I. MISSION                                                                                                                                                                                            

 

     The mission of the East Alton Public Library District is to bring

      people and the resources of the Library together; all Library operations

      exist for the purpose of  providing the best services -- educational,

      informational, cultural, and recreational -- to the greatest number of

      people.

 

      In order to fulfill our mission, the East Alton Public Library District

      has selected the following roles: .                                                                                                           

      a.  Popular Materials Library featuring current high-demand, high-

           interest materials in a variety of formats for persons of all ages; and,

      b.  Preschoolers'  Door to Learning, encouraging young children to

           develop an interest in reading and  learning  through services for

           children and parents together.

 

II.  ORGANIZATION

 

     A.  BOARD OF TRUSTEES

 

           1.  Election.  The East Alton Public Library District, hereinafter

                referred to as "the District",  shall be governed by a Board of

                Trustees, hereinafter referred to as "the Board", consisting of

                seven members who are elected to 4-year terms.  To qualify

                for office, those elected shall take the oath of office within 60

                days following their election.

 

           2.  Vacancies.  A vacancy on the Board may be declared to exist

                when a trustee declines, fails, or is unable to serve, or becomes

                a non-resident of the District; or is convicted of a misdemeanor by

                failing, neglecting or refusing to discharge any duty imposed upon

                him or her by the Library District Act; or who shall have failed to

                pay the Library taxes levied by the District.  Absence without 

                cause from all regular Board meetings for a period of one year

                shall be a basis for declaring a vacancy.  All vacancies shall be

                filled by appointment by the remaining trustees until the next

                election.  Vacancies occurring more than 180 days before the

                next election date shall be filled forthwith.

 

          3.  Meetings

                a.  Regular meetings of the Board shall be held monthly on a date

                     and at a place determined by the Board.  Special meetings may

                     be called by the president, the secretary, or four members of

                     the Board.

                b.  Quorum.  A majority of members of the Board shall constitute

                      a quorum.

                c.  Voting.  Voting on all questions shall be by roll call with ayes

                     and nays being recorded by the secretary and with absences and

                     abstentions being noted.  A majority vote of those present shall

                     determine the vote taken on any question except that when

                     transfer of funds within the budget and not affecting the total is

                     being considered, the 2/3 vote of all trustees present and voting

                     shall be required.

 

     4.  Powers and responsibilities

          The Board shall have the following powers and responsibilities:

           a.  To enact, amend, and rescind ordinances and to make and adopt

                 such rules, regulations, and policies for its own guidance and for

                 the governance of the Library.

           b.  To determine the mission of the Library and adopt written rules,

                 regulations, and policies to govern the operation, program, and

                 use of the Library.

           c.   To secure adequate funds to carry on the Library program, and to

                 have exclusive control over the apportionment and disbursement

                 of such funds.

           d.  To employ a competent and qualified librarian, who shall hereinafter

                 be referred to as "the Director".

           e.  To enter into contracts and to take title to any property acquired for

                 library use.

           f.   To report regularly to the governing officials and the general public.

           g.   To fulfill such other powers and responsibilities as prescribed by

                 Section 1004-11 of the Illinois Public Library District Act.

           h.  To serve without compensation but with reimbursement from Library

                 funds for expenses incurred in the performance of their official

                 duties.

 

    5.  Officers.  Officers of the Board shall be president, vice-president,

          secretary and treasurer.  Election of officers shall be held at the next

          regular meeting following the election of trustees, and terms of office

          shall be two years or until their successors are elected.  A vacancy in any

          office shall be filled by the Board for the unexpired term.

 

    6.  Duties of Officers

          a.  The duties of the president shall be:

              1.  To preside over the meetings of the Board.

              2.  To appoint committees as may be authorized.

      3.     To appoint a committee of two trustees to audit the minutes

             annually.

               4.  To sign with the secretary and the treasurer bonds issued by the

                     District.

       5.     To perform such other duties as the District may specify in its

          bylaws, policies, or other appropriate action.

                  The president shall not have nor exercise veto powers.

 

                   b.  The duties of the secretary shall be:

                1.  To keep and maintain appropriate records for his/her term in office 

                      and shall include therein:

                      a.  Records of the minutes of all meetings.

                      b.  Names of those in attendance, ordinances enacted, and

                           resolutions , rules and regulations adopted, with the ayes and 

                           nays on all  votes and a record of absences and abstentions; and,

     .

                      c.  All other pertinent written matters as affect the operation of the

                           District.

                           These records shall be audited each fiscal year, and upon the

                           change of secretaries, by two trustees appointed by the president.

      .

                           The audit report shall not be filled out later than the 90th day

                           following the completion of the fiscal year.  Such report shall

                           certify as to the accuracy of the records of the secretary, their

                           completeness, and list the discrepancies, if any.  The report

                           shall become a part of the secretary's records.

                2.  To have the power to administer oaths and affirmatives.

                3.  To call special meetings.

                4.  To file certified copies of the annual written report on or before

                      October 1 of each year with the Illinois State Librarian and in the

                      Library, where such report shall be available for public inspection.

                5.  To maintain at the Library certified copies of all ordinances and

                      make available for public inspection.

                6.  To accept petitions of candidates for election as trustees and to

                      certify to the proper election authorities the names of all candidates

                      for the office of trustee.

                 7.  To file on or before July 1 each year, with the County Clerk and the 

                       Illinois State Librarian, the names and addresses of the trustees

                      and officers and their respective terms of office.

                 8.  To file on or before the 4th Tuesday of December a certified

                      copy of the levy ordinance with the County Clerk.

                 9.  To file on or before the 4th Tuesday of September certified copies

                       of the appropriation and levy ordinances with the Library and make

                       such available to public inspection at all times.

              10.   To post notice of proceedings  relative to  accumulation of funds

                       for buildings (purchase, repair, remodel, or improve, or build an

                       addition; furnishing, etc.), when financing thereof shall be      

                       determined, and the notice shall specify the place where the plan

                       and estimate are available for public inspection.

               11.  To file certified copies of each ordinance and of the certificate

                       of results of the canvass of a referendum on the question of

                       a bond issue or special tax for annual certification on the mortgage

                       with the County Clerk.

a.     Also to certify under his/her signature and the seal of the

District and to file with the County Clerk such other information    as may be required by said Clerk to determine the total amount of taxes to be extended along with collection loss and costs upon taxable property within the District.

                12.  To file copies of all notices with petitions.

                13.  To sign, with the president and the treasurer, all bonds issued by

                        the District.

 

        c.  The duties of the treasurer shall be:

             1.  To keep and maintain accounts and records of the District.

             2.  To give bond to the District to discharge faithfully the duties of the

                   office and to account to the District for all District funds coming into

                   his or her hands.

              3.  To receive District funds, property or records in the possession of 

                   any person or entity or public body or agency, when demanded by

                   any trustee.

              4.  To countersign, with the president and the secretary, any bonds

                    issued by the District.

      5.   Investment of public funds:

 

         PURPOSE AND SCOPE. The purpose of this policy statement is to outline the responsibilities, general objectives, and specific guidelines for management of public funds by the Library District. Its scope is all public funds of the Library.

          RESPONSIBILITIES. All investment policies and procedures of the library district will be in accordance with Illinois Law. The authority of the Library Board of Library Trustees to control and invest public funds is defined in the Illinois Public Funds Investment Act and the investments permitted are described therein. Administration and execution of these policies are the responsibility of the Treasurer who is hereby designated as the "chief investment officer" of the Library acting under the authority of the Library Board of Library Trustees.

