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Next Meeting: March 14, 2017 at 5:30 p.m. 

SYCAMORE PUBLIC LIBRARY  
Agenda- BOARD OF TRUSTEES MEETING 

Board Room: February 14, 2017 at 5:30 p.m. 

 

I. Call To order 

II. Changes to and Approval of Agenda 

III. Public Comment 

IV. Announcements  

V. Directors Report 

a. Library Updates, News, and History Lesson 

b. Library Report and Monthly Statistics 

VI. Treasurers Report and Management’s Internal Reports Including Monthly Bills For Approval 

VII. Consent Agenda 

a. Approval Of the Minutes:  

i. Regular Meeting, January 10, 2017 

ii. Closed Session, January 10, 2017 

VIII. Presentations and Trustee Information:  

a. Trustee Term Dates and Contact Information  

IX. Old Business 

a. District Library Update 

b. Friends Group Update  

c. Policy Manual  

i. Policies Recommended for Removal  

ii. Policy Updates 

1. Manual Format, Grammar, and Spelling Modifications  

2. Introduction Section   

d. FOIA Requests 

i. No New Requests 

X. New Business 

a. Background Check Discussion 

i. Hire-Right Background Checks 

b. Committee Meeting Schedules 

i. Finance-Budget 

ii. Community Engagement-Friends Group  

iii. Personnel-Upcoming Director Evaluation 

XI. Closed Session 

a. 5 ILCS 120 (c) (1) The appointment, employment, compensation, discipline, performance, or 

dismissal of specific employees of the public body or legal counsel for the public body, including 

hearing testimony on a complaint lodged against an employee of the public body or against legal 

counsel for the public body to determine its validity. 

XII. Any Action Regarding Closed Session 

XIII. Adjournment  
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Library Report for January 2017 
 
To:  Board of Trustees 
From: Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop 
Date:  February 10, 2017 
 
Personnel 
 

 The Library has hired the following staff to fill the vacant positions. Kelsey Graham-Adult Services 
Assistant; Laura Hoffman-Youth and Teen Assistant; and Jessica Howland-Circulation/Page. We 
welcome these new employees to the Library team. 

 
Finance 
 

 The benchmark for the budget at the end of January is 3/4th of the budget or 75% of the budget 
should be expended. If you look at the Ordinary Income/Expense Report you will see that the 
general operating income for the year to date is $1,152,454 which is 98% of our anticipated income 
for the year. Expenses at the end of January are $812, 646 which is 69% of what we budgeted to 
spend this year.  

 The Library received a January PPRT tax payment $12,084.00, and Impact Fee deposit of $246.00. 

 January Gifts, Memorials, and Donations:   
o Chad Swedberg, $300, No restrictions. 
o J. Patrick and Diane Kevin, $50.00. No restrictions. 

 
Buildings and Grounds 
 

 Pete has been busy putting away decorations, re-organizing supply closets and getting the shelving 
project underway. Pete also cleaned out the old Director’s office and has been gathering misc. 
shelving for a youth shelving project. Pete has started the painting project for the lower level women’s 
bathroom and kitchen. 

 
Professional Development  

 Jesse and Jill attended Innovative Community Engagement, with Laura Damon-Moore and Trent Miller 
from Madison Public Library, sharing an in-depth exploration of engaging with communities through 
libraries. 

 Jill attended DCNP’s, Branding Basics; discussing branding, brand identity, and how nonprofit 
organizations can build their brand on a budget. 

 Mary attended Management Association of Illinois program on Decisive Employee Engagement 
which ways build a culture of engagement within the work place.   

 Mary attended the LACONI program on Super Consumers: A Discussion on Growth and Forecasting 
in Public Libraries presented by Eddie Yoon. The Library received a copy of Eddie’s book, SUPER 
CONSUMERS. 

 
Public Relations, Advocacy, Marketing 
 

 The SPL Facebook page now has 1,954 fans!  

 SPL has 609 Twitter followers!  

 Richard Ubl has been kind enough to meet with Jesse and Jill to discuss the fundraising process to 
initiate a “Friends of the Library” group. Additionally, Jesse has met with Mayor Mundy regarding 
his collaboration in support of the group.   
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 Jesse and Jill attended Sycamore Chamber’s Annual Meeting on January 27th.  

 SPL will place another ad in the Sycamore Chamber of Commerce, Chamber Lifestyle Magazine. 

 LiveWell nonprofit reached out to us regarding Lunch & Learn Seminar for staff with local specialist, 
Dr. Dan Gerwig. This free seminar was a great reminder to staff on the importance of nutrition and 
stress management. 

 
Youth and Teen Services 
 

 The YTS Team continues to be hard at work refreshing our collection: 318 books have been 
withdrawn from the Youth collection, and 372 books and 7 audiobooks have been withdrawn from 
the Teen collection, due to condition and/or lack of use, freeing up space on the shelves for new and 
exciting materials.  

 The library is excited to offer a new resource to children, teens and adults, called Brainfuse, which 
includes live tutoring, guided lessons, test preparation resources, and career resources. These 
resources are accessible to patrons in the library using their own devices or library tablets, and from 
home. Staff from all departments have done a wonderful job promoting this resource to patrons 
already.  

 The YTS team has reignited our relationship with Two Rivers Head Start during visits to 7 classes this 
month (reaching 79 children), providing engaging storytimes and educating students about the fun 
resources and programs available at the library.  

 Assistant Manager, Emily, conducted the Volunteer Training this month, providing a refresher course 
on shelving for 5 current volunteers and welcoming 2 new volunteers as well.  

 The Harry Potter Half-Birthday Party was a huge success with 175 visitors. The event included a 
scavenger hunt, bingo, “Pin the Scar on Harry,” photo booth station with a visit from Hermione from 
Parties with Character, trivia, movie and treats, Quill Making (thanks to Tammy in Adult Services!), 
Quidditch and Harry Potter themed crafts.  

 The YTS department has reinstated monthly emails to local school librarians and teachers to update 
them about upcoming library programs and new resources, and is hoping to continue to build 
partnerships with local schools.  

 
 
Adult and Information Services   
  

 Our programming geared towards helping patrons kick the New Year with a healthy start was well 
received: The always popular Lisa Brandt, from the kitchens at Hy-Vee, was here cooking up healthy 
and delicious samples of ways for you to incorporate nutritious recipes into your hectic weeknights!  
Additionally, licensed Esthetician, Nicole Townsley shared how to change one’s lifestyle without major 
dieting-achieving true health, with the program Living Healthy Through your Diet. 

 SPL’s Concert Series continued with the return of a community favorite, folk musician Will Kruger-there 
is already a buzz of excitement for the next series featuring drummer Tom Sharpe from the famous 
group, the Mannheim Steamrollers. 

 We are so pleased to share that SPL e-Book circulation statistics had its highest ever month! Our 
helpful staff and Adult Services team did an amazing job with their assistance to patrons and 
promotion of this terrific offering.  

