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Budget Work Session — March 18, 2013

Fiscal Year 2013-2014

2% increase in property tax projection
19% increase in local revenue projection
5% increase in total Salaries & Employee Benefits
o 2%COLA
o Reclassify full-time Library Assistant to Librarian |
o Title changes for classification Librarian If
13% decrease in total Supplies & Services
Copier lease for staff use
IT Services
Increase broadband
Upgrades of public and staff computers
Self-service checkout machine
Regular scheduled cleaning of carpets
33% increase in travel
o 18% decrease in book budget & program
2% reserves
No change in library hours

O 0 O 0C Q0 O 0

Fiscal Year 2014-2015

2% increase in Property Tax projection
8% increase in Local Revenue projection
5% increase in total Salaries & Employee Benefits
o 2%COLA
o Increase (1) Library Clerk from 15 hrs. to 19 hrs,
. Children’s Library Assistant position
13% increase in total Supplies & Services
o Copier lease for staff use
o Maintain IT Services
o Maintain broadband upgrade
o Regular scheduled cleaning of carpets
o
Lo}

3% increase in travel
4% increase in book budget & program
o Election expense
No reserves
Proposed Library Hour changes:
o Monday—-Thursday  9am —8pm
o Friday & Saturday 9am - 5pm
o Sunday 1pm—5pm
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Placentia Library District

Proposed Revenue Budget for Fund 707 for Fiscal Year 2013-2015
FY 2011-2012 FY 2012-2013 FY 20132104 FY 2014-2015

Object Code Category ACTUAL APPROVED PROPOSED PROPOSED
6210-00 Current Secured 1,705,891 1,771,932 1,807,371 1,843,518
6210-0t Public Utility 24,521 25,284 25,790 26,306
6210-04 Teeter Plan « Current Delinquent 0 '

SUB-TOTAL CURRENT SECURED 1,730,412 1,797,216 1,833,161 1,869,824
6230-00 Prior Secured 0

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

TOTAL UNSECURED 69,801 76,781 78,317 79,883
6690 HOMEOWNER 15,368 16,905 17,243 17,588

TOTAL ESTIMATE PROVIDED

BY ORANGE COUNTY AUDITOR 1,815,581 1,890,902 1,928,721 1,967,295
6250 SPECIAL DISTRICT AUGMENTATION 3,870 3,947 4,026
6260/6540 PENALTIES/DELINQUENCIES ] 1,620 1,652 1,685
6280-00 SUPPLEMENTAL - CURRENT 22,366 24,602 25,094 25,596
6300 SUPPLEMENTAL - PRIOR

6610-00 INTEREST

TOTAL CATEGORIES NOT ESTIMATED
BY ORANGE COUNTY AUDITOR 30,092 30,693 31,307

TOTAL PROPIRIY TAX REVENUE

6970 STATE LIBRARY & STATE 0 0
7130 BANKRUPTCY RECOVERY DISTRIBUTIONS
7615 TRANSFER FROM OTHER LIBRARY FUNDS
7670 LOCAL REVENUE
Fines & Fees 60,000 35,000 46,000 45,000
Passports 60,000 55,000 70,000 75,000
Meeling Room Fees 7,000 5,500 7,000 8,000
DVD Rentals 5,500 5,000
... TestProctor 2,000 3000
TOTAL STATE & LOCAL REVENUE: -~ 7 .7 27 000 20 134,500 772 521103,500 -

SURPLUS FROM PREVIOUS FISCAL YEAR %00 2507 2 110,000
7680 6 MO, EXPIRED (OUTLAW) CHECKS

Yy







PLACENTIA LIBRARY DISTRICT

Proposed Expenditurcs Budget for Fund 707 for Fiscal Years 2013-2015

OBJECT

CODE . DESCRIFTION |

0100 Salaries & Wages (SS&MDCRE)

0200 Retirement (Pension Contribution)

0301 Unemployment Insurance

(306 Health Insurance

0308 Dental Insurance

0309 Life Insurance

0310 Long Term Disability Insurance

0319 Vision Insurance

EAP
Total Employee Insurance

0350 Workers Compensation - General

FY2011-2012

o ACTUAL

957,042
62,783
10,972

129,139
15,460

6,727
3,725
2,409

635
158,095

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
PROFOSED |

1,107,523
41,644
9,000
190,893
15,917
7,568
4,008
2,574

715
221,675

10,000
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FY 2014-2015
FROPOSED

1,153,845
43,848
8,000
216,734
16,192
7,870
4,100
2,626

787
248,309

10,000

0700 Communications

0900 Food

1000 Houschold Expense

100 Insurance

1300 Maintenance of Equipment

1400-0710
1400-0711
[400-0712
1400-0713
1400-0714
1400-0715
1400-0716
1400-0717

HVAC

Carpet Cleaning

Groundskeeping, city of Placentia
Plumbing

Electric

Cleaning Services

Locksmith

Other

1400 Total Maintenance of Building & Grounds

1600 Memberships

FY 13-15 Expenditurcs Budget

8,237

1,745

12,491

11,929

16,873

3,844
200
19,140
904
1,972
612
1,607
2,003
30,372

12,549

3/18/2013 : 5:19 PM

10,000
13,060
20,000
4,600
800

28,000
50,000

300
1,900
85,000

14,000

28,000

2,000

12,000

12,000

30,000

4,000
1,200
25,000
10,000
500
700
360
1,500
43,200

12,000

30,000

2,000

14,000

13,000

33,000

4,200
1,000
23,000
10,000
300
700
300
1,000
42,700

12,000






PLACENTIA LIBRARY DISTRICT

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

OBIECT

COoDE ..

DESCRIPTION .

1700 Miscellancous Expense

1800-0725
1800-0726
1800-0727
1800-07238

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
1500-0748

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 OQrange County

2000 Total Legal Notices

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

FY 13-15 Expenditures Budget

Transportation/Travel - Meetings, Staff Out of Town

FY2011-2012

ACTUAL

9,652
10,624

8,607
28,883

4,708

564
28,179
202,016
16,933

218,949

1,577

5,574

3/18/2003 : 5:19 PM

FY 2012-2013

APPROVED .

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
3,000

211,731

2,000

3,000

FY 2013-2014

500

£5,000
14,000
1,000
3,000
33,000

5,500

35,000
10,000
57,000
19,000
500
2,200
15,000
7,500
0

500

0

0
5,000
151,700

1,500
500
1,000
15,000
166,800
7,000

173,800

2,000

6,500
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FY 20142015
PROFOSED . IROFOSED

St e it

500

17,000
14,500
1,500
3,000
36,000

6,000

35,000
10,000
60,000
16,000
560
2,500
15,000
7,500
19,000
500

5,000
174,000
1,500
500

1,000

170,500
7,000
177,500

2,000

7,000






PLACENTIA LIBRARY DISTRICT Page 5

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

OBJECT FY2011-2012 FY 2012-2013  FY 2013-2014 FY 2014-2015
CODE ~ ~ DESCRIPTION e _ACTUAL _  APPROVED PROPOSED = FPROPOSED
2700-0766 Transportation/Travel - Meetings, Staff Local 1,435 600 2,000 2,100
2700-0767 Transportation/Trave] - Meetings, Board Out of Town 1,348 5,000 2,000 2,100
2700-0768 Transportation/Travel - Meetings, Board Local 2,765 400 3,000 3,000
2700 Total Transportation/Travel - Meetings 11,122 9,000 13,500 14,200
2800-2801 Electricity 50,221 75,000 55,000 57,000
2800-2802 Gas 7,050 9,000 9,000 9,500
2800-2803 Water 8,084 13,500 12,000 13,000
2800 Total Utilities 65,395 97,500 76,000 79,500

3700 Taxes, Assessments (Sales Tax & Sewer Assessment) 8,139 8,300 8,500 8,700
4000 Total Equipment 39,248 21,000 65,000 50,400
20,000 10,000 5,000 5,000

4200 Structures/Improvements

4700 Paymentf to Refunded Debt Escrow Ags
4807 OPERATING TRANSFER TO ANOTHER DISTRICT FUND

5200 Cotingencies/Reserves ‘ 23,780 ,

March 18, 2013

FY 13-15 Expenditures Budget 3/18/2013 : 5:19 PM
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SUMMARY FROM STRATEGIC PLAN MEETING & STAFF DEVELOPMENT DAY

FY 2013-2014

1,

NO U R WD

Regular cleaning of carpets & upholstery
IT staff

Children’s desk hours

Laptop express stations

Boock carts

Additional substitution hours

Demolish exterior bookdrop

From 2006 Strategic Plan

8.
9.

Expand homework clubs for Title | middie schools in Placentia
Establish a four-year replacement schedule for computers and printers

FY 2014-2015

L.

AR

Increase broadband

Reuphoister furniture

New children’s desk

New 20 hr. Library Assistant position
ILL shelves

From 2006 Strategic Plan

6.

10.

11.

12,

Create a business center with a self-service e-fax and copier

with a self-service debit/credit point of sale system

Select and hire a public agency finance consultant to work with staff
to develop a capital improvement budget for the next five years
Estabiish a procedure for conducting an environmental audit of the
Facility every five years to ensure safe public service and staff
working condition

Establish a system to work with the Library’s website manager to
ensure that information is current and comprehensive

Establish an all-staff server file for District proper protocol, determine
file managers and how files are to be maintained and managed
Select a capital project finance consulting firm with Independent
special district experience to conduct a workshop for the Library
Board to discuss capital funding options for remodeling, renovation

and/or expansion
The District will expand its library hours of service to 7 days per week

Administration
Adult Services
Children’s Services
Children’s Services
Circulation
Circulation
Circulation

Children’s Services
Administration

Administration
Administration
Children’s Services
Children’s Services
Circulation

Circulation

Administration

Administration
Administration

Administration

Administration
Administration
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AGENDA

PLACENTIA LIBRARY DISTRICT
BOARD OF TRUSTEES

WORK SESSION
Monday, March 18, 2013
7:30 p.n.
History Room

Placentia Library District

The Vision of the Placentia Library District is to
inspire exploration, open minds and bring people together.

The Purpose of the Placentia Library District is to provide services and materials to our ever
changing and diverse community.

To accomblish this goal the Library will; : I

(L) Provide a qualified staff to acquire, organize, and maintain a collection of print and non-
print materials in an easily accessible facility and assist the public with its use. !

A Provide literacy outreach and services to the community.
L3 Provide a special collection to document and preserve Placentia’s History and Authors. I

0 Present programs and provide technology access to everyone in order to
promote reading and lifelong learning, E

£ Promote the Library’s vision through consistent messages to the public.

I

AGENDA DESCRIPTIONS: The Agenda descriptions are intended io give members of the public notice and a
general summary of items of business to be transacted or discussed. The Board may fake any action which it deems
to be appropriate on the Agenda and is not limited in any way by the notice of the recommended action.

REPORTS AND DOCUMENTATION: Reports and documentation relating to Agenda items are on file in the
Administrative Office and the Reference Department of Placentia Library District, and are available for public
inspection. A copy of the Agenda packet will be available for use during the Board Meetings. Any person having
any question conecerning any Agenda item may call the Library Director at 714-528-19235, Extension 203,

CALL TO ORDER
1.  Callto Order Library Board President

2. Roll Call Administrative Assistant



Placentia Library District Board of Trustees, Work Session Agenda, March 18, 2013.

~ Page?

3. Adoption of Agenda

This is the opportunity for Board members to delete items from the Agenda, to continue items; to re-order
items, and to make additions pursuant to Government Code Section 54954.2(b).

Presentation: Library Director
Recommendation: Adopt by Motion

4. Oral Communications

Al this time, in accordance with California Gover nment Code Section 54954, 3 membe:s of the public may
address the Library Board of Trustees on any matter within the jurisdiction of the Board,

In accordance with Library Board Policy adopted on April 13, 1992, presentations by the public are limited
fo 5 minutes per person.

~ In gccordance with California Government Code Section 54954.3, members of the public are also permitted
fo address the Library Board of Trustees on specific Agenda Tiems befor e and al the time that an Ifem is
being considered by the Board .

Action may not be mken on ifems not on the Agenda except in emergencies or as otherwise authorized by
Government Code Section 54954.2(b).

BUDGET WORK SESSION o
5. Library Board of Trustees and Library Staff to discuss the 2013-2015 Budget,
Presentation: Library Director

Recommendation: Action to be determined by the Library Boald of Trustees,

ADJOURNMENT

6. Agenda Preparation for the April Regular Meeting which will be held on Monday, April 15, 2013,

7. Review of Action Items.

No action or discussion shall be taken on any item not appearing on the posted Agenda, unless authorized by
law.

8. Adjourn

***************CERTIFICATION OF POSTING*********************
I, Yesenia Baltierra, Business Manager of Placentia Library District, hereby certify that the Agenda for theMarch
18, 2013 Work Session of the Library Board of Trustees of the Placentia Library District was posted on March 12,

7/%7{/

Yesén a Baltierra, Business Manager

March 12, 2013, [1:00 AM.



AGENDA

PLACENTIA LIBRARY DISTRICT
BOARD OF TRUSTEES

‘Monday, March 18, 2013
6:30 p.n.
History Room

The Vision of the Placentia Library District is to
i inspire exploration, open minds and bring people together, I

The Purpose of the Placentia Library District is to provide services and materials to our ever
changing and diverse community. i

To accomplish this goal the Library will:

£} Provide a qualified staff to acquire, organize, and maintain a collection of print and non-
! print materials in an easily accessible facility and assist the public with its use. I

£ Provide literacy outreach and services to the community.
I E3  Provide a special collection to document and preserve Placentia’s History and Authors.

X}  Present programs and pmwde technology access to everyone in 01del to. 7
promote reading and lifelong learning. S !’

—

AGENDA DESCRIPTIONS: The Agenda descriptions are infended to give members of the public notice and a
general summary of items of business to be transacted or discussed. The Board may take any action which it deems
fo be appropriate on the Agenda and is not limited in any way by the notice of the recommended action,

Promote the Library’s vision through consistent messages to the public.
Y g p

REPORTS AND DOCUMENTATION: Reports and documentation relating to Agenda items are on file in the
Administrative Office and the Reference Depariment of Placentia Library District, and are available for public
inspection. A copy of the Agenda packet will be available for use during the Board Meetings. - Any person having
any question concerning any Agenda item may call the Library Director at 714-528-1923, Extension 200.

CALL TO ORDER

1. Callto Order Library Board President

2. Roll Call Recorder ‘



Placentia Library District Board of Trustees Regular Meeting Agenda, March 18, 2013,

Page 2

3. Adoption of Agenda :
This is the opportunity for Board membe:s to delete :rems Jfirom the Agenda, (o continue :re.m fo re-or der

ifems, and to make additions pursuant to Government Code Section 54954, 2(b)
Presentation: Library Director
Recommendation: “Adopt by Motion

4. Oral Communications
Members of the public may address the Library Board of Trustees on any matter within the jurisdiction of the
Board. Presentations by the public are limited fo 5 minutes per person. Members of the public are also
permiited to address the Library Board of Trustees on specific Agenda Items before and af the time that an
Item is being considered by the Board. Action may nof be faken on items not on the Agenda except in
emergencies or as otherwise authorized, Reference! Calgfo: nia Government Code Sections 54954.3,

54954.2(b).

TRUSTEE & ORGANIZATIONAL REPORTS

5. ¢« Board President Report - oral
The President makes announcements of gener al interest fo the community and the Libr ary Board of Trustees

as well as conducting any ceremonial matters.
6. Trustee Reports
- The Trustees make announcements of general interest to the cammzm@ and the Library Board of Trustees,
and report on meetings attended on behalf of the Board of Trustees.

7. Placentia Library Friends Foundation Board of Director’s Report (Secretary Carline)

CONSENT CALENDAR (Items 8 - 23)
Presentation: Library Director
Recommendation: Approve by Motion
Items 8 — 23 may be considered together as one motion to approve the Consent Calendar. Hems may be
removed for individual consideration before the Consent Calendar is adopted. Items removed must then each

have a separate motion.

MINUTES (Ttem 8)

8. Minutes of the February 25, 2013 Library Board of Trustees Unusual Date Meeting, (Receive & File and
Approve)

CLAIMS (Ttenis 9 12)

9. Nonstandard Claims in excess of $300. (Receive & File and Approve)

18.  Claims forwarded by the Librafy Director and Library Trustees. (Receive & File and Approve)
11, Current Claims and Payroll. (Receive & File and Approve)

[2. FY2012-2013 Cash Flow Analysis through February 2013; the Schedule of Anticipated Property Tax
Revenues for FY2012-2013 as provided by the Orange County Auditor. (Receive & File).

March 12, 2013, 11:00 AM.



Placentia Library District Board of Trustees Regular Meeting Agenda, March 18,2013,
Page 3
TREASURER’S REPORTS (Items 13 — 16) N

13, Finaneial Reports for February 2013 for Placentia Library District Accounts on Deposit with the Orange
County Treasurer. (Receive & File) ' ' '

14, Balance Sheet for February 2013. (Receive & File)
15.  Acquisitions Report for February 2013. (Receive & File)

16.  Entrepreneurial Activities Report for February 2013. (Receive & File)

GENERAL CONSENT REPORTS (Items 17— 19)
17.  Personnel Report for February 2013. (Receive, File, and Ratify Appointments)
18.  Circulation Report for February 2013. (Receive & File)

19.  Review of Shared Maintenance Costs with the City of Placentia under the JPA. (Receive & File)

STAFE REPORTS (Items 20-23)

20.  Library Director’s Report for_ February 2013.
21.  Children's Services Report for February 2013.
22, Adult Services Report for February 2013.

23, P]acentia.Libraiy Web Site & Technology Report for February 2013,

PRESENTATION
24.  Presentation to Trustee Escobosa for her service with the Placentia Library District
Presentation: Library Board of Trustees President

OLD BUSINESS
25.  Report on Actions taken af the Library Board of Trustees Closed Session March 11, 2013 Meeting

Presentation: Library Board of Trustees President
NEW BUSINESS 7
26. Review Placentia Library Policy 2300 Series — Job Descriptions
Presentation: Library Director

Recommendation: Authorize amendments as presented inclusive of feedback received from the
Library Board of Trustees.

March 12, 2013, 11:00 A M.



Placentia Library District Board of Trustees Regular Meeting Agenda, March 18, 2013,

Page 4

ADJOURNMENT

27.  Agenda Preparation for the April Regular Date Meeting which will be held on Monday, April 15,2013 unless
re-scheduled by the Library Board of Trustees,

28.  Review of Action ftems.
No action or discussion shall be taken on any item not appem ing on the posted Agenda, unless azthm ized by

Tenw,

29. Adjoum

***$*****a‘****’F*CER’[‘IFICATION OF POSTING#*********X*’?***#***a‘
I, Yesenia Baltierra, Busmcss Manager of the Placentla lerary District, hereby certify that the Agenda for the

March 18, 2013 Regu[al Meeting of the Library Board of Trustees of the Placentia Library District was posted on
March 12, 2013.

