
VILLAGE OF MCFARLAND NOTICE OF PUBLIC MEETING
LIBRARY BOARD

Monday, March 4, 2019 5:15 PM E.D. Locke Public Library

AGENDA

   

1. CALL TO ORDER
   

2. PUBLIC APPEARANCES AND COMMUNICATION
   

3. ACTION ITEMS
  a. Motion to approve the minutes of the February 4, 2019 meeting.
     

  b. Approval of the February 2019 general fund bills and trust fund bills.
     

   

4. INFORMATION ITEMS
  a. 2018 Budget Update
     

  b. 2019 Budget Update
     

  c. Director's Report
i.   Library System Report
ii.  Friends Report
iii. Endowment Report

     

  d. Monthly Statistical Report
     

   

5. ITEMS FOR DISCUSSION AND POSSIBLE ACTION
  a. Library Board Member Terms
     

  b. Parking lot closure for bike rodeo
     

  c. 2018 Annual Report Review
     

  d. Study Room Policy
     

   

6. ADJOURNMENT

This meeting notice constitutes an official meeting of the above referenced group and was posted in accordance with all applicable 
laws related to Open Meetings Law.  It is possible that members of and possibly a quorum of members of other governmental bodies 
of the municipality may be in attendance at the above stated meeting to gather information.  No action will be taken by any 
governmental body at the above stated meeting other than the governmental body specifically referred to above in this notice.  Upon 
reasonable notice, efforts will be made to accommodate the needs of disabled individuals.  For additional information or to request this 
service, contact the McFarland Municipal Center at (608) 838­3153 or cassandra.suettinger@mcfarland.wi.us.
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Approval of Minutes
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: Motion to approve the minutes of the February 4, 2019 meeting.
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
1. 2019 Feburary LB Minutes
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VILLAGE OF MCFARLAND

Library Board Minutes
Monday, February 4, 2019 ­ 5:15 PM

Page 1 of 2

1. CALL TO ORDER

 

Peter Sobol called the Library Board to order at 5:15 p.m. the E.D. Locke Public Library, 
meeting room 103.

Members present: Karin Mandli, Member Evan Richards, Peter Sobol, Ken Machtan, 
Village Trustee Mary Pat Lytle, Michael Shumway
 

Members not present: Sharon Payne
 

Staff Present:  Heidi Cox

2. PUBLIC APPEARANCES AND COMMUNICATION
 

3. ACTION ITEMS
 

  a. Motion to approve the minutes of the January 7, 2019 meeting.

   
Motion by Ken Machtan, second by Village Trustee Mary Pat Lytle, to approve the 
minutes of the January 7, 2019 meeting. Motion carries 6 ­ 0 ­ 0 by acclamation.

  b. Motion to approve the January 2019 general fund bills and trust fund bills.

   
Motion by Ken Machtan, second by  Evan Richards, to approve the January 2019 
general fund bills and trust fund bills. Motion carries 6 ­ 0 ­ 0 by acclamation.

4. INFORMATION ITEMS
 

  a. 2018 Budget Update
   

  b. 2019 Budget Update
   

  c. Director's Report
Library Systems Report
Friend's Report

   

  d. Monthly Report
   

5. ITEMS FOR DISCUSSION AND POSSIBLE ACTION
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  a. 2018 Annual Report

   

Motion by Member Evan Richards, second by Karin Mandli, to approve allowing the 
2018 annual report to be signed by the Library Board President, Peter Sobol before 
being approved by the full Library Board by 
Motion carries 6 ­ 0 ­ 0 by acclamation.

  b. Policy Manuals Update

   

The Library Discussed combining the library policy and procedure manual, the 
Village's Employee handbook, and the Library's Compensation Manual into one 
manual.  The Library Director will do more research 
on this topic and present it at the next meeting.

  c. Nominating Committee Appointment

   
The Library Board discussed creating a Nominating Committee to present a slate of 
officers and decided that it was not needed.

  d. Program Sponsorship Policy

   
Motion by Ken Machtan, second by Village Trustee Mary Pat Lytle, to 
approve Program Sponsorship Policy Motion carries 6 ­ 0 ­ 0 by acclamation.

