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orange county council of governments

Special Meeting of the

BOARD OF DIRECTORS

PLEASE NOTE:
MEETING START TIME IS 9:00 A.M.

Meeting Date / Location

Tuesday, December 6, 2005

9:00 a.m. — 11:00 a.m.

Orange County Sanitation District
10844 Ellis Avenue

Fountain Valley, California
AGENDA ITEM

STAFF PAGE"
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cities
AlisoYiejo
Anzheim

Brea

Buena Park
Costa Mesa
Cypress

Dana Point
Fountain Yalley
Fullerton
Garden Grove
Hunrtington Beach
Irvine

La Habra

La Palma
Laguna Beach
Laguna Hills
Laguna Niguel
Laguna Woods
Lake Ferest
Los Alamitos -
MissionYlejo
Newport Beach
Crange
Placentlz
Rancho Santa
Margarita

Agenda descriptions are intended to give notice to members of the public by providing a general summary of items of business to be
trar]saded or discussed. The listed Recommended Action represents staffs recommendation. The Board of Direclors may take any
action which i deems appropriate on the agenda iterm and is not imited in any way by the recommended action.

San Clemente
San Juan
Caplistrano
Santa Ana

PLEDGE OF ALLEGIANCE

I CALL TO ORDER/ROLL CALL (Chair Richard Dixon)
Richard Dixon, Chair, District 13
Art Brown, Vice-Chair, District 21
Cathryn DeYoung, District 12
Tod Ridgeway, District 14

Cheryl Brothers, District 15
Vacant, District 16

Lou Bone, District 17

Christine Bames, District 18
Robert Hernandez, District 19
Marilyn Poe, District 20

John Beauman, District 22
Debbie Cook, District 84

Bob Ring, Cities At-Large

Bill Campbell, County At-Large
Phit Anthony, ISDOC

Peter Herzog, OCD, LOCC

Jim Ferryman, OCSD

Cathy Green, CCTA

Chris Norby, SCAG-County Rep.

Jim Silva, SCAQMD-County Representative
Dave Swerdlin, TCAs

Owen Holmes, University Representative
Kristine Thaiman, Private Sector

I. OATH OF OFFICE (Clerk of the Board)

An oath of office will be administered to members and alternates present who are
joinin% the OCCOG Board of Directors

Miguel Pulido, SCAQMD - Cities Representative

Seal Beach
Stanton
Tostin

Yilla Park
Westminster
Yorba Linda

County of Orange

agencies

Costa Mesa Sanitary District
East Qrange Water District
El Toro Water District
Emerald Bay Service District
Irvine Ranch Water Districe
Los Aliso Water District

Mesa Consolidated Waeer District

Moulton NiguelWater District
OC Fire Authority

QC Sanitation District

QC Transportation Authority
QC Water District

Placentia Libzary District
Ressmoor/los Alamitos Area
Sewer District

Serranoc Yater District
Silverado-Modjeska Parks

& Recreation District

South Coast Watar District
Trabuco Canyon Water District
Transportation Corridor
Agencles

00 West Santa Ana Boulevard, Suite 714, SantaAna, California 9270t 714/972-0077 714/972-1816 fax

occog@occities.org www.occlties.orgloccog
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iil. PUBLIC COMMENTS

At this time members of the public may address the Board of Directors regarding any iterns within the subject matter jurisdiction of the
Board of Directors which are not separately listed on this agenda. Members of the public will have an opportunity to speak on agendized
ftems at the time the Rem Is calied for discussion. NO action may be taken on iters not listed on the agenda unless authorized by law.
Comments shall be limited to three minutes per person and an overall time fimit of twenty minutes for the Public Comments portion of the

agenda,

Any person wishing to address the Board on any matter, whether or not it appears on this agenda, is requasted to complete a "Request to
Speak” form available at the door. The completed form is to be submitted to the Clerk of the Board prior to an individual being heard.
Whenaver possible, lengthy testimeny should be presented to the Board of Directors in writing and only pertinent points presented orally.

IV.  CLOSED SESSION

Closed Session, pursuant to Government Code Section 54957
PUBLIC EMPLOYEE DISCIPLINE/DISMISSAL/RELEASE

V.  ADJOURNMENT
Next Meeting: Thursday, January 26, 2006
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LSTA Quarterly Narrative Report Form
OUTCOMES MEASUREMENT PROJECTS —2005/06

Is Swmte Library Assistance needed? Yes [[] No [X] Ifyes, give details under question #3.

Thisreport covers: {please check one)
July 1, 2005 - September 30, 2005 (Due October 31, 2005)
[] October 1, 2005 - December 31, 2005 (Due January 31, 2006)
[] January 1, 2006 — March 31, 2006 (Due April 30, 2006)

NOTE: April 1, 2006 — June 30, 2006 (Due July 31, 2006) report will be a different narrative
form.

Grantee: Placentia Library District Grant Award #:  40-6426

1. Grantee: Placentia Library District

Placentia Achieves School Success at The Homeless Intervention Shelter House (P.A.S.S.
2. Project: _at H.I.S. House)
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Gmintee:  Placentia Library District Grant Award #:  40-6426

3. Insert the timeline from your application here. Is the project on schedule? If not, please explain
in the appropriate space below and describe what eorrective actions are being taken.

1% report:

The project is on schedule except for the satellite reference center. The satellite reference center will
be ready for use in January 2006. In the meantime, reference materials are being made available to
school-age residents during the P.A.S.S. homework sessions.

July Order computers and other equipment
Recruit librarian
Write volunteer job descriptions
Evaluation action plan and timetable completed
Evaluation instruments {(surveys) designed
Order books and library materials

August
Recruit Staff
Select and train volunteers
Press release sent to local newspaper
Flyers posted at the shelter
Prepare and administer pre-test surveys at the shelter
Purchase school and printer supplies
Set- up satellite reference center in the shelter

September
Prepare schedule for volunteers and staff
Open the satellite homework/reference center to residents of the shelter
Prepare and distribute grade appropriate school supplies
Start after- school tutoring

October
Write and submit first quarterly repoits
Continue all public services
Administer first interim post survey

November
Start to seek funding sources for second year of program
Give presentations to program partners and other local groups
Continue all public services

December ‘
Obtain RFPs for foundation funding
Begin writing applications for continuation funding

Continue all public services
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Grantee: Placentia Library District Grant Award #: 40-6426

Administer second interim post survey

January
Write and submit second quarterly reports
Submit applications for continuation funding
Continue all public services
February
Give another presentation to program partners and other focal groups
Continue to seek funding for a second year of the program
Continue all public services
Administer third interim post survey
March
Continue all public services
April
Write and submit third quarterly reports
Continue all public services
May Continue all public services
Administer post survey
June
Continue all public services
Write program evaluation
Write and submit final reports to State Library
Meet with program partners to discuss the future of the satellite center
2" report:
3" report:

4. Is the project within budget as described in the application and award letter? If not, have any
budget modifications been made? Please explain.
1% report:
The project is within budget as described in the application and award letter. No budget modifications
have been made.
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G aitee: Placentia Library District Grant Award #: 40-6426

24 report:

39 report:

5. S far, do the outcomes selected for your project still seem appropriate for your users? If not,
Please explain.

1% report:

The outcomes selected for the P.A.S.S. project still seem appropriate for users.

29 report:

3" report:

6. Sofar, do the outcomes selected for your project still seem achievable by the library? If not,
please explain.

1% report:

The outcomes selected for our project still seem achievable by the library.

2" report:

3" report:



Agenda Item 29
Page Sof 12

Ga'atee:  Placentia Library District Grant Award #:  40-6426

7. Dote any constraints or foreseeable problems that may affect the success of the project. How can
sich problems be overcome?

M report:

The satellite reference center is not ready to be used by residents. This is due to a fire that occurred in
August 2005, H.1.S. House is working with their insurance company and contractors to come up with
atimeline for clean-up and remodeling of the donated space. The satellite reference center shouid be
rady for use by January 2006. In the meantime, a locked cabinet is being used to store some of the
nference materials and computers at H.1,S. House. These items are made available to school-age

nsidents during the P.A.S.S. meetings.

2! report:

3 yeport:

8. What assistance, if any, can the State Library give you at this point?

1“ report:
2" report:
3" report:

9, Attach any samples of publicity or other materials you want to share.

10. Signature of person completing report:

Title; Assistant Literacy Coordinator

Telephone: (714) 524-8408 ext. 213 Email: _tsilberfarb{@placentialibrary.org

Signature of Library Director:




Gemtee:  Placentia Library District

St ate Library Consultant Action Taken;

1* report:

2" report:

3" yeport:

doc. #1818

Grant Award #:

40-6426
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CALIFCORIA STATE LIBRARY

Grant number:
Project name;
Library/Jurisdiction:
Address:

City:

Director name:
Plione number;

Fax number:

E-mail:

Authorized signature:

12-34 Report:
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LSTA Qutcomes Project Design and Report

Certification

Placentia Achieves Schaol Success at Homeless Intervention Shelter {(P.A.S8.8. at H.LS,
House)

Placentia Library District

411 E, Chapman Avenue

Placentia, CA Zip code: -928706198

Elizabeth D. Minter, MLS

(714) 528-1925 ext, 203

(714) 528-8236 ext.

eminter@placentialibrary.org

w\k«/\k&f Date: _12/12/05

(Please Sign With Blue Ink}

Send ORIGINAL and three copies to;

California State Library
Budget Office — LSTA
P.O. Box 942837
Sacramento, CA 94237-0001

Page 6 of 6
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November 15, 2005

Ms. Elizabeth Minter, Library Director
Placentia Library District

539 Gardenia Avenue

Placentia, CA 92870-6198

Dear Ms. Minter:

This year, CSDA continued to build strong relationships and move key decision-makers on all levels
to recognize the essential role special districts play in California.

Your support through membership in CSDA has brought your association to a place whers influence and
recognition have become the backbone of what drives the beliefs of CSDA. Through the creation and
funding of strong coalitions, like the LOCAL Coalition, and participation on numerous other groups, CSDA is
looked to as the organization representing special districts statewide. CSDA was at the table this year when
issues like affordable housing, pension reform and California's failing infrastructure were discussed because
we know these Issues impact our members locally and directly.

Additionally, CSDA worked to once again defeat legislation targeted specifically at special districts that
would have imposed significant, one-size-fits-all mandates on director benefits, compensation and audits
among other items - SB 393 (Ortiz). Instead, we worked on alternative legislation, AB 1234 (Salinas), that
addresses many of the concerns raised by legislators, but is less punitive, incorporates all local
governments and focuses on good governance practices.

As a CSDA member, your support and participation provides CSDA with the resources to be the
spokesperson for special districts with the Administration, the Legislature, the media, and the pubiic.
Membership in CSDA also provides your district, staff and board with a wide-variety of benefits and services
to assist in your day-to-day operations and ensure that timely information on afl issues is delivered to your

district.

Enclosed is your 2006 membership dues invoice along with a Major Accomplishments sheet detailing many
of the initiatives that CSDA worked on in 2005. A district update sheet is also included for you to make
correctionsfupdates to the contact information we have in our database.

