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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trusteés.
FROM: Jeanette Co'ntreras,' Library Director |

SUBJECT: Authorize postponement of the request for prbposals (RFP) for the
Ceiling and Lighting Seismic Assessment until Fiscal Year 2013-2014.

DATE: April 22,2013

BACKGROUND
The Placentia Library District solicited RFPs for the ceiling and lighting seismic assessment

RFP on October 16, 2012. The concern for a ceiling and lighting seismic assessment was
discussed as a result of the dislodging of the existing canister lights due to earthquakes,
When the ceiling was replaced due to the Chino earthquake in 2008, the City approved the
final inspection. Since the 5.39 earthquake, the Library has experienced a couple of smaller
earthquakes which caused the canister lights to be dislodged. The City has recommended an
assessment of the existing ceiling and lighting to determine what work needs to be performed

to ensure the security of the ceiling lights.

The Library received three responses for the October 2012 RFP. At this time, Library staff
request that the ceiling and lighting seismic assessment RFP be postponed until Fiscal Year
2013-2014 for additional consultation and research.,

Fiscal Impact: To be determined
RECOMMENDATION

Authorize postponement of the request for proposals (RFP) for the Ceiling and Lighting
Seismic Assessment until Fiscal Year 2013-2014.
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees
FROM: Jeanette Contreras, Library Director

SUBJECT: Approve the amendments to the Placentia Library District Policy Series 2300 -
' ' -+ Job Descriptions : o _ R : S

DATE: April 22,2013

BACKGROUND . SR _
At the March 18, 2013 Regular Meeting Date of the Library Board of Trustees, the Placentia Library
District Policy Series 2300 — Job Descriptions was presented with recommendations from library

staff.

The job descriptions included can be found according on the pages designated:

Library Director - Pages 88-90

Library Services Manager - Pages 91-94
Business Manager — Pages 95-98 -
Administrative Assistant —~ Pages 99-102

Facility Maintenance Technician — Pages 103-106
Adult/Children’s Services Supervisor — Pages 107-110 -
Librarian [ — Pages 111-114

Library Assistant — Pages 115-118

Circulation Supervisor — Pages 119-122

Library Clerk — Pages 123-126

Library Aid — Pages 127-130

Page — Pages 131-134

¢ ¢ © & © © o & © 5 o e

Attachment A is the amended Placentia Library District Policy Series 2300 —~ Job Descriptions.

At the direction of the Library Board of Trustees, the job descriptions were forwarded to a Human
Resources consultant to review. Liebert Cassidy and Whitmore were unable to review the documents
as part of the consortium service agreement. The cost for one of firm’s attorney to review such

documents would be approximately $200 per hout.

'Fiscal Impact: $500 for Human Resources Consultant Fee

RECOMMENDATION
Approve the amendments to the Placentia Library District Policy Series 2300 — Job Descriptions,
reviewed by a Human Resources consultant, as presented inclusive of feedback from the Library

Board of Trustees.
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Library Director

DEFINITION

Under policy duectlon from the Board of Trustees, the L1b1a1y Director is the Executwe Officer of the
District and for the Board; administers the District’s policies, and exercises exclusive management and
control of the operations and works of the District, subject to approval by the Board of Trustees; and
provides day-to-day leadership for the District,

SUPERVISION RECEIVEB AND EXERCISED

Receives. policy duectlon from the Boald of Trustees. Dnects, manages, supelwses and oversees all
staff of the Library District.

EXAMPLES OF ESSENTIAL JOB FUNCTIONS: :
Management reserves the right to add, modify, change, or rescind the wmk aswgﬂmenfs of different

positions and to make reasonable accommodations so that qualified employees can pel form the
essential functions of the job.

e Attends all meetings of the Dlstuct‘s Boald and such other meetmgs as the Board spemﬁes
from time to time. :

e Employs such assistants and other employees as necessary fo1 the proper admlmsttanon of the
District and the proper operation of the works of the District.

o Delegates authority over and directs all employees, including terminating.for cause or lack of
worthwhile work,

e Provides a motivating work climate for Dlstuct employees.

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

o Encourages citizen participation in the affairs of the District.

o Seeks to carry into effect the expressed policies of the Board of Trustees, including planning
the short, medium, and long-term work program for the District, fac:llltatmg constructive and
harmonious Board relations..

e Translates the goals and objectives of the Board to the community.

e Prepares and manages the District budget; conducts studies, and makes oral and written budget
presentations; prepares the library budget for Board review and administers the adjusted
budget.

e Directs, coordinates, and reviews the activities of the various library departments concerning
peisonnel, resources, equipment, services, and programs.
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o Serves as liaison between the Library District, other libraries, organizations, and individuals in
the community in order to aid in the development, coordination, and classification of the
library programs. :

s Plans and organizes the development of long-lange hblaiy buildmg p10g1ams addltlons to

library services, and related activities.
Recruits, interviews, selects, and evaluates the per fo1mance of library pelsonnel
Conducts labor negotiations.
Directs and coordinates the public relations activities of the 11b1a1y
Paltmlpates in Library Board meetings by preparing the agenda, presenting policy matters f01
Board review, and writing Board minutes.
e Formulates library personnel policies for Library Board review, plans and organizes tiammg
programs, and oversees personnel actions, work assignments, and related matters.
o Prepares and submits reports of library activities to the L1b1a1y Board, the State L1b1a1y of
 California, and other governmental agencies as required. L
‘e Plans and directs the acquisition, implementation, and usage of data plocessmg systems
e Performs other duties as assigned, :

o & © o

QUALIFICATIONS:

Knowledge of:

o The principles and practices of modern public 11b1a11a11shlp
e Planning, administering, and appraising a public library prograim.

Ability to:

e Efficiently prepare annual budgets and long-term revenue/outlay plans. :

o Effectively communicate, both written and verbal, with the Library Board, staff, constituents,
and representatives of other agencies. S

e Meet and serve the public courteously and efficiently.

Education and Experience:

Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:.

Equivalent to a Master’s Degree in library or information science from a school accredited by the

American Library Association plus five (5) years’ expeuence in increasingly 1esponslble public library
management positions, including extensive experience in a supervisory capacity is required.

Licenses and Certifications:

Possession of a valid California driver’s license.
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PHYSICAL DEMANDS:

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

Must possess mobility to work in a standard office setting and to VISIt meetmg 31tes Must possess
mobility to operate a motor vehicle. Must possess vision to read printed materials and a computer
screen, Must possess stamina to move about the Lzbialy Must possess. heanng and speech to
. communicate in person, befme groups and over the telephone '

ENVIRONMENTAL ELEMENTS: ‘ - _
The work environment characteristics described here are representative of those an incumbent
encounters while performing the typical tasks of this job. Reasonable accommodanons may be made to

enable mdzvzduals with disabilities to perfm il I‘he typzcal fasks

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

WORKING CONDITIONS:

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

ILSA STATUS:

This is an exempt executive classification.
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~ Library Services Manager

DEFINITION:

‘Under the general direction of the Library Director, manages the Adult, Children, Literacy, Technical,
Volunteer, and Young Adult depmtments of the Library; works closely with the Library Director to
implement exempla;y library services and programs; performs a wide variety of complex library-
related tasks requiring specialized ablhty and knowledge; mtelpiets and apphes bxoadly deﬁned

policies and procedures,

SUPERVISION RECEIVED AND EXERCISED:

Receives gene1a?l direction from the Library Director. Supervises and manages Liblaly District staff.
May be deszgnated in charge of the lelaly dunng the absence of the L1b1a1y Director. .

EXAMPLES OF ESSENTIAL JOB FUNCTIONS -
Management reserves the right fo add, modify, change, or rescind fhe work assignments of different
positions and to make reasonable accommodat:ons so that qualified employees can perform the

essential funciions of the job.

o Attends all mectings of the District's Board of Trustees and such other meetings as.the Library
Director specifies from time to time. :

e Participates in the selection of staff for assigned actzv1t1es and prepates pelfmmance evaluatlons

- and merit pay increase recommendations for the Library Director’s review.

e Solicits, prepares, submits, and secures grants for the District with the consent of the-Library
Director; may serve as project manager for selected grants. :

e Oversees the preparation of staff schedules and the a351gmnents of substitute hOlllS for the Adult,
Children, Literacy, Technical, Volunteer, and Young Adult departments. TS

o Identifies, coordinates, develops, and evaluates the continuing education and in-service training
program_for library staff to include professional, paraprofessional, technical, and clerical
personnel. ‘

e Maintains cordial relations with all persons entitled to the services of the District; attempts to
resolve all public and employee complaints; encourages citizen participation in the affairs of the
District. S

e Carties into effect the expressed poI101es of the Board of Trustees, including planmng the short,
medium and long-term work program for the Public Services activities and facilitating constructive -
and harmonious staff relations and communicates Board goals and objectives to the community.

o Prepares monthly and annual reports on the Adult, Children, Literacy, Technical, Volunteer, and
Young Adult activities of the Library.
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o Coordinates the Adult, Children, Literacy, Volunteer, and Young Adult ploglammmg activities
and exhibits that highlight and promote the Library’s collection.

o Assists in the development of the District budget, policies and procedures related to the activities
of the Adult, Children, Literacy, Technical, Volunteer, and Young Adult activities.

o Represents the District at various community events and meetings to promote library services and
programs when assigned by the Library Director.

o Attends workshops, continuing education programs, library conferences, and other professional
training opportunities at the direction of the Library Director.

e Directs, coordinates, and reviews the activities of the Adult, Children, Literacy, Technical,
Volunteer, and Young Adult activities concerning personnel, resources, equlpment services, and

. programs. :

e Coordinates Library services plo_]ects with the C1t§r of Placentia and othel outside or ganizations.

e Develops and Implements procedures in compliance with Library policies related to staff and
customer use of automated library systems.

e Manages the development and maintenance of the L1b1a1y s web page ensuring current, accurate,
and appropriate information. '

e Ensures monthly exhibits in the pubhc area are displayed ina timely manner to plomote library
services and programs including other major events related to the District:’

e Participates in recruiting, interviewing, selecting, and evaluatmg of the Adult, Chlichen theracy,
Technical, Volunteer, and Young Adult personnel.

e Makes recommendations to the Library Director concerning the public 1elat10ns activities f01 the
Adult, Children, Literacy, Technical, Volunteer and Young Adult activities.

e Participates in Library Board meetings by plepanng agenda items assigned by the lelaly Director
and presenting policy matters for Board review.

¢ Establishes and unplements work procedures and plans and organizes training programs for the
Adult, Children, Literacy, Technical, Volunteer, and Young Adult staff, and is 1esp01151ble for

- personnel actions, work assignments, and related matters.

o Prepares and submits reports of Public Setvices activities to the L1b1a1y Duectm the State L1b1a1 y
of California, and other govenmlental agenc1es as 1equned IR

¢ Performs other dutles as assigned.

QUALIFICATIONS:

Knowledge of:

e Modern public library organization, ploceduws and policies including library-related computer

hardware and software operations.
o Skills required in performing reference work for adults and children using print and electronic
resources and knowledge of reference sources and methods to serve adults and children.

e Skills required in operating all components of a library-based literacy program.
e Basic fund accounting and budgeting.

{
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Ablhty to:
o Read, analyze, and 1ntelp1et conumon smentlﬁc and techmcal Joulnals ﬁnanolal 1ep01‘ts, and

legal documents.

o Meet and serve the public comteously and efficiently and establish and maintain effective
relations with co-workers and community organizations.

e Organize and manage workflow for self and others, to super vise and direct staff and implement
applicable policies and procedures.

o Analyze difficult problems, recommend solutions and take independent action.

e Prepare and present reports which conform to prescribed style(s) and format(s) and present
information to management, the Library Board of Trustees, and public groups.

"Education and Experience:
“Any combination of training and experience that would provide the required knowledge, sk:!ls cmd

abilities is qualifying. A typical way fo obtain the required qualifications would be:

.{:Equivalent to a Master’s Degree in Library or Information Science from a school accredited by the
‘American Library Association plus five (5) years of increasingly responsible experience in public
library management positions, including a minimum of three (3) yeats as a supervisor.

Licenses and Certifications:

Possession of a valid California driver’s license.
Possession of, or ability to obfain, a Cardiopulmonary Resuscitation (CPR) certificate from a source
acceptable to the Library Board within 6 months of employment.

PHYSICAL DEMANDS:

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

individuals with disabilities to perform the {ypical tasks.

