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Introduction

This explanatory material for employees does not constitute a contract of employment withbitaeyl, i

and does not change or modify any agreement between the Library and the employee. The sole purpose
of the handbook is to provide general information regarding the personnel program, and the information
provided may not apply in any particular cade.particular, unless otherwise indicated in a written

contract between the employee and the Library, all personnel are considered employees at will, and any
or all language which might be construed to the contrary is hereby specifically disclaimethgNotthis
explanatory material shall be interpreted as an offer of employment or promise of continued employment.
Continued employment of all employees is subject to the general discretion of the Board of Trustees with
respect to all aspects of employmieand benefits.

Organization andAdministration

HISTORY

The Kankakee Public Library was established in 1899. It currently occupies toaififistors of the

Executive Centre on the corner of Merchant Street and Schuyler Ave. The Library masexditent

location January 5, 2004 after 105 years in the landmark building on Indiana Ave. The historic lions guarc
the front entrance to the modern facility that provides the latest in information services to the people of
the city of KankakeeThe Lbrary is easily accessible in the center of the city, serving as an anchor point in
the thriving downtown business corridor.

GOVERNMENT

The Library provides service to all persons living within the corporate limits of the City of Kankakee.
Library isgoverned by a Board of Trustees consistin{Pyfvotingmembers appointed bthe Mayorfor a

term of three(3)years each; three being appointed annually. The Trustees serve without remuneration.
The Director shall be a neroting member of the BoardThe Board of Trustees shall employ a competent
and qualified librarian. Includes recruiting, hiring and annually evaluating the director based upon a well
defined job description and expectation¥he Board of Trusteesubject to existing statutes and

ordinances, has the power to determine the rules and regulations governing library service and personnel

Support

The Library is supported hgxation;the appropriation being made annually by the Corporate Authority.
In addition, the Library receivesdgome from fines, fees, grants, and gifts.
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Mission Statement

We strive to inform, enrich, and empower all people in our community by providing equal access to
information and programs. We believe in the freedom to read, to explore and to discover.

Visionof Library Service

The intention of the Kankakee Public Library is to provide the best library service possible, with collections
of depth and breadth, and services provideglan expert and caring staffhe Library Board and staff
recognize that the dgevement of this vision can only be realized through creative partnerships between
the public library and the comunities and people it serve$oward that end, the Board is striving to

define the role of the public library in the community.

Goals
Commors:
People in the Kankakee area will be able to meet and interact with others and to participate in public
discussions in a neutral location.

Formal Learning Support:

The people of Kankakee will find in their library informational resources, educatmria such as
computers, library activitieand materials that will support the curricular objectives of area teaching
institutions.

Current Topics and Titles:
The people of Kankakee will find the item or information that they are seeking at thelkemPublic
Library.

General Information:
The people of Kankakee will find in their library print, quoimt, and electronic resources that cover a
broad variety of topics, as well as skilled staff to assist in the use of such material.

Cultural Awarenss:
Residents of Kankakee will celebrate the diversity of our city.

By-Laws

MEETINGS OF TBBARD
The regular monthly meeting of the Library Board shall be held on the third Tuesday of each month at 5:3
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p.m. at the Library.Special meetings may beldeat any time at the call of the President, \\ieeesident,
or any two members of the Board provided that notice and the purposé@fteeting be given at lead8
hours in advanceNotice of all regular meetings shall be mailed by the Secretary toeatibers at ledas
four days before the meeting.uBlic notice ido be given to all local med&nd public notice wilbe posted
on the library web sitand in the LibraryA quorum for the transaction of business shall consist of five
members of the BoardA quorum of any committee consists of a majority of said commitBeard
members unable to attend a meeting should notify the Director or the Assistant Director.

OFFICERS

The officers of the Board shall bd’resident, a Vic€resident, and a Secretarfhey shall be elected at

the first regular meeting of the Board following the April appointments and shall serve for a term of one
year. The President of the Board shall preside at all meetings, appoint all committees, shalbthieiox

on all commitees, and generally perform the duties of a presiding officer. In the absence of the President.
the Vice President shall presiddt shall be the duty of the VieBresident to perform the duties of the
President in the absence of the Presidemtie Seatary of the Board shall keep a true and accurate

account of the Board meetings, shall issue notice of all regular meetings, and, on proper authorization, of
all special meetings called, and shall perform such duties as may properly belong to the dfice or
delegated by the Predent by action of the Board.

COMMITTEES

The standing committees of the Board shall be a Personnel Committee, a Budget Committee, a Building
and Grounds Committee, and a Policy and Program Committee. Each shall consist ofentbtamdive
members and not less than two members, appointed by the President.

Personnel Committee:
This committee shall be charged with the responsibility of reviewing with the director all staff hiring and
terminations. It shall be responsible fortdimg any general complaints concerning personnel problems.

Budget Committee:
This committee shall aid the Director in making annual estimates for the budget, and presenting said
budget to the City Council.

Building and Grounds Committee:
This comnitee shall be responsible for all matters pertaining to the building and grounds, and shall make
recommendations to the Board for the needed repairs and improvements.

Policy and Program Committee:
This committee shall be concerned with promoting good lputelations and with reviewing policy and-by
laws and the promotion of new services.



Special Committees:
Special committees for the study and investigation of special problenyso@appointed by the President.
Suchcommitteesshallserve until the corpletion of the wok for which they were appointed.

ORDER OBUSINESS

The order of business of all regular meetings of the Board shall be:
Call to OrderRoll Call

Minutes (Approval)

Public Comment

GCommunications

Bills and Invoices (Approval)
Financial Rept
5ANBOG2NRAa wS L2 NI
-Budget

-Personnel

-Building and Grounds

-Policies

-Programs

Unfinished Business

New Business

Executive session as needed
Adjournment

Any new business may be taken out of its above order, or the order of busiresbesuspended at lay
meeting by a twethirds majority vote of the members present.

w20 SN Q& wdz S& 2F hNRSNJ akKlft 3I20SNY Ay GKS LI N
expenditures of money, other than budgeted items, the Secretaay call the roll of the Boardhembers,
including the President.

As soon ass practicable, upon receipt of the moneys from any source whatsoever, the Director shall
RSLIZaAld GKS adzy 2F Y2ySeé Ay (GKS [AONINEBQa | O02d

Bids shall be submitted to the Board for equipmentniture, repars, labor, etc They shall be made under
seal where the estimate is $2,500 or over.

DUTIES ANBESPONSIBILITIES

1 The Board is the legal policy making body.
8



The Board shall select and employ the Director.

The Board shall encourage, supp@md participaten public relations programs.

The Board shall determine the goals and priorities whiatiemlay the budget preparationstudy

and make necessary changesitt S 5 A NB O 2 N & oiINEIydndeSdtheduadéed S G 2
before it is submitted to the Gi Council.

1 The Board shallgriodically develop, review, and evaluate goals and purposes of the Library.

1 The Board shalleelop, review, and evaluate Library and persorp@icies

1 The Board members shalt@nd all Board meetings.

= =4 -4

EXPENDITURES

Salares of all Ibrary personnel shall be paid automatically on the 5th and 20th of each madidh.
committee shall authoze or be authorized to spendblrary funds without Board approval. The Director
may spend funds not exceeding $500.00 for library purpessut Board approval with the exception of
items in the Material Budgeg books, periodicals, audiaisual, and software. All payroll reports, City of
Kankakee Purchase Orders, and Library checks shall have two signatures. One will be the sighature of
Director and the other that of a Board officefhe Director will prepare for the monthly Board meeting
whatever financial reports are needed by the Board of Trustees.

AMENDMENTS
Amendments hereto shall be made only at regular meetings of the Boatdraust be proposed at least
one month prior to final action on the same.

INVESTMENPOLICY

The Kankakee Public Library is a component unit of the city of Kankakee, and fumitdions

independently it isfinanciallydependenton the city. The Libray Board hasherefore reviewed and
FR2LIISR GKS /A& 2F YIy{1lF1SSQa Ly@SailuyYSyid t2ftAcC

PUBLICCOMMENT
Members of the public shall be permitted to make comments or ask questions of the Board at each
meeting, subject to the following time limitations:

1 Each speaker will be allowed a maximum of 5 minutes per meeting.

1 No more than 6 speakers will be heard per meeting.

1 The president of the Board, upon the request of any member of the public seeking to make
comments or ask questions, may reasonad{iend either or both of the foregoing time
limitations. Any such extension of the time limitations shall not constitute a standing precedent.

1 The Board shall permit any member of the public to comment to or ask questions of the Board
during that portionof the meeting designated for public participatiomhe Board shall not respond
to any questions during the meeting. Any actions or response will be made according to

9



established library board policy. The Library Director shall inform the questiotiee oésult.
1 Any person seeking to make comments at a Board meeting shall notify the Library Director by
submitting a written notice immediately prior to the meeting at which they intend to comment.
CKS y2GA0S akKlff AyOf dzRsS, ardkopic. AtLliS/het disdiddién, tieS 3 | f
president may recognize such persons in any sequence or order. Any speaker who diverges from
the topic described on the request form will forfeit his/her remaining time.
Speakers shall be limited to speaking ba same topic not moréan two times in 12 months.
Residents of the City of Kankakee shall be heard beforeesidents.
The Board also will accept written comments in addition to or in lieu of spoken comments at a
board meeting. Written comments mustdlude the legal name, address, and phone number of the
submitter. Written comments may be given to the Board at its monthly public meeting, mailed to
the Board c/o the Library Director, or emaileddioertrand@lionsonline.org. Letters, emails or
other written comments to the Board will be publicly acknowledged at the Board meeting at which
they are received or at the next Board meeting if they are received between meetings.

= =4 4

MATERIASELECTION

PURPOSE

The purpose of the Material Selection Policy is tmlguhe Library's staff and to inform the public of the
principles that govern the development of the Library's collection. Library staff members select material
based upon their training and experience with the assistance of the guidelines set forik dottument.

SELECTIORUTHORITY

The responsibility for material selection is vested with the Library's Board of Trustees. This responsibility
has been delegated for administrative purposes to the Director. Day to day responsibility for the selection
of library materials is shared by the Library's staff.

SFELECTIOSUIDELINES
Materials are added to the Library's collection when they meet one or more of the following standards:
1 The item will assist in meeting community or user needs.
1 The item is necessafgr the completeness or usefulnesfa portion of the collection.
1 Ciritical opinion or populadlemand issuch that the item will receive sufficient use to justify its
addition to the collection.
1 Ciritical opinion or popular opinion of the author or artisthigh enough to warrant the addition of
that author's works, independent of the evaluation of the present work.
The item is in an appropriate format for use in the Library collection.
The item is of sufficient currency as to provide accurate and up t®idéormation or ideas.
Selection of an itenfor inclusion in the Kankakee Public Library collection does not imply
endorsement of the content of sudgtem by the Kankakee Publicibrary staff, Board of Trustees,

10
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Administration, or by the City of Kankakee

DESELECTIGBUIDELINES

Selected materials are regularly assessed for ghieysicalcondition,currency andaccuracyof

information, relevance to library users, aqrformance within the context of theilwrary collecton in

which they are locatedThewithdrawal of materials from any collection is a formal process conducted by
knowledgeable staff as a necessary means to maintain collection vitality, size and scope.

GIFTS ANIDONATIONS

The Library accepts donations of books and other library matebatgeserves the right to evaluate and
dispose of them in accordance with the criteria applied to the purchase of library materials. Donations
may be added to the collection, sold, or discarddthe Librarycannotaccept any reference materials
older than 5 years old.The Library does not accept text books, encyclopedia, or magaioesany donor
requesting a receipt, one will be provided stating the number of items donated. The L8iedfwill not
provide an appraisal for any donationBrovisia of a receipt does not imply that donated materials are
tax deductible No conditions may be imposed on the Library in its acceptance of any matéllidionated
material becomes the property of the Kankakee Public Library.

(HALLENGINBIATERIALS

The Lbrary Board of Trustees believes that a vital society encourages members of its community to
actively participate in an open exchange of ideas and opinions. Material selectors consequently strive to
provide the widest possible range of resources withinkékee Public Library collections. The content or
manner of expressing ideas in material that is purposely selected to fill the needs of some library users,
may, on occasion, be considered to be offensive by other library users. The library recogniigs thie

any individual or group to reject library material for personal use, but does not accord to any individual or
group the right to restrict the freedom of others to make use of that same material. Library users who
object to materials located in lébrary collection are asked to complete a written request for the
reconsideration of the materials. Request forms are available for this purpose at the Library. Decisions
made about challenged materials will be communicated to the originators of theestguiollowing
completion of a formal staff review.

FREEDOM TBEAD

The Library has a responsibility to provide a representative selection of materials on all subjects of interes
giving no particular emphasis to any view point of group. Material i€xcitided from selection merely
because it contains frankness of expression, or presents views deemed unpopular, unorthodox, or
erroneous. Materials selected in accordance with the above principlesHne Library does not restrict
freedom of access faninors and believes that such access can only be restricted by tiew'sparents of

legal guardian. The Kankakee Public Library endorses the Library Bill of Rights, appended to this
document. These documents, taken together, constitute the MateB8alection Policy of the Kankakee
Public Library.
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LIBRARMBILL OFRGHTS

The American Library Association affirms that all libraries are forums for information and ideas, and that
the following basic policies should guide their servid@soks and othetibrary resources should be
provided for the interest, information, and enlightenment of all people of the community that the library
serves. Materials should not be excluded because of the origin, background, or views of those
contributing to their creaibn. Libraries should provide materials and information presenting all points of
view on current and historical issues. Materials should not be proscribed or removed because of partisan
or doctrinal disapprovalLibraries should challenge censorshiphe fulfillment of their responsibility to
provide information and enlightenmentLibraries should cooperate with all persons andugp®

concerned with resistingbridgment of free expression and free access to idéaperson's right to use a
library shauld not be denied or abridged because of origin, age, background, or viglrsiries which

make exhibit space and meeting rooms available to the public they serve should make such facilities
available on an equitable basis, regardless of beliefs oi#ifihs of individuals or groups requesting their
use.

BORROWNG
Without fee
Residents within the City ¢fankakeere eligible for a library card with full borrowing privileges, including
Prairie Area Library System reciprocal borrowing of print makewithout a fee. Nowmesidents who are
owners of real estate within the City of Kankakee must present a tax bill showing that they pay taxes to th
City of Kankakee to receive a card without paying a fee-fdsient real estate cards aimited to ore
per householdVeterans of the United States Army, Navy, Marine Corp and Coast Guard are exempt from
anynonNEaA RSy (i FSSao + S0 SNI yQa Militaly (Dd2arqavtiveddutyy S LINE
National Guard, Reserves, IRR, or retire€d),Issued ID Card for Health Cafeterans ID Car(btarting
Nov.2017)+ SGSNIX ya 5SaArdayltiaArzy 2y 5NAISNNDaE [ AOSyasS 2

Cards for s

In accordance with the Illinois Cards for Kids Act;Ktierough 12th grade students who reside outside of
the City of Kankakee limits can obtain a free library card at the Kankakee Public Library if it is the closest
public library to them geographadly. Children under 18, including homeschool students, must have a
parent or guardian present to sign the borrowing contract on the back of the library card. All policies that
apply to a standard library card shall apply to the Cards for Kids cardsliincthe presentation of the
required identification at the time of application and rules concerning the use of the card. The library card
will expire at the end of the school year, and can be renewed as long as the child is still in-khe Pre
through 12h grade and is 21 years old or under.

With fee
Nonresidents may acquire borrowing privileges upon payment of anesident feewhich is at the
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present time $80.00 per year per household. It entitles a A@sident and any member of his or her
househotl to one(1) year of library privilegesThe amount of the fee is subject to change senior
citizen, age 65 and over, may obtain@wresident card for a fee ofi®8.00 per year per household. The
amount of this fee is subject to changResident cals will be renewed every two years. Nasident
cards will be renewed upon payment of the fee in effecthat time of renewal each year.

BORROWEHKEARDS

Eligibility

Library cards may be applied for at the Circulation DBskmanent residents of th€ity of Kankakee who

are at least three (3) years of age or older are eligible to apply for a library card. The signature of a parent
legal guardian is required for all persons under 18 years of age. Each individual signing the library card is
legally esponsible for all materials borrowed on thatda

Proof of Identity

All applicants must present two forms of proof of identity and residency. One must be a picture 1D, such
FAaY I @FrfAR RNAGSNDa fAOSyasSs BeimdRsénytdthelappican? NJ Y A
within the last 30 days by a corporation or governmental agency, such as: a utility bill, official school
correspondence, rent receipt or tax bill. The Circulation Supervisor is empowered to determine the
acceptability of ag form of identification. All cards must be signed in the presence of an authorized staff
member.

Replacement Cards

If a Kankakee Public Library Card is lost or damaged, a replacement card will be issued to the patron with
proper id and proof of resideryc Replacement cards are currently $3.00 per card. The amount of the fee

is subject to change.

RECIPROCARORROWING
Interlibrary loan services are available to Kankakee Publiarlicard holders. Others aemcouraged to
use their home library for tis service.

LENDINAPOLICIES

1 All library print materials have a loan period of two weeks.

1 All audio visual items such B&Dsand compact discs have a sewvday loan period.A oneday
grace period will be granted on all library materials. Fines wilbeatollected on library material
that is returned within two days of its due date. If materials are returned after the grace period has
ended, fines will not be proated, and will accrue from the original due date.

1 Overdue fines for all items except D¥8&re $.10 per day, per item to a maximum of $5.00 per item.
DVDs are $1.25 per item for each day overdue to a maximum of $10.00 per item. If an item is more
than five weeks overdue, and sent to collections, a $10.00 administrative fee will be added to th
overdue fines.
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f  Only patrons in good standing will be allowed to chgclizi > NBy Sg AiGSYas 2NJ

computers. A patron will be considered delinquent and therefore unable to ebetiems when

he or she has $1.00 or more in outstanding §imad/or long overdue items.

Reference books angewspapersare not allowed to circulate.

There is of threétems per patron Audiobooks are not considerddr the purpose of this policy

and are not subject to this limitation.

1 Renewals of print materialsre permitted unless the item is being reserved for another patron.

Items may be renewed over the telephone. Videos may not be reneRedewal of interlibrary

loan items isubject to the rules of the lending library.

Any item that is checked out may beserved.

Loan periods and fine schedules may be changed at any time.

If requested, up to $10.00 in fines may be waived per person per calendar year. Any patron

requesting more than $10.00 in fines be waved in a calendar year must make a written petition

the Kankakee Public Library Board of Trustees. Book replacement costs and associated fees may

not be waived. Fines on material not owned by the Kankakee Public Library may not be waived.

The Board of Trustees will vote to deny or approve petitiortHerwaiving of additional fines. A

person who is in the process of having their fines reviewed by the Board may have a maximum of

two print items checked out to them. If a written petition to the Board has not been made within

60 days of the request fdme waiver, the fines will remain in force and chexk privileges will be

revoked.(10/18/2011)

1 Valid cardholders who are unable to present a library card at time of checkout may present a
5NAGSNRa [ AOSyasS 2NJ { il G Sionny take plaCekhd iNdageSharyst (i S N
(five) times each calendar year (JanuaryclBecember 31st). Added (11/15/11)

= =4
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BOOK ANILBRARWATERIARETURN

The Libraraslksthat only printed material be placed in the book return. Audio and viaketberialsshould
be returned at the circulation desk during library business hours. Audio and wideialsthat are
returned in the book drop will be charged a $10.00 fine per item.

LOST ANIDAMAGEOMATERIAL

Material that is lost by a borrower shall be paid for la¢ tcurrent list price. If a current price of an item
cannotbe found the patron will be charged the list price for a similar replacement itenaddition, a
service charge of $5.00 for each item will be added to the cost of the item. A full refund feriah&ost

and paid for shall be made if the material is returned in good condition together with the receipt for
payment within ninety days of the date of payment for the loss. Refunds shall be made by check and
mailed after approval by the Library Bdaait their next regularly scheduled meetinihe service charge is
non-refundable.

Replacement material purchased by a patron may be accepted at the discretion of the Library Director if
such material is deemed an appropriate replacement of the matdratiwas lost or destroyed. If the
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patron provides an acceptable replacement, the $5.00 service charge will be appliee. a replacement
item has been accepted by the Library it is the property of the Kankakee Public Library and will not be
returned to the borrower should the borrower find the original lost item.

Lost and/or damaged materials that are the property of another library will be invoiced at an amount
determined by the owning library.

VIOLATION ORULES
Violation of the rules and reguians regarding the use of library cards will result in the revocation or
suspension of said library card.

LIBRARY OFHINGSANDHOTSPOTS

T tFiNRPya Ydzad o6S 3S my 2N 20SNI (2 02NNRBg (22
[ AONIF NE 26NEKRYH®D o0a]

1 Prior to borrowing tools and equipment, all Patrons must (a) sign the Waiver and Indemnification
C2NXT YR 60600 aAdy GKAA . 2NNRSgSNDa ! ANBSYSy

1 By taking possession of any item, the Patron is certifying that he or she is capahlgahas item
in a safe and proper manner.

1 Only the Patron is authorized to use Library tools and equipment. The Patron shall not permit the
use of items checked out to him or her by any other person unless by the express permission of thi
Library.

Patronsmay borrow up to two tools or pieces of equipment at a time.

All tools and equipment have a lending period of 7 days.

All tools and equipment borrowed are to be returned to the Library by close of business on their

due date. Tools and equipmentmay ooy NB G dzZNYy SR RdzNAy 3 GKS [ A0 N

be returned in the book dropA $5.00 fee will be assessed for tools and equipment returned in the

bookdrop. Tools and equipment must be picked up and returned at the Kankakee Public Library.

Tods and equipment may not be sent or returned via idibrary loan. Tools and equipment

returned to other libraries will incur a $10.00 on the borrower.

1 If atool or piece of equipment is returned late, the Patron will be responsible for a late fee. This
late fee will be assessed in accordance with the late fee schedule ($5.00/day) for every day the
Library is open until the tool is returned. Fines in excess of $10 will prevent a patron from
borrowing additional items. The maximum fine will vary depagdn the value of the overdue
item.

1 The Library may replace severely delinquent (i.e. unreturned) tools and equipment, holding the
Patron responsible for the full replacement cost, in addition to the accrued late fees. The Library
reserves the right to wessappropriate steps to retrieve delinquent tools and equipment or unpaid
fines and fees.

1 Tools and equipment may be reserved or checked out by any bearer of a valid public library card.
Kankakee Public Library Patrons will be given preferential status wsenving an item. Patrons
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will be notified when reserved tools and equipment become available and have five days to pick

them up.