6. ADJOURNMENT

 

Motion by Karin Mandli, second by Ken Machtan, to adjourn at 6:06

Pursuant to law, written notice of this meeting was given to the public and posted on the 
public bulletin boards in accordance with Open Meetings Law.

Respectfully submitted,
Heidi Cox
Library Director
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Business
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: Approval of the February 2019 general fund bills and trust fund bills.
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
1. Library Invoices - February
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Vendor Sum of 

Amount

Description

Alliant Energy $2,582.00 Utilities

ARAMARK $213.96 Mat Rental

BAKER & TAYLOR 

BOOKS

$2,780.39 Books

Cardmember Services $2,557.16 Visa Bill (DVDs, CDs, Office 

Supplies, and Program Supplies

CHASE LUMBER AND 

FUEL INC

$38.34 Facilities Repair

CLARK, KATHARINE $152.50 Mileage and Supply 

reimbursement

CORPORATE BUSINESS 

SYSTEMS

$396.48 Copier Lease

DEFOREST PUBLIC 

LIBRARY

$17.00 Lost Item Payment

DEMCO INC $220.97 Library Supplies

ENVIRONMENT 

CONTROL

$1,304.00 Janitorial Services

FRONTIER $64.88 Telephone

MICROMARKETING 

LLC

$349.97 Audio books

MIDWEST TAPE $50.99 DVDs

Pellitteri $36.75 Shredding services

SCHILLING SUPPLY 

COMPANY

$390.01 Bathroom Supplies

SOUTH CENTRAL 

LIBRARY SYS

$830.24 Software fees for Flipster, 

Overdrive and PC Management

UNIQUE 

MANAGEMENT 

SERVICES INC

$26.85 Collection Agency

WILS, MARY KAY $22.00 Lost Item Refund

WISCONSIN STATE 

JOURNAL

$813.94 2 Newspaper Subscriptions

YUN GUO, CHEN $25.00 Lost Item Refund
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Grand Total $12,873.43

Trust Fund Bills

Village of McFarland $658.57 $297.47 reimbursement for 

grant purchases; $361.09 for 

Cricut Maker
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Staff Reports
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: 2018 Budget Update
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
1. 2018 Budget Update

Page 8 of 32



REVENUES

 Budget Amount  YTD Actual 

% of 

Budget 

total 

% to hit 

target

 amount it should 

be to hit target 

Property Tax 500,000.00$        500,000.00$       100.00%

County Library Aids 258,000.00$        258,044.00$       100.02%

Adjacent County 500$            364.36$               72.87%

Library Fines 14,000$                12,648.37$          90.35% 100% 13,500.00$              

Library Donations -$             -$                      

Miscellaneous Income 5,000$        5,247.15$            104.94% 100% 5,000.00$                

777,500.00$        776,303.88$       99.85%

 

Expenditures -$                      

Salaries 110 $394,000.00 404,227.00$       102.60% 100% 394,000.00$           

Coverage 112 $10,000 10,164.54$          101.65% 100% 10,000.00$              

Wage Adjustment $7,500 100%

Social Security 151 $31,500 30,408.73$          96.54% 100% 31,500.00$              

Health Insurance $99,500 100,659.44$       101.17% 100%

Retirement $24,250 24,559.28$          101.28% 100%

Other Fringe Benefits 152 2,000$                  1,072.65$            53.63% 100% 2,000.00$                

Total Personnel 568,750.00$        578,335.64$       101.69% 100% 568,750.00$           

Janitorial 210 23,250$      13,876.83$          59.69% 100% 23,250.00$              

Unique 215 500$            150.60$               30.12% 100% 500.00$                   

Utilities 220 28,000$      25,851.94$          92.33% 100% 28,000.00$              

Telephone 225 1,250$        818.27$               65.46% 100% 1,250.00$                

Facility Maintenance 240 14,000$      18,855.83$          134.68% 100% 14,000.00$              

Equipment Maintenance 241 8,250$        7,855.66$            95.22% 100% 8,250.00$                