T U

Y/E:g/ma Baltierra, Business Manager

March 12, 2013, [1:00 A.M.



MINUTES
PLACENTIA LIBRARY DISTRICT
UNUSUAL DATE MEETING OF THE BOARD OF TRUSTEES
February 25, 2013

Page 5

CALLTO ORDER . President Shkoler called the Unusual Date Meeting of the Placentia
Library District (PLD) Board of Trustees to order on February 25, 2013
at 6:30 P.M.

ROLL CALL _
Members Present: President Al Shkoler, Secretary Gayle Carline,

Trustee Richard DeVecchio, Trustee Elizabeth Minter
 Excused Absent: Trustee Betty Escobosa

Others Present: Library Staff: Library Director Jeanette Contreras,
Business Manager Yesenia Baltierra, Nadia Dallstream, Fernando
Maldonado, and Lori Worden; guest Gerardo Paras

ADOPTION OF President Al Shkoler requested that agenda item 24 be addressed
AGENDA before Trustees & Organizational Reports. it was moved by Trustee
-Minter and seconded by Secretary Carlme to adopt the agenda as

presented:
AYES: Shkaoler, Carling, DeVecchio, Minter
NOES: -~ ‘None '
ABSTAIN: © None
ABSENT: " Escobosa

ORAL " There was no oral communication made at this time. (ftem 4)
COMMUNICATION ' '

President Shkoler reported he attended the Oversight Committee
TRUSTEE REPORTS Meetmg {Iltem 5)

" Secretary Carline reported that she attended the PLFF meeting. PLFF
approved request to send Adult Services Librarian Il to ALA. Secretary
Carline met with the security staff for the Authors Luncheon. =

Trustee DeVecchio had nothing to report.

Trustee Minter reported that she attended the ISDOC Meeting.
Speaker was Orange County Supervisor Shawn Nelson. She also
attended the Local Agency Formation Commission {LAFCO) meeting
which included discussions of the 2013-2018 Municipal Service
Review and Sphere of Influence Updates for Orange County Cities and
Special Districts, (ltem 6)

PLFF REPORT Secretary Barbara Hemmerling reported the activities of the PLFF
Meeting that included discussions of the Author's Luncheon tickets

which were sold out and have a waiting list. (Item 7}



Minutes of Placentia Library District Board of Trustees Unusual Date Meeting of February 25, 2013

CONSENT CALENDAR

MINUTES

CLAIMS

TREASURER’S REPORT

GENERAL CONSENT

STAFF REPORTS

OLD BUSINESS

It was moved hy Secretary Carline and seconded by Trustee
DeVecchio to approve Agenda items 8-23:

AYES; Shkoler, Carline, DeVecchio, Minter
NOES: None '

. ABSTAIN: None
ABSENT: . Escobosa

Minutes of the Jaﬁuary 28, 2013 Library Board of Trustees Unusual
Date Meeting and the February 20, 2013 Closed Session Meeting

{ltem 8)
: 'Nohstahdard' Claims in excess of $300 (ltem 9)

. Claims forwarded by the Library Director and Library Trustees {item

10). : .
Current Claims and Payrdll {ltem 11)

FY2012-2013 Cash Flow Analysis through January 2013; the Schedule
of Anticipated Property Tax Revenues for FY2012-2013 as provided by
the Orange County Auditor {ltem 12}

Financial Reports for January 2013 for Placentia Library District

- .Accounts on Deposit with the Orange County Treasurer (Item 13)

Balance Sheet for January 2013 (ltem 14)
Acquisitions Report for January 2013 (ltem 15}

Entrepreneurial Activities Report for January 2013 (Item 16)

* Personnel Report for January 2013 (ltem 17}

Circulation Report for January 2013 {Item 18}

-Review of Shared Maintenance Costs with the-City of Placentia under

the JPA (ltem 19)

Library Director’s Report for January 2013 (ltem 20)

Children's Services Report for January 2013 (item 21)
Adult Services Report for January 2013 {ltem 22)

Web Site & Technology Report fo.rJanuary 2013 {ltem 23}

Pag



Minutes of Placentia Library District Board of Trustees Unusual Date Meeting of February 25, 2013

Closed Session

Presentation of Fiscal

Year 2011-2012 : i

FinanciaI_Audit

NEW BUSINESS - _

SDRMA Election
Notification

CALTAC Workshop

Policy Series 5000

~ President Shkoler reported that the action taken by the Board at the

Closed Session was to retain the services of Mr. David DeBerry, legal
counsel, to handle a personnel related matter {Item 24)

Mr. Gerardo Paras, Managing Partner of Macias Gini & O’Connell,

" presented the final findings of the Fiscal Year 2011-2012 Audit of

Financiaf ‘Transactions for the Placentia Library District and also
distributed a final report to the Board. He stated that District received

“a qualified rating, highest level in financial accounting principles. He

stated that there are no new accounting pronouncements and there
were significant estimates in depreciation and compensated
absences. He also stated that there were no issues or disagreements

" with management. Mr, Paras confirmed that the biggest issue to be

addressed continues to be the consolidation of the District’s two
accounting systems. Trustee Minter questioned if it is legal for the
District as a non-enterprise to leave the County’s accounting system.
Mr. Paras will find out and will provide answer to Administration.

(Item 25) '

It was moved by Secretary Carline and seconded by Trustee
DeVecchio to receive and file the Fiscal Year 2011-2012 Audit for the
Placentia Library District of Orange County:

AYES: Shkoler, Carling, DeVecchio
NOES: None

ABSTAIN: ~ ~Minter

ABSENT: ' Escobosa

Library Director Contreras presented information on the four seats up
for election on the Special District Risk Management Authority
(SDRMA) Board of Directors. There was no interest from the Trustees
(item 26)

Library Director Contreras presented information on the CALTAC
Spring workshop in Library Leadership on March 2, 2013. Library
Director reminded Trustees that the date is the same as the Authors

" Luncheon. There will be no participation this year due to the Author’s

Luncheon commitment {ltem 27}

Library Director Contreras presented Placentia Library District Policy
Series 5000, Board of Trustee reviewed policies; suggested changes
included remove title Library Services Manager from policies. In
addition, Policy 5020.2.4 will reflect an amendment of a 20 minute
maximum allowed for each topic matter (Item 28)

It was moved by Trustee DeVecchio and seconded by Trustee Minter

Page 7



Minutes of Placentia Library District Board of Trustees Unusual Date Meeting of February 25, 2013

Policy 6065 & 6060

Investigation Services
Procurement

ADJOURNMENT
Agenda Preparation

to approve Placentia Library District Policy 5000 Series as amended.

AYES; Shkoler, Carline, DeVecchio, Minter P ag
NOES: -None |
ABSTAIN: None

ABSENT: Escobosa

- Library Director Contreras presented amendments to t'he'P}ace-ntia
: Library Policy #6065 Library Rules of Conduct and elimination of the

Placentia Library Policy #6060 Patron Behavior & Latchkey Children
Palicy. Trustees discussed possible wording for Policy #6065, It was
requested by the Board that Policy #6065 and Policy #6060 be
presented to Trustees at a future meeting {Item 29)

President Shkoler requested approval to retain the services of Ms.
Debra Rellly for investigative services into a personnel matter (Item
30)

It was moved by Truétee Minter and seconded by Secretary Carline to
approve the services of Mr. Debra Reilly as presented:

AYES: Shkoler, Carline, DeVecchio, Minter
NOES; None

ABSTAIN: . None

ABSENT: Escobosa .

Agenda Preparation for the March Board of Trustees Meeting to be
held on Monday, March 18, 2013 at 6:30 P.M.~ '

it was moved by Secretary Carline and seconded by Trustee
DeVecchio to adjourn The Unusual Date Meeting of the Board of
Trustees of the Placentia Library Distrlct on February 25, 2013 at 7:28
P.M. , S .

The next meeting will be on March 18, 2013 at 6:30 P.M.

Al Shkoler Gayle Carline
President . Secretary
Library Board of Trustees Library Board of Trustees
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Agenda Item 9

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Jeanette Contreras, Lib_r_alj)_ Directof o
FROM: Yesenia Baltierra, Business Manager

SUBJECT:  Summary of Non-standard Claims for Fébruarj 2013

DATE: March 18, 2013
TYPE DATE CLAIM # AMOUNT
NONE

TOTAL $0
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Agenda Item 10

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO:

FROM:

SUBJECT:

DATE:

TYPE
FUND 707
FUND 707

Jeanette Contreras, Li_b_rziry Director -

Yesenia Baltierra, Business Manager

Summary of Claims Forwarded by the Librai*y Director & Trustees

March 18, 2013

DATE
03/1113
03/11/13

CLAIM#
5613
5614

TOTAL

AMOUNT
$29,619.02
$ 9,047.45

$38,666.47
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AGENDAITEM 11

_ PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

o TO: B Jeanette Contreras, Library Director
FROM: °  Yescnia Baltierra, Business Manager
SUBJECT:  Current Claims and Payroll

DATE: = March 18,2013

Current Claims

TYPE .~ DATE  CLAIM# AMOUNT
707 | 03/18/13 5615 3,280.70
707 o 03/18/13 5616 1,028.15
707 S 03/18/13 - 5617 2,923.35
707 | 03/18/13 5618 2,679.64
Subtotal for Claims : 9,911.84
- Payroll
. OnDemand Wire' ~ 03/18/13 69 $40,000.00
~ On Demand Wire 03/18/13 70 $40,000.00
Subfotal for Payroll $80,000.00
TOTAL CURRENT

- CLAIMS & PAYROLL | 89,911.84
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LOCALLY GOVERNED DISTRICT DATE: 03/18/13
CLAIMS TRANSMITTED FOR PAYMENT REPORT NO: 5615
) The County Auditor is authorized to draw these checks from:
Placentla Library District FUND: 707
411 E Chapman Ave o : : DEPT: V700
Placentia, CA 92870 g C . ) A BUDGET CONTROL: 707
' ' S ' UNIT: 0900
APPROVED CLAIMS ) AC'S USE ONLY
. OBIT
Vendor Code DATE .. REMS |- BEPT | REPT | ! poc -
Payee Name and Address INVOICE # BSACCT | OBIT CATG AMOQUNT NUMBER | sC
VG993 2/14/13 A mee [omo | ] ' $44.09
Midwest Tape 90760827
PO Box 820 2/15/13 2400 - ‘0760 . . b - 87827
Holland OH 43528 20765913 )
2/8/13 2400 0760 o 7209
50747442 o
2f21f13 2400 0760 $34.09
90779519 L
2/21/13 2400 0760 ) $27.09
. 80779661
2/5/13 . 2400 . 0760 564,00
90735756 o
013 2400 0760 $26.09
90775049 S .
2/22/13 2400 0760 $217.25
80782069
2/14/13 2400 0760 $52.64
90760828 :
212213 2400 0760 ) : 557,28
90782102
222713 2400 0760 $101,36
90782101 S
2/28/13 2400 | . 0760 N . %709
: go795939{ - T | . ' PR RS
2/28/13 2400 - 0760 S $52.64
80797340 )
VC-0679-1 2/26/13 2400 0760 $7.51
Recorded Books, LLC 74678346
P.O. Box 64900
Baltimore, MD 21264-4%00
VC-2883 2f12/13 2400 0760 $2,471.12
World Book, Inc. 00p1461167
World Book School and library
P.O. Box 856009
Louisville, KY 40285-6009
TOTAL REMITTANCE: $3,280.70
The ciaims fisted above {$3,280.70} are approved for payment pursuant to an ordes entered in the Minutes of the Board of Directors

of this District and 1 cartify that the payees named who are described In Government Code Section 3101 have taken the oath or affirmation

required by Government Code Section 3102,

Approved by Countersigned by Attested and/or countersigned by

Page Total:
{2/2009}




LOCALLY GOVERNED DISTRICT
CLAIMS TRANSMITTED FOR PAYMENT

Placentla Library Bistrict
411 £ Chapman Ave
Placentla, CA 92870

DATE:
REPORT NO:

Page 15
03/18/13
5616

The County Auditor is authorized to draw these checks from:

FUNB: 707
DEPT: V700

BUDGET CONTROL: 707

UNIT: 0800
APPROVED CLAIMS © AC'S USE ONLY
: OBJT .
Vendor Code DATE REV/ DEPT REPT DOC
Payee Name and Address - INVOICE it BS ACCT OBIT | CATG AMOUNT NUMBER | SC
VC-4218-4 21213 _ 2400 0760 $116.09
Baker & Taylor Books ) 4010430561 )
PO Box 277930 2/20/13 - 2400 0760 $87.10
Atlanta GA 30384-7930 4010429363 -
: 2/20/13 2400 0760 $34.25
4010429364
2/20/13 2400 0760 $23.37
4010429365 o
2/20/13 2400 0760 4$35.34
4010429366
2/20/13 2400 0760 . $41.03
4010429367 _
2fa0f13 - 2400 0760 $19.03
4010429368 -
2f20/13 - 2400 0760 $25.91
4010429370 -
2/20/13 2400 0760 $62.45
: 4010429371 '
2/20/13 2400 0760 $23.39
4010429372
2/20/13 2400 0760 $22.08
' 4010429373
220113 . 2400 0750 $163.66
4010429374 :
2/20/13 2400 0760 $132.08|:
4010429375 :
2/20/13 . 2400 0760 $19.63|:
4010429376 : :
2/20/13 i 2400 0760 $50.08|-
4010429377 '
2120113 2400 0760 $13.25{
- 4010429378
2/20/13 2400 0760 520,64\
4010429379 - :
2/20/13 2400 0760 $17.65 |
41410429380
212013 2400 0760 $17.69f:
4010429381 :
2/20f13 2400 0760 548,221
4010429382
2/20/13 2400 0760 $30,30[-
4010429383
2/20/13 2400 0760 $24.91:
4010429384 :
TOTAL REMITTANCE: $1,028.15

The claims listed above (31,028.15} are approved for payment pursuant to an order entered in the Minutes of the Board of Directors
of this District and I cenlify that the payees named who are described in Government Code Section 3101 have taken the cath or affirmation

requized by Government Code Section 3102,

Approved by

Page Total!

[7/2009)

Countersigned by

Attested and/or countersigned by



LOCALLY GOVERNED DISTRICT
CLAIMS TRANSMITTED FOR PAYMENT

Page 16

DATE:
" REPORT NO:

03/18/13
5617

The County Auditor is authorized to draw these checks from:

Placentia Library District FUND: - 707
411 E Chapman Ave DEPT: V700
Placentia, CA 92870 BUDGET CONTROL: - 707
UNIT: 0900
APPROVED CLAIMS AC'S USE ONLY
omT |
Vendor Code DATE REV/ DEPT REPT poc
Payee Name and Address INVOICE # B5 ACCT OBJT CATG AMOUNT NUMBER SC
VC-4218-4 ) 1/21/13 - 2400 0760 - $26.63
Baker & Taylor Books WE9565060 :
PO Box 277930 1/21/13 . . 2400 760 $26.65
Atlanta GA 30384-7930 W89665070 } .
1/21/13- 2400 0760 547.56
: W89665080 :
1/21/13 2400 0760 $186.62
W89665020
1/71/13 2400 0760 $56.68
WB8E655100 :
1/21/13 2400 0760 $23.04
W89665110
2 19]1‘:] 2400 0760 $41.68
: 4010437814
2/20/13 : 2400 0750 $18.34
4010429385 .
2/20/13 2400 0760 $28.75
4019429386
2/20/13 2400 0760 $194.34
4010438422
2/21/13 2400 0760 535.07
: 4010435150 :
225013 2400 0760 . $187.98
U 4010444321 . .-
2/14/13 ' 2400 0750 511554
4010424058
2/14/13 2400 0760 $1,442.78
4016424059 .
2/14/13 : . 2400 0760 $270.16
4010424060
2/14/13 2400 0760 $56.00
4010424061
2/15/13 2400 07560 $20.21
4010424064
2f15/13 2400 0760 $84.62
4010424065
2/15/13 2400 0760 52148 -
4010424066 :
2/15/13 2400 0760 $19.57(
4010424067
2/15/13 2400 0780 89,65
' 4010424068
TOTAL REMITTANCE: | $2,923.35
The claims listed above (52,923.35) are approved for payment pursuant to an order entered in the Minutes of the Board of Directors
of this District and £ certify that the payees named who are described in Government Code Section 3101 have taken the oath or affirmation

required by Government Code Section 3102,

Approved by

Page Tolal:

{7/2009)

Cauntersigned by

Attested and/or countersigned by



LOCALLY GOVERNED DISTRICT -
CLAIMS TRANSMITTED FOR PAYMENT

Placentia Library District
411 E Chapman Ave
. Placentia, CA 92870

DATE:
REPORT NO:

Page 17
03/18/13
5618

The County Auditor Is authorizéd to draw these checks from:

FUND: 707
DEPT: V700

BUDGET CONTROL: 707

UNET: 0900
APPROVED CLAIMS . AC'S USE ONLY
; Lo ' 0BIT
Vendor Code DATE REV/ DEPT REPT -DOC
Payee Name and Address INVOICE # BSACCT | OBIT. | cATG AMOUNT NUMBER | §C
VC-4218-4 2/15/13 2400 0760 $135.97)
Baker & Taylor Books 4010424070 : .
PO Bax 277930 2/15/13 : 2409 0760 35033 |
Atlania GA 39384-7930 4010424071 ‘ :
2/15/13 2400 0760 s13.23 ).
4010424072 :
2/15/13 2400 0760 $95.56 |
5010424073 :
2/15/13 ‘ 2400 0760 $82.08|:
. 4010424074 :
2/15/13 2400 0750 $28.04'
4010424075
2/15/13 2400 0760 $20.04];
4010424076
2/15/13 2400 0760 s93.56]:
' 4010424077 ' :
2/15/13 2400 0760 58774
4010424078
2/15/13 2400 0760 $37.12
: 4010424079
2/15/13 2400 0760 $48.40
4010424080
2/15/13 2400 0760 $30.44
S 4010424081 :
15/13 2400 0750 $80.81
' 4010424082
5413 2400 0760 $18.01
4010424083
2/15/13 2400 0760 $420.88
4010424084
2/15/13 2400 0760 $477.67
4010424085
2/15/13 2400 0760 $78.81
4010424086
2/15/13 : 2400 0760 $146.02
4010424087
2/15/13 : 2400 0760 $565.49
ST AG10424088
2/15/13 2400 0760 $30.70
4010424089
2/15/13 2400 0760 $38.02
4010424090
2/13/13 2400 0760 $70.7¢
4010423785
TOTAL REMITTANCE: $2,675.64

The claims llsted above {$2,679,64} are appreved for payment pursuant to an order entered in the Minutes of the Board of Directors
of this District and | certify that the payees named wha are described in Government Code Sectfon 3101 have taken the oath or affirmation

required by Government Code Sectlon 3102.