Patrons may renew tools and equipment one time.

The Patron agrees that the Library is not responsible for any manufagtdefects in quality of

workmanship or materials inherent in any borrowed tools and equipment.

1 The Patron agrees that if any borrowed tool or piece of equipment becomes unsafe or in a state of
disrepair, he or she must immediately discontinue use of tad br equipment and notify the
Library of the issue on return, if not earlier.

1 Alltools and equipment are to be returned in the same (or better) condition as they were issued,
barring normal wear and tear. All tools must be returned clean.

1 The Patron agges to report any damage to the Library immediately. The Patron also agrees to pay
F2NJ GKS f2aa 2F 2NJ RIYF3S G2 Fye AGSY FyR Fd
O2yRAGAZ2Y 2F AdGSYa FyR (2 7FdzNI KSiNtort fa Nadndge, il 2
dirtiness, delinquency, and/or loss of items in part or in total. This restitution amount could equal
the full replacement cost of the item plus a $5 administrative fee.

1 The Library reserves the right to refuse the loan of any itertsatiscretion. The Library reserves

the right to make exceptions to this policy due to special circumstances.

The overdue fee for hotspots is $10 a day and is capped at $50.

Hotspots may be checked out to holders of a Kankakee Public Library carbhtarhyet service to

a hotspot that is not returned on time will be turned off until it is returned. The second time this

happens, the offending patron will be required to put down a $50 cash deposit to borrow a

hotspot. The deposit will be returned to thgatron in full if the hotspot is returned on time. The

offending patron will be required to pay the $50 deposit for all subsequent hotspot checkouts. If
the hotspot service is turned off a third time due to lateness, the offending patron will lose hotspot
borrowing privileges permanently.

= =4
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HOMELIBRARWISITS

The Kankakee Public Library provides select services for City of Kankakee residents who have a disability
or a long or shorterm medical condition that prevents them from visiting the Library. Panaho seeks

these services are required to fill out an application form requesting the service. Medical information
disclosed on the form will be kept strictly confidential. The Circulation Supervisor has authority to
determine who is and is not eligible teceive this service. This is a dee+door service. Employees will

y20 SYiSNI GKS LI GNRPYyQa NBAARSYOSo® { SNPpasse8a | NB
1/21/2020)

NOTARYS=RVICES

Notary service is offered at the Kankakee Public Liaarg free service to the community. It is suggested

to call ahead to be sure a notary is available. The purpose of notarization is to prevent fraud and forgery. .
notary acts as an official and unbiased witness to the identity of persons who comes befaretary for

a specific purposeéNotaries do not have authority to provide legal advice.
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Notary services will be provided under the following conditions:
1 A current government issued ID with a photo and signature is required to verify identity.
1 Patrons annot sign documents before seeing the Notary. Notaries are required to see the
documents being signed
1 Documents need to be filled out before seeing the Notary. Notaries will not notarize anything with
blank spaces.
1 Notaries will not sign® forms, deedswills, trusts, or any other real estate forms as these may
require legal knowledge.
1 Notaries have the right to refuse to sign any document that they deem questionable. They may
refuse to perform notary services when the identity of the person requestotgrization has not
been positively established using acceptable IDs.
1 lllinois law requires that a notary and the patron seeking notarization be able to communicate
directly with each other. Notaries are not permitted to make use of a translator to camcate
with the patron. This means that only documents that are in a language in which both the Notary
and the patron are fluent, can be notarized.
1 The Library will not provide witnesses, and the patron may not solicit witness services by anyone ir
the Lilrary.
b2GFNE &ASNBAOS&A FINB | O2d2NIS&aé LINPYARSR 068 (KS
notary may ask the patron to wait while the Notary attends to other library matters. The library cannot
guarantee notary service will be availalat all times the library is ope(passed 1/21/2020)

Building and Equipment Use Policies

PROBLEMPATRONPOLICY

Problem behavior is any behavior which eitlk@owinglyor unknowingdy violates or restricts the rights of
others to use the Library comfably. Disruptive behavionsiclude, but are not limited to:

refusal to obey reasonable direction given by library staff

offensive or obscene language

inappropriate dress that may be disturbing or offensive to other patrons

cell phones used loudly or outts designated areas

the use of restroom sinks for personal hygiene other than the washing of hands and face
any offensive odor (generally defined as any odor detectable 10 or more feet away)
panhandling or soliciting

verbally or physicallthreatening stdfor patrons

sleeping or loitering

public intoxication

consuming food or beverages in thédary outside designated areas

smoking within 15 feet of Library entrance
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stealing

vandalizing or misusing library eguient and/or furnishings
public indecency

loud and/or excessive talking.

= =4 -4 -4

Every staff member has the responsibility to keep the Library as pleasant an environment for the public as
possible, which includes discouraging disruptive behavior on the Library premiskgions will be

politely pointedout by staff members, provided that doing so will not place the staff member at physical
risk. If the inappropriate behavior continues, the offender will be required to leave the Library premises.
The Library assumes that all patrons are usingthe NiBr& & Y I G SNA I f & YR NXA&2dz
assume no responsibility for those users who may use Library materials or resources for illegal purposes.
lllegal activities, whether observed by Library staff or patrons, occurring on Library prenildas w

reported to law enforcement authorities.

WEAPONS

Weapons Ban

430 ILCS 66/65(5) Firearm Concealed CarrgrAhtbits the carrying of firearms in a building controlled by
a local unit of government. Therefore, no firearm may be carried intoiltinarlyy except by a deputized
member of a law enforcement agency20 ILCS 5/24 prohibits the carrying in public of any knives with a
blade 3 inches or longer or any switchblade, automatic knife or ballistic knife. Therefore, such prohibited
knives may at be brought into the library except by a deputized member of a law enforcement agency.

Lookalike weapons

Lookalike weapons are prohibited from library property. A leedikke weapon is defined as any object

which could reasonably be mistaken for anusdtweapon regardless of whether it is manufactured for

that purpose. The library director shall judge if an object is sufficiently similar to a genuine weapon as to
be a violation of this policy.

PERSONABELONGINGS

Abandoned PersonakBngings

The Kanéikee Public Library does not take responsibility for the safekeeping of any personal belongings
left unattended in the library. Personal belongings such as bags, backpacks, purses or any other contain:
left unattended for an hour or more may be consideérguspicious and is subject to a search to determine
ownership or any potential threat. Any unclaimed property will be considered abandoned after 48 hours
and may be discardedJpon request, a department supervisor may decide to keep an item for a pihitron
the supervisor determines the situation warrants {1.0/20/21)

Bicycles, Skateboards etc.
Bicycles may not be brought into the library and must be stored outside on the available bike rack.
Skateboards, roller skates, and roller blad®sy not be ged in the library.
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YOUTHSERVICES

Youth Services Department

The Kankakee Public Youth Services Department is an area where library patrond ages Oead,

study, do homework, work on school projects, use computers for appropriate educational ardtrecal
purposes, and do other library appropriate activities. If an adult does not appear to be accompanying a
child ages €11 years of age, they may be asked to move to another area of the library.

Teen Zone

The Kankakee Public Library Teen Zoaa iarea where library patrons ages-18 can read, study, do
homework, work on school projects, use computers for appropriate educational and recreational
purposes, and do other library appropriate activities. If an adult not appear to dé 1/2ars of ge, they
may be asked to move to another area of the library.

PESTCONTROIPOLICY

The Library actively works toward pest prevention and containment to ensure the safety of library
materials, facility, staff and patrons. Pests may include, but aréimaéed to, bed bugs, fleas, roaches,

and ants. Library staff is trained in pest detection, containment, elimination and prevention, and regularly
examines and updates its procedures according to best practices.

KankakedPublicLibrary works proactivelip:
1 Reduce risk to staff and patrons.
1 Monitor our detection, testing and response levels on an ongoing basis.
1 Cooperate withhealth inspectors from the Cityf Kankakeeand Kankakee County Health
Department
1 Contract only licensed, accredited, and reputapest detection and control companies.

Prevention Protocol and Procedures

The Library recognizes all patrons and staff play a role in controlling pests in our community. Library staff
must immediately report any sightings of live or dead pests to a sigmatr Patrons should immediately
report any sighting of live or dead pests to library staff.

If the Library finds evidence of pests in materials or on library premises, we will contact a health inspector
or other pest control specialist to determineaf where infestations may exist. Any materials or areas that
are indicated to be problematic will be treated by a licensed, accredited, and reputable pest detection and
control company. The materials or physical areas on library premises will be bamegdblic use until
confirmed to be free of pests.

Staff Protocol
Staff will routinely inspect all incoming materials, including those returned at the public desks,
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in book drops, and through interlibrary loan, for signs of pests. Signs include tleadpests, eggs,
nymphs, and feces and spotting associated with pests.

Materials returned to the Library with detected presence of live or dead pests will be treated or discarded
FG GKS [AONINEQA RAAONBGIAZ2Y D 5 RACIYMRIH RSNS YIXK So A
Circulation Policy.

All items identified by staff as potentially containing live or dead pests in any stage will be promptly
quarantined. Items with live or dead pests or other suspected signs will be promptly placed in@rplasti
sealable storage bag(s), sealed, and taped shut. They will then be placed and enclosed in a plastic tub u
they can be inspected by a health inspector or pest control company.

For first time offenses, staff must:

Tdk with the patron about whastaff found in the books/materials.

tdzi I y230S récgrd i KS LI GNRYy Qa

Show the patrorthe bagged materials and buggenever possible.

LF¥ 0SSR 06dz3a | NB &dzalLJISOGSR>Y 3IAGS GKS LI GNRY |

handout on the prevenbn and control of bed bugs. The PDF can printed in English or Spanish

(http://www.idph.state.il.us/envhealth/pcbedbugs.htin

1 Suggest ways the patraran addess the issue, giving at leéda/o solutions (e.g. keep materials in
closed containers at all times when not being used, inspect them before return, talk with landlord
or managenent if they live in a mulunit living facility etc.).

1 Give the patron potential consequencedf it happens again your borrowing priges will be
suspended until you can demonstrate that you have had your area treated.

1 Treat items if possible.

1
1
1
1

For second time offenses, staff must:

Tell the patron it happened again.

tdzi F y203GS racgrd 6 KS LI GNRBYy Q&

Shawv the patronthe baggedmaterials and bugs whenever possible.

Inform the patron his/her Library privileges are suspended, and, if applicable, the Library privileges

of any other patrons at the same residence are also suspended.

1 Inform the patron that aspension will be lifted after the patron presents proof that his or her
residence has been successfully treated for and eradicated of the pests by a licensed and
accredited pest control company.

1 Proof of treatment must be documented (management noticereatment, bill from an
exterminator).

= =4 4

Patron Protocol
Patrons must cease to borrow materials from the Library if they are experiencing a pest infestation in theit
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residence. In the event that a patron discovers a live or dead pest, eggs, nymphs, fegetiog
associated with pests in library materials, the patron must immediately do the following:

1 If the materials are inside of the LibraryBring the materials to a staff member amdorm the
staff member of the problem.

1 If the materials are outsié of the Library and in the possession of the patrétiace the materials
into a sealable plastic bag and add tape to cover the sealed opening. Retwsedleel materials
directly to a staff member and inform the staff member of the problem.

1 Patrons mushot use book drops to return materials suspected or with evidenqeests

1 Patrons are prohibited from selfeating materials that are suspected to contain pests. Patrons will
be held responsible for any damages sustained to materials during an atersptitreatment.
Successfully eradicating pests requires professional procedures and equipment contracted by the
Library.

LOSS OEIBRARYPRIVILEGEBANNING

Definition

Banning means a person is not allowed onto library property during the peritsttedfan, including

outside areas such as the parking lot or reading garden. Exceptions can be made for legitimate use of
Executive Centre offices. If a banned person is seen on library property during the banning period, the
police will be called and thoffender may be arrested for criminal trespass. All library user rights are
suspended during the banning period.

Duration

1 Individuals engaging in the following behaviors in the library can lose their library privileges for the
associated reasons andurations.

1 Criminal activity in the library, theft of library property, drug use and/or sale in the Library shall
result in a one year banning from the library.

91 Willful destruction or damage to library property and aggressive behavior or languageftorstaf
patrons shall result in a sixth month to one year banning from the library.

1 Multiple petty offenses including but not limited to sleeping; disruptive talking; interfering with
staff; failure to follow reasonable staff directions etc. shall resu#t one to three month banning
from the library. All banning durations are subject to the discretion of the Library Director based
upon the severity of the offense.

Other Causes
Other activities not listed may constitute a bannable offence if they afcgently disruptive of the ability
of other patrons to enjoy the library in a reasonable manner. The Library director will determine what
activities not listed may result in banning from the library and for what duration.
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Appealing the Ban

A banning my be appealed to the Kankakee Public Library Board of Trustees in writing or in person. If a
banned patron wishes to appeal in person, they may do so by requesting to be put on the agenda at the
next regularly scheduled board meeting. All rules regaydimeaking before the board must be followed.
(see Chapter Il Byaws; Sec. Public Comment; Subsec. 4 &7 of this policy makugbne appealing a

ban will be allowed on library property to attend the meeting if the rules for appearing before the board
have been followed. The ban will be sustained or overturned by a simple majority vote of the board of
trustees.

Expiration of the Ban

After the term of the ban has ended, the patron may resume coming to the library property without
further action if tre offense resulted in a banning of less than one year. If the term of the ban was one
year, the patron must write a letter requesting that the board of trustees reinstate library privileges. A
simple majority vote of the board will determine if the barile lifted or continued for a period
determined by the board. If a ban is extended by board action, the affected individual may request
reinstatement at the conclusion of each extension using the method stated in this s€@b8/16)

UNATTENDEQGHILDRENPOLICY

Children age 12 and under may not be left unattended in the library unless they are participating in a
library-sponsored program (such program not to exceed one haunattended school age children age

13 or over are free to utilize the librNE Qa NX a2 dzNOSa |a f2y3 Fa ySSRS
purposeful intent to use library resources, and that their behavior is not disruptive to other patrons or to
staff members.The library does not provide child care. Unattended children with reeolable intent to

use library resources will be identified by library staff and the parents will be contacted. If the problem
continues after parents are notified, or if parerannotbe reached, the juvenile authorities at the police
department will fist be contacted to pick up the children. Additional noncompliance will result in
notification of the Department of Children and Family Services.

COMPUTER ANINTERNEUSHEpassed/1/2022)

1 The Kankakee Public Library is committed to providing open atc@¥®rmational, educational,
recreationa) and cultural resources for Library users of all ages and backgrotined.ibrary has
made information available in a variety of formats, from print materials to audiovisual materials.
The Library's computer siem provides the opportunity to integrate electronic resources from
information networks around the world with the library's other resources. The use of the Library's
computers and Internet is a privilege, not a right, and inappropriate use as deterryntck
library staff will result in a cancellation of those privileges.

1 The Internet, as an information resource, enables the library to provide information beyond the
confines of its own collection. It allows access to ideas, information and commerdarnafound
the globe. Currently, however, it is an unregulated medium. As such, while it offers access to a
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wealth of material that is personally, professionally, and culturally enriching to individuals of all
ages, it also enables access to some makténat may be offensive, disturbing and/or illegal,
inaccurate or incomplete. Users are encouraged to be good information consumers by evaluating
the validity of information accessed via the Internet.

1 Parents are encouraged to guide their children whemmgshe Internet to avoid potentially
RFY3ISNRdza aAiGSa yR 2yfAyS AYyiSNIrOlGAzyaod ! L
Youth Services Department

1 Use of the public Internet on the Kankakee Public Library computers signifies thadwiatBvnave
read and agree to follow this policy. Those who do not agree may not use the Internet in the
Library. Users under the age of 18 are required to have a parent or legal guardian sign a user
FANBSYSyid ¢KS dzaS 27F { #ebcorfnéctioNis intdnded for@aryhisidzi S N
who have some knowledge of computers and the Internet. The staff's role is one of guidance, not
instruction.

1 Individuals living within the City of Kankakee are encouraged to obtain a Library card before using
publicinternet computer; however, this is not required.

1 In some cases, such as a parent/guardian with children, it may be important for two people to work
together at a computer. Special accommodations can be made for tutors or persons with
disabilities. Othewise, because of limited space, a maximum of two people may sit/work together
at any one computer.

1 Patrons can log themselves in with their libraard number or reserve time slots by stopping by
the Adult Services Department ¥outh Services Departmeand making a reservation with a staff
member, or by callinthe Library at 815/9391564. Latecomers forfeit their time if more than
fifteen minuteslate.

1 Time restrictions on public access internet computers are as follows:

0 Adult Servicegeneral use iternet computersg A maximum of four hours of use per day.
0 Adult ServiceExpress internet computersA maximum of fifteen minutes of use per day.

0 Youth Servicegeneral use internet computersA maximum of two ondnour sessions per
day.

0 Teengeneraluse internet computerg A maximum of two onédnour sessions per day.
0 Youth Servicgzarent internet computerg, A maximum of one 30 minute session per day.

0 Under special circumstances, additional computer use time may be added at staff
discretion.

1 The wer accepts full responsibility for all use made of the Library's computers and Internet access.
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The Library is not liable for any damages or losses which may arise in connection with a patron's
use of the computers or Internethe Library is not respoitde for damage to any patron property
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Misuse of the computer will result in the loss of computer privileges, potential loss of Library
privileges and possible prosecution. Such misuses includeyéutot limited to: using the

computer for illegal activities; gaining or attempting to gain illegal access (hacking) into secured
Library computer systems, or any other secured computer system; damaging or attempting to damage
computer equipment or stdvare; interfering with systems operations, integrity security; violating
copyright laws and software licensing agreements; accessing websites deemed by staff as inapproprial
for viewing in a public place; or any activity prohibited by this policy.

Violators of this policy may be given one warning for minor infractions at the discretion of the staff.
Violators who have already received one warning or have committed a severe infraction will be
banned for one year from Internet use in the Library.th%&t end of the one year ban, the violator

may submit a written petition to the Board of Trustees of the Library to request reinstatement.
Reinstatement will be made or not made at the discretion of the BoHEne Library Board reserves

the right to extenda ban beyond one year (in six month increments) for violators who have been
previously banned and reinstated.

Patrons using their own equipment to view the Internet in the Library via a wireless connection will
not access websites deemed by staff as imappate for viewing in a public place. Failure to do so
can result in banning from the Library.

To guard against computer viruses, users are not allowed to bring outside software programs to
use on the Library's computers, nor are users allowed to skesetbd the hard drives.

All users are asked to respect the privacy of other users and not attempt to censor or comment
upon what others are viewing.
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Appropriate Library decorum and etiquette is expected.

DISCOLEANING ANBEPAIR

T

T

The Library charges $1.00 per disc cleaning &@08for damaged cases, which must be paid prior
to cleaning. The Library will not refund any item that still does not work after a repair is made. The
Library will charge the patron the regular price of item, if the disc(s) cannot be repaired.

Library Saff will contact the patron via their preferred method of communication when disc(s) are
not repairable.

Cracked or chipped disc(s) that have been damaged by deep scratches, heat, or chemicals cannot be
repaired.(passed 1/21/2020)

RENTABLMEETINGPACES
Use of Meeting Spaces
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Fees

The use of Library meeting space is primarily for Library sponsored programs. Occasionally these
rooms may be available for ndibrary groups on a limited basis for a fee.

Use of the meeting spaces may not interfere with the norop@ration of the Library. Users of the
meeting room may be asked to leave if use is deemed disruptive or in any way contrary to library
policy.

Any person renting a space that requires the payment of a fee must be 21 years of age at the time
of the makirg of the reservation.

Any department of or organization officially affiliated with the City of Kankakee, or any
organization partnering wit the Kankakee Public Librarngay schedule the use of the library

meeting space free of charge, dependent on avadlitgb Local éected officials renting meeting
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Tenants of the Executive Centre are entitled to one free rentahpanth, during library hours, of

the third floor meeting oom.

Religious groups may use the facility for educational, cultural, intellectual, charitaduléor

community related activities. No library property may be used for worship services.

The Library reserves the right to review, accept or reject any apglications for the meeting

space use. The Library does not assume any liability for groups or individuals attending meetings il
the Library, nor does the Library assume responsibility for any loss, damage, costs and/or expense
that may arise during thase of library facilities.

The Library Director reserves the right to move an event to another suitable Library room if
needed. Fees will be adjusted accordingly.

Any event that is cancelled because of failure to abide by any law, ordinance, policyotegghl
requirement shall not be eligible for a refund.

Staff and library trustees may rent library space at 50% the usual rate, subject to availability. Each staff
member may rent a space at the reduced rate no more than twice in a year. The staff mantibeary

trustee must be present for the duration of the event including setup and cleanup. The staff member may
not be on the clock during the event. Room setup is handled by the staff member. The Georidihator

will be in attendance when the eveitt after regular library hourgPassed May 2020)

Coordinator will be in attendance when the event is after regular library hddigeting spaces on the
first and third floors are reserved for meetings exclusively. Rentals for social gatherings shall be
held in the fourth floor meeting space¢Amended 3/21/20191/21/2020)

Rental fees will be assessed for meeting space use accordihg table inAppendix A othis

policy.

A surcharge of $25 will be charged for any person without a currentakaekPublic Library card or
any organization whose mailing addres®utside the City of Kankakee.

Ajanitorial maintenance fee shall be charged if the meeting room is not left in its original condition.
Items may not be hung on the walls, windgwsolding, or from the ceiling.
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1 Bookings on behalf of private individustt&t aremore than 30 days before the evergquire half
the final rentalbe paid by caslcredit cardmoney order or certified cheakithin 7 days of booking
to reserve the date. The remader of the payment is due 30 days before the event if paying by
personal check, or 5 days before the event if paying with cash, credit card, certified check or mone
order. If booking a date less than 30 days prior to the event, the full payment is szfjwithin 7
days to reserve the date, and no personal checks will be accepted. If these deadlines are not met,
the library reserves the right to cancel the reservation.

1 Checks drawn from accounts of organizationsarporations will be accepteat any tine.

A nonrefundable fee of 2.75% will be charged for credit cards that are swiped in person. A
nonrefundable fee of 3.75% will be charged for credit cards that are taken over the telephone or
must be haneentered in person.

1 An event must be cancelled at Ea48 hours before its scheduled time for a full refund of fees.
50% refund will be given for cancellation less than 48 hours before the scheduled é&lent.
refunds will be made by check issued after the next regularly scheduled library board meeting

1 Any event scheduled in the meeting room will be cancelled if the library is forced to close due to
weather or other emergency situation. The sponsoring organization will not incur any additional
costs under these circumstances. The Library will not b&elfab any costs incurred by the
sponsoring organization under any circumstances.

