
All topics on the Agenda are potential Action Items.  

The Library will provide reasonable aids or services to afford an individual with a disability an equal opportunity to participate in all services, programs and facilities. Persons requiring assistance 
should notify Library of their needs well in advance to provide sufficient time to make an accommodation. Contact Library Administration at 847-825-3123, TTY 847-825-8217. 

AGENDA 
PARK RIDGE PUBLIC LIBRARY 

20 S. Prospect Avenue, Park Ridge, IL 60068 
Regular Meeting of the Library Board of Trustees held via videoconference with all remote participation 

Tuesday, January 18, 2022 at 7:00 p.m. 

Meetings of the Library Board are open to the public under provisions of the Illinois Open Meetings Act. The Library Board President has determined that it is not 
practical or prudent to schedule an in-person meeting due to the COVID-19 pandemic, therefore, this meeting will be held virtually and in accordance with State statute. 

To submit public comment, either join the meeting using the link below, or send an email with your comments to librarydirector@parkridgelibrary.org at any time before or 
during the meeting. All comments will be read aloud during the meeting.  

Join meeting online: https://zoom.us/j/98557510434?pwd=cDNxS29WZFlSQ0VzT3E5QkVlMXVyZz09 

Or call (312) 626-6799 
Webinar ID: 985 5751 0434 
Passcode: 416197 
International numbers available: https://zoom.us/u/ad9AeGCMpL 

Of note, those calling in will be identified by the phone number from which they are calling. To be assigned a different identifier, dial *67 before dialing the phone 
number. Callers may dial *6 to unmute for public comment. 

Please contact Library Administration for additional information or to request accommodations. 

1. Call to Order 
2. Roll Call 
3. Public Comment 
4. Consent Agenda 

* Items listed below are considered routine by the Library Board and will be enacted by one motion. There will be no discussion of these items unless a Board 
member so requests, in which event the item will be removed from consent for further discussion immediately after the consent agenda is approved. 

a. Approval of Minutes of the December 21, 2021 Regular Meeting of the Library Board 
b. Ratify Bills Payable-Warrant Register for: 

 Period 8 (Stub Period 12), December 16, 2021   Period 8 (Stub Period 12), December 31, 2021 

Library Fund Warrants  $100,636.67 Library Fund Warrants  $39,148.21 

Payroll  $84,022.29 Payroll $78,128.33 

Per Capita Grant Fund $0.00 Per Capita Grant Fund $0.00 

     North Suburban Digital Consortium $8,468.53 North Suburban Digital Consortium $1,236.71 

Total  $193,127.49 Total    $118,513.25 

c. Approve Cash Statement for all accounts for December 2021
d. Ratify disbursements from the Petty Cash Fund, $139.96 

e. Approve purchase of Artopex office furniture from Library Furniture International, in the amount of $5,767.
f. Approve purchase of a Kingsley 60-C Series (blue) exterior library materials return unit in the amount of $5,127.90. 
g. Approve revisions to the Paging patrons, Library Materials Depositories, Test proctoring, Little Free Libraries, Programs, and Employee Manual 

– Library Appendix policies. 

5. Treasurer’s Report 
a. Approve the Consolidated Year to Date Revenue and Expenditures Report for December 2021. 

6. President’s Report
7. Secretary’s Report 
8. Library Director's Report 

a. Statistics 
b. Narrative 

9. Friends of the Library Report 
10. Unfinished Business 
11. New Business 

a. Required Open Meetings Act Training 
12. Adjournment 
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MINUTES 

PARK RIDGE PUBLIC LIBRARY 

20 S. Prospect Avenue, Park Ridge, IL 60068 

Regular Meeting of the Board of Trustees  

Held in the City Council Chambers 

505 Butler Place, Park Ridge, IL  60068 

December 21, 2021 at 7:00 p.m. 

Regular Board Meeting 12.21.21 
Page 1 of 4 

CALL TO ORDER 
President Rapisand called the meeting to order at 7:00 p.m. 

ROLL CALL 
Trustees Present: Lauren Rapisand, President; Karen Burkum, Josh Kiem, Danielle Powers, Gregg Rusk, 

David Somheil, Treasurer; Joseph Steinfels 
Trustees Absent: Alexandrea Hanba, Vice President; Deepika Thiagarajan, Secretary 

Others Present: Joanna Bertucci, Library Director; Brigid Madden, City staff; Alyson Doubek, John Priala, 
Anastasia Rachmaciej, Library staff  

Trustee Steinfels will call and record roll call votes for the meeting. 

President Rapisand thanked Director Bertucci for reorganizing the agenda to include all consent agenda items at the 
beginning of the agenda.   

CONSENT AGENDA 
President Rapisand noted the following items included on the consent agenda: 

 Approval of Minutes of the November 16, 2021 Regular Meeting of the Library Board

 Ratify Bills Payable Warrant Register for Period 7, November 16, 2021 and Period 7, November 30,2021

 Cash statement for all accounts for November 2021

 Ratify disbursements from the Petty Cash Fund, $16.98

 Approve a budget transfer in the amount of $3,200 for Library Resources from the Adult Services
Nonfiction budget to Adult Services AV/DVD/Blu-rays

 Approve a budget transfer in the amount of $200 for Audit fees from the Administration Library Supplies
budget to Administration Audit Fees

 Approve a budget transfer in the amount of $2,300 for Audiobooks from the Adult Services Recordings
budget to Adult Services Audiobooks

 Approve a budget transfer in the amount of $2,500 for Youth Services Fiction from the Youth Services
DVD/Blu-Ray to Youth Services Fiction

 Approve the extension of the “Illness at the Workplace (COVID-19) for Library Staff” policy through March
31, 2022

 Approve FY22Board Task Calendar

 Approve 2022 Days Closed Calendar

 Approve 48-month lease agreement with Gordon Flesh Company in the amount of $69,552 for new copier
and printer fleet

 Approve Illinois Libraries Present: Intergovernmental Agreement for Joint Purchasing of Library
Programming Events and Services

 Approve revisions to the Naming, Sponsorships, Loans of Art Work, Public Participation and Public
Comment at Board Meetings, Volunteers, Meeting Attendance via Electronic Means and Temporary
Outdoor Public Art policies

 Approve the FY22 Per Capita Grant application

Trustee Burkum made a 
MOTION : To approve the consent agenda 

Return to Agenda
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Trustee Powers seconded the motion 
Roll Call Vote: Yes:  Burkum, Kiem, Powers, Rapisand, Rusk, Somheil, Steinfels, 
Motion passed 

Comments from the public on non-agenda items 
None 

TREASURER’S REPORT 
Treasurer Somheil reviewed the Year to Date Revenue and Expenditures report noting that with 87% of the fiscal 
year completed, 68% of the Operating Budget and 63% of the Total Budget has been expended   

Treasurer Somheil made a 
MOTION  To approve the Consolidated Year to Date Revenue and Expenditures Report for November, 2021 
Trustee Kiem seconded the motion 
Roll Call Vote:  Yes: Burkum, Kiem, Powers, Rapisand, Rusk, Somheil, Steinfels, 
Motion passed 

PRESIDENT’S REPORT 
President Rapisand noted that the President’s Report is a new addition to the agenda this month.  This will now 
appear on each month’s agenda.  She further noted that with the latest surge in COVID numbers, there is a 
possibility that next month’s meetings will be held virtually. 

SECRETARY’S REPORT 
Director Bertucci reviewed the written report included in the packet noting the start of Winter Reading Clubs, that 
the Friends will begin accepting donations again in January, two articles about tax levies for 2022 and the public 
menorah lighting on the Library Lawn.   

DIRECTOR’S REPORT 
Director Bertucci noted that Library Administration continues to monitor COVID-19 metrics and local, state and 
federal guidance.    
She stated that a funding request letter in the amount of $12,200 had been written to the Friends who have agreed 
to provide funding at that level for next year.  Approximately $5,200 will be used to purchase a new book drop with 
the remainder being used to support Summer Reading Clubs.  She expressed the Library’s gratitude for the Friends 
ongoing support and funding.   
Finally, she noted that she’s now been at the Library for six months and expressed her appreciation for the ongoing 
efforts in onboarding and orientation.   
Trustee Burkum noted actions taken with regard to COVID by other public libraries.  Discussion ensued with regard 
to the Library becoming a distribution point for at-home tests should that become a possibility.  With regard to the 
book drop being purchased, Director Bertucci clarified that going forward, there will be one, rather than two book 
drops.  One of the existing drops will be relocated to be near the staff entrance and will be used for book donations 
for the Friends.   
Trustee Steinfels inquired about patron comments and the process for gathering and responding to them.  Director 
Bertucci explained the process and stated that when contact information is made available, the person submitting a 
comment is contacted directly with a response.   
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Trustee Kiem noted that he appreciates the comments and analysis appearing on the monthly statistics report.  
Director Bertucci thanked him for his comments and noted that she will be reviewing existing reports and bringing a 
draft of a revised report(s) to the January COW meetings.    

FRIENDS OF THE LIBRARY 
Director Bertucci reported that the Friends have sorted over 1,000 items donated by Cub Scout Pack 50.  These 
books will be used to seed the Friends’ spring, 2022 book sale.  Also noted was the Friends cultivation of their Book 
Nook area on the second floor of the Library and that they had earned approximately $1,500 in revenue in that 
space.   

UNFINISHED BUSINESS 

None 

NEW BUSINESS 

PLANNING & OPERATIONS 
President Rapisand stated that on tonight’s agenda is a motion to approve revisions to the Board’s Social Media 
Policy.  Director Bertucci noted that the most significant change made was suggested by Trustee Kiem to Rule #1 to 
replicate what is in the Website Policy.   

Trustee Kiem made a 
MOTION: To approve revision to Social Media Policy 
Treasurer Somheil seconded the motion 
Roll Call Vote: Yes:  Burkum, Kiem, Powers, Rapisand, Rusk, Somheil, Steinfels, 
Motion passed 

Next on the agenda is a proposed motion to approve revisions to the Levy and Budget policy.  Director Bertucci 
explained that this is a new policy that was reviewed at the December COW meetings and that the policy was 
clarified to state that budget transfers will not exceed a cumulative total of $5,000 per account per budget year 
without Board approval.  Also included in the policy is a statement documenting that at the beginning of each fiscal 
year, Library Administration will prepare for the Board a list of proposed budget carryforwards.    

Trustee Burkum made a 
MOTION: To approve revisions to the Levy and Budget policy 
Trustee Rusk seconded the motion 
Roll Call Vote: Yes:  Burkum, Kiem, Powers, Rapisand, Rusk, Somheil, Steinfels, 
Motion passed 

Next on the agenda is a proposed motion to approve revisions to the Expense Reimbursement policy.  Director 
Bertucci explained that this is a new policy that was reviewed at the December COW meetings and that the policy 
was clarified with regard to allowable reimbursements. 

Trustee Burkum made a 
MOTION: To approve revisions to the Expense Reimbursement policy 
Trustee Powers seconded the motion 
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Roll Call Vote: Yes:  Burkum, Kiem, Powers, Rapisand, Rusk, Somheil, Steinfels, 
Motion passed 

Next on the agenda is approval of the updated Essential Government Functions resolution.  Trustee Kiem noted 
editorial changes needed which Director Bertucci will make.   

Treasurer Somheil made a 
MOTION: To approve revisions to the updated Essential Government Functions resolution, as amended 
Trustee Burkum seconded the motion 
Roll Call Vote:   Yes:  Burkum, Kiem, Powers, Rapisand, Rusk, Somheil, Steinfels,  
Motion passed 
In the absence of Secretary Thiagarajan, Treasurer Somheil will sign the resolution along with President Rapisand. 

President Rapisand thanked Trustee Steinfels for taking on the role of Board Secretary for tonight’s meeting.  

There being no objection, President Rapisand adjourned the meeting at 7:25 p.m. 
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Library Fund

CHASE
$3,668,708.55

Internal Operating Fund
LIBRARY PETTY CASH FUND .
Liberty Bank - Primary use to reimburse lost/paid patron fees 448$   
CASH ON HAND

540$   

Gift Fund
RESTRICTED GIFT FUND INVESTED FUNDS
BMO Harris - Opened when Liberty Gift Fund reached maximum balance 125,501$   
LIBRARY RESTRICTED GIFT FUND
Liberty Bank - Donations (not necessarily with spending restriction) 195,108$   

Endowment Fund
SPENSLEY LARGE PRINT ENDOWMENT
Library Funds $10,000 are a part of Chase Operating -$   
ENDOWMENT FUND  INVESTED FUNDS   
Parkway Bank CD -  Principal invested for 24 months. 159,846$   

Trust
*BRUCE MICHEL LIBRARY TRUST
Northern Trust - Technology Upgrades 258,306$   

*The Bruce Michel Library Trust funds are held at Northern Trust.  The funds are earmarked for
technology upgrades throughout the library.  Requests for expenditure must be approved by
Mr. Bruce Michel's widow and are disbursed by Northern Trust.  The balance in this account is
reported as of September 30, 2021, based on our quarterly account statement from Northern Trust.

Cash Statement
Stub Year 2021 - May, 2021 through December, 2021

Return to Agenda
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Approval for payment from Gift Fund:

n/a n/a $0.00

Total $0.00

Ratify Disbursements from Petty Cash Account:

Petty Cash

#1549 Alyssa Barrett 18.99$   
#1550 Erin Magina 17.99$   
#1551 Gregory Ness 28.00$   
#1552 Anne Nelson 69.99$   
#1553 Elizabeth Juris 4.99$     

Total: $139.96

Park Ridge Public Library
Ratification and Approval of Disbursements/Payments

December, 2021

Return to Agenda
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Memorandum 

Memo Date: December 27, 2021 
From: Joanna Bertucci  
Meeting Type: Planning & Operations Committee of the Whole Meeting 
Meeting Date: January 11, 2022 
Action Requested: For approval 
Subject:  Marketing Office Furniture purchase 

Background: 
During the 2018-19 Library renovation nearly all staff offices were appointed with new fixtures. Due to budget 
limitations, the Marketing staff did not receive new office furniture.   Currently, staff are using repurposed desks, file 
cabinets, and dividers for their workspace. Marketing staff obtained a quote from Library Furniture International (LFI) 
in early 2021 to replace their workstations.  Due to the Director vacancy, the replacement was delayed.  

Recommendation: 
As part of the FY22 budgeting process, a request from the Marketing Office staff was made.  A quote from LFI was 
obtained.  LFI was chosen as they spec’d all the office furniture for the 2018-19 renovation.  The Artopex fixtures 
quoted are part of the Library’s office furniture program.  The cost for the furniture is $4,958.86.  However, the 
additional $808.14 for freight and delivery, increases the total cost to $5,767.00, which is above the Library Director’s 
spending authority and this is therefore being brought to committee for approval.  

