

Re-adopted April 2010
Revised March 2014

Ultimate responsibility for selection of materials for the library lies with the Library
Director who operates within the framework of policy determined by the Board of
Trustees. Recommendations from staff members and the general public are always
welcomed and are given serious consideration. As often as possible, reviews of
proposed acquisitions will be sought in the literature of reputable professional
organizations and other reviewing sources recognized for their objectivity and wide
experience. Other sources will be consulted as appropriate.

Recognizing that a library's responsibility to its community is to present as wide a
spectrum of currently useful, significant reading matter as its budget can afford, the
Winnebago Public Library expresses approval of and accepts the principles as stated in
the American Library Association's ""Freedom To Read Statement" and the ™Library Bill
Of Rights".

The Library Director shall consider the following criteria in selecting materials:

1. Educational significance.

2. Favorable reviews found in standard selection sources.

3. Favorable recommendations based on preview and examination of materials by
personnel.

4, Reputation and significance of the author, producer and/or publisher.

5. Validity, timeliness and appropriateness of material.

6 Contribution the material makes to the scope of representative viewpoints on

controversial issues.

7. High degree of potential user appeal.

8. Artistic quality and/or literary style.

9. Quality and variety of format.

10.  Value commensurate with cost and/or need.

11. Relevance or permanence.

12.  Existing library holdings. Factors limiting selection of material may include the
finite physical space of the building, lack of sufficient funds, availability of
specialized materials in neighboring library collections and suitability of format for
library purposes.

Selection of books and other materials in certain areas is limited to general or basic
works which are not too specialized or considered beyond the province of public library
service. These specialized materials and materials of only occasional demand can be
requested through Interlibrary loan. The limited areas include:

1. Textbooks. The library will not attempt to supply materials required for course
work of elementary or secondary schools, or institutions of higher learning. The
library provides materials supplemental to, or correlative with, various courses of
instruction but is in no way obligated to provide textbooks.
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2. Genealogy. The library will not attempt to supply specialized genealogy sources
but will purchase general guides to help people of the library district learn how to
trace their ancestry.

3. Foreign Language. The library will purchase no foreign language materials
beyond basic dictionaries because our district has less than 1% non-English
speaking residents.

4. Religious Materials. The library will endeavor to build a religion collection which
offers a broad spectrum of information on the texts, doctrines, histories and
leaders of all major religions and religious philosophies. To achieve this, the
library will ordinarily purchase, or accept as gifts, only religious materials of
general interest. Books and other materials which proselytize, propagandize or
foster intolerance toward other religions will not be included in the collection.
Books and other materials published by church-owned or church-sponsored
organizations will be accepted as gifts only when they meet selection criteria.

In order to maintain a dynamic, working collection, systematic and continuous weeding
must be an essential part of a well-rounded and progressive acquisitions policy. Factors
considered are duplications, obsolete information, superseded editions, worn-out
materials, slow-moving material not listed in standard sources, and back issues of
periodicals with no indexes.
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507. DONATIONS TO THE LIBRARY DISTRICT

Re-adopted April 2010
Revised April 2014, October 2016

The Winnebago Public Library District welcomes material and monetary donations that
further the mission and goals of the library district.

Donations are material (things) or monetary (money, stocks, bonds) gifts that
individuals, groups, or organizations give to the Winnebago Public Library District.

Material donations may be gifts or memorials for a designated individual. Examples of
material donations include: books, magazines, newspapers, CDs, DVDs, office
supplies, cleaning supplies, program materials, furnishings, artwork, historical materials,
etc. The library reserves the right to refuse any material gift that cannot be effectively
used or is not appropriate. The library may choose to sell or donate materials that it
cannot use.

Monetary donations may be restricted (the donor requests the funds be used for a
specific purpose, in consultation with library staff) or unrestricted (library staff may
determine the best use of the funds). They may be gifts (including bequests from
estates) or memorials for a designated individual. Examples of monetary donations
include cash donations, estate bequests, stocks, bonds, funds to purchase specific
materials for the collection or for programming, or equipment, furnishings, etc.

All donations are acknowledged in writing by the library director. The library does not
provide valuations for material donations.

All donations to the library district, material or monetary, are tax deductible to the full
extent of current tax law.

All donations are acknowledged in the library district’s Gifts or Memorials registers.
Donors may request that their name remain anonymous.

The library district maintains a Wish List with a range of suggestions for material and
monetary donations for those interested in making a donation.
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507-A. RECEIVING AND PROCESSING DONATIONS

Adopted October 2016

1. Complete the Donation Information and Donor Information parts of the Donation
Record form for each donation received:

a. In person: the staff member at the desk assists the donor to complete the
donor portion of the form. If there is any question about the donation, the
staff member consults with the library director or a designated staff
member.

b. By mail: the library director completes the donor portion of the form and
contacts the donor if additional information is needed.

C. By telephone: The staff member taking the call completes the donor
portion or the form or offers to email or mail a form to the caller.

d. By email: The staff member receiving the email forwards it to the library
director who either completes a form or emails a form to the donor to
complete.

2. For in person donations, make a copy of the Donation Record form and give it to
the donor.
3. Place the Donation Record form with the check or cash (if applicable) in the

library director’s box. For material donations, take them to the director’s office or
notify the director of their receipt.

4, The library director, or a designated staff member:

a. Prepares any cash or checks for deposit

b. Makes a copy of the Donation Record and the check, if applicable, for the
bookkeeper

C. Determines the use to which the monetary or material donation will be put
and notifies appropriate staff of action needed

d. Prepares a thank you letter to the donor describing how the donation is
being used

e. Adds the donation to the Donations Log spread sheet

f. Updates the appropriate public register: Gifts or Memorials

g. Reports the donation in the next Library Director’s report to the Board of

Trustees.

If the donation is substantial or complex, the library director consults with the Board
President or designated Trustee to determine appropriate action.
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DONATION RECORD

Winnebago Public Library District
Donation Record

All donations to the Winnebago Public Library District, monetary or material, are tax
deductible.
DONATION INFORMATION

Date Received Received by

Monetary Donation

Cash Amount OR Check Amount
Check Number
Gift
Unrestricted Restricted
Specify purpose
OR
Memorial In memory of
Unrestricted Restricted
Specify purpose
OR

Material Donation Description

DONOR INFORMATION

Name

Mailing Address

City State Zip Code

Telephone Email address

Donor wishes to remain anonymous in the public donor registers
STAFF FOLLOW-UP

Funds deposited By Date
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Bookkeeper notified By Date

Required action

completed By Date
Thank you letter sent By Date
Added to Donations Log By Date
Added to Public Gifts or

Memorials Register By Date
Board notified By Date
NOTES
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508. CENSORSHIP

Re-adopted April 2010
Revised April 2014

The responsibility of the library is to serve all the community, not to promote, and above
all, not to censor, any particular political, moral, philosophical or religious conviction or
opinion. It is not the purpose of the library to stimulate or cater to trivial, antisocial,
prurient or immoral interest, but no one, least of all a public library, has the right to judge
what another may or may not hear, read or view.

