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2303.4.2 Knowledge of office practices and procedures, office equipment, filing systems,
business correspondence methads, and good business English including vocabulary, grammar
and spelling.

2303.43 Knowledge of personal computer hardware and software operations.

2303.44 Knowledge of basic fund accounting, cost accounting and budgeting.

2303.4.5 Ability to apply the knowledge listed above,

2303.4.6  Ability to use word processing software accurately and to create and use labels, data
and formulas on an electronic spreadsheet.

2303.4.7 Ability to manage work flow in an orderly fashion while processing multiple
simulfaneous projects.

2303.4.8  Ability to perform difficult clerical work and make decisions based upon District
policies and procedures.

2303.4.9  Ability to respond to routine inquiries or complaints from Library
customers.

2303.4.10 Ability to supervise staff and implement personnel policies and procedures.
2303.4.11  Ability to analyze difficult problems and recommend solutions,
2303.4.12  Ability to take independent action.

2303.4.13  Ability to prepare and present reports that conform to prescribed style and
format.

2303.4.14 Ability to present information to District management and the Library Board
of Trustees.

2303.4.15 Ability to organize and manage work flow for self and others,

2303.4.16  Ability to establish and maintain effective relations with co-workers, the
public and community organizations.

2303.5 Physical Demands
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2303.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
typical tasks,

2303.5.1.1  Must possess mobility to-work in a standard office setting and to
visit meeting sites.

2303.51.2  Must possess mobility to operate a motor vehicle.

2303.51.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone,

23035.14 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2303515  The employee is required to stand; walk; and stoop, kneel, or crouch,

2303.5.1.6 The employee must be able to push or pull book carts weighing up to
250 pounds and have the strength to pick up and carry supplies weighing up to twenty
pounds.

2303517  The employee must be able to see to perform data eatry. Specific
vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.

2303.51.8  Attendance at off-hours meetings and occasional travel are
required.

2303.6 Work Environment

2303.6.1 The work environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical
tasks.

2609.6.2 Most work is performed in an office setting, although there may be occasional

exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.
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Placentia Library District’

POLICY HANDBOOK

POLICY TITLE: Job Description — Libravian 11
POLICY NUMBER: 2315

2315.1 A non-exempt supervisory classification under the general direction of the Manager of
Public Services, Performs a variety of responsible, specialized activities requiring a broad knowledge
of books, information systemns, interactive searching and interpersonal communication skills.
Supervises either the reference and adult services activities or the children’s services activities
including readers’ advisory, instructing the public in the use of library materials and equipment,
selecting print and audio/visual materials and managing the adult services or children's services
sections of the District’s web site. Supervises and trains public service desk personnel and volunteers.
Develops and presents programs and exhibits,

2315.1.1  Does specialized reference work using print and electronic formats.

2315.1.2  Ts responsible for coordinating the selection and de-selection of books and other
library materials for the assigned area of the Library.

2315.1.3  Prepares for the Public Services Manager’s approval the public service desk
schedules for the Reference Desk or the Children’s Desk and the assigninent of
substitute hours.

2315.1.4 Maintains cordial relations with all persons entitled to the services of the
District, and attempts to resolve all public and employee complaints.

2315.1.,5  Secks to carry into effect the expressed policies of the Board of Trustees.

He/she will comnunicate the goals and objectives of the District to the staff and the . - Deleted: translate

community. "~ { peleted: Bossd

2315.1.6  Prepares monthly and annual reports as assigined by the Public Services
Manager. '

2315.2 Typical Tasks

2315.2.1  Implements the public services program of the Library at either the Reference

Desk or the Children’s Services Desk, - peteted:.
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2315.2.2  Assists the Public Services Manager with developing and implementing
procedures in compliance with Library policies related to staff and customer use of
automated library systems.

2315.2.3  Allocates the library materials budget assigned to that department.

231524  Handles reference questions referred by other staff; performs professional library
work including the preparation of bibliographies; catalogs and classiffes library materials

231525  Advises the Technical Services Manager on catalog problems and recommends
changes

2315.2.6 Recommends policies for public services to the Manager of Public Services.

231527 Reviews and makes recommendations on purchases, repair or discard of books
and other library materials.

2315.2.8  Establishes and implements work procedures for department staff.

231529  Trains and supervises libratians, library assistants, volunteers and other staff
assigned to Reference Desk or Children’s Services Desk..

2315.2.10 Represents the District’s Reference and Adult Services department or the
Children’s Department at Santiago Library System and the State Library of Cafifornia,

2315.2,11 Makes recommendations to the Manager of Public Services concerning the
public refations activities for adult services or children’s services.

2315.2.12 Coordinates programs and exhibits as assigned by the Manger of Public Services.

2315.2.13 Prepares and submits reports of activities to the Manager of Public Services
as required.

2315.2.14 Serves as a United States Passport Application Acceptance Agent,
23153  Required Qualifications. He/she will possess a master’s degree in library or
information science from a school accredited by the American Library Association, or a master’s
degree in a related field, and will have five years experience in a library of recognized standards,

preferably including public service desk assignments. He/she will possess a valid California
driver’s license and be a United States Citizen,

2315.4 Knowledge and abilities:
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2315.4.1 Knowledge of modern public library organization, procedures and policies.

231542 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

231543  Knowledge of personal computer and network hardware and software
operations

2315.4.4 Knowledge of skills required to perform reference work for adult and
children using print and electronic resources and interactive searching,

23154.5 Knowledge of reference sources and methods to serve adult and children.
231546 Kunowledge of cutrent events, literature and standard works in various fields.
23154.7 Knowledge of personnel, safety management and supervisery skills.
2315.4.8  Ability to apply the knowledge listed above.

2315.4.9  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal docuiments.

2315.4.10 Ability to respond to common inquiries or complaints from Library
customers.

2315.4.11  Ability to supervise staff and implement personnel policies and procedures.
2315.4.12  Ability to analyze difficult problems and recommend solutions,
2315.4.13  Ability to take independent action.

2315.4.14  Ability to prepare and present reports that conform to prescribed style and
format.

2315.4,15 Ability to efficiently use word processing, spreadsheet, database , desktop
publishing and library system software applications.

2315.4.16 Ability to organize and manage work flow for self and others.
2315.4.17 Ability to establish and maintain effective relations with co-workers, the

public and community organizations.
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23155 Physical Demands

231551 The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
typical tasks.

2315.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2315,5.1.2  Must possess mobility to operate a motor vehicle,

2315.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2315.5.14  The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2315.5.1.5 The employee is required to stand; walk; and stoop, kneel, or crouch.

2315.5.1.6 The employee must be able to push or pull book carts weighing up to
250 pounds and have the strength to pick up and carry supplies weighing up to twenty
pounds.

2315517  The employee must be able to see to perform data entry, Specific
vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.

2315.5.1.8  Attendance at off-hours meetings and occasional travel are
required.

23156 Work Environment

2315.6.1 The work environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job. Reasonable
accommedations may be made to enable individuals with disabilities to perform the typical

tasks.

2315.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.

September 20, 2004
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Job Description — Librarian |
POLICY NUMBER: 2317 '

2317.1 A non-exempt professional classification under the general direction of the Manager of
Public Services or the Manager of Technical Services. Performs a variety of responsible, specialized
activities requiring a broad knowledge of books, information systems, interactive searching and
interpersonal communication skills. Instructs the public in the use of library materials and equipment,
selects print and audio/visual materials as assigned by the Manager of Technical Services. Supervises
and trains public service desk personnel and volunteers.

2317.1,1  Docs specialized reference work using print and electronic formats.

2317.1.2  Responsible for selecting and de-selecting books and other library materials for
areas of the collection assigned by the Manager of Technical Services.

231713  Hefshe maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2317.1.4  Hefshe seeks to carry into effect the expressed policies of the Board of
Trustees. He/she will communicate the goals and objectives of the District to the staff .- - Deleted: transtate

and the community. ~ { Deleted: Board

2317.1.5  Hefshe prepares monthly and annual veports as assigned by the Public
Services Manager or Technical Services Manager.

2317.2 Typical Tasks
2317.2.1  Answers reference questions at a public service desk.

2317.2.2  Performs professional library work including the preparation of
bibliographies and organizing library materials and exhibits.

231723  Advises the Technical Services Manager on catalog problems and recommends
changes.

231724 Recommends policies for public services to the Manager of Public Services.
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2317.25  Assists the public in making the most effective use of the Library’s collection and
facility.