1 Any renter who has an outstanding rental invoice that is 90 days or mwaralue will not be
allowed tomake further reservations until the invoice is paid. Any existingrieg®ns also may be
cancelled if the longutstanding invoice is not paid.

Waiving of Fees

Room fees may be waived for nonprofit organizations atdiseretion of the library directorThe director
will report all room waivers made to the library boaatithe monthly meetings An organization may
request waiving of room fees by filling out a room fee waiver application and submitting it to the library
director at least 30 days before the date of the evemhe following criteria will used in decidiifga room
fee shall be waivedThis list is not aiinclusive. (Adopted 4/16/2019)

1 Longstanding partnerships

1 Organizations located in Kankakee County

Organizations serving groups that are considered in crisis or dealing with trauma in our community
suc as youth and BIPOC (Black, Indigenous, People of Color)

Local government agencies

The Kankakee Valley Genealogy Society

The room use has an educational purpose
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Other Libraries

Organizations without fading sources
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Organizations that support library initiatives
Organizations that would help the library initiate new services

Renter Responsibilities and Restrictions
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T
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Fees for the 3rd floor meeting rooms may not be waived more than once a week.

Fees for tle auditorium may not be waived more than four times a year.

Organizations whose fees have been waived may be moved to another location in the library to
accommodate a paying customer.

Fee waivers are on behalf of an organization not an individual.

All actvities taking place in a fee waived room must be free to the public. This restriction precludes
any type of fundraising or other activity which requires a contribution by an attendee to fully
participate.

Meetings must occur during regular library houvkeetings must end 30 minutes before library
closes and be out of the space no more than 15 minutes before library closes.

Event date(s) will be entered into our master calendar. KPL will not advertise event elsewhere.
Major food preparation is not permigd in our kitchen. Only prepackaged or catered food may be
served. Organizations are responsible for bringing their own supplies and utdusdof the

meeting rooms must abide by the Kankakee County Health Department requirements. The library
does notprovide space or equipment for food preparation.

Groups using the meeting room are required to have adult supervision at all times.

The applicant must be present at the time of the scheduled event and will be responsible for any
damages to the meeting spa and must be at least 18 years of age.

No open flames are allowed in any Library meeting space at any time.

All advertising and public notices of events to be held in any Library meeting space must carry a
clear statement of organizational sponsorshiglamill not imply the endorsement by the Kankakee
Public Library or the City of Kankakee. Publicity for-ifmary events may not carry the library's
telephone number.

The Library does not provide childcare for individuals attending meetings. Childrenthedage
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the immediate presence of the adult.

Audtorium-style setup will seat 9 in the Third Floor Meeting Room. Maximum seating capacity in
the Auditorum is 230 Auditoriunstyle. The room shall be returned to its original condition after
each event. Time for setp and takedown will be included in the schedule.

(Updated 3/16/2021)

Alcohol in Rentable Spaces

Alcohol may be served by renters of theNib NBE Q&4 YSSGAy3 NR2Ya RdzZNAy3d K
¢KS NBYGSNI YIe 2FFSNIIYy a2LISy oO6FNE 2N I a0l &K 0o
refundable Alcohol Fee will be added to the rental fee.
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1 The renter must obtain apecial event insurance rider with a minimum of $1million of coverage.
Kankakee Public Library and City of Kankakee beisamed as Additionally Insured. The renter
must provide proof of insurance to the Rental Coordinator within seven days of the deldedu
event. Failure to do so will result in the cancelation of the event.

1 All alcoholic beverages must be served by a Bassified bartender. The renter must provide

proof of Basset certificatiowithin seven days of the scheduled event. Failure teawvill result in

the cancelation of the event.

The event must be by invitatieonly.

Alcoholic beverages cannot be sold at the event.

Only beer and wine can be served. No other alcoholic beverages can be served.

Alcoholic beverages cannot be brought otibrary premises by guests of the named renter.

It is the sole responsibility of the renter to comply with all local, state and federal laws governing

the sale or distribution of alcoholic beverages.
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Cash Bar:

1 The renter must employ a licensed bar atarer that is legally licensed to sell alcoholic beverages.

1 The renter must provide proof of licensing to dispense alcoholic beverages by their preferred bar o
caterer to the Rental Coordinator within seven days of the scheduled event. Failure tondb so
result in the cancelation of the event.

Only beer and wine can be served. No other alcoholic beverages can be served.
It is the sole responsibility of the renter to comply with all local, state and federal laws governing
the sale or distribution of abholic beverages.

= =

OPENMEETINGPACES
Use of the rooms can not disrupt Library operations in any way.

The conference rooms may be used by library related;prarfit or small study groups for quiet study
only. Priority will be given to library relatgmograms.
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without charge for up to four hours in total per week. A Amofit is defined as any person who is not
working for the financial gain of theralves or any organization for which they are employed.

The maximum occupancy for either of thest floor conferenceooms is ten Please do not move furniture
from other areas of the library into the conference rooms.

A conference room may be reservaed to one calendar year in advance by contacting the Circulation
Desk. Reservations will be forfeited aftdtden minutes if no one shows.
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Conference rooms may be used for a maim of two hours a day per group.
Please leave the rooms in the same cibiod that you find them, nothingsito be attached to the walls.

Projects requiring paint, glue, glitter, or other materials that may damage the furniture or conference
room are prohibited.If the room is not left in good condition, a janitorial feen@mimum of $20.00) will
be charged to your library card.

Food and drink are riallowed in the meeting rooms.

LIBRARYPARTNERSHIPS

The Kankakee Public Library may establish an ongoing partnership with anothprafibror government
agency initiated by aenajority vote of the board. The partnership will be based upon an exchange of equal
services or goods and must be in support of the mission of the Kankakee Public Library. Partnerships wil
be reviewed at the beginning of each fiscal year to deternfitieely remain equitable. The board may
discontinue any partnership at any time with a simple majority vote. Library partners must abide by all
library policies and rules unless such rules or policies are specifically waived by the board at the
establishnent of the partnership.

Responsibilities and Restrictions

1 Use of the 3rd floor meeting rooms by a library partner may not occur more than once a week.

1 Use of the auditorium or gallery will not occur more than four times a year.

1 Partner organizations maye moved to another location in the library to accommodate a paying
customer.

1 All activities taking place sponsored by a library partner must be free to the public. This restriction
precludes any type of fundraising or other activity which requires argmrtton by an attendee to
fully participate.

1 Library staff will provide tables and chairs. Representatives of library partner organizations may
rearrange furniture if necessary.

1 Meetings must occur during regular library hours. Meetings must end 30 nsrhéfore library
closes and be out of the space no more than 15 minutes before library closes.

1 A library partnership with be considered for cancellation if the organization fails to hold a
scheduled event without properly informing the library beforehamator more times.

1 The number of attendees is to be reported to the Adult Services staff after the event takes place.
These statistics are reported to the Library Board of Trustees each month.

1 The library will consult with an organization representative #requested, the library staff will
design flyers, press releases, email newsletter, and social media. The design will be updated, at
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least, yearly. Event date(s) will be entered by library staff into the library master calendar as a
GO2 YYdmfithelielR SOSy i o¢
(Updated 3/16/2021)

PUBLIADISPLAYS
Bulletin Boards
A4S 2F GKS [ A0 NubNchnfimatiordkiodkiist heyappiozed ByR supervisor.

Displays

Library needs and activities take precedence; otherwise displays may bdecttsacomnunity
organizations.Display space for individuals or rprnofit organizations is available. Displays may be

cultural, educational, civic, neprofit, religious or commercial. Partisan political exhibits may not be
displayed. The Adult Services Supeamwisay schedule one (1) community organization display per month.
The Library is not responsible for damage or loss of exhibit materials. Displays cases must be reserved ir
advance and usage will be determined by the Director.

PHOTOGRAPHY ANDDEOMONITORING

Security Cameras

The Board of Trustees of the Kankakee Public Library strives to maintain a safe and secure environment
Library staff and patronsin pursuit of that goal, video surveillance of Library property may be ugatto
surveillanceaecords are the sole property of the Kankakee Public Libi@ameras may be positioned to
survey public areasSignage disclosing use of video surveillance will be poat&tko surveillance may be
used to help identify person(s) who have violateddty policies ohelp safeguard Library operations.
Video surveillance will be monitored by authorized Library staflages may be shared with staff from
time to time to assist staff in identifying persons suspended from Library property and mairgafa and
secure environmentVideo surveillance records may be used to assist law enforcement agencies in
accordance with applicable laws.

Photography in the Library

No photographs or videos shall be taken by staff or the public on library propertywiggsmission from

a supervisor or administrator. Any photograph or videos taken by staff shall be for security purposes or fo
the promotion of library events or activities. Such photographs or videos taken by staff in the library shall
not be disseminate on the internet or by any other means except to promote official library programs

and activities. Any photographs or videos taken during scheduled work hours by staff is the intellectual
property of the Kankakee Public Library regardless if it was aleatea personal or library owned device.
Photographs or videos taken by the public will only be allowed if the photographer agrees to respect the
privacy of other library users.

PROCTORINEXAMS
Kankakee Public Library provides free proctoring of wriged online exams during regular library hours.
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The library will provide space to take the exam and/or a public computer for online exams. Exams will be
proctored on the Third Floor which is the quiet floor of the library. A Kankakee Public Library Adult
Services staff member will serve as the exam proctor. The library does not guarantee constant supervisic
of the student or a completely quiet environment.

The student is responsible to provide all proctor materials and information. Exam matedéats an
proctor passwords can be sent to the library via USPS, email, or fax.
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before the library closes. The student is responsible for allowing enoughtéircomplete their exam.
Computers automatically shut down at the end of a business day.

The Library does not assume responsibility for the receipt of exam materials and/or passwords. The
student must review all exam requirements with the proctoioptto the exam date. The student must be
prepared to follow all instructions listed. For example, the student may be asked to provide current photo
identification which must match the name on the test, turn in all electronic devices, etc.
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addressed envelope for returning the exam. The Library proctor will return completed exams dwoectly t
the educational institution.

The Library does not assumesponsibility for completed exams that are not received by the educational
institution. The Library suggests the student follow up with their contact to make sure they received the
test.

NOTIFICATION QAW ENFORQEENT ANDOREMERGENCIPERSONNEL

Any ncident that takes place in the Library with sufficient severity to require the notification of law
enforcement, the fire department, or emergency medical personnel will be reported to a supervisor as
soon as possible. The relevant supervisor will prepangitten statement describing the incident, action
taken, and individuals involved. The report will be submitted to the Director within 48 hours of the
incident.

TORNADONARNING

In the event ofa tornado warning that includdsankakee County, all patrerand staff are to move to one
of the small meeting rooms, MartinutherKing Room, or Fiction area on the first floor. Anyone who
refuses to move to one of the designatedfety areas must leave the Library. The Library is considered
closed for businest®r the duration of the Tornado Warning.
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FVERMVINTERNVEATHER

In the event of severe winter weathgor any other circumstance in which the safety of the public and
staff are in question, the Director shall decide if procedures for closing the Lilhralhbs initiated. In the
absence of the Director, a supervisor will attempt to contact the Dirdogdore initiating a closingThe
Director will contact the President or the Treasurer or the Secretary of the Boartro$teego obtain
approval for tte closing of the Library. In the event no Officer of the Board of Trustees is available, any
other member may give approval for an emergency closing.

UPDATING OPROCEDURES

Library administration shall undertake to review and update fire safety procesdaseneeded. Maps and
information will be regularly circulated to the staff to keep them informed of proper procedures in the
event of fire.

PERSONNHPOLICY

ADMINISTRATION

Legal responsibility is vested in the Board of Trustees which is the-faioing body of the Library. The
responsibilities of the Board include selection and appointment of the Library Director who is the
administrative officer of the Library. The Library Director is responsible for the implementation of the
policies and decisits of the Board. The Director is in overall charge of the Library personnel and is
responsible for the recommendation to the Board for the hiring and termination of all employees. The
Director is also responsible for the assignment of duties, employealmand establishing standards of
service and staff development pursuant to guidelines established by the Board of Trustees.

APPOINTMENTS

Selection of Personnel

Selection of staff members shall be based on merit with regard for educational and tedumadifications,
as well as personality, ability, temperament, length of service, and aptitude for the position involved.

In filling any supervisory position, the Director shall forward copies of all resumes and applications
received for said position toaeh member of the Personnel Committee. The Director shall select those
applicants who are most qualified to fill said position and shall arrange interviews with the candidates. At
least one member of the Personnel Committee and one supervisor shaldattennterviews. The

Director shall ultimately be responsible for making the recommendation for hiring to the full Board.

Because the Kankakee Public Library is supported by city taxation, first consideration will be given to
gualified persons living Wiin the city limits.
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Employment candidate references will be contacted for factual verification. Anyone including intentionally
false information on an application of employment is disqualified for employment.

The Kankakee Public Library is a drug Wweek environment. Finalists for employment will be required to
submit to a drug test at the expense of the Library before beginning employment. Candidates who test
positive for any illegal substance will be disqualified for employment.

No person shalbe employed in a position that shall subject them to the direct supervision of or direct
supervision by a member of their immediate family; to include: father, mother, sister, brother, husband,
wife, child, grandparents, or {laws.

Terms of Appointment

Based upon the recommendation of the Director and Personnel Committee, the Board may appoint,
terminate, and determine the salaries of all employees consistent with position classification guidelines.
The notice of appointment will state the position to iwwh a person is appointed, the terms of salary, and
the number of hours of service, if possible.

Full Time employees are those schestlito work 37.5 hours per week.

Parttime employees are those who work fewer than 37.5 hours per week and more thaoutf per pay
period. Partime employees are paid by the hour. Rirhe employees shall not receive any benefits
except those provided by law.

As needed employees may be retained on the payroll at the discretion of the Director to work as the need
arises. No specific amount of regular hours is guaranteed tneesled employees. If an aeeded
employee works no hours over the period of one calendar year, they will be removed from the payroll.

No person may be employed by the Kankakee Public Libranhadbeen convicted of a felony or a crime
of dishonesty or moral turpitude after June 1, 2011 and any employee who is convicted of a felony, crime
of dishonesty or moral turpitude after June 1, 2011 shakbigject to immediate dismissal.

TIME ANDMETHODDFSALARYPAYMENT
Salaries ar@aid via direct deposit every other Friday. If a pay day falls on a holiday, pay will be direct
deposited the day beforeThe Director must inform each employee of the following:

1 Withholding tax.

1 lllinois Municipal Retinment Fund Contributions.

1 The City of Kankakee handles payroll, tax withholding, and all IMRF contributions and benefits.
Employees above the rank of shelver will receive one annual payment of $100 as reimbursement for the
use of their personal cell phone ftulfill their work duties. This payment satisfied the compensation
required by thelllinois Wage Payment and Collection.Act
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ROUNDING OFIOURS

In accordance to the law, the library uses the 7 Minute Rule. Employees shall clock in at their scheduled
work times. IfanoS ESYLJG SyYL)X 2888 O0t2014 Ay aS@Sy YAydzi$S:
will be rounded to the nearest 15 minutes. Employees shall only work the hours they are scheduled by
their supervisor. If any employee continually clocksnore than 7 minutes early or late, it will result in
disciplinary action(Passed 02/18/2020)

SCHEDULES
The work week at the Kankakee Public Library will consist & B@urs Typically, this will consist of five 7
% hour work days.

Schedules are eainged to meet the service requirements of the library. Although a typical workday is 7 %2
hours, as stated in paragraph 1, in some situations employees may be scheduled for longer hours on sorn
days. When this occurs, work days with shorter hours wiidieduled for some subsequent days. Any
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Any time off from on@ regularly scheduled work week may not be made up at a later date.

ABSENCES ANIBDRDIES

The employee Mliclock in for their shift on computer at their work station on or before his/her scheduled
start time. Employees may not clock in or out a computer outside his/her work workstatien.

employee is responsible for being aware of his/her current schedule

The employee will notify his/her supervisor (preferably in writing) of any anticipated lateness or absences
as early as possibl&he employee will notify a supervisor of an unanticipated tardy or absence verbally as
early as possible. Notificatioma voice mail or texting is not acceptable. If necessary, the employee may
call a supervisor at home or via cell phone to notify him/her of the unanticipated absence or tardy.

Failure to appear for a scheduled shift without notification of a superwisibbe brought to the attention

of the Director. Such failure to appear for a shift without notification is grounds for disciplinary action,
including possible dismissalhree or more unexcused tardies in a three month period will be considered
problematic. The supervisor will issue a verbal warning to the employee when this threshold is reached.
Habitual tardiness in subsequent quarters will be brought to the attention of the Director for possible
disciplinary action, including possible termination.

REMOTBNVORKPOLICY
Remote working is an arrangement that allows employees to work at home or at some otisgeoff
location for some of their regularly scheduled work hours. Although not all jobs can be performed

satisfactorily from other locations, thiérary recognizes that, in some cases, remote working
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arrangements can provide a mutually beneficial option for both the library and employees.

Remote working is also a reasonable and practical solution to temporarily sustain critical library
services/taks during times when the library building cannot safely be open to the public, such as during
severe weather or unsafe travel condition, a library disaster, or other local, state, or national emergencies
Remote working will only be implemented insittaty 8 ¢ KSNBX (GKS SYLX 28SS5SQa R
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Requests for remote working may be initiatedthg library or the employee and are approved on a ease
by-case basis by the Director, in consultation with the Assistant Director, employee and their supervisor. A
conversation will occur between these entities to determine if working remotely is neddeaingements
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scheduled hours. An employee cannot exclusively work from home, unless the library is closed due to an
emergency. Remote working privilegasly be cancelled or suspended at any time and for any reason, but
particularly for poor job performance.

Employee Eligibility
Any employee (fultime/part-time; exempt/nonexempt) may be eligible for remote working, depending
on the situation. To be eligle for consideration for remote working, an employee must:

1 Have no record of performance problems/disciplinary actions within the preceding year;

1 Exhibit good timemanagement and organizational skills and be-sedtivated, disciplined, and

able to work mdependently;

1 Have high job knowledge.
Consideration for remote working is directly related to the requirements and suitability of the job
performed by the employee, and employees must be able to carry out the same duties, assignments, and
other work obligitions atanofa A 1S f 201 A2y | a GKS@& R2 gKSyYy ¢2NJ
requirements may include job duties that:

1 Entail working alone and with no required patron interaction;

1 Have clearly defined tasks and objectives;

1 Require little faceo-face communications with supervisors or other staff members;
1 Involve measurable work activities so that work progress can be easily monitored.

Expectations

1 Job responsibilities and work output and quality are expected to remain the samdilasany
work.

1 The employee and their supervisor will establish in advance any necessary work schedules, the
amount of remote working each week, expectations for communication, including the manner
(phone, emall, text, etc.) and frequency, and means of tracking pssgr

1 A signed agreement between the supervisor, employee, and administration will be in place if an
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employee works remotely on a regular or semgular basis

While setting defined work schedules may not be necessary when employees are working at any
off-site location (including home), they are expected to work their assigned number of hours and
will be expected to log all hours/tasks.

Employee must be available to attend scheduled, required meetings (remotely or in person, as
necessary).

Employees who are/orking remotely are expected to abide by all library policies, including but not
limited to overtime policies, and those regarding patron privacy.

Any restricted or confidential information broughtto an@ffA ¢ S € 2 0F G A2y | a LJ
job duiies must be handled with the same security requirements as used within the library building
(e.g. personnel files should be kept in a locked file cabinet).

¢CKS fAONINER gAff y20 LINRPOARS FTdzNYyAAKAY3IA F2N
etc.) but some equipment may be furnished by the library, such as laptops, software, or other
items that are necessary for the employee to fulfill their job duties. Any personal equipment an
employee is using for work may be subject to FOIA (Freedoniarfation Act).

Hours an employee works remotely do not necessarily need to reflect the hours that the library is
open.

Employees are responsible for maintaining a safe and comfortable work environment conducive to
completing assigned tasks.

Remote workig is not intended to be used in place of paid benefit time.
An employee cannot be conducting a side business during hours they are working remotely.

The library and employee agree to abide by all laws governing telecommuting.

(Passed 7/21/2020)

MEALTIMESANDRESTBREAKS

All employees scheduled to work more than five consecutive hours a day shall take thirty minutes for mea
purposes. This meal time shall be without p&mployees shall be allowed one fifteen minute rest break
with each four consecutiveours of work. Meal times and rest breaks shall not be taken at the beginning
or end of a work shift.

HOLIDAYS
The Library is closed and ftilhe staff members shall be paid for the following holidays:

Closings (paid holidays for ftilners)

T

New YeaRa 51 €
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MLK Jr. Day

t NFAARSYGQa 51 &
Good Friday

Memorial Day

Juneteenth

Independence Day

Labor Day
LYRAISy2daay t S2LJ SaQ
Veterans Day

Thanksgiving

Day after Thanksgiving
Christmas Eve

Christmas Day

= =4 8 -4 -8 _9_95_4_°5_2_-2._-2-°_-2
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1 Saturday oMerchant Street MusicFegtopen 9am to noon (fulimers must work 37.5 hours that
week or take vacation or personal time)

1 Thanksgiving Ewveopen 9am to 5pm (fultimers must work 7.5 hourthat dayor usevacation or
personal time)

T NSg | S| qEh&n itgalsDetween Mondaffriday)9am to 5pm (fultimers must work 7.5
hoursthat dayor usevacation or personal time)
When a holiday fallsonafill A YS SYLX 28SSQa Rl & 2FF3 GKS& SI Ny
thessy S 6SS1{® ¢KS RAAONBIOAZ2YI NE GAYS gAfft o0S a
superior.
Religious Observances
Employees who are members of religious groups which have major holidays other than those observed b

the library may requestgrmission from their supervisor to use vacation or personal business leave on
those days.

VACATIONS
+| OFGAz2zya F2NIIff SyLifz2esSSa NP adzoaSO0G G2 LINR?2
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At all times, the welfare of the Library must receive primary consideration in making vacation schedules.
In case of conflict of schedules, priority will be given to the first request received.
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Vacation time ball be allotted to new fultime employees 90 days after their start date. Fule
employees receive vacation allotments based on the schedule listed belowtirRaremployees are not
eligible for paid vacation.

Vacation Schedule
Years of ServiceDays Paid Vacation

One through four years75 working hours per year, earned at a rate of 2.885 hours each pay
period.

