River Forest Public Library
River Forest, lllinois

Regular Board Meeting - Agenda*

Tuesday, September 19 2017, 7:30 PM

Call to Order

Roll Call

Vigitors and Guests

Consent Agenda

a. Minutes of the Regular Board Meeting: July 18, 2017

b. July 2017 and August 2017 Warrants

c. July 2017 and August 2017 Revenue and Expense Reports

d. July 30, 2017 and August 31, 2017 Balance Sheets

e. Workplace Harassment (formerly Sexual Harassment) Policy updates

Staff Visit: Amy Grossman, Children's Services Manager

6. Communications

Lol

&

a. Patron Suggestions
Director’s Report
President’s Report
New Business
a. Committees: (Report/Discussion/Action)
i. Policy Committee
e Approve Child Safety Policy
ii. Finance Committee
e Approve Audit Report for year ending April 80, 2017

» Approve transfer of FY 16-17 excess operating funds in the amount of $140,845 to
the Capital Improvement Fund.

iii. Facility Committee
iv. RF Collaborative Committee report
10. Adjournment

* All topics on the Agenda are potential Action Items, Note: Board members who have suggestions about
upcoming issues are welcome lo contact the President, Chair or a Committee member. Suggestions will be noted,
however, The Open Meetings Act, prohibits discussion outside of posted public meetings.



Meeting Minutes: Regular Board Meeting: July 18, 2017

Call to Order: At 7:36 pm President Smedinghoff called the regular meeting of the River Forest
Public Library Board of Trustees to order. The roll was taken:

* Trustees Present: Bevan, Calabrese-Berry, Crowell, Hill, Long, O’Connor and
Smedinghoff.

* Also Present: Sue Quinn (RFPL Director), Joanna Bertucei (RFPL Materials and Buginess
Services Manager)

Visitors and Guests
¢ None

President Smedinghoff congratulated Ms, Bertucei on her 10 year anniversary at the RFPL,

Consent Agenda
a. Minutes of the Regular Board Meeting: June 20, 2017
b. June 2017 Warrants
¢. June 2017 Revenue and Expense Reports
d. June 30, 2017 Balance Sheet
e. Approve edits to Staff Policies: II. Employee Tiers and Benefits
f. Approve RFPL Emergency Succession Plan

President Smedinghoff asked for a motion to approve the Consent Agenda. Trustee Hill made a
motion, seconded by Trustee Long, to approve the Consent Agenda items a. through f. There
was discussion of one item:

* Question inquiring as to why individual’'s names were listed in the Emergency
Succession Plan as opposed to job titles. Director Quinn stated that individual’s names
were used because the choice is baged not only on the current position held, but also on
the person occupying that position. Director Quinn also added that the plan will be
reviewed annually.

A roll call vote was taken.
® Ayes: Calabrese-Berry, Bevan, Crowell, Hill, Long, O’Connor and Smedinghoff
o Excused: None
e Abgtain: None
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Staff Visit: Amy Grossman: Review of Chapter 12 [Safety] Serving our Public

s Part of the annual Per Capita grant application requires that Trustees review a standard
from Serving our Public: Standards for Ilinois Public Libraries. The standard for the
2017 Per Capita is safety. Ms. Grossman spoke to the Board about the standard’s safety
checkliat,

1. The library provides a list of emergency call numbers at all staff phones in the library,
Emergency call numbers include police and fire contacts.

¢ We have numbers listed near all phones that include police, fire, and other important
places, most of which are on speed dial.

2. A library floor plan shows entrances, exits, location of emergency supplies, fire alarms,
and fire extinguishers.

* Floor plans hang at each exit door and each service desk as part of our emergency flip
chart. The emergency flip chart contains all relevant information.

3. The library has an emergency manual and a disaster plan that include instructions for all
types of emergencies that might occur in a public library. The plan addresses: bomb threats,
chemical release, earthquake, fire, gas leak, serious medical injury or illness, theft, threats to
staff and customers, and severe weather.

¢ Emergency flip chart contains most of these items and the rest are addressed
during employee on-boarding.

4. The library provides annual emergency training for staff, including fire and tornado drills,
use of fire extinguishers, and location of the first aid kit and an automated external
defibrillator.

¢ New staff is made aware of locations of emergency items. Staff receives regular
CPR and AED training. The library will address drills in 2017.

b. The library provides a call list and contact information that is reviewed bi-annually. Call
list includes staff and library board members. Contact information is available for
contractors who provide building maintenance, telecommunication support, deliveries,
damage assessment, insurance benefits, landscaping and grounds support, legal advice,
supplies, financial records, utilities, and disaster assistance.

» Staff and board phone numbers are listed at paging desk. All staff are given a
print roster with all staff contact information to use in case of emergency. The
RFPL Emergency Succession Plan addresses all other relevant account numbers
and contact information.

6. Emergency supplies are stored in a designated location and are accessible to staff.

s First aid kits in Circﬁlaﬁon area and in Children’s room. Flashlights are
available at all service desks.

7. Emergency equipment such as electric, gas and water switches, fire extinguishers, and fire
alarms are noted on a library floor plan.