           DELEGATION OF AUTHORITY. Management and administrative responsibility for the investment program is hereby delegated to the Chief Investment Officer. The Chief Investment Officer, and by designation, the 'Library Director, is responsible for establishing internal controls and written procedures for the operation of the investment program.

 

,         'PRUDENT PERSON' STANDARD. All Library investment activities shall use a "prudent person" standard of care. This standard shall be applied in the context of managing an overall portfolio and specifies that investments shall be made with judgment and care, under circumstances then prevailing, which persons of prudence, discretion and intelligence exercise in the management of their own affairs, not for speculation, but for investment, considering the probable safety of their capital, as well as the probable income to be derived. Investment officers, acting in accordance with this Policy and the written procedures of the Library, and exercising due diligence, shall be relieved of personal responsibility for a security's credit risk or market price/value changes, provided deviations from expectations are reported in a timely fashion and appropriate action is taken to control adverse developments.

          OBJECTIVES. In selecting financial institutions and investment instruments to be used, the following general objectives should be considered in the priority listed:

LEG   Legality (conforming with all legal requirements)

Safety (preserving capital and including diversification appropriate to the nature and amount of the funds)

Liquidity (maintaining sufficient liquidity to meet current obligations and those reasonably to be anticipated)

Yield (attaining a market rate of return on investments)

Simplicity of management

 

GUIDELINES. The following guidelines should be used to meet the general investment objectives:

A) Legality and Safety:

1. Investments will be made only in securities guaranteed by the U.S. government, or in FDIC insured institutions including SAIF of the FDIC. Deposit accounts in banks or savings and loan institutions will not exceed the amount insured by FDIC coverage [unless adequately collateralized pursuant to Regulations of the Federal Reserve regarding custody and safekeeping of collateral].

2. Authorized investments include and will primarily consist of: Certificates of Deposit, Treasury Bills and other securities guaranteed by the U.S. Government, participation in the State of Illinois Public Treasurer's Investment Pool, and any other investments allowed under State law that satisfy the investment objectives of the library district.

B) L    Liquidity:

In general, investments should be managed to meet liquidity needs for the current month plus one month (based on forecasted needs) and any reasonably anticipated special needs.         .

C) Yi  Yield - Return on investment:

Within the constraints on Illinois law, considerations of safety, and this investment policy, every effort should be made to maximize return on investments made. All available funds will be placed in investments or kept in interest bearing deposit accounts.

D) S   Simplicity of management:

The time required by library administrative staff to manage investments shall be kept to a minimum.

 REPORTING. Investments, fund balances and the status of such accounts will be reported at each regularly scheduled meeting of the Library Board and at least quarterly include information regarding securities in the portfolio by class or type, book value, income earned, and market value as of the report date. At least annually, the Chief Investment Officer shall review this Policy for any needed modifications and report to the Board on the investment portfolio, its effectiveness in meeting the Library's need for safety, liquidity, and rate of return, diversification and general performance. These reports will be available to the general public upon request.    .

           INTERNAL CONTROLS. In addition to these guidelines, the Chief Investment Officer shall establish a system of internal controls and written operational procedures designed to prevent loss, theft or misuse of funds.

 

 

        AUTHORIZED FINANCIAL DEALERS AND INSTITUTIONS. Any investment advisors, money managers and financial institutions shall be considered and authorized only by the action of the Board of Library Trustees upon the recommendation of the Chief Investment Officer. The Chief Investment Officer will maintain a list of financial dealers and institutions authorized to provide investment services

 

C        CONFLICTS OF INTEREST. Officers and employees involved in the investment process shall refrain from personal business activities that might conflict with the proper execution and management of this investment program, or that could impair their ability to make impartial decisions, or that could give the appearance of impropriety.

 

The East Alton Public Library District is a member of the Lewis & Clark Library

System and the Gateway Automated Information Network (GATENET).  The

Library shall also hold membership in the Illinois Library Association, and may

hold membership in the American Library Association and such non-profit,

non-political associations having the purpose of improving library development

and librarianship.  Dues, fees and assessments incurred for Board and 

The District shall pay professional staff.

 

    B.  ADMINISTRATION

                                             

          The Director shall be the executive officer of the District, appointed by

          the Board, and be directly responsible to the Board.  The Director

          shall act in the capacity of professional advisor to the Board and

          recommend programs, policies, and changes.  The Director shall 

          attend all Board meetings, although he/she is not a member of the

          Board and has no vote.

   

          The Director, with Board approval, shall employ a staff who shall work

          directly under him/her.  The Director in concert with the staff considers

          public services and internal policies to recommend to the Board.

 

          Staff meetings shall be held so that staff may participate in considering

          Library policies and to discuss the day-to-day operations of the Library.

          The Board is committed to providing an opportunity for the staff to

          Participate, to the extent that each wishes, in determining how the staff

          is to work together to achieve this goal.

 

    III.  POLICIES AND REGULATIONS AFFECTING THE PUBLIC

  

         A.  STANDARDS OF SERVICE

 

               Library service is rendered on a strictly impartial basis to all

               individuals and groups in the District.  The first duty of the Library

               staff is service to the public.  Each person, regardless of age, gender,

               color, disability or creed, is entitled to the same friendly and prompt

               service.

 

               To assure that books and other library materials are provided to meet

               the needs and interests of all people in the District, the Board has

               reaffirmed its belief in the Library Bill of Rights:

               1.  As a responsibility of library service, books and other reading

                    matter selected should be chosen for values of interest, information

                    and enlightenment of all people in the community.  In no case should

                    any book be excluded because of the race or nationality , the

                    political or religious views of the writer.

               2.  There should be the fullest practicable provision of materials

                    presenting all points of view concerning the problems and issues of

                    our times, international, national, and local; and books or other 

                  reading matter of sound factual authority should not be proscribed

                    or removed from library shelves because of partisan or doctrinal

                    disapproval.

               3.  Censorship of books, urged or practiced by volunteer arbiters of

                    morals or political opinion, or by organizations that would establish

                    a coercive concept of Americanism, must be challenged by libraries

                    in maintenance of their responsibility to provide public information

                    and enlightenment through the printed word.

               4.  Libraries should enlist the cooperation of allied groups in the fields

                    of science, of education, and  of book publishing in resisting all

 abridgment of the free access of ideas and full freedom of expression that are the tradition and heritage of Americans.

 

 

         B.  MATERIALS SELECTION

                

              1.  PHILOSOPHY

 

                   The East Alton Public Library District aims to provide materials that

                    will meet day-to-day educational, informational, cultural, and 

                    recreational interests and needs of the community.

                   

                    To fulfill this purpose the Library endeavors to purchase material

                    which is of permanent or current value, and which represents the

                    best available to meet the community's interests and needs.  The

                    materials funds are used to build up a well-rounded adult collection

                    and to provide materials for the youth collection which enrich   

                    children's literary and artistic tastes, satisfy their informational

                    needs, and provide recreational reading at all levels of growth.

                

                2.  CRITERIA FOR MATERIALS SELECTION

 

                      Standard sources and reviewing tools will be consulted when

                      ordering materials for the Library.  Requests from patrons and

                      staff are welcome and will be considered.