2317.2.6  Assists the public with using the electronic databases and reference services.
2317.2.7  Reviews and makes recommendations on purchases, repair or discard of books
and other library materials in areas assigned by the Manager of Technical Services.

231728 Establishes and implements work procedures for departiment staff.

231729  Trains and assists library assistants, volunteers and other staff assigned to
Reference Desk or Children’s Services Desk.

2317.2.10 Makes recommendations to the Manager of Public Services conceming the
public relations activities for adult services or children’s services.

2317.2.11 Prepares and submits reports of activities to the Manager of Public Services
or Manager of Technical Services as required.

2317.2,12 Serves as a United States Passport Application Acceptance Agent.
23173 Required Qualifications. He/she will possess a master’s degree in library or
information science from a school aceredited by the American Library Association, a master’s
degree in a related field, or have qualified and served as a Library Assistant at a library reference
or children’s desk for not less than ten hours per week for a period of not less than seven years.
He/she will possess a valid California driver’s license and be a United States citizen.
2317.4 Knowledge and abilities:

23174.1 Knowledge of madern public library organization, procedures and policies.

2317.42 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

231743 Knowledge of personal computer hardware and software operations

231744 Knowledge of skills required to perform reference work for adult and
children using print and electronic resources and interactive searching.

231745 Knowledge of reference sources and methods to serve adult and children.

2317.4.6  Knowledge of current events, literature and standard works in various fields.

Seplemiber 20, 204 2317-2



23175

Agenda Item 43
Attachiment D
Page3d of 5

231747  Ability to apply the knowledge listed above.

231748  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legat documents,

231749  Ability to respond to comrnon inquiries or complaints from Library
customers.

2317.4.10  Ability to follow Library policies and procedures.
2317.4.11 Ability to analyze difficult problems and recommend solutions.
2317.4.12 Ability to take independent action,

2317.4.13  Ability to prepare and present reporis that conform to prescribed style and
format,

2317.4.14 Ability to efficiently use word processing, spreadsheet, database, desktop
publishing and library system software applications.

2317.4.15 Ability to organize and manage work flow for self.

2317.4.16 Ability to establish and maintain effective relations with co-workers, the
public and community organizations,

Physical Demands

2317.5.1 The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2317.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2317.5.1.2  Must possess mobility to operate a motor vehicle.

2317.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2317.51.4 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

Septembxr 20, 2004 2317-3
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23175135 The employee is required to stand; walk; and stoop, kneel, or crouch.
23175.1.6  The employee must be able to push or pull book carts weighing up to
250 pounds and have the strength to pick up and carry supplies weighing up to twenty
pounds,

2317.5.1.7 The employee must be able to see to perform data entry, Specific
vision abilities required by this job include close vision, distance vision, color vision,

peripheral vision, depth perception and the ability to adjust focus.

2317518 Attendance at off-howrs meetings and occasional travel are required.
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2317.6 Work Environment

2317.6.1 The work environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job, Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical
tasks.

2617.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Job Description — Library Assistant
POLICY NUMBER: 2319

2319.1 A non-exempt paraprofessional elassification under the general direction of the Library
Director, Manager of Public Services or the Manager of Technical Services. Performs library work in
the reference, circulation, technical services, literacy or administration departments. Performs a
variety of responsible, specialized activities requiring a broad knowledge of books, information
systems, interactive searching and interpersonal communication skills.

2319.1.1  Does specialized reference work using print and electronic formats.

2319.1.2  Responsible for selecting and de-selecting books and other library materials for
areas of the collection assigned by the Manager of Technical Services.

2319.1.3  He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2319,1.4  He/she seeks to camry into effect the expressed policies of the Board of
Trustees. He/she will gommunicate the goals and objectives of the Disirict to the staff ___ -

and the community.

2319.1.5 He/she prepares monthly and annual reports as assigned by the Public
Services Manager or Technical Services Manager.

2319,1.6  May supervise clerical staff or volunteets.

2319.1.7  Ifhe/she works a minimum of twenty hours per week, hefshe is eligible to
apply to become a California Notary Public in compliance with the provisions of
Placentia Library District Policy 2125,

2319.2 Typical Tasks

2319.2.1  Answers reference questions at a public service desk.

Janivary 17, 2005 231%9-1
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2319.2.2  Works in Technical Services in support of professional staff. Operates the
library system software for Acquisitions, manages ordering and recejving operations for
library materials, and prepares library materials invoices for payment.

231923  Works in Administration as the volunteer and support organization
coordinator. Assists with fundraising projests for the Friends of Placentia Library and the
Placentia Library Foundation.

2319.2.4  Works at the Circulation Desk as the supervisor,
2319.2.5 Manages the library system software for circulation, patron registration and
delinquent account collections in compliance with Tri City Library Consortium and

Placentia Library District policies and procedures.

231926 Manages the collection of fines and processing collection notices for
delinquent accounts.

2319.2.7 Manages the cash receipts and maintains accurate financial and statistical
records for the Circulation Department.

231928 Manages the public photocopier machines and the yending dispenser. _ .| Deleted: Vendacard

2319.2.9  Recommends policies for public services to the Manager of Public Services.

2319.2.10  Assists the public in making the most effective use of the Library’s collection and
facility.

2319.2.11 Assists the public with using the electronic databases and reference services.
2319.2.12 Serves as a United States Passport Application Acceptance Agent.

2319.2.13  Plans and implements a component of the Literacy Department under the
supervision of the Manager of Public Services.

2319.2.14 Reviews and makes recommendations on purchases, repair or discard of books
and other library materfals in areas assigned by the Manager of Technical Services,

2319.2.15 Establishes and implements work procedures for department staff.

2319.2,16 Makes recommendations to the Manager of Public Services concering the
public relations activities for adult services or children’s services.

January 17, 2005 2310-2
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2319.2.17 Prepares and submits reports of activities to the Manager of Public Services
or Manager of Technical Services as required.

2319.3  Required Qualifications, He/she will possess a B.A. or B.S. degree. He/she wili
possess a valid Califoria driver’s license and be a United States citizen,

2319.4 Knowledge and abilities:
231941 Knowledge of modern public library organization, procedures and policies.

231942  Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

231943 Knowledge of personal computer hardware and software operations

231944 Knowledge of skiils required to perform reference work for adult and
children using print and electronic resources and interactive searching.

231945 Knowledge of reference sources and methods to serve adult and children.
231946 Knowledge of current events, literature and standard works in various fields.
2319.4.7  Ability to apply the knowledge listed above,

2319.4.8  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents.

231949  Ability to respond to common inquiries or complaints from Library
customers.

2319.4.10 Ability to follow Library policies and procedures.
2319.4.11 Ability to analyze difficult problems and recommend solutions.
2319412  Ability to take independent action.

2319.4,13 Ability to prepare and present reports that conform to prescribed style and
format.

2319.4.14  Ability to efficiently use word processing, spreadsheet, database, desktop
publishing and library system software applications,

2319.4.15 Ability to organize and manage work flow for self.

January 17, 2005 2319-3
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2319.4.16 Ability to establish and maintain effective relations with co-workers, the
public and community organizations.

Physical Demands

2319.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typicat tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
typical tasks.

2319.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2319,5.1,2  Must possess mobility to operate a motor vehicle.

2319.51.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2319.5.14 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2319515  The employee is required to stand; walk; and stoop, kneel, or crouch.

2319.5.1.6 The employee must be able to push or pull book carts weighing up to
250 pounds and have the strength to pick up and carry supplies weighing up to twenty
pounds. '

2319.51.7  The employee must be able to sce to perform data entry, Specific
vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.

2319.51.8  Attendance at off-hours meetings and occasional travel are
required.
‘Work Environment
2319.6.1 The wark environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job. Reasonable

accommadations may be made to enable individuals with disabilities to perform the typical
tasks.
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2619.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Job Description — Coordinator of Development & Volunteer
Services
POLICY NUMBER: 2320

2320.1 A non-exempt paraprofessional classification under the general direction of the Manager of
Administrative Services, Works directly with the library director, library managers, library support
organizations and volunteers, Performs a variety of complex, responsible activities requiring strong
organizational, writing, verbal and interpersonal communication skills.

2320.1.1  Functions as the coordinator of volunteers for all library activities..
2320.1.2  Prepares all library publications, print and electronic.

2320.1.3  Serves as the staff liaison and development director for the library’s support
organizations.

2320.1.4 Maintains cordial relations with all persons entitled to the services of the
District, and attempts to resolve all public and employce complaints.

