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SYCAMORE PUBLIC LIBRARY
Agenda- BOARD OF TRUSTEES MEETING
Board Room: March 14, 2017 at 5:30 p.m.

Call To order
Changes to and Approval of Agenda
Public Comment
Announcements
Directors Report
a. Llibrary Updates, News, and History Lesson
b. Library Report and Monthly Statistics
Treasurers Report and Management’s Internal Reports Including Monthly Bills For Approval
Consent Agenda
a. Approval Of the Minutes:
i. Regular Meeting, February 14, 2017
Presentations and Trustee Information:
a. Committee Updates
i. Community Engagement Committee Update- Jan
ii. Personnel Committee Update- Nancy
Old Business
da. Phone Provider Switch- Board Direction Requested
b. Background Checks- Board Direction Requested
c. Policies
i. Equal Opportunity Employment- Board Vote Required
FOIA
i. States Attorney Communication
ii. FOIA Policy Update- Board Vote Required
New Business

o

da. Landscaping Options- Board Direction Requested

b. Parking Lot Construction- Board Direction Requested

Closed Session

a. 5ILCS 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.

Any Action Regarding Closed Session

Adjournment



Library Report for February 2017

To: Board of Trustees
From: Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop, Laurie Mann
Date: March 10, 2017

Personnel

The Library has hired Laurie Mann as Adult Services Manager. Laurie’s first day was February 13,
2017. We welcome Laurie to the Library team.

ol

" Anniversaries in February: Essie McMahon, 1 year on February 10",
The Library has created a Sunshine Committee to enhance staff morale. Jill, Julie, Laurie, Mary, Emily,
Erig, and Linda have all volunteered to assist the new committee.

Finance

il

¥ The benchmark for the budget at the end of February is 5/6th of the budget or 83.3 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 $1,156,536 which is 98% of our anticipated income
for the year. Expenses at the end of February are $877,261 which is 75% of what we budgeted to
spend this year.

"

February Gifts, Memorials, and Donations: There were no donations in February.

Buildings and Grounds

Ll
Pete completed painting the lower level woman’s washroom and the break room. Pete has been busy
with working on shelving projects and miscellaneous repairs throughout the building.

Professional Development
7 . . . . - . .
* Jesse, Jill, Laurie and Julie attended Prairie Cat training on taking reservations for programs through

Sierra.

Ll

¥ Julie attended the Children’s Literature Breakfast to learn about and meet lllinois authors and
Illustrators, as well as stay abreast of current trends in child and teen materials.

Ll

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

o . . . .

*  Jesse attended a webinar on serving patrons with Dementia.

1l

Jesse attended the Making Meetings Work webinar to streamline staff meetings.

Public Relations, Advocacy, Marketing

bl

¥ The SPL Facebook page now has 1,965 fans!
bl

¥ SPL has 622 Twitter followers!

Youth and Teen Services

il
¥ The YTS Team continues to be hard at work refreshing our collection: 290 books have been
withdrawn from the Youth collection, and 216 audiobooks have been withdrawn, due to condition

and /or lack of use, freeing up space on the shelves for new and exciting materials.
o
¥ The YTS Team is now fully staffed, and excited to have our newest member, Laura, as part of our

team.



il
¥ We began two new sensory art programs: Toddler Art and Preschool Picasso. Both programs filled

up fast and the kids and parents had a great time!
Ll
*  Started new Homework Help drop-in program, staffed by SPLAG members. SPLAG members have

familiarized themselves with our new resource, Brainfuse, and are ready to help any students that

drop in.
Ll
" Visited Two Rivers Head Start in order to get kids excited about and familiar with the library,

starting at a young age. Shared songs, stories and facts about the library with 76 Children! (This is

listed in the statistics as “Outreach”)
o
¥ Battle of the Books continues to be incredibly popular, with 140 attendees at the Competition at

North Elementary this month (This is listed in the statistics as “Outreach”)

Adult and Information Services

5 . . .
*  SPL welcomed Tom Sharpe from Mannheim Steamroller for a percussion performance. We received

numerous compliments about Mr. Sharpe’s performance and requests to host him again. Over 80

patrons attended the concert.
il
* The Adult department will be adding Playaways this spring. Playaways are portable media players

which require only a battery and headphones to use. We are currently choosing 22 Playaways to

kick off the new collection.
Ll
¥ The department is hard at work preparing for Summer Reading Club. We will be finalizing

programs, displays, and crafts for the upcoming SRC.

Respectfully Submitted,

Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop, Laurie Mann



PREVIOUS| CURRENT

Sycamore Library Statistics Feb-16 | Feb-17 | YTD(15-16)| YTD(16-17)
Library Attendance (Door Count) 9,561 9,461 111,637 105,970
Meeting Room Use 28 29 300 278
Meeting Room Attendance 373 318 2,967 3,473
Materials Loaned
Books 10,247 9,985 118,809 112,876
DVDs 4,770 4,545 47,720 49,603
Music 783 569 8,047 6,812
Audiobooks 595 489 6,259 5,685
Magazines 177 128 2,097 1,566
Puzzles 3 11 112 45
Other (electronics . . .) 20 21 332 216

Total Circulation (includes electronic circulation) 17,739| 17,139 195,604 190,473
InterLibrary Loan
Lent to Other Libraries 1,701 0 16,159 13,577
Borrowed from Other libraries 1,712 0 17,116 16,018
Electronic Circulation
E-Resources 1,144 1,391 12,228 13,670
Subscription Database Use 7781 2,209 9,625 9,580
Patrons
New Resident Cards 47 39 611 563
New Non-Resident Cards 1 2 9 16
Total Library Cards 9,864| 7,747 9,864 7,747
Family Cards 2,134 2,222 2,134 2,222
Programming
Number of Programs 43 38 377 335
Program Attendance 760 634 10,634 8,966
Number of Outreach Events 4 6 115 70
Outreach Attendance/Impact 31 258 3,196 3,913
Computer Use
Total Computer Usage Hours 912 817 9,583 9,008
Total Computer Users 1,268 1,111 12,602 11,957
Wi-Fi Connections 2,183 2,608 21,433 26,100




Finance Notes February 2017

. There were no PPRT payments or Impact Fee deposits for February.

We continue to review this FY budget and FY18 budget addressing areas with
tight budget lines such as Wages and Technology. Jesse and | will meet next
week before the Finance meeting to make sure our recommendations
presented in the fall are accurate and real for FY18.

. The Library received our new Business Edition Plus Credit Card from the First

National Bank of Omaha. The credit card is in the Library’s name, and not the
Director’s. Jesse, Julie, Jill and Pete will receive credit cards. Jesse and
Melissa are the Authorized Representatives on the account. Melissa has a
card which will be kept locked in the safe in case of an emergency.

On the Ordinary Income/Expense YTD-Budget report to get an accurate
percent of the budget for health insurance you need to combine the 8175
Health Insurance Line with the 8175.1 HSA line to receive an actual percent
spent so far this year which is 78%. In the 8215 PR/Publicity line we have yet
to spend these funds but will do so when we do our Spring Newsletter. 8170
line/Payroll fee’s will be slightly over budget this year due to increase in
W’2’s from last year.

We are currently getting quotes on Landscaping for Spring and Fall 2017 and
for Phone Service.