¢ This information is listed on the emergency flip charts. We recently added
utility shut-off locations,

8. Safety of customers and staff is paramount in an emergency. If there is time to consider
property, a prioritization list shows what should be salvaged in order of importance.

o This standard is more applicable to a library with priceless artifacts or archives,
artwork, etc. We do not have items of priority. In an emergency situation, safety
of human lives is our only priority.

9. A building safety checklist includes daily, weekly, quarterly, semi-annual, and annual
safety procedures. Examples include fire and tornado drills, fire extinguisher operation,
bacidflow test, entrances and exits clear, and leaks.

¢  Our maintenance company (S&D Maintenance) does regular checks and staff
complete daily checks throughout building. The Fire Department performs an
nspection and fire extinguishers are served annually. HVAC mechanicals are
inspected twice a year and other routine maintenance schedules are maintained
by RFPL administrative staff,

10. The library has a designated tornado shelter.
¢ First floor washrooms.

11. Emergency exits and evacuation routes out of the library and to the tornado shelter are
clearly marked for patrons throughout the library. Fire extinguisher locations are clearly
marked.

* Emergency exits are marked and illuminated, evacuation routes are not marked.
However, most exits are visible in line of sight from anywhere in the building.
The tornado/severe weather ghelter is marked on the washroom doors.

12. The library provides adequate security for staff, users, and collections.

e RFPL staff store laptops and some other technology equipment in locked
cabinets, the building has a security system, all exterior doors (other than the
front door) are locked on the cutside at all times. While our staff feels generally
safe at RFPL, 77% think cameras would increase safety and 77% feel like
camerag could have aided them in their jobs in the past.

13. The library has a strong relationship with local police and community safety personnel
and communicates with them on a regular basis about safety issues affecting the library.

¢ The RFPL has a great relationship with the RFPD. The police regularly visit for
routine checks and are very responsive when called.

14. At least two people shall be on duty during ail open hours of operation.

¢ The RFPL will not open with less than 3 staff members in the building. Typically,
we schedule for 4-5 staff members at all times,

15. Copies of the emergency manual and disaster plan are provided to community safety
personnel.



e The RFPD has a copy of our Emergency plan.

Communications
¢ The RFPL did not receive any patron suggestions in June 2017.

® Administrative staff shared the results and comments from the most recent RFPL
Strategic Planning Patron survey.

Director’s Report

Organization Structure/Training and Staff Development

* Director Quinn and library staff have been seeking professional development
opportunities around the topics of diversity and inclusivity in libraries. Over the next
year, the management team plans to examine our collections, programs and practices to
ensure that the RFPL is adhering to the ALA values of equity, diversity and inclusion,

¢ The RFPL will be closed Friday, September 8tk for an all staff In Service. The morning
will be spent in department meetings and reviewing our safety procedures. The
afternoon will feature a presentation by Ryan Dowd, Executive Director of Hessed House,
who will provide techniques and skills for dealing with patrons who are mentally ill,
substance abusers, and/or homeless.

Marketing and Public Relations

¢ Director Quinn shared some insights from three aessions she attended at ALA related to
public relations and marketing. Trustee Long aleo attended one of these sessions and
shared the need for an libraries to have an advocacy plan. Director Quinn shared
information regarding “patron centric marketing” and strategies for how to send patrons
email communications tailored to their individual interests and preferences.

Administration and Governance

* Joanna Bertucci completed the online FOIA training and will serve as the back-up FOIA
officer when Director Quinn is out of the library.

Finance
» Director Quinn was pleased to report that the IL state budget passed without a property
tax freeze. We will be able to levy for an additional 2.1% (2016 CPI) for 2017. Director

Quinn anticipates that our Per Capital Grant will be fully funded for 2017 as there was
little change to the Secretary of State’s budget.

» Knutte & Associates was onsite July 11 and 12 to complete the fieldwork for the FY 16-



17 audit.

Technology
® New Teen and Children’s computers have arrived. Installation should be complete by
July 21t
» SWAN has been experiencing a series of issues with the library catalog over the past two
weeks.
Policies

» The Policy committee did not meet in June. The committee will review the collection
management and harassment policies in September.

External Partnerships

¢ Director Quinn attended the Oak Park River Forest Community Health Stakeholder
Team meeting and a YMCA Strategic Planning focus group session.

President’s Report

* Thank you to Trustee Crowell for agreeing to service on the Community Engagement
Committee.

¢ President Smedinghoff shared that there is an upcoming webinar on RAILS regarding
privacy in libraries and encouraged any Trustee who is able to view the webinar.

e President Smedinghoff informed the Board that is it likely that the RFPL Foundation is
subject to FOIA. Based on the opinion of Greg Smith of Klein of Thorpe and Jenkins, the
Foundation should operate under the assumption that it is subject to FOIA and comply
with any FOIA requests. Mr. Smith said that the Foundation is not subject to OMA.

New Business

Committee Reports

* Finance Committee
¢ Approve recommendation for investment of public funda.

» Trustee Bevan shared that for the past year the Finance committee has
been reviewing the RFPL long term financial plans, reserves, and
updated the finance policies.

* Upon completion of this work it was decided that the RFPL would send
an RFP to local banks to determine with which bank the RFPL could
maximize its return on investment.