Thank you for allowing CSDA to be your voi'ce in the Capitol. Your continued support through
membership is greatly appreciated and essential in keeping special districts moving forwardl

Most sincerely,

(ko It

Catherine Smith
CSDA Executive Director

California Special

An Alliance committed to serving California's independent special districis. ]
Districts Assoclation

1012 § Steeet, Ste 200
Sacrumento, CA 95814
toll-free: §77.924.C5DA
tek 916.442.7887

fiw 9164427859

wwwwesdiner

Special Disteict Risk
Management Authority

11121 Street, Ste 300
Sicramenta, CA 93814
toll-freer 800.337.7790)
tek: 916.231.4141

faxr 916.2314111
wwwsdrmzon

CSDA
Finance Corporation

1112 I Srrezt, Ste 200
Sacrameats, CA 93514
oll-free: $77.924.C5DA
ek 916.233.2940

fax: 9161427859
wwwesdafinucenet
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CALIFORNIA SPECIAL DISTRICTS ASSOCIATION

2005 Major Accomplishments

DEFEAT OF SB 393 (ORTIZ) — SPECIAL DISTRICT REFORM LEGISLATION;

PASSAGE OF AB 1234 (SALINAS) — LOCAL GOVERNMENT SUNSHINE BILL

CSDA was once again able to respond effectively to the special district reform legislation re-introduced by Sen. Deborah Ortiz. Although

a well-intended measure for dealing with director benefits and compensation among other items, it wouid have instead created a series of
“one size fits all” mandates and reforms raising the cost and difficulty of compliance,

Assembly Bill 1234, supported by CSDA as an alternative to the Ortiz bill, was signed by Gov. Arnold Schwarzenegger in October. Working
with CSDA and other local government associations, Assembly Member Simén Salinas crafied a bill that focuses on good governance
practices and is much less punitive in nacure than the Ortiz bill. Additionally, AB 1234 covers special districts, cities and counties rather
than targeting only special district officials,

PASSAGE OF SB 135 - NEW COMMUNITY SERVICES DISTRICT (CSD) LAWY

Working closely with the Senate Local Government Committee, CSDA. played a significant role in the rewrite of the CSD [aw in an effort
to streamline and update the code as well as reduce confusion. In fact, the code was shortened from more than 300 code sections to fewer
than 100. This new law takes effect Jan. 1, 2006,

|

DEFEAT OF ACA 1 - PUBLIC PENSION REFORM

CSDA represented special districts at the highest levels of state government during the Public Pension Reform discussions by participating in
the Pension Reform Gubernatorial Task Force. Assembly Constitutional Amendment 1, introduced by Assembly Member Keith Richman
and supported by Gov. Schwarzenegger, proposcd to eliminate defined-benefit pensions (CalPERS- typc) for new public employees,
Uhimately, this plan was dropped by the governor's administration.

CSDA'S GOVERNMENT AFFAIRS DAY

CSDA’s main legislative event, Government Affairs Day, was a huge success with a near-record number of attendees. The voices of special
district representatives were clearly heard by legistators and leaders throughout the state,

In addition to coordinated visits with legislators, CSDA was able to secure an extremely strong program for attendees including
the following speakers: Pat Dando, Director of Local Government Affairs, Office of the Governor; State Controller Steve Westly;
Senate Local Government Commircee Chait Christine Kehoe; Assembly Member Keith Richman; Assembly Committes on Local
Government Chair Simén Salinas; Daniel Weintraub, Sacramento Bee; Marianne O’Malley, Legistative Analyst Office; and CSDA
Legislative Advocate Ralph Heim.

n

INFLUENCE .
CSDA participaced in a number of coalitions and working groups to ensure specm.l disericts have a strong voice in state and local government
decision-making. Some included:
* California Infrastructure Coalition
* Leave Our Community Assets Local Coalition (LOCAL)
* Cities, Countes and Schools Partnership
* Working Group on Revising the Community Services District Law
* Governor’s Office of Planning & Research: Local Government Group
* Participation on a housing coalition with other local government associations
* Participation on a pension reform working group with other local government associations
* Special Districe Leadership Foundation

- over -
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EDUCATION WORKSHOPS

CSDA’s education programs provided more than 60 opportunities throughout the state for special districe staff and governing officials
to stay current on issues and trends chat affect them directly, Courses such as General Manager Training, Staying in Compliance, Board
Secretary Training, and New Board Member Training among others proved to be extremely well-received. Additionally, in response to
member requests and needs, special workshops were dcveloped on state controller reporting and sexual harassment to hclp districts meet
new compliance requirements,

CSDA’S SPECIAL DISTRICT GOVERNANCE ACADEMY

Endorsed by eight special district-related associations, CSDA's Special District Governance Academy continued to gain momentum in becoming
the recognized governance training courses for special district directors/trustees. More than 140 people have now gone through all four courses
and graduated from the Academy with hundreds more already starting the move toward earning their recognition as an Academy graduate.

L}

CSDA'S ANNUAL CONFERENCE & EXHIBITOR SHOWCASE

Held in Long Beach, this year’s Annual Conference & Exhibiror Showcase was one of the best attended in CSDA’ htstory Hundreds ofspeaal
districts staff and directors atcended the event, which featured cutting-edge educational opportunities at more than 30 individual sessions on a
variety of topics, top-notch keynate presentations, and a membership celebration banquer with CSDA’s chapters.

u

CURRENT SPECIAL DISTRICT NEWS — EVERY DAY _

CSDA’s “members only” website continued to provide members with new tools, information and resources designed to assist both special
districe staff and governing officials in their outreach and legislative efforts. The sections are updared daily with special discrict news and
information from across the state customized for each member depending on services provided.

u

CSDA ALLIANCE
CSDA, the Special Distriet Risk Management Authority and the CSDA Fmancc Carporation continued to work closely together as the CSDA
Alliance to be the one-stop resoutce for members to access a wide variety of services, benefits and resoutces tailoted specifically for special districts,

CSDA membership numbers once again grew significantly, with 110 new membets being added in 2005. Additonally, with a strong focus
on superior member service as well as providing the best value for each district’s investment, CSDA was also able to achieve a 97% retention

ratc among the extstmg members.

Special District Risk Management Authoricy announced that online training courses are now available as a part of its risk management
services. Additionally, these courses are also available to all CSDA members, SDRMA is focused on its mission to provide special districts
with renewable, efficiently priced, cost-effective coverages and risk management services. Assisting members in preventing losses through
safety training is one of the most effective ways of ensuring maximum protection at the lowest possible cost. Information about the
programs designed specifically for special districts and introductory online training coutses are available on SDRMA's website at www.

SDRMA.org or by calling 800.537.7790,

The CSDA Finance Corporation saw a tremendous amount of financing activity in 2005 providing funding to special districts for a wide
variety of special projects, purchases and capital improvement effores. More than $26 million is expected to be financed for special districts
by the end of 2005 through the Certificates of Participation and Lease/Installment Purchase programs. -

CSDA is looked to by the governar, Legistature and other key decision-makers as the voice for special districts. The association takes this
responsibility very seriously and will continus to work hard to effectively represent and advocate on behalf of all special diserices.

www.csdaallianice.com

u
THANK YOU FOR YOUR CONTINUED SUPPORT!

1112 T Streer, Suite 200 | Sacramento, CA 95814 | rtoll-free: 877.924.CSDA (2732)
telephone: 916.442.7887 | fax: 916,.442.7889 | email: info@csdanet | wwrw.csdanet
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees

FROM: Wendy Goodson, Administration

SUBJECT:  Status of Mandated Cost Claims for FY 04/05
DATE: December 19, 2005 |

The Placentia Library received a reimbursement for FY 04/05 in the amount of $8,000.00 as
listed on Attachment A.

, The final Mandated Cost Claims Report will be available in January 2006.
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Attachment A
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Cash in the amount of $2,000 and a plaque from Highsmith, Inc.

Nominee: Placentia Library Literacy Services

Contact person;__Jim Roberts

Address: 411 E. Chapman Avenue.

City: Placentia . State: Zip: 92870
Phone Number: (714) 524-8408, ext 215

Contact Person;__Jim. Roberts

Library Name: Placentia Library District

Library Address: 411 E. Chapman Avenue

City: Placentia State: Ca Zip: 92870

Phone Number: (714) 524-8408, ext 215 mail address: Jroberts@placentialibrary.org

TN -

Signature:

Date: November 29, 2005

Nominees may be contacted if questions about their

applications arise during the 2006 Midwinter Meeting.
Please list the phone number where the nominee may be

reached during this time.

If phone number is the same one as above, write "same."

Phone: _ 214 Y1t (2827

N
@ Iagree to allow PLA or the award sponsor to post

any part or all of my application on their respective Web

pages for general information and reference uses.

14

Please address the following in your application. Only
documentation and /or letters of support specifically
directed toward the criteria of this award may be
submitted from other individuals in support of this
application.

1. Please provide a one-paragraph summary of the
project you are submitting.

2., Describe your library's innovative achievement in
planning and implementing a creative community
program. Be sure to incfude: The community
involvement, if any, in the planning and in the
implementation of the project; what happened in the
community as a result of your project (measure of
success).

3. Why you think this project is innovative,

Mail nine (9) total copies of your application,
including this cover page, by December Ist to:

Highsmith Award
PLA/ALA :
50 East Huron Street
Chicago, IL 60611

Award applications also availaible at vwww.pla.org
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Summary Paragraph:

The Placentia Library Literacy Services (PLLS) was established in 1984 as a charter
member of the California Library Literacy Services. PLLS originally provided one-
to-one adult tutoring, and has expanded the scope of its services dramatically in the
past five and a half years. The summer of 2000 brought the Families for Literacy
component and the on-going Federal Work Study partnership with Western State
University College of Law. Other services and partmerships soon followed; Cal
State Fullerton became a Federal Work Study partner and the English L.anguage
and Literacy Intensive (ELLI) program was added. An additional partnership,
Placentia Rotary Reading Enrichment (PRREPF), was formed with the Placentia
Rotary Club and the Placentia-Yorba Linda Unified School District (PYLUSD).
PRREP recruits high school students and trains them to serve as literacy tutors. In
October 2004 an on-site homework help club was started, Placentia Achieves
School Success (PASS) provided homework assistance to over 300 students during
the 2004-2005 school year. The Placentia Library Literacy Services added 2
innovative homework assistance components to its services in September 2005. Our
discussions with school administrators at Topaz elementary school highlighted the
need for a transitional homework club to help recent graduates who are currently in
seventh grade at Tuffree Middle school. Students are able to drop in to a familiar
setting to receive assistance with their homework. We have averaged 20 students

- each day. The second is at the llomeless Intervention Shelter House (H.LS. House).
This facility serves homeless families and there are currently 12 school age children
in residence. The program provides tutors, computers, and reference materials to
help the school age residents successfully complete their homework assignments.
PLLS is exceptional in its innovative approach to providing literacy services to at
risk students and continues to nurture partnerships that support those efforts.
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PLACENTIA LIBRARY LITERACY SERVICES:
FORMING AND MAINTAINING DIVERSE COMMUNITY PARTNERSHIPS

The Placentia Library Literacy Services (PLLS) was established in 1984 as a charter
member of the California Library Literacy Services. Originally established as a
one-to-one adult tutoring program, PLLS has dramatically expanded services over
the past five and a half years.

In July 2000, PLLS received a grant from the State Library to establish a Families
for Literacy (FFL) Program. To qualify for family services, parents with limited
English or reading must have pre-school age children. One of the primary goals of
the family’s program is for the parent to become the child’s first teacher. It is our
philosophy to have two tutors for each family, one for the parent and one for the
child. In this way a pre-school student is shown the importance of reading at a very
formative age. Since its inception, over 100 families have participated in the Family

Program,

In August 2000, PLLS formed a partnership with Western State University College
of Law to begin a Federal Work Study Program. We subsequently became a
Federal Work Study partner with Cal State Fullerton. Federal Work Study is a
U.S. Department of Education funded program where gualified coliege students
receive an hourly wage paid by the Federal Government. Fiscal Year 2004-05 was a
remarkable Federal Work Study year for PLLS, as a total of thirty-nine students
from Western State College of Law and Cal State Fullerton tutored in the Library
and off-site in grade school classrooms, thus accounting for more than $100,000 of -
in-kind funding from the U.S. Department of Education. FY 2005-06 has also been
a good year for our Federal Work Study as we already have thirty-one on board.

