Elk Rapids District Library Board of Trustees
Budget Hearing
February 10, 2022, 5:00 pm
at the Government Center, 315 Bridge St., Elk Rapids
Agenda
1.
2.
3.

Open Budget Hearing
Public Comment
Close Budget Hearing
Regular Meeting (immediately following)
Agenda

1.

Call to Order

2.

Approval of Agenda

3.

Public Comment - Any citizen who wishes to address the Library Board on a matter may speak
at this time. Persons addressing the Board may state their name, address and if applicable,
their affiliation. A three-minute limitation applies.

4.

Trustee Education – Video - Policies

Discussion

Consent Agenda

Action

5.

Action

The purpose of the Consent Agenda is to expedite business by grouping non-controversial items
together to be dealt with by one board action without discussion beyond asking questions for simple
clarification. Any board member may ask that any item on the Consent Agenda be removed and placed
elsewhere on the agenda for discussion. Such requests will be granted. If an item is not removed, the
Consent Agenda is approved by a single board action.

a.
b.
c.
d.
e.
f.

Minutes – January 13, 2022
Treasurer’s Report and Approval of Bills
Personnel Committee Notes February 3, 2022
Finance Committee Notes February 3, 2022
Building Committee Notes February 8, 2022
Becky Travis Memorial Project Committee Notes, January 20, 2022

6.

Correspondence

7.

Unfinished Business
a.
Budget FY 2022-2023
b.
Capital Campaign Financial Review
c.
Employee Handbook

8.

New Business
a.
Budget FY 2021-2022 AMENDED
b.
Election of Officers for 2022-2023
c.
Adopt Annual Calendar
d.
Set Meeting Schedule
e.
Move Heffer Funds
f.
Needs Assessment Proposals
g.

Action
Action
Action
Action
Action
Action
Action
Action
Discussion

9.

Director’s Report

10.

Standing Committee Reports
a. Personnel Committee – Pollister Amos, Atkinson, Miller
b. Financial Committee – Atkinson, Pollister Amos, Miller

11.

Ad Hoc Committee Reports
a. Building Committee – Hults, Stephenson, Atkinson, Miller
b. Becky Travis Memorial Project Committee – Miller et. al.

12. Friends Report
13. Public Comment – Same rules as previous public comment.
14. Board Comments
15. Adjournment

Library Policies

Resource Guide
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Library Policies
An important role for the board of trustees is to ensure that there is a set of policies in place that
will guide the practice and decision making of library staff and ensure the rights and
responsibilities of library users. Fundamentally, good library policies will ensure that library users
are treated equitably and within a framework that best meets the needs of community members and
maximizes the library’s resources for the shared use of all patrons.
Another set of policies will govern the treatment of library staff members. If the library is a
department of the town, city or county where it resides, it could well be that all personnel policies
come from the municipality’s human resources department. They will include policies for hiring
and termination, grievance procedures, benefits, etc. If your library is a separate entity from the
city or county, you will develop your own policies. It will be helpful to look at the municipality’s
personnel policies as a model for developing your own. Equitable treatment of library staff with
other city employees is important for maintaining goodwill on the part of the library staff and the
city’s staff.
While the director may initially draft policies (or draft updates of existing policies) the trustees will
ultimately have to stand behind them. For this reason, each board member should understand
clearly the underlying purpose for each policy, understand how it is implemented, and read any
new proposed or updates very carefully.
When considering a new policy or an update, the director should provide a rationale along with the
draft or update to the board members at least two weeks prior to the meeting where the policy will
be discussed. Even though governing boards have the legal responsibility and authority to make
policy, the quality and effectiveness of the policies usually depends on the staff who have the
experience to understand the impacts of various policies (good and bad), and can research options
and prepare drafts.1
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Reed, Sally Gardner, and Jillian Kalonick. Chapter 5, The Complete Library Trustee Handbook. New York: Neal‐
Schuman, 2010.
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Creating and Approving Excellent Policies
A good policy will begin with a statement of purpose. Why does the library enforce this policy –
what is the reasoning behind it? A good statement of purpose will help those who might challenge
a policy better understand why it exists in the first place. In addition, it will underline the library’s
value for equitable access and ease of use by all patrons. All policies should be contained in a
single manual and all should be easily available to the public both online and in hard copy.
It is often easier to create new policies or benchmark your existing policies when you have samples
of what other libraries are doing. Examples of library policies can be found:


United for Libraries has compiled links to sample policies:
http://www.ala.org/united/trustees/orgtools



New York Library Trustee Association has gathered a number of policies that they freely
share: www.librarytrustees.org



Join the United for Libraries Trustee Electronic Discussion Group to request sample
policies from other libraries around the country (discussion topics not limited to policies):
http://www.ala.org/united/trustees/electronic-discussion-group

2

United
for Libraries

tip sheet #13
Tools for Trustees

PROTECTING YOUR LIBRARY’S COLLECTION
Libraries are often challenged by individuals and groups concerned about the availability of a
wide variety of library materials to everyone. Addressing these challenges requires a balance
of carefully crafted library policy, knowledge, and understanding of intellectual freedom
principles, and sensitivity to community needs and concerns. It also requires effective
communication. This tip sheet has been excerpted by a more comprehensive guide prepared
by the Office of Intellectual Freedom of the American Library Association (ALA) to help
you plan for and deal with such challenges.
When responding to a challenge, you will want to focus on three key points:
·
Libraries

provide ideas and information across the spectrum of social and political views.
are one of our great democratic institutions. They provide freedom of choice
for all people.
·
Parents are responsible for supervising their own children’s library use.
·
Libraries

Further tips:
·
First,

remember your role. As a library Trustee, you have a responsibility to speak your
mind, and to argue forcibly for your point of view within the forum of the board. Once
the board has made a decision, it is your responsibility to support the decision of the
majority. If you disagree for whatever reason, do not speak out publicly. If, for reasons
of conscience, you feel you cannot be silent, it is best to resign from the board before
making your opposition public.
·
Work with your library director to ensure that the necessary policies are in place and that
they are reviewed regularly and thoroughly. Review and affirm your library’s selection
policy annually and make sure it is followed carefully.
·
Insist that the entire board understands the library’s collection policy and that it be
involved in reviewing and reaffirming this policy annually.
·
Be an effective advocate for the library. Use your contacts in the community to educate
and mobilize others in support of the library.
·
Bring what you hear back to the library director. Your roots in the community may be
much deeper and of longer duration that those of the director. The things that people
will tell you what they won’t tell a director can provide valuable feedback.
·
Be involved with the professional state and national organizations serving library
Trustees.
continued
3

United for Libraries tip sheet #13, continued
Remember the roots of the word “Trustee.” The community has placed its trust in you to
act as an effective steward for the library. This means representing the interests of the entire
community, not just a vocal minority.
For more information visit www.ala.org/bbooks/challengedmaterials/support/strategies.

updated 8/14
United for Libraries
Sally Gardner Reed, Executive Director
109 S. 13th St., Suite 117B
Philadelphia, PA 19107
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(800) 545-2433, ext. 2161
fax (215) 545-3821
www.ala.org/united

Elk Rapids District Library Board of Trustees
January 13, 2022, 5 pm
Elk Rapids Government Center, 315 Bridge Street, Elk Rapids MI 49629