Proposed Motion: 
Approve a purchase of Artopex office furniture from Library Furniture International, in the amount of $5,767.00 

Return to Agenda
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12/16/2021

Factory: Artopex

Lead Time: 6-10 weeks

LFI QT-2358 Proposal For:

Park Ridge Public Library, IL

Library Furniture International
797 Glenn Ave

Wheeling IL 60090
ph: 847-564-9497
fax: 847-564-9337

ITEM QTY MFG CATALOG NO. DESCRIPTION UNIT NET EXTENSION

WRK-2A 2 Artopex Personal Desk Units 2,479.43$  4,958.86$   

2 AC-BT7025 Tackboard 70x25 (AC-BTHK mounting brackets included)
Fabric Grade - Tackboard Grade 1 Fabric

2 TL-FSPFF Support Laminate FF Pedestal 15 5/8 x 24 x 27 7/8
Laminate - Base Finish Low Pressure Laminate
Pulls Selection - Optional Pulls Option - Undecided Pulls
Lock Option Key Lock - Keyed Alike

2 TL-FSPUUF Support Laminate UUF Pedestal 15 5/8 x 24 x 27 7/8
Laminate - Base Finish Low Pressure Laminate
Pulls Selection - Optional Pulls Option - Undecided Pulls
Lock Option Key Lock - Keyed Alike

2 TL-HD7243 Hutch 72x43 - 4 Doors (Laminate Doors)
Surface Finish H.P. Laminate Top Surface
Lock Option - Optional Key Lock Option - Keyed Alike

2 TL-Ti3072LL Rectangular Table 30x72 - "LL" End Panels
Surface Finish H.P. Laminate Top Surface
Grommet Option Grommets

**Reference AT0114 - AddOn R2 - DRAWING

TOTAL FOB FACTORY 4,958.86$   

INSTALLATION + FREIGHT 808.14$    
* non union / non-prevailing wage labor *

TOTAL 5,767.00$   

50% DEPOSIT 2,883.50$   

Quote Created by LFI
12/16/2021 at 3:54 PM
MR / LK

Proposal for Jennifer Healy
847-720-3209

jhealy@parkridgelibrary.com Page 1 of 2
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12/16/2021

Factory: Artopex

Lead Time: 6-10 weeks

LFI QT-2358 Proposal For:

Park Ridge Public Library, IL

Library Furniture International
797 Glenn Ave

Wheeling IL 60090
ph: 847-564-9497
fax: 847-564-9337

ITEM QTY MFG CATALOG NO. DESCRIPTION UNIT NET EXTENSION

QUOTATION TERMS

* quotes are valid for 30 days
* quotes are based on stated quantities; any change in quantity may 
require re-quoting

* prices include standard materials/finishes unless otherwise noted
* customer is responsible for verifying all final details of order
including, but not limited to, size, color, finish, etc.; if there are any 
questions on this quote, please contact LFI at 847-564-9497 to 
clarify details prior to accepting quote
* LFI assumes use of customer's dumpster for waste removal.  If
customer requests LFI to provide dumpster, additional costs will be 
billed to customer.
* Storage Costs---if finished product requires storage at LFI 
warehouse due to customer's site not being ready for installation at
the agreed upon time, LFI reserves the right to assess a storage 
charge 

PAYMENT TERMS

50% deposit; balance due upon completion

TO ACCEPT THIS QUOTE:
* sign and date below as formal acknowledgement of the quote
terms
* please forward a deposit if one is required per the quote terms

* please fax back to LFI at 847-564-9337 and we will begin 
processing your order
* LFI will coordinate and schedule in-bound freight of your order.

* An LFI installer will meet the delivery truck, off-load, unpack, place 
items and inspect your order for damage.  If there is damage or 
missing items, LFI will handle the claim and coordination with 
factory.
* By NOT contracting LFI for installation, then the client is 
responsible for handling all issues mentioned above.  LFI will
provide the name and tracking number of the freight carrier, 
however, the client is responsible for making freight claims.
* Factories and freight carriers will require digital photography of any 
damage related issues.

Signature    Date

TOTAL 5,767.00$    

Quote Created by LFI
12/16/2021 at 3:54 PM
MR / LK

Proposal for Jennifer Healy
847-720-3209

jhealy@parkridgelibrary.com Page 2 of 2
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Memorandum 

Memo Date: December 27, 2021 
From: Joanna Bertucci  
Meeting Type: Planning & Operations Committee of the Whole Meeting 
Meeting Date: January 11, 2022 
Action Requested: For approval 
Subject:  Exterior library materials return unit purchase 

Background and recommendation: 
The Library has two exterior materials return units. The current units are approximately 8 years old and are 
showing wear and tear.   During the 2021 Central Parking Lot project the Library’s exterior book and media 
return units were relocated to accommodate patrons during the temporary parking lot closure.  

Now that the parking lot is complete, John Priala, Facility Manager, and I feel this is an opportune time to 
replace the materials return. Mr. Priala and Patron Services Manager, Anastasia Rachmaciej, have been tracking 
the returns for the past few months and feel confident that the Library no longer needs two separate drops for 
books and media, respectively.  Additionally, the automated materials handler (installed in 2018-19) 
automatically sorts library materials; the need for separation 
in the exterior returns no longer exists.  

In December 2021, I requested $5,200 from the Friends of 
the Park Ridge Public Library for the purchase of one exterior 
library materials return unit.  At their December 14, 2021 
meeting, the Friends approved this request.  As the amount 
of the purchase is over the Library’s Director’s spending 
authority, I am bringing this request to committee. 

The Library plans to repurpose one of the current materials 
return units for material donations to the Friends of the 
Library. The repurposed unit will be installed on a new 
concrete pad at the southwest corner of the Library’s 
exterior.  To recognize the generous contribution of the 
Friends of the Park Ridge Library, the Library will install a 
name plate on the new unit.  The second unit will be offered 
to libraries through RAILS in compliance with 75 ILCS 16/30-
55.32. 

Proposed Motion: 
Approve the purchase of a Kingsley 60-C Series (blue) exterior library materials return unit in the amount of 
$5,217.90. 

Return to Agenda
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Quotation

PARK RIDGE PUBLIC LIBRARY
20 S PROSPECT
PARK RIDGE, IL 60068
847-825-3123

Quantity Item Description Unit Price Extension

1.0000-9860-BLU 60 C-SERIES BLUE 4,999.00 4,999.00

1.00199-2ELR VINYL LIBRARY RETURN WITH UNIVERSAL

LIBRARY LOGO ROUND ENGLISH

1.0009-9800 C-SERIES SINGLE DROP MAGNACLOSE MAGNETIC 59.00 59.00

DEPOSITORY FLAP KIT

1.0009-KEY1 REPLACEMENT DEPOSITORY KEY 3.95 3.95

1.0009-KEY2 REPLACEMENT ACCESS DOOR  KEY 3.95 3.95

1.00DLVCH1 LIFT GATE DELIVERY 132.00 132.00

1.00DLVCH4 CALL AHEAD/ARRIVAL NOTIFICATION 20.00 20.00

Quote valid for 30 days. Quote does not include

additional freight charges. If you do not have a trucking

dock or forklift, you will require liftgate service ($132). If

you need inside delivery ($157), you will need liftgate

services. Other fees include residential delivery ($54),

construction site delivery ($122), and call ahead

notification ($20). Freight charges can be added in the

cart or at checkout. Thank you for choosing Kingsley!

Est. Freight

Quote Number:
1203.71

Quote Date:
Dec 28, 2021

Sales Rep

We are pleased to provide the following 
quote to:PARK RIDGE PUBLIC LIBRARY

20 S PROSPECT 
PARK RIDGE, IL 60068
847-825-3123

Good Thru

1/27/22

Customer ID Payment Terms

Page:

PARK3123 2% 10, Net 30 Days DIRECT

1

Total 5,217.90

CA Base RateState, Local, County Sales Tax @ 7.25%

Subtotal 5,217.90

Thank you!

P

Ship To:

5525 E. Gibralter Street
Ontario, CA  91764
P: 909-445-1240
F: 909-980-1253
E: sales@kingsley.com

PLEASE DO NOT CONTACT CARRIER AND REQUEST ANY CHANGES TO YOUR DELIVERY.  THIS WILL INCUR 
ADDITIONAL CHARGES, PAYABLE VIA CREDIT CARD, AND DELAY YOUR DELIVERY.

COLLECTION OF USE TAX MAY BE REQUIRED BY 
YOUR STATE. CONTACT YOUR FRANCHISE TAX 
BOARD FOR INFORMATION.
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Memorandum 

Memo Date: January 12, 2022 
From: Joanna Bertucci  
Meeting Type: Regular Board Meeting   
Meeting Date: January 18, 2022 
Action Requested: For review and approval 
Subject:  Policy approval 

The following policies are on the January 18, 2022 consent agenda for approval.  Redlined copies of each policy follow the recommended changes. 

Current Section Policy # Policy Trustee Trustee Nature of recommended changes 

B. Library Services 2. Paging Patrons Kiem Rusk No substantive change 

B. Library Services 3. Library Materials Depositories Kiem Rusk No substantive change 

B. Library Services 4. Test Proctoring Kiem Rusk No substantive change 

B. Library Services 5. Little Free Libraries Kiem Rusk No substantive change 

B. Library Services 1. Programs Kiem Rusk Tweaked language to give Library more discretion when charging non-
residents for programs.  

Employee Manual Employment Policies Hanba Powers Trustees Hanba and Powers, Ms. Bertucci, and Ms. Doubek reviewed the 
entire City of Park Ridge, Employee Manual and Library Appendix.  The 
Library adheres to the City’s policy statements unless otherwise noted in the 
Library’s appendix. Recommended changes include updating the Library’s 
mission and visions statements, as well as adding the strategic plan library 
values.  Language regarding expense reimbursement, acceptable dress 
standards, social media, and anti-harassment.  

It was brought to my attention after review, that Trustees had approved an 
Emergency Closure Policy at the December 15, 2020 Board Meeting.  
Language from that policy approval has been integrated into the clean 
version of the Library Appendix. 

Return to Agenda
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Memorandum 
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PAGING PATRONS 

POLICY: 

Park Ridge Public Library staff will not page patrons except in an emergency or in special 
situation as deemed necessary by the Person In Charge (PIC).  

RULES: 

1. If, in the opinion of the staff member answering the telephone, a critical situation
exists, efforts are made to contact the patron and convey a message.

2. Library telephones are available for public use in the event of an emergency, or at the
discretion of the staff on duty.

3. Children may use the telephone in the event of an emergency or to reach their
parent/guardian.

Revised XXX 
Revised May 18, 2010 
Approved March 13, 1979 
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LIBRARY SERVICES I B 2 

PAGING PATRONS 

POLICY: 

It is the policy of the Park Ridge Public Library staff will not to page patrons except in an 
emergency or in special situations as deemed necessary by the designated Person In 
Charge (PIC).  

RULES: 

1. If, in the opinion of the staff member answering the telephone, a critical situation
exists, efforts are made to contact the patron and convey a message.

2. Library telephones are available for public use in the event of an emergency, or at the
discretion of the staff on duty.

3. Because of the relatively compact area occupied by the Children's Department and
the ability of the staff there to have personal contact with many of the children, the 
staff will attempt to transmit messages to children from parents who call the Children's 
Department with a reasonable request. Children may use the telephone in the event 
of an emergency or to reach their parent/guardian.call for a ride.  

Revised XXX 
Revised May 18, 2010 
Approved March 13, 1979 

Formatted: Font: Bold
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LIBRARY MATERIALS DEPOSITORIES 

POLICY: 

As a service to patrons, the Park Ridge Public Library shall maintain depositories for library 
materials. 

RULES: 

1. The building depository adjacent to the Prospect Avenue entrance is open during the
hours the Library is closed. Under extenuating circumstances, the Library Director
may authorize the building depository to be open during regular Library hours.

2. The drive-by depository in the parking lot is open at all times except when the Library
will be closed the following day.

3. All materials may be returned through the depositories except Exploration Library
items, big books, theme bags, music kits, parenting kits, magnifiers, and electronic
devices.

a. Damage to these items returned in the depositories will result in a damage or
replacement fee. If returned late, Exploration Library items will incur overdue fines.

Revised XXX 
Revised January 18, 2011 
Approved March 13, 1979 
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LIBRARY SERVICES I B 3 

LIBRARY MATERIALS DEPOSITORIES 

POLICY: 

As a service to patrons, the Park Ridge Public Library shall maintain depositories for library 
materials. 

RULES: 

1. The building depositories depository adjacent to the Prospect Avenue entrance are
open during the hours the Library is closed. Under extenuating circumstances, the
Library Director may authorize the building depository to be open during regular
Library hours.

2. The drive-by depositories depository in the parking lot areis open at all times except
when the Library will be closed the following day.

3. All materials may be returned through the depositories except exploration library items,
bi-focal kits, big books, theme bags, music kits, parenting kits, magnifiers, and
electronic devices. eReaders and MP3 players.

3. a. Damage to these items returned in the depositories will result in a
damage or replacement fee. If returned late, exploration library items will incur
overdue fines.

Revised XXX 
Revised January 18, 2011 

Formatted: Font: Bold

Formatted: Indent: Left:  1",  No bullets or numbering
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Approved March 13, 1979 
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TEST PROCTORING 

POLICY: 

Adult Services Staff will proctor written tests for a fee of $35.00 per test. 

RULES: 

1. The Reference desk staff will proctor written tests only.

2. In addition to the $35.00 fee per test, the student will be responsible for any incidental
costs, such as postage to mail the exam.

3. The Library reserves the right to deny this service at the discretion of the Adult
Services Manager or designee if they deem the proctoring request to be unreasonable
in its demands or too burdensome to administer. The Library cannot provide proctoring
if a staff member is required to supervise the student for the duration of the exam.

4. It is the responsibility of the student to follow testing instructions regarding the use of
supplemental materials or devices during the test.

5. Tests will be returned to the institution issuing the test the next business day by mail,
FAX or prepaid delivery service. The Library is not responsible if test materials are
delayed or lost in route to their final destination.

Revised XXX 
Revised August 16, 2016 
Revised April 21, 2009 
Approved May 20, 2003 
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LIBRARY SERVICES I B 4 

TEST PROCTORING 

POLICY: 

The Reference ServicesAdult Services Staff Department  will proctor written written tests 
for a fee of $35.00 per test. 

RULES: 

1. The Reference desk Services staff will proctor written tests only.

2. In addition to the $35.00 fee per test, the student will be responsible for any incidental
costs, such as postage to mail the exam.

3. The Library reserves the right to deny this service at the discretion of the Reference
Adult Services Manager or designee if theys/he deems the proctoring request to be
unreasonable in its demands or too burdensome to administer. The Library cannot
provide proctoring if a staff memberlibrarian is required to supervisebe with the student
during the entirefor the duration of the exam.

3.4. It is the responsibility of the student to follow testing instructions regarding the use 
of supplemental materials or devices during the test. 

4.5. Tests will be returned to the institutinstitutione issuing the test the next business 
day by mail, FAX or prepaid delivery service. The Library is not responsible for if test 
materials are delayed or lost in route to their final destination. completed examinations 
which go astray due to postal delays or problems. 

Revised XXX 
Revised August 16, 2016 
Revised April 21, 2009 
Approved May 20, 2003 

Formatted: Font: Bold

Formatted: Font: Bold, Italic

Formatted: List Paragraph, Left,  No bullets or

numbering, Widow/Orphan control, Tab stops: Not at 

0.75"

21



LITTLE FREE LIBRARIES 

POLICY: 

In partnership with local family foundation, Marion’s Mark, the Library supports Little Free Libraries that 
serve the Park Ridge community. The Little Free Library initiative is a book exchange program whereby 
members of the Park Ridge community install a “library” on their property, inviting community members to 
borrow and lend books.  