Link System 295 43,000$      42,915.68$          99.80% 100%

Electronic Resources 296 7,000$        5,442.59$            77.75% 100% 7,000.00$                

Total Services 125,250.00$        115,767.40$       92.43% 100% 82,250.00$              

Office Supplies 310 5,000$        6,676.48$            133.53% 100% 5,000.00$                

Postage 315 250$            260.71$               104.28% 100% 250.00$                   

Dues 320 250$            670.00$               268.00% 100% 250.00$                   

Education & Travel 330 3,750$        2,880.60$            76.82% 100% 3,750.00$                

Operating Supplies 340 1,500$        1,761.22$            117.41% 100% 1,500.00$                

Specialized Supplies 345 4,000$        2,635.28$            65.88% 100% 4,000.00$                

Programs 350 3,000$        3,309.64$            110.32% 100% 3,000.00$                

Audio Visual 396 12,000$      9,880.59$            82.34% 100% 12,000.00$              

Collections 395 53,250$      45,668.61$          85.76% 100% 53,250.00$              

Other Total 83,000.00$          73,743.13$          88.85% 100% 83,000.00$              

Total Budget 777,000.00$        767,846.17$       98.82% 92% 712,250.00$           

CAPITAL 

Computers 8,000.00$            7,425.84$            92.82% 574.16$      

Library Furniture 25,260.00$          20,916.98$          

AC Replacement 70,000.00$          74,376.58$          106.25%

Remodel work 12,825.00$          1,825.00$            

Total Capital Budget 116,085.00$        104,544.40$       90.06%

2018 Budget Update
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Staff Reports
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: 2019 Budget Update
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
1. 2019 Budget Update
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REVENUES

 Budget Amount 

 January 

Estimated  Feb Actual  YTD Actual 

% of 

Budget 

total 

% to hit 

target

 amount it should 

be to hit target 

Property Tax 544,500.00$        -$                 -$                      0.00%

County Library Aids 281,250.00$        -$                 101.00$            101.00$               0.04%

Library Fines 12,500$                407.82$          441.40$            849.22$               6.79% 17% 2,250.00$                

Miscellaneous Revenue 500$            185.20$          366.45$            551.65$               

Library Fees 5,000$        -$                 -$                   -$                      0.00% 17% 833.33$                   

843,750.00$        593.02$          908.85$            1,501.87$            0.18%

 

Expenditures -$                      

Salaries 110 $299,250.00 31,429.07$    31,584.56$      63,013.63$          21.06% 17% 49,875.00$              

Part-time 120 $159,750 666.44$          1,003.52$         1,669.96$            1.05% 17% 26,625.00$              

Health Insurance 130 $98,000 7,155.15$       7,155.15$         17%

Retirement 131 $25,250 1,805.11$       1,822.91$         3,628.02$            14.37% 17% 4,208.33$                

SS/Medicare 132 $34,750 2,249.15$       2,996.10$         5,245.25$            15.09% 17%

Other Benefits 135 $2,250 91.40$            91.40$              182.80$               8.12% 17%

Wage Adjustment 140 8,000$                  -$                      0.00% 17% 1,333.33$                

Expense Reimbursement 141 500$                      

Total Personnel $627,750.00 $43,396.32 $44,653.64 $73,739.66 11.75% 17% 104,625.00$           

Support Services 210 23,750$      1,304.00$       1,330.85$         2,634.85$            11.09% 17% 3,958.33$                

Consulting Services 211 43,500$      44,399.68$    -$                   44,399.68$          102.07% -$                          

Utilities 220 28,000$      $2,255.50 $2,582.00 4,837.50$            17.28% 17% 4,666.67$                

Communication 221 1,000$        $0.00 -$                      0.00% 17% 166.67$                   

Equipment Maintenance 240 8,500$        $168.30 $259.84 428.14$               5.04% 17% 1,416.67$                

Facility Maintenance 242 14,000$      $210.69 $107.58 318.27$               2.27% 17% 2,333.33$                