Appraoved by

Page Total:

{7/2009)

Countersigned by

Attested and/or countersigned by
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LOCALLY GOVERNED DISTRICT DATE: 03/18/13
CLAIMS TRANSMITTED FOR PAYMENT REPORT NO: 69
The County Auditor is authorized to draw these checks from:
Placentia Eibrary District o FUND: 707
411 £ Chapman Ave . - - DEPT: V700
Placentia, CA 92870 BUDGET CONTROL: 707
: *Process on the date specified. UNIT: 0200
APPROVED CLAIMS AC'S USE ONLY
: _ oBT
VendO( Code ) . DATE REV/ DEPT REPT Doc
Payee Name and Address . INVOICE # as ACCT OBIT CATG AMOUNT NUMBER 5C
VC6532 - |*03-25-13 : 0100 R 40,000.00
Placentia Library District Payroll #15 FY12/13 '

411 E, Chapman Ave
Placentia, CA 92870

TOTAL REMITTANCE: | 5 40,000.00

The claims tisted above {totaling $40,000.00) are approved for payment pursuant to an order entered in the Minutes of the Board of Directors
of this District and I certify that the payees named who are described In Government Code Section 3101 have taken the oath or affirmation
required by Government Code Section 3102,

Approved by Countersigned by Attested and/for countersigned by

fage Total:
{7/2009}
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LOCALLY GOVERNED DISTRICT DATE: 03/18/13
CLAIMS TRANSMITTED FOR PAYMENT REPORT NQ: 70
The County Auditer is autharfzed to draws these checks fram:
Placentia Library District FUND: 707
411 E Chapman Ave DEPT: V700
Placentla, CA 92870 BUDGET CONTROL: 707
*Procass on the date specified. UNIT: 0800
APPROVED CLAIMS AC'S USE ONLY
: OBIT .
Vendor Code DATE REV/ DEPT REPT DocC
Payee Name and Address - INVOICE # BS ACCT OBIT CATG AMQUNT NUMBER 8C
V(6532 *04-08-13 0100 5 40,000.00
Placentia Eibrary District Payroll #16 FY12/13
411 B, Chapman Ave R e
Placentia, CA 92870
TOTAL REMITTANCE: { $ 40,000.00

required by Government Code Section 3102.

The claims listed above ftotaling $40,000.00) are approved for payment pursuant o an ¢rder entered In the Minutes of the 8oard of Directors
of this District and | certify that the payees named who are described in Government Code Section 3101 have taken the ¢ath or affirmation

Approved by

Page Total:

(7/2009}

Countersigned by

Attested and/or countersigned by
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Agenda Item 12

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

Jeanette Contreras, Library Director'

TO:
FROM: Yesenia Baltteua, Busmess Manager
SUBJECT:  Fund Balance Repmt for Placentia lerary District Funds on Deposit with Orange
' County Treasurer Post-Petition Balances (B/S Account 8010-Cash)
DATE: March 18, 2013
! Fiscal Year 2012-2013
Fund 702 ©  Fund 703 Fund 706 Furd 707 Fund 708 TOTAL TOTAL
: Maj Equdp/Strue . AutoReplac  Bond Redempt  General Fuexl | SikLvPayoff ALLFUNDS | BXCL GEN FUND
_. 073112 Closed Account :Closed Account Closed Accownt 1,469,830.85 © Closed Account  1,469.83085 - 000
. 8312012 ¢ Closed Accownt Closed Account, Closed Accowt . 1,349,149.11 ; Closed Agcount 1,349,149.11 ¢ 0.00_
| 930R0i2_ ; Closed Account  Closed Account. Closed Account L 1,303,635.10 | Closed Account_ 1,303,635.10 0 . 000
| [BIN2 . Closed Account ' Closed Accomt Closed Account 1,196,238.15 | Closed Accowt  1,196238.15. 000
©1B0R0I2. ;. Closed Accowt Chosed Account Closed Accowt  1,367458.8¢ | Closed Account 136745834 __ 000
I12312012 | Closed Aceownt  Closed Account_Closed Account . 1,912,383, 33! Closed Accowt  1,912,38333: 000
S T2 F i I Closed Accownt _ Closed Account! Closed Acconnt , 1,890,404, 62’ _Closed Accowst 1,890,404, 6‘23 I R
. .M2872013 - Clsed Acggy_n_t__(_)losed Account’ CbsedAccomt  1,794,179.66 : Closed Account  1,794,179.66 | 000
[ 38312013 | Chsed Accowt Chsed Account Closed Accowt - .‘:_(MM@‘"‘L-_ ._0.-99_; o0
1048013 | Closed Accownt Closed Account Closed Account | Closed Accowt - 000} _ 08
i SAIN0I3 . Closed Accowt ;Closed Account. Closed Accowt " Closed Account 0001 080 -
1 63012013 - Closed Accomt__;Ck)sed Account; Closed Accoimt Closed Account 000[ 0.00
|
‘Petty Cash 0.00 0.00 0.00 0.00 000 ooo 0.00
General Reserves 0.00 0.00 0.00  414,789.10; 0.00 414,789.107 .60
‘Impact Fees 000 0.00 000 37441930 000 37441930 ; 000
) o lf‘iga[‘leaﬂﬂll-zﬁlz e o
i Fud702 ]  Fud703 . Fud706  Fund707 Pund 708 TO,TAL§ L ToTAL
o { MajEquip/Strue | Auto Repbre  Bond Redempt  General Fund L Sick LvPayoff ALLFUNDS ., EXCL GEN FUND
| 073111 Closed Accomt | Closed Accownt” Closed Accourt _ 1,386,098.01 ! Closed Acconnt | 1,386,098.01 ° 0.00
w 83172011 | Clsed Accomnt ,C!ps_e_dﬁ;gpum Closed Account_ 1,299,446.62 i Closed Account - 1,299,446, 62; - 0.00
| 930n011 . Chsed Accomt ' Closed Accout, Closed Account . 1,250,450.01 | Closed Account . 1,250,450.01 ¢ 0.00
108111 | Chsed Account  Closed Account” Closed Account 1,076,233 .61 | ' Closed Account . 1,076,233, 6! _ 000
11302010 | Closed Account ;Closed Account: Closed Account J.0?@_29_1_»_22;__91959@\39?"1. 1.99_5_79122
12317201t | Closed Account Closed Account, Closed Account  1,731,160.37 ¢ Clased Account ! 1,741,160.37 |
01/31/12 Closed Accourt jClosedAcccynt-, Closed Account 1,598,_956.352 Closed Account . 1,598,956.35 E 0.
22802012 | Closed Account fCiosedAccotmt Closed Account l.471,455,26§ Closed Account 1,471,455.26; 0.00
3312012 | Closed Account |Closed Account Closed Account 1,373,416.79 | Closed Account | 137341679 0.00
44730/12 " Closed Account ‘Closed Account  Closed Account ; 1,917,693.893 Closed Account 1,917,6_93.39;* .00
543172012 Closed Account ;Chs_ed Account Closed Account 1,83'1,410.0272 Clq_sed_.'\ccmmt' 1,831,410.023: 0.00
6702012 | Closed Account ’ Closed Accownt Clased Account 1,566,215.85 | Closed Accont  1,566,215.85 - 0.00
Petty Cash 0,00 0.00 0.00 o bgei o 000 om0 _0.00
General Reserves 000 000 000 41478900 000 41478900 0.00_
Impact Fees 000, 000 000 (2562748, 000 12562748 0.00
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Agenda {tem 13

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees

FROM: Jeanette Contreras, Library Dirécfor_

SUBJECT: Financial Reports through February 2013 for the Placentia Library District
Accounts on Deposit with the Orange County Treasurer and the Placentia Library
District General Ledger

DATE: March 18, 2013

Summary of Cash and Investments as of February 28, 2013

Cash with Orange County Treasurer Fund 707 1,255,373.08
Reserves with Orange County Treasurer 414,789.10
Impad Fees with County and Bank of the West 374,419.30
(Restricted)

General Fund Checking — Bank of the West 13,796.45
General Fund Savii_lgs"— Bank of the West . 532,886.12
Paﬁroli Checkiﬁg '—'-_Wells- Fé.r-gc-) Baﬁk 32,844.98
Total Cash and Investments 2,624,109.03

I hereby certify that the investments are in compliance with Placentia Library District Policy 3035 —
Investment of District Funds, as adopted by the Library Board of Trustees, and California Government
Code Section 53646(b)(1); and that Placentia Library District has the ability to meet its budgeted
expenditures for the next six (6) months.

Jeanette Contreras
Library Director
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PLACENTIA LIBRARY DISTRICT

Page 26

EXPENDITURES REPORT Agenda jtem 14
February 28, 2013 _
67% of year completed "
ACCOUNT DESCRIPTION APPROPRIATIONS | EXPENDED | CURRENT |REMAINDER
SALARIES & EMPLOYEE BENEFITS ' -
0100 Salaries & Wages 1,070,862 685,816 0.64 $385,046
0200 Retirement 37,960 122,158 0.58 ' $15,802
0301 Unemployment Insurance 11,000 0 0.00 $11,000
0306 Health Insurance 166,441 92,70% 0.56 $73,732
0306-0770 {Employee Assistance Program 800 413 0.52 $387
0308 Dental Insurance 15,500 8,832 0.57 36,668
0309 Life Insurance 7,400 4,264 0.58 $3.136
0310 AD & D Insurance 4,000 2,275 0.57 31,725
0319 Vision Insurance 2,600 1,394 0.54 31,206
0350 Workers' Compensation Insurance 10,000 4460 0.45 $5,540
TOTAL $1,326,563 $822 321 0.62 $504,242
SERVICES & SUPPLIES
0700 Comumunications 12,000 5,962 0.50 $6,038
0900 Food 1,500 898 0.60 $602
1000  |Household Expenses 10,000 8,102 .81 $1,898
1100 Library Insurance 13,000 11,846 0.91 $1,154
1300 Maintenance, Equipment 20,000 15,598 0.78 $4,402
1400 Maintenance, Buildings & Improvements 85,000 15,624 0.18 369,376
1600 Memberships 14,000 11,919 0.85 $2,081|
1800 Office Expenses 30,000 26,133 0.87 33,867 (
1803 Postage 5,000 5,862 1.17 -§8621
1900 Prof./SpeciaIized Services 184,900 33,457 0.18 $151,443
1912 |Investment Administrative Fees. . 1,500} 689 0.46 O 88
2000 Publication and Legal Notices 1,000 72 0.07 B 1572:] I
2100 Rents and Leases - Equipment 500 282 0.56 $218
2200 Rents & Leases - Buildings & Improvements 30,000 21,134 0.70 $8,866
2400 Books/Library Materials 211,731 110,320 0.52 3101411
2600 Transportation & Travel 2,000 402 0.20 $1,598
2700 Meefings 9,000 10,343 1.15 -$1,343
2800 Utilities 97,500 43,938 0.45 353,562
- TOTAL $728,631 $322,581 0.44 $406,050
OTHER CHARGES
3700 Taxes and Assessments 58,300 $7,455 0.90 $845
OPERATING EXPENSES $2,063,494 §1,152,358 0.56 $911,136
FIXED ASSETS & CONTINGENCY FUNDS
4000 Eqguipment $21,000 $463 0.02 $20,537
4200 Structures/Improvements 10,000 50 0.00 $10,000
5200 Contingency Funds 30 $0 0.00 %0
' _TOTAL $31,000 $463] 001 $30,537
I [
TOTAL BUDGET (Fund 707) §2,094 494 $1,152,821 0.55 $941,673 :
Reserves  |General Reserves $414,789 $0 0.00 $414,789] "
Impact Fees (Restricted) $374,419 30 0.00 $374,419
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Agenda Item 15

~ Placentia Library District

ACQUISITIONS REPORT FOR FISCAL YEAR 2012-2013 THROUGH THE MONTH OF FEB. 2013

Amount Title  Volumes

Total Flietion T T T T g61,370]  3,126¢ 3,547
TotalNenFiction T $39,0180 1863 2470
Total Electronic 7 ss7s9) B2 5
Total AudioBooks = $5067] 133, 133)

Total Free DVDs U #4144  e5] 196
Total Rental DVDs -~~~ 1 $3878] 27 138
L TOTALMATERIALS| $110,127. 6,175! 6,535

Total Electronic

5%
Total Rental DVDs
4%

otal Audio Books
5%

Total Nonfiction

- Total Fiction
36% w

46%

Total Free DVDs
4%

The figures on this report reflect items and invoices received through the end of the month. Invoices paid
during the month are shown on the Financial report rather than the Acquisitions report.
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Agenda Item 16

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO:

FROM:

SUBJECT:

DATE:

Jeanette Contreras, Library Director

Yesenia Baltierra, Business Manager

Entrepreneurial Activities Report for Febyuary 2013

March 18, 2013

Net Revenue Summary for February 2013

YTD YTD

Feh-13 | Feb-12 | 2012-2013] 2011-2012

Passport 8,000.00| 9,250.00| 44,600.00] 42,975.00
Passport Photos | 1,522.00| 1,956.00| 10,041.00] 9,468.00
Test Proctor 650.00] 150.00| 3,000.00[ 2,950.00
Meeting Room 200.00] 445.00] 3,220.00] 5,175.00
DVD Rentals 368.00] 531.50| 3,994.60] 4,161.50
Total| 10,740.00] 12,332.50] 64,855.60| 64,729.50




Page
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Agenda Item 17

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Jeanette Contreras, Library D'i_re'ctor : R

FROM: Yesenia Baltierra, Business Manager

SUBJECT:  Personnel Repbi‘t for February 2013

DATE: March 18, 2013
YTD YTD

Feb-13 | Feb-12]2012-2013 | 2011-2012

Separation 1 0 4 0

Retirement 0 0 0 1

Appointments 0 0 1 5

Open Positions 3 1 4 2

Workers' Compensation Leave 1 0 1 0

Total 5 1 10 8

SEPARATION:
Library Page (10 hrs.)

RETIREMENT:
None

APPOINTMENTS:
None

OPEN POSITIONS:
Library Page (10 hrs.)
Library Aide (20 hrs./10 hrs)



Page 32

Placentia Library District
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' PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: © Jeanette Contreras, Library Director

FROM: -

SUBJECT: ~ Circulation Activity Report

DATE: -

‘Fernando Maldonado, Circulation Supervisor

March 18,2013
MONTHLY STATISTICS
February 2013
CIRCULATION Y-T-D Y-T-D  |Y-T-D

Feb-13 Feb-12 2012-13 2011-12 % change

New Patron Registrations - 290 - 322 2,437 2,691
Total Circulation 15,338 15,482 133,793 133 4247
Total Active Borrowers*® 8,548 9,330 = =
Attendance 21,874 24,984 182,969
Registered Card Holders*® 32,797 29203 —
Adult Fiction 2,619 2,578 23046 23,066 -0.1%
Adult Nonfiction 1,645 1,833 14,552 | 15416 -5.6%
Adult Magazines 188 257 1,854 2,141 -13.4%
Adult Music CDs 184 222 1417 1,801 | -21.3%
Adult Audio Books 589 536 4,346 4,597 -3.5%
Adult Free DVDs 210 325 2,132 2,440 -12.6%
Adult Rental DVDs 299 503 3,173 3,625 | -12.5%
Overdrive E-Books 265 130 2,127 766 177.7%
Overdrive Audio Books 113 66 885 577 53.4%
TV Fiction 5,872 5,510 52,147 51,286 1.7%
YA Fiction 829 717 9424 6,672 41.2%
JV Nonfiction 1,670 1,547 9,811 9,560 2.6%
YA Nonfiction 56 62 558 460 21.3%
JV Magazines 16 0 99 28 253.6%
IV Music CIs 18 55 18] 246 -26.4%
JV Audio Books 40 36 339 302 12.3%
JV Free DVDs 514 667 5,243 5,886 -10.9%
JV Rental DVDs 185 172 1,614 1,663 -2.9%

* Year to date not applicable.
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PATRON COUNT
Sun Mon Tues : | Wed Thuyr Sat | Total/Hr.

9:00 774 499 363 361 478 2475
10:00 331 804 | . 208] 1,109 508 2,960
11:00 329 787 477 439 891 2,923

" 12:00 472 398 370 519 1,023 2,782
1:00 1,025 382 416 468 474 747 3,512
2:00 1,194 563 629 638 606 919 4,549
3:00 797 606 839 700 486 | 1261 4,689
4:00 . 96] 375| 1605| 1319 669 1,150 6,079
5:00 800 972 1,075 1,083 3,930
6:00 807 950 | 1,157 1,186 4,100
7:00 551 752 | 1006 1,130 3,439

800 489 s61 668 592 2,310 |
TotalDay] 3977| 6479| 9212 8449 8654 6977] 43,748
. — T * Grand Total 21,874

- *The patron count equipment counts each patron once every time they walk in & out
. of the libraty, therefore, the total reﬂected is Iarger than the grand | total becausethe
total is divided by two. : .

" PASSPORT SERVICES

| Sun Mon Tues Thur Sat Total/Hr.

%00 0 3 0 0 5 8
10:00 -3 0 0 2 15 20
11:00 3 1 0 0 15 19
12:00 2 2 it 0 14 18
1:00 19 1 | 2 0 13 36
2:00 13 3 3 4 ! 15 39
300 11 3 7 12 5 16 54
4:00 3 2 5 1 9 10 40
5.00 2 3 11 7 23
6:00 3 8 14 11 36
7:00 2 13 5 6 26

8:00 i 0 0 0 [

Total/Day] 46 25 46 59 41 103 320
' Grand Total
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STAFF ACTIVITY
February 02, 2013- Staff organized the meeting room for Family Flicks.
February 05, 2013- Fernando provided new substitute training to Cynthia and Johnny.
Februaty 05, 2013~ Staff organized chairs in the meeting room for Pre-School story time.
February 07, 2013- Circulation staff hosted thank you pot luck for Tim Worden.
February 07, 2013- Staff organized the meeting room for Lap-Sit story time.
February 07, 2013- Staff organized the meeting room for P-Tac. -
February 09, 2013- Staff organized the Children’s area for Valentines program.,
February 09, 2013- Staff organized the meeting room for Volunteer Orientation.
February 10, 2013~ Staff helped with Friends monthly book sale.
February 11, 2013- Fernando held recruitment interviews for Library Aide.
February 12, 2013- Fernando participated in supervisors meeting,
February 12, 2013- Staff organized chairs in the meeting room for Pre-School story time.
February 13, 2013- Staff organized chairs in the meeting room for Cops story time.
February 14, 2013- Staff organized the meeting room for Lap-Sit story time.
February 16, 2013~ Staff organized the meeting room for Family Flicks.
February 19, 2013- Staff organized the meeting room for Pre-School story time.
February 21, 2013- Staff organized the meeting room for Lap-Sit story time.
February 21, 2013- Staff organized the meeting room for P-Tac.
February 21, 2013- Fernando attended Circulation Supervisors Consortium meeting in Anaheim.
February 23, 2013- Staff organized chairs in the meeting room for Super Star story time.
February 23, 2013- Staff organized the meeting room for Family Flicks.
February 25, 2013~ Fernando attended board meeting.
February 26, 2013- Staff organized the meeting room for Pre-School story time.
February 26, 2013- Fernando participated in supervisors meeting. -
February 26, 2013- Estella, Beatrice, Vanita, and Fernando attended all staff meeting.