A property owner must submit an application that includes evidence of ownership (e.g., tax bill) to be 
considered for a Little Free Library. In the case of a condominium owner, the applicant shall also submit 
written consent from the condominium association approving the placement of the Little Free Library on 
the property. Subject to availability, recipients will be selected based on their application responses and 
their location at the discretion of the Library Director with approval of a representative of Marion’s Mark.  

Everyone who participates in the Little Free Library program has the right to help ensure the types of 
books stocked are appropriate for the community of all ages and backgrounds. The property owner nor 
the Park Ridge Public Library are liable for the content in Library Free Library collections. The Park Ridge 
Public Library subscribes to the American Library Association Freedom to Read Statement. As such, 
censorship is not supported by the Library and a balanced collection of books is strongly recommended.  

RULES: 

1. Marion’s Mark/Park Ridge Public Library Little Free Libraries (LFLs) must be located within the
city limits of the City of Park Ridge.

2. Marion’s Mark, through the Park Ridge Public Library, will be responsible for the following:

 Provide, install and paint LFLs

 Periodically check on LFLs

 Make repairs as needed in a timely fashion.

 Installing signage on LFLs which states that Library materials may not be returned to

LFLs.

3. Stewards of a Marion’s Mark/Park Ridge Public Little Free Library (LFL) must agree to the

following:

 Provide land in a visible location close to sidewalk

 Keep LFL clean and free of debris

 Report damages or concerns to PRPL staff contact  such as when the LFL:

o needs more books

o needs repairs or re-painting

o needs replacement

o needs removal

 In cooperation with the Library, stewards will maintain their LFL collection and add new

materials as needed.

 Monitor the contents of their LFLs to the best of their ability.

 Will provide updates on usage of LFLs on a regular basis.

LFL stewards should notify PRPL staff contact should they move or need to update contact

information

4. Stewards are also encouraged to do the following:

 Contribute books and assess stock

 Choose siding and trim colors from samples provided by Marion’s Mark
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5. The Park Ridge Public Library, or representatives of the Library, agree to the following:

 Check on condition of LFLs on a regular basis

 Assist stewards with maintaining collections and adding new materials as needed

5. The property owner on whose property the LFL is placed agrees as part of the program to a
revocable license allowing either the property owner, or the Park Ridge Library to terminate the
arrangement and remove the LFL as their respective needs arise and understands and agrees to
hold the City of  Park Ridge and the Park Ridge Public Library harmless from any and all claims,
loss or damage to property owner’s  property, and against liabilities and costs, including
attorney’s fees, as a result of participation in this activity.

LFL USE: 

1. LFLs are open to anyone, no library card or residency required.

2. LFL materials can be kept for as long as readers need to finish the item.

3. Volunteers may apply to help maintain the libraries on a monthly basis and organize books for

delivery to the libraries.

4. Regular Park Ridge Public Library circulated materials cannot be returned to the Little Free

Libraries; they must be returned to the Park Ridge Public Library to be checked in and circulated

in the library collection.

Revised XXX 
Approved October 15, 2019 

23



LIBRARY SERVICES I B 5 

LITTLE FREE LIBRARIES 

POLICY: 

In partnership with local family foundation, Marion’s Mark, the Library supports Little Free Libraries that 
serve the Park Ridge community. The Little Free Library initiative is a book exchange program whereby 
members of the Park Ridge community installplace a “library” on their property, inviting community 
membersneighbors to borrow and lend books.  

A Property Owner must submit an application that includes evidence of ownership (e.g., tax bill) to be 
considered for a Little Free Library. In the case of a condominium owner, the applicant shall also submit 
written consent from the condominium association approving the placement of the Little Free Library on 
the property. Subject to availability, recipients will be selected based on their application responses and 
their location at the discretion of the Library Director with approval of a representative o f Marion’s Mark.  

Everyone who participates in the Little Free Library programuses the library has the right of helpingto help 
ensure make sure the types of books stockedin it are appropriate to neighborsfor the community of all 
ages and backgrounds. The Property Owner nor the Park Ridge Public Library are not liable for the 
content in Library Free Library Thecollections. The Park Ridge Public Library subscribes to the American 
Library Association Freedom to Read Statement. As such, censorship is not supported by the Library 
and, but a balanced collection of books is strongly recommended.  

RULES: 

1. Marion’s Mark/Park Ridge Public Library Little Free Libraries (LFLs) must be located with the city
limits of the City of Park Ridge.

2. Marion’s Mark, through the Park Ridge Public Library, will be responsible for the following:

 Provide, install and paint LFLs

 Periodically check on LFLs

 Make repairs as needed in a timely fashion.

 

 Installing signage on LFLs which states that Library materials may not be returned to 

LFLs. 

3. Stewards of a Marion’s Mark/Park Ridge Public Little Free Library (LFL) must agree to the

following:

 Provide land in a visible location close to sidewalk

 Keep LFL clean and free of debris

 Report damages or concerns to PRPL staff contact person, such as when the LFL:

o needs more books

o needs repairs or re-painting

o needs replacement

o needs removal

 In cooperation with the Library, stewards will maintain their LFL collection and add new 

materials as needed.

 Monitor the contents of their LFLs to the best of their ability.

 Will provide regular updates on usage of LFLs on a regular basis.

 LFL stewards should notify PRPL staff contact person should they move or need to update

contact information
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4. Stewards are also encouraged to do the following:

 Contribute books and assess stock

 Choose siding and trim colors from samples provided by Marion’s Mark

4.5. The Park Ridge Public Library, or representatives of the Library, agree to the following:  

 Check on condition of LFLs on a regular basis

 Assist stewards with maintaining collections and adding new materials as needed

5. The Property Owner on whose property the LFL is placed agrees as part of the program to a
revocable license allowing either the Property Owner, or the Park Ridge Library to terminate the
arrangement and remove the LFL as their respective needs arise and understands and agrees to
hold the City of  Park Ridge and the Park Ridge Public Library harmless from any and all claims,
loss or damage to Property Owner’s  property, and against liabilit ies and costs, including
attorney’s fees, as a result of participation in this activity.

LFL USE 
1. LFLs are open to anyone, no library card or residency required.

2. LFL materials can be kept for as long as readers need to finish the item.

3. Volunteers may apply to help maintain the libraries on a monthly basis and organize books for

delivery to the libraries.

4. Regular Park Ridge Public Library circulated materials cannot be returned to the Little Free

Libraries; they must be returned to the Park Ridge Public Library to be checked in and circulated

in the library collection.

Everyone who uses the library has the right of helping make sure the types of books in it are appropriate 
to neighbors of all ages and backgrounds. The Park Ridge Public Library subscribes to the American 
Library Association Freedom to Read Statement. As such, censorship is not supported by the Library, but 
a balanced collection is recommended. 
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LIBRARY PROGRAMS 

POLICY: 

As part of the Library’s Mission, the Park Ridge Public Library provides programs to appeal 
to a wide variety of ages and interests. Library programs are provided free of charge, or 
on a cost recovery basis. 

RULES: 

1. Library programs are offered throughout the year.

2. Programs may be limited to a specified number of participants due to the nature of
the program and room capacity.

3. Registration may be required for Library programs as noted in the description of each
program. Based on popularity or demand, Park Ridge residents may be given priority
registration.

4. Nonresidents may be charged a fee to attend some Library programs including when
the Library has hired an outside presenter, when continuing education units (CEUs)
are offered, and for computer training classes. Fees may be paid by cash or check.
If the Library cancels a program, a credit or refund will be issued unless the patron
owes the Library money for late fees or other charges.

Revised XXX 
Revised April 21, 2015 
Revised May 18, 2010 
Approved June 12, 1979 
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LIBRARY SERVICES  I B 1 

LIBRARY PROGRAMS 

POLICY: 

As part of the Library’s Mission, the Park Ridge Public Library provides programs to appeal 
to a wide variety of ages and interests. Library programs are provided free of charge, or 
on a cost recovery basis. 

RULES: 

1. Library programs are offered throughout the year.

2. Some pPrograms may be limited to a specified number of participants due to the if
the nature of the program and room capacity. so demands. In most cases, the number
of participants is limited only by the authorized capacity of the room. 

3. Registration may be is required for some Library programs as noted in the description
of each program. Based on popularity or demand, Park Ridge residents may be given
priority registration.

4. Nonresidents will may be charged a fee to attend some Library programs including
when the Library has hired an outside presenter, when continuing education units
(CEUs) are offered, and for computer training classes. Fees may be paid by cash or
check. If the Library cancels a program, a credit or refund will be issued unless the
patron owes the Library money for late fees or other charges.

Revised XXX 
Revised April 21, 2015 
Revised May 18, 2010 
Approved June 12, 1979 
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APPENDIX – PARK RIDGE PUBLIC LIBRARY POLICIES AND PROCEDURES 

The Park Ridge Public Library is a component unit of the City of Park Ridge, not a City 
department.  The Library has a separately appointed Board of Trustees who set policy for the 
Library and hire the Library Director.  The Library Director, and their designees, are responsible 
for hiring, onboarding, training and retaining all Library staff. Please note, that the City of Park 
Ridge’s policies apply to Park Ridge Library staff, except where there is a conflict between the 
policies listed in the City’s manual and in the Library’s appendix, in which case the Library’s 
appendix supersedes City policy.  Any questions or concerns about Library policy should be 
brought to a member of Library Administration.  

Mission Statement 
We are the Park Ridge Public Library. We are a trusted and valued community partner that 
engages and strengthens its community by fostering personal growth in learning by providing 
opportunities to connect, inform, innovate and grow. 

Vision Statement 
The Park Ridge Public Library facilitates the goals and aspirations of the individual and our 
community. Our Library creates the intersection of engagement, information, tradition and 
innovation. 

Library Values 
Access: All information resources that are provided directly or indirectly by the library, regardless of 
technology, format, or methods of delivery, should be readily, equally, and equitably accessible to all 
community members and library card holders.  

Education and Lifelong Learning: PRPL promotes the creation, maintenance, and enhancement of a 
learning society, providing a repository of information so the community and individuals can pursue 
education or informational desires/interests.  

Expertise: We are relentless in our efforts to better understand our community, collections and patrons – 
listening and being responsive to them.  

Innovation: Our library is not static. We are always learning and constantly exploring new ways of doing 
things better and doing better things.  

Intellectual Freedom: We uphold the principles of intellectual freedom and resist all efforts to censor 
library resources.  

Service: We provide the highest level of service to all library users – community members, organizations, 
government and businesses.  

Trusted Source: The library serves as an ethical and neutral publicly-sourced asset that belongs to 
everyone. 
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Standards of Service Excellence 

We have created these Standards of Service Excellence based upon the premise that the actions 
of one single individual can create or change the image of the Library and of all staff members in 
the eyes of our patrons and colleagues Therefore, we have standardized certain behaviors and 
responses so that all may receive the same consistent level of excellent service. These standards 
apply to all areas of service both in person, online and on the telephone. 

Friendly: Create an atmosphere that makes people feel welcome the moment they enter the 
building or your work area. Greet with a “hello” when possible. 

Attentive/Observant: Acknowledge people with eye contact or a smile as quickly as possible. 
Always leave paperwork, conversations with others and the computer to help a person. 
Be aware of the actions of an individual that may signal the need for special assistance. 

Enthusiastic: Be enthusiastic, enthusiasm is contagious; it improves the work environment 
and causes patrons and residents to look forward to their visit. 

Empathetic: “What if this were happening to me?” is one of the best questions to ask us when 
an individual is experiencing a problem. “Asking what would I want the Library to do for 
me if I were in this situation?” gives us an indication of the action necessary to show that 
we understand and want to assist in the solution of the problem. 

Knowledgeable: Develop a thorough working knowledge of the Library's services and which 
department(s) provides them. Use this knowledge to answer questions, solve problems 
or direct an individual to the appropriate department or person. 

Professional: Professionalism is a matter of attitude, not academic degrees. We must appear 
and conduct ourselves in a professional manner while working, regardless of job 
classification. Professional appearance should be consistent with the highest standards 
in the field. Professional demeanor while working includes such things as 
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refraining from personal conversations and telephone calls, eating, drinking or chewing 
gum in public view, refraining from making any negative comments about other 
employees, patrons, the Library, the City or other organizations where it may be 
overheard by the public. 

 
Proud: Display an attitude of pride in the quality of our work and the services we provide. 

Acknowledge the achievements of our colleagues. 
 

Diplomatic: Be diplomatic and tactful in all situations. Although patrons or colleagues may not 
always be right, it is essential that they never be treated as though they are wrong. Care 
must be taken to avoid offending or embarrassing an individual, or causing one to lose 
face in front of his or her peers. 

 
Listen: Communication occurs only when the person to whom we are talking hears what is being 

said. We should always listen carefully to understand not to judge a situation or 
individual. By understanding, we are able to respond in calming, confidence-building 
language and avoid aggravating, confidence-destroying language. By restating what we 
have heard, we indicate that we have understood what has been said. 

 
Courteous: Always conduct yourself in a gracious and courteous manner to everyone. 

 
Appreciative: Always thank patrons for using our services and facility. Always thank other 

employees for their thoughtfulness or help. 
 

Cooperative: Be a team player. Understand, accept and practice these standards. Understand 
that they are the benchmark against which all our activities will be seen and evaluated. 

 
Standards for Processes and Procedures 

 
Convenient: Within the framework of the Library's purpose and mission, all processes and 

procedures are designed for the convenience of library patrons, not staff. Services and 
facilities must be easily understood and used. Our responsibility is to accommodate the 
patron in the most reasonable manner. 

 
Flexible – Although rules and regulations are important, they can never be detailed or extensive 

enough to cover every situation.  Procedures cannot solve problems - people can. 
Procedures exist to give us guidelines and parameters within which to solve problems. 
Unnecessary rules or rules that are too difficult to explain or enforce do not permit 
excellent service. These should be brought to the attention of management. 

 
Solution-driven: Avoid giving the patron the run-around. Take ownership of a misdirected patron; 

do not just point them in another direction. Whenever possible, accompany the patron 
to the appropriate person or location that can help them. If you have to transfer a patron 
who has been misdirected, place the person on hold and explain the situation to the next 
person before you transfer the call. 
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Efficient & Accurate: We are responsible to understand all procedures and processes 

within our area of responsibility or that have direct bearing on processes within 
our area of responsibility. We must stay informed regarding changes so that all 
tasks and procedures can be performed correctly the first time. 

 
Responsive: Always indicate our course of action with every request. Be as specific as 

possible with a patron concerning when he or she may expect a response. 
Always respond by the time we promised, even if it is to tell the patron that we 
are still working on his or her request. Remember that the entire organization-
every staff member-has promised the patron excellent service. 

 
Image Conscious: Every employee must guard and promote our image, being aware 

that image and quality are linked. Understand that every move we make, every 
word we say, every decision we make is always a statement about quality, and 
reveals what we llthink about our patrons, our services and ourselves. 

 
Complaints: Every effort should be made to respond positively to every question or 

complaint when and where it is received, even if the response is "Yes, that is a 
problem. Let me take you to someone who will help you." If no one is available, 
provide the patron with the name of the manager who can discuss the problem 
with them and/or provide them with a patron comment form. Do not make 
excuses for the problem; rather direct the patron to the person who can best 
help them with the problem. 

 
 

Use of Standards 
 

Every staff member must be aware that these standards require the acceptance and 
cooperation from all be effective. These standards are only as good as our understanding 
and implementation of them. Just as with policies and procedures, they are designed to 
be guidelines and to set parameters. They are regularly reviewed and revised. 