* The proposal from Community Bank Oak Park River Forest offered the
most attractive rates.

e The CBOPRF will offer short term collaterization of our funds over the
FDIC limit during tax season to ensure that our deposits are fully
protected between the time they are deposited at CCOPRF and
transferred out to other financial institutions via the ICS/CDARS
network.

¢ The Finance Committee moved that the RFPL move its entire banking relationship to
Community Bank Oak Park River Forest and invest in timed deposits.

*  Aroll call vote was taken.
* Ayes: Calabrese-Berry, Bevan, Crowell, Hill, Long, O’Connor and Smedinghoff
¢ Excused: None
* Abstain: None

Executive Session

¢ At 8:40 pm, Trustee Hill moved to close the Regular meeting and move into Executive
Session as per 5 ILCS 120/2(d) to review minutes of Closed Sessions in order to
determine whether such minutes can be released or will remain closed from public view.
Trustee Crowell seconded and the motion passed unanimoualy.

* At 9:45 pm, Trustee Crowell moved to close the executive session and resume the
Regular meeting. Trustee Calabrese-Berry seconded and the motion passed
unanimously.,

® At 9:45 pm, Trustees reopened the Regular meeting. Trustee Crowell moved, and
Trustee Calabrese-Berry seconded making executive session minutes from 10/20/15,
12/15/16, 4/18/17, and 5/1/17 available to the public. The motion passed unanimously.

New Business (continued)

# Facilities Committee

» Trustee Calabrese-Berry shared the work and processes of the Facilities
committee on the space analysis project. Trustee Calabrese-Berry presented
building projects grouped and ranked by priority along with rough budget
estimates.

¢ Trustees and RFPL Administrative staff toured the 1¢ floor entryway, lobby,
circulation staff and patron space, and staff breakroom. Administrative staff
pointed out issues with current layout, possible ADA compliance issues, and the
generally outdated furnishings, staff workspaces and break room facilities.



* After touring the space, Trustees shared their initial thoughts on the
imperativeness of a project that would renovate the first floor entryway, lobby,
and circulation spaces, and staff breakroom. No action was taken, Trustees
were asked to think about the information presented and will revisit the topic at
the September 19th Regular Board meeting.

Adjournment

* At 9:556 pm Trustee Crowell moved that the Regular Meeting be adjourned. Trustee
O’Connor seconded. All approved and the meeting was adjourned.

Respectfully Submitted,
Deborah Hill
Secretary
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River Faorest Public Library

Fiscal Year: May 1, 2017 - April 30, 2018

Revenus Report - July 2017

Account: dJuly-17 YID 2017-2018 % of Budget
Property Taxes $ 264,044 [ 8 269,258 1,212,000.00] 22.22%
Connections Program Grant $ -18 - 7,600.00] 0.00%
Corp Property Replacement Taxes $ 2,332 [ $ 4,613 16,400.00| 29.95%
Fines, Service Charges $ 1675 [ $ 4,214 18,000.00 23.41%
Lost Books Reimbursed $ 190 [ ¢ 576 3,000.00 19.21%
Book Sales $ 4118 168 1,000.00 16.81%
Copy Machine Revenue [ 206 | % 770 4,000.00 19.26%
Rentals, Library Space, Meeting Room $ -18 - 300.00 0.00%
Interest $ 390 [ § 1,234 6,500.00 18.98%
Gifta $ -18 350 8,500.00 4.12%
IL Per Capita Grant $ $ - 8,600.00 0.00%
Grants, other - [ -1 8 - 4,200.00 0.00%
Community Foundation Endowment 8 -1 8 - 8,400.00 0.00%
Misc Income $ 15| § 51 500.00 10.17%
~Total: $ 268,892 [ '§ 281,234 1,298,000.00 21.75%
Income: $ 2688928 281,284 1,293,000.00 21.75%
Expense: $ 91,967 [ § 283,270 1,298,000.00 21.81%
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River Forest Public Library

Fiscal Year: May 1, 2017 - April 30, 2018

Revenue Report - August 2017

Account: August-17 YID 2017-2018 % of Budget
Property Taxes $ 282,402 | § 551,661 1,212,000.00] 45.62%
Connections Program Grant $ -1 8 - 7,600.00 0.00%
Corp Property Replacement Taxes $ 108 | % 4,824 15,400.00 31.832%
Fines, Service Charges $ 810 | § 4,824 18,000.00 26.80%
Lost Books Reimbursed ] 2791 § 8b6 3,000.00 28.61%
Book Sales $ 701 8% 288 1,000.00 23.80%
Copy Machine Revenune 3 33| 8 808 4,000.00 20.08%
Rentals, Library Space, Meeting Room $ -1 8 . 300.00 0.00%
Interest 8 832 | % 2,066 6,500.00| 31.78%
Gifts $ 7500 8% 7,860 8,600.00 92.35%
IL Per Capita Grant $ -1 $ - 8,600.00 0.00%
Grants, other $ 1,371 | § 1,371 4,200.00 32.64%
Community Feundation Endowment, $ -1 8 - 3,400.00 0.00%
Misc Income 8 $ 30 500.00 6.00%
Total: $ 293,205 | $ 574,622 1,293,000.00 44.43%
Income: $ 293,208 | § 574,622 1,293,000.00 44.48%
Expense: 3 99,708 | $ 380,564 1,288,000.00 20.48%
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11:40 AM River Forest Public Library