The Library Director makes every attempt to read adequate reviews and select
materials appropriate to the needs of the community. It is recognized that a member of
the community may find an item personally objectionable. Members of the community
should be encouraged to bring their concerns regarding any specific title or item in the
library's collection to the attention of the Library Director in either an informal discussion
or through a formal complaint process. Community members wishing to use the formal
complaint process are referred to the "Request For Reconsideration”.

Following receipt of a formal complaint, the Library Director should review the title in
guestion and make a decision regarding the retention of the item and respond to the
complaint. The Library Director should also include in the monthly report to the Board of
Trustees information on any formal complaints made to the library about a specific book
or library material and a decision as to the retention, discard or transfer of that item. In
the event the decision of the Library Director does not satisfy the individual making the
complaint, the Board of Trustees further adopts the Statement on Non-Removal of
Challenged Materials. This Statement provides legal recourse through the courts and
states that the Board of Trustees will abide by any appropriate judicial decision which
may be rendered concerning the removal of materials from the collection.
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509. FREEDOM TO READ STATEMENT

Re-adopted April 2010
Revised April 2014

The Winnebago Library Board of Trustees and the Library Director abide by the
American Library Association’s Freedom to Read Statement, as amended from time to
time, which is incorporated herein by reference.
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510. LIBRARY BILL OF RIGHTS

Re-adopted April 2010
Revised April 2014

The Winnebago Library Board of Trustees and the Library Director abide by the
American Library Association’s Library Bill of Rights, as amended from time to time,
which is incorporated herein by reference.
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511. REQUEST FOR RECONSIDERATION OF BOOK
OR MATERIAL

Re-adopted April 2010
Reviewed April 2014

AUTHOR:

TITLE:

PUBLISHER:

OPINION INITIATED BY:

ADDRESS:

TELEPHONE NUMBER:

CITIZEN REPRESENTS (CHECK ONE)
HIMSELF/HERSELF OR GROUP/ORGANIZATION

NAME OF GROUP/ORGANIZATION:

(IF APPLICABLE)

1. What do you object to in the material? (Please be specific. Cite pages, etc.)

2. What do you feel might be the result of reading, viewing or listening to this
material?

3. For what age group would you recommend this material?

4, Is there anything positive about the material?
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5. Did you read, view or listen to the entire material? If not, what parts?
6. Are you aware of the judgment of this book by literary critics?
7. What do you believe is the theme of this material?

8. What would you like your library to do about this material? (CHECK ONE)

Do not lend to my child Have it re-evaluated
Withdraw from the Other (specify)
9. In its place, what material would you recommend that would convey a valuable

picture and perspective of the subject treated?
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600. ETHICS ORDINANCE

Re-adopted April 2010
Revised January 2014

The Winnebago Public Library District Board of Trustees hereby complies with in its
entirety the State Officials and Employees Ethics Act (Public Act 93-615, effective
November 19, 2003, as amended by Public Act 93-617, effective December 9, 2003),
and as amended from time to time, which is incorporated herein by reference.

Page 96 of 125



Winnebago Library Board Policy Manual

601. POLICY PROHIBITING SEXUAL HARASSMENT

Adopted February 2018

PROHIBITION ON SEXUAL HARASSMENT

It is unlawful to harass a person because of that person’s sex. The courts have
determined that sexual harassment is a form of discrimination under Title VII of the U.S.
Civil Rights Act of 1964, as amended in 1991. All persons have a right to work in an
environment free from sexual harassment. Sexual harassment is unacceptable
misconduct which affects individuals of all genders and sexual orientations. It is a policy
of the Winnebago Public Library District to prohibit harassment of any person by any
municipal official, municipal agent, municipal employee or municipal agency or office on
the basis of sex or gender. All municipal officials, municipal agents, municipal
employees and municipal agencies or offices are prohibited from sexually harassing any
person, regardless of any employment relationship or lack thereof.

DEFINITION OF SEXUAL HARASSMENT
This policy adopts the definition of sexual harassment as stated in the lllinois Human
Rights Act, which currently defines sexual harassment as:

Any unwelcome sexual advances or requests for sexual favors or any conduct of a
sexual nature when:

1. Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment,

2. Submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individual, or

3. Such conduct has the purpose or effect of substantially interfering with an

individual’s work performance or creating an intimidating, hostile or offensive
working environment.

Conduct which may constitute sexual harassment includes:

1. Verbal: sexual innuendos, suggestive comments, insults, humor, and jokes
about sex, anatomy or gender-specific traits, sexual propositions, threats,
repeated requests for dates, or statements about other employees, even outside
of their presence, of a sexual nature.

2. Non-verbal: suggestive or insulting sounds (whistling), leering, obscene
gestures, sexually suggestive bodily gestures, “catcalls”, “smacking” or “kissing”
noises.

3. Visual: posters, signs, pin-ups or slogans of a sexual nature, viewing

pornographic material or websites.
4, Physical: touching, unwelcome hugging or kissing, pinching, brushing the body,
any coerced sexual act or actual assault.
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5. Textual/Electronic: “sexting” (electronically sending messages with sexual
content, including pictures and video), the use of sexually explicit language,
harassment, cyber stalking and threats via all forms of electronic communication
(e-mail, text/picture/video messages, intranet/on-line postings, blogs, instant
messages and social network websites like Facebook and Twitter).

The most severe and overt forms of sexual harassment are easier to determine. On the
other end of the spectrum, some sexual harassment is more subtle and depends, to
some extent, on individual perception and interpretation. The courts will assess sexual
harassment by a standard of what would offend a “reasonable person.”

PROCEDURE FOR REPORTING AN ALLEGATION OF SEXUAL HARASSMENT

An employee who either observes sexual harassment or believes herself/himself to be
the object of sexual harassment should deal with the incident(s) as directly and firmly as
possible by clearly communicating her/his position to the offending employee, and
her/his immediate supervisor. It is not necessary for sexual harassment to be directed at
the person making the report.

Any employee may report conduct which is believed to be sexual harassment, including

the following:

1. Electronic/Direct Communication. If there is sexual harassing behavior in the
workplace, the harassed employee should directly and clearly express her/his
objection that the conduct is unwelcome and request that the offending behavior
stop. The initial message may be verbal. If subsequent messages are needed,
they should be put in writing in a note or a memo.

2. Contact with Supervisory Personnel. At the same time direct communication is
undertaken, or in the event the employee feels threatened or intimidated by the
situation, the problem must be promptly reported to the immediate supervisor of
the person making the report, a department head, a director of human resources,
an ethics officer, the city manager or administrator, or the chief executive officer
of the municipality.

The employee experiencing what he or she believes to be sexual harassment must not
assume that the employer is aware of the conduct. If there are no withesses and the
victim fails to notify a supervisor or other responsible officer, the municipality will not be
presumed to have knowledge of the harassment.