 
All staff members are encouraged to contribute ideas for changes and/or improvements 
to these standards and to the general work environment. 

 
If  a staff member has trouble understanding or meeting any of these standards, that 
individual has the responsibility to communicate that to their manager. Each manager is 
responsible for responding to their staff member’s questions, problems and ideas 
concerning these standards. 

 
New staff will be introduced to these standards during their onboarding and training period. 
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Compensation Philosophy  
 

Park Ridge Public Library recognizes the essential role staff has in furthering the mission and vision of 
the Library and in achieving the Library’s strategic goals. The Board of Trustees and Administration are 
committed to maintaining an internally equitable and externally competitive compensation structure that 
will enable the Library to recruit and retain a staff of highly proficient and qualified employees and 
reward high-performing employees at all levels. 

 
 
The Library will establish and maintain pay ranges based upon internal equity and externally 
competitive guidelines with a base pay minimum and maximum for all pay ranges. 
1. Internal equity refers to the constant effort to ensure that pay is managed fairly across all employee 

pay ranges. Staff will be paid within the pay range for the pay grade of their position. 
2. In determining an employee’s rate of compensation within their assigned pay range, Administration 

may consider the employee’s performance, contribution, education, experience, and the 
requirements for the position. 

3. Merit increases will be reviewed annually. Merit increases or one-time rewards may be awarded to 
staff who demonstrate satisfactory job performance in their annual performance review and attain 
performance goals set forth in the prior year’s annual performance review. 

4. The Library seeks to provide competitive salaries across all jobs—defined as sufficiently close to 
the median of the local library competitor market to continue to attract and retain superior staff.  

 
The Library’s compensation structure includes competitive benefits for eligible staff which may include 
health, dental, vision and insurance coverages; paid time off and paid holidays; and enrollment in the 
Illinois Municipal Retirement Fund. Training is available and encouraged for all positions. 
1. Individual employee’s eligibility for benefits is dependent on hours worked, length of service, and 

other factors. Not all employees qualify for all benefits offered. 
2. The Library seeks to ensure that benefits are offered and managed fairly across all jobs. 
3. The Library encourages employees in developing and maintaining competitive skill levels through 

support of training initiatives and learning opportunities, ensuring that necessary skill sets are 
developed. The Library endeavors to allow time and financial support to enable staff to attend 
approved tra 
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Hours of Work: 

The weekly schedule varies from department to department based on the needs of each 
department. In order to cover all of the hours that the library is open, staff are scheduled to 
work a combination of morning, afternoon and evening shifts, including Saturdays and Sundays.  

• The Library’s workweek runs Sunday through Saturday 

• Full-time employees are scheduled to work 37.5 hours per workweek.  

• Part-time employees are scheduled to work a total number of hours per pay period as 
determined by their position. 

 
• Sunday is a regular workday, those staff members scheduled to work on a Sunday are 

paid straight time. 
 
 

Meal and work Breaks: 
Meal periods are one hour of the employee's own time when working a 7 or 7.5 hour shift. 
These periods are scheduled by the staff member’s manager. Exceptions must be approved by  
the staff member’s manager or the person in charge. 

 
Staff may take a paid fifteen-minute work break for each consecutive 3 ½ hours worked. Staff 
working a full day (at least 7 hours) may take two breaks, regardless of their meal break schedule. 
(Example of work schedule where employee would be entitled to an afternoon break when 
working less than a 3 ½ hour shift: 9am – 1pm, Lunch 1 - 2pm, 2 – 5pm). 

 
If a department is short staffed or it is an exceptionally busy day and library service would be 
affected, staff may be asked to forfeit a work break. 

 
Student pages working a shift that is a minimum of three hours are entitled to a 15 minute break. 

 
Lost time may not be made up by skipping meals or breaks. Time allowed for meals or breaks 
may not be accumulated for future use. Breaks may not be used to take the place of a meal 
period, nor may they be used either at the beginning or end of a scheduled work period. Staff 
must return promptly from their meal periods and breaks. When employees are repeatedly tardy, 
it increases the workload of others in the department. Chronic tardiness will affect the staff 
member’s performance appraisal and that individual may be subject to discipline. 

 
Overtime: 
Non-exempt and hourly employees will receive time and one-half for all hours worked in excess 
of 37.5 in a workweek. 
 
Reimbursement: 
In the instance that a staff member purchases a material/supply or food for a Library program 
using a personal payment method, a request for reimbursement may be made.  Managers should 
sign off on all reimbursement requests for their direct reports.  The Finance and Administrative 
Services Manager will sign off on all reimbursement requests for the Library Director. 
Reimbursements will be made in line with stated rules in the Library’s “Expense Reimbursement” 
policy. 
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Emergency Closings: 
When it is necessary to close the Library in an emergency situation (e.g. snow, power failure, etc.) 
full-time staff will be paid for the hours they normally would have worked that day. Part-time staff 
present at the time of the closure will be paid for the hours they normally would have worked to 
the end of their scheduled shift or one hour beyond the time of emergency closing, whichever is 
less. Other part-time employees will be notified not to report to work and will not be paid. 

 
 
 
Acceptable Dress: 
We strive to maintain a high degree of professionalism and Library staff members are expected to present a 
professional image to the public. A professional appearance is part of the pride we show in our work. 
Clothing does not determine one’s competence and credibility, however it does influence others’ perception 
of those qualities.  The Library’s standard for acceptable dress is business casual, which includes denim 
jeans.   
No dress code can cover all contingencies therefore staff must exert a certain amount of judgement in their 
choice of clothing to wear to work.  
 
All staff must adhere to the following: 

• All attire will be neat, clean, and free from rips or tears 
• Leggings worn as pants, exercise, sweat, and pajama pants and shorts are not permitted. 
• Flip-flops are not permitted. 
• Athletic/gym or walking shoes are permitted. 
• Clothing that does not adequately cover underclothing, midriffs or may be considered too revealing 

is not permitted 
• Clothing with obscene, harassing, or discriminatory words, terms, logos or images are not permitted. 

Graphic t-shirts are discouraged. 
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Employee Tiers and Benefits 
 
Tier 1: Sick and Vacation 
 
Sick Pay 

• Staff hired before July 1, 2014 are entitled to sick pay as outlined in the City of Park Ridge’s Sick Pay 
Policy Number 27. 

•  
Vacation Days: 

• Staff hired before July 1, 2014 accrue vacation based on their position classification and 
date of hire.  

• For specific information regarding vacation accruals see the Library’s Finance Manager.  
• Employees accrue at the new rate beginning with the first day after their anniversary 
• Any staff member transitioning from part-time to full-time with 10 years or more of 

employment will be given 5 years of service credit for vacation or PTO based on their 
original date of hire. 

 
Vacation Accrual Rates: Full time staff hired prior to January 1, 2005 
 
NON-LIBRARIANS 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

YEARS 

Accrual per 
pay  period 

Annual 
Vacation 

Hours 

Annual 
Vacation Days 

0-1 YEAR 4.04 105.0 14 
YEAR 2 4.33 112.5 15 
YEAR 3 4.62 120.0 16 
YEAR 4 4.9 127.5 17 
YEAR 5 5.19 135.0 18 
YEAR 6 5.48 142.5 19 
YEAR7 5.77 150.0 20 
YEAR 8 6.06 157.5 21 
YEAR 9 6.35 165.0 22 
YEAR 10 6.63 172.5 23 
YEAR 11 8.37 217.5 29 
YEAR 12 8.37 217.5 29 
YEAR 13 8.37 217.5 29 
YEAR 14 8.37 217.5 29 
YEAR15+ 8.37 217.5 29 
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Vacation Accrual Rates: Staff hired January 1, 2005 - June 30, 2014 

Full Time Librarians 

YEARS 
Accrual 
per pay 
period 

Annual Vacation 
Hours 

Annual 
Vacation 

Days 
0-1 YEAR 5.19 135.0 18 

YEAR 2 5.48 142.5 19 
YEAR 3 5.77 150.0 20 
YEAR 4 6.06 157.5 21 
YEAR 5 6.35 165.0 22 
YEAR 6 6.63 172.5 23 
YEAR 7 8.37 217.5 29 
YEAR 8 8.37 217.5 29 
YEAR 9 8.37 217.5 29 

YEAR 10+ 8.37 217.5 29 

  Part Time, IMRF Eligible Staff 

Years 

Accrual 
per pay 
period 

Annual 
Vacation Hours 

0-5 0.769 20 
6 0.923 24 
7 1.077 28 
8 1.231 32 
9 1.385 36 

10 1.538 40 
11 1.692 44 
12 1.846 48 
13 2.000 52 
14 2.154 56 

15+ 2.308 60 

Full Time Non-Librarians 

YEARS 

Accrual 
per pay 
period 

Annual 
Vacation 

Hours 

Annual 
Vacation 

Days 
0-1 YEAR 4.04 105.0 14 
YEAR 2 4.04 105.0 14 
YEAR 3 4.04 105.0 14 
YEAR 4 4.04 105.0 14 
YEAR 5 4.04 105.0 14 
YEAR 6 4.33 112.5 15 
YEAR 7 4.62 120.0 16 
YEAR 8 4.90 127.5 17 
YEAR 9 5.19 135.0 18 
YEAR 10 5.48 142.5 19 
YEAR 11 5.77 150.0 20 
YEAR 12 6.06 157.5 21 
YEAR 13 6.35 165.0 22 
YEAR 14 6.63 172.5 23 

YEAR 15+ 8.37 217.5 29 
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      Tier 2: Paid Time Off (PTO)   
 

The following accruals apply to all Library staff hired starting July 1, 2014 and any employees in 
service prior to July 1, 2014 who voluntarily opt into the PTO Bank instead of receiving vacation 
and sick time. 

 
• Paid-Time Off Policy Number 26 in the Employee Handbook provides additional details 

on how PTO may be used.  
• Employees may carry-over up to 262.5 hours (35 days) from year to year.  
• Department Managers, with approval of the Library Director, may allow the employee to 

carry over additional PTO days. Employees must submit a request to carry over additional 
PTO days prior to the end of the calendar year. If the request is granted, the additional 
PTO days must be used in the first quarter of the new calendar year. 

 
PTO Accrual Rates 

FT NON-LIBRARIANS HIRED AFTER 7/1/14 
 
 

YEARS 

Accrual 
per pay 
period 

 
Annual 
Hours 

 
Annual 

PTO Days 
0- 5 5.769 150 20 

6 6.058 157.5 21 
7 6.346 165 22 
8 6.635 172.5 23 
9 6.923 180 24 

10 7.212 187.5 25 
11+ 7.5 195 26 

 

PART TIME STAFF, IMRF Eligible 
Hired After 7/1/14  

 
 

Years 

Accrual 
per pay 
period 

Annual 
PTO 

Hours 
0-5 1.538 40 
6 1.692 44 
7 1.846 48 
8 2.000 52 
9 2.154 56 

10+ 2.308 60 
 

FT LIBRARIANS HIRED AFTER 7/1/14 
 
 

Years 

Accrual 
per pay 
period 

 
Annual 
Hours 

 
Annual 

PTO Days 
0-5 6.92 180 24 
6 7.21 187.5 25 

7+ 7.5 195 26 
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Library Holiday Closings and Pay 
 

Paid Holidays: 
The Library is typically closed on the following, eight holidays: 

New Year’s Day Thanksgiving Day 
Memorial Day Christmas Eve Day 
Independence Day Christmas Day 
Labor Day New Year’s Eve Day 

 
 
Annually in November, Library Administration will prepare a list of the days closed for holidays 
and observed holidays for Board approval. This list is posted on the Library website and staff 
intranet. Staff will be notified in advance of any changes to this schedule.  

• Regular full-time staff will be paid for the above holidays.  
• IMRF eligible part-time employees  will be paid for holiday hours they normally would have 

been scheduled to work. 
 

Unpaid Holidays: 
The Library is also closed the following days, which are unpaid: 

Easter Sunday 
Early closings are customary on July 3 and the evening before Thanksgiving 

 
Other Holiday Closures: 
The President of the United States, the Governor of Illinois or the Mayor of Park Ridge may 
declare additional paid holidays on special occasions. The Library will be closed on these 
occasions with the approval of the President of the Library Board of Trustees in accordance 
with closing procedures.  

 
Holiday Effect on Work Schedules: 
When the observed holiday is on a day which is a regularly scheduled day off for a full-time 
employee, then another day off will be given the same week or a compensatory day off at a 
later date with the approval of staff member’s manager. This provision does not apply to part- time 
employees. 

 
Holidays which occur on a weekend are extended to the following Monday or the preceding Friday 
by the direction of the Library Director in consultation with the Library Board. 

 
Religious Holidays 
Religious holidays not regularly observed as holidays by the Library may be taken as vacation 
leave, compensatory time, PTO, or, with the approval of the Manager or Library Director, be 
scheduled as time off to be made up later. 
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Staff Meetings 
It is important that each employee completely understand the policies and service programs of 
the Library. To this end, staff meetings are held periodically. These include general meetings, 
departmental meetings, and manager meetings. Purposes of these meetings include:  to present 
and explain matters of policy; to discuss professional problems, new trends, procedures and 
materials; and to consider matters involving the staff and its interests. Staff members are expected 
to attend their appropriate meetings and to discuss common interests. 

 
Guidelines for appropriate staff use of the Internet 
Park Ridge Public Library staff is expected to follow these guidelines whether used during 
business hours or on personal time while using Library computers. 

 
1. While the use of library equipment for Internet exploration is encouraged, departmental 

priorities must be taken into account. Public area computers should be used for library 
work only. 

 
2. Departmental and individual passwords should not be disclosed to or used by anyone 

other than those authorized for those passwords. Logins and passwords are the property 
of Park Ridge Public Library and may be accessed by authorized library personnel at any 
time for proper maintenance of the system. 

 
3. Staff with individual passwords are responsible for maintaining their mailboxes and file 

directories. Departments are responsible for maintaining department mailboxes and file 
directories according to individual department needs. In the event of an unplanned lengthy 
absence, authorized library personnel may access individual mailboxes and file directories 
for maintenance. 

 
4. The Internet is not a secure or private communication system. Staff should keep this in 

mind when sending messages. 
 

5. Library is email is to be used only for Library business.  Staff should not use their 
@parkridgelibrary.org email accounts for personal correspondence. 

 
 

6. The Internet consists of resources outside of Park Ridge Public Library. Some material 
may not be completely accurate, complete or current; some material may be considered 
offensive. Park Ridge Public Library has no control over the material on the Internet and 
cannot assure the validity of all information, nor can it protect staff from offensive material. 
The library also cannot assure access to all resources at any given time; they may be 
busy, available only to authorized people, or closed. 
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7. It is not appropriate to use Internet privileges to interfere with or disrupt other users, 

services or equipment. Disruptions include, but are not limited to, distribution of unsolicited 
advertising, harassment, propagation of computer worms or viruses, or use of the 
network to make unauthorized entry to any other machine. Staff will not use the Internet 
for any illegal activity, or place any text, data, graphics, images, messages, 
communication(s), files or other material related to any illegal activity on the Internet. 

 
8. Park Ridge Public Library may suspend or terminate Internet privileges if the Library 

reasonably believes that any staff member has violated these guidelines. Park Ridge 
Public Library will review these matters on a case-by-case basis. 