2320.1.5  Carries out the expressed policies of the Board of Trustees. Communicates
and assists in the execution of the goals and objectives of the Distrigt_to the staff,

volunteers, library support organizations and the community.

2320.1.6  Prepares monthly and annual reports as assigned by the Manager of
Administrative Services.

2320.1.7  Supervises clerical staff and volunteers.

2320.1.8 s eligible to apply to become a California Notary Public in compliance with
the provisions of Placentia Library District Policy 2125,

October 16, 2000 2320-1
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2320.2 Typical Tasks

2320.2.1

2320.2.2

October 16, 2006

Coordinates volunteers for all library activities:

2320.2.1.1  Recruits, trains, coaches, assigns tasks for and evaluates
volunteers.

2320.2.1.2  Collects and maintains volunteer records and prepares reports
on volunteer activities.

2320.2.1.3  Devises and implements volunteer recognition programs and
events.

2320.2.1.4  Maintains collaborative relationships with the Volunteer Center
of Orange County and Placentia-area community organizations and
educational institutions supporting the library’s activities and programs.
2320.2.1.5 Meets regularly with library managers, staff, Friends Book
Store Manager and others to coordinate the activities of library volunteers,
determine the need for volunteers and evaluate their effectiveness.

Prepares all library publications, print and electronic:

2320.2.2.1  Prepares news releases for library programs,

2320222  Develops and maintains a working relationship with the local
news and feature staff at the Orange County Register, Placentia News Times,
Los Angeles times and other regional publications.

23202.2.3  Prepares the District’s submission to the Placentia Quarterly.

2320,2.2.4  Prepares the District’s newsletter and other brochures,
bookmarks and publications in support of library programs

2320.2.2,5 Prepares cable television announcements and coordinates
programs,

2320.2.2.6  Prepares library program and support organization information
for the library website.

2320.2.2.7  Advises the Manager of Public Services about public relations
activities and publications for adult services, children’s services, literacy

services and the Placentia History Room,

2320-2
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2320.2.2.8  Coordinates other public information activities as assigned by
the Manager of Administrative Services,

2320.2.2.9 Coordinates job orders with printers, designers, proof readers,
mailing houses and other library publication vendors and reviews and
approves their invoices for payment.

2320.2.2.10 Maintains a calendar of library publication schedules and
coordinates submission deadlines with library managers, staff and support
organizations.

2320.2.2,11 Coordinates and prepares library signage.

Serves as the siaff liaison and development director for the Library's support

organizations:

Octaber 16, 2006

2320.23.1  Attends all Friends of Placentia Library Board of Directors,
Committee and Membership meetings and Placentia Library Foundation
Board of Directors arid Committee Meetings.

2320.2.3.2  Assists the Placentia Library Foundation President with
preparing meeting agendas. Prepares the Placentia Library Foundation Board
of Directors meeting packets.

2320.2.3.3  Requests deposit of donations, payment of invoices, and issuance
of checks for the support organizations with the Manager of Administrative
Services and/or Treasurer of the Friends of Piacentia Library and/or the Treasurer
of the Placentia Library Foundation.

2320.23.4  Maintains the files and official records for the Friends of
Placentia Library and the Placentia Library Foundation.

2320.23.5 Takes and prepares minutes for the Placentia Library
Foundation Board of Directors and Committee meetings.

2320.2.3.6  Provides staff support for fund raising projects and
membership campaigns for the Friends of Placentia Library and the Placentia
Library Foundation,

2320.2.3.7 Maintains donor records.

2320-3
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2320.2.3.8  Prepares donation receipts and acknowledgment letters for the
Friends of Placentia Library and the Placentia Library Foundation.

2320239 Manages the donor software and donor communications
activities for the Friends of Placentia Library and the Placentia Library
Foundation

2320.2.3,10 Presents recommendations for fund raising projects and
membership promotions to the Friends of Placentia Library and the Placentia
Library Foundation, '

2320.2.3.11 Coordinates and monitors the application process for grants
prepared in the name of the Friends of Placentia Library or the Placentia
Library Foundation. Helps evaluate the appropriateness of specific grant
opportunities to District activities and projects,

2320.2.4  Serves as a member of the Library Program Committee and prepares its news
releases, publications and bulletin board displays.

232025 Coordinates the library’s holiday displays, decorating and participation in the
Heritage Day Parade and other community events.

2320.2.6  Assists the public in making the most effective use of the Library’s collection and
facility. '

2320.2.7 Serves as a United Staies Passport Application Acceptance Agent.

2320.2.8 Prepares and submits reports of activities to the Manager of Administrative
Services as required.

2320.2.9 Performs other duties as assigned by the Manager of Administrative Services.
2320.3 Requited Qualifications. B.A. or B.S. degree, a valid California driver’s license, and
United States citizenship, Preference will be given to applicants possessing a certificate in fund
raising.
23204 Knowledge and abilities:

232041 Knowledge of the principles of fund raising and non-profit management.

23204.2 Knowledge of grant writing techniques and application procedures.

Octeber 16, 2006 ' 2320-4
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232042 Knowledge of personal computer hardware and software operations
including word processing, spreadsheet, database management, publishing, graphics and
photo management.

2320.4.3 Knowledge of the principles of volunteer imanagement.

23204.4 Knowledge of the principles of effective print and electronic communication
and design for newsletters, brochures and other publications.

2320.4.5 Knowledge of current events and literature.

2320.4.6  Ability to apply the knowledge listed above,

232047  Ability to make effective public presentations.

2320.4.8  Ability to read, analyze and interpret professional publications and staff
reports.

2320.4.9  Ability to respond to common inquiries or complaints from Library
customers,

2320.4.10 Ability to follow District policies and procedures.

2320.4.11 Ability to analyze difficult problems and recommend solutions.
2320.4.12  Ability to work independently with minimal supervision.

2320.4.13  Ability to prepare and present reports that conform fo prescribed style and
format.

2320.4.14 Ability to organize, manage work flow and multi-task with frequent
interruption.

2320.4.15 Ability to establish and maintain effective relations with co-workers, the
public and community organizations,

Physical Demands

2320.5.1 The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable

October 16,2006 ' 23205
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accommodations may be made to enable individuals with disabilities to perform the
typical tasks.

2320.6

2320.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2320.5.1.2  Must possess mobility to operate a motor vehicle,

2320513  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2320.5.14 Must be able to sit; use hands to finger, handle, or feel objects; twist
and reach with hands and arms,

2320.5.1.5 Must be able to stand; walk; and stoop, kneel, or crouch,.

2320.5.1.6 Must be able to push or pull book carts weighing up to 250 pounds
and have the strength to pick up and carry supplies weighing up te twenty pounds.

2320.5.1.7 Must be able to see to perform data entry. Specific vision abilities
required by this job include close vision, distance vision, color vision, peripheral
vision, depth perception and the ability to adjust focus,

2320,51.8  Must be able and willing to attend meetings outside of regular
work hours and travel overnight.

Work Environment

2320.6.1 The work environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job. Reasonable
accommedations may be made to enable individuals with disabilities to perform the typical

tasks.

2619.6.2 Most work is performed in an office setting, although there may be occasionat
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials,

October 16, 2006
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Placentia Library District

POLICY HANDBOOK .

POLICY TITLE: Job Description — Library Clerk IT
POLICY NUMBER: 2321

2321,1 A non-exempt clerical classification under the general direction of the Library Director,
Manager of Public Services, Manager of Technical Services or the Circulation Supervisor. Performs
clerical library work in the reference, circulation, technical services, literacy or administration
departments. Performs routine and advanced clerical duties.

2321.1.1 Manages the library system software for magazines.

2321.1.2  Prepares delinquent accounts for reporting to the collection agency.

2321.1.3  Processes incoming and outgoing interlibrary loan materials,

2321.13  He/she maintains cordial refations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2321,1.4  Hesshe seeks to carry into effect the expressed policies of the Board of

Trustees. He/she will communicate the goals and objectives of the District to its - - Deleted: ransiate

customers, "~ o Deleted; Bowrd Library

2321.1.,5 Manages the Circulation Desk in the absence of the Circulation Supervisor.
2321.1.6 May supervise clerical staff, substitute clerks or volunteers.

232117 If hefshe works a minimum of twenty hours per week, and is appointed fo

__ - Deleted: s etigitle to

Public in compliance with the provisions of Placentia Library District Policy 2125.

2321.2 Typical Tasks
2321,2.1  Locates, checks-in and checks-out library materials for customers.

2321.2.2  Processes telephone renewals.
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2321.23  Prepares the daily announcements for the telephone system.

