NILES PUBLIC LIBRARY DISTRICT

POLICY MANUAL



Table of Contents

l. Library Mission and Long Range Plan

1SS (o o PP 1.01
LONG RANGE PIAN .cooiii e 1.02
L. BYIAWS et e e e e e e eeaaas 2.01

I1l.  Administrative and Service Policies

LiDrary RECOIAS. ...ccciiiiiiiiieiee ettt e e 3.01
LIiDrary RUIES ...ttt e e 3.02
Services of the LiDrary ... 3.03
Borrowers and BOrrowers’ Cards...........ooeoiieeeeeiiiiiee et 3.04
Lending RegUIALIONS ..........eeiiiiiiie e 3.05
Library COlECLION ......coiieeee e 3.06
Maintaining the COlECHION .........cooiiiiiiiii e 3.07
Library Programming ..........eeeeeioooiiiiieie et e e eee e e 3.08
Displays and EXNIDItS ..........oooiiiiiii e 3.09
Bulletin Boards, Posters and HandoutS .............ocvveiiiiieee e 3.10
Unattended Children .........ocueeeiiiiie et 3.11
School and Public Library COOPeration ............occuueeeeeieeeiniiiiiieeeee e 3.12
Cooperation With Other LIDraries ............ueeeiiiiiiiiiiieeeeeieeee e 3.13
MEELING ROOMS ..ottt e e 3.14
Public and Community RelationsS ...t 3.15
Gifts and Special DONAtIONS.......c..ciiiiiiiiiiiii e 3.16
Friends Of the LIDrary ..........eeeiiii e 3.17
Parking LOT ... ...ttt e r e e e e e s eeeaaa s 3.18

SMOKE-FIree FACITIES ... .cocveeieieie e e e 3.19



Americans With DISADIlItIES ACE.......cooviiieiiiiiei e 3.20

INTEINEL ACCESS ... 3.21
INVESTMENE POLICY ...t e e e 3.22
Verbatim Record of Closed Meetings.........cooviiiiiiiiiiii i 3.23

IV. Personnel Policies

Personnel ManUAL ...........c.cooiiiiiiiiiee e 4.01
Y o] 01011141 o | PR 4.02
Employment and DiSCIPINE..........ccociiiiiiiie e 4.03
GriEVANCE PrOCEUUNE ......cuiiiiiiieetie ettt et 4.04
ADSENCE REPOITING ...uuvviiiiiieie et e e e e e e e s s errr e e e aaaeeeaans 4.05
SICK LBAVE. ...eeiitiee ettt b et eneas 4.06
Holidays and CIOSINGS .......uuviiiieeiiiiiiie e arrree e 4.07
Vacation AlIOWANCES ........ccoiiieiiiieiie ettt 4.08
PErSONAl DAYS....uuiiiiiieeiiiiiiiii e e s e e e e s e e e e e e e e e aeaeaeas 4.09
Leaves of Absence WithOUt Pay.........ccccceeeiiiiiiiiiiiic e 4.10
CoMPASSIONALE LEAVE ........uviiiiiiieeee it e e sctr e e e e e e e s e e e e e e e e nnnraees 4,11
JUIY DULY <t e e e e e e e e e e 4.12
Attendance at Professional MEEtiNgS ........ccvvveeieeeiiiiiiiiieeee e e e 413
TrAVEl EXPENSES ...uvtiiiiiiie ettt ettt e e e e e e st e e e e e e s s s an e e e e e e e e e e e nnnes 414
Computer, Staff USe Of ... 4.15
Drug-Free WOIKPIACE. .......uuiiiiie et srraee e 4.16
Sexual Harassment POIICY ........coiiiiiiiiiiiiiicc s 417
[N F=T 0o 11 o o 4.18

Personnel ReCOrds POlICY.......c.oe i e e e e e e e 4.19



Appendices

Americans with Disabilities Act Grievance Procedures..................... Appendix A
Americans with Disabilities Act Grievance Form..........cccccceveeeeiiiinnns Appendix B
FOIMIS e e a e e e e Appendix C
INCIdeNt REPOIT FOIM ... C-1
Request for Reconsideration of Library Material...........c.c.ccooevcvvvvieeneeenn. C-2
Reservation of Meeting ROOM ...........cooiiiiiiiiiiie et C-3
Leave of Absence AppliCation .........ccccoo i1 C-5
Staff Performance Evaluation..............ccccooieniie i C-8
Request to Recognize Performance Which Exceeds Requirements....... C-9
Bill of Rights/Freedom to Read...........cccceeviiiiiiiiieiiee e Appendix D
Library Bill Of RIGNES......cciiiiiiiiiiice e D-1
Freedom to Read Statement ...........ccoceveiieeiiiienie e D-2
Job Descriptions and Salary Schedule ........ccccccooiviiiiiienn e, Appendix E

Rules for Participation in Meetings by Telephone Conference Call
Or Other Electronic MEaNS..........cc.vii i i e e e Appendix F
Freedom of Information Act Practices and Procedures................... Appendix G

NPLD Organization Chart..........cccoiie i i i e e e G-1