. Jesse met with a representative of DeKalb County to talk about the Parking
lot project scheduled for Spring 2018.



3:35PM Sycamore Public Library
02/23/17

Advanced Disposal
Angela Carter

Baker & Taylor - Adult Acct
Baker & Taylor - Childrens
Baker & Taylor - Young Adult
Barn on Baseline

Blue Cross Blue Shield
Cengage Learning

Center Point Large Print
City of Sycamore IMRF
CMJ Technologies
Demco

First Midwest Bank
Frontier

Jesse Butz

Klein, Thorpe and Jenkins LTD
Malta Township Library
Marcotte Music

Mary Holtrop

Mary Holtrop

Mid-City Office Products
NCPERS

NiCor Gas

Office Depot

Penguin Random House
Pete Springmire

Principal

Recorded Books

RKDixon

Tammy Johnston

Taste of Home Books

The Child's World

The Hartfored

University of lllinois Press

Waterworks

Bill's List
February 2017
Current Purpose
152.05 Monthly garbage
55.00 Musical mornings
1,935.24 Adult books
1,962.48 Children's books
11.04 Teen bools
410.00 Donation from SPLAG
4,645.57 March Health Insurance
369.79 Adult large print
293.41 Adult large print
4,652.79 IMRF for February 2017
632.50 Faronics Software
133.46 CD 2 ring albums and vistafoil laminate
958.35 Health Savings Account Laurie Mann
595.12 telephone
9.99 Fax.com reimbursement
70.00 district library legal fee's
23.00 J. Butz Staff Development Day
200.00 March Concert program
223.82 MAI, battery back up, stamps
31.88 Fat Tuesday party and thermal paper
117.70 termal paper for Circulation
80.00 Employee paid life insurance
795.61 natural gas
132.64 office supplies
116.25 audio books
146.46 menards and mileage
548.11 Dental and Vision insurance
193.98 audio books
106.45 copy contract and overages
85.52 program supplies and ILL postage
32.98 Adult books
590.45 Children's books
59.00 Balance after audit for Workman's Comp
75.00 Il State Historical Society Periodical
58.50 bottled water
20,504.14

Page 1 of 1



Sycamore Public Library

Balance Sheet
As of February 28, 2017

ASSETS
Current Assets
Checking/Savings

1011 - Operating Checking

1020 - Library Cash on Hand

1028 - Impact Fees Savings Account

1031 - Special Reserve Fund Money Mkt
1031.01 - SR Window Fund
1031 - Special Reserve Fund Money Mkt - Other

Total 1031 - Special Reserve Fund Money Mkt

1075 - 1st Mid Operating Money Market
1076 - 1st Mid RestrictedOperating MM
1078 - 1st Mid Contingency & Bldg MM
1083 - lllinois National Bank/E-Pay
1084 - US Bank/e-pay

Total Checking/Savings

Accounts Receivable
ACCOUNTS RECEIVABLE
1210 - Accounts Receivable
1220 - Property Tax Receivables
1230 - PPRT Receivables
Total ACCOUNTS RECEIVABLE

Total Accounts Receivable

Other Current Assets
1180 - Prepaid - Other
INVESTMENTS
1310 - B & R Hackett Endowment Fund
Total INVESTMENTS

Total Other Current Assets

Total Current Assets

Fixed Assets
FIXED ASSETS
1410 - BUILDING
1420 - LAND
1430 - EQUIPMENT
1440 - ACCUMULATED DEPRECIATION
Total FIXED ASSETS

For Management Purposes Only

Feb 28, 17

2,236
213
35,531

25,808
16,341

42,149

397,799
14,912
98,320

1,000
11,934
604,094

0
1,020,309
15,270

1,035,579

1,035,579

137,969

137,969

137,969

1,777,642

5,625,491
114,391
1,612,236
-3,785,925

3,566,193

Page 1 of 3



Sycamore Public Library
Balance Sheet

As of February 28, Zpgb?

Total Fixed Assets

TOTAL ASSETS

LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable
2000 - Accounts Payable

Total Accounts Payable

Other Current Liabilities

2100 - Payroll Liabilities
2130 - Federal p/r tax payable
2140 - IL p/r tax payable
2160 - IMRF Withholdings
2162 - Health Insurance W/H
2171 - NCPER Withholdings
2173 - Dental Vision, Life Withholding
2175 - YMCA Membership

Total 2100 - Payroll Liabilities

2210 - AIP

2220 - Accrued Payroll

2255 - Voluntary Life Ins

2260 - Library Deferred Tax
2280 - Deferred Property Taxes
2290 - Compensated Absences

Total Other Current Liabilities

Total Current Liabilities

Long Term Liabilities
2295 - Net Pension Liability
1900 - Deferred Outflows
2555 - Loan - Construction

Total Long Term Liabilities
Total Liabilities
Equity

PERM Restricted Fund Balance

2920 - B & R Hackett Endowment Fund
Total PERM Restricted Fund Balance

For Management Purposes Only

28, 17

3,566,193

5,343,835

7,833
7,833

252
-1,907
32
-3
49
-2,081

9,550
11,033

7

0
1,020,309
38,656
1,077,474

1,085,307

263,565
-157,895
373,449
479,119

1,564,426
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Sycamore Public Library
Balance Sheet

As of February 28, Zpgb?

2910 - TEMP Restricted Fund Balance
2911 - Impact Fees Fund
2912 - Capital Fund Savings
2913 - Special Reserve Fund Balance
2913.01 - SR Window Fund
2913.02 - Other Special Reserve Funds

Total 2913 - Special Reserve Fund Balance

2915 - Restricted Operating Funds
2915.01 - Grants Misc
2915.02 - Gifts/Donation
2915.03 - Memorials & Honorariums
2915.04 - SPLAG
2915.05 - Other

Total 2915 - Restricted Operating Funds

2910 - TEMP Restricted Fund Balance - Other
Total 2910 - TEMP Restricted Fund Balance

2930 - TEMP VARIANCE - FUND BALANCE
2940 - Retained Earnings

2950 - Current Year Gain/Loss

Net Income

Total Equity

TOTAL LIABILITIES & EQUITY

For Management Purposes Only

10

28, 17

0
3,472,456
0

306,953
3,779,409

5,343,835
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Sycamore Public Library

Special Income / Expense - Monthly vs YTD
February 2017

Other Income/Expense
Other Income
DONATIONS
4300 - Building Fund Donations
Total DONATIONS

IMPACT FEE ACCT
4400 - Impact Fees
Total IMPACT FEE ACCT
INTEREST INCOME
4600 - Money Market Restricted
4610 - Impact Fees Savings
4630 - Special Reserve Fund
Total INTEREST INCOME
Total Other Income