2321.2.4  TFiles documents and library materials by library filing rules.

2321.2.5  Issues and renews library cards.

2321.2.6  Operates a variety of office and business equipment,

2321.2.7  Calculates and collects fines and fees at the Circulation Desk.

2321.2.8  Answers telephone and transfers calls to the appropriate staff or department,

2321.2.9  Uses keyboard for data entry for tasks incidental to clerical duties, including
the use of word processing and spreadsheet programs,

2321,2,i0 Records daily statistics at the Circulation Desk.
2321.2.11 Receives cash and credit card transactions at the Circulation Desk.

2321,2.12 Processes overdue and collection notices according to Tii City Library
Consortium and Placentia Library District policies and procedures.

2321.2.13 Prepares books and other [ibrary materials for public use.
2321.2.14 Repairs books and other library materials.
2321.2.15 Works in Technical Services in support of professional staff.

2321.2.16 Assists the public with using the public photocopier machines and the
Vendacard dispenser.

2321,2.17 Recommends policies for public services to the Circulation Supervisor, Manager
of Technical Services or Manager of Public Services.

2321.2.18  Assists the public in making the most effective use of the Library’s collection and
facility.

2321.2.19 Servesas a United States Passport Application Acceptance Agent,
2321.3 Required Qualifications. Hefshe will possess a high school diploma or the equivalent.

He/she will have five years of clerical experience in a library or public service setting. He/she
will possess a valid California driver’s license and be a United States citizen.
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Knowledge and abilities:
2321.4.1  Ability to type a minimum of thirty (30) words per minute,

2321.4.2  Ability to perform general clerical work including word processing and
spreadsheet data entry.

2321.43  Ability to file accurately according to library filing rules.
232144  Ability to meet the public with tact and courtesy.
2321.4.5  Ability to follow oral and written instructions.

2321.4.6  Ability to establish and maintain effective working relationships with co-
workers, the public and community organizations.

2321.4.7  Ability to follow Library policies and procedures.

2321.4.8  Ability to organize and manage work flow for self.

Physical Demands

2321.5.1 The physical demands described here are representative of those that must
be met by an employee to successfully perforin the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2321.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites. ‘

2321.5.1.2  Must possess mobility to operate a motor vehicle.

2321.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2321514 The employee is required to sit; use hands to finger, handle, or feel
ohjects; twist and reach with hands and arms.

23215.1.5 The employee is required to stand; walk; and stoop, kneel, or crouch,
2321516  The employee must be able to push or pull book carts weighing up to

250 pounds and have the strength to pick up and eary supplies weighing up to twenty
pounds, )
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2321.5.1.7 The employee must be able to see to perform data entry. Specific
vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus,

2321.5.1.8  Attendance at off-hours meetings and occasional travel are
required.

2321.6 Work Environment

2321.6.1 The work environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical
tasks.

2321.6.2 Most work is performed in an office seiting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous materials.

Jauary 17, 2005 2321 -4



AgendaTtem 43
Aftachment H
Page 1 of4

Placentia Library District

POLICY HANDBOOK

POLICY TiTLE: Job Description — Library Clerk [
POLICY NUMBER: 2323

2323.1 A non-exempt clerical classification under the general direction of the Library Director,
Manager of Public Services, Manager of Technical Services or the Circulation Supervisor. Performs
clerical library work in the reference, circulation, technical services, literacy or administration
departments, Performs routine clerical duties.

2323.1.1  Works at the Circulation Desk checking-in and checking-out library
materials, registering library borrowers and collecting fines and fees.

2323.1.2  He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2323.13 He/she seeks to canry into effect the expressed policies of the Board of
Trustees. He/she will communicate the goals and objectives of the District to Library __
customers,

2323.1.4  May supervise substitute clerks or volunteers.

2323.1.5 1 helshe works a minimum of twenty hours per week, and is appointed to
the Clerk | classification after July 1, 2007, he/she will apply to become a California
Noiary Public in compliance with the provisions of Placentia Library District Policy
2125,

2323.2 Typical Tasks
232321 Locates, checks-in and checks-out library materiais for customers.
2323.2.2  Processes telephone renewals,
2323.2.3  Prepares the daily announcements for the telephone system.

232324  Files documents and fibrary materials by library filing rules.

Septenber 20, 2004 2323-1
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2323.2.5  Issues and renews library cards.

2323.2.6  Operates a variety of office and business equipment,

232327  Caleulates and collects fines and fees at the Circulation Desk.

232328  Answers telephone and transfers calls to the appropriate staff or department.

232329  Uses keyboard for data entry for tasks incidental to clerical duties, including
the use of word processing and spreadsheet programs.

2323.2.10 Records daily statistics at the Circulation Desk.
2323.2.11 Receives cash and credit card transactions at the Circulation Desk.

2323.2.12 Processes overdue and collection notices according to Tri City Library
Consortium and Placentia Library District policies and procedures.

2323.2.13 Prepares books and other library materials for public use.
2323.2,14 Repairs books and other library materials.
2323.2.15 Works in Technical Services in support of professional staff.

2323.2.16 Assists the public with using the public photocopier machines and the
Vendacard dispenser.

2323.2.17 Recommends policies for public services to the Circulation Supervisor, Manager
of Technical Services or Manager of Public Services.

2323.2.18  Assists the public in making the most effective use of the Library’s collection and
facility.

2323.2.19 Serves as a United States Passport Application Acceptance Agent.

2323.3 Required Qualifications. He/she will possess a high school diploma or the equivalent.
Hefshe will possess a valid California driver’s license and be a United States citizen.

2323.4 Knowledge and abilities:

2323.4.1  Ability to type a minimum of thirty (30) words per minute.
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2323.4.2  Ability to perform general clerical work including word processing and
spreadsheet data entry,

2323.4.3  Ability to file accurately according to library filing rules.
2323.4.4  Ability to meet the public with tact and courtesy.
232345  Ability to follow oral and written instructions.

2323.4.6  Ability to establish and maintain effective working relationships with co-
workers, the public and community organizations.

2323.47  Ability to follow Library policies and procedures.

2323.4.8  Ability to organize and manage work flow for self.

Physical Demands

2323.51  The physical demands described here are representative of these that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks,

2323.51.1  While performing the duties of this job, the employee is required 1o
talk and hear.

2323.51.2 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2323.5.1.3 The employee is required to stand; walk; and stoop, kneel, or crouch.
2323.51.4  The employee must be able to push or pull book carts weighing up to
250 pounds and have the strength to pick up and carry supplies weighing up to twenty
pounds.

2323515 The employee must be able to see to perform data entry. Specific
vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.

Work Environment

2323.6.1 The wotk environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job. Reasonable
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accommodations may be made to enable individuals with disabilities to perform the typical
tasks.

2323.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous mateiials.

September 20, 2004 23234
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees

FROM: Elizabeth D. Minter, Library Director ‘

SUBJECT: Presentation of revisions for Placentia Library District Policies in Series 6000 —
Library Operations, that were reviewed at the Library Board Work Session on
January 15, 2008,

DATE: February 19, 2008

BACKGROUND

At its Work Session on January 15, 2008 the Library Board of Trustees reviewed Placentia Library
District Policies in Series 6000 — Library Operations.

The following policies were identified for the preparation of revisions.

(A

6010 Materials Selection Policy — Attachment A

6030 Circulation Policy — Attachment B
(Although the Library Board identified no changes this Policy should be referred to

Staff for review.)} -
6060 Patron Behavior and Latchkey Children Policy — Attachment C
6065 Public Behavior Policy — Attachment D

6067 Client Service Policy -- Attachment E (This is a new policy based on one
from Newport Beach Public Library. A copy was posted on the wiki for staff
comments on February 3™.)

The Library Board may make additional changes to these Policies. After the changes have been
completed the Policies may be adopted as a first reading and referred to staff for comments. If this is
completed at tonight’s meeting the staff comments will be available for the March Library Board

Meeting.

RECOMMENDATION

1. Adopt as a first reading and refer to staff for further comments.

2. Motion to delete Placentia Library District Policy 6037 — Debit Card Policy from the Policy Manual
effective immediately.
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Materials Selection Policy
POLICY NUMBER: 6010
6010.1 General.
6010.1.1 Library Materials include but are not limited to books, e-books, inagazines,
newspapers, audio tapes, compact disks, video tapes, DVDs, photographs, maps,
pamphlets and microforms.
6010.2 Since Placentia Library District operates on a fixed annual budget and a limited library
materials fund, it must emphasize standard materials and services of first importance in the broad
pattern of operation. It must keep in mind first and foremost the needs of the general reader in
the Placentia Library District service area. Its collection must be designed essentially for use and

adaptation to new and changing conditions in the community, with wide appeal to all.

