ATTACHMENT G

Per Capita Grant Requirements 2021

Marcy will review the 2021 Per Capita Grant requirements at the Board Meeting. Attached are
several chapters of the Standards for Illinois Public Libraries: Serving our Public 4.0. Please
review.



Chapter 1(Core Standards)

National Public Library Definition

Public library statistics are collected annually from more than 9,000 public librarics through the
Public Library Statistics Cooperative (PLSC) for public library data and disseminated by the
Institute of Museum and Library Services (IMLS).

Descriptive statistics are collected for all public libraries. Data is available for individual public
libraries and is also aggregated to state and national levels.

In order to accurately compare public library data from all fifty states, every state has agreed to
collect public library.data using the “PLSC Public Library Definition” as detailed below:

A public library is an entity that is established under state enabling laws or regulations ro serve a
community, district, or region, and that provides at least the following:
‘1. an organized collection of printed or other library materials ot a combination thereof;
2. paid swaff
3. an estblished schedule in which services of the staff are available to the public;
4, the facilities necessary to support such a collection, staff, and schedule; and

5. is supported in whole or part with public funds.

Introduction

As with past editions, the Serving Our Public 4.0 task force struggled in finding the balance
between inclusivity and secting the bar at a meaningful level. The consensus of the current and
former task force members is that a “one-size-fs-all” document is not plausible. Public libraries
are largely locally funded and should be uniquely suited to the needs and resources of their
communicies and users. Nevertheless, it is in the public Interest and the interest of the library
community to have the word “library” signify certain standard conditions that one could expect
to find. A library that does not currently meet one or more of the core or other standards might
cite thar deficiency in making a case for increased funding, Coming up to the standard might be
thie Focus of one or more objectives in a library’s strategic plan. The staff and boards of libraries
thar meet basic standards might pose the query, “What makes a library effective?” and consider
ways of enhancing the library's effectiveness in serving its communiry. After reviewing the federal
library standards and other states’ library standards, the task force outlined the following basic
essential standards that all linois public libraries should work daily to uphold:

1. operate in compliance with linois library law;*
have an organized collection of information;

have writcen library policies approved by the library’s governing body;

have a trained, paid staff to manage the collection and provide access to it;

2
3
4. have a fixed location(s} with posted regular hours of services;'
5
6. besupported in part or in whole by public funds; and,

7

have an identifiable library marerials budget.

Hlisivis law does alio recognize contractual libravies.
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In addition to these essential siandards, listed below are standards thac have been enbianced
and defined.

lllinois Public Library Core Standards

Core 1 'The library provides uniformly gracious, friendly, timely, and reliable service ro ali users,

.Core 2 The library is established and operates in compliance with Chapter 75 of the Mineis
Compiled Statutes.

Core 3 ‘The library is governed by a board of trustees elected or appointed and constituted in
compliance with the relevant sections of Chapter 75 of the Mlinois Compited Statutes.

Core 4 The library complies with all other state and federal laws thar affect library operacions.
(See Appendix A)

Core 5 'The library adopts and adheres ro the principles set forth in the American Library
Association’s (ALA} Library Bill of Rights and other ALA intellectual freedom statements

and interpretations.

Core 6 The library adoprs and adheres to the Code of Ethics of the American Library Association.
'The library adopts and adheres to the Public Library Trustee Erhics Statement, developed by
United for Libraries, a division of ALA.

Core 7 The board of trustees adopts written bylaws that outline the board’s purpose and
operational procedures and address conflict-of-interest issues. (See Appendix C}

Core 8 The board of trustees appoints a qualified librarian as library administrator and delegates
acrive management of the library to the library administrator. (For the purposes of
this document, a qualified Jibrarian is a person holding a Master-of Library Science
(MLS), Master Science in LIS, Master of Library and Information Science (MLIS), or
other comparable degree from an ALA-accredited program and/or actively participates
in continuing education opportunities each year offered by the Tllinois State Library,
regional library systems, and the Hlinois Library Association. Library boards and
communitics should strive to have a minimum of one staff member holding an ALA-
accredited master’s degree.}

Core 9 The board of trustees meets regularly, in accordance wich the Hllinois Compiled Statutes,
with the library administrator in attendance. All board meetings and board commirtee
meetings shall comply with the Open Meetings Act,

Core 10 The board of trustees has exclusive control of the expenditure of all monies collected,
donated, or appropriated for the library fund and all property owned by the libracy.

Core 11 'The library has a board-apptoved written budget. The budget is developed annually by
the library adminiserator and the board with input from the staff.