 
 
Respectfully Submitted, 
 
Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop 
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Sycamore Library Statistics Jan-16 Jan-17
PREVIOUS 
YTD(15-16)

CURRENT 
YTD(16-17)

Library Attendance (Door Count) 12,225 9,474 102,076 96,509
Meeting Room Use 26 26 272 249
Meeting Room Attendance 513 538 2,594 3,155

Materials Loaned

Books 12,443 10,637 108,562 102,891
DVDs 5,468 5,078 42,950 45,058
Music 788 615 7,264 6,243
Audiobooks 646 505 5,664 5,196
Magazines 187 139 1,920 1,438
Puzzles 6 5 109 34
Other (electronics . . .) 27 35 312 195

Total Circulation (includes electronic circulation) 20,975 18,571 177,865 173,334

InterLibrary Loan

Lent to Other Libraries 1,833 0 14,458 11,912
Borrowed from Other libraries 2,247 0 15,404 14,022

Electronic Circulation

E-Resources 1,410 1,557 11,084 12,279
Subscription Database Use 1,618 1,184 8,847 7,371

Patrons

New Resident Cards 54 59 564 524
New Non-Resident Cards 1 1 8 14
Total Library Cards 9,820 7,708 9,820 7,708
Family Cards 2,122 2,217 2,122 2,217

Programming

Number of Programs 33 35 334 297
Program Attendance 498 810 9,874 8,332
Number of Outreach Events 7 5 111 60
Outreach Attendance/Impact 104 256 3,165 3,655

Computer Use

Total Computer Usage Hours 1,078 847 8,671 8,191
Total Computer Users 1,375 1,079 11,334 10,846
Wi-Fi Connections 2,235 2,440 19,250 23,492
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Finance Notes January 2017 

1. The Library received a PPRT Tax payment of $12,084.00. 

2. The Library received an IMPACT Fee payment of $246.00. This would be the 

first payment since the new procedure was implemented in September, 

2016. 

3. The current value of the Hackett Trust is $145,082.73. 

4. Jesse and Mary spent an afternoon reviewing the budget line by line to see 

where the library stands at this point in the FY17 budget. 75% of the budget 

should be expended and we have expended 69% which is slightly less.  Under 

Contractual Services most of our lines are 100% spent with one more 

quarterly payment due in April for our Alarm System. The Technology line 

was reviewed extensively since we have used up a good percentage of our 

budget in this line. A few items were mis-coded from May-July and 

adjustments were made to correct this error.  The previous director 

purchased a new Avaya phone maintenance system and the Security System 

late last year. As a result of this purchase, the Phone System Maintenance 

line and the Security line show a high percentage over budget. In addition, 

our telephone (Utility) line shows over budget due to a change made last 

February to the phone service in order to add features. This along with the 

increase in taxes and sur charges increased our telephone bill dramatically. 

We are in the process of reviewing our telephone services with Frontier since 

the rates have recently doubled and we will probably switch to Comcast for a 

lower rate within the next month. Our garbage service charges continue to 

rise so in late spring we will begin to look at other options for our garbage 

provider. 

5. The Library budget for legal fees has leveled out due to the decrease in FOIA 

request over the past month.  
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

Ordinary Income/Expense

Income

TAX REVENUE

3400 · PPR Tax 70,181 88,000 -17,819 80%

3410 · Property 1,020,430 1,020,287 143 100%

Total TAX REVENUE 1,090,611 1,108,287 -17,676 98%

OPERATIONS

3600 · Fines

3600.01 · Lost and Damage Materials 859

3600 · Fines - Other 14,667 23,000 -8,333 64%

Total 3600 · Fines 15,526 23,000 -7,474 68%

3620 · Sales 1,630 2,000 -370 82%

3630 · Non-Resident Fee Cards

3630.01 · NR Internet fee cards 696 900 -204 77%

3630 · Non-Resident Fee Cards - Other 8,709 9,000 -291 97%

Total 3630 · Non-Resident Fee Cards 9,405 9,900 -495 95%

3650 · Copies/Printing

3650.01 · Fax Services 936 1,000 -64 94%

3650 · Copies/Printing - Other 4,211 6,200 -1,989 68%

Total 3650 · Copies/Printing 5,147 7,200 -2,053 71%

Total OPERATIONS 31,708 42,100 -10,392 75%

ACCT EARNINGS

3700 · Interest

3700.01 · Operating 4 12 -8 33%

3700.02 · Money Market Operating 1,032 220 812 469%

3700.03 · Money Market Contingency & Bldg 214 85 129 252%

3700.04 · US Bank/e-pay 21

Total 3700 · Interest 1,271 317 954 401%

Total ACCT EARNINGS 1,271 317 954 401%

MISCELLANEOUS REVENUE

3880 · Gifts, Memorials, Grants, SPLAG 4,792

3800 · Donation Jar 375 880 -505 43%

3810 · Meeting room fees 2,495 1,700 795 147%

3820 · County Law Library Revenue 1,800 2,600 -800 69%

3830 · Sycamore Library Fund - DCCF 985 985 0 100%

3840 · Lillian Boynton Book  Fund 4,909 4,909 0 100%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

3870 · OCLC-ILL Fees 5 10 -5 50%

Total MISCELLANEOUS REVENUE 15,361 11,084 4,277 139%

GRANTS

3900 · Per Capita 13,505 13,505 0 100%

Total GRANTS 13,505 13,505 0 100%

Total Income 1,152,456 1,175,293 -22,837 98%

Gross Profit 1,152,456 1,175,293 -22,837 98%

Expense

WAGE EXPENSES

8100 · Gross Wages 390,180 578,000 -187,820 68%

8101.1 · Paid Time Off Wages 20,187

8170 · Payroll Fees 1,725 2,330 -605 74%

8171 · FICA 24,347 35,500 -11,153 69%

8173 · IMRF 33,244 52,000 -18,756 64%

8175 · Health Insurance 37,340 70,500 -33,160 53%

8175.1 · H.S.A. Employee Acct 13,800

8177 · Medicare 5,694 8,550 -2,856 67%

Total WAGE EXPENSES 526,517 746,880 -220,363 70%

ADMINISTRATION

8200 · Memberships & Commissions 1,055 1,800 -745 59%

8210 · Audit Fees 5,350 7,000 -1,650 76%

8211 · Legal fees 9,929 13,000 -3,071 76%

8212 · Hiring & Placement 0 200 -200 0%

8213 · LIMRiCC Unemployment Insurance -146 1,600 -1,746 -9%

8214 · Professional Development 1,013 5,000 -3,987 20%

8215 · PR/Publicity 2,651 10,500 -7,849 25%

8216 · Mileage Reimbursement 594 2,800 -2,206 21%

8217 · Postage & Shipping 1,056 1,910 -854 55%

8219 · Insurance 15,710 18,000 -2,290 87%

Total ADMINISTRATION 37,212 61,810 -24,598 60%

MATERIALS

Children's Materials

8201.01 · Children's DVDs 330 950 -620 35%

8201.02 · Child and Teen Audio Books 595 2,850 -2,255 21%

8201.03 · Children's Music 154 450 -296 34%

8201.04 · Child and Teen Foreign Language 0 600 -600 0%

8201.06 · Child and Teen Books 16,463 34,780 -18,317 47%

Total Children's Materials 17,542 39,630 -22,088 44%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