6010.3 The selection of library material is the responsibility of the professional staff under the
direction of the Library Director in accordance with the policies of the Board of Trustees.

6010.4 The criteria listed below are to be used as guidelines by the selection staff as appropriate:
6010.4.1 The overall purpose of the material is the chief criterion of selection.
6010.4.2 Reputation and significance of the author,
G010.4.3 Timeliness or permanence of the material.
6010.4.4 Importance of the subject matter to the collection.
6010.4.5 Authoritativeness,
6010.4.6 Reputation and standards of the publisher.
6010.4.7 Readability and popular appeal.

6010.4.8 Quality of the writing.
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6010.4.9 Recommendation of title in selection aids.
6010,4.10 Format of item.
6010.4.11 Physical condition of material.

6010.5 A book or non-book material is not necessarily rejected on the basis of objectionable
sections or pages, but may be rejected on the grounds of obscenity prevailing in the material as a
whole. This is due to these facts:

6010.5.1 There are few books that do not have sentences, paragraphs, or pages to which
some group or individual can find objection.

6010.5.2 It has been established in legal cases that a book must be judged as a whole
and not on the basis of selections from it. The legal principle of the law pertaining to
censorship established in Federal and States courts is that the question of obscenity must
be determined by an appraisal of the predominant effect of a book read as a whole, and
of its legitimate scientific or educational purpose.

6010.6 Interpretation of Policy

6010.6.1 Questions concerning the scope and policies of an individual collection may
be discussed with the Library Director. If there are complaints or comments about a
specific title, one may fill out a complaint form and the matter will be discussed by the
Library Board of Trustees at its next regularly scheduled meeting. Complaint forms are
available at the Library Reference Desk.

6010.7 Placentia History Room <« - - -{ Formatted: Indent: Left: 0"

6010.7.1 ‘The Placentia Library History Room, by the establishment of a Local Authors - ( Formatted: Indent: Hanging: 0.56% Tab

Collection, honors its lecal auihors as a representative part of local history, Authors 1o be stops: 125, Left
included are those who have written about Placentia or who live or have Hved in Placentia or
in the neighboring cities of Angheiimn, Brea, Fullerton or Yorba Linda,
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Materials Selection Policy
POLICY NUMBER: 6010
6010.1 General.
6010.1.1 Library Materials include but are not limited to books, e-books, magazines,
newspapers, audio tapes, compact disks, video tapes, DVDs, photographs, maps,
pamphlets and microforms.
6010.2 Since Placentia Library District operates on a fixed annual budget and a limited library
materials fund, it must emphasize standard materials and services of first importance in the broad
pattern of operation. It must keep in mind first and foremost the needs of the general reader in
the Placentia Library District service area. Its collection must be designed essentially for use and

adaptation to new and changing conditions in the community, with wide appeal to all.

6010.3 The selection of library material is the responsibility of the professional staff under the
direction of the Library Directer in accordance with the policies of the Board of Trustees.

6010.4 The criteria listed below are to be used as guidelines by the selection staff as appropriate:
6010.4.1 The overall purpose of the material is the chief criterion of selection.
601042 Reputation and significance of the author.
6010.43 Timeliness or permanence of the material.
6010.4.4 Importance of the subject matter to the collection,
6010.4.5 Authoritativeness.
6010.4.6 Reputation and standards of the publisher,
6010.4.7 Readability and popular appeal.

6010.4.8 Quality of the writing.

September 20, 2004 60101
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6010.4.9 Recommendation of title in selection aids.
6010.4.10 Format of item,
6010.4,11 Physical condition of material.

6010.5 A book or non-book material is not necessarily rejected on the basis of objectionable
sections or pages, but may be rejected on the grounds of obscenity prevailing in the material as a
whole. This is due to these facts:

6010.5.1 There arc few books that do not have sentences, paragraphs, or pages to which
some group or individual can find objection.

6010.5.2 I has been established in legal cases that a book must be judged as a whole
and not on the basis of selections from it. The legal principle of the law pertaining to
censorship established in Federal and States courts is that the question of obscenity must
be determined by an appraisal of the predominant effect of a book read as a whole, and
of its legitimate scientific or educational purpose.

6010.6 Interpretation of Policy

6010.6.1 Questions concerning the scope and policies of an individual collection may
be discussed with the Library Director. If there are complaints or comments about a
specific title, one may fill out a complaint form and the matter will be discussed by the
Library Board of Trustees at its next regularly scheduled meeting. Complaint forms are
available at the Library Reference Desk.

6010.7 Piacentia History Room «- -~ = | Formatted: Indent: Left: 0" )

601071 The Placentia Library History Roorm, by the establishment of a Local Authors -
Callection. honors its local authors as a representative part of local history, Authors (o be

included are those who have written ahout Placentiz or who live or have lived in Placentia or

in the neighboring cities of Anaheim, Brea, Fullerton or Yorba Linda,

Formatted: Indent: Hanging: 0.56", Tab
stops: 1,25%, Left
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Circulation Policy
POLICY NUMBER: 6030

6030.1 Ttems borrowed from the Library are due on the date posted on the sign at the Circulation Desk
when the items were checked-out.

6030.2 Items are considered refurned on the date they are checked in by the staff.
6030.2.1 All items for the current day are checked in before the staff ends each work day.

6030.2.2 Items returned in a bookdrop after the Library closes will be checked in the next
day the Library is open.

6030.2.2.1 T order to accommodate items left in a bookdrop after the Library
closes on the due date, there is a 2-day grace period for all 3-week circulating
items.

6030.2.2.2 On the 3rd day fines are charged fiom the first day an item was
overdue.

6030.2.2.3. There is no grace period for videos.
6030.3 Notification Process
6030.3.1 Reminder notices are mailed to cardholders 7 days after an item's due date.

6030.3.2 Invoices for the full cost of the item plus the processing fee are mailed 30 days after
an item's due date.

6030.3.3 Tf“Reminder”, “Invoice” or “Fine” notices are returned by the Post Office as
mundeliverable" the staff will attempt to contact the cardholder by telephone at the address in
the Circulation System.

6030,3.3.1 Ifthe cardholder cannot be notified by telephone the account will be
reported immediately to the collection agency with a $15.00 surcharge added to the
account's balance.
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6030.3.3.2 Accounts with invoices or 2nd fine notices that remain unpaid after 10
days fiom the date of the notice will be reported to the collection agency with a
$15.00 surcharge added to the account’s balance.

6030.3.3.3 Borrowers who return overdue/lost items in a bookdrop or at another
library remain responsible for the accumulated fines and service charges. Notices
are mailed for fine accounts.

6030.3.3.4 Accounts for cardholders having more than $10.00 in accumulated fines
and who have not responded to the fines notices from the Library, will be reported
to the collection agency with a $15.00 surcharge added to the account's balance,

6030.4 Parent/guardians are responsible for items checked out on a card issued to minor children.
Library cards are not issued to minors without the identification information and signature of the
parent/guardian assuming financial responsibility for that card.

6030,5 Returned Checks

6030.5.1 Returned Check charges are made as prescribed by Section 1719 of the California
Civil Code. Checks returned from the bank for any reason will be assessed a $20.00
surcharge.

6030.5.2 On the 30th day from the date of the written notice to the issuer, the surcharge
increases to 3 times the face value of the check or $100, which ever is greater, and the account
is immediately reported to the Collection Agency.

6030.6 Only the Circulation Supervisor may clear accounts of any type that have been reported to the
collection agency. There is a Circulation Supervisor on duty at all times when the Library is open for
public service.

6030.7 California Education Code, Section 19911 in part states: Offenses Against Libraries

288002. RETENTION OF PROPERTY, Any person who willfully detains any book, newspaper,
magazine, pamphlet, manuscript, or other property belonging to any public or incorporated library,
reading room, museum, or other educational institution, for 30 days after notice in writing to return the
article or property, given after expiration of the time for which by the rules of the institution the article
or property may be kept is guilty of a misdemeanor.

6030.7.1 The parent or guardian of a minor who willfully and maliciousty commits any act
within the scope of this section will be liable for damages so caused by the minor.