Total Services 118,750.00$        48,338.17$    4,280.27$         52,618.44$          44.31% 17% 12,541.67$              

Office Supplies 310 9,000$        (20.00)$           350.67$            330.67$               3.67% 17% 1,500.00$                

Postage 311 250$            -$                      0.00% 17% 41.67$                      

Dues 320 500$            -$                      0.00% 17% 83.33$                      

Meeting Expenses 330 1,000$        15.20$            103.24$            118.44$               11.84% 17% 166.67$                   

Training Expenses 331 2,750$        -$                      0.00% 17% 458.33$                   

Operating Supplies 340 5,500$        390.01$            390.01$               7.09% 17% 916.67$                   

Technology 342 6,500$        737.29$            737.29$               11.34% 17% 1,083.33$                

Collection - Print 344 53,250$      662.14$          1,833.57$         2,495.71$            4.69% 17% 8,875.00$                

Collection - AV 345 12,000$      -$                 269.98$            269.98$               2.25% 17% 2,000.00$                

Library Miscellaneous 390 -$             -$                   17%

Programming 391 6,000$        890.00$          49.26$              17%

Other Total 96,750.00$          657.34$          3,734.02$         4,391.36$            4.54% 17% 16,125.00$              

Total Budget 843,250.00$        92,391.83$    52,667.93$      130,749.46$       15.51% 17% 140,541.67$           

CAPITAL 

Computers 8,000.00$            695.34$               8.69% 7,304.66$  

Library Furniture 25,260.00$          -$                      

AC Replacement 70,000.00$          72,293.00$          103.28%

Remodel work 12,825.00$          1,825.00$            

Total Capital Budget 116,085.00$        74,813.34$          64.45%

2019 Budget Update
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Staff Reports
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: Director's Report
i.   Library System Report
ii.  Friends Report
iii. Endowment Report

  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
1. Director's Report February 2019
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E.D. LOCKE PUBLIC LIBRARY 
 DIRECTOR’S REPORT  

February 2019 
 

 
February Highlights: 

 HVAC  
o Embassy Controls replaced the freeze stat that was causing a lot of trouble. We thought that the 

problem was solved and then another patch of very cold weather hit and they are still working out why 
the freeze stat continues to trip daily.  There is so much to go over on this issue that we will do it  at the 
meeting.  It would take pages with illustrations to describe. 

o One of the thermostats in the Children’s area was repeatedly showing that the area was cold.  When 
Harker went to investigate, they found that one of the coils had leaked and the technician capped it.  It 
is in an area of the ceiling that is difficult to get to.   When they removed the piped that leaked, they 
found that the reason for the leak was that it wasn’t soldered properly most likely because it was 
difficult to reach.  Harker has replaced the pipe and restored heat to the area. 

 Village News -  Mary Pat will give an update  

 Endowment –  

· Fund Raising – 

· Development Committee – The Development Committee met on February 11th.  We have begun to 
discuss plans on what we would like to do moving forward and how to best celebrate our success with 
meeting our goal. 

 Friends –   

· The Friends met on February 13th and reported that they raised $509 at their January book sale.  One of 
their most successful January book sales ever. 
 

 Systems Report – Nothing to report 

 Furniture – Emmons came and picked up the first batch of furniture to be reupholstered.  It should be returned 
in about two weeks and they will pick up a second batch. 

 Automatic Doors – Because of ongoing problems with both sets of front doors, I’m working with Matt to see if 
we can get the door closers replaced as soon as possible.    

 Carpeting –  

· Miliken will be sending a technician in to take care of the frays in the carpet. 

· Sergenians finally delivered our extra attic stock.  I’ve been emailing them since June 2018.   

 Electrical Issues - A power outage of undetermined nature shut down the technical services #1 computer and 
drained the battery backup over the weekend of 1-19/1-20.  I’m working with SCLS to try to determine if there is 
a problem with the outlet at Linda’s desk. 

 First Aid/CPR Training- staff (except shelvers) completed a half day of training (February 20th) on CPR and some 
basic first aid for falls. 