Core 12 The board of trustees annually derermines if the library’s revenues are sufhicient ro meet
the needs of the community. If the revenues are nat sufficient, the board of trustees will
take action to increase the library’s revenues.

Core 13 The library has a board-approved mission statement, a long-range/strategic plan,
disaster prevention and recovery plan, collection management policy, persounel policy,
technology plan, and other policies as appropriate to the library’s operation and
regularly updates and maintains them as appropriate, (See Appendices F and H)

2+ Serving Our Public 4.0: Standards for Illinois Public Libraries




Core Standards

Core 14 The library administrator presents written monthly reports, including statistics, on
Jibrary operations to the board of trustees. In addition, monthly fiscal reports are
presented by the library administrator and/or the library board treasurer.

Core 15 "The board of trustees annually reviews the performance of the library administraror.

Core 16 The libracy is a member of an Tilinois regional library system, fulflls the membership
requirements of its system, is a responsible partner in the Mlinois Library and
Information Network (ILLINET), and participates in resource sharing through
interlibrary loan and reciprocal borrowlng,

Core 17 The library provides access to resource sharing databases, participates in resource sharing
by entering the librarys collections into a regional, statewide, or narional database, and
actively promotes resource sharing via intetlibrary loan and reciprocal borrowing,

Core 18 The library utilizes a variety of methods to communicate with its community.

Core 19 'The library is located in a facility designed or renovated for library purposes and
: complies with all applicable local, state, and federal codes.

Core 20 A library is open a minimum of fifteen hours per week according to the Tllinoss
Administrative Code [23 11, Adm. Code 3030.110].

Core 21 As a bascline, the library appropriates money to major budget categories (personnel,
benefits, library materials, other operating expenditures) vising the [flinois Public Library
Annual Repert statewide percentages analysis.

Core 22 The library board and staff promote the collections and services available to its
communicy,

Core 23 Ar least every five years, and more frequently if necessary, the library conducts a review
to determine if the library is providing facilities, collections and services in a quantity, at
a time, and in a manner thar meets the needs of the community.
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Chapter 2 (Governance and Administration)

Public library service is provided to the people of Tllinois through local tax-supported public
fibraries, regional library systems, the Illinois Seate Library, and the statewide library network
(ILLINET). linois public libraries are governed by boards of trustees elected or appointed
according to the provisions of the Zinois Compiled Statntes under which the libraries are
established—village, city, town, districr, township, etc. '

For linois public libraries to maintain the highest standards of excellence, they shall be staffed by
a qualified librarian, be administered by a board of trustees, file an Minois Public Library Annual
Report (IPLAR) with the Hlinois State Library, have a written mission statement and a long-
range/strategic plan, and periodically review policics and procedures thac reflect the needs of the

local community.

Library boards carry the full responsibility for the library and its policies. The three roles of a
library trustee are to hire the library administrator, make library policy; and approve library
budgets. Administering library policy, including management of day-to-day operations, collection
management, technology plans, and staffing decisions, is delegated to the library administracor.
The library administrator provides the board with clear, relevant, and timely information that will
enable it to make informed decisions in regard to policy, planning, and budget.

Governance and Administration Standards

1. 'The mission statement and long-range/strategic plan are developed by the board,
«dministrator, and staff and then approved by the board. These documents are based on
a sound knowledge of public library service and a deep understanding of the community.
Surveys, neighborhood dialogues, hearings, and input from staff members who serve the
community on a daily basis provide a framework for this underscanding. The process
includes the difficult task of eliciting input from those who do not use the library.

'The Library prepares, on an annual basis the [llinois Public Library Annual Report
(IPLAR). The Illinois State Library is the agency legally required to: (1) compile,
preserve and publish public library statistical information (15 ILCS 320/7{m)}, and

(2) compile the annual report of local public libraties and library systems submitted to
the State Librarian pursuant to law [15 TLGCS 320/7(n}]. In addition, all lincis public
fibraries ate required by stature {75 ILCS 16/30-65] to preparc an annual report. The
library administrator, on a monthly basis, prepares 2 monthly report for the library board
of trustees. This report will include, ar the minimum, the minutes of the last month's
meeting, monthly financial statements, administrator report, and library use statistics.

=2

3. The board reviews most library policies every three years. The policy governing the
selection and use of library materials must, by law, be reviewed biennially. [75 ILCS 5/4-

7.2 or 75 ILCS 16/30-60].