Resolution Outside Municipality

The purpose of this policy is to establish prompt, thorough and effective procedures for
responding to every report and incident so that problems can be identified and remedied
by the municipality. However, all municipal employees have the right to contact the
lllinois Department of Human Rights (IDHR) or the Equal Employment Opportunity
Commission (EEOC) for information regarding filing a formal complaint with those
entities. An IDHR complaint must be filed within 180 days of the alleged incident(s)
unless it is a continuing offense. A complaint with the EEOC must be filed within 300
days.
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Documentation of any incident may be submitted with any report (what was said or
done, the date, the time and the place), including, but not limited to, written records
such as letters, notes, memos and telephone messages.

All allegations, including anonymous reports, will be accepted and investigated
regardless of how the matter comes to the attention of the municipality. However,
because of the serious implications of sexual harassment charges and the difficulties
associated with their investigation and the questions of credibility involved, the
claimant’s willing cooperation is a vital component of an effective inquiry and an
appropriate outcome.

PROHIBITION ON RETALIATION FOR REPORTING SEXUAL HARASSMENT
ALLEGATIONS

No municipal official, municipal agency, municipal employee or municipal agency or
office shall take any retaliatory action against any municipal employee due to a
municipal employee’s:

1. Disclosure or threatened disclosure of any violation of this policy,

2. The provision of information related to or testimony before any public body
conducting an investigation, hearing or inquiry into any violation of this policy, or

3. Assistance or participation in a proceeding to enforce the provisions of this
policy.

For the purposes of this policy, retaliatory action means the reprimand, discharge,
suspension, demotion, denial of promotion or transfer, or change in the terms or
conditions of employment of any municipal employee that is taken in retaliation for a
municipal employee’s involvement in protected activity pursuant to this policy.

No individual making a report will be retaliated against even if a report made in good
faith is not substantiated. In addition, any witness will be protected from retaliation.
Similar to the prohibition against retaliation contained herein, the State Officials and

Employees Ethics Act (5 ILCS 430/15-10) provides whistleblower protection from
retaliatory action such as reprimand, discharge, suspension, demotion, or denial of
promotion or transfer that occurs in retaliation for an employee who does any of the
following:

1. Discloses or threatens to disclose to a supervisor or to a public body an activity,
policy, or practice of any officer, member, State agency, or other State employee
that the State employee reasonably believes is in violation of a law, rule, or
regulation,

2. Provides information to or testifies before any public body conducting an
investigation, hearing, or inquiry into any violation of a law, rule, or regulation by
any officer, member, State agency or other State employee, or

3. Assists or participates in a proceeding to enforce the provisions of the State
Officials and Employees Ethics Act.
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Pursuant to the Whistleblower Act (740 ILCS 174/15(a)), an employer may not retaliate
against an employee who discloses information in a court, an administrative hearing, or
before a legislative commission or committee, or in any other proceeding, where the
employee has reasonable cause to believe that the information discloses a violation of a
State or federal law, rule, or regulation. In addition, an employer may not retaliate
against an employee for disclosing information to a government or law enforcement
agency, where the employee has reasonable cause to believe that the information
discloses a violation of a State or federal law, rule, or regulation. (740 ILCS 174/15(b)).

According to the Illinois Human Rights Act (775 ILCS 5/6-101), it is a civil rights violation
for a person, or for two or more people to conspire, to retaliate against a person
because he/she has opposed that which he/she reasonably and in good faith believes
to be sexual harassment in employment, because he/she has made a charge, filed a
complaint, testified, assisted, or participated in an investigation, proceeding, or hearing
under the lllinois Human Rights Act.

An employee who is suddenly transferred to a lower paying job or passed over for a
promotion after filing a complaint with IDHR or EEOC, may file a retaliation charge —
due within 180 days (IDHR) or 300 days (EEOC) of the alleged retaliation.

CONSEQUENCES OF A VIOLATION OF THE PROHIBITION ON SEXUAL
HARASSMENT

In addition to any and all other discipline that may be applicable pursuant to municipal
policies, employment agreements, procedures, employee handbooks and/or collective
bargaining agreement, any person who violates this policy or the Prohibition on Sexual
Harassment contained in 5 ILCS 430/5-65, may be subject to a fine of up to $5,000 per
offense, applicable discipline or discharge by the municipality and any applicable fines
and penalties established pursuant to local ordinance, State law or Federal law. Each
violation may constitute a separate offense. Any discipline imposed by the municipality
shall be separate and distinct from any penalty imposed by an ethics commission and
any fines or penalties imposed by a court of law or a State or Federal agency.

CONSEQUENCES FOR KNOWINGLY MAKING A FALSE REPORT

A false report is a report of sexual harassment made by an accuser using the sexual
harassment report to accomplish some end other than stopping sexual harassment or
retaliation for reporting sexual harassment. A false report is not a report made in good
faith which cannot be proven. Given the seriousness of the consequences for the
accused, a false or frivolous report is a severe offense that can itself result in
disciplinary action. Any person who intentionally makes a false report alleging a
violation of any provision of this policy shall be subject to discipline or discharge
pursuant to applicable municipal policies, employment agreements, procedures,
employee handbooks and/or collective bargaining agreements.
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In addition, any person who intentionally makes a false report alleging a violation of any
provision of the State Officials and Employees Ethics Act to an ethics commission, an
inspector general, the State Police, a State’s Attorney, the Attorney General, or any
other law enforcement official is guilty of a Class A misdemeanor. An ethics commission
may levy an administrative fine of up to $5,000 against any person who intentionally
makes a false, frivolous or bad faith allegation.
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700. OPEN MEETINGS ACT

Re-adopted April 2010
Revised November 2015

The Winnebago Public Library District Board of Trustees hereby complies with the Open
Meetings Act (5 ILCS 120) in its entirety, and as amended from time-to-time, which is
incorporated herein by reference.

It is the public policy of the State of Illinois that public bodies exist to aid in the conduct
of the people’s business and that the people have a right to be informed as to the
conduct of their business.

For more information, go to:
http://lwww.ilga.gov/legislation/ilcs/ilcs3.asp?ActiD=84&ChapterID=2 OR
http://www.ilga.gov/legislation/ilcs/ilcs.asp and click on Chapter 5, then scroll down to
the Open Meetings Act and click on 5 ILCS 120/.
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701. FREEDOM OF INFORMATION ACT

Adopted June 2010
Reviewed April 2014

The Winnebago Public Library District Board of Trustees hereby complies with in its
entirety the Freedom of Information Act, 5 ILCS 140/1 et seq., as amended by Public
Act 96-0542, retroactive to January 1, 2010, and as amended from time to time, which
is incorporated herein by reference.

The Library Director is appointed as the Freedom of Information Officer.
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702. FAMILY MEDICAL LEAVE ACT (FMLA)

Adopted May 2011
Revised May 2013, January 2014, May 2014

The Winnebago Public Library District Board of Trustees hereby complies with in its
entirety the Family and Medical Leave Act of 1993 (FMLA), and as amended from time
to time, which is incorporated herein by reference.