In Fiscal Year 2001-02, PLLS initiated the English Language and Literacy Intensive
(ELLY) Program, a California State Library grant funded project. The ELLI
Program targets Title I schools where most of the student population come from low
to moderate socio-economic families, ELLI tutors work under the direction and
supervision of teachers to assist students individually or in small groups, They
provide extra help in a variety of subjects, and because most are university students,
they also serve as role models for children lacking exposure to higher education.
Since its inception, ELLI tutors have been active at five local elementary schools,

helping more than 800 students.

The Placentia/Yorba Linda Unified School District requires students to perform 40
hours of community service as a graduation requirement, In September 2002, the

~ Placentia Library, the school district, and the Rotary Club of Placentia joined
together to begin the Placentia Rotary Reading Enrichment Program (PRREP).
With the Library as the lead, PRREP began recruiting Iocal high school students
from EI Dorado and Valencia High Schools to tutor grade school students. During



Agenda Item 30b
Page 4 of 10

the past three school years, over 300 PRREP volunteers have tutored more than 400
grade school students, accounting for over 3,000 hours of community service.

Providing homework help is another outreach that the Placentia Library District
began in October 2004, Utilizing high school students, Federal Work Study, and
Cal State Fullerton Interns, PLLS began a drop-in, first-come first-served
homework club that helped students in grades K-12. Nearly 300 students received
homework assistance this past school year, and that number is growing this school

year.

As a result of its diverse components, statistics for the Placentia Library Literacy
Services in Fiscal Year 2004-05 were impressive: 27 tutor training workshops and
215 new tutors trained; 300 adult and teen tutors accounted for more than 16,000
hours of instruction to more than 800 students; and another nearly 300 students
received homework assistance.

Not to rest on its laurels, the Placentia Library Literacy Services has already
expanded its services during Fiscal Year 2005-06, as two new homework projects
began in September. One is 2a homework project at Topaz Elementary School.
Topaz is located in Fullerton but it is in the Placentia/Yorba Linda School District.
Last school year for the first time, because of overcrowded conditions at Kraemer,
Topaz graduates began attending seventh grade at Tuffree Middle School, and
many of them did not do as well as expected. To facilitate the transition of going
from sixth to seventh grade, PLLS and Topaz Elementary began a unique
homework club, after school on campus for seventh grade students. As these
seventh grade students walk home from Tuffree Middle School, they stop and
receive homework help in a familiar setting. The Topaz homework club is held
form 4-6 PM Monday, Tuesday, and Wednesday, and since it began, we have
averaged 20 students each day.

The other homework project that also started in September is at the Homeless
Intervention Shelter, H.I.S. House, a shelter located in Placentia. When homeless
clients go to H.1.S. House, they often have children. In that respect, there are
presently twelve children there now, ranging in age from five to thirteen. These
children are under-served and at-risk, particularly when it comes te homework
assistance. The PLLS homework program at H.I.S. House has begun to provide
that needed assistance.

The Placentia Library Literacy Services is the only full-service, Library-based
literacy program in North Orange County. During Fiscal Year 2004-05, and so far
in Fiscal Year 2005-06, PLLS has had students receiving free one-to-one tutoring
who came from eleven different cities in Orange County. That’s why the Placentia
Library Literacy Program is exceptional in its innovative approach in providing
literacy services, services that extend significantly farther than the boundary of the
Placentia Library District.
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Summary Paragraph:

The Placentia Library Literacy Services (PLLS) was established in 1984 as a charter
member of the California Library Literacy Services. PLLS originally provided one-
to-one adult tutoring, and has expanded the scope of its services dramatically in the
past five and a half years. ‘The summer of 2000 brought the Families for Literacy
component and the on-going Federal Work Study partnership with Western State
University College of Law. Other services and partnerships soon followed; Cal
State Fullerton became a Federal Work Study partner and the English Language
and Literacy Intensive (ELLI) program was added. An additional partnership,
Placentia Rotary Reading Enrichment (PRREP), was formed with the Placentia
Rotary Club and the Placentia-Yorba Linda Unified School District (PYLUSD).
PRREP recruits high school students and trains them to serve as literacy tutors. In
October 2004 an on-site homework help club was started. Placentia Achieves
School Success (PASS) provided homework assistance to over-300 students during
the 2004-2005 school year. The Placentia Library Literacy Services added 2
innovative homework assistance components to its services in September 2005, Our
discussions with school administrators at Topaz elementary school highlighted the
need for a transitional homework club to help recent graduates who are currently in
seventh grade at Tuffree Middle school. Students are able to drop in to a familiar
setting to receive assistance with their homework. We have averaged 20 students
each day. The second is at the Homeless Intervention Shelter House (H.LS. House).
This facility serves homeless families and there are currently 12 school age children
in residence. The program provides tutors, computers, and reference materials to
help the school age residents successfully complete their homework assignments.
PLLS is exceptional in its innovative approach to providing literacy services to at
risk students and continues to nurture partnerships that support those efforts,
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PLACENTIA LIBRARY LITERACY SERVICES:
FORMING AND MAINTAINING DIVERSE COMMUNITY PARTNERSHIPS

The Placentia Library Literacy Services (PLLS) was established in 1984 as a charter
member of the California Library Literacy Services. Originally established as a
one-to-one adult tutoring program, PLLS has dramatically expanded services over

the past five and a half years.

In July 2000, PLLS received a grant from the State Library to establish a Families
for Literacy (FFL) Program. To qualify for family services, parents with limited
English or reading must have pre-school age children. One of the primary goals of
the family’s program is for the parent to become the child’s first teacher. It is our
philosophy to have two tutors for each family, one for the parent and one for the
child. In this way a pre-school student is shown the importance of reading at a very
formative age. Since its inception, over 100 families have participated in the Family

Program.

In August 2000, PLLS formed a partnership with Western State University College
of Law to begin a Federal Work Study Program. We subsequently became a
Federal Work Study partner with Cal State Fullerton. Federal Work Study is a
U.S. Department of Education funded program where qualified college students
receive an hourly wage paid by the Federal Government. Fiscal Year 2004-05 was a
remarkable Federal Work Study year for PLLS, as a total of thirty-nine students
from Western State College of Law and Cal State Fullerton tutored in the Library
and off-site in grade school classrooms, thus accounting for more than $100,000 of
in-kind funding from the U.S. Department of Education. FY 2005-06 has also been
a good year for our Federal Work Study as we already have thirty-one on board.

In Fiscal Year 2001-02, PLLS initiated the English Language and Literacy Intensive
(ELLIY) Program, a California State Library grant funded project. The ELLI
Program targets Title I schools where most of the student population come from low
to moderate socio-economic families. ELLI tutors work under the direction and
supervision of teachers to assist students individually or in small groups. They
provide extra help in a variety of subjects, and because most are university students,
they also serve as role models for children lacking exposure to higher education,
Since its inception, ELLI tutors have been active at five local elementary schools,
helping more than 800 students.

The Placentia/Yorba Linda Unified School District requires students to perform 40
hours of community service as a graduation requirement. In September 2002, the
Placentia Library, the scheol district, and the Rotary Club of Placentia joined
together to begin the Placentia Rotary Reading Enrichment Program (PRREP),
With the Library as the lead, PRREP began recruiting local high school students
from El Dorado and Valencia High Schools to tutor grade school students. During
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the past three school years, over 300 PRREP volunteers have tutored more than 400
grade school students, accounting for over 3,000 hours of community service.

Providing homework help is another outreach that the Placentia Library District
began in October 2004. Utilizing high school students, Federal Work Study, and
Cal State Fullerton Interns, PLLS began a drop-in, first-come first-served
homework club that helped students in grades K-12. Nearly 300 students received
homework assistance this past school year, and that number is growing this school

year.

As a result of its diverse components, statistics for the Placentia Library Literacy
Services in Fiscal Year 2004-05 were impressive: 27 tutor training workshops and
215 new tutors trained; 300 adult and teen tutors accounted for more than 16,000
hours of instruction to more than 800 students; and another nearly 300 students

received homework assistance.

Not to rest on its laurels, the Placentia Library Literacy Services has already
expanded its services during Fiscal Year 2005-06, as two new homework projects
began in September. One is a homework project at Topaz Elementary School.
Topaz is located in Fullerton but it is in the Placentia/Yorba Linda School District.
Last school year for the first time, because of overcrowded conditions at Kraemer,
Topaz graduates began attending seventh grade at Tuffree Middle School, and
many of them did not do as well as expected. To facilitate the fransition of going
from sixth to seventh grade, PLLS and Topaz Elementary began a unique
homework club, after school on campus for seventh grade students. As these
seventh grade students walk home from Tuffree Middle School, they stop and
receive homework help in a familiar setting, The Topaz homework club is held
form 4-6 PM Monday, Tuesday, and Wednesday, and since it began, we have
averaged 20 students each day.

The other homework project that also started in September is at the Homeless
Intervention Shelter, H.I.S, House, a shelter located in Placentia, When homeless
clients go to H.I.S. House, they often have children. In that respect, there are
presently twelve children there now, ranging in age from five to thirteen. These
children are under-served and at-risk, particularly when it comes to homework
assistance, The PLLS homework program at H.LS. House has begun to provide
that needed assistance,

The Placentia Library Literacy Services is the only full-service, Library-based
literacy program in North Orange County. During Fiscal Year 2004-05, and so far
in Fiscal Year 2005-06, PLLS has had students receiving free one-to-one tutoring
who came from eleven different cities in Orange County. That’s why the Placentia
Library Literacy Program is exceptional in its innovative approach in providing
literacy services, services that extend significantly farther than the boundary of the
Placentia Library Distriet.
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November 29, 2005

Public Library Association
Highsmith Library Innovation Award
50 East Hutton Street

Chicago, IL 60611

Dear Selection Committee:

for The Highsmith Library Innovation Award.

Respectfully,

Li 7 ik

Dennis Smith, Ed.D.
Superintendent

_Uhified School District
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Dennis M. Smith, €d.D.
Superintendsnt

E?oam‘ of e‘ducatf
Carol Downey
Karin Freeman
Judy Miner
Craig Olson, D.D.S.
Jan Wagner

As superintendent of the Placentia-Yorba Linda Unified School District, | am extremely
pleased to write this letter of support for the Placentia Library Literacy Services (PLLS)

I am continually impressed with the collaborative and innovative partnerships that the
Placentia Library Literacy Services has brought into our schools, particularty in our
neediest areas. Four years ago, they started the English Language and Literacy
Intensive (ELLI) which now reaches more than 800 English learner students at seven
elementary schools. In 2002, the Library’s Literacy Services partnered with Placentia (
Rotary Club to expand their outreach and founded the Placentia Rotary Reading
Enrichment Program (PRREP), a program where high school students earn community
service hours by tutoring grade school students. In 2004-05, more than 100 high school
students were PRREP tutors, accounting for over 2,000 hours of community service. |
firmly believe that the partnerships the Placentia Library Literacy Services has with the
school district result in a positive ripple effect in our community because when you're
helping hundreds of students you're helping hundreds of families.

[ am equally impressed with the homework club at Topaz Elementary for seventh grade
students. Started this past year, this model program allows Tuffree Middle School
students to access homework help at their former elementary school which is in closer
proximity to their homes and right in their neighborhood.