DRAFT

DRAFT

1. Call to Order: By President Tom Stephenson at 5:00 pm
Members Present: Liz Atkinson, Tom Stephenson, Julia Pollister Amos, Chuck Schuler, Karen
Simpson, Dick Hults.
Members absent: Dave Kopkau, and there is one Milton representative vacant.
Also Present: Director Nannette Miller and Friends of the ERDL Liaison Camille Campbell. This
meeting is being held in person at the Elk Rapids Governmental Center. There are 9 people in the
audience at the start of the meeting
2. Approval of Agenda :
Stephenson stated because of final billing adjustment, Capital Campaign Review will go from
Action to Discussion.
MOTION: Pollister Amos/Atkinson to approve the agenda as amended
Motion carried.
3. Public Comment:
No one wished to speak.
4. Trustee Education: United For Libraries video “Short Takes for Trustees” Board Self
Evaluation
Discussion that this is something we should look at in the spring, it will benefit new board
members. Pollister Amos mentioned that members can view this series online any time and they
are free. Stephenson suggested that 3 board members could do them as a group and then discuss.
5. Consent Agenda
The purpose of the Consent Agenda is to expedite business by grouping non-controversial items
together to be dealt with by one board action without discussion beyond asking questions for
simple clarification. Any board member may ask that any items on the Consent Agenda be
removed and placed elsewhere on the agenda for discussion. Such requests will be granted. If an
item is not removed, the Consent Agenda is approved by a single board action
A. Approval of minutes dated December 9, 2021 ( Miller asked about staff name spelling and
Pollister Amos noted that both had already been corrected)
B. Treasurer's Report and Approval of Bills
C. Personnel Committee Notes: December 17, 2021
D. Finance Committee Notes: December 17, 2021 and January 5, 2022
1

MOTION: Atkinson/Schuler Motion to approve the consent agenda
Atkinson: Yes
Kopkau - absent
Hults: Yes
Pollister Amos: Yes
Stephenson: Yes
Simpson: Yes
Schuler: Yes
Motion carried.
6. Correspondence:
Stephenson stated that since the 13 Ways report came out, a few letters had been received from
consulting firms regarding possible engagements. He also noted that the Ticker reported that the
Traverse City District Library had approved a new strategic plan in June 2021. We are planning
to do a community needs assessment so now we are trying to get bids. He reached out to the
Midwest Collaborative for Library Services and talked to Pam Seabolt and Gwen Haviland and
had a good conversation. He asked for a quote for a community needs assessment which we have
talked about since last summer. He will get that information to the building committee for them
to review along with their other quotes. There is also an option for a strategic plan and
community engagement with that firm.
Miller said we got a notice from Foster Swift that they will raise their rates to $225/hour from
$200/hour on February 1. Stephenson needs to sign a document acknowledging receipt.
7. Unfinished Business:
A. Director's Evaluation:
Pollister Amos stated that the evaluation summaries were in the board packet with the
compilation and comments made. She asked if any board members had additional comments,
and hearing none stated that if you have any additional comments, please let her know and they
can be included in the goals that the Personnel Committee will develop.
Miller said that she will send a report with a list of her seven goals for next year.
B. Capital Campaign Financial Review
Stephenson said we got the bill and we weren't happy with it so he talked to DGN about the
cost. The bottom line was that he said we should be happy the report - it was brief since there
was no money missing. We are discussing the billing, and Aaron (Mansfield at DGN) did offer
to cut some of the billing down. One reason it cost more than expected was because people were
calling him early on and that ran up the bill. Board members must be careful about calling
professionals that charge by the hour.
C. Employee Handbook
Pollister Amos reported that this is still in process. The Personnel Committee has not met to
2

review the most recent information that we received from our attorney regarding questions that
we asked. It is still being worked on. Stephenson thanked the committee for their work,
reminding everyone that this is five-year review for a policy that was last reviewed in 2016.
8. New Business:
A. Draft Budget FY 2022-2023
Atkinson explained the new format. Hults asked about the income side that goes from $370 to
$360. Atkinson confirmed that as correct. Miller said this is a millage estimate for Elk Rapids
Township and that she thinks it is low because we always get more. Hults pointed out that Elk
Rapids Township had completed updated assessments and added 60 million in taxable value. We
didn't lose taxable value. Miller said the grant income and grant expense should match but one is
listed as $8,980 and the other as $ 9,000. Stephenson said he reached out to Bob Cook from
Torch Lake Township about their contribution. The proposed budget will be on the agenda for
approval or at the next meeting.
Miller requested that the Personnel Committee report be moved up from 10A on the agenda.
Pollister Amos reported that during the Personnel Committee meeting held on December 17,
2021 they unanimously recommended to the Bord that all staff be given a 6% COL increase
which was figured in the budget. Hults pointed out that, as of last night, inflation has gone up 7%.

B. 13 Ways Recommendations
We discussed the recommendations on page 3. They recommend that all of the board resign.
Pollister Amos said she believes the current board is functioning very well. We are not perfect,
but we are doing much better. Atkinson said she believes we've made tremendous improvement
and she would like to continue to focus on the positive. Pollister Amos said Stephenson has done
a great job, is a calming influence, is great at keeping the board on track and she hopes that he
will continue. Hults said some of the recommendations don't use common sense. Pollister Amos
suggested that we consider coming up with a list of positive attributes we would like to see in
future appointees which the report suggested and volunteered the Personnel Committee to come
up with some ideas for such a list but reminded that our board has no control over whom the
municipalities appoint. Stephenson suggested that the municipalities have made efforts to
choose recent appointees who have experience in the things we are currently trying to
accomplish. Once we have a building built then there may be a need for board members who
have different experience and knowledge. Different situations require different teams. Pollister
Amos said what bothered her the most about the report, and perhaps it’s because he's from
Canada, he doesn't seem to understand how our state's system works and in some
recommendations under Governance, there are things we can't do. Stephenson said this is
something the municipalities must work out. Stephenson said he'd like to see these municipalities
working more closely to solve the problems listed in the report. Things like housing are not
things that will be solved by the Library Board. Pollister Amos said the report refers to separate
communities. We are one large community and I wish there was more emphasis on that,
including those that aren't part of the tax base, like Torch Lake Township and Whitewater to the
south. The kids are all in our school system and that is part of our library community. Schuler
agreed. Hults said the charter really does have a big void as to how 3, 3, and 2 board members
came to be. Miller disagreed and said she knows this, and explained that there were 3
3

representatives from the Village and 2 from Elk Rapids Township and she thinks the incentive
for Milton Township to join was to give them 3 and that’s how we ended up with 8. Hults said
the 8-member board could be revised but this is a job for the municipalities. This would also
have to be cleared with the state. Discussion about how to change the plan with the state and the
Library of Michigan. Hults said this would be at the discretion of the municipalities. Miller
stated that a change would have to be signed by all three municipalities. Pollister Amos said she
thought this was researched a few years ago but Miller disagreed stating that it was not.
Stephenson reiterated that this is something the municipalities would have to agree on.
Stephenson said another 13 Ways recommendation was for all board members to get professional
training. He pointed out that we have been doing some education at each meeting. Pollister
Amos said she believes that if we do something like the strategic plan that the Traverse City
District Library did that it would likely be a part of the process. Stephenson pointed out that 13
Ways recommended doing a community assessment and then doing a feasibility study. We have
been working on that for several months and are trying to get this underway. We need to reassess
what our community needs because of changing conditions. Our staff has done a great job of
meeting some of the needs of the community like expanding the hot spots and WiFi and videos
with our limited resources. But we still need a bigger library because we aren't meeting the needs
of our residents as we need a bigger space. Miller said she's concerned about the statement that
said healing must happen before going forward. Pollister Amos and Hults disagreed with that.
They've missed some key points that this board has talked about. We are making positive
progress. We don’t want to sit here and do nothing. We keep moving forward, we keep doing the
work. Atkinson and Stephenson also agreed.
Stephenson said that under agenda item 6 he forgot to mention that we got a request for a refund
for $500. People still want us to build a library. We haven't solved our needs. To date , of the 437
donations received, only 41 donors have asked for a refund. People still want us to build a library.