Adult Materials

8203.01 · Adult Foreign Language 235 550 -315 43%

8203.03 · Adult Books 34,118 51,050 -16,932 67%

8203.04 · Adult and Teen DVDs 5,384 7,500 -2,116 72%

8203.05 · Adult Audio Books 2,748 5,100 -2,352 54%

8203.06 · Adult Music CDs 1,553 3,500 -1,947 44%

Total Adult Materials 44,038 67,700 -23,662 65%

8204 · Periodicals 5,556 5,500 56 101%

8205 · Lillian Boynton Book Fund 4,909 4,909 0 100%

8206 · E-Resources 8,060 13,000 -4,940 62%

8207 · Automated Subscriptions 13,507 15,000 -1,493 90%

Total MATERIALS 93,612 145,739 -52,127 64%

PROGRAMS

Children

8301.01 · Performers 829 3,000 -2,171 28%

8301.02 · Supplies 933 1,700 -767 55%

Total Children 1,762 4,700 -2,938 37%

Young Adult

8302.01 · Young Adult Programming 726 1,700 -974 43%

Total Young Adult 726 1,700 -974 43%

Adult

8303.01 · Performers 1,744 2,200 -456 79%

8303.02 · Supplies 303 500 -197 61%

Total Adult 2,047 2,700 -653 76%

Total PROGRAMS 4,535 9,100 -4,565 50%

CONTRACTUAL SERVICES

8300 · Phone System Maintenance 2,542 332 2,210 766%

8310 · Photocopiers 1,677 5,600 -3,923 30%

8311 · Pest Control 100 400 -300 25%

8312 · Cleaning Service 11,655 16,835 -5,180 69%

8313 · Elevator 2,883 3,000 -117 96%

8314 · HVAC Maintenance 5,469 5,562 -93 98%

8316 · Alarm Service Fire 2,625 3,570 -945 74%

8317 · Besam - Automatic Door 735 750 -15 98%

8320 · Security 3,424 700 2,724 489%

CONTRACTUAL SERVICES - Other 46

Total CONTRACTUAL SERVICES 31,156 36,749 -5,593 85%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

TECHNOLOGY

8330.01 · Online System 12,731 17,800 -5,069 72%

8330.02 · Access Management System 2,328 2,328 0 100%

8330.03 · Telecommunications 2,795 3,300 -505 85%

8330.04 · Software 631 2,000 -1,369 32%

8330.06 · Technical Support 18,253 18,600 -347 98%

Total TECHNOLOGY 36,738 44,028 -7,290 83%

SUPPLIES

8400 · Office 2,285 4,680 -2,395 49%

8401 · Processing 2,912 8,050 -5,138 36%

8402 · Janitorial 2,932 4,300 -1,368 68%

Total SUPPLIES 8,129 17,030 -8,901 48%

FURNISHINGS

8410 · Equipment/Furniture 641 7,000 -6,359 9%

8411 · Technology Supplies 845 5,100 -4,255 17%

8412 · Computers 10,743 10,000 743 107%

Total FURNISHINGS 12,229 22,100 -9,871 55%

MAINTENANCE

8420 · Building 11,440 20,578 -9,138 56%

8421 · Equipment 292 2,500 -2,208 12%

8422 · Grounds 44 11,000 -10,956 0%

8424 · Trash 1,315 2,000 -685 66%

Total MAINTENANCE 13,091 36,078 -22,987 36%

UTILITIES

8431 · Telephone 2,535 2,100 435 121%

8432 · Gas 3,034 9,785 -6,751 31%

Total UTILITIES 5,569 11,885 -6,316 47%

MISCELLANEOUS EXPENSES

8610 · Gifts, Donations, Grants, SPLAG

8610.05 · Donation Expense/Misc 2,661

8610.04 · Donation Expense/Prof Services 8,663

8610.03 · Donation Expense/Programs 70

8610 · Gifts, Donations, Grants, SPLAG - Other 1,643

Total 8610 · Gifts, Donations, Grants, SPLAG 13,037

8600 · Personal Orders -57

8601 · Service Fees 507 475 32 107%

8602 · Contingency 361 2,500 -2,139 14%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

8604 · Consultant/Outside Services 1,372 5,000 -3,628 27%

8605 · OCLC-ILL Fees 307

Total MISCELLANEOUS EXPENSES 15,527 7,975 7,552 195%

MORTGAGE

8611 · Library Mortgage Debt 21,970 28,000 -6,030 78%

8612 · Mortgage debt-interest 6,362 9,880 -3,518 64%

Total MORTGAGE 28,332 37,880 -9,548 75%

Total Expense 812,647 1,177,254 -364,607 69%

Net Ordinary Income 339,809 -1,961 341,770 -17,328%

339,809 -1,961 341,770 -17,328%
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 January 2017

Jan 17 May '16 - Jan 17

Ordinary Income/Expense

Income

TAX REVENUE

3400 · PPR Tax 12,084 70,181

3410 · Property 0 1,020,430

Total TAX REVENUE 12,084 1,090,611

OPERATIONS

3600 · Fines

3600.01 · Lost and Damage Materials 90 859

3600 · Fines - Other 1,445 14,667

Total 3600 · Fines 1,535 15,526

3620 · Sales 372 1,630

3630 · Non-Resident Fee Cards

3630.01 · NR Internet fee cards 88 696

3630 · Non-Resident Fee Cards - Other 1,297 8,709

Total 3630 · Non-Resident Fee Cards 1,385 9,405

3650 · Copies/Printing

3650.01 · Fax Services 96 936

3650 · Copies/Printing - Other 387 4,211

Total 3650 · Copies/Printing 483 5,147

Total OPERATIONS 3,775 31,708

ACCT EARNINGS

3700 · Interest

3700.01 · Operating 0 4

3700.02 · Money Market Operating 132 1,032

3700.03 · Money Market Contingency & Bldg 25 214

3700.04 · US Bank/e-pay 5 21

Total 3700 · Interest 162 1,271

Total ACCT EARNINGS 162 1,271

MISCELLANEOUS REVENUE

3880 · Gifts, Memorials, Grants, SPLAG 350 4,792

3800 · Donation Jar 60 375

3810 · Meeting room fees 195 2,495

3820 · County Law Library Revenue 0 1,800

3830 · Sycamore Library Fund - DCCF 0 985

3840 · Lillian Boynton Book  Fund 0 4,909

3870 · OCLC-ILL Fees 5 5
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 January 2017