 

                       Materials will be selected on the basis of the following criteria:

                       a.  The amount of money available in the budget for the purchase.

                       b.  The needs, interests, customs and standards of the District.

                       c.  The materials' comparative significance and merit according

                             to the judgment of a responsible contemporary authority.

                       d.  The originality and literary effectiveness of the material.

                       e.  Author's qualifications/reputation resulting from previous

                            writings and other pertinent achievements.

                       f.  Current and anticipated requests of patrons.

                       g.  The durability and quality of alternative editions.

                       h.  Availability at other GATENET installations.

 

                3.  RESPONSIBILITY FOR SELECTING MATERIALS

 

                      Final responsibility rests with the Director, consistent with the

                      policies determined by the Board.  Typically, the Director shares

                      this responsibility with designated members of the professional

                      staff.  However, all staff members and patrons may recommend

                      titles for consideration.  No employee may be disciplined or

                      dismissed for the selection of library materials when the selection

                      is made in good faith and in accordance with Board policy.

                                                                                              

              4.  GIFTS

 

                    The Library may accept gifts of materials and property, but reserves

                     the right to evaluate and dispose of them in accordance with the

                     criteria applied to purchased materials.  No conditions may be 

                     imposed relating to any materials after their acceptance by the

                     Library.  The Library will not provide evaluations of gifts for tax

                     relief or other purposes.  However, a receipt may be provided 

                     acknowledging the donation and the total number of items donated.

                     This policy shall be explained to each donor.

 

              5.  DISCARDING AND WEEDING

 

                    In order to maintain a current working collection of high standard, the

                    Library staff will periodically examine the collection for the purpose of

                    withdrawing unused items, unnecessary duplicates, outdated, worn or        damaged materials.

 

              6.  CONTROVERSIAL MATERIALS

 

                   The Library recognizes that some materials are controversial and 

                    that any given item may offend some patrons.  Selection will not be

                    made on the basis of anticipated approval or disapproval, but solely

                    on the merits of the work in relation to the building of collections, and

                    to serving the interests of readers.

 

                    Library material will not be marked or identified to show approval or

                    disapproval of the contents, and no catalogued book or other item

         will be sequestered.  Responsibility for the materials children read

         rests with their parent or legal guardian.

 

                    Materials will not be withdrawn from the collection because of

                    pressure--verbal, written, or otherwise--without the approval of the

                    Board.  If a patron wishes to object to any Library materials .                                                                    

                    he/she must do so in writing, using the standard form provided by the                 

                    Library.  The party making the complaint must be a resident of the

                    District.  Any objections will be reviewed and responded to by the

                    Board. 

                    

                    Procedures for staff to follow if a patron objects to a book in our

                    collection:

 

                    a.  Staff members should not engage in discussion about the

                         appropriateness of any material.

                    b.  Offer the form: "Request for Reconsideration of a book".

                    c.  Obtain the name of the complainant; determine if he/she has a 

                         library card and is a District resident.

                    d.  If he/she represents an organization, write down the name and  

                         any pertinent information.

                     e.  Inform the person that the complaint must be in writing, using the

                         appropriate form, in order for the Library Director to present it to

                          the Board.

 

             7.  ACCESS TO LIBRARY'S PUBLIC RECORDS

 

                  Requests for access to the Library's public records shall be made in

                  writing to the Library Director or Assistant Director.  The Library shall

                  respond to each written request within 7 working days unless the time

                  period for response is validly extended in accordance with the 

                  administrative procedures for disclosure of public records.

 

                  If the Library complies with the written request, the requester shall be

                  given access to the designated public records at the Library, during

                  regular working hours, in the presence of a Library staff member.

 

                  Upon request, copies of the designated public records shall be

                  produced at the time of inspection.  A fee shall be charged for

                  reproducing and certifying the public records.

 

                  If the request is denied, in whole or in part, the Library shall provide

                  the requester with a written denial and notice of right to appeal.  The

                  requester shall have the right to appeal this decision to the Library

                  Board, who, under the IFOIA, will make a decision either to affirm the

                  denial of disclosure or to allow disclosure within 7 working days after

                  the requester has filed a notice of appeal.  Such appeal shall be filed

                  within 14 days of the requester's notice of written denial.  The

requester has the right to appeal to the circuit court of this county   under Section 11 of the IFOIA.

 

             8.  PUBLIC COMMENTS AT MEETINGS

                  Comments by the public are welcome by the Board at a duly

                  authorized meeting.  Each speaker is allocated five minutes (more at

                  the discretion of the chair) to make comments to the Board.

 

 

     C.  LIBRARY REGULATIONS

 

           1.  HOURS:

                 Monday-Thursday -- 9:30 a.m. - 7:30 p.m.

                 Friday-Saturday  -- 9:30 a.m. - 5:00 p.m.

 

                 A full-time staff member shall be on duty during the hours the

                 Library is open, whenever possible.

 

                 In case of an emergency, the Library may be temporarily closed at the

                 discretion of the Library Director.

 

        

            2.  HOLIDAYS

              

                  New Year's Day; Presidents' Day; Memorial Day; Independence Day;

                  Labor Day; Columbus Day; Veteran's Day; Thanksgiving Day; 

                  Christmas Eve; Christmas Day; New Year's Eve.

 

                  In the event of a holiday falling on a Sunday, the following Monday

       will  be observed as the holiday, except in the case of Christmas Eve

       and New Year's Eve, when the Saturday before will be observed as a 

                  holiday.

 

            3.  OVERDUE BOOKS AND FEES

 

                  The Library will have two loan periods; one of 7 days and one of 14

                  days.  A fine of 5 cents per day (excluding Sundays and holidays) is

                  charged on all  overdue Library materials.

 

                  a.  Notification of overdue materials:

                        First notice -- 1 week

                        Second notice -- 3 weeks

                        Third notice -- 5 weeks

                        Final notice and bill for materials -- 8 weeks

 

                   Library privileges are suspended until the fine is paid in full.  If no

                   response is received to these attempts, then a personal call is made

                   and legal action is considered.

 

                   b.  The charge for lost or damaged materials is determined by the

                         replacement cost, plus a $2.00 reprocessing fee.

c.  Patrons, and the immediate family of patrons, with overdue material or who owe charges on Library materials cannot borrow   materials until restitution has been made.  A notice shall be sent  immediately to parent or guardian when outstanding charges cause suspension of Library privileges for families.

                   d.  The Library does not refund money collected for lost material.

                   e.  The Library will not accept post-dated checks.

 

 

             4.  COPY SERVICES

   

                   Various copy services are available to the general public at a cost

                    based on break-even analysis.  Current copyright regulations must 

                    be observed.

 

 

            5.   MICROCOMPUTER FOR ELECTRONIC ACCESS

 

                  a) Must have valid public library card--no overdues or fines.

                  b) No personal software may be used on the computer.

                  c) Only one person at a time may use the computer (only exception

                        is Rule #d)

                  d) Children under 10 must be with a parent or guardian.  Older

                        brothers and sisters are not considered guardians.

                  e) No saving to hard drive.

                   f) Research and word processing take precedence over games.

                  

                   g) Patrons shall comply with the Lewis & Clark Library System

                       Internet and On-line Reasonable and Ethical Use Policy.