08/02/17 Balance Sheet
Accrual Basls As of July 31, 2017
ASSETS
Current Assets
Checking/Savings
ICS Caplial 805869202

CB OPRF Operations 00805669201
CB OPRF Capital 00805869202
For. Park Money Market171285900
For. Park Payroll 171283900

For. Park Checking 171284900

Petty Cash
Total Checking/Savings

Accounts Recelvable
Accounts Recelvable

Total Accounts Receivable
Total Current Assets

TOTAL ASSETS

LIABILITIES & EQUITY
Liabliitles
Current Liabliities
Accounts Payable
Accounts Payable

Total Accounts Payable

Credit Cards
MB Financial Credit Card

Total Credit Cards
Total Current Llabilities

Total Liabllities

Equity
Opening Bal Equity
Retained Eamings
Net Income

Total Equity
TOTAL LIABILITIES & EQUITY

Jul 31, 17

200,000.00
25,782.84
5,052.87
1.170,818.58
14,520.25
8,453.70
60.00

1,424,688.24

1,368.81

1,388.91
1,426,078.15

1,426,078.156

2,783.389

2,783.39

1,840.35

1,840.35
4,623.74

4,623.74

821,884.15
620,540.08
-20,969.80

1,421,454.41

1,426,078.15

Page 1



9:48 AM
00/05/17 Balance Sheet
Accrual Basls As of August 31, 2017
ASSETS
Current Assets
Checking/Savings

1 OP CD 28 WK 020519728
/L OP CD 1 YEAR 1020515305
3 0P CD 1 YEAR 1020495109
4- OP CD 1 YEAR 1020495142
¥ CAP CD 1 YEAR 1020474021
(o OP CD § YEAR 1020450904
7 OP CD 3 YEAR 1020448578
OP CD 2 YEAR 1020448543
ICS Operations 8056869201
10 1CS Capltal 8065669202
1| CB OPRF Operatlons 00805689201
i CB OPRF Capital 00805688202
13 For. Park Money Market171285800
N.For. Park Payroll 171283800
‘gFor. Park Checking 171284800

wPotty Cash

Total Checking/Savings
Total Current Assets

TOTAL ASSETS

LIABILITIES & EQUITY
Liabllities
Current Liabllitles
Accounts Payable
Accounts Payable

Total Accounts Payabie

Credit Cards
MB Financlal Credit Card

Total Credit Cards
Total Current Liabllities

Total Liabllites

Equlty
Opening Bal Equity
Retalned Earnings
Net Income

Total Equity
TOTAL LIABILITIES & EQUITY

River Forest Public Library

Aug 3,17

150,038.80
150,041.76
60,030.82
60,030.83
200,161.95
60,083.03
60,078.23
60,069.64
580,864.01
102.24
5,082.62
5,000.04
216,480.57
4,1398.05
4,493.63
60.00

1,616,876.23
1,616,876.23
1,618,876.23

-2,307.58

-2,307.58

823.69

823.69

-1,483.89

-1,483.89

821,884.15
620,540.08

175,835.91
1,618,360.12

1,816,876.23

Page 1



Please review this document alongside the 8/31/17 Balance Sheet

.EE_

1.18% [Signature Bank, New York, NY $ 1,770.00

1.27% |Meridian Bank, Malvern PA & Western Alliance, Operations Reserve CDARS
Phoenix, AZ

1.25% |Weatern Alliance Bank, Phoenix, AZ

1.25% (Western Alliance Bank, Phoenix, AZ Permanent Operations Reserve CDARS

1.96% |Landmark Bank, Columbia, MO

1.64% |[Yampa Valley Bank, Steamboat Springs, CO Permanent Operations Reserve CDARS

$
$
§
1.26% |Lakeland Bank, Newfoundland NJ Capital Reserve CDARS $ 2,620.00
3
$
$

_|1.46%  |Bank 7, Oklahoma City, OK

Money Market Accounts

L00% |Republic Bank & Trust, Louigville, KY (s 5,500.00

Bank of China, New York, NY ICS Operations Money Market Account

Merchants Bank of Indiana, Carmel, IN

I ’ |
| ’5 © iu-qam S ™
L]

=
[=

11.00% |Bank of China, New York, NY ICS EEEEEEEE

Community Bank OPRF Operations Checking

b
[ ]

Community Bank OPRF Capital Checking

pré
L]