Jan 17 May '16 - Jan 17

Total MISCELLANEOUS REVENUE 610 15,361

GRANTS

3900 · Per Capita 0 13,505

Total GRANTS 0 13,505

Total Income 16,631 1,152,456

Gross Profit 16,631 1,152,456

Expense

WAGE EXPENSES

8100 · Gross Wages 36,365 371,871

8101.1 · Paid Time Off Wages 1,380 19,350

8170 · Payroll Fees 168 1,642

8171 · FICA 2,235 23,212

8173 · IMRF 3,390 33,244

8175 · Health Insurance 3,354 37,340

8175.1 · H.S.A. Employee Acct 6,900 13,800

8177 · Medicare 523 5,429

Total WAGE EXPENSES 54,315 505,888

ADMINISTRATION

8200 · Memberships & Commissions 0 1,055

8210 · Audit Fees 0 5,350

8211 · Legal fees 826 9,929

8213 · LIMRiCC Unemployment Insurance -687 -146

8214 · Professional Development 109 1,013

8215 · PR/Publicity 565 2,651

8216 · Mileage Reimbursement 206 594

8217 · Postage & Shipping 131 1,056

8219 · Insurance 13,051 15,710

Total ADMINISTRATION 14,201 37,212

MATERIALS

Children's Materials

8201.01 · Children's DVDs 0 330

8201.02 · Child and Teen Audio Books 10 595

8201.03 · Children's Music 0 154

8201.06 · Child and Teen Books 2,392 16,463

Total Children's Materials 2,402 17,542

Adult Materials

8203.01 · Adult Foreign Language 0 235
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 January 2017

Jan 17 May '16 - Jan 17

8203.03 · Adult Books 4,439 34,118

8203.04 · Adult and Teen DVDs 902 5,384

8203.05 · Adult Audio Books 975 2,748

8203.06 · Adult Music CDs 0 1,553

Total Adult Materials 6,316 44,038

8204 · Periodicals 8 5,556

8205 · Lillian Boynton Book Fund 0 4,909

8206 · E-Resources 0 8,060

8207 · Automated Subscriptions 5,000 13,507

Total MATERIALS 13,726 93,612

PROGRAMS

Children

8301.01 · Performers 299 829

8301.02 · Supplies 91 933

Total Children 390 1,762

Young Adult

8302.01 · Young Adult Programming 0 726

Total Young Adult 0 726

Adult

8303.01 · Performers 644 1,744

8303.02 · Supplies 31 303

Total Adult 675 2,047

Total PROGRAMS 1,065 4,535

CONTRACTUAL SERVICES

8300 · Phone System Maintenance 0 2,542

8310 · Photocopiers 104 1,677

8311 · Pest Control 100 100

8312 · Cleaning Service 1,295 11,655

8313 · Elevator 0 2,883

8314 · HVAC Maintenance 1,394 5,469

8316 · Alarm Service Fire 0 2,625

8317 · Besam - Automatic Door 0 735

8320 · Security 0 3,424

CONTRACTUAL SERVICES - Other 0 46

Total CONTRACTUAL SERVICES 2,893 31,156

TECHNOLOGY

8330.01 · Online System 0 12,731
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 January 2017

Jan 17 May '16 - Jan 17

8330.02 · Access Management System 0 2,328

8330.03 · Telecommunications 1,560 3,145

8330.04 · Software 0 631

8330.06 · Technical Support 0 21,252

Total TECHNOLOGY 1,560 40,087

SUPPLIES

8400 · Office 388 2,285

8401 · Processing 6 2,912

8402 · Janitorial 0 2,655

Total SUPPLIES 394 7,852

FURNISHINGS

8410 · Equipment/Furniture 296 641

8411 · Technology Supplies 187 845

8412 · Computers 0 7,744

Total FURNISHINGS 483 9,230

MAINTENANCE

8420 · Building 1,520 11,717

8421 · Equipment 0 292

8422 · Grounds 0 44

8424 · Trash 152 1,315

Total MAINTENANCE 1,672 13,368

UTILITIES

8431 · Telephone 20 2,535

8432 · Gas 927 3,034

Total UTILITIES 947 5,569

MISCELLANEOUS EXPENSES

8610 · Gifts, Donations, Grants, SPLAG

8610.05 · Donation Expense/Misc 0 2,661

8610.04 · Donation Expense/Prof Services 0 8,663

8610.03 · Donation Expense/Programs 0 70

8610 · Gifts, Donations, Grants, SPLAG - Other 0 1,643

Total 8610 · Gifts, Donations, Grants, SPLAG 0 13,037

8600 · Personal Orders 0 -57

8601 · Service Fees 34 507

8602 · Contingency 0 361

8604 · Consultant/Outside Services 0 1,372

8605 · OCLC-ILL Fees 5 307

Total MISCELLANEOUS EXPENSES 39 15,527
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 January 2017

Jan 17 May '16 - Jan 17

MORTGAGE

8611 · Library Mortgage Debt 2,450 21,970

8612 · Mortgage debt-interest 698 6,362

Total MORTGAGE 3,148 28,332

Total Expense 94,443 792,368

Net Ordinary Income -77,812 360,088

Net Income -77,812 360,088
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 Sycamore Public Library

 Special Income / Expense - Monthly vs YTD
 January 2017

Jan 17 May '16 - Jan 17

Other Income/Expense

Other Income

DONATIONS

4300 · Building Fund Donations 0 240

Total DONATIONS 0 240

IMPACT FEE ACCT

4400 · Impact Fees 246 4,359

Total IMPACT FEE ACCT 246 4,359

INTEREST INCOME

4600 · Money Market Restricted 4 28

4610 · Impact Fees Savings 1 5

4630 · Special Reserve Fund 1 10

Total INTEREST INCOME 6 43

Total Other Income 252 4,642

Net Other Income 252 4,642

Net Income 252 4,642

 Page 1 of 1 For Management Purposes Only 17



 Sycamore Public Library

 Balance Sheet
 As of January 31, 2017

Jan 31, 17

ASSETS

Current Assets

Checking/Savings

1011 · Operating Checking -22,678

1020 · Library Cash on Hand 213

1028 · Impact Fees Savings Account 35,531

1031 · Special Reserve Fund Money Mkt

1031.01 · SR Window Fund 25,808

1031 · Special Reserve Fund Money Mkt - Other 16,280

Total 1031 · Special Reserve Fund Money Mkt 42,088

1075 · 1st Mid Operating Money Market 503,520

1076 · 1st Mid RestrictedOperating MM 14,909

1078 · 1st Mid Contingency & Bldg MM 98,298

1083 · Illinois National Bank/E-Pay 1,000

1084 · US Bank/e-pay 11,074

Total Checking/Savings 683,955

Accounts Receivable

ACCOUNTS RECEIVABLE

1210 · Accounts Receivable 5,221

1220 · Property Tax Receivables 971,735

1230 · PPRT Receivables 16,258

Total ACCOUNTS RECEIVABLE 993,214

Total Accounts Receivable 993,214

Other Current Assets

1180 · Prepaid - Other 0

INVESTMENTS

1310 · B & R Hackett Endowment Fund 137,969

Total INVESTMENTS 137,969

Total Other Current Assets 137,969

Total Current Assets 1,815,138

Fixed Assets

FIXED ASSETS

1410 · BUILDING 5,625,491

1420 · LAND 114,391

1430 · EQUIPMENT 1,612,236

1440 · ACCUMULATED DEPRECIATION -3,785,925

Total FIXED ASSETS 3,566,193
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 Sycamore Public Library