4. Board members participate in relevant local, stare, regional, and national decision
making to effect change that will benefic libraries, This can be achieved through a variety
of methods. Among these, board members can:

a.  Writc, call, or visic legislators
b. Actend meetings of other units of local government
c.  Serve on ALA, ILA, or system legislative commitrees

d. Participate in other community organizations that have similar legislative interests
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e. Include the subject of legislation on board meeiing agendas
f.  Provide a forum for local community issues

5. The board and the library administeator develop and conduct a meaningful and
comprehensive orienration program for each new board member. This can be achieved
by creating a trustee orientation checklist. (See Appendix D)

6. On an annual basis, each trustee participates in a continuing education activity thar
focuses on libraries, trusteeship, or other issues pertinent ro libzaries and repoxts on this
aceivity to the full board.

7. The library provides financial support for trustee membership in ILA and ALA as well as
trustee attendance at workshops and conferences when fiscally possible,

8. ln encouraging citizens 1o run for the position of fibrary trustee ar in recommending
citizens for appointment, the standing library board of trustees can use the following as a
guide:

a. Library trustees ave selecred for cheir interest in the library, their knowledge of
the community, their ability to work well with ochers, their willingness to devote
the tme and effore necessary o carry out the duries of a trustee, their open-
mindedness and respect for the opinions of others, and rheir abilicy to plan and
establish policies for services.

9. 'The library keeps adequate records of library operations and follows proper pmcedmea
tor disposal of records. (See Appendix B)
10. ‘The library complies and keeps currene wich appropriate Hlinois and federal laws
pertaining to public libraries.
a. The library complies with the [llinois Open Meetings Act {5 ILCS 120] and
has a written policy specifying, at a minimum, how srustee board meetings and
meetings of board commitiees are publicly posced, how other types of notification
are made, and how the public arrends and may participate in board and
committee meerings.

b. The library has a written Americans with Disabilities Act (ADA) policy.

¢ ‘The library has a written equal employment opportunity policy and a written
workers' compensation procedure.

d. The library bonds all staff and trustees responsible for library finances.

11

The library has a board-approved set of written bylaws cthar govern the conduct of the
board of trustees and its relationship to the library and staff. Bylaws provide the library
board of trustees with guidelines thar allow for consistent, organized, and productive
meetings and opetations. The library trustees regularly review the bylaws to ensure the
library board is operating under the bylaws’ gmdclmee, and to ensure that the bylaws
meer current organizational needs,

12. The library maintains insurance covering property and liability, including volunteer
Habiliry.

13. The library haga chala of command in place that will provide a smooth transition
process-when key members of the libraty staff leave the organizarion.
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Governance and Administration

Governance and Administration Checklist

Library has an elecied or appointed board of trustees.
Library has a qualified library administrator.

Library administrator files an Tllinais Public Libravy Annual Report (IPLAR) with the
Tllinois State Library.

Library administrator prepares monchly reports (including statistics) of operations and
services for the board’s review.

Library administrator and/or library board treasurer prepares monthly fiscal reports
for the board’s review.

Library has a mission statement and a long-range/strategic plan.

Library maintains an understanding of the community by surveys, hearings, and other
means. :

Library board reviews library policies on a regular basis.

Library board members participate in local, state, regional, and national decision
making that will benefit librartes.

Library develops an orientation program for new board members.

Library board members attend local, regional, state, and national conferences
ry g
pertinent to libraries when fiscally possible.

Library keeps adequate records of library operations and follows proper procedures for
disposal of records.

Library complies and keeps current with appropriate Illinois and federal laws
pertaining o public libraries.

Library has a board-approved set of written bylaws that govern the conduct of the
board of trustees and irs refationship to the library and staff.

Library maintains insutance covering property and liability, including volunteer
liabilicy:

Library has a written succession plan focused on both internal and external alent
development to fill anticipared needs for library leadership and other key personnel,

Serving Qur Public 4.0: Standards for Hinois Public Libraries 7




Chapter 3 (Personnel)

A good public library has a qualified seaff that is paid compecitive salaries. The staff is well ¢rained
through an ongoing program of staff development thac includes both in-service training and
participation in relevant classes, workshops, and mcetings outside the library. Staff has a thorough
understanding of all library policies and is able o interpret those policies to library pacrons. The
public has uccess to the services of a qualified fibrarian, '

For the pueposes of this document, a full-time equivalent cmployee (FTE) works 37.5 hours per
week including paid breaks of 15 minutes or fess bur excluding paid or unpaid meal breaks of 20
minures or more:

Personnel Standards

1. “To easure that library staff has a clear understanding of cheir responsibilities and rights as
employees, the library has a board-approved personnel policy. The policy is developed by
the library administrator with input from the staff,

2. Stafting levels are sufficient to carry our the library's mission, develop and implement the
library's long-range/stracegic plan, and provide adequate staft to offer all basic services
during all che hours tha the library is open. The library's leve] of sclf-service versus
assisted] staffing should be considered when calculating adequate staffing levels. Basic
services include circulation and reference. (See Appendix E)

3. Job descriptions for all positions and a salary schedule are included in the personnel
policy or pravided clsewhere. The job descriptions and salary schedule are revigwed
periodically {preferably annually, but at least every three years) and revised as needexd.
Staff members have access to rhese documents.