Must possess mobility to work in a standard office setting and to visit meeting sites. Must possess
mobility to operate a motor vehicle. Must possess hearing and speech to communicate in person,
before groups and over the telephone. Must possess vision to read printed material and a computer
screen. Must possess stamina to move about the Library. Must have balance, coordination, and
dexterity levels appropriate to the.duties to be performed. Sits, stands, walks, climbs staits and
inclines, kneels, crouches, twists, reaches, bends, grasps, uses a personal computer, keyboard and
related equipment; lifts and moves boxes weighing 25 pounds or less; and pushes or pulls a loaded

book cart.
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-ENVIRONMENTAL ELEMENTS:
The work environment characteristics described- here are representative - of those an mcmnbent
encounters while performing the typical tasks of this job. Reasonable accommodations may be made to
enable mdwzdua]s with disabilities lo perform the typical tasks, . o >

Most w01k is pe1f01med in an office settmg, although thele may be 0ccas1onal exposule fo inclement
weather conditions, 110186, dust, and potentially hazardous materials.

WORKING cQNDITiONs:'

Weekend and evening work and attendance at off-hours meetings and occasional travel are required.

" FLSA STATUS:

This is an exempt managerial classification,
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Busmess Managex

DEFINITION:

Undel the genmal direction of the L1b1a1y Director, performs a wide variety of complex analytical and
administrative tasks requiring specialized knowledge involving broadly defined library policies and
procedures. These managerial responsibilities include data gatheung, statlstlcal and ﬁnanmal

1ep01t1ng, tcchnology piannmg, and strategic planmng

SUPERVISION RECEIVED AND EXERCISED

Exemlses direct supervision over the Administrative Assistant. May be designated in cha1 ge of the
Library dumlg the absence of the L1b1a1y Dnectm and the Library Services Manage1

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:
Management reserves the right fo add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that quahf ied employees can perform the

essential fanct‘zons of the job.

e Conducts library needs assessment and current library trends including technology,
programming, and services and report findings and lecommendanons to the Library Director
and the Library Services Manager.

o Develops and implements policies and procedures that ensure the fiscal well being of the
District, effective internal control, and compliance with all relevant laws, ordinances,
accounting standards, rules and regulations.

¢ Examines library and automation vendors to determine the contents of their product line, how
their products work, their product strengths and weaknesses and makes recommendation to the
Library Director and the Library Services Manager.

¢ Works with the Library Services Manager to develop library nngnatlon plans and other
software utilities.

e Torecasts library vendor development 1ncludmg technology and the marketplace movement S0
that the District can respond to changes.

e Manages the operations of the passport service including scheduling, supervising, completing
performance evaluations and conducting evaluation reviews.

¢ Implements the fiscal management program of the District, including budget preparation and
monitoring, collection and disbursement of revenues, accounting, financial réporting and
auditing, and investment of funds.

o Prepares financial statements, reports and analyses of the District’s budget.



Business Manager

Page 96

o Implements employee health insurance, PARS and money purchase pension plan information.

o Reviews contracts and vendors proposals for compliance with Library District policy,
procedures and goals and submits them to the Library Director for approval,

e Ensures proper accounting for fixed assets, revenue and expense accruals.

e Prepares materials for the annual audit and coordinates all activities with the District’s
independent auditor, '

o Secks to carry into effect the expressed policies of the Board of Trustees, including planning
the short, medium and long-term work program for the administrative activities and facilitating
constructive and harmonious staff relations, He/she will translate the goals and objectives of

. the Board to the staff and the community. :

o - Prepares monthly and annual reports on the admmlstlatwe aotlvmes of the District. N

¢ Maintains: the schedule for performance evaluations - - and - merit pay increase -
recommendations for eligible employees and coordinates these with the Library Director and
the Library Services Manager. o

e Administers grant-related projects and assists in the pxepalatlon of data gatheung for glants

. and other p10p03a1 o . : . .

e Reviews, analyzes and suggests revisions fo hblaly pmcesses and plocedmes affecting - the
District’s patron groups including adult, children, literacy, technical, volunteer and young adult
services. -

o Researches, examines and analyzes the opelatlons of the District, mcludmg adult, chlidlen,

_literacy, technical, volunteer and young adult services.

o Provides logistical support in the management of books and other library materials.

e Serves as a liaison with other public agencies, insurance companies and setvice providers to
ensure an efficient and cost effective risk management program. : :

e Develops and implements an employee safety program which effectlvely 1dent1ﬁes causes of
accidents and initiates purposeful action to eliminate the causes or minimize their impact.

o [Establishes and reviews insurance requirements for - District contracts and prescreens

“agreements, leases and purchase documents to eliminate or minimize potential risk liability.

e DPlans, organizes and manages insured and self-insured prograrms for the District.
e Prepares and submits financial and personnel reports of to the Library D11ect01 to the State

Library of California, and to other govemmental agencles as 1cquued :

o Maintains checkbooks for the District.

e Participates in interviewing and selecting of administrative staff

o Manages the recruitment process for all District positions.

e Coordinates bid processes and purchasing including books and library materials.

¢ Plans, organizes, directs and reviews all functions relating directly to the purchase of
equipment, supplies and services for the District.

¢ Makes recommendations to the Library Director concerning public relations and admnnstlatlve
activities.
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Participates in Library Board meetings by plepaling agenda items assigned by the Lib1a1y

- Director, presenting policy matters for Board review, takmg notes and piepaung the m1nutes in

the absence of the Administrative Assistant.
Develops and writes standardized and specialized bid speciﬁcations through researching and

analyzing information to determine product and/(n service need and avallablhty

Performs other duties as assxgned

QUALIFICATIONS:

Knowledge of: .

Library vendors, trends, and marketplace.

Horizon software, cataloging, online databases, and hbia1y or gamzatlonal stxuctule

The principles and practices of research and analysis. _ _ '

The initiation, development, accomplishment, and evaluation of puBﬁc programs or services.

The tools of management, such as procedural manuals, training materials, Lecouis and reports,
and studies applicable ih evaluating hbzaly ploglams and services.

Ability to: .

Construct and execute a variety of library surveys.

Manage work flow in an orderly fashion while processing multiple simultaneous projects.
Develop a variety of ready reference materials in electronic and traditional fonnats
Respond to routine inquiries or complaints from Library customers.

Supervise staff and implement personnel policies and procedures.

Analyze difficult problems and recommend solutions.

Take independent action.

Prepare and present reports that conform to prescribed style and format.

Present information to District management and the Library Board of Trustees.
Organize and manage work flow for self and others. :
Establish and maintain effective relations with co-workers, the public and commumty :
organizations,

Demonstrate excellent written and oral communication skills

Lead and manage a team.
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Education and Experience: ' -
Any combination of training and experierce z‘hm‘ would pr. owde the required knowledge, Skflls, and

abilities is qualgﬂvmg A typical way to obtam the ieqzm ed qualifications would be:

Equwalent to a Bachelm s Degxee plus thlee (3) yeaus of 11101easmgly 1esponsxble 11b1a1y experience
including development of program and services, supervisory experience and an understanding of
administrative and accounting principles. Master’s Degree desirable.

Licenses and Certifications:
Possession of a valid California driver’s license.

PHYSICAL DEMANDS: '
The physical demands described here are representative of those that must be met by an employee fo

successfully perform the typical tasks of this job. Reasonable accommodations may be made fo enable
individuals with disabilities to perform the typical tasks.

Must possess mobility to work in a standard office setting and to visit meeting sites. Must possess
mobility to operate a motor vehicle. Must possess hearing and speech to communicate in person,
before groups, and over the telephone. The incumbent is required to stand, walk, and stoop, kneel, or
crouch, The incumbent must be able to push or pull carts weighing up to 25 pounds and have the
strength to pick up and carry supplies weighing up to 20 pounds. 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. .

ENVIRONMENTAL ELEMENTS
The work environment characteristics descr ibed here are Iepl esentative of those an incumbent

encounters while performing the typical tasks of this job. Reasonable accommodanons may be made to
enable individuals with disabilities to perform the typical tasks. :

Most work is performed in an office setting, aIthough there may be occasional exposuw to inclement
weather conditions, noise, dust and potentially hazaldous matenals :

WORKING CONDITIONS:

Weekend and evening work and attendance at off-hours meetings and occasional travel are required.

FLSA STATUS:

This is an exempt managerial classification.
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Administmtive Assistant

DEFINITION:

‘Under the general direction of the Business Manager, pezfmms a wide variety of complex clerical,
administrative, office, and bookkeeping/accounting tasks, Lequumg specialized knowledge within a
broadly set of defined policies and procedures, - : :

SUPERVISION RECEIVED AND EXERCISED:

Receives direction from and works directly with the Library Director, the Business Manage1 the
Library Board of Trustees, and the Library Services Manager.

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the
essential functions of the job.

o Attends meetings of the District's Board of Trustees and such other meetings as the Library
Director specifies from time to time.

o Maintains the schedule for performance evaluations and merit pay increase recommendations
for eligible employees on a confidential basis, and coordinates these with the Library Director,
the Library Services Manager and the Business Manager.

o Presents the image of the Placentia Library District to the pubhc by demonsirating a
welcoming, pleasant, courteous, and professional demeanor.

¢ Maintains District files, materials, and information of a confidential nature.

e Arranges appointments, conferences, and meetings, and maintains appointment calendar for
the Library Director.

e Prepares monthly and annual reports on the administrative activities of the Library.

e Composes letters, memos, and other written communications on routine matters.

e Coordinates, designs, revises, ‘and maintains overall office systems for records and documents
related to District operations. -

o Maintains and retains the District’s files and records.

¢ Reviews and verifies material in connection with the paying of District bills; may prepare
payroll and claim requests,

o Participates in Library Board meetings by plepaung agenda items asmgned by the Library
Director, presenting policy matters for Board review, taking notes, and preparing the minutes.

o Responds to questions from the Library Board of Trusiees, District staff, and the public
regarding District policies, procedures and regulations.
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Performs routine but specialized administrative duties related to District operations including

report writing and coordination of special events; edits, proofreads and corrects written
materials to ensure cortect founat spelling, punctuation and grammar.

Generates correspondence such as letters, memos, reports, L1b1a1y Board items, and other
materials on a variety of general and technical topics.

Receives, screens, and acts upon requests and complaints from visitors, telephone callers, other
staff, and the general public.

Screens and distributes incoming correspondence to the Library Director and staff members..
Records proceedings of the District Library Board; transcribes, edits, and proofreads notes into
the approved style of minutes used by the District following established gu1dehnes and in
accordance with general instructions. :

Orders, receives, and confirms purchases for the L1b1a1y

Performs other duties as assigned.

QUALIFICATIONS:

Knowledge of: -

]

Office practices and procedures, office equipment, filing systems, business correspondence

" methods, and good business English including vocabulary, grammar and spelling.

Personal computer hardware and software operations.

Ability to:

Use word processing software accmately by typing from clear copy at a speed of not less than
forty-five (45) words per 1mnute and to create and use Iabels, data and formulds on an
electronic spreadsheet.

Maiage work flow in an orderly fashion while processing multiple simultaneous projects.
Perform difficult clerical wmk and make decxsions based upon Dlstuct policies and
procedures.

Respond to common inquiries or complamts that may be of sen31t1ve na‘une from Library

cusfomers.

Interpret and effectively communicate the District’s pohcles, plocedmes and 1egulat10ns
Analyze difficult problems and recommend solutions,

Prepare and present reports that conform fo prescribed style and format.

Communicate easily and rapidly in English with the Library Board of Trustees, the Library
Director, the Library Services Manager, library staff and customers orally, via telephone and
in writing.

Understand and execute both oral and written instructions in English independently.

Establish and maintain effective relations with co-workers, the public; and community
organizations. :

Perform mathematical computations rapidly and accurately.

Demonstrate proficiency in Word, Excel, Publisher, Powerpoint, and Quickbooks.
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Education and Experience:’
Any combination of fraining and experience that would provide the required knowledge, skills, and

abilities is qualifying. A typical way to obtain the re_q"uire_d qualifications would be:

Equivalent to graduation from high school plus two (2) years’ post high school education. A
minimum of three (3) years of increasingly responsible experience in an administrative office
environment demonstrating effective writing skills, and using word processing, spreadsheet, database,
and scheduling software is also required. '

Licenses and Certifications:
Possession of a valid California driver’s license,

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee fo

successfully perform the typical tasks of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the typical tasks,

Must possess mobility to work in a standard office setting and to visit meeting sites. Must possess
mobility to operate a motor vehicle. Must possess hearing and speech to communicate in person,
before groups and over the telephone. The incumbent is required to sit; use hands to finger, handle, or
feel objects; twist and reach with hands and arms. The incumbent is required to stand; walk; and stoop,
kneel, or crouch, The incumbent 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. The incumbent must have the physical ability to climb stairs
and inclines, twist, reach, bend, grasp, and use a personal computer, keyboard, and related equipment.
The incumbent must be able to lift and move boxes weighing 25 pounds or less, push-or pull loaded
book carts, and carry supplies weighing up to 20 pounds.