Five through nine yearsl12.5 working hours per year, earned at a rate of 4.3270 hours each pay
period.

Ten or more years150 woiking hours per year, earned at a rate of 5.7692 hours each pay period.

Administration Years of Servie®ays Paid Vacation
One and two years150 working hours per year, earned at a rate of 5.7692 hours each pay period.

Three or more years187.5 workng hours per year, earned at a rate of 7.2115 hours each pay
period.

When an employee shall have reached 125% of their annually allotted vacation time in unused
time, they shall stop earning time until their unused total shall have dropped below.125%
(Amended 8/18/2020)

PERSONADAYS

Two paid personal business days per year will be allotted to all full time staff members on January 1 of
each year. This time shall be scheduled in advance with the supervisor. Full time employees must use
personal days ithe calendar year. Any unused personal time will be deleted on January 1 of the following
year. (Amended 1/19/202})

SCKLEAVE
Sick leave shall accrue at a rate of one day per month to become available on the last day of a completec
work month. Sick lese may accumulate to a maximum & days.

Benefits shall not be paid until such time as the Director is informed of the absence and the reason for
such absence and there is no question concerning the validity of the absence. Salary continuation pay wil
commence on the day notice is given unless the delay in reporting is supported by reasons acceptable to
GKS 5ANBOI2NIP ¢KS 5ANBOG2NI gAff NBldzZANS GKIFG |y
substantiate the reason for an absence longer thare¢éhdays.
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Sick leave shall be granted to staff members for actual illness in their immediate family.

A member of the family is defined as father, mother, sister, brother, husband, wife, child, grandpmarent,
a member of their householdrhe judgment of th®irector is to be relied upon in approving requests for
sick leave to care for others not specifically covered by this policy.

{AO0]1 tSI@®S YIeé& 06S dzaSR F2NJ R200G2NIDa | LIRAYyGYSyYy
Sick leave may never be used as unscheduled vacation.

Neither weather nor cividisobedience shall be accepted as a valid excuse for not reporting to work.

Any sick leave taken may not be made up at a later date.

(Updated 2/18/2020)

EXTENDEILLNESS
For an extended illness an employee shall use all or a portion of unused vdeatienvhen the sick leave
is exhausted.

Under the Family and Medical Leave Act of 1993 (FMLA), employees are entitled to a total of up to 12
work weeks of unpaid leave during any-frfonth period to care for themselves or a family member. If an
extendedleave is anticipated, the employee shall consult with their supervisor or the Director to clarify
their rights under the FMA.

MATERNITYEAVE
An employee who is pregnant can continue working as long as she is able to fulfill her regular duties.
Maternity leave will be treated in exactly the same manner as a leave for an extended illness.

EMERGENCKAY

If the library should be closed for any unscheduled reasontifoé salaried staff shall receive their normal
pay for the duration of the closure. Ramme hourly staff shall receive pay based up their previously
scheduled hours for the duration of the closu(Bassed 3/17/2020)

BREASTEEDING

For up to one year after the birth of their child, Employees may be given one break every 3 hours for the
purpose of expressing milk. Employees will be provided a private space with a lock on the door for this
purpose. A bathroom or storage area does not serve as an accommodation space under this policy.
Employee shall be responsible for informing their smar of when they will take their lactation break so
that proper staff planning can be mad&he term allowed for lactation breaks may be extended beyond
one year at the discretion of the director.
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SCHOOMISITATION

The Kankakee Public Library will ellcegular fulltime employees time off during the normal school year

(up to eight (8) hours per year) to attend necessary educational or behavioral conferences at the school h
or her child attends. You will be required to use vacation or personal timaifable or take the time as
unpaid.

JURYDUTY

If a fulltime employee is required to serve as a juror or under a subpoena as a witness in a court
proceeding, the library shall pay the regular salary of the individual provided that the employee weiks su
hours as are possible during the jury service.

Parttime employees are paid only for hours worked in the library of their assigned schedules.

All money earned by an employee from jury service must be remitted to the library, if that money is
earned duing a paid library shift.

QvicDuTty

Payment for time off for other civic duties shall be made only at the discretion of the Director after due
consideration of the nature of the case. In no event shall any such decision necessarily be used as a
precedent for future requests for payment.

MILITARYEAVEPOLICY

Military Leave Policy under the Uniformed Services Employment and Reemployment Rights Act (USERR,
The Kankakee Public Librasycommitted to ensuring that employees who must leave their jobsause

2T UKSANI ddzy AT2NXYSR aSNWAOS&ae 20f A3l 0A2ya Sycec2aea

DEATH IN THEAMILY

Employees may have up to three days leave with pay in the course of a year for deaths in the immediate
family. Atthe discretiondi KS SYLJX 28SSQ&a &dzLJSNAaA2NJ I yR GKS 57
additional funeral leave. A member of the immediate family is defined as a father, mother, sister, brother,
husband, wife, child, grandparents;laws, or other member of the employeed K2 dza SK2f R® ¢
of the Director is to be relied upon in approving requests for paid time off for the funeral of others not
specifically covered by this policy.

DEATH OF BHILD
In accordance with the FAMILY BEREAVEMENT LEAVE)®&ETerplyees can take up to sevevork
days of unpaid leave in addition to thieree paid family leave days to attend the funeral or alternative to a
funeral of their child, to make arrangements necessitated upon the death of a child, or to grieve the death
of a dhild. Criteria for employee leave eligibility mirrors that of the FMLA. To be eligible, an employee must
have worked for the employer for 12 months or longer. In addition, the employee must have worked at
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least 1,250 hours in the previous 12 months, anel @mployee must work at a site with 50 or more
employees. Leave must be taken within 60 days after the date on which the employee receives notice of
the death. In the event of a death of more than one child in aridhth period, the employee is entitled to

a total of 6 weeks of bereavement leave. This policy does not create a right to take unpaid leave time that
exceeds the unpaid leave available under the Family and Medical Leave Act (FMLA).

The amendent also provides up to teworkdays of unpaid leave fahe following reasons relating to
pregnancy, fertility, adoption, and surrogacy:

A miscarriage

An unsuccessful round of intrauterine insemination or an assisted reproductive technology
procedure

A failed adoption match or an adoption that is not finetiZoecause it is contested

A failed surrogacy agreement

A diagnosis that negatively impacts pregnancy or fertility, or

A stillbirth

€ e
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VESSAEAVEPOLICY
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Librarywill provide 12 weeks of unpaid leave during a twelve (12) month period to eligible employees who
(1) are victims of domestic or sexual violence; or (2) have a family or household member who is a victim ¢
domestic or sexual violence. Employees rake leave to (1) seek medical attention; (2) obtain services
from a victim services organization; (3) relocate or take other measures to increase the safety of the
employee; or (4) to seek legal assistance. Employees must give at least 48 hours adtiara# their

need for leave, unless such notice is not practicable. Upon returning from leave, an employee will be
NBEaG2NBR (2 KAA& 2NJ KSNJ AlFYS LRairidArzy 2N Iy Sl dz
The Librarynay require that theemployee provide certification indicating that the employee or a member

of his or her household is a victim of domestic violence.

The Kankakee Public Libravifl maintain benefit coverage for the employee and any family or household
member at the same l&l and subject to the conditions that coverage would have been provided had the
employee not taken leava@he Libraryill recover the premium it paid for maintaining coverage if the
employee fails to return from leave for a reason other than (1) the ooatiion, recurrence or onset of
domestic or sexual violence that entitles the employee to leave; or (2) other circumstances beyond the
control of the employee.

The Kankakee Public Libravijl not take any adverse employment action against an employeeuseca

the employee (1) is, or is perceived to be a victim of domestic or sexual violence; (2) participated in
proceedings pertaining to domestic or sexual violence; (3) requested an adjustment to a job structure,
workplace facility, or work requirement, in@ling a transfer, reassignment, modified schedule, changed
telephone number, or implementation of a safety procedure(®mecause the workplace is threatened

or disrupted in some way by the alleged domestic or sexual ab@ikerLibraryvill also make aeasonable
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accommodation to known limitations affecting otherwise qualified applicants or employees which result
from circumstances covered by VESSA, unless such an accommodation would create an rdsihije toa
the Library

An employee is not entitletbttake 12 weeks FMLA leave in addition to 12 weeks leave under VESSA.

VOTINGIIME

You are encouraged to vote either before or after your regularly scheduled work hours. If this is not
possible due to your work schedule, you may schedule in advance withsypervisor up to two (2) hours

of unpaid time off to vote. The employee may use two hours of vacation or personal time to vote, should
they desire.

TRANSFERS ANROMOTIONS

The Kankakee Public Libramycourages promotions from within and strives, heetextent possible, to
make vacant positions available to current employees before seeking new employees fiside @i the
employees of the Library.

In an effort to encourage professional growth and developmaltti.ibrary employees will be informed of
job openings via their library provided email accaulmternal Transfer/Promotiomequire a letter of
intent and resume to be sent to the supervisor of the department in which the opening is available

ADMINISTRATIMEEAVE

An employee may be placed administrative leave at the sole discretion of thibrary Directowhenever

the Library Directodetermines that the employee's continued presence on the job is inappropriate or
unduly disruptive. In such case, the employee shall be relieved from nastndlties but shall continue

to be considered an employee of théraryand shall continue to receive all normal pay and benefits.
Parttime employees placed on Administrative Leave shall be paid the hours they would be scheduled to
work in an average wée Provided, Administrative Leave shall not be considered discipline; but is rather a
temporary removal from duty. Administrative Leave shall be for such time asilbhary Directomay

direct. By way of example, but in no way as a limitation, Admirtisgd_eave may be used such as during

an internal investigation of personnel actions oegkd violations of these rules.

LEAVES ORBSENCE
There may be occasions during your employment when you need a leave of absence. A leave of absence
(LOA) is defirdas an unpaid, prapproved absence from work for a specified period of time for family
and medical, military or personal reasons.
The maximum length of time you may be on a Leave of Absence depends on the type of leave and your
years of serice with theLibrary Types of leave include:
1 Family Medical Leave Act (FMLA)
f +tA00GAYaQ 902y 2YAO {SOdaNAGe yR {F¥Sie ' OG0 o=
1 School Visitation Rights Act (SVRA)
1 Personal Leave of Absence (PLOA)
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1 Military Leaves of Abseraunder the Uniformed Services Employment and Reemployment Rights
Act (USERRA)
The decision to grant or deny a personal leave of absence will be based, in part, upon departmental need
and staffing requirements.

E.IGIBLEMPLOYEES

In order to qualify fo reemployment rights, an employee must have left his or her job for the purpose of
LISNF2NYAY 3 @2fdzy i NBE 2N Ay@2fdzyd NBE ASNIAOS Ay
work for purposes of an examination to determine fitness for milisewice.d ! Yy A F 2 NY¥ SR & S NX
include the Army, Navy, Marine Corps, Air Force, Coast Guard, Army Reserve, Naval Reserve, Marine Ct
Reserve, Air Force Reserve, Coast Guard Reserve, Army National Guard, Air National Guard, the
Commissioned Corps of thellflic Health Service, members of the state militia called into service or

training of theU.S.or the state, and any other category of persons designated by the President of the
United States in a time of war emergency.

To qualify for any benefits underithheading, an employee must have been released from such service
under honorable or general conditions.

REEMPLOYMENRIGHTS

The Kankakee Public Librawjl not discriminate in regard to any term or condition of employment against
any eligible employeed @A NI dzS 2F KA&a 2NJ KSNJ @g2f dzyd I NB 2NJ A
Absent special circumstances, such as undue hardship or dramatic chartged tbrary eligible

employees are entitled to rights following military leaves of absence to the extenidawy law. This

means that returning employees will be placed in the position the employee would have had, had the
employee not taken military leave. Where the employee is not qualified to perform the duties of the
position they would have had;he Libray will make reasonable efforts to qualify that employee for the

new position. In the event those reasonable efforts fail, the employee will be placed in the position s/he
occupied at the commencement of his/her military leave. If for some reason, theoge®ls no longer
qualified to perform that positionwith or without reasonable accommodatiodespitedl KS [ A 6 NI NE
efforts to qualify the employee, s/he will be placed in the nearest approximation to his/her former
position or the position s/he would havhad with full seniority.

Returning employees will be entitled upon reemployment to the seniority and other rights and benefits
they would have had, had the employee not taken military leave and been continuously emplotfed by
Library Note: The Libray reserves the right to refuse to rehire an employee who is absent from
employment for a cumulative period of more than five years, to the extent permitted by law.

EMPLOYE® OBLIGATIONS TIREEMPLOYMENRGHTS
In order to qualify for these rights, Empkgs must do the following:
1 Provide adequate notic®f impending service tdhe Library DirectoiThe Library Directamay
NBIljdZA NBE O2y il OG Ay TF2N)NI (A 2 Vhe HiRaNIDilekt@nayexcude 2 & S S
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this requirement where notice is imgsible or unreasonable under the individual circumstances in
each case.
1 Report back to work or apply for reemployment within the required time lines imposed by law
In general, this will mean that the employee must submit an application for reemployménnwi
90 days after release.
Employees who have questions about their eligibility for military leave, their reemployment benefits, and
what is required of them to secure those benefits, should contdna Library Director

ACCOMMODATIONS FORISABILITY

The Libraryis committed to complying with all applicable provisions of the Americans with Disabilities Act
0a! 5! ¢ 0 dbranpa KA ARE y20 (G2 RAAONAYAYIFGS |3FAyad
regard to any terms of conditons of empdys Yy i 6 SOl dzaS 2F adzOK AYRA@GARd
disability so long as the employee can perform the essential functions of theifolor without

reasonable accommodations

If you have a disability (as defined in the Americans with Disabiltat), explain to your supervisor and/or
Library Directowhat job-related accommodation you might need to perform thesestial functions of

your job.Additional conversation is encouraged betwesmployeesequesting job related
accommodatims and the ibrary Director, with consultation from supervisor vdétermine

accommodation needs andentify potential accommodation solution§he Kankakee Public Library
provides reasonable accommodations except in those instances where an accommodation woidld crea
an undue hardship as determined by the Americans with Disabilities Act.

DEVELOPMENT &FAFF

In-Service Trainmn

New staff members, during the first few days of employment, shall be given orientation in the general
operation of all departments, the Il NBE Q& 202SO0APSa I yR KA&AU2NRBX |
own duties.

Staff Meetings
Department Heads meetings are held on a regular basis but not less than quarterly. Information from
these meetings will be passed on to the general staffi@etings held in the various departments.

Enouragement of Further Education

Fultiime employees are encouraged to take advantage of available college level courses which will
contribute to their value to the Library, if work schedules can be arrangademnient to the Library.
Completion of courses in Library or Information Science may be considered as a recommendation for a

YSNAO AYONBlIFasS Ay (GKS SyLi2e8sSSQa LI e&o
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Professional Reading
The Library purchases a variety of professional library books, patsphhd materials which are available
to all staff members.

Staff members are to avail themselves of opportunities to browse through new books, magazines, and
other materials which are in circulation or about to circulate. Questions at the main desktdae
answered intelligently if staff members are not alert, well informed, and know what materials are
available.

Attendance at Professional Meetings

When the work of the library permits, time with pay is allowed for staff members to attend library
conferences and other professional meetings. Board approval is requisdar as possible, the privilege

of attendance at such meetings is rotated among staff members. Active participation, such as prepared
talks or committee work, merits priority in @nding meetings.

Membership in Library Associations

It is recommended that the Director and Department Heads hold membership in ILA and ALA, and all staf
employees in general are urged to join, at least, ILA and to participate in its activities.

The irstitutional membership dues shall be paid by the library for Library Administration Council of
Northern lllinois and any other library organization that could add to the improvement of the Kankakee
Public Library.

Staff members and Board members will lesponsible for their personal dues.

Travel and maintenance of any persons attending meetings will be assumed by the Library.

¢KS t NBaAaARSYyd 2F GKS . 2FNR YR 5ANBOG2NNa LISNA?2
INSURANCE AND OTHBERNEFIS

The Library wilbay 80% of the premiursingle coverage health insurance for all-fitie salaried
employees.20% of premium cost shall be the responsibility of the covered emplogeserage for
dependents of employees shall be at the sole cost eféamployee.

All library employees are covered by Social Security and contribute as mandated by law.

All employees working more than 600 hours per year are members of the Illinois Municipal Retirement
Fund (IMRF) and contribute at the rate prescribedavy. |
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to the individual.

WORKERIIOMPENSATION
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result d an occupational injury or illness. N@ecupational illness and injuries may be covered uider

[ A O Nieadll andidisability plans.

To receive these benefits, you must report all accidents and injuries immediately to your supervisor.
(Failure to imnediately notify your superves may result in the denial of your claim.) All event reports,
documents and other relevant information must be forwardecdte Library Director.

SALARYVREVIEW

Salaries for all employees shall be reviewed not less than digrfoapossible increase consistent with
position classification guidelined his review would normally be held during March with any authorized
increases becoming effective the first pay period following May 1.

REDORCLEEMPLOYEES

Any employee whosegy falls outside the maximum pay for their grade at the time of the establishment

of the pay grades shall not receive an annual raise until their pay falls at or below the maximum pay for
their grade. In lieu of a raise, the employee may receive a bongs@at in an amount to be decided by
GKS fAONINEB RANBOGI2NXY 2KSy (GUKS SYLX2eSSQa LIe& 7
shall receive a raise commensurate with their gra@assed April 21, 2020

PERSONNHRECORDS

The Kankakee Publigbrary maintains a personnel file on each employee. The personnel file includes such
information as the employee's job application, resume, records of training, documentation of performance
appraisals and salary increases, and other employment records.

These files are the property of The Kankakee Public Library, and access to the information they contain is
restricted. Generally, only personnel of The Kankakee Public Library who have a legitimate reason to
review information in a file are allowed to do.s

Employees who wish to review their own file should contact the Director. With reasonable advance notice
employees may review their own personnel files in the Kankakee Public Library offices and in the presenc
of an individual appointed by The Kankakeublic Library to maintain the files.

PERFORMANCREVIEW

All Library employees will be evaluated during the third month of employment, the twelfth month of
employment, and annually thereafter.
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A formal performance evaluation may be conducted at arheotime circumstances warrant.
Each performance evaluation will be signed by the evaluator and the employee being evaluated.

Each Library employee will receive a copy of this evaluation.

PROMOTIONS
When vacancies occur, it is the policy of the Libtarfjll them by promotion or transfer if candidates with
necessary qualifications are available on staff.

If suitabke candidates are not availabilee library will seek new appointees elsewhere.

Promotions are based upon: evidence of satisfactory pertorce; promise of future development; and
educational, technicabind personal qualifications.

Appointment and promotions are based on merit without interference from political, economic, religious,
or other groups.

RESIGNATIONSNDRETIREMENT

Resignatias are to be submitted in writing and presented to the Library Director one month prior to the
effective date for librarians and personnel holding positions of Department Head and two weeks prior to
the effective date for all other employees.

The Librarydoes not have a mandatory retirement age. Employees may work until they elect to retire so
long as they retain the physical and mental capability to perform their assigned duties.

Retirement is defined as leaving the employment of the Library and ragevpension under the
provision of the lllinois Municipal Retirement Fund (IMRF).

Earned but unused vacation will be paid upon resigndte&imement.
Cumulated sick leave will not be paid upon resigndtetirement.

Any employee who resigns and lateturns to the employment of the Library shall be considered a newly
hired employee for all purposes, including the granting of vacation.

EMPLOYMENDISCIPLINARMOLICY

All employees are expected to conduct themselves in a respectful and professionamadrall times. If

this does not occur, the employee will be subject to discipline up to and including termination. This policy
serves as a general guide and does not and cannot include every possible scenario or situation that may
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arise.

Termination

The following infractions will normally result termination, without prior corrective action.

1 Disclosing, tampering with, or removing any confidential information, employee personal

information, or confidential library business to an unauthorized persoendity.

1 Dishonesty, misrepresentation of facts, or falsification of any record or document includes, but not
limited to the employment application, electronic time card/clock, dishonesty or misrepresentation
of facts in order to obtain benefits or privdes.

Any destruction or abuse of library property or property of another entrusted to the library.

Unauthorized possession, removal, use or theft of library property or the property of others

entrusted to library.

1 Any employee who is convicted of a felodyigrelated crime or any crime related to sexual abuse
who does not report his or her conviction within five working days of such a conviction.

1 Inappropriate use of a Family Medical Leave of Absence or any other Leave policy. This includes L
is not limted to calling in sick or having an unscheduled absence for a shift when the employee is
working in another organization or working at another job while on FMLA.

1 Failure to cooperate with a fitness for duty testing or follow through with a treatment plan
recommended by the Employee Assistance Program.

1 Misconduct, gross negligence or any conduct that is in conflict with and/or jeopardizes the
wellbeing of citizens, visitors or employees; this includes but is not limited to, cursing (swearing),
using threat@ing or vulgar language, exhibiting behavior that is intimidating, coercing, harassing,
indecent, immoral, or violent.

= =

Two Day Suspension

Although not inclusive, the following list of infractions normally will, depending on the circumstances,
result in the employee being given a final warning anitva (2) day suspensiomwithout prior corrective
action. However, depending on the circumstances or severity of the violation, any of the following
violations could result in immediate termination:

1 Abandoning youwork or leaving work area without permission or relief.

1 Being in an unauthorized area.

1 Refusing to cooperate in an investigation authorized by library.

1 Sexual harassment or discrimination in violation of the law or library Policy. (See Harassment Polic

in the Human Resources Policy Manual).

1 The employee who is in a position to influence or control decisions affecting the library who fails to
notify his/her supervisor of a potential conflict or engages in any action that presents a conflict of
interest
Any behavior or action that violates the professional, technical or ethical standards.
Insubordination, to include refusal or failure to follow written and verbal instructions or perform
designated work as requested.

= =
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1 Failure to comply with mandatory requireants (including, but not limited to, safety training,
attending orientation, infection control, Employee Health testing,).

Gambling on library premises.

Conviction of a serious crime which has an adverse impact on the business or image of the library.
Failire to provide notification of an absence or providing that notification more than one (1) hour
0Se2yR GKS 06S3IAYyyAy3dI 2F | aOKSRdzZ SR aKATFOG 2N
incapacitation or any other unforeseen emergency provided thatemployee provides

supporting documentation upon returning to work.

1 Sleeping while on duty.

= =4 -4

Second Warning

Although not inclusive, the following list of infractions will normally result in the employee being given a
second warningHowever, dependingyp G KS SYLJX 28SSQa LINSOA2dza RA & O
severity of the violation, any of the following infractions could result in further corrective action up to and
including termination.