6030.8 Telephone renewals and inquiries

September 20, 2004 60302
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6030.8.1 To minimize overdue fines and/or lost item charges the Library recommends that
you call the Circulation department at 714-528-1906 during the hours when the Library is
open for public service to:

6030.8.1.1 Verify the due date of an item.
6030.8.1.2 Renew or request an extension of a loan period.
6030.8.1.3 Report if an item is ost.

6030.8.2 Overdue fines accumulate until each item is reported lost. Once it is reported lost
the staff will search for the item for several weeks. If the item is not found the person
responsible for the library card will receive an invoice for the replacement cost plus the
processing fee plus any fines due for the item.)

6030.8.3 Notify the stafl'if you have received an overdue or fine notice that you believe is in
eITor,

6030.8.4 All calls regarding overdue or lost items should be directed to the Circulation
Department at 714-528-1906. The Library Administrative Office does not have a terminal for
the Circulation System. In order to assure accurate processing of circulation inquiries and
requests the caller must talk with someone who can look at the account information in the
circulation system.

6030.8.5 Borrowers are responsible for paying overdue fines for items returned in the
bookdrop after the due date.

6030.9 Unpaid fines/fees in excess of $5.00 will result in the suspension of borrowing privileges
until the account is cleared.

6030.10 Placentia Library District will Ioan library material to California residents with a valid
driver’s license or library card in accordance to Santiago Library System Interlibrary Loan Policy,
Guidelines and Procedures, 1988.
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Patron Behavior & Latchkey Children Policy
POLICY NUMBER: 6060

6060.1 Loud, disorderly or disruptive behavior will not be tolerated. Offenders will be asked fo
leave the Library afler two warnings.
6060.2 Staff may call for Police assistance whenever the librarian-in-charge belicves it is necessary.

6060,3 The use of tobacco products in any form or other harmful substances will not be permitted
anywhere on Library property.

o

6060.4 Ifa child under age 13 is left unattended jn the 1 ibrary and the parents cannot be reached, the - { Deteted: 4

Manager or Librarian-in-Charge will call fhe Placentia Police Department and ask them make the “~{ Deleted: aner hours

i ™ -~
appropriate arrangements, AN *[ Delated: Children’s Librarian

o
\\\[ Deleted: local Jaw enforcement

Deleted: to pick-up and escort that child to the City
of Placentia Police Station.
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Public Behavior Policy

POLICY NUMBER: 6065

The following rules help to maintain a comfortable environment for all Library users.
6065.1 Listening devices should not be audible to anyone but you.

6065.2 The Library is a no cell phone zone. [This issue needs finther discussion—uany public
complaints about this policy although the Public Service staff dags not wait to change it )i

60653 No running, rowdy behavior or fighting. Video cameras are in use throughout the Library.
60654 No harassment of Library staff or patrons.

6065.5 There is a limit of four people at each study table, Furniture may not be reananged or
moved from one area to another.

6065.6  Shirts and shoes are required.
60657 Only assistive animals are permitted in the building.
60658 Bicycling, skatehoarding, and roller skating on Library property are a safety hazard to others.

Libraty users are required to cairy skateboards, scooters, and roller blades while in the Library.
Bicycles must be left outside at the bike racks.

| 6065.9 Snacks and covered drinks are permitted in the Library.

JER S T

. — -1 Deletex: Please place any trash in the wastebaskets
provided.

6065.10 Patrons have the right to quietly study, read or work without interference.
6065.11 Library staff is not responsible for providing parental supervision.

6065.12 Individuals who do not respect the rights of others will be asked to leave the Library.

,'[ Formatted: Font; Times New Roman, 8 pt J

] /:, Delated: §
| Adopted by the Library Bowrd of Trastees, July 2L 2003, _ _ _ e eao z %

September 20, 2004 60651
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Client Service Policy
POLICY NUMBER: 6067

The following are goals for staff behavior with the Library’s clients.
6067.1 Clients feel welcome in the Library.
6067.1.1 Staff will greet clients with a smile.

6067.1.2  Staff will greet each client: Acknowledgea client’s presence by looking up;
making eye contact; and greeting them verbally.

6067.1.3 Staff will speak to clients in a helpful, pleasant tone of voice.

6067.1.4 Staff will be punctual. Service starts at the advertised hour the Library opens
and full service is available until the hour the Library closes. Staff will arrive
at his/her work assignment promptly.

6067.1.5 If staff is busy with another client, acknowledge the client who is waiting and
explain that you will help the new client as soon as you can. Thank the client
who has waited when you are able to help him/her,

6067.1.6 Staff will answer the phone in a timely manner. Place telephone clients on
hold when helping a client in the Library. Thank the client for holding,

6067.1.7 Staff will maintain friendly contact with Library clients without engaging in
lengthy or personal conversations. Ifit is hard to break away, explain that you
enjoy talking but you need to get back to work.

6067.2 Clients feel that they are valued by the Libraty.
6067.2.1 Staff will look up and around while at Public Service Desks. When

appropriate, staff will walk around and notice if there are people in the lobby,
public service areas, stacks or at the terminals who might need help.

March 17, 2008 60671



6067.2.2

6067.2.3

6067.2.4

6067.2.5

6067.2.6

6067.2.7

6067.2.8

6067.2.9

6067.2.10
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Being helpful to clients takes precedence over deskwork. Clients are not an
interruption of our business, they are our business.

Staff should avoid merely pointing or giving clients complicated directions to
find materials or another location in the Library, Whenever possible, walk the
client to the appropriate area.

When referring a client to another staff member, ask the staff member to help
the client instead of leaving the client to ask the question a second time. For
example, “Will you help Mrs. Brown with some Consumer Report
Information?” Or, “Mrs. Brown, Jill can issue you a library card at the
Circulation Desk.”

Staff should follow up and make sure that clients are finding what they need.

Staff should keep conversations with other staff to a minimum. If Library
business must be discussed at length, do so away from the public areas.

Staff should keep his/her voice low so it doesn’t disturb Library clients.

Staff should avoid accepting personal phone calls while at a Public Service
desk. Personal calls may be place on breaks and at meal periods,

Staff should thank clients for using Placentia Library.

If a client is upset about an issue and insists on speaking with management,
please politely refer them, or if possible, escort them, to the Administration
Office or Librarian-in-Charge. If possible, have another staff member call the
Administration Office or the Librarian-in-Charge to inform them of the
customer and/or issue so staff can be prepared to assist them.

60673 Clients feel the Library is accountable.

6067.3.1

6067.3.2

6067.3.3

March 17, 2008

Staff will wear a name tag at all times in the public service area.

When answering the telephone, staff will identify the Library department and
himself/herself, and offer help.

Staff will provide clients with an opportunity to evaluate Library services.
When clients want to make a suggestion, staff will provide a “Library
Suggestion” or “Book Suggestion” form.
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6067.3.4 If there will be a lapse of time before staff can obtain information for a client,
he/she will tell the client that he/she will call them (rather than having the
client call the Library back).

6067.4 Bmployee Acceptance. By signing this agreement, I hereby represent that I have read,
understand, and agree to the District’s Client Service policy.

Date Signature

Print name here

March 17, 2008 6067-3
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees
v
FROM: Elizabeth D. Minter, Library Director mbﬁ

SUBJECT:  Adopt the Placentia Library District Salary Schedule for Exempt Empoyees
for Fiscal Year 2007-2008 effective January 1, 2008

DATE: February 19, 2008

BACKGROUND

Assembly Bill 1835 — Chapter 06-230, Minimum Wage was signed and approved by Governor
Arnold Schwarzegger on September 12, 2006, The Assembly Biil increases the minimum wage
in two phases, On Jan, 1, 2007, the minimum wage changes from $6.75 to $7.50 per hour and on
Jan. 1, 2008, the minimum wage increases to $8.00 per hour.

Attachment A is Resoiution 08-08.

Attachment B is the revised Salary Scale for Fiscal Year 2007-2008.

RECOMMENDATION

1. Adopt the Placentia Library District Salary Schedule for Exempt Employees for Fiscal
Year 2007-2008 effective January 1, 2008.

2. Read by title only, A Resolution of the Board of Trustees of the Placentia Library District
of Orange County to Establish the Salaries for the Exempt Employees of the District for
Fiscal Year 2007-2008 effective January 1, 2008.