Net Other Income

Net Income

For Management Purposes Only

Feb 17 May '16 - Feb 17
60 300
60 300

0 4,359
0 4,359
3 32
1 6
1 11
5 49
65 4,708
65 4,708
65 4,708

11
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Sycamore Public Library

Ordinary Income / Expense - Monthly vs. YTD
February 2017

Feb 17 May '16 - Feb 17
Ordinary Income/Expense
Income
TAX REVENUE
3400 - PPR Tax 0 70,181
3410 - Property 0 1,020,430
Total TAX REVENUE 0 1,090,611
OPERATIONS
3600 - Fines
3600.01 - Lost and Damage Materials 100 959
3600 - Fines - Other 1,809 16,476
Total 3600 - Fines 1,909 17,435
3620 - Sales 136 1,766
3630 - Non-Resident Fee Cards
3630.01 - NR Internet fee cards 50 745
3630 - Non-Resident Fee Cards - Other 203 8,912
Total 3630 - Non-Resident Fee Cards 253 9,657
3650 - Copies/Printing
3650.01 - Fax Services 73 1,009
3650 - Copies/Printing - Other 458 4,669
Total 3650 - Copies/Printing 531 5,678
Total OPERATIONS 2,829 34,536
ACCT EARNINGS
3700 - Interest
3700.01 - Operating 0 4
3700.02 - Money Market Operating 96 1,129
3700.03 - Money Market Contingency & Bldg 22 236
3700.04 - US Bank/e-pay 5 26
Total 3700 - Interest 123 1,395
Total ACCT EARNINGS 123 1,395
MISCELLANEOUS REVENUE
3880 - Gifts, Memorials, Grants, SPLAG 0 4,792
3800 - Donation Jar 38 413
3810 - Meeting room fees 365 2,735
3820 - County Law Library Revenue 850 2,650
3830 - Sycamore Library Fund - DCCF 0 985
3840 - Lillian Boynton Book Fund 0 4,909

For management purposes only 1 2 Page 1 of 5



Sycamore Public Library
Ordinary Income / Expense - Monthly vs. YTD

February 2017

3870 - OCLC-ILL Fees
Total MISCELLANEOUS REVENUE

GRANTS
3900 - Per Capita
Total GRANTS

Total Income
Gross Profit

Expense

WAGE EXPENSES
8100 - Gross Wages
8101.1 - Paid Time Off Wages
8170 - Payroll Fees
8171 - FICA
8173 - IMRF
8175 - Health Insurance
8175.1 - H.S.A. Employee Acct
8177 - Medicare

Total WAGE EXPENSES

ADMINISTRATION
8200 - Memberships & Commissions
8210 - Audit Fees
8211 - Legal fees
8213 - LIMRICC Unemployment Insurance
8214 - Professional Development
8215 - PR/Publicity
8216 - Mileage Reimbursement
8217 - Postage & Shipping
8219 - Insurance

Total ADMINISTRATION

MATERIALS
Children's Materials
8201.01 - Children's DVDs
8201.02 - Child and Teen Audio Books
8201.03 - Children's Music
8201.06 - Child and Teen Books

Total Children's Materials

Adult Materials

For management purposes only 13

Feb 17 May '16 - Feb 17
0 5
1,253 16,489
0 13,505
0 13,505
4,205 1,156,536
4,205 1,156,536
37,048 408,919
1,574 20,925
388 2,030
2,291 25,504
3,263 36,508
3,497 40,838
958 14,758
536 5,965
49,555 555,447
0 1,055
0 5,350
0 9,929
0 -146
118 1,131
-1 2,640
9 602
117 1,172
59 15,769
292 37,502
0 330
0 595
0 154
2,564 19,179
2,564 20,258
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Sycamore Public Library
Ordinary Income / Expense - Monthly vs. YTD

February 2017

8203.01 - Adult Foreign Language
8203.03 - Adult Books

8203.04 - Adult and Teen DVDs
8203.05 - Adult Audio Books
8203.06 - Adult Music CDs

Total Adult Materials

8204 -
8205 -
8206 -
8207 -

Periodicals
Lillian Boynton Book Fund
E-Resources

Automated Subscriptions

Total MATERIALS

PROGRAMS
Children
8301.01 - Performers
8301.02 - Supplies
Total Children

Young Adult
8302.01 - Young Adult Programming

Total Young Adult

Adult

8303.01 - Performers
8303.02 - Supplies
Total Adult

Total PROGRAMS

CONTRACTUAL SERVICES

8300

8310 -
8311 -
8312 -
8313 -
8314 -
8316 -
8317 -
8320 -

- Phone System Maintenance
Photocopiers

Pest Control

Cleaning Service

Elevator

HVAC Maintenance

Alarm Service Fire

Besam - Automatic Door

Security

CONTRACTUAL SERVICES - Other

Total CONTRACTUAL SERVICES

TECHNOLOGY

For management purposes only 14

Feb 17 May '16 - Feb 17
0 235
2,631 36,750
0 5,384
310 3,058
0 1,553
2,941 46,980
75 5,631
0 4,909
0 8,060
0 13,507
5,580 99,345
55 884
37 970
92 1,854
0 726
0 726
200 1,944
15 318
215 2,262
307 4,842
0 2,542
106 1,783
0 100
0 11,655
0 2,883
0 5,469
0 2,625
0 735
0 3,424
0 46
106 31,262

Page 30of 5



8330.01 -
8330.02 -
8330.03 -
8330.04 -
8330.06 -

Sycamore Public Library
Ordinary Income / Expense - Monthly vs. YTD

February 2017

Online System

Access Management System
Telecommunications
Software

Technical Support

Total TECHNOLOGY

SUPPLIES

8400 - Office

8401 - Processing
8402 - Janitorial

Total SUPPLIES

FURNISHINGS
8410 - Equipment/Furniture

8411 - Technology Supplies
8412 - Computers

Total FURNISHINGS

MAINTENANCE
8420 - Building
8421 - Equipment
8422 - Grounds
8424 - Trash

Total MAINTENANCE

UTILITIES

8431 - Telephone
8432 - Gas

Total UTILITIES

MISCELLANEOUS EXPENSES

8610 - Gifts, Donations, Grants, SPLAG
8610.05 - Donation Expense/Misc

8610.04 - Donation Expense/Prof Services

8610.03 - Donation Expense/Programs
8610 - Gifts, Donations, Grants, SPLAG - Other

Total 8610 - Gifts, Donations, Grants, SPLAG

8600
8601 -
8602 -
8604 -
8605 -

- Personal Orders

Service Fees

Contingency
Consultant/Outside Services
OCLC-ILL Fees

For management purposes only

15

Feb 17 May '16 - Feb 17
0 12,731
0 2,328
0 2,795
633 1,263
0 18,253
633 37,370
292 2,643
96 3,008
20 2,952
408 8,603
0 641
80 925
-900 9,843
-820 11,409
138 11,578
0 292
0 44
152 1,467
290 13,381
605 3,736
796 3,830
1,401 7,566
0 2,661
70 8,733
0 70
410 2,053
480 13,517
0 -57
59 566
15 376
0 1,372
0 307

Page 4 of 5



Sycamore Public Library
Ordinary Income / Expense - Monthly vs. YTD

Total MISCELLANEOUS EXPENSES
MORTGAGE
8611 - Library Mortgage Debt
8612 - Mortgage debt-interest
Total MORTGAGE
Total Expense

Net Ordinary Income

Net Income

For management purposes only

February 2017

16

Feb 17 May '16 - Feb 17
554 16,081
2,455 24,425
693 7,055
3,148 31,480
61,454 854,288
-57,249 302,248
-57,249 302,248