During FMLA leaves, employees will not continue to accrue benefits such as PPD time.
Any PPD days accrued to the employee’s account will be used before unpaid leave

begins. Once paid leave is used up, unpaid FMLA leave begins, for a maximum of 12
weeks.
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705. PREVAILING WAGE

Adopted May 2011
Reviewed April 2014

WHEREAS, the State of lllinois has enacted "An Act regulating wages of laborers,
mechanics and other workmen employed in any public works by the state, county, city
or any public body or any political subdivision or by anyone under contract for public
works", approved June 26, 1941, as amended, being 820 ILCS 130/0.01 et seq. (formerly
known as 8839s-I through 39s-12, ch. 48, lllinois Revised Statutes, 1973); and

WHEREAS, the aforesaid Act requires that the Winnebago Public Library District of the
County of Winnebago, State of lllinois, investigate and ascertain the prevailing rate of
wages as defined in said Act for laborers, mechanics and other workmen in the locality
of said Winnebago Public Library District employed in performing construction of public
works, for said Winnebago Public Library District.

NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF
TRUSTEES OF THE WINNEBAGO PUBLIC LIBRARY DISTRICT:

Section 1. To the extent and as required by "An Act regulating wages of laborers,
mechanics and other workmen employed in any public works by the state, county, city
or any public body or any political subdivision or by anyone under contract for public
work", approved June 26, 1941, as amended, the general prevailing rate of wages in this
locality for laborers, mechanics and other workmen engaged in the construction of
public works coming under the jurisdiction of the Winnebago Public Library District is
hereby ascertained to be the same as the prevailing rate of wages for construction work
in Winnebago County as determined by the Department of Labor of the State of Illinois
as of June 30th, a copy of that determination being attached hereto and incorporated
herein by reference. As required by said Act, any and all revisions of the prevailing rate
of wages by the Department of Labor and of the State of lllinois shall supersede the
Department's June determination and apply to any and all public works construction
undertaken by the Winnebago Public Library District. The definition of any terms
appearing in this Ordinance which are also used in the aforesaid Act shall be the same
as in said Act.

Section 2. Nothing herein contained shall be construed to apply said general prevailing
rate of wages as herein ascertained to any work or employment except public works
construction of this Winnebago Public Library District to the extent required by the
aforesaid Act.

Section 3. The Secretary of the Winnebago Public Library District Board of Trustees
shall publicly post or keep available for inspection by any interested party in the main
office of this Library District this determination or any revisions of such prevailing rate of
wage. A copy of this determination or of the current revised determination of prevailing
rate of wages then in effect shall be attached to all contract specifications.
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Section 4. The Secretary of the Winnebago Public Library District Board of Trustees
shall mail a copy of this determination to any employer, and to any association of
employers and to any person or association of employees who have filed their names
and addresses requesting copies of any determination stating the particular rates and
the particular class of workmen whose wages will be affected by such rates.

Section 5. The Secretary of the Winnebago Public Library District Board of Trustees
shall promptly file a certified copy of this Ordinance with both the Secretary of State
Index Division and the Department of Labor of the State of lllinois.

Section 6. The Secretary of the Winnebago Public Library District Board of Trustees
shall cause to be published in a newspaper of general circulation within the area a
notice of this Ordinance and such publication shall constitute notice that the
determination is effective and that this is the determination of this public body.

Section 7. This Ordinance shall be in full force and effect from and after its passage.
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800. BACKGROUND CHECK POLICY

Adopted January 2017

The Winnebago Public Library is committed to providing a safe environment for patrons,
volunteers, and employees and reserves the right to investigate the information
provided by applicants in an attempt to select the best qualified candidate for work in
the Library.

To ensure that individuals who join the Library are well qualified and have a strong
potential to be productive and successful employees, it is the Library’s policy to
investigate the backgrounds and employment references of applicants.

Prior to extending an offer of employment with the library, as appropriate, the library will
conduct a standard reference and background check of an applicant. “Background
Check” is defined as any or all parts of the candidate’s employment, education, criminal,
sex and violent offender, credit and license history. The nature and scope of the
background check will be determined by the Library and will be appropriate to the
position. All reference and background checks will be in compliance with the Fair Credit
Reporting Act and other applicable laws. The cost of the background check will be
covered by the library.

The Library will eliminate from further consideration for employment any applicant who
provides false, misleading, or willfully deceptive information on his or her job application
or resume or during an interview.

Candidates may decline to authorize a background check; in such cases, no
background check will be performed, but the candidate will not be considered further.
Background checks for employment decisions at the Library will be facilitated by the
Director, or in the case of the Director, by the Winnebago Public Library Board of
Trustees, based on the position description, job responsibilities or other service
requirements or expectations. All offers of employment at the Library are contingent
upon clear results of a thorough background check.

Background checks will be used to evaluate applicant’s eligibility to be engaged in any
work capacity by the Library, and will not be used to discriminate on the basis of age,
race, color, creed, religion, ancestry, national or ethnic origin, sex/gender, sexual
orientation, disability, genetic information, military status, veteran status, familial status
or any other protected category under applicable local, state or federal law, ordinance or
regulation.

Page 107 of 125



Winnebago Library Board Policy Manual

Adverse disclosures and/or findings will not automatically disqualify an individual from
employment, employment consideration, or eligibility to be engaged in any work or
service capacity by the Library. The Library will consider the nature and gravity of the
offense(s); time since conviction; completion of sentence or any other remediation;
relevance to the position for which the candidate is being considered, the position the
employee is performing, or the position for which the individual is offering his or her
services; and discrepancies between the background check and what the
candidate/employee self-reported.

PROCESS FOR BACKGROUND CHECKS

In conducting background checks, assessing the results of background checks or
requiring background checks, the Library will comply with all applicable federal and
state laws, regulations and guidance.

The subject of the background check will be required to complete a consent form
authorizing the Library, or entity acting on behalf of the Library, to complete the
background check process.

To perform the background check, the Library will use local public databases such as
but not limited to Winnebago County, State of lllinois and Illinois State Police, and/or
other methods as appropriate.

When a finding adversely impacts employment eligibility, the applicant will be notified
and withdrawn from employment consideration.

In cases in which information in a background check showing criminal convictions
affecting the candidate’s ability to perform the specific job in question, will result in an
adverse employment decision, the Library will provide the applicant with all required
notifications pursuant to the Fair Credit Reporting Act and other applicable law(s).