February 26, 2013- Estella, Beatrice, Vanita, and Laura D. attended Circulation department

meeting.

February 28, 2013- Staff organized the meeting room for Lap-Sit story time,
February 28, 2013~ Staff organized the meeting room for P-Tac.

- February 28, 2013~ Staff organized the meeting room for Estate Planning event.

ONGOING PROJECTS

Fernando continues to work on staff performance evaluations.

Circulation staff continues performance measure assignment.

Circulation Supervisor continues to participate in next fiscal years’ department budget.

NEW PROJECTS AND ACTIVITIES
Estella Wnek assisted Administration during Administrative Assistants’ leave.

Circulation will plan a passport marketing campaign.
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Agenda Item 19

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO:

FROM:

SUBJECT:  City of Placentia Inyoices, February 2013

DATE:

PERIOD
COVERED
FY2012-2013

12-Jul
12-Aug
12-Sep
12-Oct
12-Nov
12-Dec
13-Jan
13-Feb
13-Mar
13-Apr
13-May
- 13-Jun

Jeanette Contreras, Library Director

Yesenia Baltierra, Business Manager -

March 18,2013

CITY OF PLACENTIA INVOICES

INVOICE
DATE

8/22/2012
1172972012
11/29/2012
11/29/2012
12/26/2013

2/12/2013
%

*

TOTAL
AVG

* City Billing Not Received

PERIOD
COVERED
FY2011-2012

11-Jul
11-Aug
11-Sep
11-Oct
11-Nov
11-Dec
12-Jan
12-Feb
12-Mar
12-Apr
12-May
12-Jun

INVOICE

DATE

8/29/2011
9/15/2011
11/8/2011
1/4/2012
1/4/2012
173172012
2/28/2012
4/9/2012
5/7/2012
6/7/2012
6/14/2012
8/22/2012

TOTAL
AVG

SO. CA.
EDISON

2,954.95
6,506.97
6,627.60
4,192.58
3,200.17

3,090.82
&

®

26,582.09
4,430.35

S0. CA.
EDISON

6,533.26
6,051.07
6,088.46
4,031.98
3,223.99
2,851.32
3,052.45
3,035.20
3,049.37
3,028.13
3,346.82
5,656.99

$49,949.04
4,162.42

TURFE

1,452.50
*

1,452.49

1,452.49

4,357.48
726.25

TURF

1,452.49
1,452.50
1,452.50
1,452.50
1,452.50
1,452,50
1,452.50
1,452.50
1,452.50
1,452.50
1,452.50
1,452.50

$17,430.00
1,452.50

142.5
142.5

142.5
*

427.5
71.25

GROUNDS

142.5
142.5
142.5
142.5
142.5
142.5
142.5
142.5
142.5
142.5
142.5
142.5

$1,710.00
1425

IRRIGATION
GROUNDS CONTROL

TOTAL

7.68 $4,557.63
7.92 $6,657.39
15.7 $6,785.80
* $4,192.58
7.76 %6,121.91
15.66 $3,106.48
%
%
5472 $3142179
9.12 $5,236.97
IRRIGATION
CONTROL TOTAL

15.2 $8,143.45
* $7,646.07
7.61 $7,691.07
7.65 $5,492.13
7.65 $4,684.14
7.65 $4,738.97
7.76 $4,655.21
772 $4,637.92
7.72 $4,652.09

7.7 $4,630.82
15.4 $4,957.22

* $7,251.99
$92.06  $66,041.21

836 5,503.43
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Agenda [tem 20

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO:

FROM:

Library Board of Trustees

Jeanette Contreras, L1b1a1 y Duectm

SUBJECT: Libr ary Dir ectm ] Repmt fm I‘ebl uary 2913

DATE:

March 18, 2013

Accomplishments

Secured $5,000 from Placentia Library Friends Foundation (PLFF) for the Children’s Summer
Reading Program.

Attended the Local Agency Formation Commission (LAFCO) meeting on February 13",

Met with PLFF Board of Director member, Ms. Jo-Anne Martin and Business Manager,
Yesenia Baltierra, to discuss the facility improvement bids.

Met with Trustee Shkoler and Yesenia Baltierra to discuss the information technology bids,
Retained a temporary Administrative Assistant from StaffMark, a Placentia employment

‘agency, to perform the Administeative Assistant duties.

Secured a sponsor for the Author’s Luncheon event.
Continued to assist PLFF with the Author’s Luncheon event.

Meetings '

Library Board of Trustees meetmgs — February 25"

Supetvisor’s meeting  February 5%, 12, 19™ & 26"

Staff meeting — February 26™

Monday huddles — February 4™, 11", 18™ & 25"

PLFF meetings — February 11™ & 13"

Rotary Club /Interact / Rotaract - February 5%, 6%, 13", 20", 25" & 27"
Dixie Shaw — February 28"

Community Events./ Functions

Miss Placentia Scholarship Program -- February gt
State of the City — February 28"

Projects in Progress

L]
[ ]
*
L

Fiscal Years 2013-2015 Budget

Facility Improvement & IT Services proposals
JPA related projects with the City of Placentia
Easter Eggcitement

Summer Reading Celebration
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Jeanette Contreras, Library Director

'FROM: | Lori Worden, Children’s Librarian I

SUBJECT: Children’s Services Monthly Activity Report for February 2013 |

DATE: March 18, 2013

MONTHLY STATISTICS
Childrens Desk Activity

Y-T-D

February February ~ Y-T-D Y-T-D
o ‘ o ”"
o _ 2013 2012 - 201213 201112 change
Phone reference: ‘ o 43 47 - 280 - 327 -14.37%
In person _ _ _ o
reference/research: 860 749 . 8557 5299 23.74%
Total Refe_rence : 903 796 6837 5626 21.53%
Total Number of Programs 42 42 320 288 11.89%
Total Programs Attendance =~~~ 1010 1272 10351 11057 -6.39%
PROGRAM STATISTICS L
TYPE OF PROGRAM NUMEROF | -~ TOTAL
PROGRAMS | ATTENDANCE
Read to the Dogs 1 30 |
FIR.S.T. - Family Interactive Readmg and 1 22
Sharing Time -
Preschool Story Times I & IT: 36 years 8 157
C.OPS. 1 19
Pocket Tales: Stories, music, and movement. 4 123
Lap Sit 24 months & younger 4 209
P-TAC 2 46
Family Flicks 3 26
Family Game Day 1 12
Super S T.AR. 1 17
Homework Club 14 221
2/9 Eastside Christian Preschool Visit 1 26




2/20 Valentine’s Day Stories and Crafts 1 102 Pag( 2
Total February 2013 | o142 {1,010
Total February 2012 2 1272
Current FY to date R 320 10,351
Previous FY to date o286 - 11,057 -
Achievements: |

Brenda Ramirez planned and conducted C.0.P.S., Preschool and Lapsit
storytimes, and Family Flicks.

Coleen Wakai supervised the Homework Club. She also conducted P-TAC
meetings and planned the Valentine’s Day program.

Lori Worden planned and conducted the Super S.T.A.R. program.

'Lori Worden conducted the Easter Eggeitement planning committee meetings.

Children’s staff donated a “gardening theme” basket for the PLFF Author’s
Luncheon silent auction.

" Brenda Ramirez planned publicity for the upcoming program “R.A.D.D. : Read

and Achieve with Dr. Domene!”

The Children’s Department staff plepaxed a Spring 11b1a1y display for the Easter

Eggcitement program. {
Coleen Wakai attended a SCLC workshop on Young Adult literature.

Lori Worden attended meetmgs w1th Jeanette Cont1e1 as and the other 11b1 ar y

“-supervisors.

In grogreSS‘

Lori Worden and the Faster Eggcitement comnuttee are makmg final plans for
Easter Eggeitement on March 23. '

Children’s staff continue to order materials and weed in their collections.
Children’s staff are making plans for Spring events, including in March the new
R.A.D.D. program and a Teen Café program, and the El Dia de los Ninos
program in April.

Children’s staff members are making plans for this Summer’s “Reading is So
Delicious” program for children and teens.

Lori Worden is participating in an online SCLC class: “Evatuating Library
Services, Programs, and Collections.”
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Agenda Item 22

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO:

FROM:‘ _ ‘Nadia Dallstream, 'L:il.)rarian H

* Jeanette Contreras, Library Director

SUBJECT: Adult Services Mdhthly Activity Report for February 2013

DATE:  MARCH 18,2013

MONTHLY STATISTICS

Reference Desk Activity

February February Y-T-D Y-T-D Y-T-D
. o 2013 - 2012 2012-2013 2011-2012 % change
- Reference -- in person 874 815 7816 6581 18.77% -
Reference -- telephone 443 270 2819 2244 25.62%
Reference -- email/chat 0 3 18 25 -28.00%
Technology assistance 484 247 3336 2976 12.10%
Guest passes 104 125 1040 1368  -23.98%
Adult and Children's computer use (desktops) - . 2507 2700 20326 . 22172 -8.33%
Adult conmputer usage (desktop) - 2080 2193 17423 18806 0.00% -
Public computer use (express laptops)® 107 610 2360 6625  -64.38%
In libraty use -- cleanup - 3071 3494 25692 25440 0.99%
Adult Program Attendance®* 101 108 1315 778 69.02%
Number of Adult Programs 7 8 55 44 25.00%
' *Only 1 Express Laptop Available
*%] Lab Computer Unavailable for Workshops
Adult Services Programs
February
2013
February 9, 2013 Volunteer Orientation 40
February 12, 2013 Book Discussion: Extremely Loud & Incredibly Close 9
February 14, 2013 Literacy: Conversation Club 3
February 19, 2013 Computer Workshop: Beginning Word Processing 6
February 24, 2013 Volunieer Orientation : 6
February 28, 2013 Literacy: Conversation Club 6
February 28, 2013 Estate Planning and Living Trusts 31
Total Program Attendance 101



Yolunteer Hours

February February Y-T-D

Y-T-D
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Y-T-D
2013 2012 2012-13  2011-12 % change
History Room 35.25 6 192.5 394 -51.14%
PLFF 437 45575 345875 3604.75 -4.05%
General Library 330.25 432775 264375 4860 -45.60%
Technology 25 67.5 776 44375 74.87%
Homework Club ' 109 121.5 628.25  871.25 -27.89%
Adult Literacy Tutors 89.75 110.5 310.5 - 396.75 -21.74%
PTAC 131.75 215 1126.25 966 16.59%
Total Volunteer Hours 1158 1409 10449.3 11536.5 -9.42%
Adult Literacy o
Febrnary February Y-T-D Y-T-D Y-T-D
o | 2013 2012 2012-13  2011-12 % change
Number of Tutots - 17 10 72 43 67.44%
Numiber of Students 25 20 98 68 - 44.12%
Total Number of
Participants 42 30 170 111 53.15%
Cot_h_nuterLiteraév S _ L e s R
B o ' “February February Y-T-D ~ Y-T-D ~ Y-T:D -+~
o 2013 2012 2012-13  2011-12 % change
Number of Tutors o 6 1 26 17 52.94%
Number of Students 9 1 34 24 41.67%
Total Number of
Participants : ' 18 -2 62 39  S58.97%
History Room Activity
February February Y-I-D  Y-T-D Y-T-D
2013 2012 2012-13  2011-12 % Change
63 -19.05%

History Room Visitors 8 6 51
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ACHIEVEMENTS

. o s e

L]

Venessa Faber planned crafts for Easter Bggeitement.

Venessa Faber led the Conversation Club on February 14" and 28", |

Venessa Faber helped Carol Fizzard create the program for the PLFF Author’s Luncheon.
Venessa Faber and Wendy Townsend led the Volunteer and Literacy Orientation on February
gth -

Venessa Faber arranged book trough displays and materials.

Venessa Fuber created a slide show and bibliography for the Artist Masters Series.

Venessi Faber created an in-house collection for Literacy tutors.

Jeannie Killianey coordinated 1 computer workshop for “Beginning Word Processing.”
Jeannie Killianey led a book discussion for Jonathan Safran Foer’s Extremely Loud and
Incredibly Close on February 12,

Jeannie Killianey completed weeding of the 000s collection.

Katie Matas proctored 13 exams in February.

Katie Matas and Fernando Maldonado interviewed candidates for the 20 hour Library Aide
position on February 11, Lo e
Katie Matas coordinated the February 28" Estate Planning workshop with speaker G. Keith
deBrucky. B R SRR

Katie Matas and Nadia Dallstream coordinated with the Anaheim libraries and PLD staff to

change the request rules on audiobooks.
Nadia Dallstream worked with Anaheim staff to update the patron view on the online catalog,

Adult Services Staff completed all print, audiovisual and electronic material orders.

Wendy Townsend hosted a make-up volunteer orientation on February 24",

Wendy Townsend trained 2 new volunteers for the History Room. = _

Nadia Dallstream contacted the State Libraty to find out statistical information on select OC
Libraries including Placentia and to ask about definitions for the annual repoit.

Nadia Dallstream updated the Contacts List for Library Staff, S

Venessa Faber and Nadia Dallstreant worked on sending out publicity using Constant Contact.

MEETINGS

Venessa Fuaber met with CSUF Intern Students td_reviéﬁ}'gdals and leéi'ning_ objectives for the

- program,

Venessa Faber and Nadia Dallstream met on February 67, 13 20", & 27",

Venessa Faber attended the Faster Eggcitement meetings on Feb. 5% & 19%.

Venessa Faber attended the Baster Eggcitement walk-through at Kraemer Park on Feb. 26,
Nadia Dallstream and Wendy Townsend met on February 7%, 14", 21% & 28",

Katie Matas attended the Monday Huddle meetings on February 4%, 11™, and 25™,

Nadia Dallstream attended the Supervisor/Manager Meetings on February 12" and 26",
Wendy Townsend attended the Placentia Historical Committee meeting on February 26™,
Nadia Dallstream and Kutie Matas met on February 6%, 13", 21% and 27%,

Nadia Dallstream Venessa Faber, Katie Matas and Jeannie Killianey attended the Reference

Staff meeting on February 19™,
Nadia Dallstream, Venessa Faber, Katie Matas, Wendy Townsend, and Jeannie Killianey

attended the Reference USA training on February 19",
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Jeannie Killianey and Nadia Dallstream met on February 20",

Nadia Dallstream, Wendy Townsend, Venessa Faber, Katie Matas and Jemmte I(zl[mney
attended the Staff Meeting on February 26",

Nadia Dallstream attended the PLD Board Meeting on February 25M"

Katie Matas met with a riew volunteet that will be helping with materials processing.
Wendy Townsend interviewed the new Val Tech Intern to start summer 2013..

PROFESSIONAL DEVELOPMENT

Venessa Faber participated in an online nammg with Constant Contact f01 the monthly

newsletter on Feb, 26.
Nadia Dallstt eamt attended the Liebert, Cassidy, Wh1tmore Tralmng on Febluary 20",

IN PROGRESS

Venessa Faber continues to create slideshows and bibliographies for the Art Masters Series.
Venessa Faber continues to plan the Summer Reading Kickoff. |

Venessa Faber is coordinating the Literacy Programs, _

Adult Services Staff is working on the 2013 Adult Summer Readmg Pxogtam :

Wendy Townsend is coordinating the Volunteer Program.

Wendy Townsend is working with the History Room volunteers to scan new photos into the
History Room collection and to collect Placentia related news for subject files.

Wendy T awnseml is Ieseatchmg grants for History Room pinects

Wendy T awnsend is wmkmg on the March book discussion. -

Wendy Ti ownsend is working on the Ben Berkley’s local author visit,

Wendy Townsend is working on the History Room Donation Day and the Memorial Day
program. = - T . . : 7
Wendy Townsend is working on Volunteer Appreciation week.

Jeannie Killianey is coordinating 3 Computer Workshops for March,

Jeannie Killianey is working on the publicity materials for the “Saving Cents with Coupons”
program.,

Jeannie Killianey is working on a beginner’s Computer Workshop in Spanish.

Jeannie Killianey is working on the July UCCE Master Gardeners of Orange County program,
Jeannie Killianey continues to make weekly book selections for Rotary membets to be honored
with a book plaque. '

Jeannie Kllh(mey is working on two b1bhog1aph1es for dissemination to specific target groups.
" Katie Matas is weeding the Science Fiction collection.

Nadia Dallstream is researching materials vendors for foreign Ianguage items and leasing plans.
Nadia Dallstream is working on updates for the website’s Online Resources page.

Nadia Dallstream is working on completing a staff member’s performance evaluation,

Nadia Dallstream is creating a template for monthly e-news using Constant Contact.
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Agenda Ttem 23

TO:

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

Jeanette Contreras, Library Director. .

FROM: Katie Matas, Librarian, Technical Se_i;vices_' S

SUBJECT: Technology & Website Report for February 2013

DATE: March 18, 2013

MONTHLY STATISTICS

On-line database usage

February  Onsite Remote February Y-T-D Y-T-D Y-T-D
2013 Usage 2/13 Usage2/13 2012 2012-13 2011-12 % change

General Reference Center _ 83 68 15 78 559 603 - -T%
Biography In Context* . 25 12 13 0 185 0 N/A
Opposing Viewpoints* 2 2 0 0 77 0 N/A
Freegal* 409 N/A NA 0 2080 0 N/A
" ritage Quest 330 N/A N/A 497 4,349 4,651 -6%
Novelist 21 . N/A . N/A 53 390 321 21%
..... ‘Shmoop* .~ . . . . .0 .  NA . NA 0 1000 - 0 N/A
" Tumblebooks | 639  N/A N/A 404 3,852 3,071 25%
Reference USA 547 N/A N/A 416 1,085 889 22%
TOTAL DATABASE USAGLE2,056 82 28 1448 9,707 6,733 44%
* New FY 12/13
Website Traffic
February  February Y-T-D Y-T-D Y-T-D
2013 2012 2012-13 2011-12 % change
Website visits 20,172 18,951 168,475 164,986 2%
Page Hits 38,281 37,881 307,865 314,396 2%
ACHIEVEMENTS

" Nadia Dallstream coordinated IT Repairs and issues including pricing of needed hardware and software.