4. Personnel policy, job descripdons, and hiring practices are in compliance with the Equal
Employment Opportunity Commission (EEOC) guidelines and the requirements of the
Americans with Disabilities Act.

5. The libeary compensates staff in & fair and equitable manner. Salartes alone typically
account for up w 60 percent of che toral budger. Salaries plus fringe benefies (FICA
pension and health insurance) account for up o 70 percent. The library should conduct
a marker benchmarking study with pay ranges, conducted by a reputable company,
to determine currenc competitive pay practices for their library. If the library does not
fyave the means to do such a study it should seek advice from their library system for
guidance.

6. The library gives each new employee a thorough oricntation and introduces the employee
to the particular responsibilicies of the neéw employee’s job. The orientation includes but
is not limired to the mission stacement, library policies, guidelines, services of the library,
employment benefits, and opportunities for continuing education.

7. The library has a performance appraisal system in place that provides staff with an annual
evaluation of currenr performance and guidance in improving or developing new skills.

8. 'The library supports and-encourages staff to acquire new skills, keep current with
new dc_velopméms in public libraries, and renew their enthusiasm for library work.
Aceeiidance ar [ocal, regional, srate, and national conferences; relevane courses,
workshops, seminats, and in-service uaining; and other library-related meetings provide
a vaiisty of learning experiences. The library provides paid work time and funding for
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registration and relared expenses, While funding constraints may limir the total number
of stalf who can arrend conferences, the atcendance of a least the library administrator: at
the state library association conference is encouraged and funded.
9, 'The library provides access to library journals and other professional lirerature for the
stafl.
10. Public library trustees abd administrators are aware of federal, state, and loéal STATUICS
and regulations refevant to personnel administration. Principal regulations include:
Fair Labor Standards Act [29 U.S.C. 201 et seq.]
Illinois Fhwman Rights Act [775 ILCS 5/1-101 et seq.]
Américans with Disabifities Act [42 U.S.C. 12101 et seq.]
Iilinois Collective Bargaining Successor Employer Act [820 ILCS 10/0.01 ef seq.}
Hiinois Public Labor Relations Act [5 ILCS 315/1 et seq.]
Occupational Safety and Health Act [29 U.8.C. 651 et seq.]
Family and Medical Leave Act of 1993 (29 U.S.C. 2601 to 2654)
Civil Rights Act (Tirle VII) [42 U.5.C. 2000¢]
11. The library complies with state and federal laws and codes that affect library operations.
These laws include:
Environment Barriers Act [410 TLCS 25/1 et seq.]
Hllinois Accessibility Code [71 Adm. Code 400 et seq. ]
Open Meetings Act [5 1LCS 12071 et seq ]
Freedom of Information Act [5 ILCS 140/1 e seq.]
Local Records Act [30 ILCS 205/1 et seq.] .
State Records Act 5 ILCS 160/1 70/2 and 5/1-7 et seq] i
Library Records Confidentiatity Aet [75 TLCS 70/1 et seq] :
Drag Free Warkplace Act [30 TLCS 580/1 ef seq.]
Awmericans with Disabilities Act [42 U.S.C. 12101 ef seq.]
Fair Labor Standards Act [29 U.S.C. 201 et seq.]
Blovdborne Pathagens Standard [29 C.ER. 1910.1 030]
Wage Payment and Collection Act {820 ILCS 115/1 ef seq.]
Misnimum Wage Act [820 TLCS 105/1 et seq.]
Piblic Officer Prabibited Activities Act [50 ILCS 105/3 et seq.]
Hlinois Governmental Activities [5 ILCS 420/4A-101 et-seq.]
Personnel Recovd Review Act (820 TLCS 40/0.01 et seq.]
Local Governmental Employees Political Rights Act (50 TLCS 135/1 et seq.]
Right to Privacy in the Workplace Act [820 ILCS 55/1 et seq]
Victims' Economic Security and Safety Act {820 1LCS 180/1 et 5eq.]
School Visitation Rights Act (820 1LCS 147 et scq.]
Tdentity Protection Acr [5 ILCS 17911 ef seq ]
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Personnel

Library has a board-approved pessonnel policy.
[ Library has staffing levels thar are sufficlent to carry out the library's mission.