 

 

             6.  FUND RAISING ACTIVITIES

 

                  Book sales and other activities conducted on behalf of the Library

                  may be conducted with prior approval of the Board. .                                                     

 

 

             7.  DISPLAYS AND EXHIBITS

 

                  a.  Exhibits shall be a part of the Library's program to encourage

                       appreciation and understanding of the arts.  Such exhibits are

                       subject to the limitation of space, facilities, and staff time.

                  b.  Promotional materials may be displayed or placed in the Library

                       for distribution with the permission of the Director or Assistant

                       Director.

                  c.  No current promotional materials of a political nature may be

                       displayed in the Library.

                  d.  No organization or individual may solicit donations, either in 

                       person or by placing a donation receptacle in the Library without

                       Board authorization.

                  e.  Posters announcing bazaars or programs sponsored by local

                       non-profit organizations may be displayed, provided space is

                       available.

 

 

               8.  MEETING ROOM POLICY

                      

                    1.  The meeting room at the East Alton Public Library is intended

                          primarily for library programming and staff activities, and this

                          usage takes precedence over all others.

                     2.  When not needed for library purposes, the room may be used

                          by community organizations, and is equally available to all

                          groups that meet the requirements.

                     3.  Reservations must be made by an adult who will be responsible

                          for the conduct of the meeting and for any damages to Library

                          property.

                     4.  The meeting room is reserved on a first-come, first-served basis,

                          and will be reserved no more than six months in advance.  A fee

                          of $20 per meeting is payable at the time of scheduling.  This fee

                          is non-refundable.

                     5.  The meeting room may not be used for any profit-making

                          purposes, including "come-ons" for profit-making events in the

                          future; nor for religious or ethical society services of partisan 

                          political or commercial groups.

                     6.  The name or address of the East Alton Public Library may not be

                          used as the official address or headquarters of an organization.

                     7.  The meeting room must be left in a neat and orderly condition,

                           Decorations using sand, water, tape, or lighted candles may

                           not be used, and nothing may be attached to the walls or

                           ceilings.

                     8.  Refreshments consisting of light snacks and beverages prepared

                          in advance may be served, with the exception of alcoholic

                          beverages.

                     9.  Use of Library equipment will be permitted, if requested in 

                          advance and is available.

                   10.  Meetings must be scheduled during regular open hours of the

                           Library.

                   11.  The Library is not responsible for any injuries or accidents

                           occurring on Library property or for the loss or damage of an

                           organization's possessions.

                   12.  Organizations holding meetings assume responsibility for any

                           damage to the Library.  The Library is a smoke-free facility.

                   13.  Permission will be denied to any organization that is disorderly

                           or objectionable.

         14.    This policy may be modified by the Board of Trustees at any 

            time.

 

 

                                                          

       D.  CIRCULATION REGULATIONS

                  

             1. CLASSIFICATION OF PATRONS

 

                 a.  Residents:

                      Library cards will be issued free of charge to residents of the

                      corporate limits of the District.  However, deposits may be required

                      on certain technical manuals, or other high-loss items.  Patrons 

                      under age 18, unless emancipated, must have the signature

                      of parent or legal guardian to obtain a library card.  Resident library

                      cards expire every 3 years from date of issue.

 

                 b.  Non-Residents

                      1.  A non-resident borrower is a person who does not reside

                           within the corporate limits of the District.

                      2.  Paid cards:

                           Non-residents who qualify for a card issued by the District must .       

                           Pay an annual fee determined for the District by the Illinois State

                           Library.

                 c.  Reciprocal Borrowers:

                      1.  A reciprocal borrower is a patron who has a valid library card

                            from any public library that is a member in good standing of any

                            Illinois Library System.

                       2.  Reciprocal borrowers are accorded the same rights, privileges,

                            and responsibilities as resident and non-resident patrons,

                            except for intersystem ILL.  In the event a reciprocal borrowing

                            imbalance is declared restrictions may be imposed.

 

         

     2.   GENERAL POLICIES

 

            a.  Patrons must present valid library cards to check out materials.

                 1.  Library card replacement fee shall be $1.00 each for the first

                      3 cards.  The fee for the 4th shall be $5.00.

                 2.  The fee to replace the barcode label shall be $.50, provided the

                       library card is still usable and the barcode label has not been

                       tampered with deliberately, in which case the replacement fee

                       shall be $1.00.

            b.  Confidentiality of Patron Records.

                 All circulation records and other records identifying the name of

                 Library patrons shall be confidential.  Such records shall not be

                 made available to any individual or to any agency of federal, state,

                 or local government except pursuant to such process, order, or

                 subpoena as may be authorized under the authority and pursuant to

                 federal, state, or local law relating to civil, criminal, or administrative

                 procedures or legislative investigatory power.  Upon receipt of such

                 process, order, or subpoena, the Library's officers will consult with 

                 legal counsel to determine if such process, order, or subpoena is in

                 proper form and whether there is good cause for its issuance, and if

                 it is not in proper form, shall insist that such records be corrected.

  

                 The above policy does not prohibit exchange of information for the

                 purpose of materials retrieval with other libraries.

 

          c.  Unattended Children

                

               In order to prevent undue disruption of normal library activities, and

               also to provide for the general welfare of all persons using the Library,

               and, in order to provide for the general safety of children using the

               Library, the following rules and regulations shall apply:

               

              1.  All children age 5 years or younger, at all times shall be attended

                   and adequately supervised by a responsible person, e.g., an 

                   adult or a mature adolescent.

              2.  Children who exceed 5 years in age, but who are less than 8 years

                    in age may be left unattended in the Library for up to one-half hour

                    during scheduled library programs.  The person responsible for the

                    supervision of said child may elect to be absent for the duration of

                    the program.  If the person responsible for the supervision of a child

  intends to leave the building while his/her child remains at the     

 Library, then the person shall leave word at the central desk area as to his/her

 whereabouts.  However, persons responsible for children who have special problems 

related to physical or mental ability, disruptive behavior, emotional problems, lack of 

adequate attention span, incomplete social skills, etc., shall remain with their children at all

 times, and the above mentioned exception or absence during supervised library programs

 shall not apply to these children.

              3.  Children from the age of 8 years and older may used the Library

                    unattended, subject, of course, to other rules and regulations of

                    the Library concerning behavior, conduct and demeanor.

 

                    The District assumes no responsibility for children left unattended

                    on Library premises.

 

 

   IV.  POLICY AND REGULATIONS AFFECTING PERSONNEL

          

         A.  EMPLOYMENT POLICIES AND PROCEDURES

 

              The Library has two general classifications of staff -- professional and

              support.  Professional staffs are those individuals who have a Master's

              Degree in Library or Information Science from an ALA accredited

              institution.  Support staff are those individuals, part or full time, who

              assist in the daily operation of the Library.

 

              The Library observes an Affirmative Action Program, as required by

              law, to encourage all qualified persons to apply for appointment.  The

              Library does not discriminate for reasons of race, gender, creed,

              color, marital status, age, origin or disability.

 

             Blood relatives of employees or Board members shall not be considered 

              for employment.

 

              Procedures:

              1.  Applications for the position of Director shall be submitted in

                   writing to the Board.   Applications for other staff positions shall

                   be submitted in writing to the Director.  Applications will be 

                   accepted only if a vacancy has occurred.

              2. The Director shall be employed by Board decision.  Other

                   personnel shall be employed by the Director subject to Board

                   approval.

              3.  Applications shall be presented to the Board for consideration.

              4.  The Director shall make recommendations for employing other

                   personnel.

              5.  In all instances, the Board shall make the final decision.

              6.  Pursuant to Public Act 86-1459 the East Alton Public Library

                   District provides a drug-free workplace.

          

          B.  SALARIES

 

                1.  Salaries shall be reviewed annually before the beginning of the

                     new fiscal year.  In the case of new personnel, review may be

                     made more often.