Page 50of 5



Ordinary Income/Expense

Income

TAX REVENUE

3400 - PPR Tax
3410 - Property

Total TAX REVENUE

OPERATIONS

3600 - Fines

Sycamore Public Library

Ordinary Income / Expense - YTD vs. Budget

May 2016 through April 2017

3600.01 - Lost and Damage Materials
3600 - Fines - Other

Total 3600 - Fines

3620 - Sales

3630 - Non-Resident Fee Cards
3630.01 - NR Internet fee cards
3630 - Non-Resident Fee Cards - Other

Total 3630 - Non-Resident Fee Cards

3650 - Copies/Printing
3650.01 - Fax Services
3650 - Copies/Printing - Other

Total 3650 - Copies/Printing

Total OPERATIONS

ACCT EARNINGS

3700 - Interest
3700.01 -
3700.02 -
3700.03 -

Operating
Money Market Operating
Money Market Contingency & Bldg

3700.04 -

US Bank/e-pay

Total 3700 - Interest

Total ACCT EARNINGS

MISCELLANEOUS REVENUE

3880 -
3800 -
3810 -
3820 -
3830 -
3840 -

For management purposes only

Donation Jar

Gifts, Memorials, Grants, SPLAG

Meeting room fees

County Law Library Revenue
Sycamore Library Fund - DCCF
Lillian Boynton Book Fund

17

May '16 - Apr 17 Budget $ Over Budget % of Budget
70,181 88,000 -17,819 80%
1,020,430 1,020,287 143 100%
1,090,611 1,108,287 -17,676 98%
959
16,476 23,000 -6,524 72%
17,435 23,000 -5,565 76%
1,766 2,000 -234 88%
745 900 -155 83%
8,912 9,000 -88 99%
9,657 9,900 -243 98%
1,009 1,000 9 101%
4,669 6,200 -1,531 75%
5,678 7,200 -1,5622 79%
34,536 42,100 -7,564 82%
4 12 -8 33%
1,129 220 909 513%
236 85 151 278%
26
1,395 317 1,078 440%
1,395 317 1,078 440%
4,792
413 880 -467 47%
2,735 1,700 1,035 161%
2,650 2,600 50 102%
985 985 100%
4,909 4,909 100%
Page 1 of 5



Sycamore Public Library

Ordinary Income / Expense - YTD vs. Budget

May 2016 through April 2017

3870 - OCLC-ILL Fees
Total MISCELLANEOUS REVENUE

GRANTS
3900 - Per Capita
Total GRANTS

Total Income

Gross Profit

Expense

WAGE EXPENSES
8100 - Gross Wages
8101.1 - Paid Time Off Wages
8170 - Payroll Fees
8171 - FICA
8173 - IMRF
8175 - Health Insurance
8175.1 - H.S.A. Employee Acct
8177 - Medicare

Total WAGE EXPENSES

ADMINISTRATION
8200 - Memberships & Commissions
8210 - Audit Fees
8211 - Legal fees
8212 - Hiring & Placement
8213 - LIMRICC Unemployment Insurance
8214 - Professional Development
8215 - PR/Publicity
8216 - Mileage Reimbursement
8217 - Postage & Shipping
8219 - Insurance

Total ADMINISTRATION

MATERIALS
Children's Materials
8201.01 - Children's DVDs
8201.02 - Child and Teen Audio Books
8201.03 - Children's Music
8201.04 - Child and Teen Foreign Language
8201.06 - Child and Teen Books

Total Children's Materials

For management purposes only

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

5 10 -5 50%

16,489 11,084 5,405 149%

13,505 13,505 0 100%

13,505 13,505 0 100%

1,156,536 1,175,293 -18,757 98%

1,156,536 1,175,293 -18,757 98%

429,774 578,000 -148,226 74%
21,350

2,115 2,330 -215 91%

26,765 35,500 -8,735 75%

36,508 52,000 -15,492 70%

40,838 70,500 -29,662 58%
14,758

6,259 8,550 -2,291 73%

578,367 746,880 -168,513 77%

1,055 1,800 -745 59%

5,350 7,000 -1,650 76%

9,929 13,000 -3,071 76%

0 200 -200 0%

-146 1,600 -1,746 -9%

1,131 5,000 -3,869 23%

2,640 10,500 -7,860 25%

602 2,800 -2,198 22%

1,172 1,910 -738 61%

15,769 18,000 -2,231 88%

37,502 61,810 -24,308 61%

330 950 -620 35%

595 2,850 -2,255 21%

154 450 -296 34%

0 600 -600 0%

19,179 34,780 -15,601 55%

20,258 39,630 -19,372 51%

1 8 Page 2 of 5



Sycamore Public Library

Ordinary Income / Expense - YTD vs. Budget

Adult Materials
8203.01 - Adult Foreign Language
8203.03 - Adult Books
8203.04 - Adult and Teen DVDs
8203.05 - Adult Audio Books
8203.06 - Adult Music CDs

Total Adult Materials

8204 - Periodicals

8205 - Lillian Boynton Book Fund

8206 - E-Resources

8207 - Automated Subscriptions
Total MATERIALS

PROGRAMS
Children
8301.01 - Performers
8301.02 - Supplies
Total Children

Young Adult
8302.01 - Young Adult Programming
Total Young Adult

Adult
8303.01 - Performers
8303.02 - Supplies
Total Adult

Total PROGRAMS

CONTRACTUAL SERVICES
8300 - Phone System Maintenance
8310 - Photocopiers
8311 - Pest Control
8312 - Cleaning Service
8313 - Elevator
8314 - HVAC Maintenance
8316 - Alarm Service Fire
8317 - Besam - Automatic Door
8320 - Security
CONTRACTUAL SERVICES - Other
Total CONTRACTUAL SERVICES

For management purposes only

May 2016 through April 2017

19

May '16 - Apr 17 Budget $ Over Budget % of Budget
235 550 -315 43%
36,750 51,050 -14,300 72%
5,384 7,500 -2,116 72%
3,058 5,100 -2,042 60%
1,553 3,500 -1,947 44%
46,980 67,700 -20,720 69%
5,631 5,500 131 102%
4,909 4,909 0 100%
8,060 13,000 -4,940 62%
13,507 15,000 -1,493 90%
99,345 145,739 -46,394 68%
884 3,000 -2,116 29%
970 1,700 -730 57%
1,854 4,700 -2,846 39%
726 1,700 -974 43%
726 1,700 -974 43%
1,944 2,200 -256 88%
318 500 -182 64%
2,262 2,700 -438 84%
4,842 9,100 -4,258 53%
2,542 332 2,210 766%
1,783 5,600 -3,817 32%
100 400 -300 25%
11,655 16,835 -5,180 69%
2,883 3,000 -117 96%
5,469 5,562 -93 98%
2,625 3,570 -945 74%
735 750 -15 98%
3,424 700 2,724 489%
46
31,262 36,749 -5,487 85%
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Sycamore Public Library

Ordinary Income / Expense - YTD vs. Budget

May 2016 through April 2017

TECHNOLOGY
8330.01 - Online System
8330.02 - Access Management System
8330.03 - Telecommunications
8330.04 - Software
8330.06 - Technical Support

Total TECHNOLOGY

SUPPLIES
8400 - Office
8401 - Processing
8402 - Janitorial
Total SUPPLIES

FURNISHINGS
8410 - Equipment/Furniture
8411 - Technology Supplies
8412 - Computers