 
 

Social Media Policy 

The Park Ridge Public Library’s use of social media is closely tied to the to the Library’s Mission, 
Vision, and Strategic Plan. The Library uses social media to communicate information, to promote 
Library programs, reading, services, and community events. Social media is defined as: blogs 
and online discussion forums including but not limited to Facebook, Twitter, Instagram and 
LinkedIn. 

 
Library Sponsored Social Media 

1. The Library Director has access to social media platform passwords and shares them with 
their designees. Staff are not permitted to change social media platform passwords without 
authorization from the Library Director. 

2. Only employees designated and authorized by the Library Director can post content on 
Library sponsored social media accounts. 

 
3. Staff members that contribute to the Library’s social media should present content in a clear    

and professional manner. 
 

4. Staff members must follow all copyright laws as they relate to posting content on the Library’s 
social media accounts and must check facts, grammar and spelling before posting. 

 
5. Staff may not post confidential, work-related information. 

 
6. Staff that leave the employment of the Library may not continue to post items on tthe Library’s 

accounts. Social Media platform passwords will be changed upon employee exit.  
 

7. Content that is posted on Library-sponsored social media sites is subject to the Freedom of 
Information Act requirements and records retention guidelines.  
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Staff Members’ Personal Use of Social Media 

Library staff have the same rights to self-expression enjoyed by members of the community as a 
whole when discussing matters of public concern. As public employees, Library   staff are cautioned 
that speech made pursuant to official duties is not protected speech under the First Amendment 
and may form the basis for discipline if deemed a violation of any Library policy. Library staff 
should keep in mind the following best practices when posting  content about library-related 
subjects and issues on personal time: 

1. Employees that identify themselves as employees of the Library shall make it clear
that the views expressed are their personal views and do not represent the views
of the Library.

2. Employees shall respect the Library’s confidential and proprietary information and
shall not post information that is still in draft form or is confidential.

3. Employees shall respect all Library patrons online as they do in person and on the
phone. Comments about patrons in general, about specific questions from
patrons, or about patron behavior are not appropriate.

Anti-Harassment Policy 

The Park Ridge Public Library is committed to maintaining a work environment that is free of 
discrimination and harassment.  In keeping with this commitment, the Library has zero tolerance 
for harassment of Park Ridge Public Library staff by anyone, including any co-worker, supervisor, 
manager, elected official, vendor, client, patron or any other person.  

Harassment, sexual harassment, discrimination, reporting requirements, and investigations 
procedures are defined in Policy Number 8, Anti-Harassment.  

Staff members who feel they have experienced or witnessed any conduct that is inconsistent with 
this policy are to notify the Library Director, if said person is not involved in the harassment 
charge.  If the Library Director is involved in the harassment charge, notification should be given 
to the Finance and Administrative Services Manager.  All reports describing conduct inconsistent 
with this policy will be investigated promptly. 

The Library forbids retaliation against anyone that has reported a harassment, assisted in making 
a harassment complaint, or cooperated in a harassment investigation.  

All Library staff members are required to participate in annual anti-harassment training. 
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APPENDIX – PARK RIDGE PUBLIC LIBRARY POLICIES AND PROCEDURES 
 

The Park Ridge Public Library is a component unit of the City of Park Ridge, not a City 
department.  The Library has a separately appointed Board of Trustees who set policy for the 
Library and hire the Library Director.  The Library Director, and their designees, are responsible 
for hiring, onboarding, training and retaining all Library staff. Please note, that the City of Park 
Ridge’s policies apply to Park Ridge Library staff, except where there is a conflict between the 
policies listed in the City’s manual and in the Library’s appendix, in which case the Library’s 
appendix supersedes City policy.  Any questions or concerns about Library policy should be 
brought to a member of Library Administration.  

 
All City of Park Ridge policies apply to Park Ridge Library employees, except where there is a 
conflict between policies listed elsewhere and policies listed here. In that case, policies listed in 
this appendix apply to Park Ridge Library employees. 

 
LIBRARY MISSION STATEMENTMission Statement 
The mission of the Park Ridge Public Library is to provide the community with access to 
information, recreation and enlightenment by promoting materials, programs and services. 
We are the Park Ridge Public Library. We are a trusted and valued community partner that 
engages and strengthens its community by fostering personal growth in learning by providing 
opportunities to connect, inform, innovate and grow. 
 

 
LIBRARY VISION STATEMENTVision Statement 
The vision of the Park Ridge Public Library is to be a community resource that dynamically 
provides fresh formats, materials for personal growth and stimulating programs, accomplished 
through a friendly and professional staff in an enhanced building with up to date technology. 
The Park Ridge Public Library facilitates the goals and aspirations of the individual and our 
community. Our Library creates the intersection of engagement, information, tradition and 
innovation. 

 
 
Library Values 
Access: All information resources that are provided directly or indirectly by the library, regardless of 
technology, format, or methods of delivery, should be readily, equally, and equitably accessible to all 
community members and library card holders.  
 
Education and Lifelong Learning: PRPL promotes the creation, maintenance, and enhancement of a 
learning society, providing a repository of information so the community and individuals can pursue 
education or informational desires/interests.  
 
Expertise: We are relentless in our efforts to better understand our community, collections and patrons – 
listening and being responsive to them.  

 
Innovation: Our library is not static. We are always learning and constantly exploring new ways of doing 
things better and doing better things.  
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Intellectual Freedom: We uphold the principles of intellectual freedom and resist all efforts to censor 
library resources.  

Service: We provide the highest level of service to all library users – community members, organizations, 
government and businesses.  

Trusted Source: The library serves as an ethical and neutral publicly-sourced asset that belongs to 
everyone. 
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STANDARDS OF SERVICE EXCELLENCEStandards of Service Excellence 
 
We have created these Standards of Service Excellence based upon the premise that the actions 
of one single individual can create or change the image of the Library and of all staff members in 
the eyes of our patrons and colleaguesassociates. Therefore, we have standardized certain 
behaviors and responses so that all may receive the same consistent level of excellent service. 
These standards apply to all areas of service both in person, online and on the telephone. 

 
Friendly:  – Create an atmosphere that makes people feel welcome the moment they enter the 

e building or your work area. Greet with a “hello” when possible. 
 

Attentive/Observant: – Acknowledge people with eye contact or a smile as quickly as possible. 
Always leave paperwork, conversations with others and the computer to help a person. 
Be aware of the actions of an individual that may signal the need for special assistance. 

 
Enthusiastic: –  Be enthusiastic, enthusiasm is contagious; it improves the work environment 

and causes patrons and residents to look forward to their visit. 
 

Empathetic: – “What if this were happening to me?” is one of the best questions to ask us when 
an individual is experiencing a problem. “Asking what would I want the Library to do for 
me if I were in this situation?” gives us an indication of the action necessary to show that 
we understand and want to assist in the solution of the problem. 

 
Knowledgeable: – Develop a thorough working knowledge of the Library's services and which 

department(s) provides them. Use this knowledge to answer questions, solve problems 
or direct an individual to the appropriate department or person. 

 
Professional: – Professionalism is a matter of attitude, not academic degrees. We must appear 

and conduct ourselves in a professional manner while working, regardless of job 
classification. Professional appearance should be consistent with the highest standards 
in the field. Professional demeanor while working includes such things as 
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refraining from personal conversations and telephone calls, eating, drinking or chewing 
gum in public view, refraining from making any negative comments about other 
employees, patrons, the Library, the City or other organizations where it may be 
overheard by the public. 

 
Proud: – Display an attitude of pride in the quality of our work and the services we provide. 

Acknowledge the achievements of our colleagues. 
 

Diplomatic: – Be diplomatic and tactful in all situations. Although patrons or colleagues may not 
always be right, it is essential that they never be treated as though they are wrong. Care 
must be taken to avoid offending or embarrassing an individual, or causing one to lose 
face in front of his or her peers. 

 
Listen:  – Communication occurs only when the person to whom we are talking hears what is 

being said. We should always listen carefully to understand not to judge a situation or 
individual. By understanding, we are able to respond in calming, confidence-building 
language and avoid aggravating, confidence-destroying language. By restating what we 
have heard, we indicate that we have understood what has been said. 

 
Courteous: – Always conduct yourself in a gracious and courteous manner to everyone. 

 
Appreciative: – Always thank patrons for using our services and facility. Always thank other 

employees for their thoughtfulness or help. 
 

Cooperative: – Be a team player. Understand, accept and practice these standards. Understand 
that they are the benchmark against which all our activities will be seen and evaluated. 

 
STANDARDS FOR PROCESSES AND PROCEDURESStandards for Processes and Procedures 

 
Convenient: – Within the framework of the Library's purpose and mission, all processes and 

procedures are designed for the convenience of library patrons, not employeesstaff. 
Services and facilities must be easily understood and used. Our responsibility is to 
accommodate the patron in the most reasonable manner. 

 
Flexible – Although rules and regulations are important, they can never be detailed or extensive 

enough to cover every situation. Rules  Procedures cannot solve problems - people can. 
ProceduresRules exist to give us guidelines and parameters within which to solve 
problems. Unnecessary rules or rules that are too difficult to explain or enforce do not 
permit excellent service. These should be brought to the attention of management. 

 
Solution-driven: – Avoid giving the patron the run-around. Take ownership of a misdirected 

patron; do not just point them in another direction. Whenever possible, accompany the 
patron to the appropriate person or location that can help them. If you have to transfer 
a patron who has been misdirected, place the person on hold and explain the situation 
to the next person before you transfer the call. 
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Efficient & Accurate: – We are responsible to understand all procedures and processes 
within our area of responsibility or that have direct bearing on processes within 
our area of responsibility. We must stay informed regarding changes so that all 
tasks and procedures can be performed correctly the first time. 

Responsive:  – Always indicate our course of action with every request. Be as specific 
as possible with a patron concerning when he or she may expect a response. 
Always respond by the time we promised, even if it is to tell the patron that we 
are still working on his or her request. Remember that the entire organization-
every staff member-has promised the patron excellent service. 

Image Conscious: – Every employee must guard and promote our image, being aware 
that image and quality are linked. Understand that every move we make, every 
word we say, every decision we make is always a statement about quality, and 
reveals what we thinkwe  llthink about our patrons, our services and ourselves. 

Complaints: – Every effort should be made to respond positively to every question or 
complaint when and where it is received, even if the response is "Yes, that is a 
problem. Let me take you to someone who will help you." If no one is available, 
provide the patron with the name of the supervisor manager who can discuss 
the problem with him or herthem and/or provide him or herthem with a patron 
comment form. Do not make excuses for the problem;  justrather direct the 
patron to the person who can best help them with the problem. 

Use of Standards 

Every employeestaff member must be aware that these standards require the acceptance 
and cooperation of allfrom all to be effective. These standards are only as good as our 
understanding aand implementation of them. Just as with policiesrules and procedures, 
they are designed to be guidelines and to set parametersset parameters. They are 
regularly reviewed and revised. 

Every employeeAll staff members are is encouraged to contribute ideas for changes 
and/or improvements to these standards and to the general work environment. 

If an employee a staff member has trouble understanding or meeting any of these 
standards, that individualemployee has the responsibility to communicate that to his or 
hertheir managersupervisor. Each supervisor ismanager is responsible for responding to 
employees’ their staff member’s questions, problems and ideas concerning these 
standards. 

New employees staff will be introduced to these standards during their initialtheir onboarding 
trainingand training period. 
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Compensation Philosophy 

Park Ridge Public Library recognizes the essential role staff has in furthering the mission and vision of 
the Library and in achieving the Library’s strategic goals. The Board of Trustees and Administration are 
committed to maintaining an internally equitable and externally competitive compensation structure that 
will enable the Library to recruit and retain a staff of highly proficient and qualified employees and 
reward high-performing employees at all levels. 

The Library will establish and maintain pay ranges based upon internal equity and externally 
competitive guidelines with a base pay minimum and maximum for all pay ranges. 
1. Internal equity refers to the constant effort to ensure that pay is managed fairly across all employee

pay ranges. Staff will be paid within the pay range for the pay grade of their position. 
2. In determining an employee’s rate of compensation within their assigned pay range, Administration

may consider the employee’s performance, contribution, education, experience, and the 
requirements for the position. 

3. Merit increases will be reviewed annually. Merit increases or one-time rewards may be awarded to
staff who demonstrate satisfactory job performance in their annual performance review and attain 
performance goals set forth in the prior year’s annual performance review. 

4. The Library seeks to provide competitive salaries across all jobs—defined as sufficiently close to
the median of the local library competitor market to continue to attract and retain superior staff. 

The Library’s compensation structure includes competitive benefits for eligible staff which may include 
health, dental, vision and insurance coverages; paid time off and paid holidays; and enrollment in the 
Illinois Municipal Retirement Fund. Training is available and encouraged for all positions. 
1. Individual employee’s eligibility for benefits is dependent on hours worked, length of service, and

other factors. Not all employees qualify for all benefits offered. 
2. The Library seeks to ensure that benefits are offered and managed fairly across all jobs.
3. The Library encourages employees in developing and maintaining competitive skill levels through

support of training initiatives and learning opportunities, ensuring that necessary skill sets are 
developed. The Library endeavors to allow time and financial support to enable staff to attend 
approved tra 
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HOURS OF WORK:Hours of Work: 
The weekly schedule varies from department to department based on the needs of each 
department. In order to cover all of the hours that the library is open, staff are scheduled to 
work a combination of morning, afternoon and evening shifts, including Saturdays and Sundays. 

• The Library’s workweek runs Sunday through Saturday

• Full-time employees are scheduled to work 37.5 hours per workweek.

• Part-time employees are scheduled to work a total number of hours per pay period as
determined by their position.

• Sunday is a regular workday, employees, those staff members scheduled to work on a
Sunday are paid straight time.

The Library’s workweek runs Sunday through Saturday. 

Full-time employees are scheduled to work 37.5 hours per workweek. Part-time employees are 
scheduled to work a total number of hours per pay period as determined by their position. 

Library Meals and Work Breaks:Meal and work Breaks: 
Meal periods are one hour of the employee's own time when working a 7 or 7.5 hour shift. 
These periods are scheduled by the employee's supervisorthe staff member’s manager. 
Exceptions must be approved by the employee’s supervisor the staff member’s manager or the 
person in charge. 

Employees Staff may take a paid fifteen-minute work break for each consecutive 3 ½ hours 
worked. Employees Staff working a full day (at least 7 hours) may take two breaks, regardless of 
their meal break schedule. (Example of work schedule where employee would be entitled to an 
afternoon break when working less than a 3 ½ hour shift: 9am – 1pm, Lunch 1 - 2pm, 2 – 5pm). 

Work breaks are not guaranteed. If a department is short staffed or it is an exceptionally busy day 
and library service would be affected, employees, staff may be askedrequired to forfeit a work 
break. 

Student pages working a shift that is a minimum of three hours are entitled to a 15 minute break. 

Lost time may not be made up by skipping meals or breaks. Time allowed for meals or breaks 
may not be accumulated for future use. Breaks may not be used to take the place of a meal 
period, nor may they be used either at the beginning or end of a scheduled work period. 
Employees Staff must return promptlyon time from their meal periods and breaks. When 
employees are repeatedly tardy, it increases the workload of others in the department. Chronic 
tardiness will affect the employee's staff member’s performance appraisal and the employeethat 
individual may be subject to discipline. 