9. Director’s Report
As presented by Miller
Rapid COVID tests were purchased by the library for the staff in case they need to test. We are
still looking for people to come in to read for story time. Update on MI83 Grant , we will be
getting 5 chrome books and the virtual programming kit ( $4,400 worth of equipment) The two
new AWE Early learning stations that were purchased, one by the Rotary Club of Elk Rapids and
one by the Friends of the ERDL, are up and running. The bathrooms are complete, and they look
nice. Annual report has been submitted to the state, which is our application for state aid, a
month ahead of the deadline. Stephenson asked about the Chromebooks. They will be loaned out
but they will have to be filtered until September 2022 because they are purchased with federal
money. Miller stated that she does not support filtering.
10. Standing Committee Reports
A. Personnel Committee: Pollister Amos, Schuler, Atkinson, Miller
(Moved up to 8A)
B. Financial Committee: Atkinson, Schuler, Pollister Amos and Miller
As presented by Atkinson. There were two meetings. On December 17 th we met to discuss the
4

CPAs report. The conclusion was the CPAs didn't find problems and verified the totals and it was
recommendation approve the report but would ask Stephenson to follow up on the increased
cost. Then, we met on January 5th about the draft budget, and we made a recommendation to
present that draft budget to you. We will meet again and will bring recommendation on whether
to approve the CPAs final report/invoice to the board next month.
11. Ad Hoc Committee Reports
A. Building Committee: Hults, Schuler, Atkinson, Miller
Hults said this committee has not met since our December board meeting. Hults is chasing a
recommendation from Dan Whisler (from Daniels and Zermack Architects), and also Anders
Dahlgren from Library Planning Associations in Normal, Illinois to see if we can get another
quote on our needs assessment. Whistler would like to be on the agenda for the board for our
March 10 meeting. He was one of the original architects and he would like to stay in the footrace
for the project. Stephenson said yes , we can give him 10-15 minutes to speak.
B. Becky Travis Memorial Project Committee: Miller, Camille Campbell, Marianne Priest,
Char Gretel and Gay and Duane Travis.
Miller said we've talked to a builder and have an approximate size and the committee will meet
next Thursday.
12. Friends Report
As presented by Camille Campbell co-chair of the Friends of the Elk Rapids District Library
The Friends didn't meet in December. The Ad Hoc committee that is developing a Financial
Policy is hard at work and we are nearly finished. We have had the policy reviewed by a couple
of professional financial people and are looking at their input and will be acting on that at a
meeting that is coming up soon.
13. Public Comment: Same rules as previous public comment
Rick Bellingham gave an update regarding what the 13 Ways Committee is doing in the
community. There is an advisory panel from the leaders of all of the different agencies in town .
Tom is on the panel, Jim Janisse, Jim Witte, Karen Simpson, Royce Ragland, and Julie Brown
that meets every month or so. We met last week and went over the 13 Ways report. It was a
positive meeting and next step was to have each agency go back and see what the implications
were for their agency and discuss it, like you did tonight. He suggested that if we were to do a
community needs assessment, complete a self-audit and explore the possibility to expand the
group to nine, that would be a terrific start.
14. Board Comments:
Hults stated that Stephenson has done a great job as chair and hopes he will be putting his hat in
the ring to continue this job. (The Village Council will appoint for the position on February 7th)
Schuler said he has a lot of respect for all board members and also shared that at the age of 86 he
will be a great grandparent in June.

5

15. Adjournment
Meeting adjourned at 6:01 pm.
Respectfully,
Julia Pollister Amos
Secretary, Elk Rapids District Library Board
LibBdMin1.13.22DRAFT
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Treasurer’s Report
Elk Rapids District Library
February 2022

1/31/2022 Reports
General Fund Budget Report
Transaction Detail Report (Check Register through 2/10/22)
Balance Sheet
As Treasurer, it is my job to present these financial statements as prepared by staff. The reports are prepared monthly and are
to assist the board of trustees in making decisions. These reports have not been audited by myself or anyone else.

Completed Actions
•

Finance Committee met to review the letter from Dennis, Gartland & Niergarth that
explained the procedural review work performed and associated costs.

Pending Actions/Goals
•
•
•

Transfer balance of Huntington Bank to 5/3 Bank and Heffer Funds currently held at
Independent Bank to be transferred to Huntington Bank.
Director Miller submitted Budget Amendments for FYE 2/28/22 for review.
Updated signature cards.

Liz Atkinson
ERDL Treasurer

Meeting Date:

144,748.04

333.40
2,984.00
-

83,013.45
54,824.91
3,500.00
64.00
25.95
2.33

JANUARY
ACTIVITY

Elk Rapids District Library
Fiscal Year 2021-22
through 1/31/22

2/10/22

Based on .5069

ACCOUNT
NUMBER AND NAME
Income
101-402 Millage
101-403 E.R. Township
101-404 Milton Township
101-405 Torch Lake Township
101-575 State Aid
101-600 Copy Fees
101-655 Book Fines/Fees
101-656 Penal Fines
101-657 Non-Resident Fees
101-664 Interest
101-671 Donations
101-674 General Use
101-675 Desig. Donations
101-676 Reimbursements
101-677 Grants
101-678 Trans. From Heffer
101-696 Miscellaneous
5/3 Chg.
TOTAL INCOME

Misc.
Adjustments

25.25

28.00
1.97

1-31-22

3,480.00
-

100.00

145,403.00
183,557.00
3,500.00
4,000.00
300.00
150.00
13,000.00
-

15,858.15

(2,655.00)
(2,570.00)
(2,340.37)
(6,056.50)
(2,226.34)

(3,535.11)

(10,376.21)
43,062.59
(711.16)
(657.40)
(217.69)
4,321.34
(180.00)

CURRENT
DIFFERENCE

155,779.21
140,494.41
3,500.00
4,711.16
957.40
367.69
8,678.66
180.00
3,635.11
2,655.00
2,570.00
2,340.37
9,536.50
2,226.34

353,490.00

APPROVED
BUDGET

337,631.85

2021-22
YEAR-TO-DATE

Page 1

ACCOUNT
NUMBER AND NAME
EXPENSE
101-701 Payroll
101-702 Salaries/Wages
101-703 FICA
101-704 Medicare
101-705 Pension
101-706 Health Insurance
101-726 Operating Supplies
101-727 Software
101-728 Equipment
101-763 Miscellaneous
101-801 Professional/Contractural
101-851 Insurance
101-860 Mileage
101-871 Worker's Comp.
101-900 Postage
101-901 Publicity
Utilities
101-921 Electricity
101-922 Water
101-923 Natural Gas
101-924 Internet/Telephone
101-930 Building Facilities

APPROVED

CURRENT

1-31-22
2021-22

30,573.55
1,896.08
514.17

Misc.

202,008.00
12,525.00
3,000.00

152.00
239.50

JANUARY

3,050.00
4,400.00

2,628.66

DIFFERENCE

7,000.00

323.89
(1,087.01)
(275.36)
(473.65)
86.00
963.04
207.00
(85.99)
851.00

BUDGET

3,500.00
2,000.00
500.00
10,000.00
3,500.00
1,000.00
700.00
250.00
1,000.00

519.50
511.94
264.08
551.33

YEAR-TO-DATE

171,434.45
10,628.92
2,485.83
2,898.00
4,160.50
4,371.34
3,176.11
3,087.01
775.36
10,473.65
3,414.00
36.96
493.00
335.99
149.00

3,000.00
1,600.00
2,900.00
5,000.00

4,778.20

Adjustments

2,480.50
1,088.06
2,635.92
4,448.67

15,000.00

ACTIVITY

12,738.19
789.76
184.70
241.50
237.00
621.01
556.78
43.50
100.00
-

10,221.80

10.00

224.21
92.98
1,134.63
372.58
1,428.88

Page 2

-

-

-

1-31-22

APPROVED
BUDGET

CURRENT
DIFFERENCE

181.60
274.23
2,517.16
402.81

2021-22
YEAR-TO-DATE

2,500.00
800.00
8,000.00
4,000.00

Misc.
Adjustments
2,318.40 *
525.77
5,482.84
3,597.19

JANUARY
ACTIVITY
54.35
3,250.00
-

ACCOUNT
NUMBER AND NAME
101-940 Leased Books
101-942 Copier
101-955 Periodicals
101-956 Membership/Dues