 Balance Sheet
 As of January 31, 2017

Jan 31, 17

Total Fixed Assets 3,566,193

TOTAL ASSETS 5,381,331

LIABILITIES & EQUITY

Liabilities

Current Liabilities

Accounts Payable

2000 · Accounts Payable 29,890

Total Accounts Payable 29,890

Other Current Liabilities

2100 · Payroll Liabilities

2130 · Federal p/r tax payable -1

2140 · IL p/r tax payable 1

2160 · IMRF Withholdings -252

2162 · Health Insurance W/H -1,878

2171 · NCPER Withholdings 32

2173 · Dental Vision, Life Withholding -3

2175 · YMCA Membership 49

Total 2100 · Payroll Liabilities -2,052

2210 · A/P 0

2220 · Accrued Payroll 11,033

2255 · Voluntary Life Ins 7

2260 · Library Deferred Tax 0

2280 · Deferred Property Taxes 971,735

2290 · Compensated Absences 38,656

Total Other Current Liabilities 1,019,379

Total Current Liabilities 1,049,269

Long Term Liabilities

2555 · Loan - Construction 373,449

Total Long Term Liabilities 373,449

Total Liabilities 1,422,718

Equity

PERM Restricted Fund Balance

2920 · B & R Hackett Endowment Fund 0

Total PERM Restricted Fund Balance 0

2910 · TEMP Restricted Fund Balance
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 Sycamore Public Library

 Balance Sheet
 As of January 31, 2017

Jan 31, 17

2911 · Impact Fees Fund 0

2912 · Capital Fund Savings 0

2913 · Special Reserve Fund Balance

2913.01 · SR Window Fund 0

2913.02 · Other Special Reserve Funds 0

Total 2913 · Special Reserve Fund Balance 0

2915 · Restricted Operating Funds

2915.01 · Grants Misc 0

2915.02 · Gifts/Donation 0

2915.03 · Memorials & Honorariums 0

2915.04 · SPLAG -81

2915.05 · Other 81

Total 2915 · Restricted Operating Funds 0

2910 · TEMP Restricted Fund Balance - Other 0

Total 2910 · TEMP Restricted Fund Balance 0

2930 · TEMP VARIANCE - FUND BALANCE 0

2940 · Retained Earnings 3,593,885

2950 · Current Year Gain/Loss 0

Net Income 364,727

Total Equity 3,958,612

TOTAL LIABILITIES & EQUITY 5,381,330
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 7:58 AM

 01/31/17
 Sycamore Public Library

 Bills List
 January 2017

Vendor Total Purpose

Advanced Disposal 152.13 Monthly garbage

Alarm Detection Systems 1,068.00 Adjustment to Joiner door for Fire emergency

Amazon.Com 1,163.32 Adult DVD, Office and Building supplies

Angie Carter 55.00 Musical Mornings

Baker & Taylor - Adult Acct 3,357.64 Adult books

Baker & Taylor - Childrens 2,391.93 Childrens and Youth books

Blue Cross Blue Shield 4,645.57 Health Insurance February 2017

Brainfuse, Inc. 3,500.00 Database

CDW Government, Inc 187.03 toner for Cataloging

Cengage Learning 704.95 Adult books

Center Point Large Print 304.46 Adult books

Center Point Large Print 72.06 Adult Large print

City of Sycamore IMRF 4,833.22 IMRF January 2017

Cook's Illustrated 7.95 Magazine

Comcast 211.00 December and January 2016-2017

Crescent Electric 169.42 Light bulbs

DeKalb Chamber of Commerce 100.00 2017 Business Expo

Dekalb County Finance Office 1,050.00 Fiber Optic Connection

DEMCO 6.27 balance due on Vistafoil covers

Emily Delegatto 15.00 Volutneer meeting Pizza

First Midwest Bank 6,900.00 HSA Library Contribution

Foster & Buick Law Group, LLC 825.50 FOIA Request Legal fee's

IHLS 5.25 OCLC

J & J Handyman 1,295.00 Contract cleaning

Jesse Butz 82.04 mileage and fax.com

Jill Dubicz-Carter 296.41 kitchen furniture and supplies

Julie A. Halloran 104.56 program attendance and supplies

LACONI 10.00 J. Halloran meeting

LANCONI 40.00 Carter and Butz Seminar

Libraries of Illinois Risk Agency 11,692.00 Unbrella insurance

LIMRiCC Unemployment Compensation Group A 147.31 4th quarter unemployment

Mary Holtrop 192.63 mileage and postage

Megan Davis 17.79 Office supplies

Mid-City Office Products 164.95 copy paper

Moline Public Library 31.00 damaged book

Movie Licensing USA 488.00 movie license

NCPERS 80.00 Employee paid life insurance

NiCor Gas 926.60 gas utility

Northern Illinois University 300.00 NIU Net service

Office Depot 148.63 office supplies

Penguin Random House 980.00 audio books

Principal Dental and Vision 404.63 Dental and Vision insurance February 2017

Recorded Books 1,504.98 audio books

RKDixon 104.10 copier lease and overage
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 7:58 AM

 01/31/17
 Sycamore Public Library

 Bills List
 January 2017

Vendor Total Purpose

Service Concepts, Inc. 1,393.75 HVAC quarterly payment

Sutherland Pest Control 100.00 Pest control 

Tammy Johnston 125.53 ILL postage and program supplies

The Hartfored 1,359.00 Workman's Comp insurance

Tom Sharpe, Sharpe World Music 400.00 Adult concert program

Town Square Publications 495.00 Publicity

 Valerie Pittman 14.98 damaged book

Waterworks 95.00 Bottled water

Total for January 2017 54,719.59
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SYCAMORE PUBLIC LIBRARY 
BOARD OF TRUSTEES 

MINUTES 
Regular Meeting 5:30 p.m. 

January 10, 2017 
 

Tour of Circulation Department (meet at the front desk) 

The Board of Trustees met at 5:30 p.m. at the Circulation Desk to take a tour of 

the Circulation Department.  Head of Circulation, Jeannie Barry, introduced 

Circulation staff, showed how books, DVD's and CD's are checked in and in 

regards to DVDs and CD's, how they are stored. Jeannie explained the process of 

sending and receiving materials from other libraries and how RAILS supports this 

by providing delivery services and PCat through automation and Sierra.  Jeannie 

also showed the board how books are binned to be shared and sent/returned to 

other libraries. In addition, Jeannie reviewed Sycamore Public Library card(s), and 

how popular the family card has become since its implementation. Jeannie 

reviewed areas of Circulation which could use physical improvements to make the 

circulation process more efficient.  

 
I. Call to Order 

President Melissa Kendzora-Smith called the regular meeting to order at 5:49p.m. 

Trustees Present: Jan Benson, Penny Carter, Elizabeth Coats, Nancy Godfrey, Melissa Kendzora-

Smith, Dave Stouffer and Alexandria Wall. 

Trustees Absent:  Jim Bisceglie, Curt Lang 

Staff Members Present: Director, Jesse Butz; Office Manager, Mary Holtrop 

Visitors Present:  There were no visitors 

 

II. Changes to and Approval of the Agenda 

 P. Carter moved and J. Benson seconded the motion to approve the agenda as presented. 7 ayes, 0 

nays. The motion carried. 
 