Nadia Dallstream is working with Legacy to coordinate patron scanning using existing copier.
Laura DeLeon, Fernando Maldonado and Wendy Townsend updated the Library’s website.
Saul Ulloa updated the outside digital sign.

Katie Matas updated the messages on the telephone system,

Jeannie Killianey updated the Library’s Facebook and Twitter Accounts.

Brenda Ramirez updated the Library’s Twitter Account.

Coleen Wakai updated the Library’s Flickr Account.
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Agenda Item 24

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Tr.us_tees 3

FROM: Jeanette Contreras, Li'b'r.z_irj.f.Diréctor _
SUBJECT: A Presentatioﬁ to Trusfee Betty Escobdsa
DATE: March 18, 2013

President Shkoler will make a presentation to Trustee Betty Escobosa for her 11 years of service fo the
Placentia Library District.
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Apgenda [tem 25

PLACENTIA LIBRARY DIISTRICT BOARD OF TRUSTEES

TO: - Library Board of Tl;ustees B
FROM: Jeanette Contreras, Library Directolj
SUBJECT: Report on Actions taken at the Library Board of Trustees Closed Session Meeting

DATE: March 18, 2013

BACKGROUND

President Shkoler will report on actions taken by the Library Board of Trustees during the Closed
Session Meeting on March 11, 2013.
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Agenda Item 26

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO:

Library Board of Trustees

FROM: Jeanette Contreras, Library Director

SUBJECT: Review Placentia Library Policy Series 2300 — Job Descriptions

DATE: March 18, 2013

BACKGROUND
" The Placentia Library Policy Series 2300 consist of job descriptions for the following

clasgifications:

e & 8 &8 & & & 5 0 & o @

Library Director

Library Services Manager
Business Manager
Administrative Assistant
Facility Maintenance Technician
Librarian II

Librarian I .

Library Assistant
Circulation Supervisor
Library Clerk

Library Aide

Page

Attachment A are recommend amendments to policy series 2300 - Job Descriptions, as
noted with asterisks (**). Changes are in bold and underlined.

RECOMMENDATION
Authorize amendments as presented inclusive of feedback received from the Library

Board of Trustees.
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Agenda Item 26
Altachment A

Placentia Library District

POLICY.TITLE: - Job Descrlptwn berary Dlrector
POLICY NUMBER: 2300 .

2300.1 Description. The L1b1a1y Director is the Executive Officer of the District and for the
Board of Trustees. He/she administers the District and has 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. He/she has general charge, 1esp01131b111ty and
control over all plopelty of the District. _

2300.1.1" He/she attends all meetings of the District's Boald and such other meetings as
the Board specifies from time to time.

2300.1.2 He/she employs such assistants and other employees as he/she deems
necessary for the proper administration of the District and the proper operation of the
works of the District, in accordance with Policy #2150, "Compensation,” subject to
‘approval by the Board of Trustees. He/she will delegate authority at his/her discretion -

~anid has authority over and directs all employees, including terminating for. cause ot lack
of worthwhile work. His/her personnel management goal will be to pIOVIde a
motivating work climate for District employees. :

1 2300.1.3 He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints. He/she
encourages citizen participation in the affairs of the District.

2300.1.4 He/she 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, facilitating constructive and harmonious Board relations. He/she will translate
the goals and objectives of the Board to the community. -

2300.1.5 He/she will prepare and manage the District budget conducting studies,
making oral and written presentations.

September 20, 2004/0ctober 16, 2008/March 18,2013 23001
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2300.2 Typical Tasks

2300.2.1 Directs, coordinates, and reviews the activities of the various library
depaﬂments concemmg pelsonnel 1esoulces, equxpment selwces and ploglams

230(} 2 2 Plepales the hb1ary budget f01 Board review and admmlstms the adjusted
budget.

2300.2.3 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.

2300.2.4 Plans and organﬁes the de{félopment of long-range library building programs,
additions to library services, and related activities.

2300.2.5 Recruits; interviews; sélects, and evaluates the performance of libraty -
personnel. : -

2300.2.6 Conducts labor negoﬁéﬁohs.
2300.2.7 Directs and coordinates the public relations activities of the library.

B 2300.2.8 Participates in L1b1a1y Board meetmgs by preparing the agenda, presenting
. pohcy matte1s for Boa1d review, and wntmg BoaLd minutes, . -

= 23_00.2.9 Formulates llbrary pe_rsonnel’ poh(:les for L1b1'ary Board 1'eviéw,"plans and
organizes training programs, and is responsible for personnel actions, work assignments,
and related matters.

2300.2.10 Prepares and submits reports of library activities to the Library Board, to the
State Library of California, and to other governmental agencies as required.

2300.2.11 Plans and dnects the acquisition, implementation and usage of data
processing systems,

2300.3 Required Qualifications. Possesses a master’s degree in library or information science
from a school accredited by the American Library Association and five years experience in
increasingly responsible public library management positions, including extensive experience in
a supervisory capacity. Possesses a valid California drivers license and be a United States

citizen.

September 20, 2004/0ctober 16, 2008/March 18,2013 23002
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Desirable Qualifications:

2300.4.1 Possession of a master’s degree in public administration or a related field

2300.4.2 The ability to efficiently prepare annual budgets and long-term revenue/ outlay
plans

2300.4.3 The ability to cffectively communicate, both written and verbal, with the
Library Board, staff, constituents and representatives of other agencies

2300.4.4 The ability to meet and serve the public courteously and efficiently

2300.4.5 Fxtensive knowledge of the principles and practices of modern public
librarianship

2300.4.6 Lxtensive knowledge of planning, administering and appraising a public
library program :

Other Requirements:

2300.5.1 Must possess mobility to work in a standard office setting and to visit meeting
sites.

- 2300.5.2 - Must possess mobility to operate a motor vehicle.

September 20, 2004/Cctober 16, 2008/March 18, 2013

2300.5.3 Must possess vision to read printed materials and a computer screen.
2300.5.4 Must possess stamina to move about the Library.

2300.5.5 Must possess hearing and speech fo communicate in person, before groups
and over the telephone.

2300.5.6 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.

2300.5.7 Attendance at off-hours meetings and occasional travel are required.

2300-3
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Placentia Library District

- POLICY TITLE:  Job Description - lerary Serv1ces Manager
- POLICY NUMBER: 2305 _

2305.1 Description: The Library Services Manager is an exempt managerial classification
under the general direction of the Library Director. Manages the Adult, Children, Literacy,
Technical, Volunteer and Young Adult departments of the Library. Works closely with the
Library Director to implement exemplaly library services and programs. Performs a wide variety
of complex 11b1a1y-1elated tasks requiting specialized ability and knowledge; tasks performed
involve the interpretation and application of broadly defined policics and procedures. The
Library Services Manager works ditectly with the Library Board of Trustees, library
management and other staff and may be designated in charge of the Library during the absence
of the Library Director. The responsibilities and essential duties performed on a frequent and
recurring basis by the Library Services Manager include the following:

2305.1.1  Attends all meetings of the Disirict's. Board of Trustees, and such other
meetings as the Library Director specifies from time to time.

- 2305.1.2.  Participates in the selection of staff for assigned activities and prepares .
performance evaluations and merit pay increase recommendations for the Library

Director’s review.

2305.1.3  Solicits, prepares, submits and secures glants for the District with the
consent of the Library Director. May serve as project manager for selected grants.

2305.1.4  Oversees the preparation of staff schedules and the assignments of substitute
hours for the Adult, Children, Literacy, Technical, Volunteer and Young Adult

departments.

2305.1.5 Identifies, coordinates, develops and evaluates the Cbntinuing education and
in-service training program for library staff to include professional, paraprofessional,

technical and clerical personnel.

2305.1.6 Maintains cordial relations with all persons entitled to the services of the
District and attempts to resolve all public and employee complaints and encourages
citizen participation in the affairs of the District.

2305.1.7 Carries into effect the expressed policies of the Board of Trustees, including
planning 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.

December 7, 2005/0ctober 22, 2008/March 12,2013 2305-1
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2305.1.8  Prepares monthly and annual reports on the Adult, Children, Literacy,
Techmcal Volunteel and Young Adult aotlvmes of the lerary

2305.1.9 Comdmates the Adult ChlIchen thelacy, Volunteer and Young Adult
programming activities and exhibits that highlight and promote the Library’s collection

2305.1.10 Assist in the development of the District budget, policieé and procedures
related to the activities of the Adult, Children, Literacy, Technical, Volunteer and Young
Adult activities,

2305.1.11 Reprosents the District at vatious community events and meetings to
promote [ibrary services and programs when assigned by the Library Director.

2305.1'._12 * Attends workshops, continuing education programs, library conferences and
other professional training opportunities at the direction of the Library Director.

' _'** _ =. 2_305.1.13_ 'P-erfom'_ls cher duties as assigned. (Add)

2305.2 Typical Tasks:

2305.2.1 Directs, coordinates, and reviews the activities of the Adult, Children,
Literacy, Technical, Volunteer and Young Adult act1v1t1es concemmg personnel,
resources, equipment, services and progxams

| .2305 2. 7 Coordmates L1b1a1y sewxces pwJects wnth the C1ty of Placentia and 0the1 R
outside 01gamzat10ns o :

2305.2.3 Develops and ImpIements procedures in compliance with L1b1a1y policies
related to staff and customer use of automated library systems.

2305.2.4 Manages the development and maintenance of the Library’s web page
ensuring current, accurate, and appropriate information. '

2305.2.5 Ensures monthly exhibits in the public area are displayed in a timely manner
to promote library services and programs including othe1 major events related to the

District.

2305.2.6  Participates in recruiting, interviewing, selecting and evaluating of the
Adult, Children, Literacy, Technical, Volunteer and Young Adult personnel.

2305.2.7 Makes recommendations to the Library Director concerning the public
relations activities for the Aduli, Children, Literacy, Technical, Volunteer and Young

Adult activities.

2305.2.8  Participates in Library Board meetings by preparing agenda items assigned
by the Library Director and presenting policy matters for Board review.

December 7, 2005/October 22, 2008/March 12,2013 o _ . 23052
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2305.2.9  Establishes and implements work procedures and plans and organizes
training programs for the Adult, Children, Literacy, Technical, Volunteer and Young
Adult staff, and is responsible for personnel actions, work assignments, and related

matiers.

2305210  Prepares and submits réports of Public Services activities to the Library
- Director, to the State Library of California, and to ‘other governmental agencies as
orequired. S . -

e 2305.2.11 Performs other duties as assigned. {Add)

2305.3 Required Qualifications: Master’s Degree in Library or Information Science from a
school accredited by the American Library Association and five years of increasingly responsible
experience in public library management positions, including a minimum of three years as a
supervisor, possession of a valid California drivet’s license and status as a United States Citizen.

2305.4 Skills and Abilities:

2305.4.1  Knowledge of modern public library organization, procedures and policies
including library-related computer hardware and software operations.

2305.4.2 Knowledge of skills required to perform reference work for adults and
~ children using print and electronic resources and knowledge of reference sources and
* methods to serve adults and children. B T S

2305.4.3 Knowledge of skills required to operate all components of a library-based
literacy program.

2305.4.4 Knowledge of basic fund accounting and budgeting. '

23054.5 Ability .t_o read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents. ' IR ' :

2305.4.6  Ability to meet and serve the public courteously and efficiently and establish
and maintain effective relations with co-workers and community organizations.

2305.4.7  Ability to organize and manage workflow for self and others, to supervise
and direct staff and implement applicable policies and procedures.

2305.4.8 Ability to analyze difficult problems, recommend solutions and take
independent action.

2305.4.9  Ability to 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.

December 7, 2005/October 22, 2008/March 12, 2013 3 I 23053
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- 2305.4.10 . Possession of or ability to obtain a Cardiopulmonary Resuscitation (CPR)
certificate from a source acceptable to the. Library Board within 6 months of

- . employment in this position.

2305.5 Physical Demands:

2305.5.1 The physmal demands desorlbed here are 1eplesentat1ve of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommuodations may be made to enable individuals with disabilities to perform the

typical tasks.

2305.5.11  Must possess mobility to work in a standard office setting and to
- visit meeting sites. - .

2305.5.1.2 . Must possess mobility to operate a motor .veh'iole.

2305.5.1.3 Must possess hearing and speech to communicate in person before
groups and over the telephone :

2305.5.1.4 Must possess vision to read printed material and a computer screen.
2305.5.1.5 Must possess stamina to move about the Library,

o 23055.1.6 . Musthave balance, coozdmauon and dexteuty levels appmpuate tothe
" . duties to be perfo1med o . _ _ '

2305.6 Working Environment and Conditions;

Most work is performed in an office setting, although there may be occasional exposure to
inclement weather conditions, noise, dust and potentially hazardous materials. The Manager of
Public Services sits, stands, walks, climbs stairs and inclines, kneels, crouches, twists, reaches,
- bends, grasps, uses a personal computer, keyboard and related equipment and lifts and moves
boxes weighing (30) 25 pounds or less and pushes or pulls a loaded book cart. Weekend and
evening work and attendance at off-hours meetings and occasional travel are required.

December 7, 2005/0ctober 22, ZGOS_March 12,2013 _ 23054
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Placentia Library District

~ POLICY TITLE: ... Job Description — Business Manager
POLICY NUMBER: 2308 : :

2308.1  The Business Manager is an exempt managerial classification under the general direction
of and reporting to the Library Director, Works directly with the Library Director and the LibIaIy
Services Manager. Performs a wide variety of complex analytical and administrative tasks requiring
specialized knowledge involving broadly defined library policies and pmceduzes including data
gathering, statistical and financial reports, technology plans and strategic planning. May be
de&gnated in charge of the L1b1a1y during the absence of the Library Director and the Library

-Services Manager.

2308.1.1  Conducts library needs assessment and current library trends including
technology, programming, and services and report findings and recommendations to the
Libraty Director and the Library Services Manager.

2308.1.2 Develops and implements policies and procedures that ensure the fiscal well
being of the District, effective internal control, and compliance with all 1elevant laws,
01d1nances, accountmg standalds rules and regulations.

2308.1.3 Examlnes 11b1'a1'y 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.

2308.1.4  Works with the Library Services Manager to develop library migration
plans and other software utilities. i

' 2308.1.5 - Forecasts library vendor development including technology and the
marketplace movement so that the District can respond to changes.

2308.1.6  Manages the operations of the passport service including scheduling,
supervising, completing performance evaluations and conducting evaluation reviews.

2308.1.7 Implements the fiscal management program of the District, including budget
preparation and monitoring, collection and disbursement of revenues, accounting,
financial reporting and auditing, and investment of funds.

2308.1.8  Prepares financial statements, reports and analyses of the District’s budget.

2308.1.9  Implements employee health insurance, PARS and money purchase pension
plan information.

October 22, 2008/Apeil 21, 2009/April 18, 208 1/March 13,2013 23081
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2308.1.10 Reviews contracts and vendors proposals for compliance with Library
District pohcy, pLOCedmes and goals and submits them to the lelaly Director f01 '

s apploval
2308.1.11 Ensures pxopel accounting for ﬁxed assets, revenue and expense accruals.

2308.1.12 Prepares materials for the annual audit and comdmates all activities with the
District’s independent auditor.

2303.1.13  Seeks to carry into effect the expressed policies of the Boatd 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 objectwes of the Boatd to thc staff and the
) commumty : '

2308.1.14 Prepares monthly and annual reports on the administrative activities of the
District.

2308.1.15 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. '

2308.2 Typi_cal Tasks:

- 2308. 2. 1 Admlmstels grant-related plojects and asststs m the pncpalatmn of data gathenng -
for grants and othe1 ploposais ‘ .

230822  Reviews, analyzes and suggests revisions to libi'at"y processes and procedures
- affecting the District’s patron groups including adult, children, literacy, technical, volunteer
and young adult services. .

2308.2.3  Rescarches, examines and analyzes the operations of the District, including adult,
children, literacy, technical, volunteer and young adult services, . .

2308.2.4  Provides logistical suppott in the management of books and other library
materials. S BT SRR

2308.2.5  Serves as a liaison with other public agencies, insurance companies and service
providers to ensure an efficient and cost effective risk management program,

2308.2.6  Develops and implements an employee safety program which effectively
identifies causes of accidents and initiates purposeful action to eliminate the canses or

minimize their impact.

October 22, 2008/April 21, 2009/April 18, 2011/March 13,2013 : : 2308--2
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2308.2.7  Establishes and reviews insurance requirements for District contracts and
prescreens agreements, leases and purchase documents to eliminate or minimize
potential risk liability. - : : .

2308.2.8  Plans, organizes and manages insured and self-insured programs for the District,

2308.2.9  Prepares and submits financial and personnel reports of to the Library Director, to
the State Library of California, and to other governmental agencies as required.

2308.2.10 Maintains checkbooks for the District.

2308_.2.1__1_ Participates in interviewing and selecting of administrative staff.

2308.2;12 | l\/:Ia;nage:s. thé ;ccruitmel.mt.pr.ocess for éli .-Distric.t positions, |

2308.2.13 Coordinates bid processes and purchasing including books and library materials.

2308.2.14 Plans, organizes, directs and reviews all functions relating directly to the
purchase of equipment, supplies and services for the District.

ki 2308.2.15 Makes recommendations to the Library Director concerning the public
relations activities (for) and administrative activities. . . . . .. .. .

o 2308.2.16 Participates in Library Board meetings by preparing agenda items assigned
by the Library Director, presenting policy matters for Board review, taking notes and
preparing the minutes in the absence of the Administrative Assistant,

2308.2.17 Develops and writes standardized and specialized bid specifications through
researching and analyzing information to determine product and/or setvice need and
availability. '

o 2308.2.18 Performs other duties as assigned.. (Add)

** 2308.2.19  Serves as a United States Passport Application Acceptance Ageﬁt and
coordinates supplies and mailing procedures. (Remove)

2308.3 Required Qualifications. Bachelor’s Degree and three years of increasingly
responsible library experience including development of program and services, supervisory
experience and an understanding of administrative and accounting principles. Master’s Degree
desirable. Excellent written and oral communication skills and the ability to lead a team.
Possesses a valid California driver’s license. : :

October 22, 2008/April 21, 2009/April 18, 201 1/March 13,2013 : 2308-3
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2308.4 Knowledge and abilities:

2308.4.1 Knowledge of library vendors, ﬁ'ends, and marketplace.

2308.4.2 - Familiarity with Horizon, cataloging, online databases and library organizational
structure.