The Placentia Library Literacy Services has a proven track record of reaching out and
finding innovative programs to reach at-risk segments of our community. We have seen
it first hand. At many of our schools, their assistance is the only program of its kind.
They would make an ideal candidate for the Highsmith Library Innovation Award.

Serving students in the communities of Placentia, Yorba Linda, Anaheim, Brea and Fullerion
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Topaz Elementary Sehool

Mrs. Kathy Kreil, Principal

November 30, 2005

The PLA 2005/2006 Awards
The Highsmith Library Innovation Award

Re: Letter of Support, Placentia Library Literacy Services

Dear Selection Committee:

I am the Principal of Topaz Elementary School, and it is my pleasure to write this letter
of support for the Placentia Library Literacy Services’ Nomination Application for The
Highsmith Library Innovation Award.

Topaz Elementary is a Title I school and serves the children of many lower income
families. In addition, the majority of the Topaz student population comes from Spanish
speaking homes. This past February, the Coordinator of the Placentia Library Literacy
Services (PLLS) had a meeting with me, and I told him that last years Topaz graduates
were not doing well in seventh grade at Tuffree Middle School. I asked him for advice.
He immediately suggested that we start a homework club on campus for Topaz graduates
attending Tuffree. Fast forward to this school year. We began the Topaz-Tufiree
homework club on September 19, and it has been a tremendous success. The homework
club meets every Monday, Tuesday, and Wednesday from 4-6 PM and has been
averaging twenty seventh grade students each day. The measurement of success is that
the first progress reports for most of these students were above average.

There is no question that the Topaz-Tuffree homework club is a model program that
serves an under-served population in our community. I firmly believe that this
partnership between Topaz Elementary School and the Placentia Library District Literacy
Services is a legacy that will continue in the future. Iurge the selection committee to
favorably consider the Placentia Library Literacy Services’ Nomination Application for
the Highsmith Library Innovation Award.

Respectfully, ‘

athy '

Principdl
Topaz Elementary School

714-998-8977 Fex 714-983-1284 '

= 8232 Topozr Lane, Fullerte

e S e T e
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Homeless Intervention and Shelter House
A Tramnsitional Living Center for the Homeless

November 29, 2005

The PLA 2005-2006 Awards
The Highsmith Library Innovation Award

Re: Letter of Support, Placentia Library Literacy Services
Dear Selection Committee:

As the Executive Director of Homeless Intervention Shelter, H.LS. House, I fee! honored
and privileged to write this letter of support for the Placentia Library Literacy Services’
Nomination Application for the Highsmith Library Innovation Award.

In addition to being homeless, many of the clients in ILLS. House are single parents.
This makes the challenge of helping their children with homework even more difficult.
The Placentia Library Literacy Services (PLLS) began a homework club for children at
H.L.8. House this past September. The PLLS provides an on-site library at FL1.S. House
that encompasses the Placentia/Yorba Linda Unified School District curriculum from
grades K-8. The PLLS also provides PLLS staff and volunteers to tutor school-age
children on a one-to-one basis at H.LS. House; something that I.1.S. House doesn’t have
the funds or staff to do. The homework club at H.I.S. House provides homework
assistance each Monday, Tuesday, and Thursday evening to more than twelve grade
school and middle school students,

I don’t know of any other homeless shelter in Orange County that has a partnership with
a local library that provides on-site homework help to school-age children. PLLS and
H.LS. House have a unique partnership that outreaches to an under-served and at-risk
segment of our community. T urge the selection committee to favorably consider the
Placentia Library Literacy Services’ Nomination Application for the Highsmith Library
Innovation Award.

Respectfully,
‘;’-'J 1

“"'*:;(i‘ el ): jﬂé-- ffaéﬂfji. -~
Teri Nieblhr

Executive Director
H.LS. House

P.G. Box 1293 « Placentia, CA 92871 » Phone 714-993-5774 + Fax 714-993-5768



Agenda Item 30c¢
Page 1 of 4

TO: Elizgbeth Minter, Library Director

f
FROM: Jim Roberts, Public Services Manager/Literacy CoordinatO{{fﬂ/
DATE: December 19, 2005

SUBJECT: CLLS Matching Grant reduced for FY 2003-06.

BACKGROUND:

The California State Library Literacy consultants used a complicated formula to determine the
dollar match for CLLS Libraries. We were told to expect at least a 5 percent cut for FY 2005-06,
In a letter dated November 4, 2005, the State Librarian notified the Placentia Library District

that the total CLLS grant amount is $51,732 or about a 15 percent cut from last FY amount of
$59,191. We are actively pursuing grants to make up for the cut.

RECOMMENDATION:
That the Library Board of Trustees receive and file.

Enclosure: Revised Revenue for Fiscal Year 2005-2006.
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees

FROM: Elizabeth D. Minter, Library Director

SUBJECT:  Legislative Issues and a Review of the Status of the State Budget and State Library
Budget

DATE: December 19, 2005

BACKGROUND

No Legislative information has been received from the California Special Districts Association (CSDA)
nor the California Library Association since the last Library Board Meeting.

The California Library Association “Day in the District” events are scheduled for Friday, January 27 and
Friday, February 3, 2006. They are asking library representative to schedule visits with legislators and
local staff members in the local legislative offices. The Board may want to discuss its participation in this
project and what messages they would like to share with Assemblywoman Daucher and Senator Margett.

The California Special Districts Association Legislative Affairs Day will be April 18 and the California
Library Association Legislative Day will be on April 20, 2006 in Sacramento. The Board may want to
have someone participate in one or both of these events.

Any updated information will be presented at the Board Meeting.

RECOMMENDATION
Action to be determined by the Library Board of Trustees.
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

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

SUBJECT: Reclassification of the Administrative Assistant position to Administrative Services
Manager, revision of the Exempt Employee job descriptions, establishment of a pay
scale for the Administrative Services Manager position and elimination of the
Administrative Assistant position.

DATE: December 19, 2005

BACKGROUND:

At its Work Session on December 7, 2005 the Library Board of Trustees adopted as a first reading the
revised job description statements for the Manager of Public Services, Attachment A, and the Manager of
Technical Services, Attachment B. These documents are ready for final adoption. At this point they will
become part of the Placentia Library District Policy Manual as Policy Numbers 2305 and 2307.

At the December 7 Work Session the Board made several recommendations for changes to the proposed
job description for Office/Business Manager, including changing the name to Administrative Services
Manager. The direction from the Board was that they wanted less “Human Resources” terminology and
greater narrative description of the position responsibilities. The proposed amended job description is
Attachment C. This document is ready to be revised and/or adopted as a first reading.

At the December 7 Work Session the Board requested that it review the job description proposed by CPS
Human Resources for the Library Director after it completed work on the job description for the
Administrative Services Manager. The proposed job description for the Library Director is Attachment
D. It is ready to be revised and/or adopted as a first reading.

The new position of Administrative Services Manager needs to have a salary range established. The
background materials for the salary range discussion are Attachment E and include:

{10 The proposed Placentia Library District Exempt Salary Scale. It eliminates the position of
Administrative Assistant and creates an Administrative Services Manager with a BA degree
position beginning at $22.29 and an Administrative Services Manager with a Masters degree
position beginning at $26.22.

(¥ The current Placentia Library District Non-Exempt Salary Scale. This shows that the proposed
Administrative Services Manager position is approximately level with the Librarian II position
at the BA degree level.

(0 Salaries of positions with comparative responsibilities at other independent special districts and
the City of Placentia. In other words, comparison to positions for which Placentia Library
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District’s Administrative Services Manager would be eligible and highly qualified to apply as a
candidate.

The Library Board should make a formal motion to eliminate the position of Administrative Assistant.
The discussion at the December 7 Work Session was that when and if that position were to be reinstated
that it would need a new job description and that we should begin fresh at that titne.

The proposed “Personnel Allocation Chart for Fiscal Year 2005-2006™ is Attachment F.
The proposed “Organizational Chart for Fiscal Year 2005-2006” is Attachment G.

CPS Human Resources Services provided the District with some information concerning compensation of
public sector positions. They suggested that the Board may wish to include a statement about
“compensation philosophy” in its Policy Manual. Otherwise the articles may be useful to expand the
Board’s understanding of public sector compensation practices in general. These articles are Attachment
H.

RECOMMENDATION:
1. Final adoption of the revised job description statements for Manager of Public Services and Manager
of Technical Services.

2. Adopt as a first reading the job description for Administrative Services Manager as revised December
19, 2005.

3. Adoptlas a first reading the revised job description for Library Director as presented in the CPS
Report on November 28, 2005.

4. Revise the Placentia Library District Salary Scale for Fiscal Year 2005-2006, Effcctive July 1, 2005,
for Exempt Employees to include a ten step scale beginning at $22.29 per hour for a new
classification of Administrative Services Manager (BA) and add Administrative Manager (MA) to the
existing scale for Public Services Manager and Technical Services Manager.

5. Eliminate the position of Administrative Assistant from the Placentia Library District Policy Manual,
the Salary Scale for Exempt Employees and the Personnel Aflocation Chart effective December 19,

2005,
Adopt the revised “Personnel Allocation Chart for Fiscal Year 2005-2006.
7. Adopt the revised “Organizational Chart for Fiscal Year 2005-2006.

Determine whether to instruct the Library Director to prepare a “Salary Policy” for the District Policy
Manual.

9. Other action to be determined by the Library Board of Trustees.
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Job Description — Manager of Public Services
POLICY NUMBER: 2305

2305.1 Description: The Public Services Manager, under the general direction of the Library
Director, manages the adult services, children’s services and literacy services programs of the
Library; performs a wide variety of complex library-related tasks requiring specialized ability and
knowledge; tasks performed involve the interpretation and application of broadly defined policies
and procedures. The Manager of Public Services works directly 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 Manger of Public Service include the following:

2305.1.1  Attends all meetings of the District'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  Recruits, trains and places volunteer tutors; coordinates tutoring and
provides staff oversight and supervision for a vatiety of volunteer tutors.

2305.1.4  Oversees the preparation of public service desk schedules and the
assignment of substitute hours.

2305.1.5 Coordinates the continuing education and in-service training program for the
Public Secrvices staff.

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 2305-1
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2305.1.8  Prepares monthly and annual reports on the public service activities of the
Library.

2305.1.9  Coordinates the adult and children’s programming activities and exhibits in
the Library.

2305.2 Typical Tasks:

2305.2.1 Directs, coordinates, and reviews the activities of the Public Services
activities concerning personnel, resources, equipment, services and prograrns.

2305.2.2 Coordinates Library services projects with the City of Placentia and other
outside organizations.

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

2305.2.4 Manages and coordinates the Public Service Progtam Information on
Library’s WEB site. -

2305.2.5 Manages the Library’s programs for adults and children and schedules and
coordinates exhibits.

2305.2.6  Prepares grant applications for Public Service activities,
2305.2.7  Speaks before community groups about books and Library services,

2305.2.8  Participates in recruiting, interviewing and selecting Public Services staff
and evaluating the performance of Public Services personnel.

2305.2.9  Makes recommendations to the Library Director concerning the public
relations activities for Public Services activities,

2305.2.10 Participates in Library Board meetings by preparing agenda items assigned
by the Library Director and presenting policy matters for Board review.

2305.2.11 Establishes and implements work procedures and plans and organizes
training programs for the public services staff, and is responsible for personnel actions,
work assignments, and related matters.