ENVIRONMENTAL ELEMENTS: :
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.

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

WORKING CONDITIONS
Weekend and evening work and attendance at off-hours meetings and occasional travel are 1equued

FLSA STATUS:

This is a non-exempt classification.
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- Facility Maintenance Technician

DEFINITION:

Under the general direction of the Business Managet, plans, organizes, oversees, coordinates and
reviews a comprehensive program of maintenance, repair, and improvement of the District’s facilities,
including custodial and janitorial maintenance, rodent and pest control, grounds keeping, carpentry,
electrical, plumbing, and HVAC activities; determines priorities and monitors completed work;
schedules proposed projects and repairs; procures materials; handles special projects.

SUPERVISION RECEIVED AND EXERCISED:
Receives general direction from the Business Manager. Does nbt supervise other emplojfees.

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:
Management reserves the right to add, modify, change, or iescznd the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the

essential functions of the job.

Performs public building maintenance, construction, and landscaping dutles and pIOJects :

Performs general maintenance duties, including cleaning and repairs,

Monitors building maintenance projects to ensure timeliness, correciness, and completlon

Recommends development and standardized maintenance and operating procedures and

methods to improve the efficiency and effectiveness of facilities maintenance operations.

e Inspects District facilities and makes recommendations to modify, improve, and/or replace
equipment when necessary to support demand and/or improve efficiency.

e Performs preventive/predictive maintenance per requirements, and performs non-scheduled or
emergency maintenance when required.

e  Assists with event/meeting/program set-up and clean-up.

e Maintains accurate records with regard to annual inspections of equipment and geneIal
preventative maintenance.

o Responds to emergencies as required; evaluates building damage, and comdmates activities
with other responders to provide effective response to protect District property.

e Prepares preliminary time and material cost estimates on proposed projects.

o Performs other duties as assigned.

o
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QUALIFICATIONS:
Knewledge of:

o Policies, procedures, equipment, materials, and supplies related to the construction, operation,
maintenance, and repair operations of facility found in District setting, including HVAC
maintenance, custodial and janitorial maintenance, rodent and pest conirol, carpentry,
electrical, and plumbing activities, :

o Safety principles, praciices, and procedures for building and facility related pr OjeCtS

e . Building codes associated with painting, electrical, and mechanical equipment,

Ability to:

e Use power and hand tools and materials used in all facets of building maintenance,
construction, and landscaping work.

Exercise sound judgment in completing assignments. -

Communicate effectively both orally and in writing.

Establish and maintain cooperative working relationships.

Understand and follow oral and written instructions.

Read and write at a level necessary for successful j()b pe1f01mance

Lift items weighlng up to 70 pounds

Use standard office equipment.

Education and Etperlence
Any combination of training and expei ience that would provide the required knowledge, skills, and

abilities is qualzjjmg A Iypzcal way to obl‘am the iequn ea’ qualzf cattons wou]d be

Equivalent to three (3) years of experience in facxhty or bulldmg maintenance plus some technical
training and/or education in construction, engineering, or a field related to the work. of facility or
building management. Possessxon of an Assomate of Alts deglee is hlghly desnable

Licenses and Certifications:
Possession of a valid California drivet’s license.

PHYSICAL DEMANDS:
The physical demands described here are repr esentative of those that must be met by an employee to

successfully perform the typical tasks of this job. Reasonable accommodations may be made fo enable
individuals with disabilities to perform the typical tasks.

Incumbents must have the physical ability to stand, sit, walk, climb stairs and ladders, stoop, kneel,
and use arms, hands, and legs. Incumbents must be able to lift items weighing up to 70 pounds.
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ENVIRONMENTAL ELEMENTS: :

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

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

WORKING CONDITIONS:

Weekend and evening work and attendance at off-hours meetings and occasional travel are required.
May be required to return to work during non-business hours in emergency situations and to perform
work on a scheduled stand-by assignment.

FLSA STATUS:

This is a non-exempt classification.
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Adult/Children’s Services Supervisor

DEFINITION:

Under the general direction of the Library Services Manager, performs a variety of responsible,
specialized activities requiring a broad knowledge of books, information systems, interactive
searching, and exceptional interpersonal communication skills, - Supervises either the reference and
adult services activities of the Library, or the children’s setvmes activities. Develops and presents .

programs and exhlblts

SUPERVISION RECEIVED AND EXERCISED
Receives general direction from- the Library Services Manager. Schedules supervises, trains and

disciplines the adult and/or children’s depariment personnel and volunteers. . Supervises and (rains
public service desk personnel and volunteers. :

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:
Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and fo make reasonable accomnnodations so that qualified employees can perform (he

essential functions of the job.

e Conducts specialized reference work using print and electronic formats.

o Maintains responsibility for coordinating the selection and de-selection of books and othel
library materials for the assigned area of the Library.

e Prepares for the Library Services Manager’s approval of the public service desk schedules for
the Reference Desk or the Children’s Desk and the assignment of substitute hours,

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

e Seeks to carry into effect the expressed policies of the Board of Tlustees T1anslates the goais
and objectives of the Board to the staff and the community.

o Prepares monthly and annual reports as assigned by the Library Services Manager.

o Assists in procuring, researching, writing, securing, and executing grants for the Library.

e DPlans, organizes, conducts, implements, and evaluates programs that promote the Library’s
collection and services.

e Schedules, assigns, supervises, and evaluates the activities of the staff in the Chlfdlen s or
Adult Departments.

e Implements the public services program of the Library at either the Reference Desk or the
Children’s Services Desk.

e Assists the Library Services Manager with developing and implementing plocedules in
compliance with Library policies related to staff and customer use of automated library
systems.

o Allocates the library materials budget assigned to that department.

o Handles reference questions referred by other staff; performs professional library work
including the preparation of bibliographies; catalogs and classifies library materials.
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o Advises the Library Services Manager of catalog problems and recommends changes.

o Recommends policies and policy amendments for public services to the Library Services
Manager. :

¢ Reviews and makes lecommendatlons on puichases Lepau or discard of books and other

“library materials,

e Hstablishes and implements work p10cedu1es for depaxtment staff

o Trains, schedules and supervises librarians, library assistants, volunteers and other staff
assigned to Reference Desk or Children’s Services Desk.

o Represenis the District’s Adult Services Department or the Children’s Department at
consortium meetings. :

e Makes recommendations to the L1b1a1y Services Managex concelmng the pubhc 1elat10ns
activities for adult services or children’s services.

o Coordinates programs and exhibits as assigned by the leIaly Selvmes Manager.

e Prepares and submits reports of activities to the Library Services Manager as required.

e Assists the public with using the public photocopier machine. '
Oversees readers’ advisotry; instructs the public in the use of liblaly materials and equipment '
selects print and audio/visual materials; and manages the adult services or chlldlen s services -
sections of the District’s web site, - :

e Performs other duties as assigned.

QUALIFICATIONS:

Knowledge of:

e Modern public library organization, procedures and policies.

o Application of Dewey Decimal Classuﬁcatmn system and L1b1a1y of Congress Subject
Headings.

o Personal computer and network har dware and softwate operations

e Skills required to perform reference work for adults and children usmg pnnt and electronic
resources and inferactive searching. ' _

e Reference sources and methods to serve adults and children. -

o Current events, literature and standard works in various fields,

e Personnel, safety management and supervisory skills.

Ability to:

o Apply the knowledge listed above,

e Read, analyze and interpret common scientific and technical journals, financial Iepoxts and
legal documents.

e Respond to common inquiries or complaints from Library customers.

e Supervise staff and implement personnel policies and procedures.

e Analyze difficult problems and recommend solutions.

e Take independent action.

s Prepare and present reports that conform to prescribed style and format.
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o Efficiently use word processing, spreadsheef, database, desktop publishing and library system
software applications.

o Organize and manage work flow for self and others.

e IDstablish and maintain effective Ielatlons w1th co-workers, the public and community
organizations. L

Education and Experience: :
Any combination of training and experience fhat would prowde the required knowledge skills, and

abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to a Master’s Degree in library and/or information science from a school accredited by the
American Library Association and five (5) years’ experience in a library of recognized standards,
preferably including public service desk assignments. Grant writing experience is highly desirable.

Licenses and Certifications:
Possession of a valid California driver’s license.

PHYSICAL DEMANDS:
The physical demands described here are vepresentative of those that must be met by an employee to
successfully perform the typical tasks of this job. Reasonable accommodations may be nma’e to enable

individuals with disabilities to perform the typical tasks.

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

mobility to operate a motor vehicle. Must possess hearing and speech to communicate in person,

before groups, and over the telephone. The incumbent is required to sit; use hands to finger, handle, or

feel objects; twist and reach with hands and arms. The incumbent is required to stand; walk; and

stoop, kneel, or crouch. The incumbent must be able to push or pull book cards weighing up to 25
pounds and have the strength to pick up and carry supplies weighing up to 20 pounds. The incumbent
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.
Attendance at off-hours meetings and occasional travel are required.

ENVIRONMENTAL ELEMENTS:
The work environment characteristics described here are representative of those an incumbent

encounters while performing the typical tasks of this job. Reasonable accommodations may be made-
to enable individuals with disabilities to perform the lypical tasks. -

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

WORKING CONDITIONS:
Aitendance at off-hours meetings and occasional travel are required.

FLSA STATUS:
This is a non-exempt supervisory classification.




Page 110

Placentia Lébmr‘y District

Page intentionally left blank . - |



- L | Page 111
Placentia Library Dist'r':ic.t- Policy #2317

Librarian I

DEFINITION: -

Under the general direction of the Adult/Children’s Services Supervisor, 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, and selects print and audio/visual materials as assigned by  the

Adult/Children’s Services Supervisor.

SUPERVISION RECEIVED AND EXERCISED:

Receives general direction from the Adult/Children’s Setvices Supervisor. Supervises and trains
public service desk personnel and volunteers.

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:
Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodaftons so that qualified employees can perform the

essential functions of the job

e Conducts specialized reference work using print and electronic formats.

» Responsible for selecting and de-selecting books and other library materials for arcas of the
collection assigned by the Adult/Children’s Services Supervisor.

o Maintains cordial relations with all persons entitled to the services of the Dlstuct and attempts

to resolve all- public and employee complaints.

Seeks to carry into effect the expressed policies of the Board of Trustees,

Translates the goals and objectives of the Board to the staff and the commumty

Prepares monthly and annual reports as assigned by the Adult/Children’s Services Supervisor.

Assists in procuring, researching, writing, securing, and executing grants for the Library.

Plans, organizes, conducts, implements, and evaluates programs that promote the Library’s

collection and services.

Answers reference questions ata public service desk

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

o Advises the Adult/Children’s Services Supervisor of catalog problems and recommends
changes.

¢ Recommends policies for public services to the Library Services Manager.

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

o Assists the public with using the electronic databases and reference services.

® © » © o
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Manages and assists the public with use of the public photocopier machines,

Reviews and makes recommendations on purchases, repair or discard of books and other
library materials in areas assigned by the Library Services Manager. '

Establishes and implements work procedures for department staff.

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

Makes recommendations to the Adult/Children’s Services Supervisor concennng the public
relations activities for adult services or children’s services.

Prepares and Submlts Iepotts of activities to the Adult/Children’s Sewlces Supervisor as
required. : . : L o

Performs other duties as assigned.

QUALIFICATIONS:

Knowledge of:

Modern public library organization, procedures and policies.

Application of Dewey Decimal Classification system and L1b1a1y of Congress Subject
Headings.

Personal computer hardware and software operations

Skills required performing reference work for adult and children vsing print and electronic
resources and interactive searching,

Reference sources and methods to serve adult and children.

Current events, literature and standard works in various fields.

Ability to;

9

-]

Apply the knowledge listed above.

Respond to common inquiries or complaints from Library customers,

Follow Library policies and procedures.

Analyze difficult problems and recommend solutions.

Take independent action. |

Prepare and present reports that conform to prescribed style and format.

Efficiently use word processing, spreadsheet, database, desktop publishing and library system
software applications.

Organize and manage work flow for self.

Establish and maintain effective relations with co-workers, the public and community
organizations. '
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Education and Experience: _
Any combination of training and experience that would provide the required knowledge, skills, and

abilities is qualifying. A typical way fo obtain the required qualifications would be:

Equivalent to a Master’s Degree in library and/or information science from a school accredited by the
Ametican Library Association plus a minimum of two years of library experience.

Licenses and Certifications:
Possession of a valid California driver’s license.