2308.4.3 Knowledge of the principles and practices of research and anaiysis.

2308.4.4 Knowledge of the initiation, development, accomplishment, and evaluation of
public programs or services.

2308.4.5 Knowled.ge of the tools of management, such as procedural manuals, training
materials, records and xeports and stud1es apphcable in evaEuatlng library programs and

services.

2308.4.6 ~ Ability to construct and execute a variety of library surveys.

2308.4.7 Ability to manage woﬂ{ flow in an 01deﬂy fashlon while processing multiple
simultaneous projects.

2308.4.8 Ability fo devclop a Vauety of leady 1efelence 111at611a!s in electlomc and
tiadmonai formats. : : _

: 2308 4, 9 Ablhty to 1esp0nd to mutme mqumes or complamts ﬁom Library
customers. :

2308.4.10  Ability to supervise staff and implement personnel policies and procedures.
2308.4.11 Ability to analyze difficult problems and recommend solutions.

2308.4.12 Ability to take independent action.

2308.4.13 Ability to prepare and present reports that conform to prescribed style and
format. - o -

2308.4.14 Ability to present 1nf01mat10n to District management and the Library Board
of Trustees.

2308.4.15  Ability to organize and manage work flow for self and others.

2308.4.16 Ability to establish and maintain effective relations with co-workers, the
public and community organizations.

2308.4.17 Knowledge of library practices and procedures.

October 22, 2008/April 2§, 2009/April [8, 2011/March 13, 2013 2308 -4



Page 65

2308.5 Physical Demands:

R

2308.6

2308.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
typical tasks. o S '

2308.5.1.1  Must pos:.;ess.mobility to work in a standard office setting and to

© visit meeting sites. L

2308.5.1.2  Must possess mobility to operate a motor vehicle.

2308.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2808.5.1.4  The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms. (Remove)

2808.5.1.5  The employee is required to stand; walk, and stoop, kneel, or
crouch. (Remove and reflected in 2308.6) ‘

2308.5.1.6  The employee 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 twenty
pounds, (Remove and reflected in 2308.6) :

2308.5.1.8  Attendance at off-hours meetings and occasional travel are
requited. Remove and reflected in 2308.0)

2308.5.1.4 The employee must be able to see to perform data entry. Specific
vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.

Work Environment and Conditions:

Most work is performed in an office setting, although there may be occasional exposure to
inclement weather conditions, noise, dust and potentially hazardous materials. The Business
Manager sits, stands, walks, climbs stairs and inclines, kneels, crouches, twists, reaches, bends,
grasps, uses a petsonal computer, keyboard and related equipment and lifts and moves boxes
weighing 25 pounds or less and pushes or pulls a loaded book cat. Weekend and evening work
and attendance at off-hours meetings and occasional travel are required.

October 22, 2008/April 21, 2009/April 18,2011/ March 13, 2013 2308-5
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Placentia Library District

'POL_'I.CY_ TITLE: Job Descuptlon Admmlstiatwe Assmtant
POLICY NUMBER: 2309

2309.1 The Administrative ASSIStant is a confidential classification under the general direction of
and 1eportlng to the Library Director. Works directly with and receives direction from the Library
Director, the Library Board of Trustees, the Library Services Manager and the Business Man nager,
Performs a wide variety of complex clerical, keyboard, and bookkeeping/accounting tasks, requiring
specxahzed knowledge mvolvmg bloadly deﬁned pohcxes and plocedmes

2309.1.1 - Attends meetings of the Dls‘mct's Board of T1ustees and such other
meetings as the Library Director specifies from time to time.

ok 2309.1.2 - Maintains the schedule for performance evaluations and merit pay increase
recommendations for eligible employees and coordinates these with the
Library Director, the Library Services Manager and the Business Manager.
: (Remove and add to 2308.1.15)

2309.1.3  Presents the image of the Placentia L1b1aty Dlstrlct to the pubhc by being
' welcoming, pleasant, courteous and professional.

2309.1.4 Mamtalns District ﬁles, mateuals and mfounatmn ofa conﬁdentlal nature.

2309.1.5 Arranges appointments, conferences, meetmgs and maintains appointment
. calendar for the Library Director. :

2309.1.6  Prepares monthly and annual reports on the administrative activities of the
Library.

2309.1.7 Composes letters, memos and other written communications on routine
matters. ‘

2309.1.8 Coordinates, designs, revises and maintains overall office systems for
records and documents related to District operations.

2309.1.9  Responsible for the maintenance and retention of the District’s files.

*% 2309.1.10 Responsible for maintaining District records. (In accordance with 3090.1)

Septerber 20, 2004/October 16, 2008/April 18, 201 1/NVarch £2,2013 23091
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2309.2 Typical Tasks

- 2309.2.1

2309.2.2
2309.2.3
2309.2.4
1230925
% 2309.2.6

2309.2.7

2309.2.8

o 2309.2.9

o 2309.2.10

‘Reviews and verifies material in connection with the paying of District bills.
May prepare payroll and claim requests.” R o

_ Participates in Library Board meetings by preparing agenda items assigned by the

Library Director, presenting policy matters for Board review, taking notes and
preparing the minutes. '

Responds to questions from the Library Board of Trustees, District staff and the
public involving an understanding of District policies, procedures and
regulations. . - L L '

Performs routine but specialized administrative duties refated to District
operations including report writing and coordination of special events; edits,

proofieads and corrects written materials to ensure correct format, spelling,

punctuation and grammar. -

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

Receives, screens, and acts upon requests and complain()s from visitors and

 telephone callers, from other staff and the 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 guidelines and in accordance with general instructions.

Responsible for ordering, receiving and confirming purchases for the

(Administrative-Office) Library.
Performs other duties as assigned. (Add)

2309.3 Required Qualifications. Equivalent of two years post high school education. Three

years of increasingly responsible experience in an administrative office environment using word
processing, spreadsheet, database, scheduling and writing skills. A valid California driver’s

license.

2309.4 Skills and Abilities:

2309.4.1 Proficiency in Word, Excel, Publisher, Powerpoint and Quickbooks.

September 20, 2004/0ctober 16, 2008/April 18, 201 FMarch 12,2013
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| Knowledge of office pr'actices and procedures, office equipment, filing systems,

business correspondence methods, and good business English including

~vocabulary, grammav and spelling.

12309.4.3

o 2309.44
2309.45
230948

- 2309.4.9

2309.4.10

2309.4.11

2309.4.12
2309.4.13

2309.4.14

Knowledge of personal computer hardwate and software operations.

Ability to use word processing software accurately by typing fiom clear copy ata
speed of not less than £fy-(50) forty-five (45) words per minute, and to create and
use labels, data and formulas on an electronic spreadsheet.

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

Ability to perform difficult clerical work and make decisions based upon District

- policies and procedures. . S :

Ability to respond to common inquiries or complaints that may be of
- sensitive nature from Library customers. :

Ability to interpret and communicate effectively the District’s policies,
procedures, and regulations. S

Ability to analyzé difficult problems and recommend solutions.

ABility to ﬁrépér‘é and present reports that conform to prescfibed style and
format. ' g
Ability to communicate easily and rapidly in English with the Library Board

of Trustees, the Library Director, the Library Services Manager, libraty staft
and customers orally, via telephone and in writing. _

Ability to understand and execute both oral and written instructions in
English independently. - :

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

Ability to perform mathematical computations rapidly and accurately.

2309.5 Physical Demands:

2309.5.1
be met by

The physical demands described here are representative of those that must
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.

September 20, 2004/0ctober 16, 2008/April 18, 201 {/March 12,2013 : . : L 2309-3
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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 spéech o communicate in person, before
groups and over the telephone.

The emplojIee _is_reqqired to'sitj use hands fo finger, handle, or feel
objects; twist and reach with hands and arms.

The employes is required to stand; walk; and stoop, kneel, or crouch.
The employee 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 twenty pounds. (Remove and reflected in 2309.6)

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. : g

- Attendance at off-hours meetings and occasional travel are required.
(Remove and reflected in 2309.6) = -

2309.6 Work Environment and Conditions:

" Most work is performed in an office setting, although there may be occasional exposure to
inclement weather conditions, noise, dust and potentially hazardous materials. The incumbent
must have the physical ability climb stairs and inclines, twist, reach, bend, grasp, and use a
personal computer, keyboard and related equipment. The employee must be able to lift and
move boxes weighing 25 pounds or less and push or pull loaded book carts. Weekend and
evening work and attendance at off-hours meetings and occasional travel are required.

September 20, 2004/October 16, 2008/April 13,201 [March [2,2013
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Placentia Library District

POLICYTITLE ~ Job Descrlptmn Facnllty Mamtenance Techmclan
POLICY NUMBER: = 2310 . o

©2310.1 Description; (FheFacility Maintenanee—Technician,) A non-exempt classification
. under the general direction of the Business Manager. Plans, organizes, oversees, coordinates and
~ reviews a comprehensive program of maintenance, repair and 1mp10vement of the District’s
facilities, including custodial and janitorial maintenance, rodent and pest contlol grounds
keeping, carpentry, electrical, plumbing, and HVAC activities; determines prioritics and
monitors completed work; schedules proposed projects and repairs; procures matetials; handles

special projects.

'. ____'_"2310 2 Typical Tasks:
2310. 2 1 Performs publié .building maintenance, construction, or landscaping duties
and projects. '

2310.2.2  Performs general maintenance duties, including cleaning and repairs.

2310.2.3  Monitors building maintenance projects to ensure timeliness, correctness,
-~ .. and completion.

2310.2.4 Reéommends development and standardization maintenance and operating
procedures and methods to improve the efficiency. and effectiveness of
facilities maintenance operations.

2310.2.5 Inspects District facilities and makes recommendations to modify, improve
and/or replace equipment when necessary to support demand and/or
improve efficiency.

2310.2.6  Performs preventive/predictive mainfenance per requirements and performs -
non-scheduled or emergency maintenance when required.

% 2310.2.7

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

2310.2.8 Maintains accurate records with regard fo annual inspections of equipment
and general prevenfative maintenance,

May 18, 2009/March 18, 2013
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Responds to emergencies as required, evaluates building damage'

- coordinates activities with other responders to plOVlde effectlve response to

protect District property.
Prepares preliminary time and material cost estimates on proposed projects.

Performs other related duties as assigned. {Add)

23103 Required Qualifications:  Three years of experience in fac1hty or building
maintenance. Technical training and or ‘education in construction, engineering or a field related

" fo the. work of facility or building management. Possession of an Associate of Arts degree is

| h1gh1y desnable Possesswn of a valid Cahfmma d11ve1 s license aﬁd—a—Gn&ed—St&tethtﬁeﬁ

) (remove).

2310.4 Skills and Abilities:

23104.1

2310.4.2
2310.4.3

12310.4.4

1231045

2310.4.6
2310.4.7
2310.4.8
231049
2310.4.10

23104.11

May 18, 2609/March 18, 2013

Knowledge of 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 control, carpentry, electrical, and plumbing
activities.

Knowledge of safety principles, practices and procedures for building and

facility related projects.

Ability to use power and hand and power tools and materials used in all facets of
building maintenance construction, and landscaping work,

~ Ability to exercise sound judgment in completing ass_ignments.

Knowledge of building codes assomated with pamtmg, electrical and mechanical

equlpment
Ability to communicate effectively both orally and in writing,

Ability to establish and maintain cooperative woi'king relationships.

~ Ability to understand and follow oral and written instructions.

Ability to read and write at a level necessary for successful job performance.
Ability to lift items weighing up to 70 pounds.

Ability to use standard office equipment.

2310-2
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2310.6 Working Environment and Conditions:

Most work is performed in an office setting, although there may be occasional exposure to
inclement weather conditions, noise, dust and potentially hazardous materials. Incumbents must
have the physical ability to stand, (sif), walk, climb stairs and ladders, stoop, kneel, use both
arms, hands and legs. 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,

2310.7 Fair Labor Standards Act Designation: Non-Exempt. (Remove and reflected in 2310.1)

May (8, 2009 March 8, 2013
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Placentia Library District

: POL].LCY _TITLE: : _ '. Job Descrlptlon Adult { Chlldl en’s Services Supervnsor
POLICY NUMBER: 2315 _

2315.1 A non-exempt supervisory classification under the general direction of the Library Services
-Manager. Performs a vatiety of responsible, specialized activities requiring a broad knowledge of
books, information systems, interactive searching and interpersonal communication skills. Schedules,
supervises, trains and disciplines the adult and/or children’s department personnel and volunteers.
~ Supervises either the reference and adult services activities or the children’s services activities
including readers’ advisory, instructing the public in the use of 11bra1y materials and equlpment
selecting print and audio/visual materials and managing the adult services or children’s services
 sections of the District’s web site. Supervises and trains public service desk pelsonnel and volunteers.

'Develops and presents programs and exhibits.
2315.1.1 - Does specialized reference work using print and electronic formats.

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

2315.1.3  Prepares for the 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. - o '

- 2315.14  Maintains cordial relations with all persons entitled to the services of the
District, and attempts to resolve all public and employee complaints.

2315.1.5  Seeks to carry into effect the expressed policies of the Board of Trustees.
He/she will translate the goals and objectives of the Board to the staff and the
community. R B

2315.1.6  Prepares monthly and annual reports as assigned by the Library Services
Manager. ‘

2315.1.7  Assists in procuring, researching, writing, securing and executing grants for
the Library.

2315.1.8  Plans, organizes, conducts, impleme'ﬁts and evaluates programs that promote
the Library’s collection and services.

2315.1.9  Schedules, assigns, supervises and evaluates the activities of the staff in the
Children’s or Adult Depattments.

September 20, 2001/July 21, 2008/October 16, 2008/April 18, 2011/March 18,2013 . 2315-1
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2315.2 Typical Tasks:

A

R

o

©2315.2.1 - Implements the public services program .of the L1b1a1y at | gither the

Reference Desk or the Children’s Services Desk.

2315.2.2  Assists the Library Services Manager with developing and implementing
procedures in compliance with Library policies related to staff and customer use of

automated library systems.

231523  Allocates the libraly materials budget assigned to that department.

231524 - Handles refelence questlons referred by other staff ‘performs professional library
. work including the preparation of blbhogxaphles catalogs and classzﬁes hb1a1y materials

231525 Advises the _Libyary__ Services Manager of catalog problems and ;‘ee_ommends

changes

2315.2.6 Recommends policies " and policy amendments fo_r public services to the
Library Services Manager. ' '

2315.2.7 Reviews and makes recommendations on purchases, repair or discard of books

- and other library materials.

2315.2.8  Establishes and 1mplements work procedures f01 department staff. (Added

- {rom 2319.2. 9)

2315.2.9 Trams sehedules and supemses librarians, hblary assistants, volunteers and
other staff assigned to Reference Desk or Children’s Services Desk.

2315.2. 10 Replesents the District’s Reference—and Adult Services Department ot the
Children’s Department at (Se&h%@a%ﬁeﬂﬁﬁ-%%eepemﬂe—afm&fb}mﬂyef
California) consortium meetings.

2315.2.11 Makes recommendations to the Library Services Manager concerning the
public relations activities for adult services or children’s services.

2315.2.12 Coordinates progi‘ams and exhibits as assigned by the Library Services Manager.

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

2315.2.14 Assists the public with using the public photocopier machine. (Added from
2321.2.21)

2315.2.15 Performs other duties as assigned, (Add)

September 20, 2001/Tuly 21, 2008/October 16, 2008/April 18, 2011/March 18, 2013 . 2315-2
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2315.3 Required Qualifications: Possesses a Master’s Degree in library and/or information
science from a school accredited by the American Library Association and five years experience
in a library of recognized standards, preferably including public service desk assignments. Grant
writing js highly desirable. Possesses a valid California driver’s license and be a United States

Citizen.

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

2315.4.2 Knowledge of application of Dewey Demmal Cla351ficat10n system and
Library of Congress Subject Headings. :

2315.43 Knowledge of personal computer- and network hardware and software
operations -

2315.44 Knowledge of skills required to perform reference work for adults and
children using print and electronic resources and interactive searching,

2315.4.5  Knowledge of reference sources and methods to serve adults and children.
2315.4.6 - Knowledge of current events, litetature and sﬁandatd works in various fields.
231547 _ Know_Iedge of bel;soln‘nel, safety ma-lrllagém.e.nt .andr sﬁpefvisot'y skills. |
231.5.4.8 Ab’ility to apply thé knowledgé listed _above.

2315.4.9  Ability to read, analyze and interpret common scientific and technical
JoumaIs financial reports, and legal documents.

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

2315.4.11 Ability to supervise staff and implement personnel policies and procedures.
2315.4.12 Ability to analyze difficult problems and recommend solutions.

2315.4.13 Ability to take independent action.

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

2315.4.15 Ability to efficiently use word processing, spreadsheet, database , desktop
publishing and library system software applications.

Septerber 20, 2001/July 21, 2008/October 16, 2008/April 18, 2011/March 18,2013 2315-3



2315.5

R

September 20, 2001/uly 21, 2008/Cctober 16, 2008/April 18, 201 1/March 18,2013

Page 78

23154.16 Ablhty to oxgamze and manage wmk flow for seif and othels

2315.4.17 Ab1hty to’ estabhsh and mamtam effectwe 1e1at1ons with co- W01ke13 the

public and community organizations.

Physical Demands:

2315.5.1 The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2315.5.1.1 - Must possess moblhty to wcnk in a standard office setting and to
visit meeting sites. RERS ,

2315.5.1.2 - Must possess mobility to operate a motor vehic_le.

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

2315.5.14  The employee is 1equned to s1t use hands to ﬁnge1 handle, or feel
objects; fwist and reach with hands and arms. (Remove and reflected in 2315.6)

2315.5.1.5 . The employee is required to stand; walk; and stoop, kneel or
crouch, (Remove and reflected i in 2315@ ' : : e

2315.5.6 The 'employee must be able to push o_f pull book cards weighing up
to 25 pounds and have the strength to pick up and carry supplies weighing up to
twenty pounds. (Remove and reflected in 2315.6)

2315.5.1.7  The employee must be able to see to perform data entry. Specific
vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.

2315.5.1.8 Aftendance at off-hours meetings and occasional travel are required.
(Remove and reflected in 2315.6)

23154
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2315.6 Work Environment and Conditions:

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. The employee must have the
physical ability to stand, sit, walk, stoop, kneel, crouch, use both arms, hands, and legs to push or pull
book cards weighing up to 25 pounds and have the strength to pick up and carry supplies
weighing up to twenty pounds. Most work is performed in an office setting, although there may
be occasional exposure to inclement weather conditions, noise, dust and potentially hazardous
materials, Attendance at off-hours meetings and occasional travel are required.