3. Adopt Resolution 08-08.
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RESOLUTION 08-08
A RESOLUTION OF THE BOARD OF TRUSTEES OF THE
PLACENTIA LIBRARY DISTRICT OF ORANGE COUNTY
TO ADOPT THE SALARIES SCALE FOR EXEMPT EMPLOYEES
OF THE DISTRICT FOR FISCAL YEAR 2007-2008

WHEREAS, Section 19469 of the Education Code of the State of California
gstablishes that the Board of Librar)f Trustees shall fix the compensation for all
employees. ‘

BEIT RESOLVED, that the Placentia Library District of Orange County Board
Of Trustees adopts the Placentia Library District Salary Scale for Employees for Fiscal
Year 2007-2008 dated February 19, 2008, and implements such on January 1, 2008,

AYES: None

NOES: None

ABSENT: None

ABSTAIN: None
State of California )

)ss.

County of Orange )
1, Jean Turner, Secretary of the Board of Trustees of the Placentia Library District of
Orange County hereby certify that the above and foregoing Resolution was duIy and
regularly adopted by the Board of Trustees at an Unusual Meeting hereof held on the
nineteenth day of February, 2008.

IN WITNESS THEREOF, I have hereunto set my hand and seal this nineteenth

day of February 2008.

Richard DeVecchio, Secretary
Placentia Library District Board of Trustees
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees
FROM: Elizabeth D. Minter, Library Director

SUBJECT: Presentation by Kevin Murphy, Executive Vice President for PARS (Public
Agency Retirement Services) for a Governmental Profit Sharing Pension
program fo replace the Placentia Library District Money Purchase Pension

Plan.
DATE: February 19, 2008
BACKGROUND

The Placentia Library District currently offers its employees a 401(a) Defined Contribution Plan
that has been established as a Money Purchase Plan with fixed employer annual contribution of

8% of pay.

The district staff pension committee discussed with Kevin Murphy, PARS (Public Agency
Retirement Services), the revision to this plan to add additional features beyond the current
constraints of the existing plan to help the District recruit, retain and reward current and future
employees.  These features would be accomplished through the establishment of a 401(a)

defined contribution profit sharing plan.

Attachment A is the proposal.

RECOMMENDATION

Action to be determined by the Library Board of Trustees.
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PARS RETIREMENT ENHANCEMENT PLAN
FOR :
PLACENTIA LIBRARY DISTRICT

BACKGROUND:

The Placentia Library District currently offers its employees a 401(a) Defined
Contribution Plan that has been established as a Money Purchase plan with fixed
employer contributions of 8% of pay. A trust administrator, trustee and investment
manager are currently in place and handle the day-to-day administration of the plan with
oversight from Library District staff.

District staff have discussed with PARS (Public Agency Retirement Services), the
revision to this plan to add additional features beyond the current constraints of the

existing plan to help the District recruit, retain and reward current and future employees.
These features would be accomplished through the establishment of a 401(a) defined

contribution profit sharing plan.
MAJOR PLAN FEATURES:

Who is Eligible for the plan:
All full-time employees would be covered in Tier I of the Plan.

All part-time employees would be covered in a separate Tier IT of the Plan.

When would employees vest under the plan?

Both Tier I and Tier II employees would vest after five years of continuous employment
or the Normal Retirement Age of age 65 whichever comes sooner.  Prior service of
employees would be credited towards meeting the years of service vesting requirement.

Contributions:

Employer Contributions would include Base Confributions and variable contributions
based on the attainment of goals by employees.

Base Contributions for Tier I would be 12% of pay.




Agenda Item 46
Attachment A
Page 2 of 3

Base Contributions for Tier Il would be 10% of pay.

Variable Contributions would include contributions based on:

Years of Service
Attainment or possession of advanced education degrees

Employer preferred work schedules
Perfect or good attendance
o Accomplishment of entrepreneurial activities

@ © o o

Details of Variable Contributions:

Years of Service- based on the years of service an employee has achieved as of 12/31 of
each year the employer would make a contribution into the plan and trust as follows:

Years on 12/31 Contribution
5 1%
10 2%
15 3%
20 4%
25 5%
30 6%

Aftainment or possession of advanced education degrees- in order to help recruit new
employees in possession of advanced degrees and promote additional education to
existing employees the employer would make a 1% contribution as of 12/31 each year for
a Master’s or Doctorate Degree in library or information science, adult education, public
administration or another related field approved by the Library Director, from any

accredited institution of higher learning,

Employer Prefeired Work Schedules- Libraries are open long hours to
accommodate the public and while most employees would prefer working weekdays 9 to
5, the library must remain open in the evenings and weekends.

To reward employees who wotk weekends and evening there the employer will make a
contribution of 1% into the plan for employees that on 12/31 of each year have worked
Saturdays and Sundays or have worked at least 4 nights per week at least 48 weeks
during a calendar year.  Employees must have at least one full year of service on 12/31

before being eligible for this employer contribution.

Perfect or Good Attendance- Employees that have limited absences due to illness help
the employer cover all of the various areas of public service in the Library without
interruption and at full staffing levels. To reward employees that use either no or limited
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amounts of sick leave during a calendar year the employer will make a contribution into
the plan on 12/31 of each year. ~Contributions will be as follows: 0-1 day of sick leave
use will receive a 1% contribution and those using 2-3 days of sick leave will receive %%
contribution. Employees must have at least one full year of service on 12/31 before
being eligible for this employer contribution.

Accomplishment of Entrepreneurial Activities- Each year the library establishes
clearly defined “net growth” goals in areas that are defined as “entrepreneurial” for a
segment of the workforce. On 12/31 of each year the employer will make a contribution
into the plan based on the growth of these goals during the year for employees in Tier I or
Tier II assigned at least 50% of their time to activities covered by these goals. For
growth of 1% to 5% the employer will contribute %%, for growth of 5% to 9% a
contribution of %%, and for growth 10% or greater the employer will contribute 1% into

the plan.

Attachment A
Page 3 of 3
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees
FROM: Efizabeth D. Minter, Library Dircctor - L'

SUBJECT:  Travel Authorizations: Library Director Elizabeth Minter to attend the
Library of California Board Meeting in Sacramento; Trustees and Library
Director to attend the California Association of Library Trustees and
Commissioners Workshop in Orange; and Trustee DeVecchio and
Administrative Services Manager Goodson to attend the California Special
Districts Association Board Secretary Training in Ventura,

DATE: February 19, 2008

BACKGROUND

As Chairperson of the Santiago Library System Executive Council, Library Director Minter is
expected to attend the Library of California Board Meeting in Sacramento, February 27-28, 2008.
All travel and meal expenses to be paid by the Santiago Library System.

The annual Leadership Workshop in Southern California presented by the California Association
of Library Trustees and Commissioners will be held at the City of Orange Public Library, 407
East Chapman Avenue, on Saturday, March 15, 2008 beginning at 9:00 A.M. The cost is $20 per
person, Library Director Minter plans to attend. The Trustees need to determine who is going to
attend. The agenda and cost information is in Attachment A.

The California Special Districts Association is conduction Board Secretary Training in Ventura
on April 24-25, 2008. The Library Director is recommending that Board Secretary DeVecchio
and Administrative Services Manager Goodson attend this workshop. The cost for the first
participant is $950.10 and the cost for two participants is $1,772.20. The cost analysis and course
content information is in Attachment B.

RECOMMENDATIONS

1. Authorize Library Director Minter to attend the Library of California Board Meeting in
Sacramento, February 27-28, 2008 with all travel and meal expenses to be paid by the
Santiago Library System.

2. Determine who will attend the California Association of Library Trustees and
Commissioners’ Southern California Leadership Workshop on Saturday, March 15, 2008 in
Orange and authorize the staff to process the reservations. Expenses to be paid from the
General Fund. :
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3. Authorize Board Secretary DeVecchio and Administrative Services Manager Goodsonto
attend the California Special Districts Association Board Secretary Training in Ventura, April
23-25, 2008, at a cost not to exceed $1,772.20, with the expenses to be paid from the General
Fund.
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P 2008 CALTAC Workshop in lerary Leadership

New Views on Advocacy for Library Trustees and Commzss:one: ”

. Featured Spealker: Dr. Ken Haycock L
Dnector School of Library and Informatlon Scierice, San Jose.State Umvcrsnty

nghhghts from Sacramento and the California btate Library. - |
Susan Hl]dreth, Callfomla Stalc Libratian -

Saturday, March 1, 20[}8 - San Mateo Public L:brary o
Saturday, March 185, 2008 --- Orange Public lerary and Hjstory Center