OVERTIME:Overtime: 
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Non-exempt and hourly employees will receive time and one-half for all hours worked in excess 
of 37.5 in a workweek. 

Reimbursement: 
In the in instance that a staff member purchases a material/supply or food for a Library program 
using a personal payment method, a request for reimbursement may be made.  Managers should 
sign off on all reimbursement requests for their direct reports.  The Finance and Administrative 
Services Manager will sign off on all reimbursement requests for the Library Director. 
Reimbursements will be made in line with stated rules in the Library’s “Expense Reimbursement” 
policy. 

EMERGENCY CLOSINGS:Emergency Closings: 
When it is necessary to close the Library in an emergency situation (e.g. snow, power failure, etc.) 
full-time employeestaff will be paid for the hours they normally would have worked that day. Part-
time employees staff present at the time of the closure  closing will be paid for the hours they 
normally would have worked to the end of their scheduled shift or one hour beyond the time of 
emergency closing, whichever is less. Other part-time employees will be notified not to report to 
work and will not be paid. 

Acceptable Dress: 
We strive to maintain a high degree of professionalism and Library staff members are expected to present a 
professional image to the public. A professional appearance is part of the pride we show in our work. 
Clothing does not determine one’s competence and credibility, however it does influence others’ perception 
of those qualities.  The Library’s standard for acceptable dress is business casual, which includes denim 
jeans.   
No dress code can cover all contingencies therefore staff must exert a certain amount of judgement in their 
choice of clothing to wear to work.  

All staff must adhere to the following: 
• All attire will be neat, clean, and free from rips or tears
• Leggings worn as pants, exercise, sweat, and pajama pants and shorts are not permitted.
• Flip-flops are not permitted.
• Athletic/gym or walking shoes are permitted.
• Clothing that does not adequately cover underclothing, midriffs or may be considered too revealing

is not permitted 
• Clothing with obscene, harassing, or discriminatory words, terms, logos or images are not permitted.

Graphic t-shirts are discouraged. 
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Employee Tiers and Benefits 

Tier 1: Sick and Vacation 

Sick Pay 
• Staff hired before July 1, 2014 are entitled to sick pay as outlined in the City of Park Ridge’s Sick Pay 

Policy Number 27. 
• 

VACATION ACCRUAL:Vacation Days: 
Staff hired before July 1, 2014 accrue 

• Full-time Library staff earns vacation based on their position classification and date of hire.
• For specific information regardingon your vacation accruals see the Library

BusinessLibrary’s Finance Manager.
• Employees accrue at the new rate beginning with the first day after their anniversary

.

• Any Library employeestaff member that is transitioning from part-time to full-time with 10
years or more of employment will be given 5 years of service credit for vacation or PTO
based on their original date of hire.

VACATION ACCRUAL RATESVacation Accrual Rates:: FULL-TIME EMPLOYEES Full time staff hired 
prior to January 1, 2005 

NON-LIBRARIANS 

YEARS 

Accrual per 
pay  period 

Annual 
Vacation 

Hours 

Annual 
Vacation Days 

0-1 YEAR 4.04 105.0 14 
YEAR 2 4.33 112.5 15 
YEAR 3 4.62 120.0 16 
YEAR 4 4.9 127.5 17 
YEAR 5 5.19 135.0 18 
YEAR 6 5.48 142.5 19 
YEAR7 5.77 150.0 20 
YEAR 8 6.06 157.5 21 
YEAR 9 6.35 165.0 22 
YEAR 10 6.63 172.5 23 
YEAR 11 8.37 217.5 29 
YEAR 12 8.37 217.5 29 
YEAR 13 8.37 217.5 29 
YEAR 14 8.37 217.5 29 
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Vacation Accrual Rates: Staff hired January 1, 2005 - June 30, 2014 

Full Time Librarians 
LIBRARIANS 

Hired 1/1/05- 
7/1/14 

YEARS 
Accrual 
per pay 
period 

Annual Vacation 
Hours 

Annual 
Vacation 

Days 
0-1 YEAR 5.19 135.0 18 

YEAR 2 5.48 142.5 19 
YEAR 3 5.77 150.0 20 
YEAR 4 6.06 157.5 21 
YEAR 5 6.35 165.0 22 
YEAR 6 6.63 172.5 23 
YEAR 7 8.37 217.5 29 
YEAR 8 8.37 217.5 29 
YEAR 9 8.37 217.5 29 

YEAR 10+ 8.37 217.5 29 

YEAR15+ 8.37 217.5 29 

Full Time Non-Librarians 

YEARS 

Accrual 
per pay 
period 

Annual 
Vacation 

Hours 

Annual 
Vacation 

Days 
0-1 YEAR 4.04 105.0 14 
YEAR 2 4.04 105.0 14 
YEAR 3 4.04 105.0 14 
YEAR 4 4.04 105.0 14 
YEAR 5 4.04 105.0 14 
YEAR 6 4.33 112.5 15 
YEAR 7 4.62 120.0 16 
YEAR 8 4.90 127.5 17 
YEAR 9 5.19 135.0 18 
YEAR 10 5.48 142.5 19 
YEAR 11 5.77 150.0 20 
YEAR 12 6.06 157.5 21 
YEAR 13 6.35 165.0 22 
YEAR 14 6.63 172.5 23 

YEAR 15+ 8.37 217.5 29 
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New FT Staff after 1/1/05 FT Staff hired prior to 1/1/05 
NON-LIBRARIANS NON-LIBRARIANS 

PART TIME STAFF 
Hired 1/01/05 – 7/1/14 

 
Years 

Accrual 
per pay 
period 

Annual 
Vacation Hours 

0-5 0.769 20 
6 0.923 24 
7 1.077 28 
8 1.231 32 
9 1.385 36 

10 1.538 40 
11 1.692 44 
12 1.846 48 
13 2.000 52 
14 2.154 56 

15+ 2.308 60 

PART TIME STAFFPart Time, IMRF Eligible 
Staff 
Hired 1/01/05 – 7/1/14 

Years 

Accrual 
per pay 
period 

Annual 
Vacation Hours 

0-5 0.769 20 
6 0.923 24 
7 1.077 28 
8 1.231 32 
9 1.385 36 

10 1.538 40 
11 1.692 44 
12 1.846 48 
13 2.000 52 
14 2.154 56 

15+ 2.308 60 

YEARS 

Accrual 
per pay 
period 

Annual 
Vacation 

Hours 

Annual 
Vacation 

Days 
0-1 YEAR 4.04 105.0 14 
YEAR 2 4.33 112.5 15 
YEAR 3 4.62 120.0 16 
YEAR 4 4.9 127.5 17 
YEAR 5 5.19 135.0 18 
YEAR 6 5.48 142.5 19 
YEAR7 5.77 150.0 20 
YEAR 8 6.06 157.5 21 
YEAR 9 6.35 165.0 22 
YEAR 10 6.63 172.5 23 
YEAR 11 8.37 217.5 29 
YEAR 12 8.37 217.5 29 
YEAR 13 8.37 217.5 29 
YEAR 14 8.37 217.5 29 
YEAR15 8.37 217.5 29 
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LIBRARIANS 
Hired 1/1/05- 

7/1/14 

YEARS 

Accrual 
per pay 
period 

Annual Vacation 
Hours 

Annual 
Vacation 

Days FOR EXAMPLE: 
0-1 YEAR 5.19 135.0 18 AFTER 5 YEARS OF SERVICE AN 

YEAR 2 5.48 142.5 19 EMPLOYEE BEGINS TO ACCRUE AT THE 
YEAR 3 5.77 150.0 20 6 YEAR RATE, BEGINNING WITH THE FIRST 
YEAR 4 6.06 157.5 21 DAY AFTER THE 5 YEAR SERVICE 
YEAR 5 6.35 165.0 22 ANNIVERSARY. 
YEAR 6 6.63 172.5 23 
YEAR 7 8.37 217.5 29 
YEAR 8 8.37 217.5 29 
YEAR 9 8.37 217.5 29 

YEAR 10 8.37 217.5 29 

VACATION ACCURAL RATES: PART TIME EMPLOYEES 

PART TIME STAFF 
Hired 1/01/05 – 7/1/14 

Years 

Accrual 
per pay 
period 

Annual 
Vacation 

Hours 
0-5 0.769 20 
6 0.923 24 
7 1.077 28 
8 1.231 32 
9 1.385 36 

10 1.538 40 
11 1.692 44 
12 1.846 48 
13 2.000 52 
14 2.154 56 

15+ 2.308 60 
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 Tier 2: 
PAID TIME OFFPaid Time Off (PTO)  – EFFECTIVE 7/1/14 

The following accruals apply to all Library staff hired starting July 1, 2014 and any employees in 
service prior to July 1, 2014 who voluntarily opt into the PTO Bank instead of receiving vacation 
and sick time. 

• Please see Paid-Time Off Policy Number 26 in the Employee Handbook forprovides
additional details on how PTO may be used.

• Employees may carry-over up to 262.5 hours (35 days) from year to year.
• Department Managers, with approval of the Library Director, may allow the employee to

carry over additional PTO days. Employees must submit a request to carry over additional
PTO days prior to the end of the calendar year. If the request is granted, the additional
PTO days must be used in the first quarter of the new calendar year.

PAID TIME OFF ACCURAL RATESPTO Accrual Rates 

FT NON-LIBRARIANS HIRED AFTER 7/1/14 

YEARS 

Accrual 
per pay 
period 

Annual 
Hours 

Annual 
PTO Days 

0- 5 5.769 150 20 
6 6.058 157.5 21 
7 6.346 165 22 
8 6.635 172.5 23 
9 6.923 180 24 

10 7.212 187.5 25 
11+ 7.5 195 26 

PART TIME STAFF, IMRF Eligible 
Hired After 7/1/14 

Years 

Accrual 
per pay 
period 

Annual 
PTO 

Hours 
0-5 1.538 40 
6 1.692 44 
7 1.846 48 
8 2.000 52 
9 2.154 56 

10+ 2.308 60 

FT LIBRARIANS HIRED AFTER 7/1/14 

Years 

Accrual 
per pay 
period 

Annual 
Hours 

Annual 
PTO Days 

0-5 6.92 180 24 
6 7.21 187.5 25 

7+ 7.5 195 26 
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LIBRARY HOLIDAY CLOSINGS AND PAY:Library Holiday Closings and Pay 

Paid Holidays: 
The Library is typically closed on the following eight, eight holidays:. 

New Year’s Day Thanksgiving Day 
Memorial Day Christmas Eve Day 
Independence Day Christmas Day 
Labor Day New Year’s Eve Day 

Annually in November, Library Administration will prepare a list of the days closed for holidays 
and observed holidays for Board approval. A list of holidays and the dates they are observed is 
posted on the Library website and staff intranet. 

The Library is closed on the following holidays: 
New Year’s Day Thanksgiving Day 
Memorial Day Christmas Eve Day 
Independence Day Christmas Day 
Labor Day New Year’s Eve Day 

A list of holidays and the dates they are observed This list is posted on the Library website and 
staff intranet.. StaffEmployees will be notified in advance of any changes to this schedule.  

• Regular full-time staff employees will be paid for the above holidays.
• IMRF Eeligible part-time employees (designated as IMRF eligible) will be paid for holiday

hours they normally would have been scheduled to work.

Unpaid Holidays: 
The Library is also closed the following days, which are  (unpaid): 

Easter Sunday 
Early closings are customary on July 3 and the evening before Thanksgiving 

Other Holiday Closures: 
The President of the United States, the Governor of Illinois or the Mayor of Park Ridge may 
declare additional paid holidays on special occasions. The Library will be closed on these 
occasions with the approval of the President of the Library Board of Trustees in accordance 
with closing procedures.  

Holiday Effect on Work Schedules: 
When the observed holiday is on a day which is a regularly scheduled day off for a full-time 
employee, then another day off will be given the same week or a compensatory day off at a 
later date with the approval of the employee's supervisorstaff member’s manager. This provision 
does not apply to part- time employees. 

Holidays which occur on a weekend are extended to the following Monday or the preceding Friday 
by the direction of the Library Director in consultation with the Library Board. 

Religious Holidays 
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Religious holidays not regularly observed as holidays by the Library may be taken as vacation 
leave, compensatory time, PTO, or, with the approval of the department headManager or Library 
Director, be scheduled as time off to be made up later. 

PROMOTIONS 
Employees who are promoted to a position in a higher grade will receive at least the minimum 
salary of the new pay grade, provided the increase in pay is 2.5% or higher. 

58



City of Park Ridge Policies & Procedures 

16 {00223423.DOC v. 1 }City of Park Ridge Library Appendix 

LIBRARY STAFF MEETINGSStaff Meetings 
It is important that each employee completely understand the policies and service programs of 
the Library. To this end, staff meetings are held periodically. These include general meetings, 
departmental meetings, and department headmanager meetings. Purposes of these meetings 
include:  to present and explain matters of policy; to discuss professional problems, new trends, 
procedures and materials; and to consider matters involving the staff and its interests. Staff 
members are expected to attend their appropriate meetings and to discuss common interests. 

GUIDELINES FOR APPROPRIATE USE OF THE INTERNETGuidelines for appropriate staff use of the 
Internet 
Park Ridge Public Library staff is expected to follow these guidelines whether used during 
business hours or on personal time while using Library computers. 

1. While the use of library equipment for Internet exploration is encouraged, departmental
priorities must be taken into account. Public area computers should be used for library
work only.

2. Departmental and individual passwords should not be disclosed to or used by anyone
other than those authorized for those passwords. Logins and passwords are the property
of Park Ridge Public Library and may be accessed by authorized library personnel at any
time for proper maintenance of the system.

3. Staff with individual passwords are responsible for maintaining their mailboxes and file
directories. Departments are responsible for maintaining department mailboxes and file
directories according to individual department needs. In the event of an unplanned lengthy
absence, authorized library personnel may access individual mailboxes and file directories
for maintenance.

4. The Internet is not a secure or private communication system. Staff should keep this in
mind when sending messages.

4.5. Library is email is to be used only for Library business.  Staff should not use their 
@parkridgelibrary.org email accounts for personal correspondence. 

5. Messages that include personal opinion published on the Internet by staff should be clearly marked as 
personal opinion, not Library policy. Please place the following statement in each message you send outside 
the library: 

"Opinions stated here are personal and may not reflect the policy of the Park Ridge Public Library." 

6. The Internet consists of resources outside of Park Ridge Public Library. Some material
may not be completely accurate, complete or current; some material may be considered
offensive. Park Ridge Public Library has no control over the material on the Internet and
cannot assure the validity of all information, nor can it protect staff from offensive material.
The library also cannot assure access to all resources at any given time; they may be
busy, available only to authorized people, or closed.
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7. It is not appropriate to use Internet privileges to interfere with or disrupt other users,
services or equipment. Disruptions include, but are not limited to, distribution of unsolicited
advertising, harassment, propagation of computer worms or viruses, or use of the
network to make unauthorized entry to any other machine. Staff will not use the Internet
for any illegal activity, or place any text, data, graphics, images, messages,
communication(s), files or other material related to any illegal activity on the Internet.

8. Park Ridge Public Library may suspend or terminate Internet privileges if the Library
reasonably believes that any staff member has violated these guidelines. Park Ridge
Public Library will review these matters on a case-by-case basis.

9. Student Pages will use patron computers when accessing the Internet and will comply
with current patron procedures and policies for scheduling and use of these computers. 