                2.  The Board shall make every effort to keep salaries competitive.

                3.  Grievances regarding salary and working conditions shall be

                      addressed in writing to the Director, who will present the grievance

                      to the Board at the next regular Board meeting.

                4.  Salary paychecks shall be distributed on the 15th and on the last

                      banking day of the month.

 

          C.  HOURS OF WORK

 

                1.  A normal week shall consist of 40 hours for full-time employees.

                     Anything less shall be considered part-time.

 

                2.  Employees shall be required to report to work promptly, as

                     scheduled by the Director.  Repeated violations of work schedule

                     shall subject an employee to a reduction in salary.  Continued

                     violations shall be cause for dismissal.

 

          D.  BENEFITS

 

                1.  Vacations and Leaves

 

                     a.  Paid vacations for the Professional Staff and Support Staff

                          shall be based on the employment anniversary as follows:

                  

                          Professional Staff:  1-2 years employment         3 weeks

                                                         3+ years employment          4 weeks

          

                                                                          

                            Support          1-4 years employment           2 weeks

                               Staff :            5-10 years employment         3 weeks

                                                    11+ years employment          4 weeks

 

                      b.  The Director shall have final approval of all vacation

                           scheduling.

                      c.  Vacation time is non-cumulative.

                      d.  Paid sick leave of 10 days per year shall be allowed, with

                           the accumulation of up to 360 days, based on the employment

                           anniversary.  Sick leave benefits shall cease upon termination

                           of employment.

                      e.  Part-time employees shall receive no paid sick leave,

                           vacation, or holidays.

                       f.  2 days personal leave shall be granted each full-time employee

                           each year, time to be approved by the Director.

                      g.  3 days leave for full-time personnel may be granted in the event

                           of a death in the immediate family.  The immediate family is

                           defined as spouse, children, parents, grandparents, brothers,

                           sisters, parents-in-law, and dependent relatives living in the 

                           home.

                      h.  Compensatory time off by employees for extra time which is

                           worked at the request of the Director must be scheduled within

                           60 days.

                       i.  Requests for other leaves of absence shall be presented to the

                           Director who shall present them to the Board for consideration.

                       j.  All employees are encouraged to attend the professional

                           workshops and conferences with reasonable expenses to be

                           paid by the Board.  Reimbursement shall be to current staff

                           members only.  Vehicle mileage shall be reimbursed at the

                           rate as authorized by the IRS.

                      k.  Any permanent, full-time employee who becomes pregnant,

                           and who requests leave will be granted time off without pay

                           for a period not to exceed ninety (90) days.

                           Employees on a maternity leave status shall not accrue

                           vacation or sick days, or be paid for any holidays during the

                           leave.  Upon return the employee shall receive either her

                           former position or one of equal classification.  An employee

                           failing to request leave may be ordered to do so if she is

                           unable to satisfactorily perform her job.  The Library Director

                           may request a Doctor's statement relative to the woman's

                           condition at any time during the term of pregnancy.  Accrued

                           sick leave days may be used instead of or to extend the

                           ninety days maternity leave.

 

             2.  Insurance

                  All employees are covered under Workmen's Compensation.  Life,

                  accident and group medical insurance shall be provided under the

                  District plan for each employee and his or her dependents, upon

                  proof of insurability.  Employees scheduled to work 40 hours per

                  week are qualified. Employees hired after November 1, 2002 shall 

                  have medical insurance provided solely for the employee.

                  Dependant/spouse coverage is available under the District plan by 

                  the employee reimbursing the library for the monthly cost of the 

                  coverage.

                      

                 

                  

          

             3.  I.M.R.F.

                  All employees meeting Illinois Municipal Retirement Fund guide-

                  lines are covered by and granted all rights and privileges provided

                  by the Illinois Municipal Retirement Fund, with all contributions 

                  toward such being paid by the Board as permitted by law.

 

             4, Annuities

                  Any full-time employee may enroll in a tax-sheltered annuity, with the

                  employee's contribution taken as a salary reduction as appropriate

                  to the fund.

 

 

          E.  PERSONNEL FILES

 

               1.  A personnel file shall be established for each employee.  The file

                    shall contain all current and future references to the following

                    materials:

                    a.  Application for employment

                    b.  Time sheets with sick day and vacation records

                    c.  Letters of reference

                    d.  Letters of recommendation and commendation

                    e.  Disposed disciplinary proceedings, if any

                     f.  Employee evaluations

                     

               2.  Each employee shall have the right, upon written request to the

                    Director or Board Secretary, to review the contents of that 

                    employee's own personnel file in the presence of the Director

                    or Board Secretary, and place therein written reactions to any of

                    its contents.

 

               3.  Files on pending disciplinary action shall be separate and 

                    remain confidential until conclusion of all procedures.

 

   

           F.  RESIGNATIONS

 

                1.  Resignations by the Professional Staff shall be submitted in

                     writing to the Board, with at least 1 month's notice.  Resignations

                     by support staff shall be submitted in writing to the Director, with

                     at least 2 weeks' notice.

                                                                                                                                             

                 2.  If proper notice has been given, earned and accrued leave

                      shall be paid according to the proportion of full months

                      worked to the employee anniversary date.

 

                 3.  A resignation shall result in the forfeiture of other accrued rights

                      of continued employment.

   

            G.  TENURE

 

                  1.  The first 6 months of employment shall constitute a probationary

                        period, during which the individual is trained and evaluated for

                        effective performance in the position.

 

                   2.  Following satisfactory completion of the probationary period,

                        the employment of a full-time staff member carries with it all

                        possible assurance of tenure as long as assigned duties are

                        performed competently and in accordance with Library policy

                        and insofar as Library budget considerations allow.

 

              H.  DISMISSAL

 

                   1.  Responsibility for the dismissal of the Director shall rest with 

                        the Board.  Responsibility for the dismissal of other staff shall

                        rest with the Director, pending approval by the Board.   

 

                   2.  Actions taken regarding employee shortcomings shall be:

                        a.  Written warning specifically identifying the shortcoming(s)

                             which, if not remedied, could be the basis for termination of

                             employment.

                         b.  Conference with the employee.

                         c.  Written notice of termination.

 

                   Notice of termination shall be at least 30 days before the effective

                   date of termination.  The recommendation for dismissal may include

                   suspension with pay.

 

                   3.  The employee has the right to request a review and/or hearing

                        of any complaint against him or her in accordance with federal

                        and state laws and regulations.

                   4.  The Board has final decision in all cases.

 

             I.  RETIREMENT

             

                 Congress has extended the provisions of the Age Discrimination in

                 Employment Act to workers over 70 years of age.  Therefore, the

                 East Alton Public Library District does not recognize any

                 mandatory retirement age.  The I.M.R.F. Pension Plan states that

                 65 is the normal retirement age.

 

             J.  ACCIDENTS AT THE LIBRARY

 

                  It is the policy of the East Alton Public Library District to abide by

                  OSHA guidelines as set forth in the Federal Register, Vol. 58,

                  No. 235, Friday, December 6, 1991. Rules and Regulations for

                  handling blood borne pathogens including HIV and Hepatitis B.

 

                   The Library will follow universal precautions in treating all blood

                   and body fluids as if they are infectious.

 

                  1.  Disposable gloves will be worn when handling blood or body

                       fluids (vomiting).