Total FURNISHINGS

MAINTENANCE
8420 - Building
8421 - Equipment
8422 - Grounds
8424 - Trash
Total MAINTENANCE

UTILITIES
8431 - Telephone
8432 - Gas

Total UTILITIES

MISCELLANEOUS EXPENSES
8610 - Gifts, Donations, Grants, SPLAG
8610.05 - Donation Expense/Misc
8610.04 - Donation Expense/Prof Services
8610.03 - Donation Expense/Programs
8610 - Gifts, Donations, Grants, SPLAG - Other
Total 8610 - Gifts, Donations, Grants, SPLAG

8600 - Personal Orders

8601 - Service Fees
8602 - Contingency

For management purposes only
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May '16 - Apr 17 Budget $ Over Budget % of Budget
12,731 17,800 -5,069 72%
2,328 2,328 0 100%
2,795 3,300 -505 85%
1,263 2,000 -737 63%
18,253 18,600 -347 98%
37,370 44,028 -6,658 85%
2,696 4,680 -1,984 58%
3,008 8,050 -5,042 37%
2,952 4,300 -1,348 69%
8,656 17,030 -8,374 51%
641 7,000 -6,359 9%
925 5,100 -4,175 18%
9,843 10,000 -157 98%
11,409 22,100 -10,691 52%
11,578 20,578 -9,000 56%
292 2,500 -2,208 12%
44 11,000 -10,956 0%
1,467 2,000 -533 73%
13,381 36,078 -22,697 37%
3,736 2,100 1,636 178%
3,830 9,785 -5,955 39%
7,566 11,885 -4,319 64%
2,661
8,733
70
2,053
13,517
-57
566 475 91 119%
376 2,500 -2,124 15%
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Ordinary Income / Expense - YTD vs. Budget

8604 - Consultant/Outside Services
8605 - OCLC-ILL Fees

Total MISCELLANEOUS EXPENSES
MORTGAGE
8611 - Library Mortgage Debt
8612 - Mortgage debt-interest
Total MORTGAGE

Total Expense

Net Ordinary Income

For management purposes only

Sycamore Public Library

May 2016 through April 2017

21

May '16 - Apr 17 Budget $ Over Budget % of Budget
1,372 5,000 -3,628 27%
307
16,081 7,975 8,106 202%
24,425 28,000 -3,575 87%
7,055 9,880 -2,825 71%
31,480 37,880 -6,400 83%
877,261 1,177,254 -299,993 75%
279,275 -1,961 281,236 -14,241%
279,275 -1,961 281,236 -14,241%
Page 50of 5



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)

D.
Stouffer

Total

May
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1

1

O

June

1

—_

July
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August

September

October

November

December

January

February
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1
1
1
1
1
1
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1
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1
1
X
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1
1
1
1
1
1
1
X
1
X
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March

April

Total Present

78

Total Absent
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SYCAMORE PUBLIC LIBRARY
BOARD OF TRUSTEES
MINUTES
Regular Meeting 5:30 p.m.
February 14, 2017

I. Call to Order
Treasurer Curt Lang called the regular meeting to order at 5:32 p.m.
Trustees Present: Jan Benson, Jim Bisceglie, Penny Carter, Elizabeth Coats, Nancy Godfrey, Curt
Lang, Dave Stouffer.
Trustees Absent: Melissa Kendzora-Smith, Alexandra Wall
Staff Members Present: Director, Jesse Butz; Office Manager, Mary Holtrop
Visitors Present: Kelsey Graham, Julie Halloran, Laura Hoffman, Jessica Howland, Laurie Mann.

II.  Changes to and Approval of the Agenda
D. Stouffer moved and N. Godfrey seconded the motion to approve the agenda as presented. 7
ayes, 0 nays. The motion carried.

I11. Public Comment
There was no public comment.

IV.  Announcements
C. Lang read a letter that was sent from patron(s) Norm and Gloria Atkins to Melissa Kendzora-
Smith and the Board of Trustees commending Jesse Butz for his customer service in assisting them
with their computer, passwords and devices. The letter was placed in Jesse’s personnel file.

V.  Directors Report
J. Butz reported that this is the first time in over 7 months the Library is fully staff. Over the past
month the department managers have worked diligently to hire 4 new staff members. Introduced to
the board were; Kelsey Graham, from Sycamore hired as Adult Services Assistant; Laura Hoffman
from DeKalb as Youth and Teen Assistant; Jessica Howland, from Sycamore as Circulation-Page;
and Laurie Mann, from Belvidere as Adult Services Manager. ]. Butz reported the Library was in the
news once this past month, an article in the Chronicle about J. Butz as the new director. Since the
article was posted three people from the community have reached out to Butz asking to be part of
the new Friends group. Two additional patrons also requested to be part of the Friends Group.

Butz reported that in an effort to increase the Library’s digital resources and save the Library money,
Butz negotiated the current Zinio contract which lowered the rate and increased the number of
magazines offered.

Butz reviewed the professional development classes attended by himself, J. Carter and M. Holtrop
this past month. M. Holtrop attended a meeting at Management Association of Illinois on Employee
Engagement Surveys. We did an anonymous survey to the staff asking 5 question focusing on the
leadership changes taken place over the past 5 months. The survey questions included employee
satisfaction, communication from management, job satisfaction, changes, and position challenges.
Overall rating was 4.33% out of a total of 5%. The responses included suggestions to make the
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library more patron friendly. One of the areas addressed was signage. J. Butz reported that
department managers met with Banner Up Signs to review the signage in the building. One area

specifically addressed was signage outside the building.

In addition to the survey, there was a quarterly all staff meeting held in January. Department heads
covered the service desk so all staff could attend. The theme of the meeting was change. Discussion
included the changes that have occurred over the past 5 months and the changes that are going to
happen and why we are going to make these changes. The new catch phase in the building is “Why
Not?” Essentially every idea has its possibilities and should be explored and to not let fear interfere
with moving the library forward.

Butz reviewed the statistics with the board.

Butz gave the Board a brief History report that took place in 1942. Butz read an article about the
WWII Victory Book Drive. The Victory Book drive was accepting donated books to give to the
servicemen to read. This successful drive was an example of what a giving community Sycamore is.

Brief discussion followed on the signage inside and outside the building,.

VI.  Treasurers Report
C. Lang reviewed the Finance notes and the Ordinary Income and Expense report. C. Lang
commended J. Butz and M. Holtrop for reviewing the budget lines and items purchased and re-
coding items to reflect accurate spending. J. Butz reviewed our current phone plan. They will be
reaching out to other vendors to negotiate a new contract. They have already found ways to save
money moving forward. The garbage contract will be reviewed in the next month. C. Lang reviewed
the Wage line on the budget report. J. Bisceglie moved and J. Benson seconded the motion to

approve the Treasuret’s report as presented. 7 ayes, 0 nays. The motion carried.

VII. Consent Agenda
P. Carter moved and E. Coats seconded the motion to approve the Consent Agenda including the
correction of Alexandra Wall’s spelling:

1. Regular Meeting, January 10, 2017
ii. Closed Session, January 10, 2017

7 ayes, 0 nays. Motion carried.