September 20, 2001/July 21, 2008/October 16, 2008/April 18, 201 [/March 18,2013 23155
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Placentia Library District

POLICY TITLE: Job Description — Librarian I
POLICY NUMBER: 2317

2317.1 A non-exempt professional classification under the general direction of the (Fibrary
Services-Manages)-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, selects print and audio/visual materials as assigned by the (Library-Services-Manages
and/os) Librarian 1L  Supervises and trains public service desk personnel and volunteers.

2317.1.1  Does specialized reference work using print and elecn'oﬂic formats.

HE 2317.1.2 Responsible for selecting and de-selecting books and other library materials for

areas of the collection assigned by the (Ltb}ai:y—Sewiees—Maﬂ&gera Adult / Children’s

Services Supervisor.

2317.1.3 Maintains cordial relations with all persons entitled to the services of the
_ District, and attempts to resolve all public and employee complaints.

2317.1.4 - Secks to cairy into effect the expressed policies of the Board of Trustees.
He/she will translate the goals and objectives of the Board to the staff and the

community.

o 2715 Propacs month{y andannual lepor‘[sas 3551gnedby the(Iﬂb o P p—

Manager) Adult / Children’s Services Supervisor.

2317.1.6 ~ Assists in procuring, researching, writing,' securing and executing grants for
the Library.

2317.1.7  Plans, organizes, conducts, implements and evaluates programs that promote
the Library’s collection and services.

2317.2 Typical Tasks:

2317.2.1  Answers reference questions at a public service desk,

231722 Performs professional library work including the preparation of
bibliographies and organizing library materials and exhibits.

September 20, 2004/0ctober 16, 2008/April 18,201 March 18, 2013 2317-1
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2317.2.3  Advises the (Fibraty-Services—Manager) Adult / Chlldlens Services

_Sug ervisor of catalog pxobiems and 1ecommends changes

o 23 17.2. 4 Recommends pohcws for pubhc services to the Libiary Sew1ces Managel

2317.2.5  Assists the public in making the most effective use of the Library’s collection and
facility. - o |

2317.2.6  Assists the public with using the elecironic databases and reference services.

. 231_7.2.7 | Manages the plibl_ic photocopier machines. (_Added from 2321.2.3) -

2317.2.8 Reviews and makes recommendations on purchases, repair or discard of books

and other library materials_in areas assigned by the Library Setvices Manager.
231729  Establishes and implements work procedurés for depai’tmént staff.

2317.2.10 Trains and assists library . asSisténts, volunteers and other staff assigned to
Refelence Desk or Chlldien s Services Desk.

2317.2.11 Makes recommendations to the (Lﬂbfaty—Seﬂ%es—Maﬂ&gef) Adult /

Children’s Services Supervisor concerning the public relations activities for or adult

services ot chlldlen ] sexvzces o

23172, 12 Plepales and subm1ts Ieports of act1v1ttes to the L1b1a1y Sewzces Manager as. .
_1equned '

2317.2.13 Assists the public with using the public photocopier machine, (Added from "
2321.2.21

2317.2.14 Performs other related duties as assigned. (Add)

Required Qualifications: A Master’s Degree in library and/or information science

from a school accredited by the American Library Association and a minimum of two years of
library experience, A valid California driver’s license.

2317.4 Knowledge and abilities:

September 20, 2004/October 16, 2008/April 18, 2011/March 18, 2013

2317.4.1 Knowledge of modern public library organization, procedures and policies.

231742 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

2317.43 Knowledge of personal computer hardware and software operations
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2317.4.4 Knowledge of skills required to perform reference work for adult and

© children using print and electronic resources and interactive searching

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

B 2317.4.6 Knowledge of culrent events htelatule and standard works in various fields.

%

231747 Abihty to apply the knowledge hsted above

2317.4.8 Ability to 1ead analyze and 1nte1p1et comimon smentlﬁc and technical
_Joulnals ﬁnanmallepmts and legal documents. gRemove)

2317.4.9  Ability to respond to common - inquiries or complalnts from Library
customenrs. :

- 2317.4.10_ Ability to follow Library policies and procedures.

2317.4.11 : Ability to analyze difficult problems and .i'econlnlend solutions.

© 2317.4.12 Abi_lityrto take independent action.

2317.4.13 Ability to prepare and present reports that conform to prescribed style and
format. : ' o _

- 2317.4.14 - Ability to efﬁ01ent1y use word processing, - sp1eadsheet database, desktop

pubhshmg and library system software apphcatmns '

' 2317 4.15 Abihty to organize and manage work flow f01 seIf

2317.4.16 Ability to establish and maintain effectlve 1elat1ons w1th Co- wmkels the
- public and community organizations. : :

2317.5

"~ September 20, 2004/October 16, 2008/April 18, 201 IMarch 18, 2013

Physical Demands:

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

typical tasks.

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

2317.5.1.2  Must possess mobility to operate a motor vehicle.

2317-3
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2317.5.1.3  Must possess heating and speech to communicate in person, before

groups and over the telephone.

2317.5.1.4  The employee is required to sit; use hands fo finger, handle, or feel

*objects; twist and reach with hands and arms. (Remove and reflected in 2317.4-

(0}

2317.5.1.5  The employee is required to stand; walk; and stoop, kneel, or

~ - crouch. (Remove and reflected in 2317.6)

2317.5.1.6 The employee 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 twenty

25 pounds.

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

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

2317.5.1.8  Attendance at off-hours ineetings and occasional travel are required.

Work Environment and Conditions:

" 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. Incumbents must have the
physical ability to stand, walk, sit, use hands to finger, handle, or feel objects, twist and reach
with hands and arms. May be required to return to work during non-business houts in emergency
situations and to perform work on a scheduled stand-by assignment Most work is performed in
an office setting, although there may be occasional exposure to inclement weather conditions,
noise, dust and potentially hazardous materials.

September 20, 2004/October 16, 2008/April 18, 201 1/March 18, 2013
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Placentia Library District

PO.LICY TI'I‘L'E:“ - “Joi.) Description_—.L_i.brary Assistant
POLICY NUMBER: 2319 ' N ’

2319 1 A non-exempt palaplofessmnal classification under the general direction of the (hibrary
Services Manageror) Adult/ Children’s Services Supervisor. Performs library work in the reference,
circulation, technical services, literacy or administration departments. Performsa var iety of responsible,
specialized activities requiring a broad knowledge of books 1nf01matxon systems, m’cemctwe searching
and mterpelsonal communication skills.

2319.1.1 Does specialized reference work using print and electronic formats,

o 2319.1.2 = Responsible for selecting and de-selecting books and other library materials for

areas of the collection assigned. by the (Lfbfaﬁl—Sekwees—Maﬂ&gei—ee Adult/ Children’s

Services Supervisor.

ok 2319.1.3 (He%shé} Maintains cordial relations with all persons entitled to the services
of the District, and attempts fo resolve all public and employee complaints.

e 2319.1.4 (Hefshe) Seeks to c'a:ny into effect the expressed policies of the Board of
Trustees. He/she will translate the goals and objectives of the Board to the staff and the
community. -

ok 2319.1.5 (He/she) Prepares monthly and annual reports as assigned by the Library
Services Manager or Adult/ Children’s Services Supervisor. _

3319.1.6 May supervise clerical staff or volunteers.
| 2319.1.7 May be fesponsible for programming.
2319.2 Typical Tasks
2319.2.1  Answers reference questions at a public service desk.
2319.2.2 bversees the public copier machines.

2319.2.3  Assists the public in making the most effective use of the Library’s collection and
facility.

January 17, 2005/April 18, 201 1/March 12, 2013 . 2319-1
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#% 2319.2.4 Manages the pubﬁc photocopier machines. (Added from
2321.2.3) ' ' o o

2319.2.5  Assists the public with ﬁsing the electronic databases and reference services.

2319.2.6 Plans and implements a component of the Literacy Depaltment undex the

supervision of the Libraty Services Manager.

2319.2.7 Reviews and makes recommendations on purchases, repair or discard of books

- and other library materials in areas a331gned by the (L{bf&W—SEHL}eeS—Mﬂﬁ&g%kﬂﬂ Adult/

Children’s Services Superwsm

| 2319.2.8 Makes re_commendations to the Adult / Children’s _Services Supervisor

concerning the public relations activities for Adult Services or Children’s Services.

2319.2.9  Establishes and implements work p1ocedures for department staff. (Remove
and reflected in 2315.2.8) _

23192, 10 Prepates and subnnts reports of actmtles to the (LfbfafyLSewrees-h%ﬂager

o1 Adult / Chlldren s Services Supervisor as 1equ11ed

2319.2.11 Assists the publlc with usmg the pubhc photocoplel machlne (Add from

231221

2319, 2 12 Perfcnms other duties as asmgned ( dd!

' Required Qualifications. (He/she) Possess a B.A. or B.S. degree. (Hefshe) Will

possess a valid California driver’s license.

2319.4 Knowledee and abilities:

Janvary 17, 2005/Aprit 18, 201 1iMarch 12, 2013

2319.4.1 Knowledge of modern public library organization, procedures and policies.

2319.4.2 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

2319.43 Knowledge of personal computer hardware and software operations

2319.4.4 Knowledge of skills required to perform reference work for adult and
children using print and electronic resources and interactive searching.

2319.4.5 Knowledge of reference sources and methods to serve adults and children.

2319.4.6 Knowledge of current events, literature and standard works in various fields.

2319-2
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2319 4.7 Abihty to apply the knowledge listed above.

2319.4.8  Ability to read, analyze and mterplet common scientific and technical

Journals ﬁnanmai 1ep0rts and legal documents

2319 4.9 AbI lty to respond to common Inqulrles or complamts from Library
customers. - I : .

2319.4.10 Ability to follow Library policies and procedures. -

2319.4.11 Ability to analyze difficult ploblems and 1ecommend solutlons

- 2319.4.12 A’olhty to take mdependent action.

2319.5

.

January 17, 2008/April 18, 200 W/March 12, 2013

2319.4.13 - Ablhty to p1epare and piesent reports that confmm to plescnbed style and

fmmat

2319 4,14~ Ablhty to efﬁ01ently use wmd plocessmg, spleadsheet database, desktop

publishing and library system software applications.

2319.4.15 Ability to organize and manage work flow for self.

2319.4.16 Ability to establish and maintain effectlve relations with co-workers, the

~ public and community organizations.

.. Physical Demands

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

typical tasks.

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

2319.5.1.2  Must possess mobility to operate a motor vehicle.

2319.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2319.5.14  The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms. (Remoye and reflected in 2319.0)

2319.5.1.5  The employee is required to stand; walk; and stoop, kneel, or
crouch. (Remove and reflected in 2319.6)

2319-3
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2319.5.1.4  The employce must be able to push or pull book carts weighing up to
25 pounds and have the strength to pick up and catry supplies weighing up to twenty
- pounds. T R T AEEIR T

2319.5.1.5 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.

2319.5.1.6  Attendance at off-hours meetings and occasional travel are
required.

2319.6  Work Environment and Cenditions:

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, The incumbent must have the
physical ability to stand, walk, stoop, kneel, crouch, sit, use hands to finger, handle, or feel
objects, twist and reach with hands and arms. Most work is performed in an office setting,
although there may be occasional exposure to inclement weather conditions, noise, dust and

potentially hazardous materials.

January 17, 2005/April 18, 201 L/March 12, 2013 3i9-4
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Placentia Library District

POLICY TITLE: Job Description — Circulation Supervisor
POLICY NUMBER: 2321 _

2321.1 A non-exempt supervisorial classification under the general ditection of and repotts to the
Library Director. Performs supervisorial and clerical library work in the Circulation Department.
Petforms performance evaluations and progressive discipline for the Circulation Department staff.
Participates in the rectuitment, orientation, training and assessment of staff in the Circulation

Depattment.

2321.1.1  Supervises the library system software for magazines.
2321.1.2  Prepares delinquent accounts for 1'ep011i11g to the collection agency.
2321.1.3  Processes incoming and oiltgoiﬁg intetlibrary Joan materials.

2321.1.3 Maintains cordial relations with all perséns entitled to the services of the
District, and attempts to resolve all public and customers.

2321.1.5  Supervises, schedules, and evaluates the activities of the clerical staff,
substitute clerks and volunteers.

*E 2321.1.6  (HefShe) Prepares monthly and annual 1ep01ts as assigned by the Library
Director or Library Services Manager. :

*%  2321.1.7 Makes recommendations to the Library Director and the Library Services
Manager, establishes and implements work procedures for department staff.

2321.1.8  Works with management to initiate and handle disciplinary actions for the
clerical staff, substitute clerks and volunteers.

232119 Supervises the library system software for circulation, patron registration
and delinquent account collections in compliance with Anaheim Library and Placentia
Library District policies and procedures.

October 22, 2008/March 15, 2010/April 18, 201 1/updated August 27, 2012/March 12, 2013 23211
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2321.2 Typical Tasks:

A

FH

©2321.2.1 Manages the library system software for circulation, patron registration and

:'dehnquent account collections in compliance with City of Anaheim Consortium and
Placentia Library District policies and procedures.

2321.2.2 Manages the collection of fines and processing collection notices for
delinquent accounts.

2321.2.3 Manages the cash receipts and maintains accurate ﬁnanczal and statlstwal

' 1ec01ds for the Cnoulatlon Department.

2321.2.4 Manages the public photocopier machinesaﬂd—the—\fe&é&eafd?éispeﬂseﬁ
(Remove and add to 3217.2.7 and 2319.2.4) _

232125 Locates, checks-in and checks-out library materials for customers,
2321.;.6 Processes telephone renewals,

2321.2.7 TFiles documents and library materials by library filing rules,
2321.2.8 Issues_ and renews library cards.

2321.2.9  Operates a variety of office and business equipment.

2321.2.10 Calculates and collects fines and fees at the Circulation Desk, Prepares daily
and monthly transaction statistics and reports any discrepancies to the Business Manager.

2321.2.11 Supervises the cash receipts of fines and maintains accurate financial and
statistical records for the Circulation Department,

2321.2,12 Prepares and submxts 1eports of activities to the lelarv Director or Library
Services Manager,

2321.2.13 Answers telephone and transfers calls to the appi'opriate staff or department.

2321,2.14 Uses keyboard for data entry for tasks incidental to clerical duties, including
the use of word processing and spreadsheet programs.

2321.2.15 Records daily statistics at the Circulation Desk.
2321.2.16 Receives cash and credit card transactions at the Circulation Desk.

2321.2.17 Processes overdue and collection notices according to the Anaheim Library
and Placentia Library District policies and procedures.

October 22, 2008/March 15, 2010/April 18, 201 1/updated August 27, 2012Masch 12, 2013 - ) R 23212
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2321.2.18 Prepares books and other library materials for public use.
2321.2.19 Repairs books and other [ibrary materials.’
2321.2.20 Works in Technical Services in suppott of professional staff. (Remove)

2321.2.21 Assists the public with using the public ph0t0c0p1e1 machme (Remove and
add to 2317.2.13, 2315.2.14, and 2319.2.21) - :

2321.2.22 ‘Recommends policies for public services to the Library Dnectm or Library
Services Manager.

2321223  Assists the public in making the most effective use of the Library’s collection and
facility.

_2321 2.24 Serves asa Umted States Passpmt Apphcatlon Acceptance Agent

2321225 Performs other dutles as asmgned (Ad( )

Required Qualifications; Possesses a hlgh school diploma or the equivalent. Has five

years of clerical experience in a library or public service setting with supervisory experience.
Possesses a valid California driver’s license and is a United States citizen.

2321.4 Knowledge and abilitics:

October 22, 2008/March 15, 2010/April 18, 201 Lupdated August 27, 2012/March 12, 2013

2321.4.1  Ability to type a minimum of thitty (30) words per minute.

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

2321.43  Ability to file accurately according to library ﬁhng rules
2321.4.4  Ability to meet the public with tact and courtesy.
2321.4.5  Ability to follow oral and written instructions.

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

2321.4.7  Ability to follow Library policies and procedures.
2321.4.8  Ability to organize and manage work flow for self.

2321.4.9  Ability to take independent action.

2321-3
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2321.4.10  Ability to prepare and present reports that c_ohform to prescribed style and
format. ' Co : :

2321.4.11. Ability to respond to common inquires or complaints from Library
customers,

2321.4.12 Ability to analyze difficult pfoblefns and recommend Solutions.

2321.4.13 Knowledge of current events, literature and standard works in Circulation
System. - s

2321.4.14  Knowledge of personal computer hardware and software operations.

thswal Demands:

2321.5.1 The physical demands descnbed here are 1ep1esentat1ve 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 dlsablhtles to pelfmm the

typical tasks.

2321.5.1.1  Must possess mobility to work in a standard office seiting and to
visit meeting sites. _

2321.5.1.2 Must possess mobility to operate a fnotor VéhicIe.

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

2321.5.1.4  The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms. (Remove)

2321.5.1.5  The employee is required to stand; walk; and stoop, kneel, or
crouch. (Remove)

2321.5.1.6  The employee 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 twenty
pounds.

2321.5.1.7 . The employee must be able to see to perform data entry. Specific
vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.

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

2321 -4
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2321.6 Work Environment and Conditjons:

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

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

October 22, 2008MMarch 15, 2010/April 18, 2011/updated August 27, 2012/March 12, 2013 2321-35
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“Placentia Library District

POLICY TITLE: Job Descrlptmn Libr: ary Clerk
POLICY NUMBER: = 2323

2323.1 A non-exempt cletical classification under the general direction of the Business Manager
and reports directly to the Circulation Supervisor. Performs clerical library work in the (teference;

%}&H@H@M&P&ﬁ%ﬁ%ﬁ%%dﬁﬂmﬁ&&%d&p&%ﬂ%@ Adult, Circulation,

Children’s, or Administration Departments.

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

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

2323.1.3  He/she seeks to carry into effect the expressed policies of the Board of
Trustees. He/she will translate the goals and objectives of the Board Library customers.