1 Solicitation for the benefit of any business in which thedry employee has an interest. Also, the
solicitation of tips or a gratuity, to include the accepting of anything of substantial value for
personal use.

Violation of fire, health sanitation, safety and security regulations or practices.

Violation of the Cmputer Usage Policy to include any prohibited activity such as unauthorized file,
database or internet access or other activities that promote a personal commercial enterprise.
Overstaying or extending meals or breaks beyond the allowable time.

Failure toperform in a courteous, conscientious, and caring manner in responding to the needs of a
customer.

Retaliation against an employee, citizen, or visitor for reporting violations of Library policy.
Disruptive behavior that demonstrates a blatant disregandtifie dignity and respect of coworkers,
and/or visitors resulting in a disruption of work.

= = = =
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Verbal Warning

Although not inclusive, the following list of infractions will normally result in the employee being given a
verbal warning However, dependingon® SYLJX 28 SSQa& LINBGA2dza RA&OA LI
of the violation, any of the following infractions could result in further corrective action up to and including
termination.

Violation of library Smoke Free Environment Policy.

Working extrahours without proper authorization (i.e. unauthorized overtime).

Unauthorized storage of equipment, supplies, or property in lockers.

Neglect or failure to perform essential job functions in a manner that meets library performance
standards. This can ingle, although not limited to, poor quality or quantity of work, failure to

fulfill job requirements or assignments, causing or contributing to unsafe work conditions and
performing unsafe procedures

il
T
1
T
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1 The taking of rest breaks or the eating of meals at dipwdervice desk.

Any violation of library attendance practices in accordance with Policy will result in disciplinary action up
to and including termination except when authorized under the Family and Medical Leave Act.

Any violation of library Time Rewbng in accordance with Policy will result in disciplinary action up to and
including termination.

Whenever conduct violations occur, the supervisor is to evaluate the nature and severity of the entire
aAlbdzr A2y YR 02y aaA RS NdbéféteSdet&vinidig AppropEiabeicorrediigg goiod. dza

When requested, an administrator will serve in a consulting role by providing advice or guidance regarding
any aspect of this policy.

The preceding are guidelines. Any violations may result in moregeeoeerective action than previously
outlined.

The preceding list is not all inclusive. Common sense and good judgment are to be used in determining
appropriate behavior and corrective action.

Disciplinary action pertaining to alcohol and drugs is adsidsn the Drug and Alcohol Policy.

All suspensions and discharges require the approval of the director or his or her designee. Discharge
actions will be reviewed by the director prior to informing the employee of such actions.

The discharge should norithatake place during a fage-face discussion and the supervisor should
promptly give the Discharge Notice to the employee and send a copy to an administrator.
(Passed 2/18/2020)

ANTFHARASSMENROLICY

The Kankakee Public Librasycommitted to treatig all employees with dignity and respectcardingly,

the Libraryuncompromisingly enforces its Aflarassment Policy in order to create an environment that

is free from discrimination or harassment of any kind. In keeping with this commitment to tgeatin
employees with dignity and respeche Librarymakes employment decisions based on an assessment of
SIOK SYLX28SSQa YSNAGAS ljdad t AFAOIFI GA2YyAas YR | 0A
F LILX AOF yiQa 2NJ SYLX 2 dighs €&, ndtidgnd &igin, OtzenshiNatub, §go,S & (1 NE
pregnancy, marital status, sexe@ientation, physical or mental disability or handicap, or any other
characteristic protected by federal or state law.

The Kankakee Public Libravill not condone ol 2 f SN} ¢S KI NI aavySyd ol aSR 2
ancestry, religion, sex, national origin, citizenship status, age, pregnancy, marital status, sexual orientatio
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physical or mental disability or handicap, or any other legally protected dlasKankakee Public Library
also prohibits harassment of its employees by #onployees, such dibrary users, vendorsand other
third parties with whom our employees interact while performing their job duties.

Harassment Defined
This Policy expressly priblits any verbal, physical or visual conduct of any kind which is offensive to an
SYLX 2SS 06S0OFdzaS 2F (KS AYRAGARdzZ f Qa3 NI OSz O2f
age, pregnancy, marital status, sexoakentation, physicabr mental disability or handicap, or any other
characteristic protected by federal or state law, and which creates an environment which is intimidating,
K2AGAESY 2N 2FFSyargsS G2 GKS SyLX 2@SS 2N gKAOK
duties.
This AntiHarassment Policy also expressly prohibits all forms of sexual harassment. Sexual harassment, 1
purposes of this Policy, consists of unwelcome sexual advances, requests for sexual favors, or any other
verbal, physical or visual conduzita sexual nature when:
f {doYA&aarzy (G2 GKS O2yRdzOG A& YIRS SAGKSNI AYL
employment;
1 Submission to or rejection of the conduct is used as the basis for an employment decision which
affects the harassed enpyee; or
1 The harassment creates an environment, which is intimidating, hostile, or offensive to the
SYLX 288S 2NJ AYUiSNFSNBa gAGK GKS SYLIX28S5SQa L

Prohibited Conduct
Examples of conduct prohibited by this ARtarassment Paly include, but are not limited to, the
following:

1 Unwanted physical contact or touching;

1 Persistent or repeated unwelcome requests for dates or a social relationship;

1 Unwelcome sexually suggestive jokes, gestures, or comments;

1 Preferential treatment foan employee or a promise of preferential treatment for an employee, in
exchange for dates or sexual conduct, or the denial or threat of denial of employment, benefits, or
advancement for refusal to consent to sexual advances; The use of epithets, slalggovoames,
stereotypes or other language which degrade any person or group of persons on the basis of race,
color, ancestry, religion, religious creed, national origin, sex, age, pregnancy, sexual orientation,
marital status, disability or any other pmatted characteristic;

1 The display of sexually oriented pictures, posters, Internet sites, or other material offensive to any
employee;

1 The display of any pictures, posters, Internet sites, or other material offensive to any employee on
account of his or herace, color, ancestry, religion, sex, national origin, citizenship status, age,
pregnancy, marital status, sexe@lientation, physical or mental disability or handicap, or any
other characteristic protected by federal or state law;

f Making offensive socif YSRALF Ll2ada 2y GKS o6lFlaira 2F 2ySQ
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national origin, citizenship status, age, pregnancy, marital status, sexeatation, physical or
mental disability or handicap, or any other characteristic protected by federsiate law

1 Verbal or physical threats or abuse directed at an employee because of his/her race, color,
ancestry, religion, sex, national origin, citizenship status, age, pregnancy, marital status, sexual
orientation, physical or mental disability or hdinap, or any other characteristic protected by
federal or state law.

Reporting Harassment

Any employee who believes he or she has been a victim of harassment by any other empeyex,

vendor of the Librargr who believes he or she has withessed tla@assment of others should report the
incident(s) immediately téheir direct supervisor or Library Administration. The Kankakee Public Library
will conduct appropriate thorough investigation into each complaint and will take prompt corrective action
where the evidence shows that a violation of this policy occurred. Information about individual complaints
FYR GKSANI RA&LRaAGAZ2Y Aa O2yaARSNBR O2yFARSYGAL

Policy Against Retaliation
The Kankakee Public Laloy will not retaliate against any employee who has made a good faith report of
alleged harassment.

Responsibility of Supervisory Employees

Alladministratoror supervisor are responsible for helping to prevent harassment.aéinyinistratoror
supervisowho becomes aware of any possible harassment of or by any employee, patient, or supplier
must immediately advise theibrary Director

Disciplinary Action
Any employee found to have engaged in conduct that violates this Policy will be subject to disgiplin
action, up to and including discharge.

False or Frivolous Complaints

False or frivolous complaints will not be tolerated, given the seriousness of the consequences for the
accused. A false or frivolous complaint is one where the accuser is usingkacuraf harassment or
discrimination to accomplish something other than reporting violations of this policy. It does not refer to
complaints made in good faith that, after a thorough investigation, cannot be proven. Any employee who
is found to have mada false or frivolous complaint will be subject to discipline up to and including
termination.

CONFLICTS ORTEREST

The Library expects our employees to conduct business according to the highest ethical standards of
conduct. Employees are expected tovdee their best efforts to the interests of the Library. Business
dealings that appear to create a conflict between the interests of the Library and an employee are
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unacceptable.

Library employees may not engage in any service or activity for whictatiedyeing paid or given
anything of value by any outside party while they are simultaneously on duty at the Library.

The Library recognizes the right of employees to engage in activities outside of their employment which
are of a private nature and unlieed to our business. However, the employee must disclose any possible
conflicts so that the Library may assess and prevent potential conflicts of interests from arising. A
potential or actual conflict of interest occurs whenever an employee is in figo$o influence a decision
that may result in a personal gain for the employee or an immediate family member as a result of the

[ AN} NBEQa o0dzaAySaa RSIHEAy3Iao

It is the responsibility of every Library employee to disclose any personal or financiakinteagay

person, firm, company or any business entity doing business with the Library. This information is requirec
to determine whether any undue or special influence may be involved in sales to or purchases from the
Library. Such disclosure mustbe®ni@ Ay 6NRGAY3I o0& (GKS SYLX 28SS |y
supervisor for review of a potential conflict of interest.

Although it is not possible to specify every action that might create a conflict of interest, this policy sets
forth those that most fequently present problems. If an employee has any question whether an action or
proposed course of conduct would create a conflict of interest, he should immediately contact his
supervisor to obtain advice on the issue. The purpose of this policyistect employees from any

conflict of interest that might arise.

INTERNEr EMAIL/ SOCIAIMEDIA

All employees are expected to conform to the standards regarding electronic correspondence and
communication systems pvided by the Kankakee Public Librarize Kankakee Public Libramyns this
system and all messages created, sent, or received including, but not limited to, all Internet/Intranet
transmissions remain the pperty of the Kankakee Public LibraRurthermore, The Kankakee Public
Libraryhas,and will exercise, the right to review, audit, monitor, access, and disclose all matters on its
electronic correspondence and communications system at any time, with or without notice. Such access
may occur during or after working hours. Employees whothednternet/Intranet system to harass, bully,

or intentionally offend other coworkers may be subject to discipline, including the termination of
employment with the Kankakee Public Library

While at work, employees shall not use the internet for any psgonrelated to the business of the

Library Violations of this policy will lead to discipline, up to and including termination.

Internet and email access may not be used for transmitting, retrieving or storing any communications of
a discriminatory, hassing, bullying or pornographic nature. Messages with remarks about an
AYRAQDGARdzZE f Q& KSNJ N} OSz O2f2NE | yOSaidNERI NBfAIAZ2
marital status, sexuadrientation, physical or mental disability or handigar any other characteristic
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protected by federal or state law or harassment of any of these bases via email/internet is strictly
prohibited.

The Library respects the right of employees to use social networking, personal websites and weblogs as ¢
mediumof selfexpression. If you choose to identify yourself as a Library employee and discuss matters
related to the Library or Library staff on your website, weblog, or other online social network, please
proceed with caution and discretion. Although youghsite, weblog, or any other medium of online
publishing may be a personal project conveying your individual expression, some people may
nonetheless view you as a de facto spokesperson for the Library. Such activities at or outside of work
may affect youjob performance, the performance of others, staff morale, teamwork, and/or the

reputation or business interests of our agency.

POLITICAACTIVITY

All employees are urged to exercise their individual right to vote as citizens. No employee may use his or
her official position to coerce or inhibit others in the free exercise of their political rights. No employee
shall engage in political activities while on duty. No employee may wear any apparel while on duty bearin
images or writing that espouses anylipical party, candidate or ideology.

DISPENSINMEDICATIONS TO THEBLIC

Kankakee Public Library Staff will not dispense medications;tbgarounter, or prescription, to any
member of the public(Passed 1/21/2020)

CONFIDENTIALITY

All circulation recads are made confidential by laEmployees may not revesalichinformation except

dzy RSNJ 4 KS RANBOGAZ2Y 2F GKSANI &dzLISNIBA&2NI 2NJ 6A (K
including what constitutes confidential information, should& F SNNBER (2 GKS SYLX 2

Further, theLibraryexpects that any knowledge, techniques, writtengraphicamaterial and other
information relative to theLibrarnyQ & 0 dza A Yy Sécieatéddutinkg the/cBurse of employment by the
Libraryremain the property of the ibrary

AT-WILLEMPLOYMENT

Unless an employee is represented by a labor union or working under an employment contract, all
employment withthe Kankake@ubic Librarys atwill and may be terminated at any time by the
employee o the Library with or without notice, and for any nediscriminatory, norretaliatory reason.

STAFFUSE OEQUIPMENT

The use of library equipment or other property for personal purposes is prohibited unless prior permission
is obtained by an administrato This policy includes, but is not limited to, the making of free photocopies,
use of library laptops, borrowing of tools, and use of the Cricut.
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DRUGHREBNORKPLACE

Purpose

In compliance with the Drugree Workplace Act of 1988, the Kankakee Public

Library has a longstanding commitment to provide a safe, qualiggnted and productive work

environment. Alcohol and drug abuse pose a threat to the health and safety of Kankakee Public

[ AGNI NB SYLX 28SSa FyR (2 (KS a&ifi€3deNRhase regsdns, th& S [ A
Kankakee Public Library is committed to the elimination of drug and alcohol use and abuse in the
workplace.

Level of Responsibility
This policy applies to all employees and all applicants for employment at the KankdkeelLibrary. The
Human Resource Director (HRD) is responsible for policy administration.

Policy

Kankakee Public Library requires that all employees be-ilaegand alcohcfree while at work. While at
work, all employees are prohibited from manufactgj possessing, using or distributing drugs or alcohol,
having a prohibited amount of a drug in their body, or being under the influence of alcohol or cannabis.

Definitions
Library Premisesncludes all offices, grounds, parking lot, lockers, or anyositehich the
Library is conducting business.
lllegal Drug:means a substance whose use or possession is defined as illegal under the lllinois
controlled substance act. 720 ILCS 570/ Illinois Controlled Substance Act.
Refuse to Cooperataneans to obstructhe collection or testing process; to submit an altered,
adulterated or substitute sample; to fail to show up for a required test; to refuse to complete the
requested drug testing forms; or to fail to promptly provide specimen(s) for testing when direrted
do so, without a valid medical basis for the failure. Employees who leave the scene of an accident
without justifiable explanation prior to submission to drug and alcohol testing will also be considered
to have refused to cooperate and will automatigabe subject to discharge.
Under the Influence of Alcohoimeans an alcohol concentration equal to or greater than .04, or
actions, appearance, speech, or bodily odors that reasonably cause a supervisor to conclude that an
employee is impaired because @tohol use.
Under the Influence of Drugsneans a confirmed positive test result for illegal drug use per this policy.
In addition, it means the misuse of legal drugs (cannabis, prescription and possibly
(OTC) over the counter) when there is not a vatielspription from a physician for the lawful use of a
RNHzZ Ay GKS O2dzZNAS 2F YSRAOFf GNBFGYSYyld 602y
substance, quantity/amount to be taken and the period of authorization).
Under the Influence of Cannasr means specific articulable symptoms that reasonably cause a
supervisor to conclude that an employee is impaired because of cannabis use.
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Employee Assistance Services (EAP)
1 SeltReferral

o Kankakee Public Library will assist and support employees whotadly seek help for drug or
alcohol problems before becoming subject to discipline or termination under this or other
Kankakee Public Library policies.

o Such employees will be allowed to use accrued paid time off, placed on leaves of absence,
referred to treatment providers and otherwise accommodated as required by law.

1 Management Referral

o0 An employee who is determined to be under the influence of cannabis, or tests positive for
alcohol or drugs, or who admits to a drug or alcohol problem while beirgptireed for
performance problems, shall be referred to the EAP. The employee must accept the referral
and provide documentation of his or her successful completion of an evaluation and any
recommended treatment including aftercare, and sign a Last Chagaement (see forms).

1 Failure to canply will result in termination

o0 Any employee who commits an otherwise terminable offense, regardless of whether or not he
or she tests positive, and any employee who tests positive twice will be terminated and offered
the services of the EAP.

0 Once adrug test has been initiated under this policy, unless otherwise required by the Family
and Medical Leave Act or the Americans with Disabilities Act, the employee will have forfeited
the opportunity to be granted a leave of sénce for treatment, and will face possible
discipline, up to and including discharge.

1 Fit for Duty

o Employees should report to work fit for duty and free of any adverse effects of illegal drugs,
Cannabis/Cannabis products, or alcohol. This policy doegrobtbit employees from the
lawful use and possession of prescribed medications.

0 9YLX 28SS& Ydzalz K2¢SOSNE O2yadzZ 0 gAGK GKSA
fitness for duty and ability to work safely, and they must promptly disclose ank wor
restrictions to their supervisor.

Work Rules
Whenever employees are working, are present on Library premises, or are conductingr#based work
offsite, they are prohibited from:
o Using, possessing, buying, selling, manufacturing or dispensirlggai drug (to include
possession of drug paraphernalia).
o Being under the influence of alcohol, cannabis or an illegal drug as defined in this policy.
0 Possessing or consuming alcohol or cannabis.
1 The presence of any detectable amount of any illegal dtiegal controlled substance or alcohol in
Fy SYLX 28SSQa 02Re a2aiSY>X gKATS LISNF2NNXAyY3
prohibited.
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Members of management may consider an employee to be impaired or under the influence of
cannabis if he oshe has a good faith belief that the employee manifests specific, articulable
aeyYLi2zYa o6KAES g2NJAy3 GKFEG RSONBFasS 2N €S
GFrala 2F GKS SYLX 2eSSQa 2206 LJ2aA0A 2fgtors listedJ?
below may be considered evidence that an employee is impaired or under the influence of
cannabis.

Kankakee Public Library will also not allow employees to perform their duties while taking
prescribed drugs that are adversely affecting thadility to safely and effectively perform their job
duties. Employees taking a prescribed medication must carry it in a container labeled by a licensed
pharmacist or be prepared to produce the container if asked.

Any illegal drugs or drug paraphernalidlWwe turned over to an appropriate law enforcement

agency and may result in criminal prosecution.

a a
a A

Required Testing

Pre- Employment

Applicants being considered for hire must pass a drug test before beginning work or receiving an offer of
employment. Refual to submit to testing will result in disqualification of further employment

consideration

Reasonable Suspicion

T

T

Employees are subject to testing based on (but not limited to) observations by at least two
members of management of apparent workplace usesgession or impairment. Library
Administration should be consulted before sending an employee for testing. Management must
use the Reasonable Suspicion Observation Checklist to document specific observations and
behaviors that create a reasonable suspicibat an employee is under the influence of illegal
drugs, cannabis, or alcohol. Examples include:

o Odors (smell of alcohol, body odor or urine).

Movements (unsteady, fidgety, dizzy).

Eyes (dilated, constricted or watery eyes, or involuntary eye movements)

Face (flushed, sweating, confused or blank look).

Speech (slurred, slow, distracted riltbught, inability to verbalize thoughts).

Emotions (argumentative, agitated, irritable, drowsy, irrational, unusual).

Actions (yawning, twitching, physical dexteriagility, coordination).

Inactions (sleeping, unconscious, no reaction to questions).

Negligence or carelessness in operating equipment

Disregard for the safety of the employee or others

Disruption of productivity

o Carelessness that results in any injusytihe employee or others

2 KSYy NBlFaz2ylofS adzAaLMAOA2Y GSAaGAY3 Alblbragyl NNI y
Administration will meet with the employee to explain the observations and the requirement to
undergo a drug and/or alcohol test within twwurs. Refusal by an employee will be treated as a

O 00O O0OO0OO0OO0OO0OO0OOo
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positive drug test result and will result in immediate termination of employment. 3. Under no
circumstances will the employee be allowed to drive himself or herself to the testing facility. A
member of maagement must transport the employee or arrange for the employee to be
transported home.

Postaccident

T

Employees are subject to testing when they cause or contribute to accidents that seriously damage
library equipment or property or that result in an imjuto themselves, another employee, or a
member of the public requiring offsite medical attention. A circumstance that constitutes probable
belief will be presumed to arise in any instance involving a weldted accident or injury in which

an employee wh was operating a motorized vehicle while performing their Library duties is found
to be responsible for causing the accident. In any of these instances, the investigation and
subsequent testing must take place within two hours following the accidenttisooner. Refusal

by an employee will be treated as a positive drug test result and will result in immediate
termination of employment.

Under no circumstances will the employee be allowed to drive himself or herself to the testing
facility. A member of maagement must transport the employee or arrange for the employee to be
tested

Collection and Testing Procedures

1
1

= =

= =

Employees subject to alcohol testing will be transported to a Riverside Workforce
Health-designated facility and directed to provide breath sipeens. Breath specimens will be

tested by trained technicians using federally approved breath alcohol testing devices capable of
LINE RdzOAY 3 LINAYGSR NBadzZ Ga GKFIGd ARSYydGAFTe (KS
concentration is .04 or more, a seconcehth specimen will be tested approximately 20 minutes

later. The results of the second test will be determinative. Alcohol tests may, however, be a breath,
dZNA Y SS> yR o6f22R 2NJaltA@gl GSadz +d GKSIsO2 YL
generated by law enforcement or medical providers may be considered by the company as work
rule violations.

Employees subject to drug testing will be transported to a Riverside Workforce

Healthdesignated testing facility and directed to provide urgpecimens. Employees may provide
specimens in private unless they appear to be submitting altered, adulterated or substitute
specimens. Collected specimens will be sent to a federally certified laboratory and tested for
evidence of marijuana cannabis, cowa opiates, amphetamines, PCP, benzodiazepines,
methadone, methaqualone and propoxyphene use. (Where indicated, specimens may be tested fo
other illegal drugs.) The laboratory will screen all specimens and confirm all positive screens.
There must be ahain of custody from the time specimens are collected through testing and
storage.

The laboratory will transmit all positive drug test results to a medical review officer

(MRO) retained by Riverside Workplace Health, who will offer individuals with goBults a
reasonable opportunity to rebut or explain the results. Individuals with positive test results may
also ask the MRO to have their split specimen sent to another federally certified laboratory to be
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of notice of test results. If the second facility fails to find any evidence of drug use\iaplie
specimen, the employee or applicant will be treated as passing the test. In no event should a
positivetest result be communicated to Kankakee Public Library until such time that the MRO has
confirmed the test to be positive.