[ Library has job descriptions and 2 salary schedule for all library positions. The job
descriptions and salary schedule are periodically reviewed and revised as needed.

[ Library's hiring practices are in compliance with EEOC guidelines and the Americans
with Disabilities Act.

[ Library salarics and fringe benefits account for up 0 70 percent of total operations
budget.

[J Library gives each new employee a thorough orientation.

[} Library evaluates staff annually.

{1 Library staff and administrarion artend local, regional, state, and national conferences
as well as training workshops and seminars where feasible.

(] Library provides staff access to library literature and ocher professional development

materials.

[ Public library trustees and administrators are aware of federal, state, and local statutes
and regulations relevant to personnel administration.

1 The library complies with state and federal laws that affect library operations.
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f:Chapter 4 (Access)

“The physical library remains central to successful service and while no one model can meer every
need, some common requirements will help to create a funcrional and enjoyable environment
for both staff and patrons. ‘These include adequate and accessible space 10 house and circulate the
collections, comfortable and light filled spaces for the public and staff, meeting and study spaces
for both group and individual use, and yourh spaces that inspirc and teach children of all ages.
Every five years the board should review the long term space needs of the library in conjunction
with the library's surategic plan, While planning for the expanding mission of public libraries,
Aexible space with a high degree of connectivity should be a central idea for future programs to
be accommaodated with minimal physical chunge.

Access Standards

1. To the greatest excent possible, the library shoufd aim to meet the requirements of the
Amtericans wirh Disabilitics Act (ADA) in order to provide a universal experience for all
patrons. This shall include parking and building access along with internal circulation
including elevators, toiler rooms, and seating for both staft and parrons. Available grants
should also be exploted as applicable,

2. The library should provide adequate, safe, well-lighted, and convenient parking during
all hours of service. The minimum number of required parking spaces Is usually governed
by local ordinance, In the absence of focal standards, libraries should provide one space
per 500 square feet of library area.

3. ‘The library’s entrance should be clearly visible, easily idencified, and well illuminated
for both arriving vehicles and pedestrians, When possible, the encrance should face the
direction used by the majoricy of the parrons.

4. The library should be adequarely illuminated and provide a number of lighting
environmencs chat are suitable for different uses. Narural light will be employed
whenever possible.

5. The library should have clear wayfinding and adequate internal signage. All signage is in
compliance with applicable federal, state, and local regulations.

6. Service points within the library should be clearly marked and visible for intuitive
wayfinding relative to function and collections.

7. 'The abilicy for the public library to provide either aceess to current rechnologies is key
to both the staff and patron efficiency and experience. The library should allocate funds
annually as part of the capital assessment report in order to remain relevant and provide
adequate services in this ever-changing environment. ‘

8. Visually and/or physically separate spaces should be allocated for both the yourh
and adult collections and seating, including separate computing areas, along with a
separation between the public compurers for each age group. When possible, additional
spaces for eicher teen or tween patrons can also be created with age appropriate services
such as furniture for hanging out, collaboration, gaming, and art projects, gaming
consoles, and dedicated AV computers. '

9. 'The library should provide enough appropriate shelving and other rypes of display
and storage ro provide patrons with easy access and clear understanding of a variety of
different materials. Shelving in each area should be appropriately scaled relative to the
specific use and function.
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10. "The library should have sturdy and comfortable furnishings in sufficient quantity and
variety to meer the needs of mulsiple types and ages of users. Furniture in youth areas
shall be sizes appropriate for small children along with typical sized fueniture for adult
caregivers, Where possible, furniture shall be equipped with integrated power and data
connections to facilitate mobile computing, Furniture and fabrics should be commercial
grade or certified for or other high-traffic public use.

11. Ideally, a library should be open at least 25 hours per week although the minimum
' lisced in Jlinois Administrative Code is 15. [23 Il Adm. Code 3030.110] The hours are
scheduled for the convenience of the community the library is serving,

£ "The library provides the fight amount of space of the right kind to meet the provisions
of its long-range/serategic plan.

(] At least once every five years, the board directs a review of the library’s long-term
space needs.

[ ‘The staff are familiar with the requirements contained in the Americans with
Disabilizies Act (ADA) and work o address deficiencies in order to provide universal
access to all patrons.

[0 The library, including branches or other service points, is locared at a site that is
determined to be most convenient for the community.

[ The library provides adequate, safe, well-lighted, and convenient parking during all

hours of service. :
{7 The library has the minimum required number of parking spaces.
[J The library’s entrance is easily identified, clearly visible, and well lighted.

(] The library has an identifying sign clearly visible from the street. Additional signs
Y g sig ¥ g
guide users from arterial streets to the library.