III. Public Comment 

There was no public comment. 
 

IV. Announcements 

J. Butz reported the Per Capita Grant was completed and submitted. Butz stated he spoke with a 

representative from the Illinois State Library who reviewed the grant and stated it was in good order. 

The State representative shared the Library should expect no more than what the library received 

this year.  

Butz reported the Annual Library Certification was completed and submitted. This certification 

allows the library to be a member of RAILS, receive delivery of materials and participate in Inter-

Library Loans.  

 

V. Directors Report 

J. Butz reported that this is a new agenda item where the Librarians report and the statistics as well 

any general library operations will be reported.  J. Butz shared that the library has been in the news a 
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few times this past month. We had articles in the Chronicle and the Midweek about the Library 

Holiday Open House as well as a feature on J. Butz as the new Library Director.  InVironments 

magazine has asked Butz to write a bimonthly book club article for their publication. The Library is 

planning book a discussions group around this. The first article should be out in March/April.  

 

Butz gave the Board a brief History report that took place in January of 1903. Butz read an article 

about Andrew Carnegie donating $10,000 for a free public library and the Mayor and City of 

Sycamore agreeing to build the Sycamore Public Library. 

 

Butz reported that overall the library numbers were down for the month of December. The library 

was open one less day and the severe weather we experienced in the middle of the month. 

Circulation is down nearly 2000 items yet the library had 192 more e-books and 121 more e-audio 

books checked out.  

 

VI. Treasurers Report 

M. Holtrop reported the library has received 97% of the expected revenue for this fiscal year. 

Expenditures are at 61% which is slightly lower than what is anticipated. The Library received a 

PPRT tax deposit in the amount of $3251.32. The Library’s NICOR Gas utility bill was higher in 

December due to the colder than usual temperatures. The Library received two donations in 

December. The budget for Legal expenses for FY 17 was set at $12,000. This was in anticipation of 

the legal cost towards the District Library Referendum. The expenditures in this budget line are 

currently at $9, 103.75 and very little of this has been coded to the District Library due to the 

referendum being placed on hold in September. Holtrop reported most of these expenses have been 

applied to legal fee’s pertaining to the numerous FOIA request the library has received since 

September 2016. J. Benson moved and D. Stouffer seconded the motion to approve the Treasurer’s 

report as presented. 7 ayes, 0 nays. The motion carried. 

 
 

VII. Consent Agenda 

E. Coats moved and N. Godfrey seconded the motion to approve the Consent Agenda to include 
the following:  
  

i. Regular Meeting, December 13, 2016  

ii. Closed Session, December 13 2016  

7 ayes, 0 nays. Motion carried. 

 

VIII. Presentation and Trustee Information 

There was no presentation this month. 

    

IX. Old Business 

a. Adult Services Manager Vacancy Update: 

J. Butz reported that interviews for this position begin tomorrow. The library 

currently has 5 candidates under consideration and hope to have someone in place 

by February. Butz stated that if the Library does not find the right candidate we will 
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go back to the drawing board and repost the position and that we will not rush this 

process and we will make sure we have the right person for this job. 
 

b. Friends Group Update: 

J. Butz reported that he will be meeting with the Friends expert Dick Ubl tomorrow 

to go over specifics with him.  Dick has met with the Mayor to discuss a joint letter 

to potential friend’s donors. The group will be looking for donation for seed money 

to start the Friends group and essentially purchase needed supplies. The mayor is 

enthusiastic about this endeavor.  We hope to have more details about the group by 

the first Community Engagement Meeting in February. 

 

c. Policy Manual Update: 

i. Financial Policies Review/Authority to Spend Language Update: J. 

Butz reported the library reached out to the Business Managers 

Group/Libraries for samples of the other libraries Authority to 

Spent/Financial policies. We found that there was no consensus among 

libraries. The department heads reviewed the policies received and handed 

picked the best of all the existing policies and included our own unique 

language.  What we have produced is an all-encompassing policy that will 

inform the board, staff and the public as to how we do things at the library. 

Our hope is that this procedure will cover the board and staff so that all 

duties and responsibilities are understood completely. Butz reviewed the 

updated policy with the board. Discussion followed. The board supported 

this new policy and agreed the language is clearer and more concise. D. 

Stouffer moved and P. Carter seconded the motion to approve The 

Sycamore Public Library Fiscal Accountability Policy. Roll Call: E. Coats, aye; 

N. Godfrey, aye; M. Kendzora-Smith, aye; A. Wall, aye; J. Benson, aye; D. 

Stouffer, aye; P. Carter, aye. 7 ayes, 0 nays. The motion carried. 

 

ii. FOIA Policy Update: J. Butz reported that we updated the current FOIA 

policy with contact information. The policy is included in the board packet. 

We will be reviewing this policy along with others in the near future.  A. Wall 

moved and E. Coats seconded the motion to approve the updated FOIA 

Policy with noted corrections in spelling. 7 ayes, 0 nays the motion carried. 

 

d. FOIA Request/Tobias Update: J. Butz updated the board on the current existing 

FOIA request dated December 30, 2016 and January 2, 2017.   

 

X. New Business: There was no new business 

 
XI. Closed Session: 5 ILCS 120(c) (1) the appointment, employment, compensation, 

discipline, performance, or dismissal of specific employees of the public body or legal 

counsel for the public body, including hearing testimony on a complaint lodged against an 

employee of the public body or against legal counsel for the public body to determine its 

validity. N. Godfrey moved and P. Carter seconded the motion to move into closed session. Roll 
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Call: J. Benson, aye; Elizabeth Coats, aye; Nancy Godfrey, aye; Melissa Kendzora-Smith, aye; D. 

Stouffer, aye, A. Wall, aye, P. Carter, aye.  7 ayes, 0 nays. The motion carried the Board moved into 

closed session at 6:32 p.m. The board came out of closed session at 7:00 p.m. 

 
XII. Any Action Regarding Closed Session 

There was no action regarding Closed Session. 
 
M.Holtrop reminded the board the Statement of Economic Interest notices will be mailed out in 
mid-February. Holtrop also reminded the board that 4 Board of Trustee seats will be up at the end 
of April and to let J. Butz know if you wish to serve another term. 
 

XIII.  
M. Kendzora-Smith adjourned the meeting at 7:02 p.m. 

 

Respectfully Submitted, 

 

 

Nancy Godfrey, Secretary 

 

 

Mary Holtrop, Office Manager, Secretary pro tem 
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SYCAMORE PUBLIC LIBRARY 

BOARD OF TRUSTEES 

MINUTES, CLOSED SESSION 

January 10, 2017 

  

 

 

I. Call to Order 

M. Kendzora-Smith called the Closed Session to order at 6:32 p.m. 

Trustees Present: J. Benson, E. Coats, N. Godfrey, M. Kendzora-Smith, D. Stouffer, A. Wall,  

P. Carter. 

Trustees Absent: C. Lang, J. Bisceglie 

Staff Present: Director, J. Butz; Office Manager, M. Holtrop 

 

Closed Session 5 ILCS 120 (1) The appointment, employment, compensation, discipline, performance, or 

dismissal of specific employees of the public body or legal counsel for the public body, including hearing 

testimony on a complaint lodged against an employee of the public body or against legal counsel for the public 

body to determine its validity.  