 Self-Check update – the self-checks have been set up to provide the option of email receipts.  Now when 
patrons check out they will have the options of no receipt, paper receipt, or email receipt. 

 Linux educational children’s games computers --  Linda worked on getting the two Linux educational children’s 
games computers, (not on South Central’s network) set up. 

 Story time room – The old story time room is being painted.  It will be converted into an office for the Youth 
Services Librarians by the beginning of April.  The office that Heather is currently using will be painted and 
converted into a group study room. 

 Staff member injury – one of our staff members fell on the ice on her way to her car.  After a trip to the 
emergency room, it was found that she is fine but it did result in a Workman’s Comp claim. 

Page 13 of 32



 

Youth Services highlights (Heather Kent)  

Storytimes: 

 Weather impacted the attendance this month for storytime. That being said, as the weather is getting better 
attendance is picking back up. Monday mornings still tend to be our busiest times. 

Teens: 

 The Teen Advisory Board met on February 11th to discuss the upcoming after-hours program, decide on the 
Escape Room game they wanted to play, and start working on summer planning. They decided on the Rebel 
Revolt program created by Lock Paper and Scissors. 

 On February 22nd we held our Escape Room program with 7 teens in attendance. They enjoyed the challenges 
and puzzles that were presented through the “Rebel Revolt” game. Instead of doing a large snack we had fruit, 
vegetables, and trail mix. Next month’s program will be a Teen Chef Program focusing on “Fancy” Grilled 
Cheese. 

 Teen Volunteers for this month: We had two volunteering opportunities in February. We had one teen volunteer 
help for our PJ Storytime and one teen volunteer with our STEAM Saturday program. 

Programming: 

 Messy Munchkins continued this month with continued high numbers. This program will continue to be held 
through May, with two weeks of programming and one week off. 

 February 9th was our spring Family Board Game Day. This is a great program sponsored in part by the McFarland 
State Bank, I Am Board Games, and Pegasus Games. Participants can bring donations for the food pantry and 
enter for door prizes. 

 February 15th the Magic Tree House Book Club met. We discussed Tonight on the Titanic and did titanic themed 
activities including a game of “Who, What, Where? Titanic Edition” where participants saw real-life photographs 
from the titanic and had to figure out the facts about the picture. They were also challenged to build boats out 
of materials that could transport little figures across a container full of water. 

 Thursday, February 21st was PJ Storytime. This month’s theme was Music. There were a lot of instruments, 
including our new set of jingle bells, played during this program. Craft stations were set up in the library for after 
the storytime. Participants could make tissue box ukuleles, kazoos, and shakers. 

 STEAM Saturday on January 23rd was a crazy slime filled time. This month’s theme was Slime Science. We 
learned about Newtonian and Non-Newtonian fluids and what is so “magic” about the borate solution we add to 
glue to make slime. This program was so popular people were pouring out of the room – headcount of adults 
and children was at 87. It is definitely one we will run again. 

Other: 

 This month Heather made two outreach visits to the Gingerbread 4k program. Although most outreach has been 
cancelled for this year due to time constraints, Heather feels it is important to keep the door open with this 4k 
program and make sure we keep a connection with them. 

 On February 7th Heather met with Melissa and Jessica from the school district regarding the summer school 
program. They are looking to help find support for promoting summer literacy through summer reading 
enrollment. Heather and Joan Evans (librarian at WIS) will be meeting in the next month to see how they can 
facilitate students registering and participating in the library summer reading program. 
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Adult Services highlights (Katharine Clark) 

 Visited McFarland Villas and checked out materials to staff and residents 

 Met with Sara Sprang, Senior Outreach Services, to show her how to use wireless hotspot and will be loaning 
equipment for them to test for home visits 

 Hosted our second after hours adult program Feb 8th Madison Story Slam, 22 attendees. There were people 
that came intending to share a story about a bad/good first date experience and then four people got up and 
shared spontaneously. It was a good mix of age demographics, young and older attendees. Very well received. 