USE OF INFORMATION OBTAINED IN A BACKGROUND INVESTIGATION

1. Information obtained from a background investigation will be considered for
employment purposes as permitted by federal and state law and in accordance
with Library’s Policy. Information will be reviewed to determine:

2. Whether false statements or material omissions were made by an individual on
an application/resume for employment or during an interview;
3. Whether an applicant or employee, based on the job duties of the position in

guestion, poses a threat to security and/or patron and/or minors and/or employee
safety in the workplace; and

4, The likelihood of an applicant or employee being successful and productive on
the job.
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801. POSITION DESCRIPTION—LIBRARY DIRECTOR

Adopted June 2003
Revised November 2003, April 2006, December 2006, June 2010, March 2011,
December 2013, November 2016

Position Title: Library Director

Position Classification: Salaried, full time. Exempt, salaried, full-time

Reports to: Winnebago Public Library District Board of Trustees

Takes Direction from: Winnebago Public Library District Board of Trustees

Supervises: Assistant Director, Bookkeeper, Maintenance and Housekeeping staff,
Volunteer coordinator

Gives Direction to: Library Assistants, Pages, Volunteers

Position Purpose: Plans, manages, directs, and evaluates the operations, programs,

services, and personnel of the Winnebago Public Library District. Works cooperatively

with governmental units, organizations, businesses, and individuals to further the library

district’s mission and goals. Ensures that the Library is a welcoming, friendly,

accessible, and safe environment for the community.

Essential Functions/Responsibilities

1. Directs and oversees the Library’s operations including public services, collection
development, technology, administration, financial management, facilities
management, and security.

2. Ensures the delivery of high quality library programs and services to the
community, within the context of the Library District’'s mission and goals.

3. Participates in short and long-range planning for the library to improve internal
functions and delivery of services to the community.

4, Manages the implementation of Library District goals, objectives, priorities,

policies, and procedures; and ensures that Board objectives are integrated into
Library District policies and goals.

5. Develops and administers an annual operating budget that supports the Library
District’s mission and goals. Monitors and authorizes expenditures. Develops
and schedules equipment purchases and replacements.

6. Identifies and applies for government and private grant funds for projects and
services that further the Library District’s mission and goals.

7. Establishes appropriate service levels and allocates resources, including staffing,
accordingly.

8. Hires, trains, supervises, and monitors the performance of library staff. Performs

staffing and supervisory duties; evaluates subordinates; reviews overall staffing
patterns, work schedules, and evaluations; oversees the training and orientation
of new library staff members; develops and implements ongoing
training/continuous improvement training for staff. Terminates staff as needed.

Page 109 of 125



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.
21.
22.
23.

Winnebago Library Board Policy Manual

Oversees the Library District’s collection resources. Develops policies and
procedures in relation to the selection and purchase of all library materials.
Ensure that library materials in all formats are easily accessible through
appropriate cataloging, addition to the online catalog, shelving, and/or online
accessibility.

Oversees the Library Districts programs and services, addressing the needs of
community audiences.

Oversees the Library’s public relations and fund development activities. Serves
as staff liaison to the Friends of the Winnebago Public Library.

Oversees the automation and technology needs and maintenance of the library.
Recommends, purchases, and implements new technology as appropriate.
Monitors and evaluates service delivery methods and procedures; identifies and
implements changes necessary to improve operational effectiveness.
Communicates the Library District’s policies, procedures, and programs to the
public.

Responds to inquiries involving library related matters; negotiates and resolves
complex, sensitive, and/or controversial issues and complaints.

Works cooperatively and closely with the Library District’s Board of Trustees,
including attending Board meetings, providing technical advice, preparing agreed
upon reports, keeping the Board apprised of developments in the field of public
library management, and interpreting Board policies and decisions to the staff
and public. With the Treasurer, prepare the annual Prevailing Wage Ordinance,
Budget & Appropriation Ordinance, Special (.02%) Tax Levy Ordinance, and Tax
Levy Ordinance for Board review and passage.

Is a representative of the Library District to outside agencies, community
organizations, and the media. Actively seek opportunities to work cooperatively
with the school district, the park district, other governmental units, area
businesses and not-for profits, and members of the community.

Stays abreast of new trends and innovations in the field of public library
management and technology through participation in meetings, workshops,
conferences, email information sharing, webinars, etc.

Is the Library District’'s Freedom of Information Act (FOIA) Officer and Open
Meetings Act (OMA) Officer. Acts on requests in accordance with legal
requirements.

Is, along with a Trustee, the security contact for the building alarm system.
Prepares all reports required by state agencies and grant funders.

Performs other duties as assigned or required.

See Special Training/Certification below

Skills and Abilities

1.
2.

3.

Ability to work well with patrons and staff.

Demonstrate general computer competency and familiarity with library
information software systems.

Ability to effectively communicate ideas and information in both verbal and
written form.

Ability to deal effectively and courteously with the public consisting of all ages
and personalities.
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5. Ability to work with governing boards, community groups and elected officials,
and make presentations to them.
6. Knowledge of public library philosophy, principles, and procedures which will

allow effective recommendations to the board and sound decision making when
faced with a wide range of circumstances.

7. Ability to respond to and effectively resolve complex issues and complaints
involving library related matters.

8. Ability to supervise staff and volunteers and delegate responsibility in an effective
manner.

9. Knowledge of and ability to perform basic computer operations and troubleshoot
problems, and to manage an automated circulation system and access external
databases.

10. Knowledge of and ability to use and create content for websites and various
social media platforms.

11. Knowledge of and ability to create, manage, and meet budgets.

12.  Ability to establish and maintain priorities and meet deadlines.

13.  Ability to work within a confidential environment.

14.  Ability to produce and maintain accurate files and reports.

Education & Experience

Bachelor’s Degree from an accredited college or university, preferably with coursework
in library/information science. A Master of Library Science (MLS) degree from an ALA
accredited graduate school is preferred. At least three years of progressively
responsible public library experience, including working with the public, working with
library technology, and supervising other staff.

Required: Bachelor's Degree from an accredited college or university. At least three
years of progressively responsible public library experience, including working with the
public, working with library technology, and supervising other staff

Preferred: Masters of Library Science (MLS) degree from an ALA accredited graduate
school. For candidates with a Bachelor’s Degree from an accredited college or
university, coursework in library/information science is preferred.

Physical Requirements

The work environment consists primarily of indoor activities. Normal/corrected eyesight
and hearing within normal range is required. Must be able to use and manage computer
hardware and software. Must be able to use and manage equipment including a
telephone system, fax machine, copier, projector, and security systems. Must be able
to lift and carry books and/or cartons of books weighing up to 40 pounds on an
occasional basis and must be able to lift and carry books up to 10 pounds on a regular
basis. Must have access to transportation and ability to attend offsite meetings. Must
be able to work variable shifts, including evenings and weekends.

Special Training/Certifications (must be completed within 90 days of employment
and maintained as required)

1. Certification on AED (Automatic Electronic Defibrillator)

2. Certification on CPR (Cardio Pulmonary Resuscitation)
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Certification as a FOIA (Freedom of Information Act) representative
Certification as an OMA (Open Meetings Act) representative

Pre-employment Background Check Required.
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802. POSITION DESCRIPTION—ASSISTANT
DIRECTOR

Adopted June 2003
Revised November 2003, April 2006, April 2009, January 2011, April 2014, December
2017

Position Title: Assistant Director (AD)

Position Classification: Full-Time, including day, evening and weekend hours; hours
may fluctuate depending on library needs.