VIII. Presentation and Trustee Information
There was no presentation this month. M. Holtrop reviewed the trustee’s terms which are expiring

in May. All contact information needs to be updated.

IX. Old Business
a. District Library Update:
J. Butz reported he spoke with the District Library attorney who stated they have not
quite completed the survey. They will need an addition of $600 to complete the land
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survey. J. Butz also shared speaking with a Prairie Cat employee about another
option for the district library. This option would be the current library remaining a
city library and the current non-district area would create a separate district library.
The district library would go to referendum, do their own levy request and contract
with us to provide their library services. They essentially would be their own public
library without a building and come to us for services. This process would be
initiated by them, the district, not by us. There is one director for two libraries. There
would be 2 boards. Their board would be elected. The board discussed this option.
The board discussed doing surveys in the community. The board also discussed the
current fee structure for non-residents.

Friends Group Update:

J. Butz reported that he and J. Carter met with Fundraising expert Dick Ubl. A letter
was composed to reach out to members of the community to request donations to
start a friends of the library group. Butz explained that this would be the first letter
to go out to the community and local business owners. Butz met with Mayor Mundy
who agreed to co-sign the letter along with Melissa Kendzora Smith and himself.
The letter also invites community members to join the Friends group board. The
next stage will be a smaller request and the final stage will be in the Summer News
Letter. Donations will supplement the library funding and will be used to sponsor
and support programs and materials along with other special projects.

Policy Manual Update:
i. Policies recommended for Removal: Both the older copy and the new
version of the Policy manual were included in the board packet.
ii. Policy Updates:

1. Manual Format, Grammar, and Spelling Modifications: The manual
has been reviewed extensively. The manual has been reformatted,
corrected, cleaned up, and proofread.

2. Introduction Section: J. Butz reported that we reached out to MAI to
ask one question; to review the table of contents and tell us what does
not need to be included in the policy manual. MAI legal team reached out
and sent us our table of contents with recommendations of items that do
not need to be included in the Personnel Policy Manual. J. Butz stated
these recommended policies were removed from the original manual. In
addition, the Introduction was re-written. Butz reviewed the areas that
were removed. The updated manual will have an updated introduction,
the grammatical corrections, and the removal of the un-needed policies.
In the future all changes to policies will be brought to the board showing
the old policy and the updated policy for the board to review. P. Carter
moved and J. Bisceglie seconded the motion to approve the updated
revised Sycamore Public Library Policy. 7 ayes, 0 nays the motion carried.
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d. FOIA Request: J. Butz shared there have been no new FOIA requests since the last

Board meeting.

X.  New Business:

a. Background Check Discussion: J. Butz reported the Library currently does not do
background checks. In light of recent occurrences at other venues Melissa Kendzora-Smith
suggested the Library look into the cost of doing background checks.

i. Hire-Right Express Background Checks: M. Holtrop gave a report on
background checks sharing that she reached out to MAI for their
recommendation which was more of a full service agency and very costly. A
colleague recommended Hire-Right Express where for a small registration
fee of $29.95 the Library can request background checks to be done as
needed. Discussion followed on whether to go back and do background
checks on all current employees and volunteers, what age, and what
volunteers. M.Holtrop will contact Gallagher about the Library’s umbrella
policy as well as poll the Business Managet’s group in regards what other
libraries do for background checks.

b. Committee Meeting Schedules: Committee reports will be included on the agenda.

ii. Finance- March 21 at 5:30.

iii. Community Engagement- -February 28" at 5:00.
iv. Personnel-Upcoming Director Evaluation-Date will be set.

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. The Board did not go into Closed Session.

XII. Any Action Regarding Closed Session
There was no action regarding Closed Session.

XIII.
C. Lang adjourned the meeting at 7:02 p.m.

Respecttully Submitted,

Nancy Godfrey, Secretary

Mary Holtrop, Office Manager, Secretary pro tem
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Current Background Check Policy

A. Background Check
To determine suitability for employment or continued employment in a security sensitive
position, the Sycamore Library has the right to check the criminal conviction records of
any employee or applicant for employment. Consideration will be given to the
relationship between the conviction and the responsibilities of the position that is or will
be held. A relevant job-related conviction is grounds for termination of employment or
non-selection of an applicant. Conviction is defined as including all felonies and
misdemeanors except minor fraffic violations in relation to any position which does not
require driving. For positions that require operation of a motor vehicle, the term
conviction shall include minor traffic violations.

Falsification

Falsification of application materials, including failure to disclose criminal convictions
is grounds for termination of employment or non-selection of an applicant.

Notification

Applicants for employment who are convicted of a criminal violation after they
have applied should contact the Sycamore Library Director within five (5) days of
the conviction. Individuals who have begun employment with the Library must nofify
their supervisor within five (5) days of the conviction. Failure to report a conviction is
grounds for discipline up to and including termination of employment or non-
selection of an applicant. Supervisors should notify Human Resource Services
immediately upon being informed of any such conviction.

Workplace Drug Conviction

Upon receipt of information that an employee has been convicted of a criminal
offense involving drugs in the workplace, the Library is required to make notification
as referenced in the policy Drug and Alcohol Abuse in the Workplace.
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Library

Palatine

Fox River Library

Wilmette
Deerfield

Skokie
Vernon Area PL

Eisenhower PL

Algonquin PL

Cary

Grayslake

Gail Borden
Winnetka

YMCA

Crystal Lake

Does checks? What Service? Cost Employees, Volunteers or both? Age limit Comments
Not under age of
18, will not get
Yes Illinois State Police $10.65 Both information
Hallpass
(www.compudatachec
Yes k.com) $6.00
IntelliCorp
Yes www.intellicorp.net) Employees but not Volunteers
Yes lllinois State Police Employees and interns but not volunteers
Employees and, All Volunteers under Sex
Yes Illinois State Police offender registry only Only over 18
lllinois State Police, State police does not cast
Beginning may switch to Aurico. Both Not under 18 wide enough net
Yes Aurico Employees only All employees
all employees but
volunteers only
Yes www.hallpassid.com |$5.00 Both those over 18
They do not hire under age
18. Also when they started
they only started going
forward, not the existing
Yes Aurico Employees only All employees employees
Myers Research and
Consulting. PO Box
1395 Stowe, Ohi0 330-
Yes 688-3004 Employees only
Illinois state police is only
within the state. If there is
a hit they access the
information on a case by
Yes Illinois State Police 10 Both Only over 18 case bases
No
$5.00-
Volunteer,
$24.00
Yes First Advantage Employee |Both
They are currently looking
Yes Illinois State Police Both 28 Only over 18 into other vendors
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When they started they
did not go back and do
current employees. But if a
employee moved to a
different position in the
library they were treated
like a new employee, thus

Mt.Prospect Yes Aurico both Only over 18 a background check
Northbrook Yes Illinois State Police Employees only Only over 18
Indian Trails Yes Aurico Both Only over 18
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Current EEO Policy

A. Equal Employment Opportunity

In order to provide equal employment and advancement opportunities to all
individuals, employment decisions at Sycamore Library will be based on merit,
qualifications, and abilities. Sycamore Library does not discriminate in
employment opportunities or practices on the basis of race, color, religion, sex,
national origin, age, genetics, or any other characteristic protected by law.