{] The library has adequate internal signage.
" The library’s lighting levels comply with lighting standards.
[J All signage is in compliance with applicable federal, state, and local regulations.

[J "The library building supports the implementation of current and fature
relecommunications and electronic information rechnologies.

[Z} The library has sturdy and comfortable furnishings in sufficient quantity ro meet user
needs.

[ Space is allocared for child and family use with furniture and equipment designed for
use by children.

(7] "Ihe library has enough shelving and other types of display and storage to provide
patrons with easy access to all materials.

[ Shelving in the areas serving young children is scaled to their needs.
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Chapter 5 (Building Infrastructure and
Maintenance)

A library facility includes building and grounds, furnishings, building related equipment such as
mechanical and HVAC equipment, elevators, etc. Every Jibrary is different, Some library facilities
are simpler than others and may not include every component listed in these standards. These
standards are writren to apply to large and small libraries. In some cases, smaller library facilities
ate simpler, and with some basic knowledge, can be maintained by the staff.

Good facility manigement is fiscally responsible and will result in fewer emergencies, lowered .
risk, and more attractive surroundings for staff and patrons, and leads to beter planning. A well- '
managed facility is safer, more predictable, and less stressful to manage. A well-managed facility

also increases the community’s truse in the library and how the community’s resources are spent.

The standards indicated in this manual are primarily the library administrator’s responsibility.
However, the library administravor can assign certain tasks to other personnel or vendors, and
implement a system to ensure they are petformed. In order to properly manage the library
facility, the library administrator should have sufficient knowledge and familiarity with the
facility systems to decide when it is appropriate to retain a professional to assist in the inspection,
evaluation, and design of various repairs to the facility.

Building Infrastructure and Maintenance Standards

1. The [ibrary maintains an inventory of all facility systems, including sufficient basic g
information that can be used in maintenance operations. This list should be prepared by
the library administrator.

2. The library’s facility inventory system list should be consolidated in an easily accessible
document which is made available in electronic formar such that it can be accessed by ' 4

key staff ac all times remotely.

3. An ongoing maintenance checldist of building maintenance that needs to be donc ona
routine or ongoing basis should be kept. Ongoing maintenance is a prevenrative measure
to ensure thae facility systems do not fall into a state of disrepair. Ongoing maintenance
can extend the service life of many ireros and reduce frequency of breakdowns. As an
example, elevator inspections and maintenance are typically performed based on a
regular schedule and contracted through an annual maintenance contract.

P B S e

4, 'The library's operating budget should include funds for all ongoing maintenance costs.

The library should maintain a periodic repair checklist of repairs to the facility thar may
be fequired on a periodic basis, typically more than one-year incervals. Periedic repaits

should be performed to extend service life of certain facility systems, and to prevent _
fyrther deterioration of the systems. When performed in a timely fashion, periodic L
repairs can address small issues before they become larger and more costly problems.

6. ‘The library budget should allocate funds for periodic repairs in either of its operating
budget or special reserve fund. . 5
7. “The libraty should have a lis of all projected building capital projects. Capital projects
ate those projects that involve major repairs, rehabilitation, and/or replacement of facility

systems. Such projects are implemenced when a facility system has reached the end of
its service life, or when defects in the original construction necessitate major repairs/

replacement,
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8, ‘The libraty develops a capital rescrve fund that will fund major capital projects. Annual
contributions to such a fund will allow the library to have sufficient funding ro eake care
of the needed project. In general any item thar cannot be accounted for in the library’s
operating budget should be accounted for in the library's capical reserve fund.

9. 'The library should have a capital asset plan. This plan can be wricten by the library
administrator or by an ourside professional. A capital asset plan will project facility
funding needs over a ten, fifteen, and twenty-year period.

10. 'The board of trustees should review the library capiral plan on annual basis to ensure all
projects are addressed.

11. Every threc to five years, review and update the capital asset plan to be certain all costs
and interest rates dre current,

12. All wartanties, manuals, contact information, and other such documentation should be
* organized and consolidated for easy access.