FROSRAM -
9:00 Regnstratwn . _
9:15 WeILomc. Alan B, Smiih, CALTACPras!denI
San Mateo/City of Orange Mayor
* San Mateo/City of Orange Library Director :
9:30° H:ghhghts {rom Sacramento aid the California State Library
< ‘Susan Hildreth, Ca]u'orma State Librarinon
9:45 New Views on Advotacy for Library Trusiees and Commissioners LT
Dr, Ken Haycock, Director Schpol: of Library ana‘ Infommﬁan Screnée, S
San Jose State Umversity o : L '
o 11:00 Break ‘ ' :
11:15 Panel Discussion — bear from members of thellbrary commumty -
what has been achieved as a.resitlt of their inyolvement 5
- 1145 Bréeak out groups — disenss bow we. ean get more mvulved Wlth
supporting our Jibraries. . . -
12: 15 Groups report conclusions and wrap wp
" 12 45 Adjournment

Orangc Pubhc lerary - D;recnous
© 407 E. Chapman Avenue, ange, CA 92866
(Norlh of the 22 and west of tlie 55)
Map available at: ht!p'lihuyur] cotannnﬁ?g
Landmg at eithér Long Beach or John Wayne alrports: - -
From Long Besch take the Garden Grove freeway east past the 5 to
Glassell North, tum right on Chapman’
From John Wayne take the 403 N to the S5 N'10 Chapman go west
~ Driving: From Riverside: 91 Hast to the 55 South
From San Diego: 5 north to the 55 North
From-South Bay: 405 south to-the 22 Bast
me Los Angeles: S south to the 22 East

o R_gis'rrm‘wn Form for SOUTHERN WORKSHOP
Orange Public Library and History Center ~-- Saturday, March 15, 2008
s - 407 E. Chnpman Avenue, Orange, CA 92866 — (714) 288-’2400
" Name: . Librasy Sysiem: -

Address: - ~ Position:
" City, State, Zip: ‘ ~ Are you.a CALTAC Member? - Jes ne
“Phone; - - .0 Fax T Do you wish to share yotir email address
i A A with other workshop atiendees? ___yes.__) _no
Registration Fee (due by 3/ 1/08) Make checks payable to CALTAC and muil 10:
CALTAC Member $18 _ Doris Lauy .
Non-mernber 20 c/o P.O. Box 609
‘ -Lorig Beach, CA 90801
TOTAL ___ NOREFUNDS

FEarly Bird registration fee 818 when post marked by March 1, 2008; otherwise 320.
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Placentia Library District

Travel Estimate

Name: Richard DeVecchop
Event: CSDA Board Secretary Training
Location! Ventura, CA
Fund General Fund

Wed Thur Fri TOTAL
Date 04/23/08  04/24/08  04/25/08
Registration 375.00 375.00
Hotel 148.55 148.55 297.10
Breakfast 15.00 15.00 30.00
Lunch -
Dinner 30,00 30.00 60.00
Air/Train -
Local Trans. -
Mileage @ $ .505 64.00 64.00 128.00
Parking/Tolls .
Telephone -
Misc. 20.00 20.00 20.00 60.00
TOTAL 262.55 588.55 99.00 950.10
Name: Wendy Goodson
Event: CSDA Board Secretary Training
Location: Ventura, CA
Fund General Fund

Wed Thur Fri TOTAL
Date 04/23/08  04/24/08  04/25/08
Registration 375.00 375.00
Hotel 148.55 148.55 297.10
Breakfast 15.00 15.00 30.00
Lunch -
Dinner 30.00 30.00 60.00
Air/Train -
Local Trans. -
Mileage @ $ .505 -
Parking/Tolls -
Telephone -
Misc. 20,00 20.00 20.00 60.00

TOTAL 198.55 588.55 35.00 822.10
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COsT ‘

MEMBER

Bulh days - $376
Day t enly - $200
Day 2 anly — $200

NON-MEMBER
Both days - $435
Day 1 only - $240
Day 2 onmiy — $240

DATES &
LOCATIONS

March 27-28, 2008
HBton Garden 1an Holel
1800 Powell Street
Ememnille, CA 94608-
1808

Hole! accommodations:
Hilton Garden Inn Hofe}
Room tale: $149

Roem reservation
deadtns: March &, 2008

April 24-25, 2008
Veriura Beach Mamioft
2055 Harhor Bivd
Ventura, CA 93001-3707
Holel scconwmodations:
Ventura Beach Marrioll
Room rate: $135

Room resenation
deadline; April 2, 2008

August 14-15, 2008
Shasia Community
Services District
10711 French Alley
Shasla, CA 96087

Hovember 20-21, 2008
Keen County Water

Agency
3209 Rio Mirada Driva
Bakersheld, CA 93308

For mere Information,
call CSDA, at
877.924,0504 (2732}

About Speclal Districts | About CSDA | Member Benefits | Education | Home

BOARD SECRETARY TRAINING

Acomprehensive overview of the 1ega), adminlsleative and customsr service reles of a board
secratary

The board secrelary in a special district plays a multi-faceted role that is also
one of the most highly visible in the district. Board members, the public and
the staff turn to the board secretary as a resource for information and
assistance,

Far from simply performing an administrative function, the board secretary
must ensure the district’s compliance with extensive legal requirements,
handle contentious siluations, respond to the needs of board members and
the public, document beard activities and decislons, and meet multiple
deadlines.

Workshop participants wil fearn how to:

» Ensure all legal requirements are belng met

» Implement a comprehensive records retention policy
* Adopt ordinances and resolutions

» Create effective and usable minutes

» Document a deciston, or failed motions

* Implement parilamentary procedures

* Develop customer service and public relatlons skilis
* Meet the requirements of the Ralph M. Brown Act

* Meet the requirements of the Public Records Act

This two-day workshop also offers altendees an opportunily to network and
fearn with one another.

Workshop Format

This workshop is highly interactive and steuctured so you can ask the
questions you need answered for your district. You'll learn from
presentations, case studies and other media. You'll also receive a book with
useful and practical Information for application back on the job.

Faculty

David McMurchie, JD, McMurchie Law

David MeMurchie is the managing pariner of the Public entity Department of
the firm of McMurchie Law. Mr. MeMurchie has twenty-four years of
experience in representing varlous types of special districts including water,
communily services, cemetery and recreation and park districts, Mr.
McMurchie also serves as general counsel for the California Special Dislricls
Assoclation comprising more than 900 spectal district members and the
Callfornia Association of Recreation and Park Disfricts.

David Aranda, General Manager/Board Secretary,

Staliion Springs Communily Services District

Over the pasi nine years David Aranda has been Intimately involved with
Independent speclal dislricts. He serves as general manager for Stallion
Springs Communily Services District and currently sits as Board Chair fora
Joint powers authority and an associate director for a resource conservation

http://www.csda.net/boardsec.htm 2/15/2008
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district. He was a member of the CSDA Board of Directors for seven yeaj
and has served as the president of the Speclal Dislrict Leadership
Foundation since its inception in 1999, He currenily serves as CSDA's l
education chalr has been instrumental in developing CSDA’s Special Dis.....
Governance Academy. David earned his designation as Special District

Administrator (SDA) in 2001.

PROGRAM AGENDA

Workshop Agenda — Day One

Agenda Item 47
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[9:30 - 10:00am

[[Registratlon

10:00 - 16:30am

Welcome and Introduction

that define its function.

Origins of the board secretary position and the statufes

10:30 - 12:00pm

Communication with your Board

» Confidentialily role

* What happens if something
goes wrong?

+ What does the board expect
from the board secretary?

¢ Dealing with inappropriate
board members

[12:00- 1:00pm

|[Lunch

1:00 — 4:00pm

Brown Act: What Is an opsn

to my District?

meeting and why Is It so important

Meetings

Closed sessions
Notice and agendas
Rlghts of the public
Remedies

Records retention

* & & * & @

Workshop Agenda - Day Two

[8:00 - 8:30am

{|Registration

8:30 — 9:45am

Board meeting environment:
What does all the protocol
mean?

* Implementing parliamentary
procedures

+ Sequence for an agenda
item

s Time management

« Eslablishing protocols to
deal with gifficult sltuations
and how to implement
them?

9:45 - 11:00pm

Getting the district's new hoard
members up to speed

+ Content of a new board
member packet and
crientation

¢ Training

11:36 - 12:30pm

J{tunch

12:30 - 2:30pm

http://www.csda.net/boardsec.htm

Minutes/Agendas

s Create effective and usable

2/15/2008
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minutes i
Document decisions,
actions and falled motions
Motion and roll calf

Action items

Closed sessions
Development

Public Records Issues

REGISTER FOR THIS EVENTI

Select:  March 27-28, 2008 - Emeryville, CA oo/

http://www.csda.net/boardsec.htm

oy

2/15/2008