 

II. Discussion of Closed Session: 

The discussion in Closed Session was in regards to ongoing FOIA Requests  

 

No action was taken at this time. 

 

III. Adjournment: P. Carter moved and N. Godfrey seconded the motion to adjourn the Closed Session. 

Roll Call: M. Kendzora-Smith, aye; A. Wall, aye; D. Stouffer, aye; P. Carter, aye; N. Godfrey, aye; E. 

Coats, aye; J. Benson, aye.7 ayes, 0 nays. The motion carried. The closed session was adjourned at 7:00 

p.m.  

 

 

Respectfully Submitted, 

 

 

Nancy Godfrey, Board Secretary 

 

 

Mary Holtrop, Office Manager 
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FY2017

J. Benson J. Bisceglie P. Carter E. Coats

K. Gerardy-

Robinson

N. Godfrey 

(S)

M. 

Kendzora-

Smith (P)

C. Lang 

(T)

A. Wall 

(VP)

Dave 

Stouffer   Total 

May 1 1 1 1 1 1 1 1 1 9

June 1 1 1 x 1 1 1 1 1 8

July 1 x 1 1 1 1 1 1 8

August 1 1 1 1 1 1 x 1 7

September 1 1 1 1 1 1 1 1 1 9

October 1 x 1 1 1 1 1 1 1 8

November X 1 X 1 1 1 1 1 1 7

December 1 1 1 1 1 1 1 X 1 8

January 1 x 1 1 1 1 x 1 1 7

February

March

April

Total Present 8 6 8 8 2 9 9 7 8 5 71

Total Absent    0
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Policies Recommended to be Removed 
 

 

A. Hiring 

The Sycamore Library Board of Trustees will hire the Director. Overall, the Director 

is in charge of library personnel and is responsible for hiring and terminating of all 

employees, assignment of duties, employee morale, staff development, and 

establishing standard of service. 

 

Current employees will be given the opportunity to apply for a new position 

within the library before it is posted to the public. All applicants must complete a 

new application form and the same standards for hiring apply to current 

employee applicants as all other applicants. 

 

B. Immigration Law Compliance 
Federal Law requires all employees to present documentation confirming their 

identity and eligibility to work in the United States.  New employees and re-hires 

must complete the I-9 Employment Eligibility Verification Form within three 

business days of their start date.  

C. Genetic Information Nondiscrimination Act of 2008 
Title II of the Genetic Information Nondiscrimination Act of 2008 protects 

applicants and employees from discrimination based on genetic information in 

hiring, promotion, discharge, pay, fringe benefits, job training, classification, 

referral, and other aspects of employment. GINA also restricts employers’ 

acquisition of genetic information and strictly limits disclosure of genetic 

information. Genetic information includes information about genetic tests of 

applicants, employees, or their family members; the manifestation of diseases or 

disorders in family members (family medical history); and requests for or receipt 

of genetic services by applicants, employees, or their family members. 
 

A. Compensation Range Scale         
There is a minimum and maximum range for each employment level. The scale 

will be reviewed annually by the Director and adjusted as necessary. A copy of 

the Compensation Scale and the Merit Increase guidelines are available in the 

procedure section of the manual.  

 

All increases are based on availability of funds. The library will attempt to provide 

funds for at least an annual increase each year based on the Merit Criteria 

according to Performance Standards. As the library is always striving to fairly 
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compensate employees, the Board may approve across the board increases or 

bonuses when funds are available.  

 

Merit-based pay adjustments are awarded by Sycamore Public Library in an 

effort to recognize truly superior employee performance.  The decision to award 

such an adjustment is dependent upon numerous factors, including the 

information documented by this formal performance evaluation process. No 

merit increases will be given unless the employee has completed an annual self-

evaluation and the supervisor has completed an annual written evaluation 

which has been signed by the employee, supervisor, and the director. 

(See the procedure section of the manual for the Self-Evaluation Form and the 

Performance Standards.) 
 

B. Grievance Procedure Policy  
1. An employee who has a grievance is to bring to the complaint to the 

attention of her/his supervisor or the Director.  

 

2. The grievance process will be the exclusive means of resolving any problem 

or difference any employee may have in regard to the terms or conditions of 

employment. 

 

3. An employee with a personal grievance or complaint must discuss the 

situation with his/her supervisor. 

 

4. If the grievance or complaint is not resolved at this level, or if the employee 

feels the situation is such that meaningful communication with the supervisor 

is not feasible, the employee must request a meeting with the Director. The 

Director will work with all parties to affect a solution within five business days. 

 

5. If the grievance still remains unresolved, the employee may present the 

problem in writing to one of the Board Officers through the Director. The 

Board officers will conduct an investigation of the grievance and give the 

employee a written answer within seven business days. 

 

6. If the grievance still remains unresolved, the employee may submit a written 

request through one of the Board Officers that the grievance be submitted to 

the Board of Trustees. Such a request must be received within five working 

days of the Board Officer’s written response to the employee. The grievance 

will be placed on the agenda for the next Board meeting for executive 

session. The decision of the Board of Trustees will be final. 

 

7. Disciplinary Action: Employees serve at the will of the library. A set of 
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performance standards have been implemented and each employee has a 

job description. The goal of the library is to retain employees and improve 

performance all the time. If an employee is not meeting the library’s 

performance standards, attempts will be made to provide the employee the 

opportunity to make improvements. All disciplinary cases will be 

documented in writing by a supervisor. Verbal corrections will be put into 

writing to memorialize the conversation. Procedures for documenting 

employee performance problems should follow examples given in the book 

“101 Sample Write-Ups for Documenting Employee Performance Problems” 

by Paul Falcone. The book is kept in the Director’s office. 

 

8.  A few disciplinary problems may lead to immediate termination. These 

include: 

1. Breaking the Drug and Alcohol Free Workplace Policy 

2. Sexual harassment of an employee or patron 

3. Endangerment to one’s own, co-workers, or patron’s lives while on duty. 

C. Break Time for Nursing Mothers 
An employee who is nursing may take a reasonable amount of break time and 

space to express milk as frequently as needed. 

D. Grandfather Clause Sick Leave 

1. Full-time employees will no longer earn sick time at the beginning of his/her 

next anniversary after May 11, 2005. 

 

2. Sick time hours that have accrued up to the date of the new policy will 

remain on the books and may be used in case of a major illness, need to 

take a leave of absence, or credited to IMRF service credit under IMRF 

guidelines (www.imrf.org). 

 

3. Accumulated sick time will be forfeited if an employee leaves the employ of 

the library for any reason. 

 

A. Voting Privileges 
If an employee’s working hours begin less than 2 hours after the opening of the 

polls and end less than 2 hours before the closing of the polls, the employee 

may take up to two paid work hours to vote. The employee must make prior 

arrangements with their supervisor.  