PHYSICAL DEMANDS:
The physical démands 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.

Must possess mobility to work in a standard office setting and to visit meeting sites. Must possess
mobility to operate a motor vehicle. Must possess hearing and speech to communicate in person,
before groups and over the telephone. The incumbent is required to sit; use hands to finger, handle, or
feel objects; twist and reach with hands and arms. The incumbent is required to stand, walk, stoop,
kneel, or crouch. The incumbent must be able to push or pull book carts weighing up to 25 pounds and
have the strength to pick up and carry supplies weighing up to 25 pounds. The incumbent 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.

ENVIRONMENTAL ELEMENTS:
The work enviromment characteristics described here are representafive of those an incumbent
encounters while performing the lypical tasks of this job. Reasonable accommodations may be made fo

enable individuals with disabilities (o perform the typical fasks.

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

WORKING CONDITIONS:

Weekend and evening work and attendance at off-hours meetings and occasional travel are required.
May be required to return to work during non-business hours in emergency situations and to perform

work on a scheduled stand-by assignment.

FLSA STATUS:

This is a non-exempt professional classification.
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Library Assnstant

DEFINITION:

Under the general direction of the Adult/Children’s Services Supervisor, performs library work in the
reference, circulation, technical services, and liteiacy or administration departments; and performs a
variety of responsible, specialized activities requiring a broad knowledge of books -information
systems, interactive searching, and interpersonal commumcatlon skllls

SUPERVISION RECEIVED AND EXERCISED

Recelvcs general direction from the Adult/Chlldlen s Services Supelvxsm May supervise clerical
staff or volunteets. o '

EXAMPLES OF ESSENTIAL JOB FUNCTIONS: '
Management reserves the right fo add, modify, change, or rescind the work assignments of d ffe; ent
positions and to make reasonable accommodations so that qualified employees can pei form the

essential ﬁmcnons of the job.

e Performs specialized reference work using print and electronic formats.

o Sclects and de-selecis books and other library materials for areas of the collection assigned by
the Adult/Children’s Services Supervisor.

e Maintains cordial relations with all persons entitled to the services of the Dlstuct and attempts
to resolve all public and émployee complaints. :

o Secks to carry into effect the expressed policies of the Boa1d of Trustees.

o Translates the goals and objectives of the Board to the staff and the community.

e Prepares monthly and annual reports as assigned by the Library Services Manager or
Adult/Children’s Services Supervisor. '

e May be responsible for programming,

e Answers reference questions at a public service desk.

Oversees and manages the public'copier machines.

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

Assists the public with using the electronic databases and reference services.

Plans and implements a component of the Literacy Department under the supervision of the

Library Services Manager.

o Reviews and makes recommendations on pmchases repair or discard of books and otheL
library materials in areas assigned by the Adult/Children’s Services Supervisor

o Makes recommendations to the Adult/Children’s Services Supervisor concerning the public
relations activities for Adult Services or Children’s Services.
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Establishes and implements work procedures for department staff,

Prepares and submits reports of activitics to the Adult/Children’s Services Supervisor as.
required. E

Assists the public with using the pubhc photocoplel machine.

Performs other duties as assigned. - R

QUALIFICATIONS:

Knowledge of:

Modem pubhc 11b1a1y or gamza‘uon procedures and pohc1es

Application of Dewey - Decimal C1a531ﬁcat10n system and Library of Conguass Subject
Headings. - ‘
Personal computer hardware and soﬁwam operations.

Skills required performing reference work for adult and children using print and electronic
resources and inferactive searching.

Reference sources and methods to serve adults and children.

Current events, literature and standard w01ks in various ﬁelds

Ability to:

 © o e & o ]

Apply the knowledge listed above,
Read, analyze, and interpret common scientific and technical journals, financial reports, and

legal documents,
Respond to common. 111qunles or complaints from L1b1a1y customels

Follow Libraty policies and procedures.

‘Analyze difficult problems and recommend solutlons |

Take independent action.
Prepare and present reports that conform fo plescubed style and format.
Efficiently use word processing, spreadsheet, database, and desktop publlshmg and library

‘system software applications.

Organize and manage work flow for self.
Establish and maintain effecnve relations with co-workers, the public and community

organizations.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and

abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major coursework in
Library Science or a related field. Some technical library experience is highly desirable.
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Licenses and Certifications:
Possession of a valid Califomia driver’s license.

PHYSICAL DEMANDS:

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

- Must possess mobility to work in a standard office setting and to visit meeting sites. Must possess
mobility to operate a motor vehicle. Must possess hearing and speech to communicate in person,
before groups and over the telephone, The incumbent is required to sit; use hands to finger, handle, or
- feel objects; twist and reach with hands and arms. The incumbent is required to stand, walk, and
stoop, kneel, or crouch. The incumbent must be able to push or pull book carts weighing up to 25
pounds and have the strength to pick up and carry supplies weighing up to 20 pounds. The incumbent
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.

ENVIRONMENTAL ELEMENTS: 3
The work environment characteristics described here are representative of those an incumbent

encounters while performing the typical tasks of this job. Reasonable accommodations may be made fo
enable individuals with disabilities to perform the typical tasks.

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

WORKING CONDITIONS:

Weekend and evening work and attendance at off-hours meetings and occasional travel are required.

FLSA STATUS:

This is a non-exempt paraprofessional classification,
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Circulation Supervisor

DEFINITION:

Under the general direction of the Library Director, performs supervisorial and clerical library work in
the Circulation Department; conducts performance evaluations and administers progressive discipline
where necessary for the Circulation Departiment staff;, and participates in the recruitment, orientation,
training, and evaluvation of staff in the Circulation Department.

SUPERVISION RECEIVED AND EXERCISED:

Receives general direction from the Library Director, Supervises, scheduies and evaluates the
act1v1tms of the clerical staff, substitute clerks and volunteers. -

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:
Management reserves the right to add, modify, change, or rescind the work assignments of differ em‘
positions and to make reasonable accommodations so that qualified employees can perform the-

essential functions of the job.

Supetvises the library system software for magazines.

Prepares delinquent accounts for reporting to the collection agency.

Processes incoming and outgoing interlibrary loan materials.

Maintains cordial relations with all persons entitled to the services of the District, and attempts

to resolve all public and customer complaints and inquiries.

» Prepares monthly and annual reports as a551gned by the Library Director or Library Setvices
Manager.

o Makes recommendations to the Library Director and the Library Services Manager.

e Establishes and implements work procedures for department staff,

o Works with management to initiate and handle disciplinary actions for the clerical staff,
substitute clerks, and volunteers.

¢ Supervises and manages the library system software for circulation, patron registration, and
delinquent account collections in compliance with Anaheim Library and Placentia Library
District policies and procedures.

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

e Manages the cash reccipts and maintains accurate financial and statistical records for the
Circulation Department. :

e Manages the public photocopier machines.

e Locates, checks-in, and checks-out library materials for customers.

e Processes telephone renewals.
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Files documents and library mateuals pmsuant to hblaly ﬁhng 1uIes
Issues and renews library cards. = :

Operates a variety of office and business equipment.

Calculates and collects fines and fees at the Circulation Desk. .
Prepares dally and monthly transactmn statlstlcs and 1ep01ts any dlsmepanc1es to the Busmess _

Manager.
Supervises the cash receipts of fines and mamtams accurate ﬁnanclal and staustxcal 1e001ds for

the Circulation Depattment.

Prepares and submits reports of activities to the Library Director or L1bra1y SGIVICBS Manager.
Answers telephone and transfers calls to the appropriate staff or department.

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

Records daily statistics at the Circulation Desk.

Receives cash and credit card transactions at the Circulation Desk.

Processes overdue and collection notices according to the Anahenn leraly and Placentla

L1b1a1y District policies and procedures.

Prepares books and other libraty materials for public use.

Repaits books and other library materials.

Recommends policies for public services to the L1b1a1y Director or Library Services Manager..
Assists the public in making the most effeciive use of the Library’s collection and facility. -
Serves as a United States Passport Application Acceptance Agent.

Performs other duties as assigned.

OUALIFICATIONS

Knowledge of

Cunent events, literature, and standard works in Circulation System.
Pelsonal computer hardware and soﬂwa1e ope1at10ns

Ablhty to'

Type a minimum of thirty (30) words per minute.

Perform general clerical work including word processing and spreadsheet data entry.
File accurately according to library filing rules.

Meet the public with tact and courtesy.,

Follow oral and written instruetions.

Establish and maintain effective working relationships with co-workers, the public, and
community organizations.

Follow Library policies and procedures.

Organize and manage work flow for self.

Take independent action.

Prepare and present reports that conform to prescribed style and format.
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° Respond to common inquiries or complaints from Library customers.
e Analyze difficult problems and recommend soiutlons - :

Education and Experience: - '
Any combination of training and experience that wou!d pF owde z‘he requn ed knowledge skzlls and

abilities is quahjj}mg A typzcal way to obtain the requir ed quallf cations would be:

Equwalent to a hIgh school dlploma or the equlvalent plus a mlmmum of ﬁve (5) yeals of clerical
expetience in a library or public service setting with supelwsmy expeuence o

Licenses and Certlficatlons: .
Possession of a valid California driver’s license.

PHYSICAL DEMANDS: : '
The physical demands described here are fepf esentative of fhose that must be met by an emp[oyee fo

successfully perform the typical tasks of this job. Reasonable accommodatlons may be made to enable
individuals with disabilities to per form the lypical tasks ' :

Must possess mobility to work in a standald office setting and to visit meetmg sites. Must possess
mobility to operate a motor vehicle. Must possess hearing and speech fo communicate in person,
before groups, and over the telephone. The incumbent is required to sit; use hands to finger, handle, or
feel objects; twist and reach with hands and arms. The incumbent is required to stand; walk; and stoop,
kneel, or crouch. The incumbent must be able to push or pull book carts weighing up to 25 pounds
and have the strength to pick up and carry supphes weighing up to 20 pounds. The incumbent must be
able to see to perform data entry. Spemﬁc vision abilities required by this job include close vision, -
distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.

ENVIRONMENTAL ELEMENTS: :
The work environment characteristics described here are representative of those an incumbent
encounters while performing the typical tasks of this job. Reasonable accommodations may be made to

enable individuals with disabilities to perform the fypical tasks.

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

WORKING CONDITIONS:

Weekend and evening work and attendance at off-hours meetings and occasional travel are required.

FLSA STATUS:

This is a non-exempt supervisorial classification.
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leraly Clerk

DEFINITION:

Under the general direction of the Business Manager and the Circulation Supervisor, performs clerical
library work in the Adult, Circulation, Children’s, or Administration Departments.

SUPERVISION RECEIVED AND EXERCISED:

Receives general direction from the Business Manager and direct supervision from the Circulation
Supervisor. May supervise substitute clerks or volunteers.

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodanons so that qualified employees can perform the

essential functions of the job.

a o © & ¢ o o

Staffs the Circulation Desk checking-in aud checking-out 11b1a1y materials, 1eg13tenng library

borrowers, and collecting fines and fees.
Maintains cordial relations with all persons entitled to the services of the District; attempts to

resolve all public and employee complaints.

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

Translates the goals and objectives of the Board to Library customers.

Locates, checks-in and checks-out library materials for customers.

Processes telephone renewals.

Prepares the daily announcements for the telephone system.

Files documents and library materials by library filing rules.

Issues and renews library cards.

Operates a variety of office and business equipment.

Calculates and collects fines and fees at the Circulation Desk.

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

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

Schedules the use of the Meeting and Conference Rooms.

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

Inspects the public restrooms on a regular basis and reports problems to the Circulation
Supervisor or the Person-in-Charge.
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Records daily statistics at the Circulation Desk.

Receives cash and credit card transactions at the Circulation Desk.
Processes overdue and ‘collection ‘notices according to the Anahenn Pubhc lel&ly and _
Placentia Library District policies and procedures. :

Prepares books and other library materials for pubhc use.

Repairs books and othe1 library mateuals

Works in Technical Services in support of plofessmnal and palapmfessmnal staff.
Recommends policies for public services to the Circulation Supervisor.

Serves as a United States Passport Application Acceptance Agent.

Pe1f01ms other duties as assigned.

QUALIFICATIONS:

Knowledge of:

Basic office operations.

. Ability to: .

o o © o o »

Type a minimum of thirty (30) words per minute.

Perform general clerical work including word processing and spreadsheet da’fa entry.

File accurately according to library filing rules.

Meet the public with tact and courtesy.

Follow oral and written instructions.

Establish and maintain effective working lelanonslnps w;th co-workers, the pubhc and
commumity organizations. :

Follow Library policies and procedures.