Reports to: Director

Takes Direction from: Director

Position Purpose: Assists Library Director in the management, supervision and
administration of the library to provide maximum services to library patrons in
accordance with library policy. Assume responsibility of library operations in the

absence of the Director.

Essential Functions/Responsibilities:

1. Responsible to assumes the duties of the director in the director’s absence.

2. Responsible to know all procedures for opening and closing the library as well as
perform all librarian assistant duties and fill in at desk, as needed.

3. Responsible to support the director with administrative day-to-day library
operations, contributes through collaborative problem-solving.

4, Responsible to order office and cleaning supplies and assist the director in
collection development.

5. Responsible to participate and/or represent the library in professional meetings,
conferences and workshops relevant to the library.

6. Responsible to keep current with library trends, issues and technology as well as
political, economic and demographic issues that may affect library services and
programs.

7. Responsible for collaborating with the director on publicity, promotional and

public relations and programming efforts conducted on behalf of the board of
trustees, the library or the friends of the library.

8. Responsible to assist the director in research on, and implementation of new
services or programs.
0. Responsible to partner with the director and staff on appropriate exhibits and

displays in the library.

10. Responsible to supervise personnel calendar within parameters of the budget.
Ensure maintenance and daily changes to master personnel schedule including
all absences, swaps, and meeting dates.

11. Responsible to recommend to the director the employment, promotion and
retention of employees.
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Responsible to partner with the director on staff training. Encourage professional
staff development and assist with providing work assignments to staff at the
circulation desk.

Responsible to oversee scheduling use of community room, study rooms and
scheduling the facility for library programs and meetings on library calendar.
Responsible to organize the library’s community bulletin board.

Responsible to prepare weekly reconciliation of monies collected and submit to
the director for bank deposit.

Responsible to prepare bills when material(s) have not been returned by patrons
and supervises overdue process.

Responsible to supervise library and interlibrary loan holds.

Responsible to assist with collection maintenance such as weeding and shelf
reading supervision.

Responsible to assist the director in planning, implementing and evaluating
library services.

Responsible for resolving office equipment malfunctions.

Responsible to supervise and assist with cataloging of material (s). To ensure
staff properly process material (s) and is circulated in a timely manner.
Responsible to assist in monitoring the behavior and conduct of patrons in the
library; to ensure safe conditions for staff, public and building operation and take
appropriate action in building emergencies.

Responsible to perform other related responsibilities as necessary.

Skills and Abilities:

1.
2.
3.
3.
4.

5.
7.
8

Able to work independently with minimal supervision.

Able to administer the activities of a public library and to supervise the work of
others.

Able to learn or already possess the principles and practices of public library
functions.

Able to use excellent oral and written communication skills

Able to establish and maintain effective working relationships with superiors,
subordinates, officials of other agencies and the general public.

Able to use technology with a high degree of proficiency.

Able to support the library’s mission, objectives and strategic plan(s).

Able to use good organizational skills and prioritize.

Education and Experience:

High School Degree (or equivalent) required. Experience with budgeting and controlling
expenditures required. At least one year of related circulation or customer service
experience in a comparable business, organization, or library required. Expertise and
proficiency with computers and related hardware, library software, and internet is
required. Demonstrated experience in a supervisory capacity or equivalent is required.

A Bachelor’s degree is preferred.

Physical Requirements:
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The work environment characteristics described herein are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Physical strength and agility sufficient to perform assigned tasks:

1. While performing the duties of this job, the employee is frequently required to
stand, walk, sit, and talk and/or hear

2. The employee is frequently required to use hands to handle, feel or operate
objects, tools, or controls and reach with hands and arms

3. The employee is occasionally required to climb, balance, stoop, kneel, crouch, or
crawl

4. The employee must occasionally lift and/or move heavy boxes up to 40 pounds

5. The employee must see in the normal visual range with or without correction;

vision sufficient to read computer screens and printed documents; visually
inspect work in progress; and the ability to adjust focus to both print and
electronic text
6. The employee must hear in the normal audio range with or without correction
7 The employee must be able to lift, push, and keyboard

The work environment consists primarily at the Winnebago Public Library service desk.
Indoor activities. Occasionally, staff performs outreach at offsite locations. Typical work
schedule includes any hours that the Library is open in addition to time before and
afterwards, with flexibility depending on the needs of the Library. Must have access to
transportation.

Special Training, Conditions of Employment and Certifications:

1. The employee completes on the job training within 90 day probationary period

2. Trained in CPR (Cardio Pulmonary Recitation) and AED (Automatic Electronic
Debrillator) and first aid

3. Certified in FOIA (Freedom of Information Act) and OMA (Open Meetings Act)

4, The employee may be assigned a regular schedule of varied days, nights and

weekends as required to fulfill the operating hours of the Library; must be willing

to work evening and weekend hours on a regular basis and substitute as needed

The employee may require additional training outside the normal work day

The employee is required to sustain a growing knowledge of library resources,

literature and information resources

oo

Pre-employment Background Check Required

The duties listed above are intended only as illustrations of the various types of work
that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related, or a logical assignment to the
position. The job description does not constitute an employment agreement between
the employer and employee and is subject to change by the employer as the needs of
the employer and requirements of the job change.
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803. POSITION DESCRIPTION--LIBRARY
BOOKKEEPER

Adopted August 2017

Position Title: Library Bookkeeper

Position Classification: Part time, approx. ten (10) hours per week

Reports to: Director

Takes Direction from: Director and Library Board of Trustees

Position Purpose:

Support the library’s internal financial operations. Under the general supervision of the
Library Director, performs all bookkeeping functions. The bookkeeper works within the
framework of established policies and standardized procedures in performing all the
financial duties of the library.

Essential functions/Responsibilities:

1. Prepare monthly financial reports for the library board each month. Making board
adjustments as directed

2. Process vendor payments, record cash deposits and all other transactions into
the QuickBooks software

3. Prepare payroll for bi-weekly distribution. Prepare monthly/quarterly tax reports

and process payments for payroll taxes. Prepare end of year W-2 and vendor

1099 tax forms

Reconcile monthly bank statements

Complete necessary paperwork for new hires and terminations.

Maintain and track staff paid personal days

File all required IMRF documents for new hire, termination and monthly

payments

Partner with the library Director on the annual budget preparations

Prepare and submit financial documents to auditors each year. Prepare general

liability and workers compensation audit papers to insurance auditors

10. Maintain records such as employee payroll files, vendor payment files and bank
statements

11.  Other duties as assigned

No ok

©

Skills and Abilities:

1. The employee must have knowledge of professional accounting and financial
principle, method, material and practice as they relate to the duties and
responsibilities of this position

2. The employee must have ability to exercise independent judgment and
recommend solutions
3. The employee must be able to concentrate and pay close attention to detail
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4. The employee must be able to read, write, speak and understand English
sufficiently to perform the duties of the position

5. The employee must have knowledge of computer software and systems
including internet, word-processing, spreadsheet and accounting applications

6. The employee must exercise discretion and maintain confidentiality while working
with library staff, board and library vendors

7. The employee must have proficiency with computers, including QuickBooks and
Microsoft Office

8. The employee must be willing to work evenings and weekends

Education and Experience:

1. Minimum Associates degree in Business, Finance or Accounting or related field;
Bachelors degree, preferred
2. Minimum 2 years experience in non-profit fund accounting and with 2 years of

payroll experience

Physical Requirements:

The work environment characteristics described herein are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accomodations may be made to enable individuals with disabilities to perform the
essential functions.