232314 May supefvise substitute clerks or volunfger_‘s. =
2323.2 Typical Tasks:

2323.2.1  Locates, checks-in and checks-out iibrary materials for customers.
2323.2.2  Processes telephone renewals. |
2323.2.3  Prepares the daily announcements for the telephone system.
2323.2.4  Files documents and library materials by library filing rules.
2323.2.5  Issues and renews library cards.
2323.2.6  Operates a variety of office and business equipmellt.
2323.2.7 Calculates and collects fines and fees at the Circulation Desk.

e 2323.2.8 Manages the cash receipts and maintains accurate financial and statistical
records for the Circulation Department. (Added from 2321.2.3)

September 20, 2004/0ctober 16, 2008/April 18, 201 L/updated August 27, 2012/March 18, 2013 23231
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2323.2.9  Answers telephone and transfers calls to the appropriate staff or department.
g 2323 2. 10 Schedules the use of the Meetmg and Confeience Rooms

2323211 Uses keyboard for data entry for tasks incidental to clerical dutles, including
the use of word processing and spreadsheet programs. :

o 2323.2.12 Inspects the public restrooms on a regular basis and I'éports problems to the
Circulation Supervisor or the Person-in-Charge. (Added from 2325.2.6)

o 23_23.2.13_. ‘Records daily statistics at the Circulation Desk,
2323.2.14 Receives cash and credit card transactions rat the Circulation Desk,

2323.2.15  Processes overdue and collection notices according to the Anaheim Public
Library and Placentla L1b1a1y District policies and procedures.

. 2323.2.16 -l_l’_repa-l_‘es books and other library materials for public use.
2323.2.17 Repairs books and other library materials.

2323.2.18 Works in Technical Services in support of professional and paraprofessional
aff _ | PR LA .

SRR 2323219 Assmtsthe ﬁﬁblic‘_:\#/_ithﬁs'ihg'the p'ublic' phofocopiei' machines. (Remove)

o 2323.2.20 Recommends policies for public services to the Circulation Supervisor,(Business

Maﬂagei—el—LfbfaﬂLSeiﬂﬁees—Maﬁaga—)

ok 2323.2.21 Assists the public in makmg the most effectwe use of the Libraty’s collection
and facility, (Remove)

2323.2.22  Setves as a United States Passport Application Acceptance Agent.

Hok 2323223 Performs other duties as assigned. (Add)

23233  Required Qualifications: Possesses a high school diploma or the equivalent. A
minimum of two years of library experience. Possesses a valid California driver’s license and is

a United States citizen.

2323.4 Knowledge and abilities:

2323.4.1  Ability to type a minimum of thirty (30) words pei‘ minute.

September 20, 2004/October 16, 2008/April 18, 201 1/updated August 27, 2012/March 18, 2013 2323-2



Page 97

2323.4.2  Ability to perform general clerical work including word processing and
- _spreadsheetdataentry. :

‘ 2_323.4.3 _ Ability to file accurately according to library filing rules.
2323.4.4  Ability to meet the public with tact and courtesy.
| 232_3.4.5_ ~ Ability to follow oral and written instructions. - -

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

2323.4.7  Ability to follow Library policies and procedutes.
2323.4.8  Ability to organize and manage work flow for self.

2323.5 Physical Demands

2323.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.
: 23237.5-.1..1; -‘ s W}ile pérforming the duties of this job, the employee is required to-

talk and hear.

ki 2323.5.1.2 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms. (Remove)

ok 2323.5.1.3 The employee is required to stand; walk; and stoop, kneel, or crouch.,
(Remove)

o 2323.5.14 The employee 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 twenty
pounds. (Remove)

2323.5.1.5  The cmployee 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.

September 20, 2604/October 16, 2008/April 18, 201 Vupdated August 27, 2012/March 18,2013 23233
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2323.6 Work Environment and Conditions:

2323.6.1 The work environment characteristics described here are représentétive of those an

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

tasks.

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

September 20, 2004/October 16, 2008/April 18, 201 /updated August 27, 2012/March 18,2013 2323 -4
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Placentia Library District

POLICY TITLE: Job Description — Library Aide |
POLICY NUMBER: 2325

2325.1 A non-exempt clerical classification under the general direction of the (Business-Manager)
Circulation Supervisor and reports directly to the Circulation Supervisor. Shelves library materials,
monitors all public service areas including fibrary furnishings, equipment and patron activities, and
performs basic-level clerical library work in the (zeferencereireulation; technical-services; literacy-or
administration departments) Adult, Circulation, Children’s, or Administration Departments.

2325.1.1 Works at the Clroulatlon Desk checkmg -in library materials and sorting
~ materials for shelvmg and mterhblmy loan.

2325.1.2 Works at the Circulation Desk checking-out library materials, collecting
fines and fees, registering new patrons, renewing patron registrations and assisting
patrons with the use of the photocopy machines. These activities will be performed on
in the presence of, and under the direct supervision of, a Libraty Clerk.

'2325.1.3  Works in the Public Service areas monitoring library furnishings, equipment
and patron activities with the authority to enforce written Library policies and report
problems to the librarian or manager-in-charge.

 2325.1.4  Prepares library materials for public use.

'2325.1.5 He/she maintains cordial relations with all persons entitled to the services of
the District, and refers all public inquiries to the appropriate public service desk.

2325.1.6  He/she seeks to carry into effect the expressed policies of the Board of
Trustees.

2325.2 Typical Tasks
2325.2.1 Checks-in library materials on the computer.
2325.2.2 Empties the book drop.
232523  Sorts and shelves incoming books, audio-visual materials and iaeriodicals.

e 2325.2.4 Processes new and gift library materials for public use. (Remove)

January 17, 2005/ January 15, 2008/September 29, 2008/April 21, 2009/April 18, 201 I/March 12,2013 2325t
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Repans damaged Ilb1a1y matenaIs

Inspects the pubhc restrooms on & regular bas:s and repmts problems to the
Circulation Supervisor or the Person-in-Charge. (Add to 2323.2.12)

Keeps library materials in order on the shelves when shélving and also when

assigned an area to inspect.

232568

. L

23253

" 23252.9

2325.2.10
2325211

2325.2.12

- 2325.2. 13
Maﬂagei—aﬁd—&bf&&seﬂqees—k‘{aaag&)

Assusts the Placent1a Library Fuends Foundatmn volunteels w1t11 book stme R

2305214
- and sortmg room activities. (Remave) -

2325.2.15

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

Retrieves_hewspapers and niaga_zines from storage areas. .
Assists public with unloading gift books and magazines from their cars.
Sets up and breaks down tables and chairs in the Meeting Room.

Works in Technical Sew1ces in support of pkofessmnal and palapmfessmnal

staff. (Remove)

Recommends p01101es f01 pubhc services to the Circulation Supervisor, Business

Performs other duties assigned. (Add)

Required Qualifications: He/she will possess knowledge of the Déwey and other

- shelving classifications, Possesses a high school diploma or the equivalent. (Added

from 2323.3)

2325.4 Knowledge and abilities:

2325.4.1

2325.4.2

232543

2325.4.4

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

Ability to establish and maintain effective working relationships with co-

workers, the public and community organizations.

23254.5

Ability to follow Library policies and procedures.

- Janwary 17, 2005/Janvary 13, 2008/September 29, 2008/Aptil 21, 2609/Apxl 18, 2011/March 12, 2013 IR 2325—2
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2325.4.6  Ability to organize and manage work flow for self.

2325.4.7 Manual dexterity to do book repair and physical processing of new library
~ materials, - -

2325.5 Physical Demands -

2325.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to petform the

typical tasks.

2325.5.1.1 Must possess mobility to work in a standard office setting.

2325.5.1.2 Must possess hearing and speech to communicate in person and over
the telephone. ' :

2325.5.1.3 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2325.5.1.4 The eniployee is requited to stand; walk; and stoop, kneel, or crouch.

23255.1.5  The employee must be able to push or pull book carts weighing up to
25 pounds and have the sitength to pick up and carry supplies weighing up to twenty
pounds. ' ' '

2325.5.1.6 ‘The employee must be able to see to perform data entry. Specific

vision abilitics required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.

2325.6 Work Environment and Conditions:

2325.6.1 The work environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical

tasks.

2625.6.2 Most work is performed in an office setting. Although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous

materials. (Remove)

Janwary 17, 2005/ anvary 13, 2008/September 29, 2008/April 21, 2009/April 18, 201 IMMarch 12, 2013 2325-3
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Placentia Library District

PO
POLICY TITLE: Job Description — Library Page

POLICY NUMBER: 2327

2327.1 A non-exempt clerical classification under the general direction of and reports directly to
the Cireulation Supervisor. - Shelves library materials and empties the book drop. Pages must be
available to work a minimum of ten hours per week during Library public service hous.

2327.1.1  Works at the Circulation Desk checking-iﬁ li'b:ra.ly materials and sorting
materials for shelving and interlibrary loan.

*x 232712 He/She Maintains cordial relations with all persons entitled to the services
of the District, and refers all public inquiries to the appropriate public service desk.

o 232713 He/She Secks to carry into effect the expressed 'policies'of the Board of
Trustees. - SR

2327.2 Typical Tasks

232721 Checks-in library materials on the computer,
2327.2.2 R Empties the book drop.
2327.2.3  Sorts and shelves incoming books, audio-visual rnat_erials and periodicals.

2327.2.4  Keeps library materials in order on the shelves when shelving and also when
assigned an area to inspect. :

2327.6.5 Searches for library materials on the shelves as assigned by Library staff.
2327.2.6 Retricves néwspapérs and magazines _frdm storage areas.

232727  Assists the public with unloading gift books and magazines from their cars.
2327.2.8 _'Sets-up and bréaks-down tables and chairs in the Meeting Room.

2327.3  Required Qualifications: He/she will poé'sess knowledge of the Dewey and other
shelving classifications. Requires a work permit.

September 24, 2004/Aprif 21, 2009/April 18, 201 1/March 18, 2013 2327-1
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2327.4 Knowledge and Abilities:

2327.4.1  Ability to file accurately according to library filing rules.

2327.4.2  Ability to meet the public with tact and courtesy.

2327.4.3  Ability to follow oral and written instructions.

2327.4.4  Ability to establish and maintain effective working relationships with co-
workers, the public and community organizations. .

2327.4.5 | Abiiity to follow Library policies and pl'oéedul'és.

12327.4.6  Ability to organize and manage work {low for self.

o 2327.4.7 Performs other duties as assighed_. (Add)

23275 Physical Demands

- 2327.5.1 The physical demands described here are representative of those that must
be met by an employce to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
typical tasks.

ok

23275.1.1  Must possess mobility to work ina standard office sefting. e

2327.5.1.2 Must possess hearing and speech to communicate in person and over
the telephone. '

2327.5.3  The ‘employee is required to sit; use hands to finger, handle, or feel

- objects; twist and reach with hands and arms. (Remove)

232754 The employee is required to stand; walk; and stoop, kneel, or crouch.

| B_EIHOVBE

23275.1.5 The employee 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.

23275.1.6  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.

September 24, 2004/April 21, 2009/April 18, 2011/March 18, 2013 _ 2327-2
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2327.6 Work Environment or Conditions:

2327.6.1 The work environment characteristics described here are representative of those an
employee encounters while performing the typical tasks of this job. Reasonable

- accommodations may be made to enable individuals with disabilities to perform the typical
tasks, : R

2327.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials. S '

September 24, 2004/April 21, 2009/April 18, 201 1/March 18, 2013 2327-3
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February 22, 2013

Ms. Yesenia Baltierra

Business Manager

Placentia Library District

411 East Chapman Avenue
Placentia, California 92870-6198

Dear Ms. Baltierra: _ _
GOOD NEWS FOR YOUR 2013-14 FISCAL YEAR BUDGET!

On behalf of the Special District Risk Management Authority Board of Directors we are pleased (o announce
the Board took action on February 6, 2013, keeping rates flat for the Property/Liability Program Package for
2013-141 This wilt be the fourth year in 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 limit
changes, outside policy pricing, scheduled item additions/deletions, risk factor adjustments and Credit

Incentive Program (CIP) points earned.

Also starting July 1, the Board approved lowering membetr’s property deductible from $2,000 to $1,000.

Other Important Jtems to Note:
+ SDRMA's Safety/Claims Education Day/Annual Membership 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.
e+ Our--Multi-Program Discount provides members a great opportunity to save money! Members are

" eligible for an automatic multi-program discount: of 5% per program (Property/Liability and ‘Workers' .. e

‘Compensation onfy) when they belong to both programs. Please contact Manager of Member Services =
Ellen Doughty at 800.537.7790 or by email at edoughty@sdrma.org if you would like a quote on

another program.

« Members intending to withdraw for the 2013-14 program year are required to submit a "Notice of
Intent to 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 ineligible to receive

the longevity distribution credit recently approved by the Board.

On behalf of the Board of Directors and our entire risk management team we thank you for your continued
participation in our programs and we hope you experience a claims free yearl

Sincerely,
Special District Risk Management Autharity

SO Lur

David Aranda, President
Board of Directors

A prowd Catfornia Spaciat Distacls California Spaciat Disticts Association CSDA Finance Cozporation

Alflance parirar. 1112 1 Sireat, Suita 200 1112 1 Straet, Suitz 200
Sacramento, Catfornia 958142855 Sacramento, Califsroia 93814-2855
T 877 924.CS0A {2732} T 877.924.C8DA (2732)

F 915.442.78583 : - F916442,7839 . )
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February 22, 2013

Ms. Yasenia Ballierra

Business Manager

Placentia Library District - .
411 Fasi Chapman Avenue : :

Placentia, CA 92870-6198

Dear Ms. Baltierra,

IMPORTANT INFORMATION FOR YOUR 2013-14 FISCAL YEAR BUDGET!

On behalf of the Special District Risk Management Authority Board of Directors we are pleased lo announce the Board took
action an February 6, 2013, approving no rate increase for the Workers' Compensation Program for 2013-14! Any resulting
revenue shortfall will be funded from Rate Stabilization Reserves which have been set aside for that purpose.

While the Beard took action to keep rates as low as possible, each Member has their own Experience Modification Factor
(EMOD) which contributes to their overall annual contribution amount. The increase in your EMOQD is the primary cause

of your overall annual contribution increase for 2013-14 {worksheet attached).

To assist your agency in their budgeting process, SDRMA has estimated 2013-14 annual contribution armounts using your

agency’s applicable Individual Class Code Rates, Experience Modification Factor (EMOD) and prior year Estimated Payroll

Wages. Your agency’s actual annual coniribution amount will vary from 2012-13 as a resuit of increases/decreases in your

reported payroll, EMOD {workshaet attached) and Credit Incentive Program (CIP) points earned.

“Member's Individual Class Code Rates .| Secattached |~ Seealtached | -~ - $0
EMOD 197% 125% $3,734
Advanced Credit Incentive Program (CIP) 10% 10% -$373
5% Muili-Program Discount - i applicable -$460 -$292 -$168
Other Important ltems to Note:
«  SDRMA's Safety/Claims Education Day/Annual Membership Meeting will be held on Thursday, March 28 at the

Hilton Sacramento Arden West Hotel in Sacramento, For more information, please visit www.sdrma.org.

«  QOur Multi-Program Discaunt provides members a great opportunity to save maney! Members are eligible for an
automatic multi-program discount of 5% per program (Property/Liability and Workers' Compensation only) when
they belong 1o both programs. Please contact Manager of Member Services Ellen Doughty at 800.537.7790 or by
email at edoughty@sdrma.org if you would like a quote on another program.

«  Members intending to withdraw for the 2013-14 program year are required to submit a "Notice of Intent 1o
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 ineligible to receive the longevity distribution credit

recently approved by the Board.

Thank you for your continued participation in helping make SDRMA the premier risk management program in Californiat If
you have any questions, please contact Nicole Rushing, Finance Manager at 800.537.7790 or nrushing@sdrma.org.

Sincerely,
Special District Risk Management Authority

Ol ZnX

David Aranda, President of the Board of Directors

A proud Californta Spacial Districts California Spacial Districts Association CSDA Finanze Corporation
Aliance partoer. 1132 [ Strest, Suite 200 1112 1 Streat, Suite 200
Sacraments, California 95814-2885 Savraments, California 85814-2665%

T877.924.CSDA (2732) T877.924,CSDA{2732)
F 9164427689 F 916.442.783%
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Workers' Compensation Program ' .
B Page 1

Placentia Library District

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

Glass =~ Lo e T s ' ‘BaseRatefor = ‘! BdseRafe for P
Code . Desorption o7l itiionten s T pydoiaad o PY 201348 ¢ ¢ change : -
8742-p *  Agency Direclors 19.28 19.26 0% 0.00
8810 ‘ Clerical; Librarians and CIerks 0.52 o 0.62 ' 0% 0.00
|

* Per Caplta Rate
Nole: Base rale is bafore exparience modification factor (EMQD) and CIP discount adjustments are applled.
Special District Risk Management Authority .

P Printed 2/20/2013

1112 I Sireat Suite 300, Sacramento, California 95814-2865
Tel 916.231.4141 or B00.537.7790 Fax 916.231.4111

vwar sdrma.org



- Special District Risk Management Authority
Workers' Compensation Program

Srogram Year 2013-14

Placentta Library District
411 East Chapman Avenue
Placentia, CA 92870-6198

Summary
PY 2013-14 EMOD - 197%
PY 2012-13 EMOD - 125%

Expected Losses Detail Calculatlons far PY 2013-14

2009 10
i Payroi -

graz-p $0

8810 $930,976 $897,498

EMOD Calculation Form

$875,104

$o
$2,703,579

38 Rake
0.0020

0.0019

A
SDRMA

Page 111

$1.181 |, $3,955

Actual Losses Detail Calculations for PY 2013 3-14 valued as of 12/31/2012

$1.175
$3,338 $3,338 $3,338
201112 2 $1,672 $1,672 $1,672
* Actual Losses ara capped at $175,000 per cfalm for purpases of EMOD calculations. $6,186 50
Rating Procedure** ‘
Total Expected  , 1-Credibility _  Adjusted Expected Total Expected .  1-Credibilty _  Adjusted Expscied
Primary Losses Primary = Primary Losses Excess Losses Excess - Excess Losses
$1,182 0.00 $0 $3,958 1.00 $3,958
Total Actual s Credibility Adjustad Actual Total Actual »  Credibiity Adjusted Actual
Primary Losses Primary Primary Losses Excess Losses Excess - Excess Losses
$6,186 1.00 $6,186 30 0.00 $0
AdjustedrExpected Adjusted Expected Adjusted Actual AdJusted Actual Total Adjusted
Primary Losses Excess Losses Primary Losses Excess Losses Losses
30 $3,958 $6,186 50 $10,143
Total Adjusted / Total Expected  _ 2013-14 EMOD
Losses Losses - _ ————
$10,143 $5,140 "~' AT
** Based on Workers' Compensation insurance Ratling Bureau's {WCIRB) rating model,
Speclal District Risk Management Authority
Printed 2/20/2013

$112 | Street Suite 300, Sacramentfo, Californla 95814-2855
Tel 916.231.4141 or 800.537.7790 Fax 916.231.4111

www.sdrma.org