Organize and manage work flow for self.

Education and Experience:

Any combination of training and experience that would provide the required knowledge, skills, and

abilities is qualifying. A typical way to obtain the required qualifications would be:

Possession of a high school diploma or the equivalent plus a minimum of two (2) years of library
expetience.

Licenses and Certifications:

Possession of a valid California driver’s license.
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PHYSICAL DEMANDS: E ' '
The physical demands described here are fepz eseniaiive of fhose that must be met by an employee to
swccessfully perform the typical tasks of this job. Reasonable accommodaﬂons may be made to enable

individuals with disabilities to per form the lyplcal tasks

While performing the duties of this job the lncumbent is 1equ11ed to talk and hea1 The incumbent is
required to sit; use hands to finger, handle, or feel objects; twist and 1each Wlth hands and arms. The
incumbent is lequned to stand; walk; and stoop, kneel, or crouch. The mCumbent must be able to push
ot pull book carts weighing up to 25 pounds and have the strength to pick up and carry supphes
weighing up to 20 pounds. The incumbent must be able 1o see to pelfoml data entry. Spemﬁc vision
abilities required by this job include close vision, distance vision, color vision, petipheral vision, depth
perception, and the ability to adjust focus. - :

ENVIRONMENTAL ELEMENTS:
The work environment characteristics described here are representative of those an incumbent

encounters while performing the typical tasks of this job, Reasonable accommodations may be made fo
enable individuals with disabilities to per, form the typical tasks.

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

WORKING CONDITIONS:

Weekend and evening work and attendance at off-hours meetings are required. -

FLSA STATUS:

This is a non-exempt clerical classification.



Page 126

Placentia Library District

Page intentionally left blank



Page 127
Placentla lerary DlStl‘lCt Policy #2325
lerary Alde

DEFINITION:

Under the general direction of the Circulation Supervisor, shelves library materials, monitors all public
service areas including library furnishings, equipment and patron activities, and performs basic-level
clerical library work in the Adult, Circulation, Children’s, or Administration Departments.

SUPERVISION RECEIVED AND EXERCISED:

Receives general direction from the Circulation Supew1301 and direct supervision from a Library
Clerk. Does not supetvise other employees

EXAMPLES OF ESSENTIAL JOB FUNCTIONS: -
Management reserves the right to add, modify, change, or rescind the work assignments of different

positions and to make reasonable accommodations so that quahf ed employees can perform the
essential fzmcrzons of the job.

¢ Staffs the Circulation Desk by checking-in l1b1a1y materials and sorting mateuals for shelving
.- and interlibrary loan.

e Staffs the Circulation Desk by checking-out library materials, collecting fines and fees,
registering new patrons, renewing patlon registrations and assisting patrons with the use of the
photocopy machines.

e Works in the Public Service areas monitoring library furnishings, equipment and patron
activities with the authority to enforce written Library pohmes and report problems to the
librarian or manager-in-charge. :

¢ Prepares library materials for public use.

Maintains cordial relations with all persons entitled to the services of the District, and 1efels all
public inquiries to the appropriate public service desk. '

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

Checks-in library materials on the computer. '

Empties the book drop.

Sorts and shelves incoming books, audio-visual maierials, and periodicals.

Repairs damaged library materials.

Inspects the public restrooms on a regular basis and repoits problems to the Circulation
Supervisor or the Person-in-Charge.

e Keeps library materials in order on the shelves when shelving and also when a331gned an area

to inspect.
s Searches for library materials on the shelves as assigned by Library staff.
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Retrieves newspapers and magazines from storage areas. _ R
Assists public with unloading gift books and magazines from their cars. '

~ Sets up and breaks down tables and chairs in the Meeting Room. "

Recommends polxcles f01 pubhc selv1ces to the Clrculatlon Supew1301

' Performs other du’ues as ass1gned

 QUALIFICATIONS:

Knowledge of:

2

The Dewey and other shelving classifications

Ability to:

File accurately according to library filing rules.
Meet the public with tact and courtesy.

- Follow oral and written instructions.

Establish and maintain effective wmkmg 1eIat10nsh1ps w1th co—w01kels, the pu’ohc and
community organizations. : : : :
Follow Library policies and procedures.

Organize and manage work flow for self. -

Perform book 1‘epair tasks and physical processing of new library materials.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and

abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from high school or the equivalent.

Licenses and Certifications:

Possession of a valid California driver’s license.

PHYSICAL DEMANDS:

The physical demands described here are wpresenmnve of those that must be met by an employee fo
successfully perform the typical tasks of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the typical tasks.
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Must possess mobility to work in a standard office setting. Must possess hearing and speech to
communicate in person and over the telephone. The incumbent is required to sit; use hands to finger,
- handle, or feel objects; twist and reach with hands and arms. The incumbent is 1equned to stand; walk;

and stoop, kneel, or crouch. The incumbent must be able to push or pull book carts wmghmg up to 25
pounds and have the strength to pick up and carry supplies weighing up to 20 pounds. The incumbent
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.

ENVIRONMENTAL ELEMENTS;
The work environment characteristics described here are repi esentative of those an incumbent
encounters while performing the typical tasks of this job. Reasonable accommodations may be made fo
enable individuals with disabilities fo perform the bypical tasks

Most work is performed in an office setting.

WORKING CONDITIONS:

Weekend and evening work and attendance at off~hours meetings are required.

FLSA STATUS:

This is a non-exempt clerical classification.
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DEFINITION

Under the general direction of the Circulation Supervisor, shelves library materials and empties the
book drop. _

SUPERVISION RECEIVED AND EXERCISED:

Receives 1mmedlate supervision from the Circulation SleGlVlSOi Does not exercise supervision over
other staff, :

EXAMPLES OF ESSENTTAL JOB FUNCTIONS: '
Management reserves the right to add, modify, change, or rescind the work assignments of dszei ent
positions and to make reasonable accommodations so that qualified employees can perform the

essential functions of the job.

o Staffs the Circulation Desk by checking-in library materials and sorting mateuals for shelving and
interlibrary loans. :

o Maintains cordial relations with all persons entitled to the services of the District, and refers all
public inquiries to the appropriate public service desk. :

Seeks fo carry into effect the expressed policies of the Board of Trustees. -

Checks-in library materials on the compute1

Empties the book drop.

Sorts and shelves incoming books, audio-visual materials, and periodicals.

Keeps library materials in ordet on the shelves when shelving and also when assigned an area (o

inspect.

Searches for library materials on the shelves as assigned by Library staff.

[ ]

o Retrieves newspapers and magazines from storage areas.

e Assists the public with unloading gift books and magazines from their cars.
o Sets-up and breaks-down tables and chairs in the Meeting Room.

e Performs other dutics as assigned.

QUALIFICATIONS:

Knowledge of:

e Basic office procedures,
o The Dewey Decimal System and other shelving classifications.
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 Ability to:

o File accurately according to library filing rules.
"o Meet the public with tact and courtesy. ~
. o TFollow oral and written instructions.
" e Establish and maintain effective working relationships with co-workers, the public and
community organizations, :
¢ Follow Library policies and procedures.
s Organize and manage work flow for self.

Fducation and Experience: -

Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be.

Equivalent to completion of 10" grade.

Licenses and Certifications:

Possession of a valid California driver’s license.
A work permit is required for applicants under 18 years of age.

 PHYSICAL DEMANDS:

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.

Must possess mobility to work in a standard office setting. Must possess hearing and speech fo
communicate in person and over the telephone, The incumbent is required to sit; use hands to finger,
handle, or feel objects; twist and reach with hands and arms, The incumbent is required to stand, walk,
and stoop, kneel, or crouch. The incumbent must be able to push or pull book carts weighing up to 25
pounds and have the strength to pick up and carry supplies weighing up to 23 pounds. The incumbent
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.

ENVIRONMENTAL ELEMENTS:
The work enviromment characteristics described here are representative of those an incumbent

encounters while performing the typical tasks of this job. Reasonable accommodations may be made fo
enable individuals with disabilities to perform the typical tasks. '

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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WORKING CONDITIONS: R

Weekend and evening work and attendance at off-hours meetings are required. |

FLSA STATUS:

This is a non-exempt clerical classification.
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Agenda Item 30

PLACENTIA LIBRARY DISTRICT

TO: Libr ary Board ofTiustees 5 _:
| FROM: Jeanette Contreras, L1b1 ary.Duectm.
SUBJECT: Adopt the Fiscal Year 20132015 Budgef .ail.d set 1t for a Public Hearing at the
May 20, 2013 Regular Meeting of the Library Board of Trustees.
DATE: April 22, 2013
BACKGROUND

At the March 18, 2013 Work Session, the Library Director presented a proposed budget for Fiscal Year
2013-2015 for the Placentia Library District. The proposed budget reflects a general fund of $2,132,414
for the 2013-2014 operations and $2,174,102 for 2014-2014. The ptoposed Fiscal Year 2013-2015
Budget includes the following’ plO_]GCthl’lS

Fiscal Year 2013-2014
e 2% increase in property tax projection
o 19% increase in local revenue projection
e 5% increase in total Salaries & Employee Benefits

o]
e
o]

2% COLA
Reclassify full-time Library Assistant to Librarian [
Title changes for classification Librarian II

o 18% decrease in total Supplies & Services

0 000O0O0CO0CO0

C

Facility improvement — meeting room & staff lounge
Copier lease for staff use

IT Services

Increase broadband

Upgrades of public and staff computers

Self-service checkout machine

Facility improvements - meeting room & staff lounge
Cleaning of carpet regulatly scheduled

33% increase in fravel

25% decrease in book budget & program

o No reserves/contingencies
e No change in [ibrary hours

Fiscal Year 2014-2015
e 2% increase in Property Tax projection
e 8% increase in Local Revenue projection
o 5% increase in total Salaries & Employee Benefits

O
o]

2% COLA
Increase (1) Library Clerk from 15 hrs. to 19 hrs.

o New 15 hrs. Children’s Library Assistant position



s ' _ '_o . 6% decrease in total Supplies & Services

o)

0000000

o
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Generator

Copier lease for staffuse . . .
Maintain I'T Services .

Maintain broadband upgrade

Cleaning of carpets regularly scheduled
Generator

3% increase in travel

8% decrease in book budget & program
Election expense

o No reserves/contingencies
e Proposed Library Hour changes:

o)
.0
o

Monday — Thursday =~ 9am— 8pm
Friday & Saturday 9am — Spm
Sunday lpm — 5pm

This t"é'p'o'i“[ includes the following attachments: -

Attachment A

Attachment B

Attachment C
Attachment D

Fiscal Jimpact:

RECOMMENDATION -

. Page 137 ' Projected Revenue

Pages 138-140 Projected Expenditures

Pages 141-144 Salary Scales

Page 145-146 Organizational Charts
$4,306,516 Total

$2,132,414 - Fiscal Year 2013-2014
$2,174,102 -- Fiscal Year 2014-2015

Adopt the Fiscal Year 2013-2105 Budget as presénted, including' the Salary Schedule and the
Organizational Chart, for a first reading and set it for a Public hearing at the May 20, 2013 Regular
Meeting of the Library Board of Trustees. - _ :
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Placentia Library District
Proposed Revenue Budget for Fund 707 for Fiscal Year 2013-2015 '

FY 20112012 FY 2012-2013 FY 20132104 FY 2014-2015

Object Code Category ACTUAL APPROVED ~ PROPOSED PROPOSED

6210-00 Current Secured _ 1,705,801 1,771,932 1,807,371 1,843,518
6210-01  Public Utility 24,521 25, 284-.':-- o 257790 26,306
©6210-04 Teeter Plan - Current Delinquent _ _ o SRS '
‘ SUB-TOTAL CURRENT SECURED : e L,730,412 1797 216'_-..:.? 1,833,161 1,869,824
6230-00 Prior Secured . 0 S S

TOTAL SECURED L 1,730,412 1,797,216 -« - 1,833,161 1,869,824
6220-00 Current Unseeured 69,801 o 76,781 . .- 78,317 79,883
6240-00  Prior Unsecured : 0 o o '

TOTAL UNSECURED 69,801 76,781 . 78317 79,383
6690 HOMEOWNER 15,368 16,905 17,243 17,588

TOTAL ESTIMATE PROVIDED -

BY ORANGE COUNTY AUDITOR . 1,815,581, 1,890,902 .. 1928721 " .. 1967295
6250 SPECIAL DISTRICT AUGMENTATION © = 3,870 3947 406
6260/6540 PENALTIES/DELINQUENCIES S 1,620 652 1,685
6280-00  SUPPLEMENTAL - CURRENT 22,366 24,602 25,004 25,59,
6300  SUPPLEMENTAL - PRIOR

6610-00 = INTEREST

TOTAL CATEGORIES NOT ESTIMATED
BY ORANGE COUNTY AUDITOR 30,092 30,093 31,307

6970 STATELIBRARY&STATE - o 0
7130 BANKRUPTCY RECOVERY DISTRIBUTIONS
7615 TRANSFER FROM OTHER LIBRARY FUNDS
7670 LOCAL REVENUE :
Fines & Fecs 60,000 35,000 45,0060 50,000
Passports 60,000 55,000 70,000 75,000
Meeting Room Fees 5,500 8,000 10,000
DVD Rentals 5,000 6,000 6,000

Tcst Proctor

7680 6 MO. EXPIRED (OUTLAW) CHECKS

FY11/12 RevenueBudet K o Aplll 17 2013 ]
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PLACENTIA LIBRARY DISTRICT
Proposed Expenditures Budget for Fund 707 for Fiscal Years 2013-2015

FY2011-2012

OBIECT o

CODE_~ DESCRIPTION e ACTUAL

0100 Salgriés & Wages (SS&MDCRE) 957,042

0200 Rctirren_le.nt (Pension Contribution) 62,783

0301 Uncmpléyment Insurance 10,972

‘0306 Health Tnsurance 129,139

0308 Dental Insurance 15,460

0309 Life insurance 6,727

_ " 03 IQ Long Term:Disabili_ty lns_urance 3,725

a ', 0319 Vision.lnsur-ance 2,-409

EAP 635

’ Total E}nployee Insurance 158,095

0350 Workers (_Zompensatioﬁ - General 2,652

FY 2012-2013

_APPROVED .