13. The library should strive to make its building as environmentally friendly as possible.

Building Infrastructure and Maintenance Checklists

See Appendix ] (New Pacility Planning) and Appendix K (Facilicy Management Checklists) for
in-depth building infrastructure and maintenance checklists.
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af _gtér 6 (Safety)

ansistericy and formal rules can help the Jibrary stay a safe public space. Library staff must share

.sponsibility for the safety and security of patrons as well as staff members. The issuc of library

fery and security covers a wide range of concerns, from nataral disasters to more serious incidents
thef and assaulr. Emergencies can happen anywhere, at any time. Planning for emergencies

essaty at the most basic levels. All libraries should address emergency preparedness.

aFé.j::y Standards

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

2. Alibrary Hoor plan shows entrances, exits, location of emergency supplies, fire alarms,
and fire excinguishers.

3. The library has an erergency manual and a disaster plan that include instructions for
all types of emergencies that might occur in a public Jibrary. The plan addresses: bomb
threats, chemical release, earthquake, fire, gas leak, serious medical injury or illness, thefr,
threats to staff and patrons including active shooter, missing child, suspicious packages,
severe weather, and lockdown procedures.

4. 'The library provides annual emergency training for staff int the following areas: fire and
tornado drills, use of fire extinguishers, and location of the first aid kit, If the library has a
NARCAN? kit and/or automated external defibrillator (AED), staff eraining is provided,

5. 'The library provides 2 call list and contact information that is reviewed biannually.
Call list includes staff and library board membess. Contact information is available for
contractors who provide building maintenance, telecommunication support, deliveries,
damage assessment, insurance benefits, fandscaping and grounds support, legal advice,
supplies, financial records, utilities, and disaster assistance.

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

7. Emergency equipment such as electric, gas and warer switches, fire extinguishers, and fire
alarms are noted on a library floot plan and are tested biannually.

8. Safety of patrons and seaff is paramount in an emergency. If chere is time to consider
property, a priotitizarion list shows what should be salvaged in order of importance.

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

10. The library has a procedure such as a phone tree for letting staff know when it is insafe
to enter the library building.

11. The library has a designated tornado shelter.

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

marked.
13. The library provides adequate securiry for staff, users, and-collections. .

14, The library has a strong relationship with local police and commiunity safety personnel
and communicates with them on a regular basis about safety issues affecting the library.
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15. At least twa people (one may be a volunteer) shall be on duty during all open hours of
operation. '

16. Copies of the emergency manual and disaster plan are provided to community safery
personnel,

17. Libraries with security cameras must have a policy for use and guidelines including real
time access, archived aceess, and records retention. Signage notifying the use of the
cameras must be displayed,

Safety Checklist
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"Ihe library provides a list of emergency call numbers at all staff phones in the library.

‘The library has a floor plan that shows entrances, exits, location of emerpency
supplies, fire alarms, and fire extinguishers.

The library has an emergency manual and disaster plan.

The library provides emergency training for staff. including fire and rornado drills,
use of fire extinguishers, and location of the first aid ki, NARCAN® kit, and an
auromared external defibrillator,

The library provides a call list and contact information that is reviewed biannually,

Emergency medical supplies are stored in a designated location and are accessible to
staff,

Emergency equipment such as elecute, gas and water switches, fire extinguishers, and
fire alarms are noted on a library foor plan and are tested biannually.

A prioritization list shows what should be salvaged in order of importance.

A building safery checklist includes daily, weekly, quarterly, semi-annual, and annual
safety procedures. :

A procedure exists for letting staff know when it is unsafe to enter the building.
The library has a designared rornado shelter.

Emergency exits and evacuation roures out of the library and to the tornado shelter
are clearly marked. Fire extinguishers are clearly marked,

'The library provides adequate security for staff, users, and collecdons.

The library has a strong relationship with local police and community safery personnel
and comumunicates with chem on a regular basis about safety issues affecting the
library.

At least two people (one of whom may be a volunceer) shall be on dury during all
open hours of operation. i

Copics of the emergency manual and disaster plan are provided to community safety o
personnel. o

A policy for security camera usage has been adopted and signage is posted.

Standards for lllinois Public Libraries




Chapter 7 (Collection Management)

The purpose of the collection management standards is to ensure that Illinois public libraries offer a
full range of materials and clectronic resources that are current, accessible {cataloged/classified), and
relevant to community needs. Collecrion management includes planning, selecting, and building
of resources in all formats needed by a library’s community. Based on community needs, the library
collcction development policy should address selection and evaluation of materials, purchase
priorities, and weeding of the collection. Collection evaluation and weeding is an ongoing process
where materials are reviewed by analyzing use, age, condition, timeliness, and general coverage in
order to improve availability and comprehensiveness and to identify users’ changing taste and needs. :
OF utmost importance, community members must bave a means by which they can participate in
the selection of materials.

i The public libsdry’s mission is to provide a wide range of materials in a variety of formats, such as
b electronic content, and in sufficient quantity to meet the needs and interests of the communiry.
If electronic readers are provided, they should be accessible for people with disabilities. Illinois ;
libraries are best able to provide materials by developing a collection management program and
participating in resource sharing. ‘The keys to quality collection management and resource sharing
are adequate funding and trained library staff.