Forest Park Money Market - to be closed by the end
of 9/17

Forest Park Payroll account - to be closed by the end
of 9/17

Forest Park Checking account - to be closed by the
oend of 9/17

Peatty cash




1:54 PM
08/08/117

River Forest Public Library

Reconciliation Detail

Petty Cash, Perlod Ending 07/31/2017

Type Date

Beginning Balance
Cleared Balance

Register Balance as of 07/31/2017

Ending Balance

Amount

60.00
60.00

60.00
60.00

Page 1



3:55 PM
08/02/17

River Forest Public Library

Reconciliation Detail
Petty Cash, Perlod Ending 08/31/2017

Type Date

Beginning Balance
Cleared Balance

Register Balance as of 08/31/2017

crr

Amount

60.00
60.00

60.00

60.00

Page 1



July 2017 Key Performance Indicators

YTD
2017-
Total Circulation Jul-17 2018 2017-2018
Preschool Collection 3,815| 10,353 37,000 28.0%
Juvenile Collection 5,920] 14,953 47,000 31.8%
Middle School Collection 806 1,961 6,000 82.7%
Teen Collection 1,115 3,060 8,000] 388.3%
Adult Fiction 4,893| 12,869 42,000 30.6%
Adult Non-Fiction 3,666 9,807 34,600] 28.4%
Adult Media 3,206 8,951 36,000 24.9%
Adult Other 174 439|
Non SWAN ILL 23 79
Webpac Renewals 104 2,814
Total Circulation 23,610 65,286 210,500 31%

Programs & Meeting Room Use
Older Adults

Programs 6 28]

Attendance 163 508 1,800 28.2%
Middle School

Programs 10 38

Attendance 113 1,386 2,900 47.8%
Children/Family Programs

Programs 656 162

Elementary School Age Attendance 1,014 3,026 6,000] 50.4%

Preschool Attendance 986 2,611 8,000 31.4%
Other Programs

Programs 0 0

Attendance 0 0
Outside Groups
Barbara Hall Meeting Room Use | 4| 20| 135| 18%
Cardholders & Visits

Monthly Visitors

New Cardholders Added 70 186 850 22%

Total Number Cardholders 8,132

Cardholders as % of Population* 73%

* RF Population is 11,172 Per 2010 Census Dala



August 2017 Key Performance Indicators

YTD
2017- YTD %
Total Circulation Aug-17 2018 2017-2018 Goal
Preschool Collection
Juvenile Collection 4,937 19,890 47,000 42.8%
Middle School Collection 587 2,648 6,000 42.5%
Teen Collection 888] 3,948 8,000] 49.4%
Adult Fiction 4,497| 17,366 42,000 41.3%
Adult Non-Fiction 3,628 18,386 34,600 388.7%
Adult Media 3,213] 12,164 36,000] 383.8%
Adult Other 176 614
Non SWAN ILL 29 108
Webpac Renewals 157 2,971
Total Circulation 21,333] 86,619 210,500 41%

Programs & Meeting Room Use

Older Adults

Programs ] 338

Attendance 171 679 1,800 87.7%
Middle School

Programs 7 45

Attendance 345 1,730 2,900] b59.7%
Children/Family Programs

Programs 29 191

Elementary School Age Attendance 765 3,781 6,000, 63.0%

Preschool Attendance 782 3,293 8,000 41.2%
Other Programs

Programs 0 0

Attendance 0 0
Outside Groups
Barbara Hall Meeting Room Use 7| 27| 135| 20%
Cardholders & Visits

Monthly Visitors 8,201] 34,931

New Cardholders Added 73 258 860 30%

Total Number Cardholders 8,186

Cardholders as % of Population™ 73%

* RF Population is 11,172 Per 2010 Census Data



MEMO

To: RFPL Board of Trustees
From: Policy Committee

Date: September 13, 2017
RE: Updates to Staff policies

Attached is an update to RFPL’s Staff Employment policy. This policy change is included
on the Consent Agenda for the September 19, 2017 meeting.

IX. Workplace Harassment

New language was added to the Sexual Harassment section to include other forms of
harassment and discrimination protected by law “based upon an individual’s race, color,
religion, sex, pregnancy, national origin, age, mental or physical disability, ancestry, sexual
orientation, transgender status, veteran status, military status, marital status, order of
protection status, or any other protected category”. The new heading for this section is
Workplace Harassment.

In April 2017, a representative from Arthur J. Gallagher, our liability insurance agent,
provided a training session for library staff on the importance of refraining from
inappropriate conduct or comments towards fellow staff members or library patrons in the
workplace. In addition, library management has instituted workplace harassment
procedures to ensure that every employee has the opportunity to express concerns related
to workplace harassment.



His-the peliey of RFPL strives to maintain a workplace-envirenment free from allforms

ef harassment and discrimination and to imsistpromote an environment in which that
all employees beare treated with dignity, respect and courtesy. It will be a violation of
RFPL policy for any employee to harass or discriminate against another individual in
the workplace baged upon race, color, religion, sex, pregnancy, national origin age,
mental or physical disability, genetic information, ancestry, sexual orientation,
transgendered status, veteran status, military status, marital status, order of protection

status or any other protected category as defined by applicable law. RFPL strives to

will net-tolerateprevent harassment of its emplovees by anyone, including any manager,

co-worker, vendor, client, contractor, customer, or other regular visitor of RFPL.

Violation of this policy shall be considered grounds for disciplinary action up to and

including discharge. It is also unlawful, and against RFPL policy, to retaliate against a
person who has lodged a complaint of workplace harassment.

efiniti S ar t

_“Sexual harassment” in the workplace includes unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual nature when:

* submission to such conduct is made either explicitly or implicitly a term of condition
of an individual's employment;

s submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual;

o such conduct has the purpose or effect of substantially interfering with the
individual's work performance or creating an intimidating, hostile, or offensive
working environment.