1,070,862 - .

37,960
11,000
166,441
15,500
7,400

| 4,000
2,600

800
196,741

FY 2013-2014

1,i_07,523 _
41,644
9,000
190,893
(5,917
7,568

. -4,008

2,574

715 .

221,675
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EFY 2014-2013

1,153,845
43,848
8,000
216,734
16,192
7,870
4,100
é;czq

787
248,309

10,000

.. 07{)0_ Communications 8,237
0900 Food 1,745

1000 Household Expense 12,491

1100 Insurance 11,929
1300 Maintenance of Equipment 16,873
1400-0710 HVAC 3,844
1400-0711 Carpet Cleaning 200
1400-0712 Groundskeeping, city of Placentia 19,140
1400-0713 Plumbing 904
1400-0714  Electric 1,972
1400-0715 Cleaning Services 612
1400-0716 Locksmith 1,607
00-0717 Other 2,093

‘ 1400 Total Maintenance of Building & Grounds 30,372
1600 Memberships 12,549

“FY 13-15 Expenditures Budget 41712013 1 7:35 PM

12,000 25,000 27,000
500 2,000 2,000
10,000 12,000 13,000
13,000 12,000 13,000
20,000 23,000 20,000
4,000 4,000 4,200
800 2,400 2,400
28,000 25,000 25,000
50,000 10,000 5,000
0 2,100 2,500

0 700 700

300 300 300
1,900 4,000 5,000
85,000 48,500 45,100
14,000 12,600 12,000



PLACENTIA LIBRARY DISTRICT

Proposed Expenditures Budget for Fund 707 for Fiseal Years 2013-2015

OBJECT -
CODE

DESCRIPT[ON

1700 Miscellaneous Expense

1800-0725
1800-0726
1800-0727
1800-0728

Library Supplies
Printing

Paper .
Other Office Supplies

1800 Office Supply Expense

1803 Postage Expense

1900-0737
'1900-0738
1900-0739
1900-0740

1900-0741
1900-0742

1900-0743 .

- 1900-0744
1900-0745
1900-0746
1900-0747
1900-0748

Employee Assistance Program/SDRMA
Anaheim Library Automated Library System
Library Board Consultants & Legal .
Computer Services

Tax Collection Services & Fees by Orange County & LAFCO
Medical Exams

Collection Services - Accounts Receivable
Audit & Accounting Services

Payroll Preparation

Election Expenses

Staff Training in Library

Grants

Program

Other

1900 Total Specialized Services - General Fund

1912 Investment Administrative fees for Orange County

2000 Total Lepal Natices

2100 Rents/Leases-Equipment

2200 Semi-Annual Bond Payment, Energy Loan & Civic Center Loz

2400-0760
2400-0761

Special Department Expense - Library Materials
Special Department Expense - Programs

2400 Total Special Department Expense

2600 Transportation/Travel - Local Mileage

2700-0765 Transportation/Travel - Meetings, Staff Out of Town

: FY 13-15 Expenditures Budget

FY2011-2012
ACTUAL

FY 2012-2013

'_'O

9,652
10,624

8,607
28,883

4,708

277

564
28,179
202,016
16,933

218,949

1,377

5,574

4/17/2013 : 7:35 PM

13,000

11,000

1,000
5,000
30,000

5,000

35,000
20,000
25,000
19,000
500
2,200
15,000
7,000
25,000
200

0

0
25,000
173,900

1,500
1,000
500

30,000

203,731

8,000
211,731

2,000

3,000

_APPROVED I

FY 2013-2014
PROPOSED . ...

560

14,000
14,000
1,000
7,000
36,000

5,500

35,000
10,000
60,000
19,000
" 500
2,200
14,000
7,500

500
0

0 .

20,0600
168,700

1,500
500
1,600
15,000
122,872
5,000

127,872

2,000

8,500
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FY 2014-2015
PROFOSED ..

-500

10,000
14,000
1,500
5,000
30,500

6,000

35,000
10,000
60,000
19,000
500
2,500
14,500
74
19,000
500

10,000
178,500
1,500
500

1,000

141,200
3,000
144,200

2,000

4,000
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PLACENTIA LIBRARY DISTRICT
Proposed Expenditures Budget for Fund 707 for Fiscal Years 2013-2015

OBJECT . ' e FY2011-2012 FY 2012-2013 FY 2013-2014 FY 2014-2015

CODE _BESPRIPT‘_ON i ACTUAL - APPROVED  PROPOSED PROPOSED |
2700-0766 Transportatlonﬂ‘ tavel - Meetings, Staff Local o I,435 600 -:2,000 - '2,100
2700-0767 Transportation/T vavel - Meetings, Board Out of Town . o ) e ___I,_348' : ; : 5,000 12,0600 9,000
2700-0768 Transportation/Travel - Meetings, Board Local N - 2,765 ' - 400 3,000 - 3,000
. 2700 Total Transportation/Travel - Meetings ‘ I L 1y -2 9000 25,500 18,100
2800-2801 Electricity ' : 50,221 75,000 54,500 ' 56,000
2800-2802 Gas ... - N - 7,090 9,000 9,000 9,500
2800-2803 Water c 8,084 © 713,500 10,000 11,000
2800 Total Utililes : = 65395 . 97,500 - 73,500 76,500

3700 Taxes, Assessnients (Sales Tax & Sewer Assessment) : 8,139 R 8,300 ‘8,500 - 8,700
4000 Total Equipment = . _ _ 59,248 : 21,000 55,000 160,000
4200 Structures/Improvements 20,000 10,000 85,000 10,000

4700 Payment to Refunded Debt Escrow Ags
4807 OPERATING TRANSFER TO ANOTHER DISTRICT FUND
5200 Colingencies/Reserves 23,780 ] ’ 0

April 17, 2013

FY i3;15 _Expa_nditurcs Budget . 4/17/2013 : 7:35 PM
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Agenda Item 31

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: - Library Board of Trustees
FROM: Jeah_et_te Contreras, Library Director

SUBJECT: - Shlftmg of responsibility of Adult Education Programs from K-12 schools
: to community colleges S A

DATE: ~  April 22,2013

BACKGROUND - :

At the March 18, 2013 Work Session of the Library Board of Trustees, it was mentioned that federal
funding for adult ediication programs has been shifted to community colleges. The K-12 school’
system will no longer be responsible for providing the service to adult learners. Trustee Minter had
- inquired whether the shift in responsibility will have any impact on the role of public libraries.

According to-the Community College League of California, Governor Brown has allocated an-
additional $300 million to begin the transfer of adult education from K-12 schools to community
colleges, and an additional $15.7 million from the K-12 apprenticeship program to the community
college apprenticeship programs. The Governor’s budget summary sites inefficient and redundant
systems as the reasons for the shift in responsibility of adult education programs. The proposal does
not require K-12 schools to give up adult education if they wish to continue using the flexed dollars to

fund them. .0

- The Placentia Libraty District provides the following adult education services:
o Computer literacy
o - Microsoft Word
E-Mail
Pinterest _
_Introduétion to Computers
- Introduction to LinkedIn
- o iPhone Basics
e Onling databases
‘0 - Reference USA
o “Heritage Quest
o Wall Street Journal
o Freegal
e Adult Literacy
e Job Skills workshops

00 00

There is no current information to support the need for changing the services and programs to address
the shifting responsibility of adult education from K-12 system to community colleges.

Fiscal Impact: N/A

RECOMMENDATION
Action to be determined by the Library Board of Trustees.
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Agenda Ttem 32

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees :

FROM: Jeanette Conh‘el'ag L1b1ary Di1:60t§j: e

SUBJECT: Updates on the most recent facility issues and solutions

DATE: April 22,2013

BACKGROUND

The Business Manager will provide a report at the Aprll 22, 2013 Unusual Date Meeting of
the Library Board of Trustees.

Fiscal Impact: $10,736

RECOMMENDATION
Action to be determined by the Library Board of Trustees
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Agenda Jtem 33

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: - Library Bﬁél'd_of _Trustees.'
FROM:  Jeanctte Contreras, Library Director

SUBJECT: Worker’s Compensation and Property/Liability Insurance Incentive
- Program

DATE: April 22,2013

BACKGROUND

The Special District Risk Management Authority (SDRMA) provides its members with
incentive programs that result in reimbursements to the Library. An element of the incentive
program is to support and encourage members to maintain a safe environment for eniployees
and the public. Members can reduce future premiums up to 15% for completion of approved
risk management and fraining programs through the credit incentive program. Members
belonging to the property/liability program can also earn an additional 15% discount on their
Auto and General Liability. SDRMA Board approved longevity credits in 2008. We received
our first credit FY08/09. SDRMA reports can be found on pages 152-157.

Below is a chart of reimbursement. the Library received through SDRMA’s incentive
prograin.

. SDRMA-Credit Incentive Program

Fiscal Year W'orkers’ | . Property/ TOTAL
Compensation Credit | Liability Credit

2C11/2012 $517.00 | $695.00 - $1,212

2010/2011 $706.00 | $408.00 $1,114

2009/2010 $418.00 - : $488.06 S 906

2008/2009 $1,117.00 $692.00 $ 1,809

Library staff will continue to comply with the incentives to ensure that our district is
minimizing its liability, maximizing its risk prevention procedures and providing additional
needed training to our employees.

Fiscal Impact: Savings of $1,212

RECOMMENDATION
Action to be determined by the Library Board of Trustees.
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Speciaf Districl Risk» : 1112 1 Street, Suite 300 i
Sacramento, California 95814-2865 ,}}

Management Authority

T916.231.4141
Maximizing Protection, T800.537.7790
Minimizingz Risk. F916.231.4111

vrany.sdrona.org

February 22, 2013

- Ms. Yesenia Baltierra

© Buslness Manager
“Placentia Library District

- 411 East Chapman Avenue
-Placentia, California 92870-6198

- Dear Ms. Baltierra:
GOOD NEWS FOR ‘(OUR 2013 14 FISCAL YEAR BUDGETl

- QOn behalf of the Speclal Dlstrlct Risk Management Authonty Beard of Directors we are pleased to announce
-the Board took action on February 6, 2013, keeping rates flat for the Property/Liability Program Package for
2013-14! This will be the fourth year it a row with no rate increases, Any resulting revenue shortfall will be
funded from Rate Stabilization Reserves which have been set aside for that purpose. Your agency's actual
annual contribution amount for 2013-14 may vary compared to 2012-13 as a result of any coverage fimit
changes, outside policy pricing, scheduled ltem addltlonsfdeletlons risk factor adjustments and Credlt

lncentwe Progfam (CIP) pomts eamed

Also starting July 1, the Board approved Iowermg member’s property deductlb[e from $2, 000 to $1 000. -

Other Important Items to Note:
SDRMA's Safety/Claims Education Day/Annual Membershlp Meeting will be held on Thursday, March

28 at the Hilton Sacramento Arden West Hotel in Sacramento, For more information, please visit our
website at www.sdrma.org and click on Register for a Training Workshop on the right side of the page.