SOCIAL MEDIA POLICYSocial Media Policy 

The Park Ridge Public Library’s use of social media is closely tied to the to the Library’s Mission, 
Vision, and Strategic Plan. The Library uses social media to communicate information, to promote 
Library programs, reading, literature and services, and community events. Social media is defined 
as: blogs and online discussion forums including but not limited to Facebook, Twitter, Instagram 
and LinkedIn. 

Library Sponsored Social Media 

1. The Library Director has access to social media platform passwords and shares them with
their designees. Staff are not permitted to change social media platform passwords without 
authorization from the Library Director. 

1.2. Only employees designated and authorized by the Library Director can post content on 
Library sponsored social media accounts. such as Facebook, Twitter and others. 

2.3. Employees Staff members that contribute to the Library’s social media should present 
content in a clear    and professional manner. 

3.4. EmployeesStaff members must follow all copyright laws as they relate to posting content 
on the Library’s social media accounts and must check facts, grammar and spelling before 
posting. 

4. Employees Staff may not post confidential, work-related information.
5. 

5. Employees may not share their password with anyone except their supervisor and
the website manager. 

Employees Staff that leave the employment of the Library may not continue to post items on 
theon t Lthe Library’s accounts. Social Media platform passwords will be changed upon 
employee exit.  

6. 

7. Content that is posted on Library-sponsored social media sites is subject to the Freedom of
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Information Act requirements and records retention guidelines. 

6. Content that is posted on Library-sponsored social media sites is subject to the  Freedom of Information Act
requirements and records retention guidelines.requirements. 
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Employees’Staff  Members’ PePersonal Use of Social Media 

Library employees staff have the same rights to self-expression enjoyed by members of the 
community as a whole when discussing matters of public concern. As public employees, Library   
employees staff are cautioned that speech made pursuant to official duties is not protected speech 
under the First Amendment and may form the basis for discipline if deemed a violation of any 
Library policy. Employees. Library staff should keep in mind the following best practices when 
posting  content about library-related subjects and issues on personal time: 

1. Employees that identify themselves as employees of the Library shall make it clear
that the views expressed are their personal views and do not represent the views
of the Library.

2. Employees shall respect the Library’s confidential and proprietary information and
shall not post information that is still in draft form or is confidential.

3. Employees shall respect all Library patrons online as they do in person and on the
phone. Comments about patrons in general, about specific questions from
patrons, or about patron behavior are not appropriate.

Anti-Harassment Policy 

The Park Ridge Public Library is committed to maintaining a work environment that is free of 
discrimination and harassment.  In keeping with this commitment, the Library has zero tolerance 
for harassment of Park Ridge Public Library staff by anyone, including any co-worker, supervisor, 
manager, elected official, vendor, client, patron or any other person.  

Harassment, sexual harassment, discrimination, reporting requirements, and investigations 
procedures are defined in Policy Number 8, Anti-Harassment.  

Staff members who feel they have experienced or witnessed any conduct that is inconsistent with 
this policy are to notify the Library Director, if said person is not involved in the harassment 
charge.  If the Library Director is involved in the harassment charge, notification should be given 
to the Finance and Administrative Services Manager.  All reports describing conduct inconsistent 
with this policy will be investigated promptly. 

The Library forbids retaliation against anyone that has reported a harassment, assisted in making 
a harassment complaint, or cooperated in a harassment investigation.  

All Library staff members are required to participate in annual anti-harassment training. 
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ANTI-HARASSMENT POLICY NUMBER 8 
a) Original Issue Date: December 19, 2017 Revised: November 20, 2018

8.1 Zero Tolerance for Discrimination and Harassment in Workplace 
The Park Ridge Public Library is committed to maintaining a work environment that is free of 
discrimination and harassment. 
In keeping with this commitment, the Library has zero tolerance for harassment of Park Ridge 
Public Library employees by anyone, including any co-worker, supervisor, elected official, vendor, 
client, patron or any other person. The Park Ridge Public Library maintains a zero tolerance policy 
for harassment, sexual harassment and discrimination. Any employee who harasses or 
discriminates against another employee will be terminated from employment with the Park Ridge 
Public Library, there are no exceptions. 
a) Harassment, sexual harassment, and discrimination are defined in this policy.

8.2 Harassment 
a) Harassment consists of unwelcome conduct, whether verbal, physical or of a visual nature that is
based upon a person’s protected status, including race, age, sex, sexual orientation, gender identity, 
color, religious affiliation, political preference, national origin, physical or mental disability, ancestry, 
marital status, parental status, unfavorable discharge from the military (except dishonorable), source of 
income, housing status, or any other protected status under applicable law. The Library will not tolerate 
harassment that affects tangible job benefits, that interferes unreasonably with an individual’s work 
performance, or that creates an intimidating, hostile or offensive working environment. 
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The conduct prohibited by this policy includes, but is not limited to: epithets, slurs, negative stereotyping, 
or intimidating acts that are based on a person’s protected status; written or graphic material circulated in 
hard copy or via any electronic or digital means, or posted or distributed within the workplace that shows 
hostility toward a person or persons because of their protected status. 

Even where the conduct is not sufficiently severe or pervasive to constitute actionable harassment the 
Library discourages any such conduct in the workplace. 

8.3 Sexual Harassment 
a) Unwelcome sexual advances, requests for sexual favors, and other physical, verbal or visual
conduct based on sex constitute sexual harassment when: 

• Submission to the conduct is an explicit or implicit term or condition of employment;
• Submission to or rejection of the conduct is used as the basis for an employment decision;
• The conduct has the purpose or effect of interfering with an individual’s work performance or
creating an intimidating, hostile or offensive working environment. 

b) Sexual harassment is conduct based on sex, whether directed towards a person of the
opposite or same sex and may include, but is not limited to: 

• Explicit sexual propositions
• Sexual innuendo
• Suggestive comments
• Threats
• Sexually oriented “kidding” or “teasing”
• Sexually oriented “practical jokes”
• Jokes about gender-specific traits
• Foul or obscene language or gestures
• Suggestive or insulting noises or whistling
• Leering
• Displays of foul, pornographic, sexually explicit or obscene printed or visual materials
• Physical contact, such as patting, pinching, brushing against another’s body
• Coercing sexual intercourse or assault
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This policy forbids harassment based on gender regardless of whether the offensive conduct is sexual in 
nature. This policy forbids harassment based on gender regardless of whether it rises to the level of a 
legal violation. 

8.4 Reporting Requirements 
a) All Park Ridge Public Library employees are responsible for helping to assure that harassment,
including sexual harassment, is avoided. Employees who feel they have experienced or witnessed any 
conduct that is inconsistent with this policy are to notify the Library Director or Human Resources 
Manager, if said person is not involved in the harassment charge. If the Library Director or Human 
Resources Manager is involved in the harassment charge, notification should be given directly to the 
City Manager or Library Attorney, providing said person is not involved in the harassment charge. Any 
supervisor or managerial employee who is aware of conduct inconsistent with this policy is expected to 
promptly report such conduct to the Human Resources Manager, Library Director, or Library Attorney. A 
supervisor’s failure to make such a report may constitute a violation of this policy. 

b) The Park Ridge Public Ridge forbids retaliation against anyone that has reported harassment,
assisted in making a harassment complaint, or cooperated in a harassment investigation. If you feel you 
have been retaliated against or have witnessed retaliation, you are to notify the Human Resources 
Manager or Library Director. 

8.5 Investigation of Complaints 
a) All reports describing conduct that is inconsistent with this policy will be investigated promptly.
The Library may put reasonable interim measures in place, such as a leave of absence or a transfer, 
while the investigation takes place. The Library will take further appropriate action once the report has 
been thoroughly investigated. That action may be a conclusion that a violation occurred, as explained 
immediately below. The Library might also conclude, depending on the circumstances, either that no 
violation of policy occurred or that the Library cannot conclude whether or not a violation occurred. To 
the extent reasonably possible, confidentiality with respect to reports and investigations under this policy 
will be maintained. 

If an investigation reveals that a violation of this policy or other inappropriate conduct has occurred, then 
the Library will take corrective action, including discipline up to and including dismissal, as is appropriate 
under the circumstances, regardless of the job positions of the parties involved. The Library may 
discipline an employee for any inappropriate conduct discovered in investigating reports made under 
this policy. If the person who engaged in harassment is not employed by the Library, then the Library will 
take whatever corrective action is reasonable and appropriate under the circumstances. 

c) The policy provides for immediate notice of problems to the Library personnel listed above, so that the
Library may address and resolve any problems without waiting for any legal proceedings to run their 
course. However, employees may also file a charge of discrimination in writing with the IDHR within 300 
days of the occurrence or with the EEOC within 300 days of the occurrence at: 

Formatted: Font: 11 pt

Formatted: Left, Indent: Left:  0.94", Hanging:  0.06",
Right:  0", Space Before:  0.3 pt, Line spacing:  single

Formatted: Indent: Left:  0.94", Hanging:  0.06", Space
Before:  0.3 pt

Formatted: Body Text, Left, Indent: Left:  0.94",
Hanging:  0.06", Space Before:  0.3 pt,  No bullets or
numbering, Tab stops: Not at  1.03"

Formatted: Font: 11 pt

Formatted: Indent: Left:  0.94", Hanging:  0.06", Space
Before:  0.3 pt

Formatted: Body Text, Indent: Left:  0.94", Hanging: 
0.06", Right:  0", Space Before:  0.3 pt, Line spacing: 
single,  No bullets or numbering, Tab stops: Not at 
1.49"

Formatted: Indent: Left:  0.94", Hanging:  0.06", Space
Before:  0.3 pt

Formatted: Body Text, Left, Indent: Left:  0.94",
Hanging:  0.06", Space Before:  0.3 pt,  No bullets or
numbering, Tab stops: Not at  1.03"

Formatted: Font: 11 pt

Formatted: Indent: Left:  0.94", Hanging:  0.06", Space
Before:  0.3 pt

Formatted: Left, Indent: Left:  0.94", Hanging:  0.06",
Right:  0", Space Before:  0.3 pt, Line spacing:  single

Formatted: Font: 11 pt

Formatted: Indent: Left:  0.94", Hanging:  0.06", Space
Before:  0.3 pt

Formatted: Left, Indent: Left:  0.94", Hanging:  0.06",
Right:  0", Space Before:  0.3 pt, Line spacing:  single

65



City of Park Ridge Policies & Procedures 

23 {00223423.DOC v. 1 }City of Park Ridge Library Appendix 

Illinois Department of Human Rights Equal 
Employment Opportunity 100 W. Randolph St., 
Suite 10-100 Commission 

Chicago, IL 60601 500 West Madison Street, 
Ste. 2000 

(312) 814-6200 Chicago, Illinois 60661-2511
(312) 353-2713
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REVENUE ACCOUNTS BUDGET REVISED BUDGET YTD ACTUAL % RECEIVED

Local Government Taxes $1,767,135 $2,022,089 114%
Per Capita State Grant $46,850 $55,283 118%
Other Receipts $55,848 $35,045 63%
Total Revenue $1,869,833 $2,112,417 113%

ACCOUNT # OPERATING ACCOUNTS BUDGET REVISED BUDGET YTD EXPENDITURES % SPENT NOTES

9100 Salaries $1,620,686 $1,620,686 $1,429,478 88%
Includes retroactive pay to 
May 1, 2021

9210 Employee Benefits $152,705 $152,705 $151,705 99%
There were no unemployment 
claims

9317 Data Processing $197,033 $180,033 $143,643 80% CVI quarterly payment

9321 Building Maintenance $114,999 $134,999 $108,060 80%
Anticipated Door Lock Project; 
natural gas bill. 

9324 Membership, Recruiting, Training $15,333 $15,333 $7,809 51%

9351 Equipment Rental $26,999 $26,999 $3,286 12%
 Lease of copy machines 
pushed to FY22 

9359 Consulting Services $15,000 $32,000 $23,853 75%
Includes Capital Needs 
Assessment

9360 Public Relations $42,500 $42,500 $32,540 77% Per Capita Project - Signage
9385 General Contractual $105,166 $105,166 $72,169 69% Includes Bibliotheca Invoice
9416 Audit $8,200 $8,400 $8,400 100%
9425 Special Counsel $16,667 $16,667 $1,874 11%

9510 Supplies $74,384 $99,184 $35,230 36% Per Capita Project - Displays
9511 Staff Appreciation $1,100 $1,100 $1,100 100%
9520 Computer Materials $12,000 $12,000 $3,190 27%
9540 Library Resources $481,833 $481,833 $418,717 87%

Total Operating Budget $2,884,605 $2,929,605 $2,441,054 83%

Capital Projects Budget
9901 Machinery and Equipment $0 $0 $0 0%

9908 Computer Equipment $10,000 $29,000 $19,001 66%
Firewall Subscription; Back-Up 
System

9963 Building Repairs $0 $620,000 $285,015 46%

Fire Suppression, Ice Melt, 
Phone System and 
Replacement PA

Total Capital Projects Budget $10,000 $649,000 $304,016 47%

Total Operating Budget $2,894,605 $3,578,605 $2,745,070 77%

LIBRARY SURPLUS (DEFICIT) (1,024,772)$    (1,708,772)$     (632,653)$    

RESTRICTIONS ORIGINAL INCREASE/DECREASE TOTAL
Capital Facility Restrictions $250,000 ($21,904.23) $228,095.83
Technology Restrictions $150,000 $0 $150,000

Park Ridge Public Library
Consolidated YTD Revenue and Expenditures

Stub Year 21 - May, 2021 through December, 2021
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Based on feedback at the January 2022 Committee of the Whole Planning and Operations meeting, the above was developed to demonstrate 

the inflows and outflows of the Library fund.  Going forward this will be updated monthly inlcude a 12-month lookback.
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Park Ridge Public Library - Secretary’s Report 
January 18, 2022 

PRPL Web Site News Items 

 Winter Reading Clubs 2022 open December 20 | Park Ridge Library December 17, 2021
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Park Ridge Public Library 
Personnel Report 
December, 2021 

Appointments: The following personnel have been appointed to positions as noted below: 

- None

Departures: The following personnel have left the Library as noted below: 

- Jessica Tarnowski, Patron Services Associate, Patron Services, Part-Time
- Patrick Panizo, Library Monitor Substitute, Maintenance, Part-Time

Changes in Status: The following personnel have had changes to their position as noted below: 

- Jane Drews, Patron Services, Shelver to Patron Services Associate

Volunteers: The following individuals have been accepted as volunteer workers in the Library as noted below: 

- None
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TO: Library Board of Trustees 
FROM: Joanna Bertucci, Library Director 
DATE: January 18, 2022 
SUBJECT: Library Director’s Report  

Administration & Board 
• Library Administration is continuing to monitor our COVID-19 metrics and local, state, and federal guidance, in light

of the Omicron variant.
o We have pivoted the majority of our Adult programs to a virtual format.
o Our January 22, 2022 Preschool Fair will be postponed until the end of February.  Our Preschool and Marketing

teams have been collaborating on an updated community preschool guide.  These will be available in the
Library before the end of the month so that we are able to give patrons a comprehensive and valuable
resource in the meantime.

o We have paused volunteering for the month of January, with the exception of those who volunteer to deliver
to our homebound patrons and local preschools.

o The Facility Team is continuing their frequent disinfection of high touch surfaces throughout the day. Mr. Priala
has continued to monitor the PPE supply and stock (Clorox wipes, Lysol, hand soap, gloves, and disposable
masks) for the Library.