Any employee who believes that he or she is being subjected to sezual haragsment is
urged to report such conduct to the Director in accordance with the SexualWorkplace
Harassment Reporting Procedure.

B.C. Library Employee/Patron Relationship

RFPL affirms its commitment to providing an environment for all patrons free of semzal
harassment. RFPL views sesualany harassment of patrons by RFPL employees as an
abuse of authority and therefore such harassment will not be tolerated.

Any patron who suspects that she or he has encountered-cesus! harassment ghould
report the incident to the Director as soon as possible. Any employee who witnesses or
has knowledge of sexual-harassment by another RFPL employee against a patron shall
immediately report it to the Director or to the employee’s immediate

Supervisermanager.

Examplest






Workpla_ce Harassment

RFPL strives to maintain a workplace free from harassment and discrimination and to
promote an environment in which all employees are treated with dignity, respect and
courtesy. It will be a violation of RFPL policy for any employes to harass or discriminate
against another individual in the workplace based upon race, color, religion, sex,
Pregnancy, national origin, age, mental or physical disability, genetic information,
ancestry, sexual orientation, transgendered status, veteran status, military status,
marital status, order of protection status or any other protected category as defined by
applicable law. RFPL strives to prevent harassment of its employees by anyone,
including any manager, co-worker, vendor, client, contractor, customer, or other regular
visitor of RFPL. Violation of this policy shall be considered grounds for disciplinary
action up to and including discharge. It is also unlawful, and against RFPL policy, to
retaliate against a person who has lodged a complaint of workplace harassment.

A. Definition of Sexual Harassment

“Sexual harassment” in the workplace includes unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual nature when:

* submission to such conduct is made either explicitly or implicitly a term of condition
of an individual's employment;

* gubmission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual;

 such conduct has the purpose or effect of substantially interfering with the
individual's work performance or creating an intimidating, hostile, or offensive
working environment.

Sexual harassment, as defined above, may include but is not limited to:

* Uninvited sex-oriented verbal “kidding” or demeaning sexual innuendoes, leers,
gestures, teasing, sexually explicit or obacene jokes, remarks or questions of a sexual
nature;

* Graphic or suggestive comments about an individual’s dress or body;
* Displaying sexually explicit objects, photographs or drawings;

¢ Unwelcome touching, such as patting, pinching or constant brushing against
another’s body; or

* Suggesting or demanding sexual involvement of another employee whether or not

such suggestion or demand is accompanied by implicit or explicit threats concerning
one’s employment status or similar personal concerns.

B. Definition of Other Harassment



Inappropriate conduct in the workplace, based upon an individual’ s race, color, religion,
sex, pregnancy, national origin, age, mental or physical disability, ancestry, sexual
orientation, transgender status, veteran status, military status, marital status, order of
protection status or any other protected category as defined by applicable law that hag
the purpose or effect of interfering with an individual’s work performance or creating an
intimidating, hostile or offensive work environment.

Any employee who believes that he or she is being subjected to harassment is urged to
report such conduct to the Director in accordance with the Workplace Harassment
Reporting Procedure.

C. Library Employee/Patron Relationship

RFPL affirms its commitment to providing an environment for all patrons free of
harassment. RFPL views any harassment of patrons by RFPL employees as an abuse of
authority and therefore such harassment will not be tolerated.

Any patron who suspects that she or he has encountered harassment should report the
incident to the Director as soon as possible. Any employee who witnesses or has
knowledge of harassment by another RFPL employee against a patron shall
immediately report it to the Director or to the employee’s manager.



There are 4 terminals upstairs on the north and south walls by the center reservation room. The
computers are dominated by kids playing video games and talking loudly. It’s distracting and
makes it hard to concentrate anywhere near them. Restrict # of hours they can play? Make them
leave if too loud? Split up the computer? Restrict video games?

We strive to be a welcoming place for all here at RFPL, and I am sorry that things were on the
noisy side during your visit. I will say that since I have spoken with you, we have implemented
stricter practices around not allowing quite so much noise for quite such long periods of time at
those computers.

Unfortunately, as you have seen, we do not have walls in our library, The glassed-in area you were
sitting in is kind of an optical illusion, because although it looks like a private "reservation room"
as you allude in your comment, it is in fact neither reservable nor private / soundproof. It's also, as
you experienced, right next to our designated Teen and Middle School area, which means it is
doubly noisy when kids are there playing video games after school and, in this case, summer
school. We do allow a moderate amount of noise on this side of the library.

suol}sabbng uouijey

As I explained at your visit, the most we can do in that area is keep things at a dull roar, given the
nature of the activities the kids participate in while they are here using their space. I do
appreciate that it is a fine line, especially when the glassed-in areas seem so inviting as "private"
study for adults. The other side of the library might be a better option for quiet study at your next
vieit, especially if you come between the hours of 8 and 6 (after school), as we more actively enforce
quiet on that side.

Would you consider having a table toddlers/kids can have a small snack at in the Children’s Area?
Other libraries have this, especially for small kids/toddlers who get hungry often. We want to
expose our kids to libraries but difficult to be here if child has melt down if too hungry. Appreciale
your consideration.