2305.2.12 Prepares and submits reports of Public Services activities to the Library
Director, to the State Library of California, and to other governmental agencies as

required,

December 7, 2005 2305-2
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2305.2.13 Operates a personal computer and uses applicable softwate to prepare a wide
variety of reports, correspondence and other material.

2305.2.14 Serves as a United States Passport Application Acceptance Agent.

2305.3 Required Qualifications: Master’s Degree in Library or Information Science or a
related field from an accredited college or university, five years of increasingly responsible
experience in public library management positions, including a minimum of two years as a
supervisor, possession of a valid California driver’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.

2305.43 Knowledge of skills required to operate all components of a library-based
literacy program.

2305.4.4 Knowledge of basic fund accounting and budgeting.

2305.4.5 Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents.

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 pres-cribed style(s)
and format(s) and present information to management, the Library Board of Trustees and

public groups.
2305.4.10 Possession of or ability to obtain a Cardiopulmonary Resuscitation (CPR)

December 7, 2005 2305-3
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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 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.

2305.5.1.1  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 vehicle.

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

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

2305.5.1.6 Must have balance, coordination and dexterity levels appropriate to the
duties to be performed.

2305.6 Working Environment/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 lifis and moves
boxes weighing 30 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.

2300.7 Fair Labor Standards Act Designation: Exempt — Administrative.
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Job Description — Manager of Technical Services
POLICY NUMBER: 2307
REVISED:

2307.1 Description: The Technical Services Manager, under the general direction of the Library
Director, manages circulation services and acquisitions and processing services programs of the
library as well as all computer operations and services; tasks performed are complex and involve
specialized ability and knowledge. The Manager of Technical Services works directly 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 recutring basis by the Manger of Technical Services include

the following:

2307.1.1  Attends all meetings of the District's Board of Trustees, and such other
meetings as the Library Director specifies from time to time.

2307.1.2  Participates in the selection of staff for assigned activities and prepares
performance evaluations and merit pay increase recommendations for the Library
Director’s review.,

2307.1.3 Maintains the technology system of the Library and makes recommendations
for upgrades/improvements.

2307.1.4  Oversces the preparation of public service desk schedules for the circulation
function and the assignment of substitute hours.

2307.1.5 Coordinates the continuing education and in-service training program for the
Technical Services staff.

2307.1.6 Maintains cordial relations with all persons entitled to the services of the
District, and attempts to resolve all public and employee complaints.

2307.1.7  Carries into effect the expressed policies of the Board of Trustees, including
planning the short, medium and long-term work program for the Technical Services
activities and facilitating constructive and harmonious staff relations and communicates
Board goals and objectives to the staff and the community.
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2307.1.8  Prepares monthly and annual reports on the technical services activities of
the Library.

2307.2 Typical Tasks:

2307.2.1 Directs, coordinates and reviews all Technical Services functions including
the circulation, acquisition and processing activities concerning personnel, resources,
equipment, services and programs.

2307.2.2  Plans, organizes, supervises, evaluates, and prepares and implements the budget
for the computer technology, circulation services and acquisitions and processing services and
programs of the library.

2307.2.3  Allocates the library materials budget, coordinates and supervises the materials
selection process and coordinates and supervises the removal of material from circulation.
Manages the design, technical content and user information for Library’s WEB site.

2307.2.4  Performs or directs the installation and trouble shooting relating to computer
hardware, software and database systems in the Library; assists with developing and
implementing procedures in compliance with Library policies related to staff and
customer use of automated library systems.

2307.2.5  Manages the online catalog for the Library and instructs staff in the use of the
online library system.

2307.2.6  Develops recommended policies for the Library Board related to staff and
customer use of automated library systems and implements policies adopted by the Board.

2307.2.7 Prepares grant applications for Technical Services activities.

2307.2.8 Negotiates and manages contracts and service agreements with Library
vendors.

2307.2.9 Participates in recruiting, interviewing, selecting Technical Services staff
and evaluating the performance of Technical Services personnel.

2307.2.10 Makes recommendations to the Library Director concerning the public
relations activities for Technical Services activities.

2307.2.11 Participates in Library Board meetings by preparing agenda items assigned
by the Library Director and presenting policy matters for Board review.

2307.2.13 Establishes and implements work procedures and plans and organizes train-
ing programs for the Technical Services staff and is responsible for personnel actions,
work assignments and related matters.
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2307.2.14 Prepares and submits reports of Technical Services activities to the Library
Director, to the State Library of California, and to other governmental agencies as
required.

2307.2.15 Serves as a United States Passport Application Acceptance Agent.

2307.3 Required Qualifications: Masters Degree in Library Science, Information Science or a
related field from an accredited college or university, five years of increasingly responsible
experience in public library management positions, including a minimum of two years as a
supervisor, possession of a valid California driver’s license and status as a United States Citizen.

2307.4  Skills and Abilities:

2307.4.1 Knowledge of modern public library organization, procedures and policies
including library-related computer hardware and software operations.

2307.4.2 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

2307.43 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 adult and children

2307.4.4 Knowledge of literature and standard works in various fields.

2307.4.5 Knowledge of basic fund accounting and budgeting.

2307.4.6  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents.

2307.4.7  Ability to meet and serve the public courteously and efficiently and establish
and maintain effective relations with co-workers and community organizations.

2307.4.8  Ability to organize and manage work flow for self and othets, to supervise
staff and implement applicable policies and procedures.

2307.4.9  Ability to analyze difficult problems , recommend solutions and take
independent action

2307.4.10 Ability to prepare and present reports that conform to prescribed style(s) and
format(s) and to present information to Library management, public groups and the
Library Board of Trustees.
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2307.5.11 Possession of or ability to obtain a Cardiopulmonary Resuscitation (CPR)
certificate from a source acceptable to the Library Board within 6 months of
employment.

2307.5 Physical Demands:

2307.5.1  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.

2307.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2307.5.1.2  Must possess mobility to operate a motor vehicle.

2307.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2307.5.1.4 Must possess vision to read printed material and a computer screen.
2307.5.1.5  Must possess stamina fo move about the Library.

2307.5.1.6  Must have balance, coordination and dexterity levels appropriate to
the duties to be performed.

2307.6 Working Environment/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
Technical Services sits, stands, walks, climbs stairs and inclines, kneels, crouches, twists,
reaches, bends, grasps, uses a personal computer, keyboard and related equipment, lifts and
moves boxes and equipment weighing 30 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.

2307.7 Fair Labor Standards Act Designation: Exempt — Administrative.
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Placentia Library District

POLICY HANDBOOK

| POLICY TITLE: Job Description — Manager of Administrative Services ..-{ Deleted: Officeusiness Manager )
POLICY NUMBER: 2303

| 2303.1 Description: The Manager of Administrative Services, under the general direction of the .-~ { Deleted: 23031 peserpion )
Library Director, petforms a wide variety of complex administrative, personnel, accounting and risk " { Deleted: Office/Bosiness Manager
management tasks requiring specialized ability and knowledge; tasks performed involve the
interpretation and application of broadly defined policies and procedures, TheManagerof ..-{ Deleted: Office/usiness Manager ]

Adminisirative Serviees works ditectly with the Library Board of Trustecs, library management and
other staff and may be designated in charge of the District during the absence of the Library Director.
The responsibilities and essential duties performed on a frequent and recurring basis by the

| Manager of Administrative Services include the following:

{ Deleted: Oflice/Business Manager ]

2303.1.1  Attends mestings, prepares and certifics agendas, prepares minutes and
maintains official records and documents of the District's Board of Trustees and all of its
conunitiees and such other meetings as the Library Director assigns.

2303.1.2 Manages the reeruitment process and maintains confidential personnel
records for all District staff, This includes but is not limited to preparing and placing job
opening listings: preparing application forms and incorporating changes required by law
or approved by the Library Direclor; receiving applications and determining who meets
ihe mininnun gualifications for the position: coordinating with the Library Birector and
other Managers the applications of those to be invited for an inferview; participating as
a panel member in all interviews to monitor the legal and risk management compliance
requirements: commugaicating with candidates about the appiication and interview
nrocess: recruiting panel members for interviews: in consuliation with the Library
Divector and other Managers preparing the question list for each interview, maintaining
the application and interview materials in comphiance with State and Federal laws; in
consultation with the Library Direcior and other Managess preparing the writien offer of
employment {or cach employee: scheduling employment physicals and receiving and
filing the results; comeleting and fling all pre-employment, payroll and insurance
naperwork: and jssuing keys, risk management information and the Placentia Library
District Personnel Manual,

2303.1.3  Prepares performance evaluations and merit pay increase recommendations [ Deleted: ii’Taﬂicipates in the selection of ]
P A R T T TN PR [T Distri -
for all Administrative Services staff for the Library Director’s review. e
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2303.1.4  Maintains schedules for work activities, performance evaluations and merit
pay increase recommendations for all Library staff and coordinates same with jhe [ Deleted: and
Library Director and other Managers, " Deleted: library management.

2303.1.5 Maintains the District’s checkbooks and general ledger; manages accounts

payable/receivable; prepares items for payment; and prepases the payroll and fax filings, .- peleted: ana

2303.1.6 Maintains cordial relations with all persons entitled to the services of the
District, and attempts to resolve all public and employee complaints.

2303.1,7 Carries into effect the expressed policies of the Board of Trustees, including
planning the short, medium and long-term work program for administrative activities;
facilitates constructive and harmonious staff relations and communicates Board goals
and objectives to the community.

2303.1.8  Prepares monthly and annual reports on administrative and other activities
as needed.

2303.2 Typical Tasks:

2303.2.1 Directs, coordinates, and reviews the administrative activitics of the District
concerning personnel, risk management, accounting, purchasing, building maintenance,

meeting room, and equipment,, | Deletedssesources,

o { Deleted: , services and progrants

2303.2.2  Manages the passport application agency, coordinates communications with the
United States Department of State, serves as a United States Passport Application Accepfance
Agent, trains all full time and designated part time staff as Passport Acceptance Agents, (rains
all Passport Acceplance Agents on changes in processing procedures and Federal
requirements, and coordinates supplies and mailing procedures,

2303.2.3  Prepares and submits the District’s financial and other reports to the Library
Director, the State Library of California and other governmental agencies as required.

2303.24  Deposits receipts, maintains checkbooks and processes bills for payment for the
District and Placentia Library Foundation and coordinates communication with the Orange
County Auditor aid the Orange County Treasurer.

2303,2.5 Maintains the office general ledger for the District and the Placentia Library
Foundation. Prepares materials for the annual audit and coordinates all activities with the
District’s independent auditor.

2303.2.6  Prepares and maintains a variety of files records including payroll and petsonnel
records, worker's compensation, risk management, pension fund and 457 plan records.
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2303.2.3 about persongel
and faeiiitv-;eid(ed issues and ﬁom the pubhc aboug DiSii ict services, enfreprencurial activities

and facility-related issues; and jieotiates and implements resolutions or refers policy-related -

issues to the Library Director or other Managers,

230329  Coordinates repairs, maintenance and safety of the District’s physical facility.

2303.2.10 Negotiates and manages contracts and service agreements with District

........................................................................................................

2303.2.11 Makes recommendations to the Library Director conceming the p remotion
and marketing of entrepreneurial activities and Disiricl services,

2303.2.12 Participates in Library Board and Commitiee meetings by preparing agendas

and/or agenda items assigned by the Library Director, presenting policy matters for Board
review and preparing minufes.

2303.2.13 Operates a personal computer and uses applicable software to prepare a wide
variety of reports, correspondence and other material,

2303. 3 Required Ouahf’ catlons. Bachelor's Degree in Business, AccountmgL,Pubhe

mcreasmgly responsible experience in an administrative office environment using
bookkeepmg/accountmg, pa ;yzueﬂ word processmg, spreadsheet &n(i_database sot‘twme sahzs )

valid Callfomla dnvel s license and status as a Umted States Citizen_is also tegumd.