Consequences

1 Applicants who refuse to cooperate in a drug test or who test positive for alcohol or illegal drugs
will not be hired ad will not be allowed to reapply/retest in the future. Employees who refuse to
cooperate in required tests or who use, possess, buy, sell, manufacture or dispense an illegal drug
in violation of this policy will be terminated. If the employee refusesdddsted, yet the company
believes he or she is impaired, under no circumstances will the employee be allowed to drive
himself or herself home.

1 Employees who test positive, or otherwise violate this policy, will be subject to discipline, up to and
includm GSNXYAYLFGA2Yyd 5SLISYRAY3I 2y GKS OANDdzyadil
and any state law requirements, the Kankakee Public Library may offer an employee who violates
this policy or tests positive the opportunity to return to work on adelsance basis pursuant to
mutually agreeable terms, which could incluiddow-up drug testing at times and frequencies
determined by Kankakee Public Library for a minimum of one year but not more than two years as
well as a waiver of the right to conteshyatermination resulting from a subsequent positive test. If
the employee either does not complete the rehabilitation program or tests positive after
completing the rehabilitation program, the employee will be immediately discharged from
employment.

1 Emploes will be paid for time spent in alcohol or drug testing and then suspended pending the
results of the drug or alcohol test. After the results of the test are received, a date and time will be
scheduled to discuss the results of the test; this meetifgfvi A y Of dzZRS G KS SYLJ 2
Library Administration. Should the results prove to be negative, the employee will receive back pay
for the times/days of suspension.

Confidentiality

Information and records relating to positive test results, damgl alcohol dependencies, and legitimate
medical explanations provided to the MRO will be kept confidential to the extent required by law and
maintained in secure files separate from normal personnel files. Such records and information may be
disclosed amng managers and supervisors on a néedknow basis and may also be disclosed when
relevant to a grievance, charge, claim or other legal proceeding initiated by or on behalf of an employee o
applicant.

Inspections
Kankakee Public Library reserves thétrig inspect all portions of its premises for drugs, alcohol or other
contraband. All employees, contract employees and visitors may be asked to cooperate in inspections of
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their persons, work areas and property that might conceal a drug, alcohol or ctiméraband. Employees
who possess such contraband or refuse to cooperate in such inspections are subject to appropriate
discipline, up to and including discharge.

Crimes Involving Drugs

Kankakee Public Library prohibits all employees, including empl@geessming work under government
contracts, from manufacturing, distributing, dispensing, possessing or using an illegal drug or cannabis in
or on company premises or while conducting company business. Kankakee Public Library employees are
also prohibitedrom misusing legally prescribed or ov@e-counter (OTC) drugs. Law enforcement
personnel may be notified, as appropriate, when criminal activity is suspected.

Reporting

Employees suspecting a member of management being under the influence of illegslat alcohol

should immediately report it to a member of Administration. That member of

Administration will investigate under the requirements of this policy. A staff member or member of
management who suspects the Assistant Director will immediatgdgntet to the Director, who will

investigate under the requirements of this policy. A staff member or member of management who
suspects the Director will immediately report it to the Assistant Director, who will investigate under the
requirements of thigpolicy. Any suspicion of illegal drug use will be reported to the Library Board President
immediately.(Passed 2/18/2020)

CHANGES IIRERSONABTATUS

If you get married, move, add to your family, or simply change your phone number, pleasetnetif

Library Directorwithin thirty (30) days of the change. As some changes impact your benefits, it is
important that you report changes right away. Reporting changes allows us to maintain accurate records
for Social Security, income tax and other purposes as regly law and for your own protection.

BEVIPLOYMENT dRELATIVES

Immediate family members are not permitted to work in: 1) a direct supervisory or management
relationship whereby one would have an impact on the other with respect to salary, hours of work,
staffing, work schedule, or evaluations; and/or 2) the same department

Family members may apply for other open positions within the Library that are not in conflict with any
local, state or federal statute.

EQUALEMPLOYMENOPPORTUNITY

The Kankakee PublLibrary as an equal opportunity employer, will recruit, hire, promote, transfer and
retain employees who are best qualified to meet the needs of a specific department and our organization
as a whole. All qualified applicants will be considered forlabka positions withirthe Librarywithout

regard to race, color, ancestry, religion, sex, national origin, citizenship status, age, pregnancy, marital
status, sexuabrientation, physical or mental disability or handicap, or any other characteristic gieate
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by federal or state lawThe Kankakee Public Libravglcomes diversity in the workplace and appreciates
the gift it brings in serving others.

PERDIEMS

Per Diem is the amount provided to a traveler to cover expenses such as food, beverages, paals, m
gratuities, fees and tips given to porters, baggage carriers, bellhops, hotel maids, stewards or stewardess
on ships and hotel individuals in foreign countries. Per Diem is a fixed amount for official travel status and
is not a reimbursement for actuabsts incurred. United States General Service Administration per diem
rates for the current year will be used. Receipts or a signed declarative statement detailing the expense
incurred must be submitted to the business office within 30 days of the ofatiee expense for

reimbursement to be made.

SUSPENSION

A staff member charged with misconduct which could necessitate termination may be suspended without
pay pending the outcome of the investigation. If the employee is cleared by said investigatidntiosn

of unpaid salary is made.

This suspension can be initiated by the Director or a quorum of the Board of Trustees.

TERMINATION
Termination of employment may be initiated for any of the following reasons:

Unsatisfactory work performance includihgbitual tardiness, excessive absence, or physical or mental
inability to perform. If the work of a staff member is unsatisfactory, the employee shall be so advised in
writing. If, within a reasonable time, the work shows no improvement, the employberissubject to
dismissal.

Discharge for cause (e.g. conduct inconsistent with the principles of the Library, violation of policy, illegal
act or repeated insubordination), which must be carefully documented, is customarily immediate, without
notice. Dscharge may also occur due to elimination of a position during reorganization or retrenchment.

No employee shall be dismissed for political, racial, or religious reasons.

GRIEVANCE

Any staff member with a personal grievance or complaint is strongly eéaged to discuss the situation

with his/her immediate supervisor. Ufnresolved the employee may take it to the Director of the

Library. If the grievance or complaint is not resolved at this level, or if the employee feels the situation is
such that meaingful communication with the Director is not feasible, the employee may present the
problem in writing to the Board of Trustees via the Chairperson of the Personnel Committee.
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Appendix A Fee Schedule

Library Cards

I Rdzf ( k C-0Y@ derhdubeholger year
X P@O0 per household per 6 months
X P5100 per household per 3 months

{ SY A 2 Nk CoOvperth@usebott per year

X b n P penhousehold per 6 months
X$22.50per household per 3 months

Overdues

Print/AudioX XL0¢ per day with a tlay grace.
Secod day begins fees retroactivefsom first day.

Max fine is $1M0.

VideoX XX X$1.25 per dayMax fine is $10.00.

w S LI I O SLYsBpyide ¥f Yost or destroyed item plus $5.00 service fee.

Circulation Fees

wSLIX I OS /I NRXbpodnn F2NJ Iy | OGABS
Lost S OdzNAG& ¢ 3 2NJ . I NI/ 2RSXbPmdnn
221 {FESXFtt AGSYa pnC o6adzmaSOi
Internet and Computers

t NAydaXXmpC LISNJ LJ 3S

Thumb Drives...Varies
(Call Adult Services for pricing)

t F LISNXXpC F2NJ o aKSSiaa

i 2

- NR ®

OKI y3sSo

CEAYy3IXbmodpn FANRG LI 0@ maximmpnn | RRAGAZ2Y I f LI 2S5
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Photocopies

8.5X11

Black and White 15¢ per page
Color- 50¢ per page

8.5X14
Black and White 20¢ per page
Color- 75¢ per page

11X17
Black and White 30¢ per page
Color- $1.00per page

Meeting Rooms
SeeMeeting Room Fees sheeh next page
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Appendix B Room Rental Fe&chedule

ROOM RENTAL

at the kankakee public library
3% FLOOR  sume  MEETINGROOM

CAPACITY 10 40
- CHAIRS, TABLES,
{ PROJECTOR/SCREEN,
INCLUDED TABLES LAPTOP/CONNECTION,

MICROPHONE/SOUND

PRICE $20/HR $30/HR

CAPACITY 100 248
CHAIRS, TABLES, PODIUM,
CHAIRS, TABLES, PROJECTOR/SCREEN,
INCLUDED COAT ROOM, PODIUM, LAPTOP/CONNECTION,
KITCHEN (NO FOOD PREP) MICROPHONE/SOUND,
LIGHTS

$300 for up $400 for up

PRICE to 5 hours to 5 hours

$50 FOR EACH $50 FOR EACH
ADDITIONAL HOUR ADDITIONAL HOUR

Taya: 815-216-5734
dantayarobertson@gmail.com

**PRICES AND EQUIPMENT SUBJECT TO CHANGE



Appendix CReasonable Cause/Reasonable Suspicion Testing Form

Please record the following information to document your reasonable cause/reasonable suspicion test determination.

Employe® Blame

Empl oyeedbds 1D:

Job Title

Location of Incidernt

Supervisords Name & Si

Date:

gnature:

Time Observed:

Concurring &negSignaturss or 6 s

N

Observations(Please check all that appbndinclude descriptionsf anychangesn behavior)

Appearance

1 Normal O  Tremors/ Twitshe O  FlustwedPale O Dilated Pupils

[0 Sleepy O Sores/ Puncture Marks [] Heavy Eyelids [0 Bloodslot eyes

1 Disheveled U Excessive Sweating O Cleanliness [0 Other explainbelow)
Description/Notes

Behavior/ Demeanor:

O Nervous | Erratic U Mood Swings L1 Lethargic

(1 Irritable [0 Paranoid [ Verbally/Physically Abusive O Highly Excited

1 Confusiorinattentive [0 Combative

Description/Notes

O Fatigue/ Sleeping/ Drowsiness [ Other gxplainbelow)

Motor Skills:

O Normal OO  Swaying O Falling U Unbalanced O Other explainbelow)
[0 Unsteady O Lack of Coordination [0 Fidgety U Stumbling

Description/Notes:

Speech:

O Normal O Slurred J Loud O Other gxplainbelow)
O Incoherent O Exaggerated O Talking Excessively

Description/Notes:

Odor.

=  Normal [0 Smell of Alcohol n Excessive Cologne

0 Body Odor O Smell of Marijuana O Other explainbelow)
Descripton/Notes:

Test Conducted U Yes O No

Comments
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AppendixD: Last Chance Agreement

The following agreement is a commitment to the conditions of employment betwiee@ty of
Kankakeend (employee name).

l, (employee name) understand that as a result of my violation of
the Drug and Alcohdpolicy, | have been formally informed by thigy@hat my employment as ahis date
is conditional regarding my compliance with the conditions enumerated below.

| agree to:

1. An evaluation by a Substance Abuse Professional (SAP), that has been approved by the
Companyset through the Employee Assistance Programd

2. Participatein any rehabilitationor educationaprogram, that has been approved by thiyC
and the SAP, for professional treatment regarding violation of this policyand

3. Returntoworkk yf @ | FOSNI LINBASYGAyYy 3T | RSO 26Ya¥AS3/ /RS Ri

treatment counselor; and

Follow the treatment prescribed by my treatment counselor to its conclusion; and

| 2yaSyld -dz¥ ad @z &@lby OS | 60dza S iy foiaipsriad ofuptod K S

60 months

Be subject to all dter work rules including attendance, tardiness, and job performance issues.

7. Agree to sign a release of information statement to allow my treatment provider to report to
the Human Resources Directany lapse or missed treatment sessions.

o s

o

Failure to compy with these conditions or a second positive test result, a refusal to test, or an adulterated
test result will be just cause for my immediate termination.

By signing below, you are indicating that you understand this agreement. If you understand and
agree to the conditions of this Last Chance Agreement and commit to comply with these conditions, and
you understand that any violation of the above conditions, including another positive test result or refusal,
will be grounds for termination of employmerit S+ &S Ay RAOI S &4dz0K o6& aA3
date, below.

Signature of Employee Date

Signature of HumaResources Director Date
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AppendixE Pay Scale

FY 20/21
Pay Grade Job Title Minimum Midpoint Maximum
6 Director $72,489.11
5 A Director $61,732.29
4 Supervisor | $39,356.25 | $42,168.75 | $44,981.25
3 Assistant Ill | $28,762.50 [ $30,205.50 | $31,648.50
$14.75 $15.49 $16.23
Assistant Il $11.21 $12.50 $13.79
1 Assistant | $11.00 $11.00 $11.00
Minimum Midpoint Maximum
IL Min Wage = $11
FY 21/22 FY 22/23
Pay Grad
ay Lrade Job Title Minimum Midpoint Maximum Minimum Midpoint Maximum
6 Director $74,663.78 $76,903.70
5 A Director $63,584.26 $65,491.79
4 Supervisor | $40,536.94 | $43,433.81 | $46,330.69 $41,753.05 | $44,736.83 | $47,720.61
3 Assistant Ill | $29,620.50 | $31,109.23 | $32,597.96 $30,509.12 | $32,042.50 | $33,575.89
$15.19 $15.95 $16.72 $15.65 $16.43 $17.22
Assistant II $12.23 $13.01 $13.79 $13.25 $13.65 $14.05
1 Assistant | $12.00 $12.00 $12.00 $13.00 $13.00 $13.00
Minimum Midpoint Maximum Minimum Midpoint Maximum

IL Min Wage = $12
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FY 23/24 FY 24/25
Pay Grad . i . . . . . . .
ay Lrade Job Title Minimum Midpoint Maximum Minimum Midpoint Maximum
6 Director $79,210.81 $81,587.13
5 A Director $67,456.54 $69,480.24
4 Supervisor | $43,005.64 | $46,078.93 | $49,152.23 $44,295.81 | $47,461.30 | $50,626.79
3 Assistant Ill | $31,424.39 | $33,003.78 | $34,583.17 $31,122.23 | $33,371.45 | $35,620.67
$16.12 $16.93 $17.73 $16.60 $17.43 $18.27
Assistant I $14.27 $14.37 $14.47 $15.29 $15.44 $15.59
1 Assistant | $14.00 $14.00 $14.00 $15.00 $15.00 $15.00
Minimum Midpoint Maximum Minimum Midpoint Maximum

IL Min Wage = $14
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AppendixF. JobDescriptions

LIBRARDIRECTORFL SAXEMPY

Job Summary Implements the policies and decisions of the Library Board of Trustees as Director of the
Library. Maintains high standard of library service and operates the libpay good fiscal and
administrative principles. With the assistance and cooperation of the Assistant Director and departmental
supervisors, coordinates all library operations.

Duties and Responsibilities

T

1
1
1
1

= =4 -8 48 -8 48 -5 19

= =4 =4 4

Regularly scheduled to be building supervisor nregening or a Saturday

Supervises and evaluates departmental supervisors

Developing of policies, goals, objectives, and general planning activities of the library

Seeks out, prepares, and manages grants

Coordinates press/media releases, and other libggduced material for the public to ensure
0KS& FLIINPLNRARFGSEE NBEFESOG GKS fAONI NBEQEA AYL
Serves as liaison to the community. Represents and promotes the library by actively participating it
community organizations and groups throughout the city

Attendsh 6 NI NB o02F NR YSSiAy3a (2 OSNbIffe NBLRZNI
inquiries

t NSLI NBa I fAONINB 062FNR YSSiGAy3a LI O1SG G2 A
information, and information on items to be acted upon by treald

Develops proposed public and personnel policy updates for presentation to the board

Implements library policies and procedures

wSalLlRyRa (2 LIGNRyaQ O2YLIX FAydGa FyR aSOdzNA G &
Recommends level of service to be offered

Submits an annual budget toeHibrary board

Manages the library accounts using recognized accounting practices

Advises the Assistant Director in the management of the Kankakee Events Partnership

Keeps current with library trends by reading professional literature and participatiogime

continuing education webinars and/or online courses

Manages the maintenance of library buildings and grounds

Promotes the library by the practice of good public relations

Attends and participates in city department head and city council meetings

Peforms other duties as assigned

Knowledge, Skills, and Abilities

1
1

An extensive knowledge of library materials, practices, techniques, and technology
Ability to work and communicate well with public and staff
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Proven leadership skills to lead teams and tairede and direct employees

Ability to exercise independent judgment, set priorities, exercise discretion, follow through tasks to
completion, and adapt to a changing work environment

Basic knowledge of administrative techniques and procedures

Basic knowldge of accounting practices in a governmental setting

Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations and provide leadership in emergencies

Ability to bend, lift, and reach

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
An extensive knowledge of Windowesised software, and online and electronic resources

= =4

= =4 8 -4 8 4 -9

Qualifications
f aladSNRalra68NR8 2F [AONINEB [gdR LYF2NXIGA2Y |
1 Five years library experience with two years in a administrative role required
T {SOSy @SINB AYy IRYAYAAUNIGAZ2Y FYyR I . OKSt 2N
1 Residence in Kankakee County
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ASSISTANDIRECTORFLSAXEMPT)

Job Summarytnder the supervision of the Library Director, is responsible for providing leadership and
management of library operations and the activities of its employees. In the absence of the Library
Director, serves as person in charge of the library.

Duties and Rgmnsibilities

T
T

l

=

Responsible for all new staff orientations

Responsible for coaching and enhancing supervisory skills of department heads Responsible for
planning and implementing staff development

Acts as HR Coordinator for library staff as needed

Regularlyscheduled to be building supervisor on an evening or a Saturday

Assists the director in developing of policies, goals, objectives, and general planning activities of th
library

Seeks out, prepares, and manages grants

Coordinates press/media releases,@hdr library produced material for the public to ensure they
appropriately reflect the | ibraryds i mages
Serves as liaison to the community. Along with the director, represents and promotes the library by
actively participating in community organizationsdagroups throughout the city Attends board
meetings

Serves as resource person for policy and pro
security issues

Recommends level of service to be offered

Participates in the overall development of libeary budget Manages Kankakee Events Partnership
Participates in online continuing education webinars and/or online courses, and keep current with
trends by reading professional literature

Prepares monthly report s udigbualding widetstatistical ashalysie c t
for board each month

Promotes the library by the practice of good public relations Performs other duties as assigned

Knowledge, Skills, and Abilities

= =4 -4 -4

An extensive knowledge of library materials, practices, teclesigand technology
Ability to work and communicate well with public and staff
Proven leadership skills to lead teams and to motivate and direct employees
Ability to exercise independent judgment, set priorities, exercise discretion, follow through tasks to
completion, and adapt to a changing work environment
Basic knowledge of administrative techniques and procedures
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Ability to interpret library policies in a diplomatic and sensitive manner
1 Ability to remain calm in stressful situations and provide leadgishemergencies Ability to bend,
lift, and reach
1 Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
1 An extensive knowledge of Windowmsed software, and online and electronic resources

Qualifications
1 ABaché or 6s Degree and at | east five years of
1 Available to work evenings and weekends Access to transportation
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ASSISTANIT/BUSINESMANAGERFLSANON-EXEMPY
Job Summary: Under the supervision of the Director and AssisBingctor; performs generally accepted
duties as assistant and bookkeeper for the library administration.

Duties and Responsibilities:

=4 =4 -8 48 -8 -9 _95_49_°_2°._-2

= =4 -8 4 -4

Maintains bookkeeping functions including managing all debit and credit accounts
Deposits checks and makes transferbak weekly

Records debit card receipts

Manages invoices and payments for meeting rooms and Depot

Performs routine daily tasks such as mail sorting and routing

Maintains business files and personnel files

Collects/distributes mail and other items for départments and posts mail
Maintains monthly accounting of copier income and orders copier supplies
Assists Director in preparation of monthly library board packet

Takes minutes for library board meetings

Assists Assistant Director with booking bands, prepares band contracts for Kankakee Event
Partnership events, including Merchant Street MusicFest

Participates in continuing education opportunities

Participates in library committees

Promotes the library and librarianship by the practice of good publations

May perform light cleaning

Performs other duties as assigned

Knowledge, Skills, and Abilities:

= =4 -8 4 -8 9

= =4 4

= =

Ability to create efficient systems to keep a complex work area neat and organized
Demonstrated knowledge of Microsoft Office, Windebased softwareand QuickBooks
Ability to work and communicate effectively with staff and public

Accuracy in mathematical calculation

Attention to detalil

Ability to exercise discretion, follow tasks to completion, and adapt to a changing work
environment

Ability to workindependently until assigned tasks are completed

Ability to remain calm in stressful situations

Ability to adapt to the physical requirements of several outdoor public events and ondayo
outdoor summer festival annually

Ability to walk two city blockseach, push, pull, bend, carry and lift up to 20 pounds

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
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Quialifications:
! KAIK &a0Kz22f RALX 2YIF 2N SljdA@ltSyas IyR
1 Available to work evenings and weekends

74



ASSISTANIT/ DIVERSITYEQUITY ANDINCLUSIOKDEICOORDINATOEFLSANON-EXEMPY

Job Summary: Under the supervision of the Director and Assistant Director; works as an institutional
resource to detectand erddO 6 S oAl a Ay Fff |aLlsSoda 2F GKS A
time or fulktime.

Duties and Responsibilities:
1 Implements diverse and inclusive programming for library staff
1 Supports and advises programming staff to ensure divergaraiusive public programming
1 Conducts outreach via local BIPOC (Black, Indigenous, or people of color) organizations and
neighborhood meetings
Coordinates outreach with Outreach Coordinator as needed
2 Af tf f S| R-ratismdaskfon® Qa | y i A
CoordinatesSoul Collections book discussions
Assists with educational information for social media and displays
Conducts ongoing diversity audit of collection; consults with supervisors on collection development
Reviews current and proposed library policies, and edoces, for bias
Reviews recruiting, interviewing, and hiring procedures
Creates regular staff updates on diversity and inclusion topics
Attends Kankakee County Hispanic Partnership and NAACP meetings regularly
Provides videos, webinars, and continuingieation opportunities on inclusivity for staff
Remains continually informed about cultural sensitivities
Acts as advisor to staff about diversity concerns in the workplace
Participates in continuing education opportunities
Participates in library commites
Promotes the library and librarianship by the practice of good public relations
May perform light cleaning
Performs other duties as assigned

=4 =4 8 8 -8 _9_95_42_9_2_-29_2°_-2._-2._-2_-2_-1-°

Knowledge, Skills, and Abilities:

Knowledgeable about diversity issues locally and nationally

Will have a culiral sensitivity and appreciation for all racialized and minoritized groups
Demonstrated knowledge of Microsoft Office and Windedvesed software

Ability to work and communicate effectively with staff and public

Ability to exercise discretion, follow tastescompletion, and adapt to a changing work
environment

Ability to work independently until assigned tasks are completed

Ability to remain calm in stressful situations

Ability to walk two city blocks, reach, push, pull, bend, carry and lift up to 20gsoun
Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment

= =4 -4 4 -4

= =4 -4
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Quialifications:
1 Associate degree preferred, but not required; a high school diploma or equivalent, and at least two
@8SFEFNEQ 62N] Ay NBfIFGSR FASEtR NBIdzA NBR
1 Awailable to work occasional evenings and weekends
1 Applicants of racialized, minorities and/or Spanish speaking communities are encouraged to apply
(Passed 4/20/2021)
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ADULTSERVICESUPERVISOfEL SAXEMPY
Job Summary:Under the supervision of the LibgaDirector, is responsible for the overall operation of the
Adult Services Department, including reference, Hfiction, genealogy, and the law library.