500.00
-

507.87
636.98
500.00
-

2,304.32
2,913.96
332.12
4,612.47
(6,056.50)
22,777.00

3,000.00
2,500.00
-

2,500.00
3,500.00
3,000.00
15,000.00
3,480.00
22,777.00

75,041.85

2,492.13 *
1,863.02

-

195.68
586.04
2,667.88
10,387.53
9,536.50
0.10

353,490.00
59,183.70

278,448.15

49.96
-

63.72
2,667.88
2,491.65
5,968.00
33,311.28
111,436.76

65.22

101-957 Programs
101-958 Youth
101-959 Adult Programs
101-960 Board of Trustees
101-961 Volunteer
101-962 Education/Training
101-965 Audio Visual
101-969 E-books
101-970 Capital Outlay
101-971 Books
101-998 Grant Expense
101-999 Contingency
Reconciliation Discrepancies
TOTAL EXPENSES
Income Over (Under) Expense

Page 3

-

-

-

Elk Rapids District Library

Balance Sheet

02/02/22

As of January 31, 2022
Jan 31, 22
ASSETS
Current Assets
Checking/Savings
Chemical Bank CD
1102 · Cash Drawer
1104 · Huntington Bank - General Fund
1106 · General Fund/Checking
1108 · General Fund/Savings
1113 · Alden Money Market

210,772.82
50.00
4,433.67
14,906.70
356,377.33
200,873.28

Total Checking/Savings

787,413.80

Other Current Assets
1130 · Taxes Receivable
1220 · Prepaid expenses

121,121.39
8,545.74

Total Other Current Assets

129,667.13
917,080.93

Total Current Assets
TOTAL ASSETS
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Other Current Liabilities
2100 · Payroll Liabilities
403(b) Pension Plan
Federal Withholding
Medicare Withholding
Company
Employee

917,080.93

874.64
822.00
174.31
174.31

Total Medicare Withholding

348.62

Michigan Withholding
Social Security Withholding
Company
Employee

435.54

Total Social Security Withholding

745.27
745.27
1,490.54

Total 2100 · Payroll Liabilities

3,971.34

2200 · Accrued Salaries & Wages

4,351.50

Total Other Current Liabilities
Total Current Liabilities
Total Liabilities

8,322.84
8,322.84
8,322.84

Equity
3000 · Open Bal Equity
3900 · Fund Balance
Net Income

148,200.27
701,374.12
59,183.70

Total Equity

908,758.09

TOTAL LIABILITIES & EQUITY

917,080.93

Page 1

Meeting Notes for the Elk Rapids District Library
Personnel Committee meeting 2:15pm 2/03/22
Held at the Elk Rapids Governmental Center
Attending: Julia Pollister Amos Chair, Liz Atkinson, Tom Stephenson (substituting for
Chuck Schuler) and Director Nannette Miller
1.Call to Order: at 2:16pm (immediately following the Finance Committee meeting)
2.Approval of the Agenda: - there were no changes
3.Public Comment: - there was none
4.Recommendation to the Board regarding the Employee Handbook proposed by
attorneys Foster and Swift. – There were only two changes to the proposed
document since it was last presented to the board: Under Maternity/Paternity Leave
(page 13) The paragraph was changed to “The Director and/or Assistant Director will
be provided up to 3 months of unpaid leave for maternity, paternity and child care
purposes upon written application to the Board. Full-time employees only will be
provided up to 3 months of unpaid leave for maternity, paternity and child care
purposes upon written application to the Director. Accumulated paid time off leave
may also be used upon request.” The second change was elimination of green
highlighted items that were that were on the previous version.
Discussion: Miller pointed out two green highlights that remained, Pollister Amos
will correct to black and resend.
There was no further discussion.
Motion by Stephenson/Atkinson to recommend to the board that this updated
Employee Handbook be approved.
Motion passed
5. Adjourn - adjourned at 2:22.pm
LibBdPCMin2.3.22

Elk Rapids District Library
Finance Committee Meeting
February 3, 2022 @ 2:00 pm
Committee Members
Liz Atkinson, Committee Chair, Milton Township
Julia Pollister Amos, Elk Rapids Township
Chuck Schuler, Village of Elk Rapids (Absent/Resignation pending)
Tom Stephenson, Village of Elk Rapids
Nannette Miller, Library Director
Meeting called to order @ 2:00 pm
● Director Miller submitted budget amendments for fiscal year ending 2/28/22.
● Dennis, Gartland & Niergarth, CPA letter reviewed/discussed.
Motion to recommend board approval of final costs for procedural review work;
Pollister/Stephenson
● Committee supported updating signature cards at all financial institutions once ERDL
board vacancies are filled.
● Motion to move existing balance approx. $4200.00 from Huntington Bank to 5/3 Bank
and transfer the balance of the Heffer Donation from Independent Bank to Huntington
Bank. Stephenson/Pollister

Meeting adjourned 2:16 pm

Minutes by Atkinson

Becky Travis Memorial Project Committee
Meeting Notes
January 20, 2022
Members:
Nannette Miller
Marianne Priest
Char Gretel
Camille Campbell
Gay & Duane Travis
The weather was bad on January 20 so the Travis’s did not travel up from Kingsley. We
did talk on the phone before and after the meeting.
Because of the decision by the Village Council to sue the Township over the ownership
of the Island property, we scrapped the idea of trying to build something on the Island.
Instead, we are working with Grass River to set up a memorial fund there, in Becky’s
name, to fund programming or scholarships.
Jenn Wright, the Director of Grass River contacted me by email on Friday with what we
think is a wonderful idea for use of the memorial fund. We will discuss it with Becky’s
family and work out the details in the next few weeks.

Evaluation Response
2021
The purpose of giving a score of “Does not meet expectations” is to facilitate improvement and growth
in the employee. For that to be effective the employee needs to know what expectations they did not
meet and how they can improve. If you give a score of not meeting expectations or needing
improvement, give examples. For it to be “constructive” criticism, you also need to include
suggestions for improvement. I am baffled by some of the “1” scores I received. For example, two
people gave me a rating of “1 – Does not meet expectations” on this measure: The Director informs
the Board of public complaints. I can’t remember the last time I got a complaint from the public, so I
have no idea what expectations I did not meet, or how to improve. Examples and suggestions are
critical to the effectiveness of a performance evaluation.
Much of the criticism given seems to center around “the inability to improve and maintain good
relations with the board”. The relationship between the Director and the Board is not the sole
responsibility of the Director. You may recall that a few months ago I publicly apologized to the Board
for my part in the chaos and dysfunction that has plagued this Board for several years. Apparently it
fell on deaf ears, but I tried. Someone made this comment in the evaluation, “It should be expected of
the Director to be helpful and respectful at all times with an attitude of ‘we’re all on the same team’.”
That should also be expected of the Board. A good relationship between the Board and Director
depends on all members of that team demonstrating respect and positive relationship building.
Regarding the evaluation process, I was not given any opportunity to talk with the Personnel
Committee or the board about the evaluation, or to ask questions. Last year I was given a list of 10
goals, I worked on them, and submitted a 4-page report of my work on those goals. Yet in the
evaluation there is no mention of the goals, any of the work I did, or any accomplishments I had over
the year. I suggest you add Human Resources to the list of skills you need in future board members.
The board president keeps saying what a great job the staff is doing during the pandemic, how we
have stepped up and done things even bigger libraries are doing. My question is, why shouldn’t we
be rewarded? Kind words and cookies are nice, but the way you show employees your appreciation
for all of their hard work is money. I added $70,000 to the fund balance last year, and we are on track
to add $40,000+ this year. If you truly appreciate the work of the staff, give us a raise. We can
certainly afford it.
I understand that right before you filled out the Director evaluation form, the Board received a rather
harsh “evaluation” from Doug Griffiths and 13 Ways. That must have been hard to hear. However,
they did not say the Library needs a new Director. I asked Doug if, in all his interviews, he heard that I
was the problem at the Library. He said no. What he heard was that I am blunt and can be rude. Then
he said, “I don’t think they would say those things about you if you were a man.”
I have come up with 7 specific, measurable goals for 2022 that are attached. My suggestion for
improving Board relations remains the same as it has always been:
1. Open and honest communication
2. Treat everyone with respect
If everyone follows these two simple rules we should be able to work together effectively as a team.

Director Goals 2022
1.

Complete a Becky Travis Memorial project.

2.

Give a library card to every child in Elk Rapids Schools.

3.

Have 50 families signed up with TALK.

4.