2303.4  Skills and Abilities:

2303.4.1 Knowledge of office practices and procedures, office equipment, filing systems,
business correspondence methods, and good business English including vocabulary, grammar
and spelling,

2303.4.2 Knowledge of basic fund accounting, cost accounting and budgeting,
2303.4.3 Knowledge of personnel and risk management practices.
2303.4.5 Abilityto manage work flow in an orderly fashion for self and others while processing

multiple simultancous projects; ability to perform difficult clerical work and make decisions based
upon District policies and procedures,

December 19, 2005 23033
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2303.4.6 Ability to supervise and direct staff and implement applicable policies and
procedures.

2303.4.7  Ability to analyze difficult problems, recommend solutions and take
independent action.

2303.4.8  Ability to prepare and present reports which conform to prescribed style(s)
and format(s) and present information to management and the Library Board of Trustees.

2303.4.9  Ability to meet and serve the public courteously and efficiently and establish
and maintain effective relations with co-workers and community organizations.

2303.4.10 Ability to operate a personal computer and use applicable software including
Word, Excel, Access and QuickBooks,

2303.4.11 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,

2303.5 Physical Demands:

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

typical tasks,

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

2303,5.1.2  Must possess mobilily to operate a motor vehicle.

2303.5.1,3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2300.5.1.4  Must possess vision to read printed materials and a computer
screen.

2300.5.1.5  Must possess stamina to move about the Library.

2300.5.1.6 Must have balance, coordination dexterity levels appropriate to the
duties to be performed.

2303.6 Working Environment/Conditions;
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Most work is performed in an office sefting, although there may be occasional exposure to inclement

weather conditions, noise, dust and potentially hazardous materials. The Manager of Administrative .- { Deleted: Business0fiice Manager

Services sits, stands, walks, kneels, twists, reaches, bends, grasps, uses a personal computer; keyboard

and related equipment, lifts and move boxes weighing 30 pounds or less and may push or pull a
loaded book cart. Weekend and evening work and aftendance at off-hours meetings are required.

2303.7 Fair Labor Standards Act Designation: Exempt — Administeative,
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Job Description — Library Director
POLICY NUMBER: 2300
REVISED: 11/2005 - CPS

2300.1 Description. The Library Director is the Executive Officer of the District and for the
Board of Trustees, administers the District; has exclusive management and control of the
operations, activities and functions of the District, subject to approval by the Board of
Trustees; provides day-to-day leadership for the District; provides a motivating work
climate for District employees and has general charge, responsibility and control over all
property of the District. The responsibilities and essential duties performed on a
frequent and recurting basis by the Library Director include the following:

2300.1.1 Attends all meetings of the District's Board and such other meetings as the
Board specifies from time to time.

2300.1.2 Employs staff and other employees necessary for the proper administration of
the District and the proper operation of the work of the District, in accordance with
Policy #2150, "Compensation," subject to approval by the Board of Trustees.

2300.1.3 Supervises management and technical staff and through them all library staff.

2300.1.4 Delegates authority as appropriate and has authority over all Library staff
including terminating staff for cause staff for cause or lack of worthwhile work.

2300.1.5 Maintains cordial relations with all persons entitled to the services of the
District, attempts to resolve all public and employee complaints and encourages citizen
participation in the affairs of the District.

2300.1.6 Carries into cffect the expressed policies of the Board of Trustees, including
planning the short, medium and long-term work program for the District; facilitates

" constructive and harmonious Board relations and communicates Board goals and
objectives to the community. ‘

2300.1.7 Prepares and oversees the District budget, conducts studies and makes oral
and written presentations.

2300.1.8 Directs and participates in the preparation monthly and annual reports on
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library activities.
2300.1.9 Approves the continuing education and in-service training programs of the

District,

2300.2 Typical Tasks

2300.2.1 Directs, coordinates, and reviews the activities of the various library
departments concerning personnel, resources, equipment, services and programs.

2300.2.2 Prepares the library budget for Board review; administers adjusted budget.

2300.2.3 Serves as liaison between the Library District/Board, other libraries,
organizations and individuals in the community in order to aid in the development,
coordination, and classification of the library program.

2300.2.4 Plans and organizes the development of long-range library building programs,
additions to library services and related activities.

2300.2.5 Oversees the recruitment of and selects library personnel; evaluates the
performance of library personnel and conducts labor negotiations as needed.

2300.2.6 Directs and coordinates the public relations activities of the library.

2300.2.7 Participates in Library Board meetings, prepares the agenda, presents policy
matters for Board review and writes meeting minutes.

2300.2.8 Formulates library personnel policies for Library Board review, plans and
organizes training programs, had has responsibility for personnel actions, work
assignments and related matters,

2300.2.9 Develops workload indicators to measure progress towards the achievement
of goals.

2300.2.10 Develops and evaluates speciaI programs.

2300.2.11 Prepares and submits a variety of activity rep'orts to the Library Board, the
State Library of California and to other governmental agencies as required.

2300.2.12 Oversees the acquisition, implementation and usage of data processing
systems.

2300.2.13 Operates a personal computer and uses applicable software to prepare a wide
variety of reports, correspondence and other material.



Agenda Ttem 32
Attachment D
Page3of4

2300.2.14 Serves as a United States Passport Application Acceptance Agent,

2300.3 Required Qualifications: Master’s Degree in Library Science, Information Science or a
related field from an accredited college or university, five years of increasingly responsible
experience in a public library management positions, including extensive experience in a
supervisory capacity, possession of a valid California driver’s license and be a United States
citizen. Possession of a Bachelor’s or Master’s Degree in Public Administration or a related
field in addition to the Master’s Degree in Libraty Science, Information Science or a related field

is desirable,

2300.4 Skills and Abilities:

2300.4.1 The ability to efficiently prepare annual budgets and long-term revenue/outlay
plans.

2300.4.2 The ability to effectively communicate verbally and in writing with the Library
Board, staff, constituents and representatives of other agencies.

2300.4.3 The ability to meet and serve the public courteously and efficiently and
establish and maintain effective relationships with subordinate staff and community
organizations.

2300.4.4 Extensive knowledge of the principles and practices of modern public
Librarianship.

2300.4.5 Extensive knowledge of planning, administering and appraising a public
library program. :

2300.4.6 Ability to supervise and direct staff and implement applicable policies and
procedures.

2300.4.7 Knowledge of literature and standard works in various fields.

2300.4.8 Ability to analyze difficult problems, recommend solutions and take
independent action.

2300.4.9 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.

2300.4.10 Ability to operate a personal computer and use applicable software.

2300.5 Physical Demands:
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2303.5.1 The physical demands described here are representative of those that must be
met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2300.5.1.1 Must possess mobility to work in a standard office setting and to
visit meeting sites.

2300.5.1.2 Must possess mobility to operate a motor vehicle.

2300.5.1.3 Must possess vision to read printed materials and a computer
screen.

2300.5.1.4 Must possess stamina to move about the Library.

2300.5.1.5 Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2300.5.1,6 Must have balance, coordination and dexterity levels appropriate to the
Duties to be performed.

2300.6 Working Environment/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 Library
Director sits, stands, walks, kneels, twists, reaches, bends, grasps, uses a personal computer,
keyboard and related equipment and lifts and moves boxes weighing 30 pounds or less.
Weekend and evening work and attendance at off-hours meetings and occasional travel are

required.

2300.7 Fair Labor Standards Act Designation: Exempt — Administrative.

11/2005 CPS
Draft vl
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Placentia Library District
Proposed Revised Personnel Aliocation for Fiscal Year 2005-2006
Presented to the Library Board of Trustees November 28, 2005
Proposed Personnel Allocation for Fiseal Year FY2005-2006
Passport &
Admin__ Public Sves Adult Literacy Child Cire Tech Sves TOTAL
Library Director 1.00 1,00
Service Manager 1.00 0.25 0.75 1.00 3.00
Administrative Assistant 0.00
Librarian I1 1.00 1.00
Librarian 1.75 1.50 0.50 (.50 4,25
Library Assistant 1.00 1.00 1.00 3.00
Library Clerk 11 2.00 2.00
Library Clerk E 1.13 2.05 3.18
Substitute Librarian 8,25 0.25 0.50
Substitute Library Assistant 0.00
Substitute Clerk 0.50 010 0.60
Library Aide 0,25 2.13 0.50 2.88
Page 1.50 1.50

TOTAL 3.25 £.25 3.00 225 1.75 8.26 4.15 2291
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Placentia Library District
Personnel Allocation for Fiscal Year 2004-2005
Presented to the Library Board of Trustees August 9, 2604
Proposed Revised Personnet Allocation for Fiscal Year FY2004-2005, Effective August 9, 2004
Passport &
Admin  Public Sves Aduit Literacy Chitd Cire Tech Sves TOTAL
Library Director 1.00 1.00
Service Manager 0.25 0.25 0.75 0,75 2,08
Administrative Assistant 1.00 1.00
Librarian II 0.00
Librarian 2.50 1.00 1.59 1.00 0,25 6.25
Library Assistant 1.00 1.00
Library Clerk II 180 1.00
Library Clerk I 1.63 1.55 3.18
Substitute Librarian 0.19 0.19 0.38
Substituie Library Assistant 0.00
Substitute Clerk 0,38 0.38
Library Alde 0.25 2.00 0.50 2.78
Page 0,50 0.50
: TOTAL 3.25 0.25 2,94 1.78 1.6% 6.51 3.05 19.44
Personnel Allocation for Fiscal Year 20042003
Presented to the Library Board of Trustees June 30, 2004
Allocation Adopted by the Library Beard of Trustees for FY2004.2005
Passport &
Admin  Public Sves Adult Liferacy Child Circ Tech Sves TOTAL
Library Director 1.00 1.00
Service Manager 0.25 0.28 0.75 0.75 2.00
Administrative Assistant 1.00 1.00
Librarian 11 0,00
Librarian 175 100 1.25 1,00 5.00
Library Assisfant 100 0.25 0.25 0,25 1.75
Library Clerk 11 1.00 1.00
Library Clerk 1 1,63 1.85 318
Substitufe Librarian 0.19 0.19 0,38
Substitute Library Assistant 0.00
Substitute Clerk 0.38 0.38
Library Alde 0.25 2.00 0.50 2,75
Page 0,58 .50

TOTAL 3.25 0.25 2.44 LTS 1.69 6.51 3.05 18.94
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Placentia Library District
Allocationt Adopted by the Library Board of Trustees for FY2003-2004
Passport &
Admin __ Public Sves Adult Litcracy Child Circ Tech Sves TOTAL

Library Director 1,00 1.00
Service Manager 025 0.25 0.75 Q.75 2,00
Administrative Assistant 1,00 ' 1.00
Librarian I 1.00 1.00
Librarfan 1.50 1.00 1.00 3.50
Library Assistant 1.00 0.50 0.50 0.25 025 2.50
Library Clerk II 1.00 1.00
Library Clerk I 1.50 1.00 2.50
Substitute Librarian 041 .40 0.81
Substitute Library Assistant 0.54 0.54
Substitute Clerk 0.38 038
Library Aide 0.25 2400 .50 275
Page 0.50 0.50

TOTAL 3.25 0.25 2.66 279 1.65 6,38 2.50 19.48

Allocation Adopted by the Library Board of Trustees for FY2002-2003
Admin Public Sves  Adult Literacy Child Cire Tech Sves TOTAL