                  2.  Protective dressings shall be worn over any breaks in the skin.

                       If any employee has a sore or skin condition that is weeping, that

                       employee should not be handling blood or body fluids.

                  3.  Clean up spills promptly and keep work areas and surfaces clean

                       by using an appropriate and approved disinfectant.  One part

                       bleach to nine parts water should be replaced often with a fresh

                       mixture as it does not have a long shelf life.

                  4.  Needles and sharp objects should be disposed of properly by

                       placing in a puncture-proof box.

                  5.  Laundry and waste must be labeled or identified so all staff know

                       that is contaminated.  It must be disposed of in leak-proof

                       containers.  Red hazard bags will be supplied to employees.

                  6.  Disposable equipment will be used whenever possible. Do not

                       try to clean or reuse.

                  7.  All non-disposable equipment must be cleaned and disinfected

                       with approved solutions and procedures.

                  8.  Employer shall ensure that employees wash their hands in the

                       prescribed manner immediately after removal of gloves or other

                       protective equipment with soap or other approved antiseptic hand

                       cleansers.

9.     Employees shall report any exposure to blood and other body

fluids  immediately to the Director.  Employees shall immediately wash the exposed area with soap and warm water.  If the exposure is a splash to the mouth, rinse immediately.  If the exposure is a splash to the eyes, immediately irrigate the affected eye with cool water for no less than 10 minutes, with the flow of water going from nose to temple.

 

                       The employee will contact their family physician within 24 hours

                       of exposure and follow the physician's recommendation for testing

                       and vaccination.   Said expenses will be paid for by the employer.

 

K. ETHICS ORDINANCE 

 

1. SECTION 1: The Code of Ordinances of East Alton Public Library District is hereby amended by the addition of the following provisions: insert as K under Policy and Regulations Affecting Personnel

 

ARTICLE 1

 

DEFINITIONS

 

Section 1-1. For purposes of this ordinance, the following terms shall be given these definitions:

 

"Campaign for elective office" means any activity in furtherance of an effort to influence the selection, nomination, election, or appointment of any individual to any federal, State, or local public office or office in a political organization, or the selection, nomination, or election of Presidential or Vice-Presidential electors, but does not include activities (i) relating to the support or opposition of any executive, legislative, or administrative action, (ii) relating to collective bargaining, or (iii) that are otherwise in furtherance of the person's official duties.

 

"Candidate" means a person who has filed nominating papers or petitions for nomination or election to an elected office, or who has been appointed to fill a vacancy in nomination, and who remains eligible for placement on the ballot at a regular election, as defined in section 1-3 of the Election Code (10 ILCS 5/1-3).

 

"Collective bargaining" has the same meaning as that term is defined in Section 3 of the Illinois Public Labor Relations Act (5 ILCS 315/3).

 

"Compensated time" means, with respect to an employee, any time worked by or credited to the employee that counts toward any minimum work time requirement imposed as a condition of his or her employment, but for purposes of this Ordinance, does not include any designated holidays, vacation periods, personal time, compensatory time off or any period when the employee is on a leave of absence. With respect to officers or employees whose hours are not fixed, "compensated time" includes any period of time when the officer is on premises under the control of the employer and any other time when the officer or employee is executing his or her official duties, regardless of location.

 

"Compensatory time off" means authorized time off earned by or awarded to an employee to compensate in whole or in part for time worked in excess of the minimum work time required of that employee as a condition of his or her employment.

 

"Contribution" has the same meaning as that term is defined in section 9-1.4 of the Election Code (10 ILCS 5/9-1.4).

 

"Employee" means a person employed by the East Alton Public Library District, whether on a full​time or part-time basis or pursuant to a contract, whose duties are subject to the direction and control of an employer with regard to the material details of how the work is to be performed, but does not include an independent contractor.

 

"Employer" means the East Alton Public Library District.
 
"Gift" means any gratuity, discount, entertainment, hospitality, loan, forbearance, or other tangible or intangible item having monetary value including, but not limited to, cash, food and drink, and honoraria for speaking engagements related to or attributable to government employment or the official position of an officer or employee.

 

"Leave of absence" means any period during which an employee does not receive (i) compensation for employment, (ii) service credit towards pension benefits, and (iii) health insurance benefits paid for by the employer.

 

"Officer" means a person who holds, by election or appointment, an office created by statute or ordinance, regardless of whether the officer is compensated for service in his or her official capacity.

 

"Political activity" means any activity in support of or in connection with any campaign for elective office or any political organization, but does not include activities (i) relating to the support or opposition of any executive, legislative, or administrative action, (ii) relating to collective bargaining, or (iii) that are otherwise in furtherance of the person's official duties.

 

"Political organization" means a party, committee, association, fund, or other organization (whether or not incorporated) that is required to file a statement of organization with the State Board of Elections or a county clerk under Section 9-3 of the Election Code' (10 ILCS 5/9-3), but only with regard to those activities that require filing with the State Board of Elections or a county clerk.

 

"Prohibited political activity" means:

 

(1) Preparing for, organizing, or participating in any political meeting, political rally, political demonstration, or other political event.

 

(2) Soliciting contributions, including but not limited to the purchase of, selling, distributing, or receiving payment for tickets for any political fundraiser, political meeting, or other political event.

 

(3) Soliciting, planning the solicitation of, or preparing any document or report regarding anything of value intended as a campaign contribution.

 

(4) Planning, conducting, or participating in a public opinion poll in connection with a campaign for elective office or on behalf of a political organization for political purposes or for or against any referendum question.

 

(5) Surveying or gathering information from potential or actual voters in an election to determine probable vote outcome in connection with a campaign for elective office or on behalf of a political organization for political purposes or for or against any referendum question.

 

 (6) Assisting at the polls on Election Day on behalf of any political organization or candidate for elective office or for or against any referendum question.

 

(7) Soliciting votes on behalf of a candidate for elective office or a political organization or for or against any referendum question or helping in an effort to get voters to the polls.

 

(8) Initiating for circulation, preparing, circulating, reviewing, or filing any petition on behalf of a candidate for elective office or for or against any referendum question.

 

(9) Making contributions on behalf of any candidate for elective office in that capacity or in connection with a campaign for elective office.

 

(10) Preparing or reviewing responses to candidate questionnaires.

 

(11) Distributing, preparing for distribution, or mailing campaign literature, campaign signs, or other campaign material on behalf of any candidate

for elective office or for or against any referendum question.

 

(12) Campaigning for any elective office or for or against any referendum question.

 

(13) Managing or working on a campaign for elective office or for or against any referendum question.

 

(14) Serving as a delegate, alternate, or proxy to a political party convention.

 

(15) Participating in any recount or challenge to the outcome of any election.

 

"Prohibited source" means any person or entity who:

 

(1) is seeking official action (i) by an officer or (ii) by an employee, or by the officer or another employee directing that employee;

 

(2) does business or seeks to do business (i) with the officer or (ii) with an employee, or with the officer or another employee directing that employee;

 

(3) conducts activities regulated (i) by the officer or (ii) by an employee, or by the officer or another employee directing that employee; or

 

 (4) has interests that may be substantially affected by the performance or non-performance of the official duties of the officer or employee.

 

ARTICLE 5
 
PROHIBITED POLITICAL ACTIVITIES
 
Section 5-1. Prohibited political activities. (a) No officer or employee shall intentionally perform any prohibited political activity during any compensated time, as defined herein. No officer or employee shall intentionally use any property or resources of the East Alton Public Library District in connection with any prohibited political activity.