Duties and Responsibilities

= = = =4 -4 4 A = =4 -8 4 -4

= =4 4

Responsible for training, scheduling, and evaluating department staff

Reularly scheduled to work the Circulation Desk, as needed to ensure coverage

Interprets library policies and effectively explains them to staff and public
wSalLl2yairofS FT2N) GKS ! RdzZ G { SNBAOSa 5SLI NIYSy
Responsible for program planning, developmant implementation for the Adult Services
Department

Responsible for collection development in Adult Services

Manages electronic database subscriptions

Responsible for outreach to and partnerships with community organizations

Serves as a liaison to RAIh $atters affecting Adult Services

Prepares monthly reports of activities in department including statistical analysis for board each
month

Develops public relations materials concerning adult services, including press releases for media
outlets

Responsile for displays and advertising of events and services

Coordinates programs and special projects with other department heads and the Friends of the
Library when appropriate

Participates in online continuing education webinars and/or online courses, amdgrent with
trends by reading professional literature

Maintains public order in the department and the building

Acts as building supervisor as assigned

Promotes the library by the practice of good public relations

Performs other duties as assigned

Knowledge, Skills, and Abilities

T

il
T
1

= =4 =

A working knowledge of library materials, practices, techniques, and technology

Knowledge of reference tools and techniques, both print and-pont

Ability to work and communicate well with public and staff

Ability to execise independent judgment, set priorities, exercise discretion, follow through tasks to
completion, and adapt to a changing work environment

Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful sétions and provide leadership in emergencies

Ability to bend, lift, and reach
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1 Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
1 A working knowledge of Windowsased software, Google Workspace, and the internet.

Quialifications
¢! .1 OKSt2NNRa 5S3aINBS 2NJ I [AONINEB ¢SOKYyAOIft !
a public service desk in a library; or five years successfully working a public service desk in a librar

1 Available to work evenings anceekends
1 Access to transportation
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ADULTSERVICEASSISTANSUPERVISOfEL SANON-EXEMPY
Job Summarytnder the supervision of the Adult Services Supervisor, this position can be added {o a full
time Assistant Il position in Adult Services Department

Duties and Responsibilities:

T

)l
T

= =

=
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Performs Assistant Il duties

Recommends goals and objectives for the Adult Services Department

Assists supervisor in conducting regular community needs assessments in order to create tailored
services and programs for adults

Haslibrary key and security passcode and can act as Supervisor on Duty in library for a limited time
not to exceed 4.5 hours per day

May open or close the library in an emergency

Ranks second in Adult Services Department and makes decisions in absenck SEAdces
Supervisor

Assists with responsibility of the Adult Services Department and provides support to the Adult
Services Supervisor

May sit in on department employee interviews with Adult Services Supervisor

Consults with Adult Services Supervisprdepartment employee evaluations

May create department schedule in absence of the Adult Services Supervisor

Can make change in top safe in Business Office

Participates in Assistant Supervisor/lll meetings regularly

Attends and patrticipates in supervisdaf meetings in absence of the Adult Services Supervisor
Acts as a liaison from Adult Services Supervisor to department staff

Assists Adult Services Supervisor in maintaining public order in the department and the building
Performs other duties as assighe

Knowledge, Skills, and Abilities:

T

= =4 4

= =4 4

Ability to set priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor

Attention to detalil

Ability to work and communicate effectively with public and staff

Ability to exercise dcretion, follow tasks to completion, and adapt to a changing work
environment

Ability to learn and apply tearhuilding skills

Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds
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1 Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
1 A working knowledge of Windowsased software and the internet

Quialifications:
1 A high school diploamor equivalent, and at least one year of successfully working as an Assistant IlI
at the Kankakee Public Library
1 Available to work evenings and weekends
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ADULTSERVICEASSISTANITI/M EDIACOORDINATORFL SANON-EXEMPY

Job Summary:Under the supervisio of the Adult Services Supervisor, provides direct service to the public
at the Adult Desk ands; exercises leadership in the absence of the Adult Services Supervisor and Assista
Adult Services Supervisor; position can be either-pare or fulttime

Duties and Responsibilities:

= =4 8 484 _9_9_9_9_2_-9._-=°_-2._-2_--°

Performs print, digital, and social media duties

Assists in booking and organizing room rentals

Performs website assistance/design

Designs Merchant Street MusicFest print and media materials

Acts as a liaison between library abdsinesses and community organizations

May set up and run audio/visual equipment

Assists and manages programming and events

Assists in collection development

Participates in continuing education opportunities

Participates in library committees

Assists dult Services Supervisor in maintaining public order in the department and the building
Promotes the library and the librarianship by the practice of good public relations
Performs Assistant | and Il duties as needed

May perform light cleaning

Performs oher duties as assigned

Knowledge, Skills, and Abilities:

T

= =4 4 -4 2

= =4 -8 4 -4

Ability to set priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor

Attention to detall

Familiarity with photo editing software or a willingness to learn

Familiarity with a variety of popular materials commonly found in a public library

Ability to work and communicate effectively with public and staff

Ability to exercise discretion, follow tasks to completion, and adapt to a changing work
environment

Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Ability to use a computer keyboard, telephone, photocopier, and othendard office equipment
A working knowledge of Windowsased software and the internet
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Quialifications:
1 A high school diploma or equivalent, and at least one year of successfully working with the public;
library experience preferred
1 Auvailable to work eenings and weekends
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ADULTERVICEASSISTANITI/PROGRAMMINGOORDINATOHLSANON-EXEMPY

Job Summary:Under the supervision of the Adult Services Supervisor, provides direct service to the public
at the Adult Services Desk; exercises leadershiparabsence of the Adult Services Supervisor and
Assistant Adult Services Supervisor; position can be eithettipagtor fulktime

Duties and Responsibilities:

=4 =4 -8 8 -8 _9_9_4_°_2._-2._-12-2_-2-

Books and hosts special library events

Sets up and coordinates regular programming

Acts as adiison between library and businesses and community organizations
May set up and run audio/visual equipment

Assists in collection development

Participates in continuing education opportunities

Participates in library committees

May assist with social méduties

Assists Adult Services Supervisor in maintaining public order in the department and the building
Promotes the library and the librarianship by the practice of good public relations
Performs Assistant | and Il duties as needed

May perform light teaning

Performs other duties as assigned

Knowledge, Skills, and Abilities:

T
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Ability to set priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor

Attention to detalil

Familiarity with a variety of popular matersatommonly found in a public library

Ability to work and communicate effectively with public and staff

Ability to exercise discretion, follow tasks to completion, and adapt to a changing work
environment

Ability to interpret library policies in a diplomatand sensitive manner

Ability to remain calm in stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge dVindowsbased software and the internet

Quialifications:

T

T

A high school diploma or equivalent, and at least one year of successfully working with the public;
library experience preferred
Available to work evenings and weekends
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ADULTSERVICEASSISTANIT/ RENTAICOORDINATOEEL SANON-EXEMPY
Job Summary:Under the supervision of Adult Services Supervisor, the employee will manage rentals and
setups of library meeting spacdzxercises leadership in the absence of the Adult Services Supervisor.

Duties awl Responsibilities:

Will fill out contracts and other paperwork with high accuracy

Will book and coordinate rentals in person, via email, or over the phone

Acts as main contact with renters including post rental feedback

Enforces library liquor policiesitiv renters

Will use professional etiquette when communicating with renters

Will perform setup of tables and chairs, attend events, and supervise elgan

Will work meeting room electronics; includipgojector, PowerPoint, WiFi connectivity,
microphonesand DVD/BluRay player

Coordinates with janitor on the rental room cleanliness including windows, floors, tabletops,
countertops, garbage, etc.

Answers and transfers telephone calls for the library

Maintains an inventory of meeting room supplies

Visits conmunity organizations; conducts library tours

Performs social media duties

Coordinates with Media Coordinator advertising strategies and materials directed to potential
renters

= = =4 -8 -4 8 9 -9
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1 Accounts for money intake and dispersal in coordination with the Business Mificager

1 Interprets policies to the public for renters and refers unresolved issues to the Adult Services
Supervisor

1 Performs closing and opening procedures of meeting rooms before or after events

1 Refers unresolved questions to the Adult Services Superviso

1 Promotes the library and librarianship by the practice of good public relations

1 May perform light cleaning

1 Performs other duties as assigned

Knowledge, Skills, and Abilities:

Familiarity with the advertisement and management of rentable spaces

Ability to create efficient systems to stay organized

Basic knowledge of library services, policies, and procedures

Ability to work and communicate effectively with public and staff

Ability to exercise discretion, follow tasks to completion, adapt to a changing &orironment
Attention to detall

Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations

= =4 4 -4 8 48 -5 -9
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Ability to reach, push, pull, bend, carry and lift up to 30 pounds

Ability to move and think quickiy urgent but noremergency situations

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and internet search engines

= =4 -4 -4

Quialifications:

1 Some experience working in plic events management preferred; experience working with the
public required

1 Available to work evenings and weekends with a flexible schedule
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ADULTSERVICEASSISTANI (FLSANON-EXEMPY
Job Summary:Under the supervision of Adult Services Superyigmvides direct service to the public at
the Adult Services desk; position can be either jiane or fulktime

Duties and Responsibilities:
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Regularly scheduled to work the Adult Services Desk

Performs checln and checlout functions

Answers/routes phoes

Accounts for money intake and dispersals

Assists patrons with the use of the public computers

May create and lead adult programs

Assists in collection development

Assists with displays

Answers irdepth research questions from public

Assists with basimicrofilm questions

May assist with newsletter

May create signage/flyers

Performs weeding and inventory

May assist with room rentals and sep

May assist with audio/visual equipment

May assist with social media duties

May participate in library committes

Participates ircontinuing education

Interprets policies to the public and refers unresolved issues to Assistant llls and the Adult Service:
Supervisor

Assists Adult Services Supervisor in maintaining public order in the department
Promotes the libray and the librarianship by the practice of good public relations
Performs Assistant | duties in absence of Assistant |

May perform light cleaning

Performs other duties as assigned

Knowledge, Skills, and Abilities:
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Familiarity with a variety of popular matials commonly found in a public library

Broad based knowledge of a variety of general topics

A basic knowledge of library materials, practices, techniques, and technology

Ability to work and communicate effectively with public and staff

Ability to exercse discretion, follow tasks to completion, adapt to a changing work environment
Attention to detall
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Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations

Ability to reach, push, pull, bendarry and lift up to 20 pounds

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and the internet

= =4 =4 4 A

Quialifications:
1 A high school diploma or equivalent, and adeone year of successfully working with the public;
library experience preferred
1 Available to work evenings and weekends
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QRCULATIOSUPERVISOfELSAXEMPY

Job Summary:Under the supervision of the Library Director, is responsible for the overathtpn of the
circulation department.

Duties and Responsibilities

T
T
T
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Responsible for training, scheduling, mentoring, and evaluating Circulation Department staff
Regularly scheduled to work the Circulation Desk, as needed to ensure coverage

Responsible foefficient desk procedures, including interlibrary loan, library card registration and
promotion, reserves, and overdue/collection operations

Contributes to writing Circulation policies

Interprets and implements library policies and effectively explaiestho staff and public

Resolves problems related to the circulation of library materials, and complaints resulting from
complications of service

Responsible for collection development in adult fiction and large print

Serves as a liaison to RAILS and Bt in matters of circulation

Assess community needs and interests using various methods, including requests and circulation
reports

Responsible for enroliment of new library patrons; conducting regular recordkeeping to ensure
accuracy

Participates in omhe continuing education webinars and/or online courses, and keep current with
trends by reading professional literature

Prepares monthly reports of activities in department including statistical analysis for board each month
Maintains public order in thdepartment and the building

Acts as building supervisor as assigned

Promotes the library by the practice of good public relations

Coordinates programs and special projects with other department heads when appropriate
Performs other duties as assigned

Knowedge, Skills, and Abilities
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Ability to work and communicate well with public and staff

Ability to exercise independent judgment, set priorities, exercise discretion, follow through tasks to
completion, and adapt to a changing work environment

Ability to nterpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations and provide leadership in emergencies

Ability to bend, lift, and reach

Familiarity with a variety of popular materials commonly found in a puibliary

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and the internet
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Qualifications
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public service desk in a library; or five years successfully working a public service desk in a library
1 Available to work evenings and weekends
1 Access to transportation
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QRCULATIORSSISTANSUPERVISOfEL SANON-EXEMPY
Job SummaryUnder the supervision of the Circulation Supervisor, this position can be added tdiméull
Assistant Il position in Circulation Department

Duties and Responsibilities:

T
T
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Performs Assistant Il duties

Recommends goals and objectives for@meulation Department

Assists supervisor in conducting regular community needs assessments in order to create tailored
services for Circulation Department

Has library key and security passcode and can be in library unsupervised for a limited time, not to
exceed 4.5 hours in one day

May open or close the library in an emergency

Ranks second in Circulation Department and makes decisions in absence of Circulation Superviso
Assists with responsibility of the Circulation Department and provides support@irtheation
Supervisor

May sit in on department employee interviews with Circulation Supervisor

Consults with Circulation Supervisor on department employee evaluations

May create department schedule in absence of the Circulation Supervisor

Can make changa top safe in Business Office

Participates in Assistant Supervisor/lll meetings regularly

Attends and participates in supervisor staff meetings in absence of the Circulation Supervisor
Acts as a liaison from Circulation Supervisor to department staff

Assists Circulation Supervisor in maintaining public order in the department and the building
Performs other duties as assigned

Knowledge, Skills, and Abilities:
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Ability to set priorities, make decisions, and enforces policies with patrons and staff in atifsence
supervisor

Attention to detall

Ability to work and communicate effectively with public and staff

Ability to exercise discretion, follow tasks to completion, and adapt to a changing work environmen
Ability to learn and apply teathuilding skills

Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Ability to use a computer keyboard, telephone, photocopier, and othdasteoffice equipment

A working knowledge of Windowbased software and the internet
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Quialifications:
1 A high school diploma or equivalent, and at least one year of successfully working as an Assistant
[l at the Kankakee Public Library
1 Available to workevenings and weekends
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QRCULATIORSSISTANIH/BILLS ANIIOLLECTIONOTICESOORDINATORFLSANON-EXEMPY

Job Summary:Under the supervision of the Circulation Supervisor, provides direct service to the public at
the Circulation Desk managing patrbitis and collection notices; exercises leadership in the absence of
the Circulation Supervisor and Assistant Circulation Supervisor; position can be eithgmpaot fulktime

Duties and Responsibilities:
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Sends bills to patrons on unreturned, damagaxd lost materials

Keeps necessary logs on bill and collection materials

Checks shelves for materials

Makes calls to patrons

Assists in collection development

Participates in continuing education opportunities

Participates in library committees

May assst with social media duties

Assists Circulation Supervisor in maintaining public order in the department and the building
Promotes the library and the librarianship by the practice of good public relations
Performs Assistant | and Il duties as needed

May perform light cleaning

Performs other duties as assigned

Knowledge, Skills, and Abilities:
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Ability to set priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor

Attention to detall

Familiarity with a variety gbopular materials commonly found in a public library

Ability to work and communicate effectively with public and staff

Ability to exercise discretion, follow tasks to completion, and adapt to a changing work
environment

Ability to interpret library policie in a diplomatic and sensitive manner

Ability to remain calm in stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowbased software and the internet

Quialifications:

T

T

A high school diploma or equivalent, and at least one year of successfully working with the public;
library experience preferred
Available to work evenings and weekends
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QRCULATIORSSISTANIt/I NTERLIBRARDANCGOORDINATOEEL SANON-EXEMPY

Job Summary:Under the supervision of the Circulation Supervisor, provides direct service to the public at
the Circulation Desk coordinating interlibrary loan services; exercises leadershépahsence of the
Circulation Supervisor and Assistant Circulation Supervisor; position can be eithemeaot fulttime

Duties and Responsibilities:

Manages all incoming and outgoing OCLC interlibrary loan requests and materials
Places, processes @meturns holds for all users, including reciprocal borrowers
Processes and places holds for materials requested from FMI databases

Utilizes the ILL module in Circulation software for patron requests

Maintains interlibrary loan files and supplies

Facilitaks interlibrary loan and reciprocal borrowing bills between libraries

Assists in collection development

Participates in continuing education opportunities

Participates in library committees

May assist with social media duties

Assists Circulation Superisn maintaining public order in the department and the building
Promotes the library and the librarianship by the practice of good public relations
Performs Assistant | and Il duties as needed

May perform light cleaning

Performs other duties as assigned
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Knowledge, Skills, and Abilities:
1 Ability to set priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor
Attention to detalil
Familiarity with a variety of popular materials commonly found in a public library
Ability to work and communicate effectively with public and staff
Ability to exercise discretion, follow tasks to completion, and adapt to a changing work
environment
Ability to interpret library policies in a diplomatic and sensitive manner
Ability to remaincalm in stressful situations
Ability to reach, push, pull, bend, carry and lift up to 20 pounds
Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and the internet

= =4 4

= =4 -4 4 -4

93



Quialifications:
1 A high school diploma or equivalent, and at least one year of successfully working with the public;
library experience preferred
1 Available to work evenings and weekends
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QRCULATIORSSISTANII/OUTREACKOORDINATOFL SANON-EXEMPY

Job Summary:Under the supervision of the Circulation Supervisor, provides direct service to the public at
the Circulation Desk and in the community with outreach services; exercises leadership in the absence of
the Circulation Supervisor and Assistamt@ation Supervisor; position can be either ptime or fulktime

Duties and Responsibilities:
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Responsible for implementation of field services for public in need

Acts as a liaison between library and community organizations in promoting librarympsgra
resources, and services

Collaborates with local community agencies

Makes homebound deliveries when needed, and provides mobile library for senior facilities, local
schools, and community events

Assists in collection development

Participates in continmg education opportunities

Participates in library committees

May assist with social media duties

Assists Circulation Supervisor in maintaining public order in the department and the building
Promotes the library and the librarianship by the practicg@dd public relations

Performs Assistant | and Il duties as needed

May perform light cleaning

Performs other duties as assigned

Knowledge, Skills, and Abilities:
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Ability to set priorities, make decisions, and enforces policies with patrons and stadeimca of
supervisor

Attention to detall

Familiarity with a variety of popular materials commonly found in a public library

Ability to work and communicate effectively with public and staff

Ability to exercise discretion, follow tasks to completion, andpado a changing work environment
Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Ability to use a computer keybaodh telephone, photocopier, and other standard office equipment
A working knowledge of Windowbased software and the internet
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Quialifications:

1 A high school diploma or equivalent, and at least one year of successfully working with the public;
library experience preferred

T Must have a valid driversod |icense and reli a
1 Available to work evenings and weekends
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QRCULATIORSSISTANI (FLSANON-EXEMPY
Job Summarytnder the supervision of the Circulation Supervisooyfies direct service to the public at the
Circulation Desk; position can be either panmbe or fulktime

Duties and Responsibilities:
1 Regularly scheduled to work the Circulation Desk
Performs checln and checlout functions
Answers/routes phones
Accounts for money intake and dispersals
Assists with the library courier
Prepares materials for hold shelves
Issues library cards to the public
Assists with displays
May create and lead programs
Assists in collection development
May assist with bilkollection/notices
Performs weeding and inventory
Performs new patron reports
Performs reader advisory
May create signage/flyers, and newsletter
May assist with outreach/homebound patrons
May assist with interlibrary loan and overdue processes
May assist with social media duties
Interprets policies to the public and refers unresolved issues to Assistant llls and the Circulation Supervisor
May participate in library committees
Participates in continuing education
Assists Circulation Supervisomiintaining public order in the department
Promotes the library and the librarianship by the practice of good public relations
Performs Assistant | duties in absence Assistant |
May perform light cleaning
Performs other duties as assigned
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KnowledgeSkills, and Abilities:
Familiarity with a variety of popular materials commonly found in a public library

Ability to work and communicate effectively with public and staff

Ability to exercise discretion, follow tasks to completion, and adapt to a ¢hgmgork environment
Attention to detail

Ability to interpret library policies in a diplomatic and sensitive manner
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Ability to remain calm in stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Ability to use a comyter keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and the internet
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Quialifications:

1 A high school diploma or equivalent, and at least one year of successfully working with theljralg
experience preferred

1 Available to work evenings and weekends
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OPERATIONS AND BUNGISUPPORSUPERVISOfELSAXEMPY)
Job Summary: Under treaipervisiorof the Library Director, is responsible thie maintenance of the
library,is the regurly scheduled evening supervisand maintais public order in and around thigbrary.