Library Director 1.00 1.00
Service Manager 0.50 0.25 0.50 0.75 2,00
Administrative Assistant 1.00 1.00
Librarian II 1.00 1.00
Librarian 0,50 1.00 1.50
Library Assistant 1.00 1.50 0.50 0.25 1.00 0.25 4.50
Library Clerk 1T 1,00 1.00
Library Clerk I 0.50 1.50 0.50 2.50
Substitute Librarian 0.41 0.40 0.81
Substitute Library Assistant 0.54 0.54
Substitute Clerk 0.38 0.38
Library Aide 0.25 2.00 0.50 2.75
Page (.50 0.50

TOTAL 3.75 0.50 2.66 2.54 1.65 6.38- 2.00 19.48
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Placentia Library District
Alfocation Adopted by the Library Beard of Trustees for FY2001-2602
Admin Public Sves  Adult Literacy Child Cire Tech Sves TOTAL
Likrary Director 1.00 100
Service Manager 0.50 0.25 .50 0,75 2,00
Administrative Assistant 1.00 1.66
Librarian 1T 1.00 1.00 2.00
Librarian 0.00
Library Assistant 1.00 0.75 0.50 0.25 1.00 0.25 375
Libsary Cletk I 1.00 1.00
Library Clerk 0.50 1.00 0.50 200
Library Aide 0.25 2.00 0.50 275
Page 0.50 0.50
TOTAL 3.75 0,50 2.00 1.00 1.25 5.50 2.00 16.00
Allocation Adopted by the Library Board of Trustees for FY2000-2001
Admin Public Sves  Adult Literacy Child Circ . Tech Svcs TOTAL
Library Directer 1.060 1.00
Service Manager 0.50 0.25 0.50 0.75 2,00
Adminisirative Assistant 1.00 1.00
Librarian 1T 1.00 1.00 2.00
Librarian 0.00
Library Assistant 1,00 0.75 0.50 0,25 1.00 0.25 3.75
Library Clerk 1T 1.00 1.00
Library Cletk I 1.00 1.00
Library Aide 0.25 1.50 0.50 225
Page 0.50 0,50
TOTAL 3.25 0.50 2.00 1.00 125 5.00 1.50 14.50
Allocation Adopted by the Library Board of Trustees for FY1999-2000
Admin Prof. Sves Adult Literacy Child Circ Tech Sves TOTAL
Library Director 1.00 1.00
Principal Librarian 0.50 0.50 1.00
Administrative Assistant 1.00 1.00
Librarian II 1.25 0.75 2,00
Librarian 1.06 LOO
Library Assistant 0.75 0.50 1,00 0.25 2.50
Library Clerk 11 0.00
Library Cletk I 200 2.00
Library Aide 0.25 £.50 0.50 2.25
Page 0.50 0.50
TOTAL 3.00 {.50 1.75 0.50 1.00 5.00 1.50 13.25
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Pay philosophy
Consistent with good Compensation practices, the majority of Public Sector
organizations have a defined pay philosophy. The following chart demonstrates this:

Pay Philosophy

Has a defined pay phiosophy Does not have a pay philosophy

Note. N=211

Pay Plans

Many publications have suggested that many Public Sector organizations arc steadily
increasing their usage variable pay plans (e.g., pay for performance, skill-based pay,
gainsharing, and competency based pay). The following chart demonstrates that just
under half of the 211 jurisdictions indicated they do have a variable pay plan.

Organizations having Variable Organizations not having Variable Pay
Pay Plan Plan
45% 55%

Of organizations using Variable Pay Plans reported using the following type:

Pay-For-Performance Skilled Based Competency
Pay Based Pay | Gainsharing
80% 27% 20% 9%

Reported Success Rates of Variable Pay Plans concemning performance of employees:

Helped facilitate
Helped facilitate performance to a Did not help
performance adequately great extent performance at all
68% 22% 10%

Note. N=211
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Classification and Compensation Division
SUMMARY OF CITY OF ALEXANDRIA
COMPENSATION PHILOSOPHY

Overview

In May of 1997, the City Council adopted its first-ever Compensation Philosophy
statement. The statement is intended to provide a broad framework for the City Council,
management, employees and the citizens in order to understand and guide decisions that
affect pay. It is designed to reflect the importance public employees play in the delivery of
services and programs to the community; that compensation is a clear measure of that
importance; and that there is fair and equitable treatment of all employees, regardless of
race, gender, or disability, and In accordance with EEQ/AA goals. In addition, the
statement establishes the commitment and necessity to maintain comparability with
jurisdictions who are most likely to affect recruitment and retention of employess.

Competitiveness and Comparabllity

The intent of the compensation philosophy is to maintain a competitive compensation
program in order to attract, retain, and motivate qualified employees. To that end, the
following principles govern compensation programs:

e+ Pay programs are intended to be competitive at a minimum with the average pay of
comparator organizations in the primary labor market. The primary labor market is
currently defined as the Counties of Arlington, Fairfax, Prince William, Montgomery
and Prince George's.

o From time-to-time, the City Manager may recommend that other comparators
should be used {e.g., Commonwealth of Virginia, agencies of the Federal
government, or private sector employers or industry groups) where information from
the primary labor market is considered insufficient to attract and retain specific
positions or classes.

» In order to accomplish this objective, the salaries of representative benchmark
classes for all occupational groups are compared to the minimum and maximum
salaries, with a focus on the mid-point, of the comparator jurisdictions. The
benchmark classes were selected primarily from the Local Government Personnel
Association (LGPA) Salary Survey document because they represent the commen
job classifications used by most, if not all, local area jurisdictions, including the
comparators. The benchmark matches are also reviewed and validated annually by
the participating jurisdictions. More importantly, the benchmarks capture on-going
evolutionary changes occurring within these occupations and provide a meaningful
basis to make market rate comparisons. The remaining City job classifications that
were not selectad as a benchmark job, were “linked” to one of the selacted
benchmark classes. This process allows us to affect both the benchmark class and
any classes “linked" to a benchmark class when survey results indicate a pay
adjustment s necessary. In determining the appropriate linkages, input was
obtained from department and office heads City-wide. The list of benchmark
classes and linked classes are reviewed and updated as new classes are
established or abolished in order to maintain accurate and timely data.

s In determining Alexandria’s market competitiveness, a market ratio was developed.
Alexandria’s relationship to the market is shown as the market ratio falls below or
rises above 100%. Job classes with a market ratio of less than 90% are considered
to be below the market, If an adjustment is authorized based upon the survey
results, the grade for the benchmark class{es) plus the linked class(es) would be
adjusted to minimally place the class(es) within the acceptable threshold (90-110
%).

hitp://alexandriava.gov/class_comp/comp_philo.html 1172172005
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Compensation Philosophy -

e In all instances, for benchmark jobs, information for an assessment of pay
competitiveness will be ascertained through reffably published compensation survey
data.

» Every five years, or more frequently when so determined by the City Manager, the
Manager will conduct a market study of benchmark positions to determine the
competitive posture of the organization, and propose a plan of action, if needed, to
bring any positions or classes into competitive alignment. At any time the City
Manager determines that one or more particular classes need 1o be reviewed more
frequently than once every five years, necessary action may be taken to address
the market position of such classes.

s Where an average salary for a class(es) falls below or exceeds market averages io
the extent that attracting and retaining qualified employees may be jeopardized, the
City Manager may take actions necessary to align the class(es} with the competitive
market place, for implementation in the next fiscal year, or sooner if financially
feasible.

General Salary Adjustments

Annually, the City Manager will recommend a budget for general salary adjustments that is
based upon;

o Qverall competitive posture of the organization.

s Cost-of-living changes, as determined by the CPI-U-DC (Consumer Price Index-
Urban-for the Washington Metropolitan Area, published monthly by the U.S.
Department of Labor, Bureau of Labor Statistics).

¢ Comparator organizations in the primary labor market.

¢ Financial affordability.

Pay Scales

The City Manager will promulgate pay scales for all employees that will provide information
on salary increases within a particular grade that an employee may expect from year-to-
year if performing satisfactorily. For public safety classifications, because of the unique
nature of a command-based hierarchy with structured ranking of employees and a career
expectation upon Initial hiring, the Public Safety pay schedule will differ from the General
Schedule only in the number of grades necessary to cover the amount of classes that
need to be graded.

For all employees, the percentage increases in the salary schedule from year-to-year will
not be the same amount every year in a particular grade, but will have some variability to
reflect length of service and base salaries. To atfract and retain employees in the early
years of service, while base salaries are still relatively low, the percentage increase may
be higher than for more senior employees, who are performing satisfactorily, and gaining
more experience and providing even greater value to the City, but have a higher base
salary. However, in all cases, employees will know the number of years necessary to
reach maximum pay in a particular grade, performance expectations to advance in-grade,
and career development opportunities to advance to anolher grade.

The specific schedules will be competitive with the averages for the primary labor market,
and will be adjusted whenever necessary to mainiain market compelitiveness.

Salary increases from the pay scale are a function of safisfactory performance -— merit. All
employees should be made aware that such increases are a recognition of performance
that meets and exceeds expectations. Performance standards and supervisory evaluations
should stress thal merlt increases are not automatic,

Career Development Increases

The City Manager will maintain a pay structure to provide career advancement to

http://alexandriava.gov/class_comp/comp_philo.html 11/21/2005
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Compensation Philosophy

recognize the attainment of career levels and developmental milestones that assure that
the City's career classes are paid comparably with those in the primary labor market. Such
a structure, or "career ladder,” enables existing employees in career classes within the City
to receive pay increases in addition to merit, and enables the City to target its pay to those
employeas who grow in skill and capability.

Career ladders have been established in the following class series: Legal Secretary |, II;

Code Enforcement Inspector I, 1I, lll; Code Enforcement Engineers I, 1, II;
Budget/Management Analyst |, 11, Ill; Urban Planner I, i1, 1ll; Motor Equipment Operator,
Equipment Operator 1, Il, and Heavy Equipment Operator; TES Inspector |, Il; Emergency
Rescue Technician |, 1t; Deputy Fire Marshal |, II, Ill; Deputy Sheriff I, i, I, IV; Fire Fighter
[, I: Police Officer |, I, 1ll, IV; Parking Enforcement Officer |, II, lll; Assistant City Attorney |,
It, [l IV, V; Assistant Commonwealth Attorney |, H, Itl, IV, V; and Buyer |, Il

Exceptions

Nothing in this compensation philosophy statement should be construed as a required
benefit in the event that the City experiences a decline in revenue or a revenue growih
lower than the projected increase in expenses. "Revenue” is currently defined as the two
largest components of operating revenue: the real properly tax base and the projected
total personal property tax base.

— To sand mall to City Gouncll, sther alecled clty afficials and individual City departiments, ek hare,

-E' Ganaral Gity Malk City)atigyalexandriava.gov
Uss the Sits Faedback form foe tachnical quastions or commeants ragarding this wab sile.

http://alexandriava.gov/class_comp/comp_philo.html 11/21/2005
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you are here: Jocagoy > hr > performance > compensation philosophy

Compensation Philosophy

Adopted through the FY 2003 Budget ProcessPlease contact Classification and Compensation Services
at 715-1400 with questions regarding this information.

Total compensation includes both direct compensation (i.e., wages) and indirect compensation (i.e.,
benefits). The purpose of having a compensation philosophy is to document an organizational vision with
regard to the factors that will be considered in determining how employees will be compensated (i.e.,
paid), Determining those factors requires consideration of the fellowing questions:

=N

What type of applicanis are we seeking?

What is our retention policy?