Create a Library of Things.

5.

Plan and carry out at least one Community Read (Friends?).

6.

Assist Friends with a Storywalk (if they choose to do it and want our help).

7.

Work on a new model for programs.

DRAFT

2022 - 2023 BUDGET
Elk Rapids District Library
Fiscal Year 2021-2022
Based on .5010 millage rate
ACCOUNT
NUMBER AND NAME
INCOME
101-402 Millage
101-403 Elk Rapids Township
101-404 Milton Township
101-405 Torch Lake Township
101-575 State Aid
101-600 Copy Fees
101-655 Book Fines/Fees
101-656 Penal Fines
101-657 Non-Resident Fees
101-664 Interest
101-671 Donations
101-674 General Use
101-675 Designated Donations
101-676 Reimbursements
101-677 Grants
101-678 Transfer from Heffer Gift
101-696 Miscellaneous
TOTAL INCOME

(144,445.00)
(188,545.00)
(3,500.00)
(4,500.00)
(1,200.00)
(300.00)
(10,000.00)
(200.00)
(100.00)
(0.00)
(0.00)
(0.00)
(9,000.00)
(0.00)
(0.00)
(361,790.00)

DRAFT

EXPENSE
101-701Payroll
101-702 Salaries/Wages
101-703 FICA
101-704 Medicare
101-705 Pension
101-706 Health Insurance
101-726 Operating Supplies
101-727 Software
101-728 Equipment
101-763 Misc.
101-801 Professional/Contractual
101-851 Insurance
101-860 Mileage
101-871 Worker's Comp.
101-900 Postage
101-901 Publicity
101-920 Utilities
101-921 Electricity
101-922 Water
101-923 Natural Gas
101-924 Internet/Telephone
101-930 Building Facilities
101-940 Leased Books
101-942 Copier
101-955 Periodicals
101-956 Membership/Dues
101-957 Programs
101-958 Youth
101-959 Adult
101-960 Board of Trustees
101-961 Volunteer
101-962 Education/Training
101-965 Audio Visual
101-969 e-Books
101-970 Capital Outlay
101-971 Books
101-998 Grant Expense

(221,995.00)
(13,765.00)
(3,220.00)
(3,350.00)
(4,650.00)
(5,000.00)
(5,000.00)
(8,000.00)
(500.00)
(12,000.00)
(3,700.00)
(500.00)
(700.00)
(300.00)
(500.00)
(3,200.00)
(1,500.00)
(3,200.00)
(5,000.00)
(12,000.00)
(2,500.00)
(1,000.00)
(3,500.00)
(4,000.00)
(3,500.00)
(3,000.00)
(500.00)
(0.00)
(1,000.00)
(3,500.00)
(3,000.00)
(5,000.00)
(12,000.00)
(9,000.00)

DRAFT

101-999 Contingency

TOTAL EXPENSE

(2,210.00)

(361,790.00)

INDEPENDENT ACCOUNTANT’S REPORT
ON APPLYING AGREED-UPON PROCEDURES
Mr. Thomas Stephenson, President
Ms. Sharon Bacon, Chair
Elk Rapids District Library and Friends of the Elk Rapids District Library
We have performed the procedures enumerated below, which were agreed to by Elk Rapids District Library
and Friends of the Elk Rapids District Library (hereinafter “ERDL”) Capital Campaign, to provide
professional services in connection with the agreed-upon procedures related to the Capital Campaign from
inception in fall of 2018 through November 30, 2020. ERDL’s management is responsible for ERDL’s
accounting records. ERDL has agreed to and acknowledged that the procedures performed are appropriate
to meet the intended purpose of the Capital Campaign. This report may not be suitable for any other
purpose. The procedures performed may not address all the items of interest to a user of this report and may
not meet the needs of all users of this report and, as such, users are responsible for determining whether the
procedures performed are appropriate for their purposes.
The procedures performed and findings are as follows:
Procedures:
1. Obtain all bank statements and reconciliations for each of the Capital Campaign Independent Bank
accounts from inception in fall of 2018 through November 30, 2020. We understand there are two
bank accounts, one held by Elk Rapids District Library and one held by Friends of the Elk Rapids
District Library.
2. Review check signing authority for all bank accounts and review documented process for review and
execution. Document any issues related to internal control problems or lack of compliance.
3. Obtain Donor Perfect Database information for Capital Campaign contributions received, as well as
events held from inception in fall of 2018 through November 30, 2020.
4. Verify all Capital Campaign contributions received were deposited into the Friends of the Elk
Rapids District Library Independent Bank account from inception in fall of 2018 through November
30, 2020.
5. Verify all Capital Campaign contributions disbursements/transfers from the Friends of the Elk
Rapids District Library were received and deposited into the Elk Rapids District Library
Independent Bank account from inception in fall of 2018 through November 30, 2020.

Mr. Thomas Stephenson, President
Ms. Sharon Bacon, Chair
Elk Rapids District Library and Friends of the Elk Rapids District Library
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6. Verify the Capital Campaign contributions and disbursements/transfers activity was recorded
correctly in the respective general ledger accounts held by the Friends of the Elk Rapids District
Library and the Elk Rapids District Library from inception in fall of 2018 through November 30,
2020.
7. Review all general ledger journal entries within the Capital Campaign accounts and investigate any
unusual entries.
8. Compile Capital Campaign activity from inception in fall of 2018 through November 30, 2020.
Propose entry to record on the books of ERDL as of June 30, 2020, if necessary.
Findings:
1. We obtained all bank statements and reconciliations for each entity from inception in fall 2018
through November 30, 2020. We performed a proof of cash for each bank account. A proof of cash
is essentially a roll forward of each line item in a bank reconciliation from one accounting period to
the next, incorporating separate columns for cash receipts and cash disbursements, utilizing the
provided bank statements. We noted no discrepancies.
2. We reviewed the Friends of the Elk Rapids District Library’s prepared cash process narrative and
noted the Treasurer has authority to sign checks. Through our procedures, we noted checks written
from the Friends of the Elk Rapids District Library had the Treasurer’s signature. We reviewed the
Elk Rapids District Library’s prepared cash process narrative and noted all bills must be approved by
the Board prior to payment. Additionally, two board members are signers on the account. The
director and one board member must sign the check to be valid. No copies of checks were provided
for our review, however, the check writing process appears to be properly designed.
3. We obtained Donor Perfect reports from inception in fall 2018 through November 30, 2020. The
Solicitation Report for September 1, 2018 thru November 30, 2020 included total Gifts by Event
Code in the amount of $1,447,534.02. This was compared to Gift/Pledge Detail Report for
September 1, 2018 thru November 30, 2020, which included One-Time Gifts of $835,634.02 and
Pledges of $611,900, totaling $1,447,534.02. $182,900 of the pledges were not received through
November 30, 2020. The total gift/pledges received was $1,264,634.02 through November 30,
2020.
4. We obtained the prepared Gifts by Date report for the period September 1, 2018 through November
30, 2020 in the amount of $1,264,634.02. We vouched individual contributions noted per the Gifts
by Date report to the corresponding deposit slip and check detail. The individual contributions were
appropriately deposited into the bank accounts.
5. All checks and/or transfers from the Friends of the Elk Rapids District Library have been
appropriately deposited into the Elk Rapids District Library bank account.
6. We reviewed general ledger detail for both entities. We noted entries for deposits (examples include
contributions, interest and membership dues), Library Expansion transfers, check payments for
various operating expenses. We noted no unusual activity per our review of the general ledger
detail.

Mr. Thomas Stephenson, President
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7. We reviewed general ledger journal entries for both entities. We noted entries for contribution
deposits, Library Expansion transfers, check payments for various operating expenses. We noted no
unusual activity per our review of the general ledger journal entries.
8. We have no recommendation for a proposed journal entry related to the agreed-upon procedures of
the Capital Campaign.
We were engaged by ERDL to perform this agreed-upon procedures engagement and conducted our
engagement in accordance with attestation standards established by the American Institute of Certified
Public Accountants. We were not engaged to, and did not conduct an audit or review, the objective of
which would be the expression of an opinion or conclusion, respectively, on the accounting records of
ERDL. Accordingly, we do not express such an opinion or conclusion. Had we performed additional
procedures, other matters might have come to our attention that would have been reported to you.
We are required to be independent of ERDL and to meet our ethical responsibilities, in accordance with the
relevant ethical requirements related to our agreed-upon procedures engagement.
This report is intended solely for the information and use of the management of ERDL and is not intended
to be and should not be used by anyone other than these specified parties.