Unfortunately, this is a small library building with a small staff and we do not have an
appropriate location to dedicate to consumption of food. Nor do we have maintenance staff to clean
a dedicated food area throughout the day. We have also have had ongoing issues with pest control
and are unable to allow food consumption other than at designated library programs. When the
weather is nice, we encourage you to have a snack outside at the tables in our garden area,

Drink Vending Machine

As noted above, we are a small library and we do not presently have an available space/location to
accommodate a drink vending machine. Feel free to bring in your own covered drink to enjoy while
visiting the library.

I think the RFPL needs more children’s programe because they have a lot more for middle school
than they do for children. I am a fourth grader and we need more programs for my age group.

Thank you for your suggestion. We offer lots of programs for kids your age: In fact, since May of
this year, there have been 87 programs for 4th graders compared to only 45 programs for Middle
Schoolers. If there is a program idea you are interested in, we encourage you to speak with our
Children's Services Staff. We love ideas that come straight from kids!
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Organizational Structure/Training and Staff Development

We welcomed two new staff members in August. Shekinah Lawrence and Beronica Puhr joined
our Materials Services team. Karen Wiebe, who has been with us for 8 years, accepted a position
a8 the Circulation Asgistant Manager at Forest Park Public Library and her last day at RFPL
was September 18th. Cassie Porter will be joining our staff on September 19th. Cassie will be
working part-time as our Connections Coordinator and running our Tuesday and Friday
programs. She will also have some time scheduled working in the Adult/Teen area during the
after achool and early evening hours.

The River Forest Fire Department assisted us with a fire drill on Wednesday, August 23rd. Staff
were able to safely and quickly secure the building and steer all patrons to the closest exit. Amy
and Joanna conducted a Safety 101 training for all staff at our September 8th staff in-service day.
Staff went on a scavenger hunt to locate our emergency exits, fire pull stations, fire extinguishers,
tornado shelters, emergency shutoffs and our AED equipment.

Staff response was very pogitive to the presentation given by Ryan Dowd during the afternoon of
our September 8th staff in-service day. Several staff members from Forest Park Public Library
joined us in learning tipa/best practices for how to better understand, connect to, and enlist the
cooperation of some of our disenfranchised patrons. We will continue to call upon the River Forest
Police Department as needed, but we hope to avoid some potential conflict by leading with greater
empathy and understanding when dealing with all library users.

Facilities
The Facilities Committee did not meet thig month.

We asked our insurance company, Gallagher Bassett to complete an updated replacement cost
building valuation appraisal as our last appraisal was from 2004, We should be receiving the
bu.lldmg appraisal before the end of the month.

Davis Tree Care was out in early September to trim the trees in the library garden and those on
the north side of the building.

Marketing and Public Relations
The Bookplate hit homes the first week of September.

We sent out a prese release for Fall Fireside Concert in early September and will be working for
the rest of the month to ensure strong press coverage for our Saturday, October 7th MakerFest
event.

Administration and Governance

I attended the SWAN Quarterly meeting on September 7th. Work continues at SWAN on the
process of adding 18 of the LINC and MAGIC library system members to SWAN in the coming 18
months. All member libraries have been updated on the proposed fee structure for FY 2018. At
this point, SWAN anticipates that RAILS funding for FY 2018 will remain steady and that RAILS
will fund SWAN at the same level as last year. Each SWAN library should then receive a flat
$5,582 (LLSAP grant) discount which will be applied towards our membership fees.
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Administration and Governance (cont’d) _ -

Based on these assumptions, RFPL should pay a membership fee of $23,662 next year. This
represents a 15% increase over the $20,508 that we paid for the past 3 years when SWAN went
into its reserves to lower and freeze our fees for 3 years. It is only a 1% increase over our FY 14-15
fee.

Finance

The Finance Committee met on August 28th to review the audit for the year ended April 30, 2017.
Our auditor, Laura Babula of Knutte & Associates was present via speaker phone and answered
all questions. We had a surplus of revenues over operating expenditures of $140, 845 for the year
as many of our capital expenditures (excluding technology replacement) were paid from our
Capital Improvement Fund and not from our operating budget. Excess revenues will be
transferred to our Capital Improvement Fund by Board vote.
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Through September 18, 2017, we have received just over $554,000 in 2016 property tax revenue
distributions--almost 46% of our 2017-18 budget. This aligns with our past experience of 45% of
projected tax revenues for the previous year being received in the 2nd instaliment payment of the

following year.

We began moving our deposits from Forest Park National Bank to Community Bank of Oak Park
and River Forest in the month of August and will close out our Forest Park accounts before the
end of September. A copy of our current investment schedule as of August 81, 2017 is included in
the Board packet.

As expected, the auto-renewal program has resulted in happier library patrons and a significant
reduction in fines collected. While budgeted fines of $18,000 represented less than 1.5% of our
projected revenues, we anticipate that we will collect only about $9,000 in fines this fiscal year.

Technology

In August, Versatile installed Symantec Endpoint Solution software, which protects our computers
and server against malware, risks and vulnerabilities as we had been experiencing more Ppop-ups
on our public computers.