 

(b) At no time shall any officer or employee intentionally require any other officer or employee to perform any prohibited political activity (i) as part of that officer or employee's duties, (ii) as a condition of employment, or (iii) during any compensated time off (such as holidays, vacation or personal time off).

 

(c) No officer or employee shall be required at any time to participate in any prohibited political activity in consideration for that officer or employee being awarded additional compensation or any benefit, whether in the form of a salary adjustment, bonus, compensatory time off, continued employment or otherwise, nor shall any officer or employee be awarded additional compensation or any benefit in consideration for his or her participation in any prohibited political activity.

 

(d) Nothing in this Section prohibits activities that are permissible for an officer or employee to engage in as part of his or her official duties, or activities that are undertaken by an officer or employee on a voluntary basis which are not prohibited by this Ordinance.

 

(e) No person either (i) in a position that is subject to recognized merit principles of public employment or (ii) in a position the salary for which is paid in whole or in part by federal funds and that is subject to the Federal Standards for a Merit System of Personnel Administration applicable to grant-in-aid programs, shall be denied or deprived of employment or tenure solely because he or she is a member or an officer of a political committee, of a political party, or of a political organization or club.

 

ARTICLE 10
 
GIFT BAN
 
Section 10-1. Gift ban. Except as permitted by this Article, no officer or employee, and no spouse of or immediate family member living with any officer or employee (collectively referred to herein as "recipients"), shall intentionally solicit or accept any gift from any prohibited source, as defined herein, or which is otherwise prohibited by law or ordinance. No prohibited source shall intentionally offer or make a gift that violates this Section.

 

Section 10-2. Exceptions. Section 10-1 is not applicable to the following:

 

(1) Opportunities, benefits, and services that are available on the same conditions as for the general public.

 

(2) Anything for which the officer or employee, or his or her spouse or immediate family member, pays the fair market value.

 

(3) Any (i) contribution that is lawfully made under the Election Code or (ii) activities associated with a fundraising event in support of a political organization or candidate.

 

(4) Educational materials and missions.

 

(5) Travel expenses for a meeting to discuss business.

 

(6) A gift from a relative, meaning those people related to the individual as father, mother, son, daughter, brother, sister, uncle, aunt, great aunt, great uncle, first cousin, nephew, niece, husband, wife, grandfather, grandmother, grandson, granddaughter, father-in-law, mother-​in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half brother, half sister, and including the father, mother, grandfather, or grandmother of the individual's spouse and the individual's fiancé or fiancée.

 

(7) Anything provided by an individual on the basis of a personal friendship unless the

recipient has reason to believe that, under the circumstances, the gift was provided because of the official position or employment of the recipient or his or her spouse or immediate family member and not because of the personal friendship. In determining whether a gift is provided on the basis of personal friendship, the recipient shall consider the circumstances under which the gift was

offered, such as: (i) the history of the relationship between the individual giving the gift and the recipient of the gift, including any previous exchange of gifts between those individuals; (ii) whether to the actual knowledge of the recipient the individual who gave the gift personally paid for the gift or sought a tax deduction or business reimbursement for the gift; and (iii) whether to the actual knowledge of the recipient the individual who gave the gift also at the same time gave the same or similar gifts to other officers or employees, or their spouses or immediate family members.

 

(8) Food or refreshments not exceeding $75 per person in value on a single calendar day; provided that the food or refreshments are (i) consumed on the premises from which they were purchased or prepared or (ii) catered. For the purposes of this Section, "catered,” means food or refreshments that are purchased ready to consume which are delivered by any means.

 

(9) Food, refreshments, lodging, transportation, and other benefits resulting from outside business or employment activities (or outside activities that are not connected to the official duties of an officer or employee), if the benefits have not been offered or enhanced because of the official position or employment of the officer or employee, and are customarily provided to others in similar circumstances.

 

(10) Intra-governmental and inter-governmental gifts. For the purpose of this Act, "intra-governmental gift" means any gift given to an officer or employee from another officer or employee, and "inter-governmental gift" means any gift given to an officer or employee by an officer or employee of another governmental entity.

 

(11) Bequests, inheritances, and other transfers at death.

 

(12) Any item or items from any one prohibited source during any calendar year having a cumulative total value of less than $100.

 

Each of the exceptions listed in this Section is mutually exclusive and independent of every other.

 

Section 10-3. Disposition of gifts. An officer or employee, his or her spouse or an immediate family member living with the officer or employee, does not violate this Ordinance if the recipient promptly takes reasonable action to return a gift from a prohibited source to its source or gives the gift or an amount equal to its value to an appropriate charity that is exempt from income taxation under Section 501 (c)(3) of the Internal Revenue Code of 1986, as now or hereafter amended, renumbered, or succeeded.

 

ARTICLE 15
 
ETHICS ADVISOR
 
Section 15-1. The President, with the advice and consent of the Board of Trustees shall designate an Ethics Advisor for the East Alton Public Library District. The duties of the Ethics Advisor may be delegated to an officer or employee of the East Alton Public Library District unless the position has been created as an office by the East Alton Public Library District.
 
Section 15-2. The Ethics Advisor shall provide guidance to the officers and employees of the East Alton Public Library District concerning the interpretation of and compliance with the provisions of this Ordinance and State ethics laws. The Ethics Advisor shall perform such other duties as may be delegated by the Board of Trustees.
 
ETHICS COMMISSION
 
Section 20-1. There is hereby created a commission to be known as the Ethics Commission of the East Alton Public Library District. The Commission shall be comprised of three members appointed by the President with the advice and consent of the Board of Trustees. No person shall be appointed as a member of the Commission who is related, either by blood or by marriage up to the degree of first cousin, to any elected officer of the East Alton Public Library District. 
 

Section 20-2. At the first meeting of the Commission, the initial appointees shall draw lots to determine their initial terms. Two commissioners shall serve 2-year terms, and the third commissioner shall serve a one-year term. Thereafter, all commissioners shall be appointed to 2​year terms. Commissioners may be reappointed to serve subsequent terms.

 

At the first meeting of the Commission, the commissioners shall choose a chairperson from their number. Meetings shall be held at the call of the chairperson or any 2 commissioners. A quorum shall consist two commissioners, and official action by the commission shall require the affirmative vote of two members.

 

Section 20-3. The President, with the advice and consent of the Board of Trustees, may remove a commissioner in case of incompetence, neglect of duty or malfeasance in office after service on the commissioner by certified mail, return receipt requested, of a copy of the written charges against the commissioner and after providing an opportunity to be heard in person or by counsel upon not less than 10 days' notice. Vacancies shall be filled in the same manner as original appointments.

 

Section 20-4. The Commission shall have the following powers and duties:

 

(1) To promulgate procedures and rules governing the performance of its duties and the exercise of its powers.

 

(2) Upon receipt of a signed, notarized, written complaint, to investigate, conduct hearings and deliberations, issue recommendations for disciplinary actions, impose fines in accordance with Section 25-1 (c) of this Ordinance and refer violations of Article 5 or Article 10 of this Ordinance to the appropriate attorney for prosecution. The Commission shall, however, act only upon the receipt of a written complaint alleging a violation of this Ordinance and not upon its own prerogative.

 

 (3) To receive information from the public pertaining to its investigations and to require additional information and documents from persons who may have violated the provisions of this Ordinance.