Library collections can be expanded beyond the physical boundaries of the library through
resotirce sharing, cooperative collection management, and electronic resources, such as e-books.
No one library can provide from its own collection all the materials that are required to meet
the needs of its patrons. All libraries can enhance their collection by participating in interlibrary ¥
loan practices and participating in and ucilizing statewide electronic darabases/resource offerings, E
such as OCLC membership and WorldCat, as well as regional [ibrary system and other consortial
group piirchase opportunities as outlined in the following chaprer. Also, libraries can become
more proactive information providers by using local funds ro ficense electronic full-text databases
of local interest. Librarics in close proximity to one another should consider forming a cooperative
collection management plan. Cooperative collection plans coordinate selection and purchase of _
miterials between libraries. Finally, librarics also can contribure to resource sharing by digitizing
focal materials. Local history materials are often unique and have interest thar is not exclusive to : ;
the immediate local area. Since these materials are unique and irreplaceable, digitizing them allows
for preservation as well as broad access and should be encouraged as a goal for library excellence. d

Collection Management Standards

1. The library spends a minimum of 8 to 12 percent of its operating budget on materials
for patrons. For the purposes of calculating spending on materials refer to Appendix 1 !

{Collection Management Worksheer). ‘

2. 'The library has a board-approved, written collection management policy based on
¢ommunity needs and interests, demographic makeup, the diversity of American
society, and on professional standards. The library’s collection development policy shall ;
address the following issues: materials selection; request for reconsideration of materials;
handling of print donations, collection specialties and purchase priorities; and evaluation
and weeding of the collection.

. Scaff responsible for collection management is professionally trained in general principles
of selection and weeding as well as in their specific areas of responsibilities.

4, Staff responsible for collection management has access to a variety of review sources and
selection tools including both print and web-based sources.
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j §. ‘The library staff uses accepted professional techniques for collection management.
Such techniques may include quantitative measures (i.e., circulation-per-capita and
turnaround rates, weeding (i.c., the CREW method), user surveys, and questionnaires. -

6. ‘The library places a high priority on collection development. Although use of the
collection and the size of the population are the primary factors, there may be additional
factors that affect the sizc of the collection. Examples of these additional factors include
local history, genealogy, and a linguistically diverse population.

7. The library provides access ro materials in a variety of formats to ensure equal access
for special population groups. Examples of some of these formats are e-books, audio
books on CI3 or MP3, books in Braille, vetted information found enline; and closed-
captioned, described, or signed videos or DVDs.

8; ‘The library strives to complement its print collection by purchasing electronic materials
and make these materials available to all users through a vaciery of resources.

9. The library publicizes and promotes interlibrary loan to its patrons. The library develops
procedures thar ensure that interlibrary loan is a simple and effective way for patrons to
receive materials and information afrer all local resources have been exhausted.

10. Library staff members are trained in and follow the policies and procedures relating to
the ILLINET Interlibrary Loan Code and the ALA Interlibrary Loan Code.

a. The library agrees ro be a responsible borrower. Before initiating an interlibrary
loan request, requesting libraries should exhaust their own local resources.

b. Library budgers should put priority on purchasing materials that best serve their
community. :

¢. Libraries should check statewide resource sharing databases such as OCLC
FirstSearch befare placing any requests and be responsible for copyright
compliance.

d. The borrowing library is always responsible for irems, including marerials lost in
transit or by the patron as specified by the ALA and ILLINET Juterlibrary Loan
Codes.

' Collection Management Checklist

[0 The library board of trustees ensures that the library has a publicly funded budger
to purchase materials. The minimum annual expendicure for materials for any size
library should be 2 minimum of 8 to 12 percent of the operating budget.

[} Library budgets should put priority on purchasing materials that best serve their community.
[l 'The library has a written collection development policy approved by the board.

[J Materials are cataloged according to standard library practices utilizing MARC 21,
AACR2 Rules, Sears/LC subject headings, and RDA.

[ Library collections are evaluated annually to measure the effectiveness of community
use of the collection and weeded if deemed appropriate.

{7 "The library considers forming a cooperative collection plan with other libraries in
close proximity to one another,
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Collection Management

(1 "The fibrary strives to complement its prine collection by purchasing electronic
materials and making them available o patrons through a variety of methods.

[J The library publicizes and promotes interlibrary loan to irs parrons.

[ Library staff is trained in and follows policies and procedures related to the ILLINET
Inieslibrary Loan Code and the AUA Interlibrary Lo Code. Librasies agree o be
responsible borrowers and lenders.
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