This policy governs all aspects of employment, including selection, job
assignment, compensation, discipline, termination, and access to benefits and
training. Any employees with questions or concerns about any type of
discrimination in the workplace are encouraged to bring these issues to the
aftention of theirimmediate supervisor. Employees can raise concerns and
make reports without fear of reprisal. Anyone found to be engaging in any type
of unlawful discrimination will be subject to disciplinary action, up to and
including termination of employment.
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Proposed EEO Policy

A. EQUAL EMPLOYMENT OPPORTUNITY

The Sycamore Library will provide equal opportunity to all employees and applicants for
employment regardless of race, color, religion, age, sex, pregnancy, national origin,
ancestry, disability (mental or physical), genetic information, military status, marital
status, order of protection status, fransgendered status, sexual orientation all in
accordance with applicable law. Such action shall include, but is not limited to: initial
consideration for employment; job placement and assignment of responsibilities;
performance evaluation; promotion and advancement; compensation and fringe
benefits; training and professional development opportunities; formulation and
application of human resource policies and rules; facility and service accessibility; and
discipline and termination.

The Sycamore Library is an equal employment opportunity employer and will not
discriminate against any employee or applicant for employment in a manner that
violates applicable state and local laws governing nondiscrimination in employment.

Any employee who believes this policy has been violated should report the situation to
their supervisor, the Director; or the Board of Trustees. All such matters will be held in
confidence, thoroughly-investigated and rectified if a policy violation is identified.
Please refer to the policy governing sexual and other types of harassment for more
detailed information concerning the Library’s investigative procedures.

The Sycamore Library strongly encourages use of this policy if necessary and assures its
employees that they need fear no reprisals for bringing forth a good faith claim,
regardless of the results of any investigation.
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The Illinois Freedom of Information Act
Sycamore Public Library

A brief description of our public body is as follows:

A. Our purpose The Sycamore Public Library serves the community by providing a wide variety
of items to borrow and by offering services for residents of all ages. The library provides
information, book recommendations and programs. The library’s web site offers 24-hour access to
electronic information, services and the catalog. High quality, personalized service is the library’s
hallmark.

B. An organizational chart is attached.

C. The total amount of our operating budget for FY17 is $1,177,293
Funding sources are monies appropriated through DeKalb County property taxes,
personal property replacement taxes, state & federal grants, interest, fees for services,
and donations.
Tax levies are: Corporate purposes (for general operating expenditures)

D. The Sycamore Public Library is located at: 103 E. State St., Sycamore, Illinois
60178

E. Sycamore Public Library has the following number of persons employed:
Full time: 7
Part time: 17

F. The following organization exercises control over our policies and procedures:
Sycamore Public Library Board of Trustees, which meets 12 times a year on the
second Tuesday of the month at 5:30 pm. At 103 E. State Street unless rescheduled
and notice given in accordance with the Illinois Open Meetings Act. Its members are:

Jan Benson

Jim Bisceglie

Penny Carter

Elizabeth Coats

David Stouffer

Nancy Godfrey, Board Secretary

Melissa Kendzora-Smith, Board President

Curt Lang, Board Treasurer

Alex Seegers, Board Vice President

G. Sycamore Public Library is required to report and be answerable for our operations to:
City of Sycamore
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Il. You may request the information and the records available to the public in the
following manner:

A. Complete attached request form, email, fax, write a letter, or in person.
B. Your request should be directed to one of the following individuals: Mary Holtrop

maryh@sycamorelibrary.org or Jesse Butz jesseb@sycamorelibrary.org,FOIA Officer,
Sycamore Public Library, 103 E. State Street, Sycamore, Illinois 60178

C. You must indicate whether you have a commercial purpose in your request.

D. You must specify the records requested to be disclosed for inspection or to be
copied. If you desire that any records be certified, you must specify which ones.

E. To reimburse us our actual costs for reproducing more than 50 pages on black and
white records letter or legal sixed documents, you will be charged 10¢ per page.
Ledger sized documents are 20¢ per page, Color Copies are 50¢ per page for all
requested copies, and if you would like the documents in electronic format on a CD-
Rom, the fee is $1.00 for the CD-ROM. For voluminous requests: If the records are
not in a portable document format (PDF) the Library will charge between $20.00 and
$100.00 depending upon the megabytes of data required. If the Library imposes a fee,
it will provide the requester with an accounting of all fees, costs and personnel hours
in connection with the request for public records. The Library will also charge up to
$10 for each hour spent by personnel in searching for and retrieving a requested record
or examining the record for necessary redactions.

F. The office will respond to a written request within five (5) business (Monday —
Friday not including legal holidays in which the library is closed) days of receipt of
the request. In accordance with Illinois Law, an extension of an additional five (5)
business days may be necessary to properly respond. Proper notification will be given
at that time. Voluminous requests: The office shall respond to a voluminous request
within 5 days after receipt. The office shall provide a person making a voluminous
request 10 business days from the date the public body's response is sent to amend the
request in such a way that the public body will no longer treat the request as
voluminous. If the request continues to be voluminous or the requester fails to
respond, the office shall respond within the earlier of 5 business days after it receives
the response or 5 business days after the final day for the requester to respond to the
library’s notification.

G. Records may be inspected at the Sycamore Public Library. If inspected, a
Sycamore Public Library employee must be present throughout the inspection.

H. You may appeal the decision of the FOIA officer, to the Sycamore Public Library
Board of Trustees, 103 E. State Street, Sycamore, Illinois 60178

I. The place and times where the records will be available are as follows:
9:00 a.m.-5p.m.
Monday — Friday
Sycamore Public Library
103 E. State St.
Sycamore, IL 60178
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I11. The following information is available on the library website (www.sycamorelibrary.org):
Operating Budget
Monthly Financial Reports within the Board Packet
Minutes of the Library Board of Trustees within the Board Packet
Library Policies
E. Adopted Resolutions
IV. The following information is available through a FOIA request:
A. Annual Audits (The library is a component unit of the City of Sycamore and is included in the
City’s annual Audit. A copy of the Audit is available at the library.)
B. Annual IPLAR Reports to the Illinois State Library

COow>

Please note that certain types of information maintained by the library are exempt from inspection and
copying.

Written 11/9/1989
Revised and Board approved June 9, 2015
Revised and Board approved June 14, 2016
Revised and Board approved January 10, 2017
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Sycamore Public Library
Organizational Chart

Board of Trustees

9 Member Board appointed by the Mayor of the City of Sycamore
Sets vision, policy, and budget for the library. Advocates for and
promotes the Library.

Office Manager
Assists Director with
managing library
operations in
accordance with the
vision, budget, and
policies adopted by
the Board of Trustees

Director

Leads and manages the Library in accordance with the vision,
policies, and budget adopted by the Board of Trustees.

Events and
Marketing
Coordinator
Assists the Director
in ensuring that all
activities related
library promotion
completed in
accordance with the
library vision and
policies.

Maintenance
Assists the Office
Manager by
maintaining the
library facilities.

Adult Services
Manager
Assists the Director
in ensuring that all
activities related to
adult patron
assistance and
programming are
upheld in accordance
with board policies.

Adult Services

Youth and Teen
Services Manager

Assists the Director in

ensuring that all
activities related to
child and teen patron
assistance and
programming are
upheld in accordance
with board policies.