Duties and Responsibilities
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Responsible for library repairs not covered by building owners

Consults with property owners to communicate lease agreement library nepai

Provides janitorial service o'4loor before and after private rentals

Communicates regularly with library supervisors to maintain their physical departmental needs
Responsible for training, schedulimgentoring,and evaluatinghe Support Servicestaff
Supervises the Support Services staff in assisting other departments with the promotion of library
collections (arranging / rearranging shelving units, shifting collections and weeding collections)
Provides supervisory oversight to events during ewgtibrary hours

Supervises Support Services staff in the maintenance of the Reading Garden

Supervises Support Services staff in conducting various daily janitorial duties, anegelai
cleaning projects (windows, blinds, carpets, walls, locker ronch4 floor storage room), and
routine building sanitation (doorknobs, light switches, handrails, water fountain handles and
COVIBL9 shields)

Maintains familiarity with police for building security needs

May assist wittprograms and special projedtsdepartmentswhen appropriate

Maintains public order in the building

Acts as building supervisor as assigned

Promotes the library by the practice of good public relations

Participates in online continuing education webinars and/or online courses, and kegmicwith
trends by reading professional literature

Performs other duties as assigned

Knowledge, Skills, and Abilities
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Demonstrated proficiency with, and knowledge of, building systems, equipment, tools, and safety
precautions

Ability to move, lift, cary, and put away items, weighing up to 75 pounds, sometimes repetitively
Ability to climb ladders

Perform physical activities that require strength and coordination

Work in normal and extreme outside weather conditions

Ability to work and communicate wellith publig staff, property owners, and contractors

Ability to exercise independent judgment, set priorities, exercise discretion, follow through tasks to
completion, and adapt to a changing work environment

Ability to interpret library policies in a dipmatic and sensitive manner

Ability to remain calm in stressful situations and provide leadership in emergencies

99



1 Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
1 A working knowledge of Windowsased softwarend the internet

Qualifications
1 Two years or more of working in a public library
1 Auvailable to work evenings or weekends
1 Access to transportation

OSHA training (will be provided on the job)
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SUPPORT SERVICES SHELVER LEAD ASSISTRANONIXEMPT)

Job Summary:Under the supervision of the Support Services or Maintenance Supervisor, performs tasks
related to training and directing the Public Service Assistant | staff in work activities to maintain, enhance
and promote the librargollection; position can be either patitme or fulktime

Duties and Responsibilities:
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Provide training and support to Public Service Assistant Is in:
o Shelving print and neprint materials and shifting materials as needed
o Shelf reading
0 Keeping public as neat and orderly
o0 Retrieving material from picklist
o0 Room setups as needed
Maintain an updated (floor by floor) guide of the library collection
Assist departmental supervisors with collection development, weeding and promotion
Participates in continuingducation opportunities
Participates in library committees
Assists the Support Services or Maintenance Supervisor in maintaining public order in the
departments and the building
Performs Assistant | and Il duties as needed
Performs cleaning of public amstiaff spaces as needed
Promotes the library and librarianship by the practice of good public relations
Performs other duties as assigned

Knowledge, Skills, and Abilities:
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Ability to accurately file numerically and alphabetically

Good communication skilla giving oral and written instructions

Maintain an excellent overall knowledge of the library collection

Ability to use good judgment in decision making

Ability to follow tasks to completion and adapt to a changing work environment
Attention to detall

Quialifications:
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A high school diploma or equivalent, and one year or more of successfully work at a public library
Working knowledge of print genre

Available to work evenings and weekends

Spanish speaking preferred
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SUPPORT SERVICES ASSISTANAINOEXEMPT)
Job Summary:Under the supervision of the department supervisor, performs tasks related to the shelving
of library materials and basic public service desk transactions:ipagt position

Duties and Responsibilities:

Shelves print and neprint materials and shifts materials as needed
Shelf reads as assigned

Keeps public areas neat and orderly

l yagSNAR LI GNRPYyaQ RANBOGAZ2YIT |jdzSadAz2ya
Opens and closes department

Retrieves material from picklist

Performs checln and checlout functions

Takes finesor overdue materials only

Uses catalog for basic searches

Answers/routes phone calls

Answers basic questions about library services and programs
Assists with program and room rental agb

May assist with programs with an Assistant Il present
Monitors public restrooms

May fax materials for patrons

May assist with printing materials for patrons

May participate in library committees

Participates in continuing education

Promotes the library by the practice of good public relations
Performs cleaning of falic and staff spaces as needed
Performs other duties as assigned

= =4 4 -8 _8_9_95_49_95_2._-2_-2_-2._-2._-2_-2_-2_-2._-2._-2._-2-

Knowledge, Skills, and Abilities:

Ability to accurately file numerically and alphabetically

Ability to follow oral and written instructions

Ability to work and communicate effectively wigublic and staff

Ability to use judgment in making decisions in referring questions and complaints to appropriate
staff

Ability to follow tasks to completion and adapt to a changing work environment

Attention to detail

Ability to reach, push, pull, benday and lift up to 50 pounds
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Quialifications:
1 Must be at least 16 years of age or 15 years of age with a work permit
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1 Available to work evenings and weekends

TECHNICABERVICESUPERVISOfFELSAXEMPY
Job Summary:Under the supervision of the Librabjrector, is responsible for the overall operation of the
Technical Services Department.

Duties and Responsibilities
1 Responsible for training, scheduling, and evaluating Technical Services Department staff
1 Maintains integrity of database
1 Oversees the copcataloging and data entry for books, AV, and serials
1 Processes library materials as necessary when Technical Services staff is unavailable
1 Performs original cataloging and/or record uploads from OCLC database according to PrairieCat
standards
Oversees th acquisitions and processing of all library materials
Troubleshoots order problems with vendors
Responsible for purchasing AV materials including ordering of materials, development of collection, anc
weeding of AV materials
Orders office supplies for mobbrary departments
Attends meetings and workshops relevant to Technical Services
Interprets library policies and effectively explains them to staff and public
Serves as a liaison to Prairie Area Library System in matters of Technical Services dndaitaty
PraireCat Technical Services meetings
Participates in online continuing education webinars and/or online courses, and keep current with
trends by reading professional literature
Prepares monthly reports of activities in department including staial analysis for board each month
Maintains new book spreadsheet for quick reference to newly added materials
Maintains public order in the department and the building
Acts as building supervisor as assigned
Promotes the library by the practice of gopdblic relations
Performs other duties as assigned
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Knowledge, Skills, and Abilities

1 A working knowledge of library materials, practices, techniques, and technology, including current
cataloging

1 Attention to detalil

9 Ability to work and communicate well witbublic and staff

1 Ability to exercise independent judgment, set priorities, exercise discretion, follow through tasks to
completion, and adapt to a changing work environment

1 Ability to interpret library policies in a diplomatic and sensitive manner
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Ability to remain calm in stressful situations and provide leadership in emergencies

Ability to bend, lift, and reach

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software anthe internet
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Qualifications
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Technical Assistant Certificate (or two years of college) and two years Technical Services experience
1 A Library Technic#@ssistant certificate and/or PrairieCat Item Entry Certification (lllinois Statewide
Cataloging Standards)
Available to work evenings or weekends
Access to transportation

E ]
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TECHNICAB=RVICEASSISTANI (FLSANON-EXEMPY
Job Summary:Under the supengion of Technical Assistance Supervisor, performs work related to the
acquisitions and data entry of materials; position can be either-pan¢ or fulktime

Duties and Responsibilities:
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Performs copy cataloging and data entry for books, AV, and serials
May place orders for audio/visual materials

Receives and processes donations

Monitors and orders supplies

Assigns call numbers to spine labels

Repairs and mends materials

Troubleshoots order problems with vendors

May participate in library committees

Partcipates in continuing education

Attends meetings and workshops relevant to Technical Services
Withdraws items from the database as determined by weeding
Promotes the library and the librarianship by the practice of good public relations
May perform light teaning

Performs other duties as assigned

Knowledge, Skills, and Abilities:
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Ability to work and communicate well with public and staff

Basic knowledge of copy cataloging and data entry

Ability to show initiative, follow through tasks to completion and i@ a changing work
environment

Attention to detalil

Ability to bend, carry and lift up to 50 pounds, reach, push and pull

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsasedsoftware and the internet

Quialifications:
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A high school diploma or equivalent. Library experience preferred.
Item Entry Certification (lllinois Statewide Cataloging Standards)
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TECHNICAB=RVICEASSISTANI(FLSANON-EXEMPY
Job Summary:Under the sipervision of the Technical Services Supervisor, performs tasks related to the
processing of library materials; pditne position

Duties and Responsibilities:

Prepares library materials for circulation
Assists in the withdrawal of items
Receives shipmeatand verifies invoices
Performs disc cleaning duties

May empty the book drop

Empties trash receptacles in department
Keeps department clean

May shelve library materials

May participate in library committees
Participates in continuing education
Promotes he library by the practice of good public relations
Performs other duties as assigned
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Knowledge, Skills, and Abilities:

Ability to accurately file numerically and alphabetically

Ability to follow oral and written instructions

Ability to follow through taks to completion and adapt to a changing work environment
Attention to detall

Ability to bend, carry and lift up to 50 pounds, reach, push and pull
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Quialifications:
1 Must be at least 16 years of age or 15 years of age with a work permit.
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YOUTHSERVCESSUPERVISOfEL SAXEMPY)
Job Summary:Under thesupervisiorof the Library Director, is responsible for the overall operation of the
Youth ServicesDepartment serving library patrons from birth through teens

Duties and Responsibilities
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Responsibléor training, schedulingnentoring,and evaluating department staff

Regularly scheduled to work théuth Services andleenDesks as needed to ensure coverage
Contributes to writing policies related to Youth Services

Interprets library policies and effaégely explains them to staff and public

Responsible for th&¥outh Services®LI NI YSy 1 Qa 06 dzR3AS

Responsible for programing for youth birth through teens, and their families

Responsible for collection development in tiieuth Servicesdpartment

Responsild for outreach to schools and other area youth organizations

Serves as a liaison RAILS matters ofYouth Services

Participates in online continuing education webinars and/or online courses, and keep current with
trends by reading professional literat

Prepares monthly reports of activities in department including statistical analysis for board each
month

Develops public relations materiadsd programmingoncerningYouth Services

Responsible for bibliographies, displays, and booklists, both prohesctronic

Maintains public order in the department and the building

Acts as building supervisor as assigned

Promotes the library by the practice of good public relations

Coordinates programs and special projects with other department heads when apgeopri
Performs other duties as assigned

Knowledge, Skills, and Abilities
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A broad knowledge of a variety of materials of interest to children and ®ends y Of dzRA y 3 C
and young adult literature

Knowledge of reading readiness and childhood development

Ability to relate to children of all ages and their caregivers

Ability to work and communicate well with public and staff

Ability to exercise independent judgment, set priorities, exercise discretion, follow through tasks to
completion, and adapt to a chgimg work environment

Ability to interpret library policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations and provide leadership in emergencies

Ability to bend, lift, and reach

Ability to use a computer keyboard, telepne, photocopier, and other standard office equipment

A working knowledge of Windowsased software and the internet
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Quialifications
T ! . OKSft 2 NDikranpsT8chmAI Bssigtaml Certificate amd yearssuccessfullyorking

a public service desk a library or five yearssuccessfullyvorking a public service desk in a library

1 Auvailable to work evenings and weekends
1 Access to transportation
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YOUTHSERVICEASSISTANSUPERVISOfEL SANON-EXEMPY
Job Summary:Under the supervision of the You8ervices Supervisor, this position can be added to a full
time Assistant Il position in Youth Services Department

Duties and Responsibilities:
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Performs Assistant Il duties

Recommends goals and objectives for the Youth Services Department

Assists supersor in conducting regulasommunity needs assessmemtsorder to create tailored
services and programs for youth

Has library key and security passcode and can be in library unsupervised for a limited time, not to
exceed 4.5 hours in one day

May open or tose the library in an emergency

Ranks second in Youth Services Department and makes decisions in absence of Youth Services
Supervisor

Assists with responsibility of the Youth Services Department and provides support to the Youth
Services Supervisor

Assis$ with responsibility of the Youth Services Department with Youth Services Supervisor

May sit in on department employee interviews with Youth Services Supervisor

Consults with Youth Services Supervisor on department employee evaluations

May create departmet schedule in absence of the Youth Services Supervisor

Can make change in top safe in Business Office

May be the library supervisor on duty for a limited time during supervisor breaks or on Saturdays
Participates in Assistant Supervisor/lll meetings radyl

Attends and participates in supervisor staff meetings in absence of the Youth Services Supervisor
Acts as a liaison from Youth Services Supervisor to department staff

Assists Youth Services Supervisor in maintaining public order in the departmethiegmailding
Performs other duties as assigned

Knowledge, Skills, and Abilities:
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Ability to set priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor
Attention to detall
Ability to work and communicate effegily with public and staff
Ability to exercise discretion, follow tasks to completion, and adapt to a changing work
environment
Ability to learn and apply tearhuilding skills
Ability to interpret library policies in a diplomatic and sensitive manner
Ability to remain calm in stressful situations
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1 Ability to reach, push, pull, bend, carry and lift up to 20 pounds
1 Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
1 A working knowledge of Windowsased software andhe internet

Quialifications:
1 A high school diploma or equivalent, and at least one year of successfully working as an Assistant
at the Kankakee Public Library
1 Auvailable to work evenings and weekends
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YOUTHSERVICEASSISTANI/YOUTHGOORDINATOEEL SANON-EXEMPY

Job Summary:Under the supervision of the Youth Services Supervisor, provides direct service to patrons
ages birth to 12 at the Youth Desk and in the community with outreach services; exercises leadership in
the absence ofhe Youth Services Supervisor and Assistant Youth Services Supervisor; position can be
either parttime or fulktime.

Duties and Responsibilities:
1 Acts as a liaison between library with businesses and community organizations promoting library
programs, esources and services for children
1 Leverages community experts, coaches and mentors for services and programs in order to meet
youth needs and interests of children
1 Coordinates and maintains relationships with local school administration to provide |gearices
in the schools

1 Manages the instruction of patrons in the basic information gathering and research skills

1 Coordinates and leads tours for classes and groups for children

1 Manages the setip, coordinates, implements, and evaluates regular programgnand services for
children which fulfill the diverse educational, recreational and personal needs of local youth and
families

1 Coordinates print, digital, and social media duties

1 Performs bulk of collection development for children

1 Prepares children faransition to teen level reading

1 Participates in continuing education opportunities

1 Participates in library committees

1 Assists Youth Services Supervisor and Assistant Supervisor in maintaining public order in the

department and the building

Coordinates prchasing AV material for children

Promotes the library and librarianship by the practice of good public relations
Performs Assistant | and Il duties as needed

May perform light cleaning

Performs other duties as assigned
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Knowledge, Skills, and Abilities:
1 Ability to set priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor
Understanding of child development
Attention to detall
Familiarity with photo editing software or a willingness to learn
Familiarity with a vaety of popular materials for youth ages Birth to 12 commonly found in a
public library
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Ability to seek out and learn emerging technology

Ability to work and communicate effectively with public and staff

Ability to exercise discretion, follow tasks tongpletion, and adapt to a changing work

environment

1 Ability to interpret library policies in a diplomatic and sensitive manner while remaining calm in
stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Understanding oflie programming, reference, and materials needs of children

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and the internet
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Quialifications:
1 A high school diplomar equivalent, and at least one year of successfully working with the public;
positive experience working with children and library experience preferred
1 Auvailable to work evenings and weekends
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YOUTHSERVICEASSISTANII/TEENCOORDINATOFL SANON-EXEMPY

Job Summary:Under the supervision of the Youth Services Supervisor, provides direct service to teens
ages 1318 at the Teen Services Desk and in the community with outreach services; Exercises leadership
the absence of the Youth Seces Supervisor and Assistant Youth Services Supervisor; position can be
either parttime or fulttime

Duties and Responsibilities:
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Acts as a liaison between library with businesses and community organizations, promoting
resources, services, and librgmsograms for teens

Primarily works in the Teen Zone

Leverages community experts, coaches and mentors for services and programs in order to meet
teen needs and interests

Works with secondary schools, communicates with teachers and administration by pgpvidi
library services

Coordinates and leads tours for classes and groups for teens

Manages the setip, coordinates, implements, and evaluates regular programming and services for
teens which fulfill the diverse educational, recreational and personal netlikal youth and
families

Coordinates print, digital, and social media duties and displays for teens

Coordinates daily activities of staff and volunteers assigned to Teen Services

Performs bulk of collection development for teens

Coordinates purchasinV material for teens

Works to develop rapport with teens in the library and helps to fulfill their informational and
recreational needs

Assists patrons out of youth level reading to teen reading and out of teen level reading to
adulthood

Creates an enkonment in the Teen Zone that attracts and invites young adults to use the
collection

Participates in continuing education opportunities

Participates in library committees

Assists Youth Services Supervisor and Assistant Supervisor in maintaining pigilic tre
department and the building

Promotes the library and librarianship by the practice of good public relations

Performs Assistant | and Il duties as needed

May perform light cleaning

Performs other duties as assigned
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Knowledge, Skills, and Abds:
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Ability to set priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor

Understands the programming, reference, and materials needs of teens in a multicultural
community

Attention to detall

Familiarity with fhoto editing software or a willingness to learn

Familiarity with a variety of popular materials for teens commonly found in a public library

Ability to seek out and learn emerging technology

Ability to work and communicate effectively with public and ktaf

Ability to exercise discretion, follow tasks to completion, and adapt to a changing work
environment

Ability to interpret library policies in a diplomatic and sensitive manner, while remaining calm in
stressful situations

Ability to reach, push, pull, Ioel, carry and lift up to 20 pounds

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and the internet

Quialifications:

l

T

A high school diploma or equivalent, and adeone year of successfully working with the public;
positive experience working with children and teens, and library experience preferred
Available to work evenings and weekends
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YOUTHSERVICEASSISTANII/BILLS ANISOLLECTIONOTICESOORDINATORFLSANON-EXEMPY

Job Summary:Under the supervision of the Youth Services Supervisor, provides direct service to the
public at the Youth Services Desk managing patron bills and collection notices; exercises leadership in th
absence of the Youth ServicBapervisor and Assistant Youth Services Supervisor; position can be either
part-time or fulktime

Duties and Responsibilities:
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Sends bills to patrons on unreturned, damaged, and lost materials

Keeps necessary logs on bill and collection materials

Checkshelves for materials

Makes calls to patrons

Assists in collection development

Participates in continuing education opportunities

Participates in library committees

May assist with social media duties

May plan and execute YS programming individuallgsgpart of YS team
Creates fun and engaging displays to promote collection and programs
Assists Youth Services Supervisor in maintaining public order in the department and the building
Promotes the library and the librarianship by the practice of goddlipuelations
Performs Assistant | and Il duties as needed

May perform light cleaning

Performs other duties as assigned

Knowledge, Skills, and Abilities:
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Ability to set priorities, make decisions, and enforces policies with patrons and staff in ab$ence o
supervisor
Attention to detalil
Proficient in KPL catalog and software
Familiarity with a variety of popular materials commonly found in a public library
Ability to work and communicate effectively with public and staff
Ability to exercise discretion, folw tasks to completion, and adapt to a changing work
environment
Ability to interpret library policies in a diplomatic and sensitive manner
Ability to remain calm in stressful situations
Ability to reach, push, pull, bend, carry and lift up to 20 pounds
Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and the internet
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Quialifications:
1 A high school diploma or equivalent, and at least one year of successfully gvarnitimthe public;
library experience preferred
1 Auvailable to work evenings and weekends
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YOUTHSERVICEBSSISTANIT/ OUTREACH ANEEENLEAD

Job Summary:Under the supervision of the Youth Services Supervisor, provides direct service to children
in the community with outreach services; exercises leadership in the absence of the Youth Services
Supervisor and Assistant Youth Services Supervisor; position can be eithtimeaot fulktime

Duties and Responsibilities:
1 Acts as a liaison between librarytivbusinesses and community organizations promoting and
marketing library programs, resources and services for children and teens

1 Maintains relationships with local school administration to promote library programs and services

1 Manages the instruction ofgirons in the basic information gathering and research skills

1 Coordinates and leads tours for classes and groups for children and teens

1 Creates regular programming and services for children and teens which fulfill the diverse
educational, recreational angersonal needs of local youth and families

1 Performs print, digital, and social media duties regularly

1 Works with Youth Services Youth Coordinator and Teen Coordinator in developing event and

outreach for kids and teens

Performs marketing and fundraisingrfSummer Reading

Creates promotional goods, materials, and displays

Participates in continuing education opportunities

Participates in library committees

Assists Youth Services Supervisor and Assistant Supervisor in maintaining public order in the
department and the building

Promotes the library and librarianship by the practice of good public relations
Performs Assistant | and Il duties as needed

May perform light cleaning

Performs other duties as assigned
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Knowledge, Skills, and Abilities:
1 Ability to se priorities, make decisions, and enforces policies with patrons and staff in absence of
supervisor

1 Understanding of child development and teen issues.

1 Attention to detail

1 Familiarity with a variety of popular materials for youth ages Birth to 18 comnfonhd in a
public library

1 Ability to seek out and learn emerging technology and specialized equipment

1 Ability to work and communicate effectively with public and staff

1 Ability to exercise discretion, follow tasks to completion, and adapt to a changing work

environment
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1 Ability to interpret library policies in a diplomatic and sensitive manner while remaining calm in
stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Understanding of the programming, reference, and materigeeds of children

Ability to use a computer keyboard, telephone, photocopier, and other standard office equipment
A working knowledge of Windowsased software and the internet
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Quialifications:
1 A high school diploma or equivalent, and at least one yéauocessfully working with the public;
positive experience working with children and library experience preferred
1 Available to work evenings and weekends
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YOUTHSERVICEASSISTANIF (FLSANON-EXEMPY
Job Summary:Under the supervision of Youth Sex$ Supervisor, provides direct service to the public at
the Youth Services and/or Teen desks; position can be eithettipaetor fulktime

Duties and Responsibilities:

Regularly scheduled to work the Youth Services and/or Teen Services Desks

Performs beckin and checlout functions

Answers/routes phones

Accounts for money intake and dispersals

Assists patrons with the use of public computers

Plans and presents programs for teens and children

Assists in collection development

Assists with displays

Vidts schools and other area youth organizations; conducts library tours and performs outreach
May assist with social media duties

May assist with audio/visual equipment

Interprets policies to the public and refers unresolved issues to Assistant Ills aMdulie Services
Supervisor
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1 Collects and maintains internet computer user agreements for minors
1 May create signage/flyers
1 Performs weeding and inventory
1 Identifies and develops grant opportunities
1 May participate in library committees
1 Participates in contiuing education
1 Assists Youth Services Supervisor in maintaining public order in the department
1 Promotes the library and the librarianship by the practice of good public relations
1 Performs Assistant | duties in absence of Assistant |
1 May perform light cleaing
1 Performs other duties as assigned
Knowledge, Skills, and Abilities:
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public library
1 Knowledge of reading readiness and childhood development
1 Ability to relae to children of all ages and their caregivers
1 Ability to work and communicate effectively with public and staff
1 Ability to exercise discretion, follow tasks to completion, and adapt to a changing work

environment
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Attention to detail

Ability to interpretlibrary policies in a diplomatic and sensitive manner

Ability to remain calm in stressful situations

Ability to reach, push, pull, bend, carry and lift up to 20 pounds

Ability to use a computer keyboard, telephone, photocopier, and other standard officipragnt
A working knowledge of Windowsased software and the internet

= =4 -8 4 -8 9

Quialifications:
1 A high school diploma or equivalent, and at least one year of successfully working with the public;
library experience preferred
1 Available to work evenings and weekend
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Appendix G Emergency Maps
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