December 9, 2021
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INTRODUCTION

The Elk Rapids District Library is happy to have you as a member of our staff and we
are confident that your employment here has been, or will be, both challenging and
rewarding.
We strive to give our patrons high quality service in a friendly and professional manner,
which requires that each of us cooperate with fellow employees and perform our duties
cheerfully, faithfully and diligently.
This handbook has been prepared to help answer many questions employees may
have. Please feel free to ask the Library Director if you have any specific questions that
are not addressed in this handbook.
We are proud of the library’s success. We are certain that you will share this pride and
do your part to ensure continued success. We want to make your job as pleasant and
efficient as possible, so your ideas and suggestions are always welcome.

Effective________________,2022
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SCOPE, PURPOSE, AND INTENT
The policies and procedures contained within this Employee Handbook apply to all Elk
Rapids District Library (“Library”) employees, including full-time, part-time, and
temporary employees. The policies and procedures do not apply to the Library board
members. Where policies or procedures conflict with a written contract or employment
agreement that has been approved by the Board of Trustees, and signed by the
employee and the board president, then the written contract or employment agreement
will take precedence.
This handbook should not be construed as creating a contract between the Elk Rapids
District Library and its employees. The interpretation and operation of the policies set
forth herein are within the sole discretion of the Library Director and the Board of
Trustees. The Elk Rapids District Library reserves and retains, solely and exclusively,
all rights to manage and operate its affairs.
This handbook is for the use of employees of the Elk Rapids District Library. It is not
intended to create any third-party beneficiary rights.
AMENDMENT
While the library believes in the policies described in this handbook, the library reserves
the right to alter, modify, amend, add to, or terminate policies, benefits and
compensation in any manner. Any material change will be in writing.
The library recognizes the value of providing fringe benefits for its employees and the
value of the benefits described in this handbook. In any situation where insurance is
provided, the terms of the insurance policy or formal plan documents are controlling,
regardless of any statement contained in this handbook.
EMPLOYMENT POLICIES
AT-WILL EMPLOYMENT
The Elk Rapids District Library is an at-will employer. This means that the employment
relationship is for an indefinite period of time and can be terminated at any time, with or
without cause and with or without notice.
The provisions contained in this handbook supersede any and all contrary
representations. No employee, except the Library Director or the Board of Trustees
Effective________________,2022
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through a signed document or resolution, has the authority to enter into any
employment agreement on behalf of the library for any specified period of time or to
make any agreement contrary to the terms expressed in this handbook.

EQUAL EMPLOYMENT OPPORTUNITY

The Library's employment practices are based on job qualifications without regard to
race, color, national origin, religion, age, sex, sexual orientation, marital status, height,
weight, disability, genetic information or any other characteristic protected by applicable
law (“protected characteristic”). Employees who believe this policy has been violated
should speak with the Library Director.
This equal opportunity policy applies to all Library activities, including but not limited to,
recruiting, hiring, training, transfers, promotions, and benefits.

ACCOMMODATION AND DISABILITY NOTIFICATION
The Library is committed to providing equal employment opportunities to otherwise
qualified individuals with disabilities, which may include providing reasonable
accommodations where appropriate. In general, it is the responsibility of the employee
or applicant to request a specific accommodation.
Under Michigan law, disabled employees who feel accommodation is needed to perform
a job must notify the Library Director in writing of the need for accommodation within
one hundred eighty-two (182) calendar days after the date the employee knew or
reasonably should have known that an accommodation was needed. The Library will
make accommodations that do not pose an undue hardship.

PROHIBITED HARASSMENT
The library strives to maintain a pleasant working environment for all of our employees
free from intimidation, humiliation, and insult. Harassment on the basis of any protected
characteristic is prohibited.
Harassment is defined as verbal or physical conduct or communication when:

Effective________________,2022
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1.

Submission to the conduct or communication is made either an explicit or
implicit term or condition of employment.

2.

Submission to or rejection of the conduct or communication by an
individual is used as a basis for an employment decision affecting that
individual; or

3.

The conduct or communication has the purpose or effect of unreasonably
interfering with an individual's employment or creating an intimidating,
hostile or offensive work environment.

Examples of prohibited sexual harassment include, but are not limited to: unwelcome
sexual advances; requests for sexual favors and other verbal abuse of a sexual nature;
graphic verbal commentary about an individual’s body, sexual prowess or sexual
deficiency; sexually degrading, lewd, or vulgar words to describe an individual; leering;
pinching or touching a private area of the body; displaying sexually suggestive objects,
pictures, posters or cartoons.
Examples of prohibited harassment based on characteristics other than sex include, but
are not limited to, insults and verbal, written, graphic or physical conduct or
communication degrading or hostile to a person, based on a protected characteristic.
Harassment prohibited by this policy must be distinguished from conduct or
communication that, even though unpleasant or disconcerting, is not inappropriate in
the context of carrying out instructional, advisory, counseling or supervisory
responsibilities.
If an employee believes that a violation of this policy has occurred, the employee has an
obligation to report the alleged violation immediately, preferably within 48 hours, to the
Library Director. If the incident involves the Library Director, the employee should report
the alleged violation to any member of the Board of Trustees. While there is no
requirement that the incident be reported in writing, a written report that details the
nature of the harassment, dates, times and other persons present when the harassment
occurred will enable the library to take effective, timely and constructive action.
An investigation of all complaints will begin promptly. Investigations will be conducted as
confidentially as possible, to the extent consistent with thorough investigation and
appropriate corrective action.
After the investigation has been completed, a determination will be made regarding the
appropriate resolution of the matter. The determination will be reported to the employee
who was allegedly subjected to harassment. If the investigation establishes that
harassment or other inappropriate behavior has occurred, immediate and appropriate
Effective________________,2022
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corrective action, up to and including termination of employment, will be taken to stop
the harassment and prevent its recurrence.
Misconduct, including unprofessional or harassing conduct or behavior, will be dealt with
appropriately. Responsive action would be at the library’s discretion and could include
but would not be limited to the following: counseling, warning, demotion, suspension,
reprimand, decrease in pay, reassignment, transfer, or termination of employment.
RETALIATION
Retaliation against any employee or other person who in good faith reports a violation
or perceived violation of discrimination or harassment, or retaliation against any
employee or other person who participates in any investigation as a witness or
otherwise, will not be tolerated. Any acts of retaliation must be promptly reported to the
Library Director. If the incident involves the Library Director, the employee should report
the alleged violation to any member of the Board of Trustees.

LIMITATIONS PERIOD
By accepting and continuing employment with the Elk Rapids District Library, you agree
not to bring any claim, complaint, action or suit relating to your employment more than
one hundred eighty-two (182) calendar days after you knew, or should have known,
about the event giving rise to the claim, complaint, action, or suit; or later than the
applicable limitations period established by statute, whichever is less.

EMPLOYMENT BASICS

FULL-TIME EMPLOYEES
An employee who is scheduled to work at least 40 hours each week is considered
full-time and is eligible to receive the fringe benefits as described in this handbook,
subject to applicable eligibility requirements and limitations set forth in the specific policy
except as specified in a contract or employment agreement signed by both parties or as
required by law.
Effective________________,2022
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PART-TIME EMPLOYEES
An employee who averages fewer than 40 hours per week is considered to be a
part-time employee.
SUBSTITUTES and TEMPORARY EMPLOYEES
Substitutes are casual employees who may be employed to work, as needed.
Temporary employees are employed for a specific period of time for special projects,
replacement or fill-in work, or other short-term assignments. Regardless of the number
of hours worked, neither substitutes nor temporary employees are eligible for any fringe
benefits provided by the library.
EXEMPT EMPLOYEES
Salaried exempt employees are not eligible for overtime pay. The regular schedule for
full time exempt employees is based on a 40 hour work week. However, it is expected
that exempt employees will work as many hours as necessary to fully meet the
requirements of the job.