• Ms. Bertucci responded to a FOIA request on December 22, 2021 from AFSCME Council 31 requesting the following
information.
o A current list of all Park Ridge Public Library employees which includes employee name including middle initial,

job classification, work department, date of hire, hourly wage and an indication of which union the employee’s
job classification is represented by or if it is not represented by a union.

• Ms. Bertucci submitted the 2022 Per Capita Grant application and our annual certification to the Illinois State
Library in early January.

• Ms. Bertucci attended a virtual CCS Governing Board meeting on January 12, 2022.

• The Board of Trustees 2022 task calendar indicated that January would include policy manual work and a cyber-
security presentation.  Both of these tasks were accomplished.  The annual task calendar will be included in the
monthly Committee of the Whole packets for review going forward.

Staff Updates and Professional Development: 

 A new School Services Coordinator was hired at the end of December.  Ms. Catherine Dudley, formerly of the
Thomas Ford Public Library (Western Springs, IL) will join our team on Monday, January 17. We are looking forward
to having Ms. Dudley onboard.

 Youth Services staff attended a RAILS training event, “Identifying Microaggressions,” which addressed the
importance of identifying and addressing microaggressions.

Strategic Plan Progress:  
● Encourage individual growth and lifelong learning

o Teen Loft staff are wrapping up their diversity audit for the loft’s fiction collection. Once that work is complete,
procedures and insights will be shared with Children’s Librarian, Leah Raven, who will be leading the audit team for
Children’s collections.

   Return to Agenda
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o The Readers Services team provided 378 books to 40 community book clubs. Additionally, Adult Services Manager,
Laura Scott, presented on Library services and the Best Books of 2021 to 31 members of the Park Ridge
Presbyterian Church Women’s Group on November 18.

● Develop civic education for an informed and engaged citizenry
o Our Cozy Comforts drive (new hats, scarves, gloves and mittens) to support WINGS was incredibly well

supported by the community. We collected 20 boxes of winter items for WINGS this past holiday season.
Additionally, our partnership with the Park Ridge Youth Commission was a great success.

Finance: 
● Ms. Doubek and bookkeeper, Ed Tidd, have been processing final invoices and payments to close out SY21.  In order to

process final payments, two budget transfers were approved by Director Bertucci.
o $1,840 transfer from youth eBooks to youth fiction
o $26 transfer from adult recordings to adult video games

● The tentative date for the Audit to begin is Friday, 3/11 with internal controls testing. The fieldwork testing is proposed
for the week of 4/25. A couple of days will be spent on Library specific accounts.

Building and Grounds: 
● Facility Manager, John Priala and his team coordinated the delivery, assembly, and installation of our new children’s

room furniture.  Patrons have expressed excitement for the new playhouse and reading pod. Shelving installation will be
complete by the end of the week.

● Mr. Priala repurposed the kiosk for staff use.  The kiosk is now being used in the patron
services workroom as a time clock station for our Library pages.   This is an improvement
for our page team as this is the first time they have a payroll station in their workspace.

● Mr. Priala collected water samples from the library’s plumbing system for lead testing and
analysis at Suburban Laboratories, Inc.

● Anderson Lock replaced door locks in the Administration/Business Office area.
Additionally, ATOMATIC was onside to perform preventative maintenance to the HVAC
system.

Operations: 
● Ms. Bertucci met with policy groups to work through the fourth round of policy edits.  The process continues to run very

smoothly.  Trustees Hanba and Powers met with Ms. Bertucci and Ms. Doubek in late December and early January to
work on the Library’s Appendix to the City’s Employee Manual.
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● Managers began delivering their reviews in late November with the goal of completion by December 15.  Ms. Doubek
provided the City with documentation for increases, which will take effect for the second payroll cycle of January 2022.

● Technical Services Manager, Lauren Bochat, worked with selectors to help closeout SY21 materials acquisition and
receivables.

● The Management Team drafted and finalized the Library’s hiring procedure.

Partnerships, Outreach and Advocacy: 
● Volunteers delivered 88 items to 17 homebound patrons in December ‘21.   Patron Services staff have made 21

(47items) additional deliveries to patrons in December in response to the parking lot closure.  The Children’s
Department staff loaned over 438 items to 11 local schools.

Marketing/Public Relations: 

 We kicked off Winter Reading Club with media outreach and a series of bookmarks promoting winter reading and the
tagline “Snow is falling, the Library is calling.” A new bookmark design is placed in all holds and set out at checkout stations
and service desks every other week, with a promotion encouraging patrons to collect all four designs throughout the
duration of the club.

 In anticipation of the lineup of new programs for January, programs under the theme of self-care and mental health
support were bundled in a “Reset, refocus, regroup” theme in print newsletter, kiosk posters, media outreach and social
media that will continue through February.

 A final order was placed on the permanent wayfinding signage project with Takeform with an anticipated delivery date
of January 19. Installation will take place shortly thereafter.

Notable Programs and Services: 

 Due to the recent COVID-19 surge, we have paused new patron orientations and small group classes in The Studio
and Media Lab.  Patrons who have been previously oriented to the spaces can continue to book sessions.

 We saw increased demand in study room usage in December due to students using Library study rooms to prepare
for final exams.  413 users spent nearly 900 hours in these spaces.

 Children’s Services Librarians, Lan Eng and Liz Ficther, planned and hosted a virtual party to celebrate the New Year
at noon on December 30.

 The Youth Services department distributed approximately 650 kits and projects for kids and teens in December.

 Our January 11, the “Supporting Youth Mental Health during COVID-19” program had 41 virtual attendees,
included one patron who attended virtually from Italy. Licensed therapist Lindsay Fleming discussed the particular
challenge of supporting the mental health of young people during a pandemic. This program was presented in
partnership with the Park Ridge Health Commission.

 10 patron orientations  14 patron orientations

 4 classes with 14 total attendees  3 classes with 6 total attendees

 17 user sessions (29 hours of use)  13 user sessions (33 hours of use)
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Patron Comments: 

 “In the magazine reading room – paint the hour
and minute hands white, this way you can
clearly see the time. “

 “I attended a resume workshop last year.  The
person leading the workshop was very helpful
and helped me get a new job.”

 “We love your new astronaut chair and small
kid’s book house. I love how creative it is.  I
support this library and love it.  <3”

Respectfully Submitted, 

Joanna Bertucci 
January 14, 2021 
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2021 Dec-21

Dec-21 Nov-21 Calendar 

YTD

2020 YTD 2019 YTD % Change 2019 to 

2021

Analysis  

CIRCULATION OVERVIEW
Physical items 45,319 48,406 568,281       400,688     773,489       -27%
Digital items 9,822 9,781 123,150       125,138     83,724         47%

TOTAL 55,141 58,187 691,431       525,826     857,213       -19%
PROGRAMS

Adult Programs 13 13 144 146 253 -43%
Adult Attendees 344 367 5,621           3,618         4,026           40%
Youth Programs 24 24 390 330 424 -8%
Youth Attendees 229 313 5,793           8,057         14,513         -60%

OUTREACH
School Loans 11 11 129 79 289 -55%
Items loaned to Schools 438 499 3,991           1,988         6,188           -36%
Homebound Patrons served 17 22 238 168 205 16%
Homebound Materials loaned 88 101 1,087           973 1,116           -3%
Book clubs served 31 40 441 300 501 -12%
Items loaned to book clubs 253 378 3,786           2,655         4,560           -17%

TECHNOLOGY
Wi-Fi Sessions 38,832 50,328 386,950       149,883     1,092,072   -65%
Wi-Fi - unique clients 1,083 872 10,174         9,031         13%
Public PC Sessions 631 719 5,592           5,916         23,710         -76%

WEBSITE
Visits 15,624 15,401 230,894       234,769     217,366       6%
Unique users 8,287 7,908 109,129       104,741     107,020       2%

USERS
New cards issued 101 156 1,857           1,040         2,215           -16% Although the number of cardholders and door counts  have been negatively impacted by the pandemic, the number 

of unique users has increased by 9% compared to 2019.  More individuals are using their cards to check out 

materials.
Total PRPL cardholders 19,021 19,196 19,021         23,203       24,332         -22%
Unique users 3,801 3,986 54,416         26,646       49,822         9%
Door count 14,510 16,152 132,251       84,661       259,869       -49%

PATRON SERVICES
Contact free pick up items 138 147 7,940           9,368         -15% Less use of Contact free pick-up, but curbside and home delivery options have been implemented.  

2021 PER CAPITA 
Cardholders* 48% 62% 65% The ongoing pandemic, parking lot construction and the recent surge in cases have negatively impacted the number 

of cardholders and per capita circulation.  
Circulation 17 14 23
Budget 110$     115$     114$     

NOTES:
YTD Comparisons are made to 2019 as that was the most recent year when services were not impacted by COVID-19
SY21 Population 39,656 (2020 Census); FY20 and FY21 Population 37,479 (2010 Census)
FY20 and FY21 numbers have been adjusted to be compared to the 8-month (May - Dec.) SY21

City of Park Ridge, 2020 Census 39,656 
City of Park Ridge, 2010 Census 37,479 

SY21 Operating Budget - Annualized 4,379,308         
FY21 Operating Budget 4,295,005         
FY20 Operating Budget 4,264,603         

December 

Although the number of Wi-Fi sessions is down compared with 2019, the number of unique users has increased this 

month and in comparison to 2020.  A significant number of patrons continue to use in-building PC sessions   

The number of visits to the website has increased compared with 2019 and the number of unique users is more than 

2020 and 2019.  

Physical circulation continues to be impacted by COVID and parking lot construction however 2021 physical 

circulation is 42% higher than 2020.  Digital circulation continues to significantly outpace pre-pandemic levels and 

has remained consistent throughout the pandemic.    

Fewer adult programs have been presented during COVID but total attendance is up 40% compared with 2019.  

Patrons have adapted to the multiple formats for programming.  Youth programming continues to be adversely 

impacted by virtual format.  For 2022 staff is planning to add programs that children can do independently in the 

Library.  The goal is to bring more children into the building and increase circulation and engagement.

The number of school loans has decreased but the average number of items included in each loan has increased 

compared with prior years.  
The number of homebound patrons served has increased during the pandemic, providing access to otherwise 

unserved patrons.
Services to book clubs continue to be well used and have increased significantly in 2021 compared with 2020.   

Return to Agenda
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Friends of the Park Ridge Public Library 
December 2021 Activities 

 Held 2021 Annual Meeting

 Approved 2022 Wish List, including $5,200 to replace outdoor drop box (with one of

older drop boxes to be repurposed as a Friends donation box) and $7,000 for all

Summer Reading Clubs

 Agreed to Spring Book Drive with Scout Pack 201

Return to Agenda
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Memorandum 

Memo Date: January 13, 2022 
From: Joanna Bertucci  
Meeting Date: January 18, 2022 
Subject:  Illinois Open Meetings Act Training 

Background: 
The Illinois Open Meetings Act (IOMA) requires that elected and appointed members of public bodies must 
complete electronic training on the Open Meetings Act that is administered by the Illinois Attorney General’s 
Public Access Counselor (PAC).  As the attached email from our attorney Robbins Schwartz explains, due to a 
ransomware attack on the Attorney General’s network, this training has been unavailable since April, 2021.  The 
PAC’s website is now available, including IOMA training.   

Action Required:   
Members of the Board that were newly appointed in 2021 or those who have not previously completed the 
training should register and complete the training.  Trustees who have previously completed the training are not 
required to repeat it as there is no annual training requirement.  

Prior to completing the training, you will need to register on the PAC’s website.  A link to that site is included on 
the attached email.  Although according to Statute, training needs to be completed no later than 90 days after 
taking office, since the training has not been accessible, it is recommended that individuals complete the 
training no later than March 31, 2022. Upon completion of the training, trustees will receive a certificate.  
Please forward a copy of this certificate to me as the Statute requires that the Library retain copies of the 
certificate on file for each Board member.   

As always, please feel free to contact me with any questions or concerns you may have.  

Return to Agenda
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Joanna Bertucci

From: Robbins Schwartz <info@rsnlt.ccsend.com> on behalf of Robbins Schwartz 
<criehle@robbins-schwartz.com>

Sent: Friday, January 7, 2022 12:29 PM
To: Joanna Bertucci
Subject: OMA and FOIA Electronic Training Now Available on PAC’s Website!

January 7, 2022

OMA and FOIA Electronic Training Now Available on PAC’s 
Website

The Illinois Attorney General’s Public Access Counselor (PAC) provides the 
required electronic training for Freedom of Information Act (FOIA) Officers, and 
Open Meetings Act (OMA) compliance for elected and appointed members and 
OMA Designees. Due to a ransomware attack on the Attorney General’s 
computer network, electronic training has been unavailable since April 
2021.  The PAC’s website is back up and running again – including the 
OMA and FOIA electronic training, but the process is slightly different 
based on the PAC’s new security enhancements. 

If you need to take the OMA or FOIA training, you will need to register to the 
new site. You can access the site and register at: https://foiapac.ilag.gov/. Look 
to the top righthand corner for the link to register and to login to the training 
portal. 

The following individuals should complete the training as soon as possible:

 FOIA Officers should register and complete the FOIA Electronic Training.
This needs to be done on an annual basis. Newly appointed FOIA officers
must initially complete the training within 30 days of designation and on an
annual basis thereafter. If an individual was newly designated on or after
April 2021, we recommend that the training be completed by January 31,
2022.

 Members of a public body that were newly elected or appointed in 2021,
or those that have not previously completed the training during their most
recent term of office should register and complete the OMA Electronic
Training. Technically, this needs to be completed no later than the 90th day
of taking the oath of office or assuming responsibilities as a member of the
public body. Since the electronic training was not accessible following the
election last year, we recommend that individuals subject to the training
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complete the training no later than March 31, 2022. There is no annual 
training requirement unless a member is also an OMA Designee (see 
below).  

 OMA designees need to complete the OMA Electronic Training on an
annual basis. Note that the OMA requires that all public bodies designate
employees, officers, or members to receive training on compliance with
the OMA and submit a list of designated persons to the PAC. Newly
appointed OMA designees must initially complete the training within 30
days of designation and on an annual basis thereafter. If an individual was
newly designated on or after April 2021, we recommend that the training
be completed by January 31, 2022.

Once completed, please provide the certificate of completion to the designated 
individual for your respective public body. Questions may be directed to any 
Robbins Schwartz attorney.

Law Alert is published periodically by Robbins Schwartz. Although the information contained in this Law Alert is considered 
accurate, it is not, nor should it be construed to be, legal advice. If you have an individual situation which involves a topic 

addressed in this publication, please seek a legal opinion that is based upon the facts in your specific case. 
Questions and comments about this publication should be directed to: Law Alert Editor | Robbins Schwartz | 55 West Monroe 

Street | Suite 800 | Chicago, Illinois 60603 | 312.332.7760 | mguevara@robbins-schwartz.com.  

Chicago | Champaign-Urbana | Collinsville | Lisle | Rockford 
www.robbins-schwartz.com  

Robbins Schwartz | 55 W Monroe Street, Suite 800, Chicago, IL 60603 

Unsubscribe jbertucci@parkridgelibrary.org  

Update Profile | Constant Contact Data Notice 

Sent by criehle@robbins-schwartz.com powered by 

Try email marketing for free today!  
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