 

(4) To compel the attendance of witnesses and to compel the production of books and papers pertinent to an investigation. It is the obligation of all officers and employees of the East Alton Public Library District to cooperate with the Commission during the course of its investigations. Failure or refusal to cooperate with requests by the Commission shall constitute grounds for discipline or discharge.

 

(5) The powers and duties of the Commission are limited to matters clearly within the purview of this Ordinance.

 

Section 20-5. (a) Complaints alleging a violation of this Ordinance shall be filed with the Ethics Commission.

 

(b) Within 3 business days after the receipt of a complaint, the Commission shall send by certified mail, return receipt requested, a notice to the respondent that a complaint has been filed against him or her and a copy of the complaint. The Commission shall send by certified mail, return receipt requested, a confirmation of the receipt of the complaint to the complainant within 3 business days after receipt by the commission. The notices to the respondent and the complainant shall also advise them of the date, time, and place of the meeting to determine the sufficiency of the complaint and to establish whether probable cause exists to proceed.

 

(c) Upon not less than 48 hours' public notice, the Commission shall meet to review the sufficiency of the complaint and, if the complaint is deemed sufficient to allege a violation of this Ordinance, to determine whether there is probable cause, based on the evidence presented by the complainant, to proceed. The meeting may be closed to the public to the extent authorized by the Open Meetings Act. The Commission shall issue notice to the complainant and the respondent of the Commission's ruling on the sufficiency of the complaint and, if necessary, on probable cause to proceed within 7 business days after receiving the complaint.

 

. If the complaint is deemed sufficient to allege a violation of Article 10 of this Ordinance and there is a determination of probable cause, then the Commission's notice to the parties shall include a hearing date scheduled within 4 weeks after the complaint's receipt. Alternatively, the Commission may elect to notify in writing the attorney designated by the corporate authorities to prosecute such actions and request that the complaint be adjudicated judicially. If the complaint is deemed not sufficient to allege a violation or if there is no determination of probable cause, then the Commission shall send by certified mail, return receipt requested, a notice to the parties of the decision to dismiss the complaint, and that notice shall be made public.

 

If the complaint is deemed sufficient to allege a violation of Article 5 of this Ordinance, then the Commission shall notify in writing the attorney designated by the corporate authorities to prosecute such actions and shall transmit to the attorney the complaint and all additional documents in the custody of the Commission concerning the alleged violation.

 

(d) On the scheduled date and upon at least 48 hours' public notice of the meeting, the Commission shall conduct a hearing on the complaint and shall allow both parties the opportunity to present testimony and evidence. The hearing may be closed to the public only if authorized by the Open Meetings Act.

 

(e) Within 30 days after the date the hearing or any recessed hearing is concluded, the Commission shall either (i) dismiss the complaint or (ii) issue a recommendation for discipline to the alleged violator and to the President, or impose a fine upon the violator, or both. The particular findings in the case, any recommendation for discipline, and any fine imposed shall be a matter of public information.

 

(f) If the hearing was closed to the public, the respondent may file a written demand for a public hearing on the complaint within 7 business days after the issuance of the recommendation for discipline or imposition of a fine, or both. The filing of the demand shall stay the

enforcement of the recommendation or fine. Within 14 days after receiving the demand, the Commission shall conduct a public hearing on the complaint upon at least 48 hours' public notice of the hearing and allow both parties the opportunity to present testimony and evidence. Within 7 days thereafter, the Commission shall publicly issue a final recommendation to the alleged violator and to the President or impose a fine upon the violator, or both.

 

(g) If a complaint is filed during the 60 days preceding the date of any election at which the respondent is a candidate, the Commission shall render its decision as required under subsection (e) within 7 days after the complaint is filed, and during the 7 days preceding that election, the Commission shall render such decision before the date of that election, if possible.

 

(h) The Commission may fine any person who intentionally violates any provision of Article 10 of this Ordinance in an amount of not less than $1,001 and not more than $5,000. The Commission may fine any person who knowingly files a frivolous complaint alleging a violation of this Ordinance in an amount of not less than $1,001 and not more than $5,000. The Commission may recommend any appropriate discipline up to and including discharge.

 

(i) A complaint alleging the violation of this Act must be filed within one year after the alleged violation.

 

Section 25-1. Penalties. (a) A person who intentionally violates any provision of Article 5 of this Ordinance may be punished by a term of incarceration in a penal institution other than a penitentiary for a period of not more than 364 days, and may be fined in an amount not to exceed $2,500.

 

(b) A person who intentionally violates any provision of Article 10 of this Ordinance is subject to a fine in an amount of not less than $1,001 and not more than $5,000.

 

(c) Any person who intentionally makes a false report alleging a violation of any provision of this Ordinance to the local enforcement authorities, the State's Attorney or any other

law enforcement official may be punished by a term of incarceration in a penal institution other than a penitentiary for a period of not more than 364 days, and may be fined in an amount not to exceed $2,500.

 

(d) A violation of Article 5 of this Ordinance shall be prosecuted as a criminal offense by an attorney for the East Alton Public Library District by filing in the circuit court an information, or sworn complaint, charging such offense. The prosecution shall be under and conform to the rules of criminal procedure. Conviction shall require the establishment of the guilt of the defendant beyond a reasonable doubt.

 

A violation of Article 10 of this Ordinance maybe prosecuted as a quasi-criminal offense by an attorney for the East Alton Public Library District, or, if an Ethics Commission has been created, by the Commission through the designated administrative procedure.

 

(e) In addition to any other penalty that may be applicable, whether criminal or civil, an officer or employee who intentionally violates any provision of Article 5 or Article 10 of this Ordinance is subject to discipline or discharge

SECTION 2: This Ordinance shall be in effect upon its passage, approval and publication [if required] as provided by law.

 

L. SEXUAL HARASSMENT POLICY

 

1.     It is the policy of the library to provide and maintain a work place environment free from discrimination based on sex. race, color, religion, national origin, age, disability and any other class protected by law. Harassment based on these characteristics is a form of unlawful discrimination when submission to or rejection of this conduct affects an individual’s employment, unreasonably interferes with an individual’s work performance or creates a intimidating, hostile or offensive work performance or creates an intimidating, hostile or offensive work environment.

 

Harassment based on sex is defined as unwelcome sexual advances and other offensive verbal or physical conduct of a sexual nature. Other unlawful harassment is defined as verbal or physical conduct that is offensive to or shows hostility or aversion toward an individual because of race, color, religion, national origin, age, disability, sexual orientation or board members.

 

Harassment in any form is prohibited and will be tolerated. Employees who engage in unlawful harassment are subject to discipline up to and including discharge. Visitors or patrons who engage in unlawful harassment may be permanently expelled from the library.

 

Employees who believe they have been subjected to unlawful harassment have the right to file a written or verbal complaint with the library director. A prompt investigation of the allegations will be conducted and the findings fill be documented.  To the extent possible, this investigation will be conducted in a confidential manner that protects the identity of all parties. The complaining employee will be informed of the outcome of the investigation.

 

If, after investigation, an accused harasser is found to have violated the policy, appropriate disciplinary action will be taken against the offender. Discipline will be based on the facts and circumstances of each case. Such discipline will be progressive.

 

If the library determines that an employee made an intentionally dishonest or malicious complaint, disciplinary action will be taken against the complainant. Any employee who knowingly assisted the complainant will also be disciplined. 

 

The library prohibits any form of retaliation against an employee who files a legitimate unlawful harassment complaint or assists in the investigation of a complaint. 

 

The library director is responsible for the administration of this policy. 

     

 