 Attended first meeting of WLA Conference planning committee, this year’s annual conference will be at the 
Kalahari. I am again the Book Signings Chair which gives me some great speaker ideas for our own library. I am 
submitting two program proposals to present at this year’s conference; one about networking for introverts and 
the other about the Dane County Beyond the Page grants program 

 Subbed as the book group leader for the monthly Wednesday afternoon club, was able to promote other library 
book groups to attendees 

 Started local history digitization project with South Central Library System, scanning materials and creating 
metadata for items to be uploaded eventually to Recollection Wisconsin website. McFarland Library will have a 
page on this site and will be linked to our website 

 Participated in our staff day, learning CPR and first aid basics 

 Met with Tracy Herold, Director Dane County Library Services and Cindy Fesemyer, Director of Columbus Public 
Library to discuss WLA program proposals 

 Met with Tracy Gibbons, McFarland High School special education teacher, to do interview about how library 
can be involved in community activities to promote racial equity and diversity 

 

 

 

----Heidi Cox, Library Director    
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Staff Reports
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: Monthly Statistical Report
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
None
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Business
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: Library Board Member Terms
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
1. Library Board Terms
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Library Board Terms 
 

 

Library Board Member Term Expiration 
Peter Sobol, President 4/30/21 
Mary Pat Lytle, Village Trustee 4/15/19 
Michael Shumway 4/30/21 
Ken Machtan, Secretary/Treasurer 4/30/19 
Karin Mandli, School Liaison 4/30/19 
Sharon Payne 4/30/19 
Evan Richards, Vice President 4/30/10 
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Business
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: Parking lot closure for bike rodeo
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
None
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Business
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: 2018 Annual Report Review
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
1. AnnualReportReview
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, March 4, 2019
  

SECTION: Business
  

DEPARTMENT: Library
  

CONTACT:
  

AGENDA ITEM: Study Room Policy
  

PREVIOUS ACTION:

 

ISSUE SUMMARY:

 

FINANCIAL/BUDGET IMPACT:

 

VILLAGE PLAN REFERENCE:

 

ORDINANCE REFERENCE:

 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:

 

ATTACHMENTS:
1. study rooms policy
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Purpose of Rooms  
 

2  3 study rooms are available to the public free of charge for the purposes of small group study and 
discussion.  
  

Rooms are for use by no more than 6 individuals at a time.  
  

Users must be 12 years of age or older. If under 12 years, user must be accompanied by a responsible 
adult.  
  

Rooms are not intended for larger group pursuits, including social activities, or sales, club and business 
meetings.  
  

No for-profit activities are permitted, with the exception of paid tutoring.  
    

Room Reservations and Hours Available  
  

One of the study rooms is available for reservations. The first priority for scheduling of the study room, 
is reserved for Library or Village services and programs. Walk-in patrons may use the study room if no 
reservation has been made.      
  

Reservations may be made up to two weeks in advance.  Reservations may be made in person or by 
phone call to the Circulation Desk.  Reserved rooms will be held 10 minutes past their reservation time.  
Patrons who are unable to keep their reservation are asked as a courtesy to call the Circulation Desk and 
let the library know.  Repeated no-shows may lose their study room privileges.  Users may reserve a 
study room no more than once a week.  
  

Use of study rooms must be arranged at the Circulation desk. Users must sign in on the signup sheet.  
  

Study rooms have a one hour time limit.  Patrons may continue to use the room if no one is waiting.  
  

Room must be vacated 5 minutes prior to library closing.  
    

 Rules of Conduct  
 
 
Noise must be kept to a minimum.   
  

Study room furniture must not be rearranged, and furniture may not be brought in or removed from the 
rooms.  If additional chairs are needed, ask at the Circulation desk.  
  

 E. D. Locke Public Library    
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Items may not be affixed to the walls.  
  

Materials may not be stored in the rooms before or after using them.  
  

Messy craft projects are not allowed, i.e. use of paints, non-washable markers, glue, etc.   
  

Office supplies cannot be requested from library staff.  
  

Rooms must be thoroughly cleaned up after use.  
  

Disregard of these guidelines may result in users being asked to leave the library or users having their 
study room privileges suspended.  
 

 E. D. Locke Public Library    
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