I met with Dan Graham of Versatile on August 20th to discuss the privacy-security survey that
the RFPL Board President, Tom Smedinghoff, has asked us to complete in order to prioritize and
address data security risks. I have asked Versatile to provide us with an updated IT inventory.

Policies

The Policy Committee met on September 12th to review the Workplace Harassment and Child
safety policies which will be presented to the Board for approval this month. The Committee also
reviewed the Collection Management Policy which will be presented at February 20, 2018 Board
meeting. Our next meeting is scheduled for February 13, 2018.

Ltoz Jaquiaydas




External Partnerships

The Touch a Truck program in August featured trucks from the Village of River Forest, and the
Fire and Police Departments. In addition, we had volunteers from the VRF Sustainability
Commission, Sugar Beet Co-Op, and New Moms sharing information about their organizations.

Our Train Day program on Saturday, September 9th included a model train exhibit by the Oak
Park Train Club, and a wide selection of train books by Don Heimburger, the owner of Heimburger
House Publishing.

We have an exciting line-up of exhibitors for our October 7th MakerFest which include: 2DKits,
ChiBots, Depaul University Library’s Maker Hub, Judy Steed Mosaics, iD Tech, Oak Park Art
League, Pumping Station One, School of Rock, South Side Hackerspace, Tapster Robotics and
Vortex Drones. Ethan Bachrend, the Eagle Scout candidate we are working with, has his own
printer/kickstarter compeany; Creative 3D Technologies, which will be also be there.

I attended the River Forest Administrators meeting on 9/12 to hear updates from the Village, D90,
Park District, District 200 and the Community Center.

Respectfully submitted

Sue Quinn
913/17
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MEMO

To: RFPL Board of Trustees
From: Amy Grossman

Date: September 12, 2017

RE: Updates to Child Safety Policy

Patron Policies: X. Child Safety Policy

Upon careful consideration and examination of our current Child Safety Policy and procedures,
the Children’s Services Department librarians recommended to the Policy Committee that the
age of unattended children at the library be lowered from 10 years of age to 8 years of age. We
also recommended that the existing minimum authorized caregiver age continues to be 12 years
old.

We value our role in the community and want the library to be a safe place for all youth. After
researching other libraries’ policies, we found that our Child Safety Policy was an outlier among
neighboring communities. Oak Park and Forest Park have an unattended child age minimum set
at 8 years old; Elmwood Park’s unattended child age minimum is 7 years old. We also found that
our existing policy can be perceived to target families with limited means, which impedes our
goals of serving otherwise at risk youth in the community.

In the past 2 years, the time needed to monitor and enforce this policy has become problematic.
Most of this time is spent identifying children who are 8 or 9 yeats old, but are otherwise
behaving in compliance with the Patron Code of Conduct. When we have contacted parents
about their unattended 8 and 9 year old children, there has been confusion, upset, and a
questioning of the age restrictions.

The Children’s Services Department will take the lead in enforcing a changed policy. Staff will
make sure 8 and 9 year old children abide by the Patron Code of Conduct and speak with
parent/guardians about any possible violations. Furthermore, staff will be instructed with new
procedures to handle potential scenarios including any children who may remain at RFPL at
closing time.



Child Safety

RFPL welcomes the use of its facilities and services by children. However, RFPL is a
public building, and as such, is not necessarily a safe place to leave a child unattended.

RFPL does not assume responmblhty for the safety of cb:ldren_@g_thgﬂl_,ﬂ
) ) ul imatel: h v th 8 I . ]

responmble or the safety ons of hs—er—heerQL ch:ldren m
supervising while theizose children are at RFPL. Chaperones must be age twelve or

older.

ﬂhﬂg at L. Gchﬂdren under the age of-LO-ﬁJrears_oM must nﬁt—hﬁ-bﬂa-ua&tteaded-—m
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Children 10-8 years of age or older may use RFPL Mm,_mﬁenéed
provided they adhere to the Patron Code of Conduct. It is the responsibility of the
parent/guardlanorcaregvertoknowthehoursofRFPLandtoplckuphis-e!-he!their
child before RFPL closes.

The Board authorizes RFPL management to establish and implement procedures to
addresl issues eﬁm&endedm ch.lldren while those children are at thein RFPL,




Child Safety

RFPL welcomes the use of its facilities and services by children. However, RFPL is a
public building, and as such, is not necessarily a safe place to leave a child unattended.
RFPL does not assume responsibility for the safety of children under the age of 18, as
this authority ultimately lies with the parent/guardian. Parents, guardians, and
caregivers (“Chaperones”) are responsible for the safety and actions of those children
whom they are supervising while those children are at RFPL. Chaperones must be age
twelve or older.

While at RFPL, children under the age of 5 years old must be in the immediate
supervising vicinity of a Chaperone.

While at RFPL, children between the ages of 5 and 8 years old must be accompanied by
a Chaperone including, but not limited to, during any programs provided for this age
group.

Children 8 years of age or older may use RFPL without a Chaperone, provided they

adhere to the Patron Code of Conduct. It is the responsibility of the parent/guardian or
caregiver to know the hours of RFPL and to pick up their child before RFPL closes.

The Board authorizes RFPL management to establish and implement procedures to
address igsues affecting children while those children are at RFPL.