WORK SCHEDULE
Hours of operation are established by the Board. Every effort will be made to maintain
regular hours for the public. The hours are:
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

10:00 – 7:00
10:00 – 7:00
10:00 – 7:00
10:00 – 7:00
10:00 – 5:00
10:00 – 5:00
1:00 – 5:00

The Board reserves the right to change hours of operations for special events or
circumstances.
Staff will be scheduled by the Library Director to accommodate the widest access
possible to library service, without sacrificing quality of service to our patrons.
Effective________________,2022
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Employees may be required to work some evenings and weekends. While every effort
will be made to provide each employee with a consistent schedule, an employee may
be rescheduled to cover vacations and emergencies.
Emergency scheduling
adjustments are at the discretion of the Library Director.
The Library will be closed when weather conditions deteriorate to the point where
emergency situations prevail, or when power outages or similar situations occur that
prevent the normal function of the Library. The Director will determine when the Library
should close. If the Director is unavailable, a staff member scheduled to work, after
consulting with the Board President, will determine if the library should close. In cases
of closing, the hourly employees who are already at work shall be paid for the remainder
of their scheduled shift. In general, the following rules will prevail for all instances of an
unscheduled closing:
● Employees who are able to get to work will be paid for the normal day.
● Employees who are unable to get to work or who, with permission, elect to leave
early may do so without pay.
● Employees who are absent due to scheduled annual leave, illness, or other leave
will have such days charged just as if there had been no unusual circumstances.
The Library Director keeps track of hours worked for each employee. Employees are
required to accurately record their time for each workday as the time is worked.
OVERTIME

Non-Exempt Full-time Employees
Overtime is defined as time worked above 40 hours in a workweek. Overtime for
non-exempt staff, if necessary, must be approved in advance by the Library Director.
Non-exempt employees will be paid at the rate of one and one-half (1 ½) hours for time
worked beyond 40 in a workweek.
Paid time off will not be considered as time worked in computing overtime.
Exempt Full-time Employees
Exempt staff generally should complete their work in a normal workweek. However, it is
implicit by the nature of their positions that time beyond the normal work schedule may
be required. Exempt employees are encouraged to take advantage of flextime
scheduling within a pay period to minimize excessively long hours.
DEDUCTIONS FROM SALARIES
Effective________________,2022
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Improper deductions from salaries of exempt employees will not be made. If you
believe that an improper deduction has been made, immediately report this information
to the Library Director. Preferably, the report will be made in writing and immediately
after the deduction has been made. Reports of improper deductions will be promptly
investigated. If it is determined that an improper deduction has occurred, you will be
promptly reimbursed for any improper deduction that was made.

PATRON RELATIONS

Our patrons are very important. When dealing with a patron always be courteous,
polite, and patient. Occasionally, a difficult situation may arise. In such cases, inform
the patron that you will contact the Library Director and they will respond to them
promptly.
In the course of your employment, you may have access to information about the
library, our patrons, and other employees. This information must be kept confidential
under the Library Privacy Act, Michigan Act 455 of 1982. If you are uncertain about
whether information is confidential, check with the Library Director before discussing it
with anyone.
Employees are prohibited from obtaining any personal information of a patron, such as
address or telephone numbers, through the shared automation system for any use other
than library operations.
To protect the safety and privacy of all, unauthorized visitors are not permitted in
non-public areas of the library.

YOUR EMPLOYMENT RECORDS
PRIVACY, PERSONNEL FILES AND RELEASE OF INFORMATION
Employee personnel files are kept under lock and key. Employee medical records will
be kept separately from the employee's personnel file. These files are confidential and
access will be limited and in accordance with appropriate federal and state laws.
You have a right to examine your personnel file or to obtain a copy of your file upon a
written request to the Library Director. If you wish to examine your file, you may do so
during normal library hours provided it does not interfere with your assigned duties, or
we will make arrangements with you for an examination before or after work.
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The Elk Rapids District Library respects the personal privacy of each library employee.
Generally, we will not disclose any detail of an individual staff member's personal
situation to anyone outside the library, and will restrict disclosure of your file to
authorized personnel only. If we are required to disclose any of your personnel file
information pursuant to subpoena, court order, or otherwise, we will give you notice of
that disclosure, as required by law.
Complete and accurate information is critical to proper administration. It is your
responsibility to inform the Library Director of any change of name, address or
telephone number.

REFERENCES
The library will provide only your dates of service and the title of your last position in
response to requests for references. Any request for a reference must be made to the
Library Director. No other person may provide you with a reference.

PERFORMANCE REVIEWS
Performance reviews are used to evaluate competence and encourage
self-improvement. The Board will conduct periodic evaluations of the Director. Staff will
be evaluated annually by the Director. All employees will have the opportunity to discuss
and comment on their evaluation both in person and in writing.
A copy of a written evaluation will be placed in the employee's personnel file. An
employee may respond in writing to the evaluation if the employee believes that a
response is necessary or merited. The response will also be included in the personnel
file.
Performance evaluations are intended to measure the quality and quantity of the work
you perform, your effort and attitude, and your ability to work with others. Your
evaluation should let you know areas where improvement is needed and should help
you to set goals for your future performance. While a positive evaluation does not
guarantee promotions or salary increases, we may consider your evaluations together
with the many other factors that affect compensation.
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SOCIAL SECURITY NUMBER POLICY
The Library’s goal is to ensure, to the largest extent possible, that employee’s social
security numbers are maintained confidentially. Employees’ social security numbers will
not be released to anyone, except as required by law. Employees’ social security
numbers will be made available internally on a “need-to-know” basis.
More than four sequential digits of a social security number will not be included on any
external correspondence, except as required by law, nor will it be publicly displayed in
any manner. Social security numbers are not to be used as passwords or identifiers for
any Library computer system. The social security number will not be used in the
ordinary course of business except as the Library may determine that it is necessary to
verify an individual’s identity. Any documents that include social security numbers that
are discarded are to be shredded.

PROFESSIONAL CONSIDERATIONS
CODE OF ETHICS
The library's credibility is the sum total of each of our actions and behaviors. We must
avoid all appearances of impropriety and be diligent in our protection of our collective
integrity. Behavior inconsistent with the highest standards of integrity and business or
personal ethics is subject to discipline, up to and including discharge.
CONFLICT OF INTEREST
Patrons may wish to express their appreciation to dedicated employees who make
quality patron service a number one priority. Such appreciation can be expressed by
writing a letter or note to the Director and/or Board, or by offering a donation to the
Library in the name of the employee. Occasional, small gifts of appreciation, such as
flowers or candy, may be accepted by the employees.
However, Employees may not engage in any business transaction or have financial or
other personal interest, direct or indirect, which is incompatible with the proper
discharge of official duties in the public interest or which would tend to impair
independence of judgment or action in the performance of official duties. No employee
shall solicit or accept from any person, business or organization any gift (including
money, tangible or intangible personal property, food, beverage, loan, promise, service,
Effective________________,2022
Supersedes all others

Page 11 of 24
or entertainment) for their personal benefit if it may reasonably be inferred that the
person, business or organization:
1.
Seeks to influence action of an official nature or seeks to affect the
performance or nonperformance of an official duty; or
2.
Has an interest which may be substantially affected directly or indirectly by
the performance or nonperformance of an official duty.
Any employee feeling that he/she may possibly be facing a conflict of interest in the
performance of his/her duties should make an appointment and refer the matter to the
Library Director.
NEPOTISM
Relatives of board members, the Director, or other employees will not be given special
consideration for job vacancies and must compete openly with all other applicants. An
applicant may not be interviewed by a member of their family, and no one will be
allowed to supervise a member of their family.
POLITICAL ACTIVITY
Employees are prohibited from actively campaigning for a political candidate or issue
while on duty during work hours for the Elk Rapids District Library. Employees shall not
use any library equipment or materials of the library to support a political candidate or
issue while on duty.
OUTSIDE EMPLOYMENT
No employee shall engage in any other employment, private business, or the conduct of
a profession during the hours for which they are employed to work for the library. An
employee shall not work outside assigned library work hours in a manner or to an extent
which adversely affects their services to the library, or involves the use of confidential
information learned directly or indirectly through employment at the library. No employee
shall utilize library work space, time, supplies, or equipment for other than library
business

MEDIA CONTACT
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The Library Director is responsible for contacting the media and setting forth the official
statements and/or policies on behalf of the Elk Rapids District Library. Employees must
direct all media inquiries to the office of the Library Director.