- Our Multi-Program Discolnt provides members a- great opportunity to save money! Members are
eligible for an automatic muiti-program discount of 5% per program (Property/Liability and Workers'
Compensation only) when they belong to both programs. Please contact Manager of Member Services
Ellen Doughty at 800.537.7790 or by emall at edoughty@sdrma.org if you would lke a quote on
another program. _
Members intending to W|thdraw for the 2013-14 program year are requwed to subm;t a *Notice of
Intent to Withdraw® according to SDRMA Bylaws, However, members must have completed the initial

- 3-year commitment perfod. Members not renewing coverage for 2013- 14 wxl! be ineligible to receive

~the Iongewty distribution credit recently approved by the Board. o

L]

On behalf of the Board of Directors and our entire risk management team wa thank you for your contmued
participation in our programs and we hope you expenence a claims free year!

' Sincerely,
Special District Risk Management Authority

O

Pavid Aranda, President
Board of Diractors

A proud Califamla Spacial Distrzts Calitamia Special Distacts Assotistion  CSDA Finanse Corparation
Allance pacnar 1112 1 Streat, Suita 20 1112 1 Streat, Suita 200
’ Sacramznto, CaMomya 95814-2855 Sacramiants, Calornis 95814-2355 . -
TBILO2A.CEDA IR | T 877.924.08DA{2732) S

F315.432.7339 - St s F 9184427839
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1112 [ Street, Suite 300 3 .
Sacramento, Califoraia 95814-2865 l"j} M )} j{%_ :
T 916.231.4141 )
T 800.5637.7790
F916.231.4111
vavw.sdrma.arg

Spaciat Dislrict Risk
tdanagament Authority

Haximizng Protection,
tAlnitizing Risk,

February 22, 2013

Ms. Yesenia Baltierra
Business Manager
Piacentia Library District
411 East Chapman Avenue
Placentiz, CA 92870-6198

Dear Ms. Baltierra,
IMPORTANT INFORMATION FOR YOUR .2013—14 FISCAL YEAR BUDGET!

On behalf of the Special District R'isk Management Authority Boérd of Directofé we éi’e pleased to announce the Board ook
action on February 6, 2013, approving no rate increase for the Workers’ Compensation Program for 2013-141 Any resulting
revenue shortfall will be funded from Rate Stabilization Reserves which have been set aside for that purpose.

White the Board took action to kee;j rates as low as possible, each Member has thelr own Experiencé Modification Factor
(EMOD) which contributes to their overalt annual contribution amount. The increase in your EMOD is the primary cause
of your overal! annua! contnbutlon increase for 2013-14 (worksheet attached)

“To asmst yolr agency in their budgetmg process SDRMA has estimated 2013-14 annual confnbuhon amounts using your
agency's applicable Individual Class Code Rates, Experience Medlflcation Factor (EMOD) and prior year Estimated Payroll
Wages. Your agency's actual annual contribution amount will vary from 2012-13 as a result of increases/decreases in your
reported payrol!, EMOD {worksheet attached) and Credit Incentive Program (CIP} points earned.

PagelS3

R O]

Estlmated Annual Contrlbutlon 58%
Estimated Quarler) Desn“
It S 013 A AgE:

2012-13 Estimated Payroll Wages $978,834 $978 834 .

Member's ndividual Class Code Rates See attached See attached 50

EMOD 187% ) 125% $3,734

Advanced Credit‘lncentive Program (CIP) - 10% 10% -$373

5% Multj- Program DISCOUﬂt lfapp/fcabfs -$450 -$292 -$168

Cther Imporfant Jtems to Note :
SDRMA's Safety/Claims Education Day/AnnuaI Membershlp Meet ng Wi” be he!d on Thursday, March 28 at the

Hilton Sacramento Arden West Hotel in Sacramento. For more information, please visit www.sdrma.org.
Our Multi-Program Discount provides members a great opportunity to save-money! Mambers are eligible for an -
autornatic multl-program discount of 5% per program (Property/Uability and Workers' Compensation only) when
they belong to bath programs, Please contact Manager of Member Services £llen Boughty at 800.537.7790 or by
email at edoughty@sdrma.org if you would like a quete on another program.

Members intending to withdraw for the 2013-14 program year are required to submit a *Notice of Intent fo
Withdraw” according to SDRMA Bylaws. However, members must have completed the initial 3-year commitment
period. Members not renewing coverage for 2013-14 will be mellglble to receive the fongewty distribution credit

recently approved by the Board.

Thank you for your continued participation in helping make SDRMA the premier risk management program in Californial if
you have any guestions, please confact Nicole Rushing, Finance Manager at 800.537.7790 or nrushing@sdrma.arg.

+

Sincerely,
Special District Risk Management Authority

NN D

David Aranda, President of the Board of Directors .

CSDA Finanze Corporstion

112 1 Swrzzt, Svite 200

Sacramento, California 95814-2855
L T877.924.C50A (2732)
LF316.442.7883 - -

Califarnia Spacial Districts Assoclation
1112 [ Straet, Stita 200
Sacramanio, Californéa 95814-2853

. T877.924.C8DA {2732) .
F515442.7833

A proud CaBfoeia Spacial Disiricts
Afiance partnarn,




‘Special District Risk Management Authority
Workers' Compensation Program

Placentia Library District

Reporied Class Codes for Program Years 2013-14 and 2012-13

Base Rate for

Page 154

PN
SDEMA.

BasaRafafor:* * ~ . V10

Cliss ™ - SR o BesaR ~ >
Code . Peserlptlon - & o TS ST T PYaoi3ad UPY 20124137
8742P % Agency Direclors 19.28 19.26 0% 00
8310 - Clerical; Librarans and Clerks 0.562 Q.52 0% 0.00
-er Caplia Rate
Nate; Base rate is before experience modification factor (EMOD) and CIP discount adjustmenis are applied.
Printed 2/20/2013

Special District Risk Management Authority
1112 | Street Suile 300, Sacramento, Caifornia 95814-2865
Tel916.231.4141 or 800.537.7790 Fax214.2314114

wany. sdrma.org
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. K
Special District Risk Management Authority e R gmi}i\ﬂ_{%
Workers® Compensation Program - x o
Program Year 2013-14

EMOD Caleulation Form

Placentia Library District
411 East Chapman Avenua
Placentia, CA 92870-6198

Surnmary
PY 201314 EMOD - 197%
PY 2012-13 EMOD - 125%

Expected Losses Detall Calcuiatlons for PY 2013-14
’ Cfass :

Code FQs 33
8r42-p $0 0.0020
8810 $930,976 $897,498 $475,104 52,703,579 0.0019

Actual Losses Detail Caleulations for PY 2013-14 vafued as of 12/31/2012. .
. Claliis Coynt ! Foss A rifiia
2008-10 _ 1 - ) $1,17a o 1,175 - 31 175 . 0
2010-11 : 4 $3,338 $3,338 $3,338 : L0
201412 2 $1,672 ' $1,672 §1,672 0
* Actual Losses are capped at $178,000 per claim for purposes of EMOD caleulations. 56,188 $0
Rating Procedure** ) {
Tofal Expected « T-Credibitity _ Adjusted Expacled Total Expected » 1-Credibility Adfusted Expacted
Primary Losses Primary - Primary Losses Excess Losses ‘Excess = Excesg Losses
1182 000 . $a T 53,958 1.00 $2,958
Totat Acguél N Credlbllity - Adjusted Actual . Total Actual N Credibility Adjusted Actual
Primary Losses Primary - Primary Losses Excess Losses Excess Excess Losses
$6,188 1.00 $6,186 $0 0.00 $0
AdJusted Expected - Adjusted Expected Adjusted Actual Adjusted Actual . Total Adjusted
Primary Losses Excess Losses. * Primary Losses Excess Losses - Losses
$0 $3.958 $6.186 $0 $10,143
Total Adjusted / Total Expected 2013-14 EMOD
Losses Losses -

$10,143 $5,140 R T

** Based on Workers' Compansation Insurance Rating Bureau's (WCIRB) rating model.

Special Dislrict Risk Management Autharity -
1112 | Streat Suite 300, Sacramento, Califarnia 95814-2865 O : _. Printed 2/20/2013

Tel 916.231.4141 or 800.537. 7790 Fax 916 23i 41 H
way.sdrava.ong i
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Property/Liability Credit Incentive Program

Placentia Library District
CIP Points Earned as of: 2/8/2013

: The- Credit ‘Incentive Program (CIP) is designed fo encourage our Members to take a- proactive approach
for: loss :prevention administration, training and safety/risk management. In an. effort lo assist our Members
_in achieving: the lowest contributions possible, we performed a review of - the documents submitted to date
“for“the .CIP program year 2012-13. These credils are apphed toward the mvome for lhe 2013- 14 program

year. The followlng earned credz[s have bean documentsd:

TOTAL CREDIT INCENTIVE POINTS

cip Griteria Description® ﬁi:',';ﬁ?; ClPs catnodto
.' . 1 Special District Administrator designation from SDLF 2 o .

.  Staff Attendance at SDRMA Workshop 1 -1
~[Additional Staff Attendance at SDRMA Workshop 1 1
.| Management Staff Altendance at CSDA Sponsored Training 1 -1
| Additionat Management Staff Attendance at CSDA Sponsored Training 1 1
Attendance at Approved Legal Seminar ' ' 1 0
Additional Attendance at Approved Legal Seminar 1 -0
TargetSolutions Online Training Progrém 3. 0
Use of SDRMA Safety Video Library 2 0
. ADMINISTRATION TRACK TOTALS -8 FOINTS MAXIMUM 4
- {SDLF District of Distinction designation 4 0
Single Beard Member Attendance at SDRMA Workshop 1 1

Additionaf Board Member Attendance at SDRMA Workshop 1 1 _
Single Board Member Attendance at CSDA Training 1 1
Additional Board Member Attendance at CSDA Training 1 1
Completion of two CSDA Education / Webinar sessions 3 3
GOVERNANCE TRACk TOTALS - 5 POINTS MAXIMUM 5

No Claims during the year - 2 2
CLAEMS TRACK TOTALS - 2 POINTS MAXIMUM 2

COMBINED TRACK TOTALS -15 PbINTS MAXIMUM 15 11
5 YEAR NO CLAIMS BONUS 3 0

18 11

*For detalled information; please see the 2012-13 Property/Liability CiP criteria. For questions, please

contact Dennis Timoney at 800.537.7790.
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Workers' Compensation Credit Incentive Program ' L% &m

Placentia Library District
CIP Points Earned as of: 2/8/2013

The Credit Incentive Program (CIP) is designed fo encourage our Members to take a proactive approach
for loss prevention administration, training and safety/rlsk managsment. ' In an effort to assist our Membors
In achleving the lowest contributions possible, we performed a review of the documents submitted to date
for the CIP program year 2012-13. These credils are applied toward the final audit’ lnvorce for the 201213
program year. The following earned credits have baen documented - - .

[ DR  CIPCritoria Description® . | Madmum | e Famedto
Spedial District Administrator designation from SDLF ) I - S 0
Staff Attendance at SDRMA Workshop _ ot M
Additional Staff Attendance at SDRMA Workshop DT 1
Management Staff Attendance at CSDA Sponsored Training S 1 1 1
Additional Management Staff Attendance at CSDA Sponsored Training, . R 1.
Attendance at OSHA/Safety Managemant Seminar S o BRI 0
Injury, IHness and F’reventfon_ Program ' ' 2 0
TargetSolutions Online Training Program 3 0
Use of SDRMA Safety Videg Library 2 0

ADMINISTRATION TRACK TOTALS - 8 POINTS MAXIMUM 4 !
SDLF District of Distinction designation 4 0
Single Board Member Altendance at SDRMA Workshop ] 1 ‘ ' o
Additional Board Member Afteniance at SDRMA Workshop - RS DU Y
Singlo Board Member Aftendance at CSDA Training " o 1,
Additienal Board Member Attendancé at CSDA Training ' i - _ 1
Completion of two CSDA Education / Webinar sessions ' ' 3 3
GOVERNANCE TRACK TOTALS - 5 POINTS MAXIMUM | N 5
No Claims during the year 2 1 2
CLAIMS TRACK TOTALS - 2 POINTS MAXIMUM _ -2
COMBINED TRACK TOTALS - 15 POINTS MAXIMUM : 15 . - - 11
5 YEAR NO CLAIMS BONUS ] 3 0
TOTAL CREDIT INCENTIVE POINTS _ 18 11

*For detailed information, please see the 2012-13 Workers' Compensation CIP criferia. For questions, i
please contact Dennis Timoney at 800.537.7790.
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: L1b1a1y Boa1d of Tlustees .
FROM:  Jeanette Ccntlelas L1b1a1y Duectm B
SUBJECT: Placentia lerary Dlstrzct Pollcy 6030 — Circulation Policy

DATE: April 22, 2013

BACKGROUND
Placentia Library District is a consortium partner with the Anaheim Public Library through the

integrated library system (ILS). The Anaheim Public Library is seeking to make a change that
will affect the Placentia Library District’s Cncula‘aon Policy. ,

The change is to increase the unpa1d fines/fees limit to $10.00 for borrowing privileges.
Cutrently patrons can check out if they have less than $5.00 outstanding fines/fees on their
library account. The recommended change will increase the limit to $10.00 with the
anticipation that more patrons will be able to check out.