 

B. Employee Blood Donation Leave 
Full time, non-exempt employees may take up to one hour of paid time to 

donate blood every 56 days. The employee must request the leave at least one 
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week in advance of the leave. Upon return to work, proof of the blood donation 

or attempt to donate must be presented to their supervisor. 
 

C. Family Military Leave 

Under the Illinois Family Military Leave Act, eligible employees who are the 

spouses or parents of a person called to state or federal military service lasting 

longer than thirty days are eligible for unpaid leave up to 30 days. 

1. An employee is eligible if he or she has worked at least twelve months and at 

least 1, 250 hours in the twelve months immediately preceding the requested 

leave.  

 

2. An employee must first exhaust all of his or her accrued Paid Hours Off 

(PHO’s), before he or she is eligible for benefits under the Act. 

 

3. Employees must give the Library at least 14 day notice of the intended date 

upon which the family military leave will commence if leave will consists of 5 

or more consecutive work days.  The City will not interfere with or restrain an 

eligible employee’s request for leave, and will not retaliate against 

employees who exercise this right. 

 

4. During family military leave, the Library will make it possible for qualified 

employees to continue their benefits at the employee’s normal contribution 

rate. 

 

5. Employees who return to work from Family Military Leave are entitled to return 

to their job or an equivalent position without the loss of benefits or pay. 

D. Death of Employee 
Upon the death of a library employee who was a participant of IMRF, payment 

to the end of the pay period in which death occurred, and payment for any 

P.H.O’s, will be made to the employee’s beneficiary(s) named on the IMRF 

Designation of Beneficiary form. 

A. Domestic Violence  

Domestic violence is a serious problem that adversely affects the well-being and 

productivity of all employees who are victims, as well as their co-workers. 

Sycamore Public Library will assist employees who are victims of domestic 

violence and will take measures to create a safe working environment for them. 

All sensitive information will be kept confidential to maintain respect for the 

privacy of the reporting employee(s). 
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A. Name Tags   
Name tags are to be worn whenever you are in the public areas of the library. 

There are two styles of nametags. The magnetic back engraved nametag and 

the lanyard with a laminated nametag. Either is acceptable. If you lose your 

name tag, it is your responsibility to request a replacement from the Office 

Manager. Replacement lanyards are $4.00 and replacement magnetic 

nametags are $11.00. The cost will be deducted from your paycheck. 

Employees may choose to replace their lanyard with a more personalized one. 

As long as they fit within the dress code parameters, this is acceptable. Flair is 

also acceptable under the same guidelines. 

B. Visitors in the Workplace 

1. Children of staff are discouraged from visiting the library during the hours the 

staff member is working. Children of employees who are studying and using 

the library during the time that the employee is working should not interrupt 

library operations and should remain in public areas. When a child must 

accompany an employee to work due to an emergency, the employee 

must be able to continue to perform the responsibilities of his/her job with 

minimal interruptions. 

 

2. Employees should discourage family members and friends from visiting during 

the work period and make arrangements for visits during non-work hours. 

 

II. Compensation Scale  
 

 

Hourly Minimum Maximum 

Page 8.50 13.00 

Department Assistant 10.00 22.00 

Librarian 17.00 25.50 

Maintenance 12.00 18.00 

      

Salary Minimum Maximum 

Department Head / 

Administrative 

40,000.00 60,000.00 

Director 60,000.00 80,000.00 
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III. MERIT INCREASE GUIDELINES  
       

Merit 

Increase 

Criteria 

Fails to meet 5 or 

more position 

and 

employment 

standards 

Meets the 

majority of the 

position and 

employment 

standards 

Meets all 

position and 

employment 

standards 

Clearly meets 

and exceeds 

many position 

and 

employment 

standards 

Increase % 0% 1 - 2% 2 - 4% 4 - 6% 
 

A. Job Descriptions 
Sycamore Library maintains accurate job descriptions for all positions within the 

organization. Each description includes a general job description and the 

following sections, primary duties, secondary duties, qualifications, physical 

demands, and general requirements for all employees. 

 

Sycamore Library maintains job descriptions to aid in orienting new employees 

to their jobs, identifying the requirements of each position, establishing hiring 

criteria, setting standards for employee performance evaluations, and 

establishing a basis for making reasonable accommodations for individuals with 

disabilities. 

 

The Director and the department heads prepare job descriptions which are 

approved by the Board of Trustees when new positions are created. Job 

descriptions will be rewritten periodically to reflect any changes in the position's 

duties and responsibilities. All employees are expected to help ensure that their 

job descriptions are accurate and current. 

 

Job descriptions do not necessarily cover every task or duty that might be 

assigned, and that additional responsibilities may be assigned as necessary. 
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II. Introduction 

 A. Welcome to Sycamore Public Library    

Sycamore Library has prepared this handbook to provide you with an overview of the Library’s policies, 

benefits, and rules.  PLEASE READ IT CAREFULLY. It is intended to familiarize you with important 

information about the Library, as well as provide guidelines for your employment experience with us in 

an effort to foster a safe and healthy work environment.    

All personnel policies are a condition of employment and will apply in addition to any applicable laws 

and regulations. Upon completion of your review of this handbook, please sign the acknowledgement 

statement on the last page and return to the Office Manager by ______________.   

Thank you for joining our team!   

For assistance or questions regarding any of these handbook policies, you may talk with the Office 

Manager or Executive Director.    

Business Hours of Operation:    

Monday through Thursday: 9:00 a.m. to 8:00 p.m.                 

Friday 9:00 a.m. to 6:00 p.m.     

Saturday: 9:00 a.m. to 5:00 p.m.     

Sunday:   1:00 p.m. – 5:00 p.m.   

Business Contact Information:    

Phone number (main line): 815-895-2500   

Address: 103 E. State St., Sycamore, IL 60178       Web address:   www.sycamorelibrary.org   In case of an 

emergency, contact: the Director or your supervisor. _____________________________.   

 For life threatening emergencies, contact 911    
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I. INTRODUCTION 

A. Welcome to Sycamore Public Library 
Sycamore Library has prepared this handbook to provide you with an overview 

of the Library’s personnel policies, benefits, and procedures.  PLEASE READ IT 

CAREFULLY. It is intended to familiarize you with important information about the 

Library, as well as provide guidelines for your employment experience with us in 

an effort to foster a safe and healthy work environment.  

 

All personnel policies are a condition of employment and will apply in addition 

to any applicable laws and regulations.  

 

For assistance or questions regarding any of these policies, you may talk with 

your immediate supervisor or the Director.  

 

Business Hours of Operation:  

 

Monday through Thursday 9:00 a.m. to 8:00 p.m. 

Friday 9:00 a.m. to 6:00 p.m. 

Saturday 9:00 a.m. to 5:00 p.m. 

Sunday 1:00 p.m. to 5:00 p.m. 

 

Business Contact Information:  

  

Phone number (main line) 815-895-2500 

Address 103 E. State Street, Sycamore, IL 60178 

Web address www.sycamorelibrary.org 

  

In case of an emergency, contact the Director or your supervisor. 
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