Circulation
Services
Manager

Assists the Director
in ensuring that all
activities related to
lending of materials
are upheld in
accordance with
board policies.

R

Youth & Teen Services

Cataloging Assistants

Circulation Services

Assistants
Assists with all activities of
the Adult Services
Department including
patron assistance and
programming

Assistants
Assists with all activities of
the Youth Services
Department including
patron assistance and
programming

Assists with all activities
related to ensuring
accessibility to all

materials.

Assistants

Assists with all activities
related to the lending of

materials
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Freedom of Information Request
Sycamore Public Library

Requester’s Name

Address

Telephone Number

Company/Organization

Records sought (be as specific as possible, use additional sheets if necessary):

Please indicate if you wish to inspect the above referenced records, wish a copy or both:

Inspection Copy Both

Do you wish to have copies certified?

Signature of Requester

The Library will respond within five (5) business days of receipt of the request.

*hhhhkhkhkkkhkhkhhhhhhkhkhkhkkhkhkhrrrhhhhkhkhhihirrhhhkhkhhhhrrrhhhhkhhhirrrhhhhkhhhiirhhidkkhihiix

(For Official Use Only)

Date Request Received / / Date Response Due / /
Number of Pages Copied Cost
Notes:
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Freedom of Information Act Policy

A brief description of the public body as follows:

a. The purpose of the Sycamore Public Library is to offer a safe comfortable place to
encourage curiosity and foster imagination by providing exceptional customer service,
dynamic programming, and a locally responsive collection.

b. An organizational chart is attached.

c. The total operating budget for FY17is $1,177,293.

i. The Library is primarily supported by local property taxes. Funding sources
include: property taxes, personal property replacement taxes, State & Federal
grants, interest, fees for services, and donations.

i. Taxlevies are for general operating expenditures.

d. The Library has one location:

i. 103 East State Street,

Sycamore, lllinois, 60178

e. The Library has the following number of employees:

i. Full Time:8

i. PartTime: 17

f. The Sycamore Public Library Board of Trustees exercises control over our policies and
procedures. The Board is comprised of the following Trustees:

i. Melissa Kendzora-Smith, Board President

i. Alexandra Wall, Board Vice President

ii. Curt Lang, Board Treasurer

iv. Nancy Godfrey, Board Secretary
v. Jan Benson

vi. Jim Bisceglie

vii. Penny‘Carter
viii. Elizabeth Coats

ix. David Stouffer

g. The Sycamore Public Library is required to report and be answerable for our operations
to:

i. The City of Sycamore
ii. lllinois State Library, Springfield, lllinois
1. Its members include State Librarian (Secretary of State); the Director of the
State Library; and various other staff.

A brief description of the methods whereby the public may request information and public

records is as follows:

a. Requests for records must be submitted in writing. The Sycamore Public Library does not
require completion of a standard form for this purpose. A written request may be
submitted by mail, in person, email, or fax.

i. If by mail orin person:
1. 103 East State Street,
Sycamore, lllinois, 60178
i. If by email:
1. foia@sycamorelibrary.org
iii. If by Fax:
1. 815-839-7270

37


mailto:foia@sycamorelibrary.org

b. Requests should be directed to one of the following FOIA officers:
i. Jesse Butz, Director
ii. Mary Holtrop, Office Manager

The Requester must indicate if the request is for a *commercial purpose.”

Requests must specify the records to be disclosed for inspection or to be copied. If

certified records are desired, it must be specified.

e. Records may be inspected at the Sycamore Public Library. If inspected at the Library, a
Sycamore Public Library employee must be present throughout the inspection.

i. Records will be available at the following location and time:

1. Sycamore Public Library
103 East State St.
Sycamore, IL 60178
2. Monday - Friday from 9:00 AM - 5:00 PM

f. Toreimburse the Library for actual costs for reproducing and, if requested, certifying
records, the requester will be charged the following fees:

i. When a person requests a copy of a record maintained in an electronic format,
the Library shall furnish it in the electronic format specified by the requester, if
feasible. If it is not feasible to furnish the public records in the specified electronic
format, then the Library shall furnish it in the format in which it is maintained by
the Library, or in paper format at the option of the requester. The Library may
charge the requester for the actual cost of purchasing the recording medium,
whether disc, diskette, tape, or other medium.

i. Thereis no fee for up to 50 pages of standard paper copies. For pages beyond
50 there is a .15¢ per page charge. The Requester will be charged the actual
cost of color and otfher sized copies.

ii. The cost for certifying a record shall not exceed $1.

g. Certain types of information maintained by the Library are exempt from inspection and
copying. However, the following types or categories of records are maintained and
made available for inspection and copying by the Library:

i. Budget

i. Monthly Financial Reports

iii. Library Policies

iv. Adopted Resolutions and Ordinances

v. Approved Minutes of the Library Board of Trustees

The Library’s response to a request is as follows:

a. The Library will respond to the requester acknowledging the request and informing the
requester of the library’s procedure and timeline for completion.

b. The Library will respond to a written request within five (5) business days (Monday-Friday
not including legal holidays in which the library is closed) of receipt of the request. An
extension of an additional five (5) working days may be necessary to properly respond
fo the request. In such a case the Library will contact the requester to request an
extension.

i. The Library will furnish the records in the format specified by the requester.

i. A denial of arequest will be made in writing, include a detailed factual basis for
the application of any exemption claimed, and will include a citation to support
the exemption claimed and specific reasons for the denial to support legal
authority.

c. Inthe case of a voluminous request that is so large that it is impractical to respond
within the total ten-day period set forth above, the Library and the requester shall
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aftempt to agree upon a new date for compliance. In such a case the Library and
requester must both agree in writing to the extension. If the request continues to be
voluminous or the requester fails to respond, the Library shall respond within 5 business
days after it receives the response or 5 days after the final day for the requester to
respond to the library’s notification, whichever comes earliest.
i. A voluminous request is a request that:
1. Includes more than 5 different requests for more than 5 different
categories of records or a combination of individual requests that total
requests for more than 5 different categories of records in a period of 20
business days; or requires the compilation of more than 500 letter or legal-
sized pages of public records unless a single requested record exceeds
500 pages.
2. A voluminous request does not include a request made by news media
and non-profit, scientific, or academic organizations.
d. The decision of the FOIA officer may be appealed by contacting:
i. Public Access Counselor Office of the Attorney General
500 South 2nd Street
Springfield, lllinois 62706
Fax: 217-782-13%96
E-mail: publicaccess@atg.state.il.us

39



	Board Packet Cover Sheet~03-17
	1agenda_2017_3
	2library_report_2017_02
	3Board Statistic Report_February_2017
	4Finance Notes_2017_02
	5Bills List_2017_02
	6Balance Sheet_2017_02
	7Special Income_Expense_Monthly_YTD_2017_02
	8Ordinary Income_Expense_Monthly_vs_YTD_2017_02
	9Ordinary Income_Expense_YTD_vs Budget_2017_02
	10AttendanceTrustees
	11Minutes_2017_02_14
	12Background Check Policy
	13Background Check data
	14Current EEO Policy
	Proposed EEO Polic17y
	16Freedom of Information Act_foia_2016_Current
	17Proposed FOIA