Library staff aglees with the change and 1ecommends an amendment to Placentla Library
District Policy 6030 — Circulation Policy to read as foliow

6030.9 Unpaid fines/fees in excess of $10.00 will result in the suspension of borrowing
privileges until the account is cleared.

Attachment A is a copy of Policy 6030 — Circulation Policy.

Fiscal Impact: N/A

RECOMMENDATION
Approve the amendment to the Placentia Library District Policy 6030 — Circulation Policy as

presented with an effective date of May 1, 2013.
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POLICY TITLE: Circulation Policy
POLICY NUMBER: 6030

6030.1 Items borrowed from the Library are duc on the date posted on the sign at the Clrculatlon Desk
when the items were checked-out,

6030.2 Ttems are considered refurned c'm_‘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 Ttems returned in a bookdrop affer the Library closes will be checked in the next
day the Library is open. :

6030,2.2.1 Tn order to accommodate items left ina Eookdmp after the Library
closes on the due date, there is a 2-d ay grace peried for all 3-week circulating
ftems.

6030.2.2.2 On the 3rd day fines are clnrged from :he f' rst day an item was
overdue.

6030.2.2.3. There is no gracc period for videos. .

6030.3 Notification Process

6030.3.1 Reminder notices are mailed to cardholders 7 days aﬁer an item's due date,

6030.3. 2 Invoices for the full cost of thc ltem plus the processmg fee are mailed 30 days aﬂer _ -
an item’s due date.

6030.3.3 If“Reminder”, “Invoice” or “Fine” notices are returned by the Post Office as
"undeliverable” the staff will atterpt 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.

| September 20, 200:4/Novensher 16, 2005/Apsil 22, 2013 6n30-1
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' 60303 3.2 Accounts with invoices or 2nd fine notices that remain unpaid after 10~
days from the date of the notice will be repotted to the co[lection agency w:th a
$1s, OO surcharge added to the account's balance R .

6030.3.3.3 Borrowers who return overdue/lost ifems in a bockdrop or at another i
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 & 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 Returmned Checks

6030.5.1 Retumed 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 issver, 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 fo the
collection agency. There is a Circulation Supervisor on duty at all times when the Library is open for
public service.

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

288002. RETENTION OF PROPERTY. Any person who wilfully detains any book, newspaper,
inagazine, pamphtet, 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
ot property may be kept is guilty of a misdemeanor,

6030.7.1 The parent or guardian of a minor who willfully and maliciously 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, 2004MNovember 16, 2009/Aprl 22, 2013 ' 60302
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6030.8.1 To minimize overdue fines andfor lost item charges the Library recommends that
you call the Circufation 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 iten.
6030.8.1.2 Renew or request an extension of a loan period.
6030.8.1.3 Report if an item is lost, |
" 6030.8.2 Overdue fines accumulate until each iten: is reported lost. Once it is reporied lost
the staff will search for the item for several weeks. if the item is not found the person

 respoisible for the [ibrary card will receive an invoice for the rep!acement cost plus thc :
processing fee plus any fines due for the item.} o

6030.8.3 Nottfy the staff'if you have received an overdue or fine nofice that you bcheve fsin
ot

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 cafler must tatk with someone who can look at the account information in the '
circulation system.

. 6030.8.5 Bomrowers are responsible for paying overdue fines for items returned in the a IR
bookdrop after the due date. L o

6030.9 Unpaid fines/fees in excess of $510,00 wilt result in the suspension of borrowing privileges . - { Formatted: Fot: 8o, Underline )
until the account is cleared. ST :
6030.10 Placentia Library District will loan library material to California residents with a valid

driver’s license or library card in accordance fo Santiago lemly System Interhbrary Loan

Policy, Guidelines and Procedures, 1988.

6030.11 Current employees are exempt from hold fees and overdue fines.

| Septerber20, 2004MNovenber 16, 2009/Apiil 22, 2013 60303
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: lelaly BoaId of Trustees

FROM: ~ Jeanette COHUBI&S, leleuy Dnectm

SUBJECT: Placentia Library District Policy 6035 — Fines & Fees Scheduie

DATE; April 22,2013

BACKGROUND

Library recommends an amendment to reflect “Breakdown fee” in lieu of “clean-up fee” which
may be confused with the Refundable Security Deposit/Cleaning fee. :
Attachment A is a copy of Policj 6035 — Fines & Feés Schedule

Fiscal Impact: N/A

RECOMMENDATION
Approve the amendment to the Placentia Library Dlsu_mt Policy 6035 Fines & Fees Schedule

as plesented with an effective date of July 1, 2013
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Placentia Library District

POLICY TITLE: Fines & Fees Schedule
 POLICY NUMBER: 6035

PIACENHA LIBRARY DISTRICT FINES AND FEES SCHEDULE
Effectwe .Julv 1%, 2013

FINES PER DAY

DVD's:
NBWFCAIE FIIE 1 ovvvv s ssseroscnssanecsssssssesssessasssassssssessrssasssssesssssssess msssssssssasssssssisssssssssssson ..$ 1.00
OlA Al FIHTS ...vovevesee e sssvsssss s ssssssssssas s sssssss s arst s sssssssssinsasssessasan $ 100
Mini Series et SRR RA SRS SRR Rt A bbb A R $.100 .
All Other Itens $ .20 : R
DVD’'s (Non-educational): ‘ _
 INEWHRAIHE FIITB e erecsiesicrecornssse st ssnsssssssnsssebssessssssossssssss s sssrets $ 1.00 for two (2) Days -
All Others ........, $ 1.00 per week '
MAXIMUM FINE PER ITEM _
DARTIEITS. ..ottt sest st s s sn bRt e RR AR bRt bRt betran $20.00
- RESERVES & SHELF CHECKS PERITEM
~ Allltenss........ $:50
Interlibrary Loans, actual charges by lending library, plus postage, plus............ $1.00
LOST MATERIALS DEFAULT COST* : _
Cataloged Adult & Children’s Books c....vvewcvrveernses. HEmMCOSE+$ 10.00 0 0cummvensscemsvermsesrosssscerioren $30.00
Uncataloged Papelbacks ................. eeres s ssars Ttem Cost + $ 10.00............. SRR 7, (1.0
l\/hgazuws&’anplﬂets vnrererressmsssrernssrecninsss INO PIOCESSIIG FE@ouvnvavunnnnnienssosssssenssssssssasmssensresee $3.00
- Cassettes..onins . NoPmcessmgFee oo 51000
CDs. CD RO\’fS &Vldeos .......................... ceeeeasees Ttem Cost +$ 10. OO ............................................... $20.00
Audio Books (all OraLs)............eovweeemsemmsmemsmsesssressenes Ttem Cost +$ 10.00 cucveerecrecerveireerecereerennns $30.00
DVDs.......... TtemCost +8 10.00 ..orvvovnrrviornnrnns $25.00 :

*Default cost will be used in the event the ifem cost is not available. The processing
fee of $§10.00 is not part of the default cost and needs to be added for the fotal amount due.

. February 17, 2009/August 17, 2009/Jung 21, 2010/July 19, 2010/May 16, 201 I/MayZ!f, 2012/Aprit 22, 2013 6035-1



SPECIAL SERVICES PER ITEM

Bookjacketcoxﬂ'/myiarmplacexmm ........... e, . $2.00
CDcasereplacement..  $2.00 : ' .

Page 165

Play-a0aY Ca56 EPIACEIEII ..covvecvsvresevnsrssss s eeseesssessseessessmeses oo s sssee et ses s $3.00
DVD case replacement  $2.00 ' e | o
CD from Audio Book replacerent..... O oY . 1+ 1)
Fax per document (outgoing or mcommg) plus $ 10 p€1 page ..... e R $2.00 '
Photographs ﬁom Placentia History Roony, per photo plus actual packaging, postage and/or shipping

COSES. v veie vt ininnen, $10.00 for non-comuercial use; $75.00 for commercial use

Printing & Photocopy, black ink, per page.... TR OSSO UUOT SR 3% o
Printing & Photocopy, color, pelpagefBSO
Passport PROEOS. .. ..o e PO $1200
Test Proctoting, per eXam.. .. ...eeeerreurneeeessnn, e SO $50.00
MEETINGROOM

Per ot v.vovvecene won v o $20 00 f01 non-profits and $35 f01 otha gqu)s
Reﬁmable Secuuty DeposH/Cleamng fee ...... e e e $50.00
Administrative Fee (for cancellation notices less than two weeks inadvance). ... .. $25.00 .

Afler HOUS L. .. e, $25.00

Staff Attendee.......coooeeiii, F PPN SO $25.00

** Breakdown fee........... .$20.00
SURCHARGES :
Returned check, up to 30 days..... - e s arens $25.00
Retumed check, 30th day and over: the g,reate1 of 3 Umes valuc of check OF erverrremsensrscasenneens O $100.00
Report to Collection Agency, per repott ..., - $25.00
DAMAGES S
ALDANBZES ...\ e ecerveeenesiisissssaee ItemCost+$ 10001 et ssissesmssssenns ..$20.00

Borrowers of materials from Placentia Library Distuct assune full I‘GSpODSlblhly for their use.

Placentia Library District assumes no responsibility for danage to personal property caused by the use of video
cassettes, andio cassettes, or other library materials or equiptrent of any type. _ o
(Adopted by the Library Board of Trustees, January 18, 1993.)

February 17, 2009/August 17, 2009/Tune 21, 2010/uly 19, 2000May 16, 2011/May 24, 2012/April 22, 2013

6035-2
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PLACENTIA LIBRA_R_Y DISTRICT BOARD OF T RUSTEES

TO: Library Board_rqftTi'__gs_tei::é_s o

FROM: Jeanette C011f1'eré's,_'Li‘l_')i"e.irjf Ditector:

SUBJECT: Discuss and dec_ide on fhe possiblépi‘oéu’rerﬁent of a Human Resources
Consulting firm

DATE: April 22,2013

BACKGROUND

At the Placentia Library Board of Trustees March 18, 2013 meeting, there was discussion
regarding the amendments proposed to Policy Series 2300 — Job Descriptions. Trustee Minter
requested that the documents be reviewed by a law firm and/or human resources expert, As a
continuation to the review of the job descriptions, Trustee Minter also requested that a
classification and compensation study be conducted. The last study was condueted over five

years ago.

The classification and compensation study provides the Library an opportunity to review
existing classification and compensation policies and practices, assess external and internal best
practices within the indusiry, and recommend changes to the systems, policies, and practices
-~ that will benefit the employees of the Placentia Library District.

Fiscal Impact: N/A

RECOMMENDATION - |
Discuss and decide on the possible procurement of a Human Resources Consulting firm to

conduct a comprehensive compensation and classification study for the Placentia Library
District. _
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustc_é_éé_ E
FROM:  Jeanette C_ént_:ei‘as, Libfé_u‘y D_i_re:ctor o  : 5

SUBJECT: Discuss and decide on the possible procurement of a strategic planning

consultant
DATE: April 22, 2013"
BACKGROUND

The Placentia Library District with the help of a strategic consultant produced a strategic plan
on May 9, 2006, The plan was to be the roadmap for the Library for the year 2010. Since its
completion, the frustees and library staff on January 28, 2013 to review and discuss the
document. The meeting provided an opportunity to assess the Library’s budget needs and
anticipate new service models and technology programs for our community,

The strategic plan serves a dual purpose as a reality checkpoint and an action plan for library
staff. It also enables the public to understand the direction the Library is taking and the
strategic implementation for services and programs the Library would like to offer over the
next three to five years. The last strategic plan was over 7 years.

Library staff recommends the Library Board of Trustees to consider procuring a strategic
planning consultant. The consultant will facilitate, design, develop, assist in the
implementation, and assess a new strategic plan to guide service development and resource
- allocation to reflect the needs of our community.

Fiscal Impact: $25,000

RECOMMENDATION , ,
Discuss and decide on the possible procurement of a strategic planning consultant and

present a request for proposal with recommendation at the May 20, 2013 Regular Meeting of
the Library Board of Trustees.