3. How much do we want o invest in employees by orienting and training them to succeed in their
jobs?

What is our market? (Market is defined as the recruitment zone and/or salary comparison areas
used to help guide fair, consistent, and specific market-compefitive pay decisions.)

What resources will we use to assess the market?

How often will we assess the market?

Do we want to lead, match, or lag the market with regard to pay?

What factors will drive pay adjustments, e.g., merit, market, cost of living? (As you know, our
current system provides a merit pool fo departments/agencies that is used by supervisors to
determine pay rate increases based on employee performance.)

9. How are pay and benefits balanced to provide a comprehensive compensation program?

A

P

o N o

Compensation Philosophy Introduction

Through progressive, creative, and innovative government leadership, Johnson County Government will
provide cost-efficient and high quality services to the citizens of Johnson County. The organization seeks
to recruit and retain smployees with & commitment to public service and a desire to make a difference in
the community.

Scope - The total compensation program applies to all employees of Johnson Gounty Government, with
the exception of Elected Officials and the Executives reporting directly to the Board of County
Commissioners. The compensation program applies fo the Sheriff's Office Civil Service System with
some structural differences for administration of merit pay.

Objectives - It is through the dedication and commitment of employees that the County fulfills its mission
of providing timely and quality services that enhance the lives of Johnson County residents and
taxpayers. To recognize and reward employees’ contributions, the County will establish a totat
compensation program that delivers competitive pay and benefits to our employees. To be effeclive, the
compensation program will be:

Aligned with our culture and support the achievement of our strategic goals and objectives;
Competitive within comparable labor markets;

Internally equitable;

Recognize and reward individual, department/agency, and organizational performance excellence;
Supportive of our ability to attract and retain qualified and productive employees;

Easily understood and administered;

Compliant with all legal, regulatory, and statutory aspects affecting compensation and benefits;

and

Lt A dastimbnbarad e ~caax Al il mcio e minl rmmmr -

N oL~

http://hrjocogov.org/class_comp/compensation_philosophy.htm 12/15/2005
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Total Compensation Program Elements [
The elements of our total compensation program include:

0 Job Evaluation — a system that defines the general scope and complexity of the work required
and determines the relative value of positions in an internally equitable fashion.

O Base Pay — annual or hourly pay received for work performed; the rate on which many benefits
are calculated (e.g., insurance, retirement, leave payments).

@ Differential Pay — compensatfon, in addition to base pay, for specific business requirements
and/or working conditions (e.g., shift work, on-call pay, foreign language skills).

O Performance Appraisal — the process by which performance goals are established, monitored,
reviewed and rewarded through base pay increases or non-base pay incentives for individual or
collectivefteam contributions.

@ Incentive Compensation — compensation, in addition to base pay, granted for individual, team,
department/agency, andfor organizational performance.

O Benefits/Perquisites — arganizationally-sponsored and government required health and welfare
plans, salary continuation and retirement programs, and development and recognition plans.

Top

Market Position

The County's compensation philosophy is to be competitive within the relevant comparable iabor markets
for base salary; recognize outstanding performance and organizaticnal contributions through the use of
incentives; establish differential pay practices consistent with the market; and offer benefits that are

market competitive. (

The following table identifies the comparabte labor markets for the County:

Classification/Grade Range Comparable Geography Lahor Market/Industry
Grades 21 - 28 National Public Sector
Grades 16 - 20 Midwest Regional All Industry
Grades 10 - 15 Local All Industry

Civil Service Johnson County Police Departments

Valid and reliable data sources from each of the four comparable labor markets will be used to determine
the actual market targets and the County's market competitive position.

Program Administration

o Job Evaluation - All positions are evaluated and assigned to a pay range. New positions are
evaluated and assigned a pay range before the position is posted. Significant changes in the
responsibilities or accountabilities of a position may require a re-evaluation. All positions are
evaluated using the Hay Guide Chart® -Profile Method of Job Evaluation. The County uses
policies and procedures to ensure the fair and consistent administration of the job evaluation
system.

@ Base Pay - The County maintains a pay range base salary struciure coordinated with the job
evaluation system. The goal of base pay is to provide employees with a market competitive rate,
and periodic market adjustments to base pay may be made contingent upon adequate financial
resources. The salary structure provides sufficient breadth in each pay range to recruit and retain *
qualified and productive employees. Pay ranges will be routinely evaluated and updated using
external compensation surveys and data. Annually, the County communicates the amount of base

http://hr.jocogov.org/class_comp/compensation_philosophy.htm 12/15/2005
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pay and the assigned pay range to each employee during the performance wpfattachment I3

o Differential Pay - Differential pay practices compensate employees for the lrﬁ%%%grﬁécﬁé of
working irregular shifts or having limited flexibility during nonscheduled hours to accommodate the
organization's business needs, differential pay can also be used to compansate bi-lingual or multi-
lingual employees if those skills are required by the job. These rates are reviewed systematically
to ensure that they are aligned with the business needs of the County and are market competitive.

O Performance Appraisal - As a part of the annual review process and with new hires, annual
performance plans are developed with each employee and his/her supervisor. At the end of the
period, actual performance is evaluated against expected performance. Individual base pay may
be adjusted according to the level of performance. Civil Service employees in the sheriffs Office
receive more than one review each year and the Civil Service Salary Structure includes defined
pay steps in which employees receive one step increase annually based upon acceptable
performance.

O Incentive Compensation - Incentive pay programs will be developed as part of the systern
implementation and will be relevant to specific goal attainment, overall excellence, and
achievement beyond stated objeclives. Individual and team awards will be based upon
departmental performance, organizational performance, and available funding.

Top

Benefits

The County seeks {o attract and retain qualily employees with its indirect compensation package,
recognizing that current and potential employees often consider benefits a primary factor when choosing
employmeant. It is the County’s goal to help employees achieve a positive balance between their work and
personal lives by providing choices that meet the needs of a diverse workforce and aducating employees
regarding those choices.

To remain competitive, the County will provide ongoing analysis of the level, nature, and variety of
benefits offered to employees, with a fong-term focus on monitoring trends, costs, and options. The scope
and value of the benefit plans and programs are reviewed regularly. In the fulure, the County will
communicate the value of the benefits to each employee annualiy.

Top

jobs | employee relations | forms | pay & performance | policies |
supervisor resources | fraining & development | other resources

This page last updated: December 17, 2004
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Compensation Philosophy =

Classified Staff and Service Professionals
Northern Arizona Universily

Philosophy

Northern Arizona Universily recognizes that competitive compensation is the
cornerstone for recruiting, retaining, and motivating the type of employees
needed to fulfill the University’s educational mission. To this end, the
University’s compensation philosophy is to pay all categories of employees at
competitive levels established by the external labor markets, considering both
salary and benefits as a total compensation package.

The compensation programs, therefore, must meet the following objectives:

o Establish pay levels for positions on the basis of their external
competitiveness with relevant labor markets and their relative internal
value;

« Regularly reward employees on the basis of work performance;
« Administer pay equitably and consistently;

¢ Establish compensation policy that Is consistent with the judicious
expenditure of funds sntrusted by the University;

¢ Maximize the effectiveness of compensation funding based on
recruiting, retention, and employee motivational outcomes;

o Ensure accountability for compliance with the Arizona Board of
Regents Rules and Regulations and statutory requirements.

Methodology

External markets define pay levels and may vary according to where, and
with whom, the University competes for qualified employees in particular job
categories. In some cases the local labor market is considered and for other
positions, regional or national markets must be targeted. Regular
assessments of these labor market salaries are prepared to measure the
University’s competitiveness using benchmark job classifications.

Actual salaries may exceed the average of a particular labor market in order
to recognize exceptional recruiting and retention needs in areas where the
University is or aspires to be a national or international leader.

Internal job value relationships are also factored into the setting of
compensation rates. These considerations may include repotting
relationships within departments and to other departments having similar
jobs. Although basic salary rates or ranges for similar positions are
established on a system wide basis, the individual effectiveness of employees
will have a direct relationship to thair respective rates of pay, including
petformance, educational achievement and career competencies.

Salary increases are recognized through a variety of mechanisms that offer

11/21/2005
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Compensation Philosophy

maximum opportunity for employees to enhance their total compensation.
Within annual budgetary considerations, allocations for salary increases may
include any or all of the foliowing: merit increases, market adjustments,
general increases, promotions, equity increases, and special recognition
payments.

NAU HR
February 2005

Copyright © 2005 Northern Arizona University
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Elizabeth D. Minter, Library Director

FROM: Vernon Napier, Manager of Technical Services @ %

SUBJECT: Status report on the Website project with the Friends of Placentia Library
DATE: December 19, 2005

BACKGROUND:

The website project is well underway. We have reached agreement on the overall flavor of the
site. “Flavor” covers such things as number of colors, font type and size, the use of headers and
footers, terminology, etc. Basically, we are striving for a website that is uncluttered, intuitive, and
easy to navigate.

While the skeleton is under construction, members of staff are working on the text that will flesh
out the site. Jim Roberts is preparing information about our literacy services. He is also compiling
a list of Placentia's civic, educational and community websites to which we want we will provide
links. Wendy is preparing alternatives on how best to promote the Passport and other
entreprencurial services, The Reference staff and Children's Librarian are working on the text for
their departments, and we already have in draft form a list of the questions and answers that will
go into our FAQ section. Yesenia, Katie and I are working on the circulation, reserves and patron
registration portions of the site. The end of this memo contains a list of some of the other public
library web sites we have been consulting for development ideas,

The next important step is to receive input from the Library Board of Trustees regarding the
“District” section of the site. We need to know what information about themselves they want to
be published as part of the website. I would like to show them some sample sites from other
public libraries and other independent special districts and to get their suggestions on what would
be needed to make our site best serve our community. This session should take 60 to 90 minutes
and could be done as a Work Session or incorporated in to the next Library Board meeting.

A week to ten days following that meeting we should be ready to preview the entire site for the
Libtary Board so that we can finalize some of the design concepts and get non-staff feedback on
the operation of the “Library” services portion of the site.

We also need to be working with the Placentia Library Foundation and the Friends of Placentia
Library at the same time to develop the content of their portions of the site.

RECOMMENDATION:

Action to be determined by the Library Board of Trustees.
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Placentia Library District
RFP Website Development
September 2005

Public Library Websites to be Reviewed

Towa City (JA) Pulqliciiéi‘ary (same size as Placentia)
Arlington (VA) Public Library

Sewickley (PA) Public Library (smaller than Placentia)
Phoenix (AX) Public Library

Los Angeles (CA) Public Library

Beverly Hills (CA) Public Library

Palos Verdes (CA) Library District (similar to Placentia)
Glendora (CA) Public Library (smaller than Placentia)
Thousand Oaks {CA) Public Library

. Fullerton (CA) Public Library (neighboring Library)
. Daly City (CA) Public Library

. Santa Clara (CA) City Library

. Santa Monica (CA) Public Library

. Mission Viejo (CA) Public Library (same size as Placentia, Orange County)
. Airdrie (Alberta) Public Library

. Los Gatos (CA) Public Library

. Multnomah (OR) Public Library

. West Bloomfield Township (M) Public Library

. Clark County (NV) Public Library

. Orange County (FL) Library System
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees (,D"»%

FROM: Elizabeth D. Minter, Library Director
SUBJECT: Election of Board Officers

v

DATE: December 19, 2005

BACKGROUND:
The following positions need to be elected:
President (Incumbent is Shkoler, 7 years)

Secretary (Incumbent is Wood, 1 year)

RECOMMENDATION:

Elect a Library Board President and a Library Board Secretary for 2006,