Work is performed in a busy library setting, subject to moderate noise. Normal/corrected
eyesight and hearing within normal range is required. Must be able to walk, sit, stoop,
reach, stand, talk, listen and use equipment such as computer, telephone, fax machine,
and photocopier. Must have access to transportation and ability to attend offsite
meetings. Must be able to work variable shifts, including evenings and weekends.

Pre-Employment Back Check Required

The duties listed above are intended only as illustrations of the various types of work
that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related or a logical assignment to the
position. The job description does not constitute an employment agreement between
the employer and employee and is subject to change by the employer as the needs of
the employer and requirements of the job change.
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804. POSITION DESCRIPTION--LIBRARY ASSISTANT

Adopted June 2003
Revised November 2003, April 2006, April 2009, January 2011, May 2014, May 2017

Position Title: Library Assistant (L.A.)

Position Classification: Part-Time, including day, evening, and weekend hours; 15
hours a week for part time employees; hours may fluctuate depending on library needs.

Reports to: Director
Takes Direction from: Director & Assistant Director

Position Purpose:

The L.A. performs detailed clerical work that involves the automated circulation of library
materials and maintenance of related files. Circulation duties demand extensive public
interaction, and the L.A. must be continually positive and friendly while handling many
tasks at once in a busy environment. Circulation duties include support in tasks needed
to run the library and L.A. assists patrons in their search for materials and information. A
L.A. helps the library acquire, prepare, maintain and organize library materials.

Essential Functions/Responsibilities:

1. Open and close the Library

2. Enforce Library policies

3. Perform all routine circulation desk duties using computerized system

4 Assist patrons in applying for Library membership; process membership

applications and issue membership cards; update borrowing status of patrons

Perform varied basic clerical duties

Greet patron(s) and visitor(s) to library

Assist patrons by providing information to patrons in person and by telephone;

make necessary referrals

Answer basic reference questions

Receive, process, and maintain reserved materials; suggest material to be

purchased; pass along patron requests and comments to the Library Director

10. Instruct patrons on how to use reference sources, online catalogs, and
automated information systems

11. Understand and perform basic interlibrary loan procedures

12.  Prepare, repair and withdraw material(s)

13.  Participate in inventory of materials

14.  Perform routine purging of material(s)

15.  Accept book donations

16. Inspect damaged material for repair or replacement

17.  Make minor repairs to materials as needed

No o

© o
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Compute and receive overdue fines and tally daily; follow prescribed policy and
procedure in receiving compensation for overdue, damaged or lost library
materials; handle monetary transactions with acuracy

Attend monthly staff meetings; workshops, webinars and conferences as
assigned

Maintain knowledge of and assist with Library programs and events

Maintain statistical information for records

Prepare posters, bulletins, newsletters, emails, and public information to promote
use of library and materials; assist in creating and executing displays

Monitor study rooms and community room to ensure policy and procedure are
followed

Troubleshoot copier, printers/fax machine, and computers

Represent the library at outreach events in the community

Perform other tasks as assigned

Skills and Abilities:

1.

2.

11.

Develop, in a timely manner, a thorough knowledge of the Library’s circulation
and security system, policy, and procedure; learn and enforce Library policies
Commitment to excellent customer service; friendly, energetic and adaptable;
emotionally stable and able to deal with associates and public in a courteous and
respectful manner

Assume responsibility and take personal initiative to execute work
responsibilities neatly, efficiently and accurately without direct supervision
Organize and display good decision making skills to work effectively with patrons,
staff, and visitors

Display dependability and honesty

Able to communicate in English effectively and follow written and oral
instructions; proficiency in basic writing, typing, mathematic and computer skills
Display aptitude to deal with multiple and extra unexpected tasks and patrons
simultaneously

Perform many routine and some specialized work in assigned areas of
responsibility

Work in a team atmosphere in a cooperative manner

Enjoy reading and using materials commonly found in libraries and help patrons
of all ages enjoy and use the library

Work full range of Library hours, including evenings and weekends; maximum
availability desired; work additional hours beyond those regularly scheduled, as
necessary, and for the Library’s needs

Education and Experience:
High school graduate (or equivalent) required. Some college preferred.

One year of related circulation or customer service experience in a comparable
business, organization, or library required. PC experience required.
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Physical Requirements: The work environment characteristics described herein are
representative of those an employee encounters while performing the essential
functions of this job. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Physical strength and agility sufficient to perform assigned tasks:

1. While performing the duties of this job, the employee is frequently required to
stand, walk, sit, and talk and/or hear

2. The employee is frequently required to use hands to handle, feel or operate
objects, tools, or controls and reach with hands and arms

3. The employee is occasionally required to climb, balance, stoop, kneel, crouch, or
crawl

4. The employee must occasionally lift and/or move heavy boxes up to 40 pounds

5. The employee must see in the normal visual range with or without correction;

vision sufficient to read computer screens and printed documents; visually
inspect work in progress; and the ability to adjust focus to both print and
electronic text
6. The employee must hear in the normal audio range with or without correction
7 The employee must be able to lift, push, and keyboard

The work environment consists primarily at the Winnebago Public Library service desk.
Indoor activities. Occasionally, staff performs outreach at offsite locations. Typical

work schedule includes any hours that the Library is open in addition to time before and
afterwards, with flexibility depending on the needs of the Library. Must have access to
transportation.

Special Training, Conditions of Employment and Certifications:

1. The employee completes on the job training within 90 day probationary period

2. Trained in CPR (Cardio Pulmonary Recitation) and AED (Automatic Electronic
Debrillator) and first aid

3. The employee may be assigned a regular schedule of varied days, nights and
weekends as required to fulfill the operating hours of the Library; must be willing
to work evening and weekend hours on a regular basis and substitute as needed

4, The employee may require additional training outside the normal work day

5. The employee is required to sustain a growing knowledge of library resources,
literature and information resources

Pre-employment Background Check Required

The duties listed above are intended only as illustrations of the various types of work
that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related, or a logical assignment to the
position. The job description does not constitute an employment agreement between
the employer and employee and is subject to change by the employer as the needs of
the employer and requirements of the job change.
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805. POSITION DESCRIPTION--LIBRARY PAGE

Adopted April 2012
Revised December 2017

Position Title: Library Page (LP)

Position Classification: Part-Time, including day, evening and weekend hours; hours
may fluctuate depending on library needs. No benefits. Starting salary is minimum
wage.

Hours and Availability: Pages work six hours per week. They will alternate weekly
between weekday and weekend shifts. Pages are given 2 hours daily to accomplish
their work. We expect our Pages to cooperate with each other to ensure that the shifts
are covered when the other Page is ill, on vacation, etc. This may require trading shifts
or working more than regularly scheduled hours occasionally.

Reports to: Director

Takes Direction from: Assistant Director & Director

Position Purpose: This position helps to maintain the availability of library materials by
shelving books and other materials, reading the shelves and organizing materials into

their proper sequence and place.

Essential Functions/Responsibilities:

1. Sort and shelf library material in alphabetical and numerical order, according to
library classification system.
2. Read shelves maintaining accuracy and neat appearance of material on the

shelves and displays, re-shelving material as needed.

4, Assist staff with library displays, as needed.

5. Participate in training sessions, as needed.

6 Provide simple directional information to patrons or refer them in a courteous
manner to the service desk.

7. Perform other tasks as assigned.

Skills and Abilities:

1. Ability to sort effectively in alphabetic or numeric order according to the Dewey
Decimal system.

2. Ability to meet the physical strength and agility sufficient to perform assigned
tasks.

3. Ability to communicate effectively with staff and public to communicate questions,
ideas and information.

4, Ability to comprehend and follow detailed written and oral instructions in English

at an 8th grade level.
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Ability to work independently and manage time in an efficient manner to complete
assigned tasks.

Ability to maintain a regular work schedule including evenings and weekends and
must have access to transportation.

Ability to project a positive and pleasant attitude to the public and cooperates and
maintains an effective relationship with other staff members as part of a team.
Ability to operate with basic knowledge of computer hardware and software as
they relate to library application (i.e. the Internet, card catalog and e-mail).

Ability to adhere to library policies and procedures.

Ability to have an eye for details.

Education and Experience:

1

2
3.
4

At least 16 years of age or 15 years of age with a work permit.

Minimum high school graduate or working towards high school degree.

Requires no prior knowledge of library procedures, as LPs are trained on the job.
Pass a short test on their ability to sort in alphabetical and numerical (using
decimals) order.

Physical Requirements:

The work environment characteristics described herein are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accomodations may be made to enable individuals with disabilities to perform the
essential functions.

Physical strength and agility sufficient to perform assigned tasks:

1.

2.

The employee must possess the ability to stand and walk frequently with
occasional balancing, bending, twisting and stooping.

The employee must be able to handle, pick up, and shelf material, including
kneeling to reach bottom floor-level shelf and reaching overhead to shelve books
weighing up to three pounds.

The employee must be able to lift, push and keyboard. Pushing and pulling
objects up to 50-75 pounds on a wheeled cart.

The employee must hear in the normal audio range with or without correction;
vision sufficient to read computer screens and printed documents; visually
inspect spine labels and barcodes; and the ability to adjust focused to both print
and electronic text.

Special Training, Conditions of Employment and Certifications:

1.

2.

3.

The employee completes on the job training within 90 day probationary period
before attaining permanent status.

The employee pass a page skill test on their ability to sort in alphabetical and
numerical (using decimals) order.

The employee may be assigned a regular schedule of varied days, nights and
weekends as required to fulfill the operating hours of the Library; must be willing
to work evening and weekend hours on a regular basis and substitute as needed.
The employee may require additional training outside the normal work day/week.
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Pre-employment Background Check Required

The duties listed above are intended only as illustrations of the various types of work
that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related, or a logical assignment to the
position. The job description does not constitute an employment agreement between
the employer and employee and is subject to change by the employer as the needs of
the employer and requirements of the job change.
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806. POSITION DESCRIPTION—JANITOR

Adopted May 2017

Position Title: Janitor
Position Classification: Part-Time
Reports to: Director

Hours and Availability: Typical work is scheduled outside of library hours so there is
no interference with library servce

Position Purpose: Under the general supervision of management, the Janitor has the
primary responsibility for cleaning the library in such a way to promote health and safety
while reducing the spread of infection. It is the role of the janitor to follow daily, weekly,
and monthly cleaning schedules at the Winnebago Public Library, including, but not
limited to, the community room, the study rooms, kitchen, office areas, bathrooms, and
entrances.

Essential Functions/Responsibilities:
1. Follow and complete the library’s daily, weekly and monthly cleaning schedule.

These duties include:

a. Collect and bag all garbage from the library, placing the tied bags in a
trash bin outside the building; prepare garbage for pickup the first day of
the week; disinfect garbage cans and change bags daily

b. Wash and sanitize bathroom and fixtures daily with sanitizing solution

C. Wet mop all washable floors using sanitizing solution
d. Wash bathroom, kitchen, internal windows and walls using sanitizing
solution as scheduled or needed
e. Vacuum carpeted areas as scheduled or needed
f. Sweep and clear entrance daily
g. Dust, wash and sanitize other surfaces as specified in schedule
h. Refill paper towel, tissue, toilet paper and hand soap in all dispensers
I Properly label, dilute, and use all chemicals
2. Report the following to the Director, or designated staff person:
a. Presence of animals, vermin or insects
b. Need for cleaning supplies or equipment repair in advance
C. Water leaks, and other maintenance needs
d. All other health and safety hazards noticed
3. Attend and participate in training as needed; participate in emergency drills and
environment safety activities as requested
4, Maintain list for supply ordering and keep janitorial supply room organized in

cooperation with management in a clean and safe manner
Follow all health and safety regulations
Perform other duties as assigned

o o
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Skills and Abilities:

1. Assume responsibility and work independently to execute work tasks neatly,
efficiently and accurately without direct supervision and at a fast pace

2. Perform many routine and some specialized work in assigned areas of
responsibility

3. Communicate in English effectively, follow written and oral directions, and read
documents written in standard English text

4. Organize and makes good decisions

5. Display emotional stablility and be able to deal with associates in a courteous

and respectful manner
6. Display dependability and honesty

Education and Experience:

High school degree (or equivalent) required. It is essential that the janitor have previous
janitorial experience and knowledge of and ability to operate janitorial tools, equipment,
and supplies.

Physical Requirements: The work environment characteristics described herein are
representative of those an employee encounters while performing the essential
functions of this job. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

The work environment consists primarily of indoor activities. Normal/corrected eyesight
and hearing within normal range with or without correction is required. Must be free of
communicable diseases and breathing impairments. Manual dexterity sufficient to
manipulate cleaning supplies and equipment. Must be able to physically move through
the library as well as lift, carry, bend, stoop, kneel, crouch, climb, and reach when
necessary. Must be able to use and manage janitorial tools, equipment and supplies.
Must possess strength and stamina to lift up to 40 pounds and spend most of shift on
feet. Must have access to transportation.

Special Training/Certifications:

Successfully complete on the job training within 90 day probationary period
Must be willing to work evening and weekend hours on a regular basis
May require additional training outside the normal work day

Pre-employment Background Check Required

The duties listed above are intended only as illustrations of the various types of work
that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related, or a logical assignment to the
position. The job description does not constitute an employment agreement between
the employer and employee and is subject to change by the employer as the needs of
the employer and requirements of the job change.
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