STANDARDS OF DRESS
The observance of a dress code is vital to the preservation of our professional image in
the eyes of the public and patrons. When reporting to work, employees shall present a
neat and clean appearance. Closed toe shoes are recommended for safety reasons.
Cleanliness and good personal hygiene are expected of all employees, and it is
required that staff dress in neat, clean, and appropriate clothing. Employees must dress
in clothing suitable to their position. Our staff and the services provided are professional
in nature. Therefore, choices in clothing and footwear must reflect the professional
standard set and expected by the Board of Trustees. Closed toed shoes are
recommended for safety reasons.

SOLICITATION AND DISTRIBUTION
The library prohibits solicitation of staff during working time. Working time does not
include periods when employees are not expected to perform job duties, such as break
and lunch periods. The distribution of literature in any working area at any time is not
permitted. The distribution of literature during working time in any area is not permitted.
Additionally, the distribution of literature in a litter-like manner is not permitted.
Employees are prohibited from directing any type of solicitation or distribution to the
patrons. Likewise, employees should not solicit requests for personal favors, of any
kind, from the patrons. Employees are prohibited from accepting gifts or gratuities from
vendors, or salespersons

TIME OFF
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EMPLOYEE MEAL/BREAK PERIODS
Employees who work more six (6) hours or more in a day may take a one-half (1/2) hour
paid meal break. All employees are requested to ensure there is proper coverage for
meal periods. The library may request that you change your meal period to meet the
workload or even forego in rare circumstances.
All employee may take a fifteen (15) minute break for every four (4) hours worked.
In addition, employees will be provided reasonable break time to express breast milk for
her nursing child during the first year of the child's life. If the break is for less than 20
minutes, it will be paid. The library will provide a private area in which the employee
may express breast milk.

HOLIDAY POLICY
The Library will be closed on the following holidays:
New Year’s Day
Easter Sunday
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Eve Day
Christmas Day
New Year’s Eve Day
The Library will close at 4:00 p.m. on Thanksgiving Eve.
Employees who are regularly scheduled to work on a holiday that the Library is closed
will be paid their regular hourly wage for the hours they are normally scheduled to work.
In order to qualify for holiday pay, the employee must be on duty on their scheduled shift
immediately before and after the holiday. Pre-approved absence with pay will be
considered as being on duty.
Holiday-related closures may be adjusted at the discretion of the Library Director for the
best interest of service to the public.
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VACATION
Full-time employees only will initially earn 80 hours of vacation per year and may accrue
up to 160 hours. Full-time employees are eligible to use vacation hours after 6 months
from date of hire, and a new year begins on March 1. Upon resignation or termination,
unused vacation time will be paid at the rate of the current salary.
SICK LEAVE
Full-time employees only will earn 96 hours of sick leave per year and may accrue up to
480 hours. Sick leave accrual begins on the date of hire. A doctor's certificate will be
required after an absence of 10 consecutive work days.
PERSONAL LEAVE
Full-time employees will earn 16 hours of personal leave per year beginning on the date
of hire. Unused hours of personal leave are lost at the end of the year.
Part-time employees will earn paid time off at the rate of 10 hours of paid time off for
every 200 hours worked. For part-time employees, accrual of earned leave begins after
the successful completion of the 6 months of employment with the Elk Rapids District
Library. Part-time employees may accrue up to 40 hours of paid time off. All accrued
leave will be lost upon resignation or termination of the employee
MATERNITY/PATERNITY/CHILD CARE
The Director and/or Assistant Director will be provided up to 3 months of unpaid leave
for maternity, paternity and child care purposes upon written application to the Board.
Full-time employees only will be provided up to 3 months of unpaid leave for maternity,
paternity and child care purposes upon written application to the Director.
Accumulated paid time off leave may also be used upon request.
BEREAVEMENT LEAVE
Full-time employees will be granted a paid leave of absence up to 5 work days in the
event of a death in the immediate family.
Part-time employees will be granted a paid leave of absence up to 3 work days for a
death in the immediate family.
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Immediate family is defined as the employee's spouse, children, grandchildren, siblings,
parents, spouse's parents, and any corresponding step relationships).
Vacation or unpaid leave of absence may be taken for days beyond bereavement days
allowed, with approval of the Director or, for the Director approval of the Board.
In the event of an employee’s death, the Library will take all practical measures to
ensure that other employees may attend any memorial service, including closing the
Library for a period of time.
JURY DUTY LEAVE
An employee who is called to serve and does serve on jury duty, or is called as a
witness in a trial, will be provided with an approved leave for the duration of the jury
service/witness. Employees will be paid their regular wages for the time spent for a
maximum of 8 hours per day of jury service or when called as a witness, less any pay
received from the court (except mileage).
The employee must give the Library of the Board prior notice that they have been
summoned for jury duty or are called as a witness in a trial.
MILITARY DUTY LEAVE
Employees are eligible for military leaves of absence. An employee who enters into
military service or is called into active duty by a branch of the United States Armed
Forces or state military service, will be granted an unpaid temporary leave of absence
and is eligible for reinstatement in accordance with the Uniformed Service Employment
and Reemployment Rights Act (USERRA), the Michigan Military Leaves and Protection
Act and other applicable laws.
Full-time employees who are members of any branch of the Armed Services Reserve
and who have completed their probationary period are eligible for a maximum of two
weeks military leave of absence with full pay in any one calendar year.
The specific terms and nature of the employee’s right to return to work after a military
leave are governed by law. If you have any questions about military leaves of absence,
please direct them to the Library Director.
FAMILY MEDICAL LEAVE ACT
The Library is a public agency covered by the Federal Family and Medical Leave Act
(FMLA). However, employees of public agencies must meet all of the requirements of
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eligibility, including the requirement that the employer (e.g. library) employ at least 50
employees at the worksite or within 75 miles.

BENEFITS
HEALTH INSURANCE AND RETIREMENT

Certain employees may be eligible for health insurance and participation in a retirement
plan, in accordance with the applicable plan documents.
Contact the Library Director or a Personnel Committee member regarding coverage and
eligibility requirements. The terms of the benefit will be controlled by the insurance
carrier's plan description.
The library reserves the right to alter, modify, amend, add to, or terminate insurance
coverage in any manner, with or without notice. Any material change will be in writing.
CONTINUING EDUCATION, MEETINGS AND MEMBERSHIPS
The Board recognizes the value of training and educational programs in improving
employee performance. To encourage such training, the Library will pay fees and
mileage at the current IRS rate for travel to and from training sites. Work time will be
credited for the time in training. Training or conferences held out of state require prior
Board approval. A reimbursement form must be presented to the Director within 30 days
of the travel to be considered for reimbursement.
The Library will pay for membership in Professional Library Associations for the
Director, and will maintain an Institutional Membership in the Michigan Library
Association.
STANDARDS OF CONDUCT
The Board may establish, adopt, publish, change, amend and enforce rules and
regulations for employees to follow. Failure to follow the library’s rules and regulations
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currently in effect , or other misconduct, may result in disciplinary action up to and
including dismissal.
Performance and behavior standards and expectations will be communicated to
employees through the employee handbook and regularly scheduled performance
evaluations given by the Director.
When employee performance or behavior falls short of the standards and expectations
of the library, efforts will be made to help the employee meet expectations through
informal discussion and/or further training. When this fails, or depending upon the
seriousness of the situation and the person’s employment history with the library,
disciplinary actions may be taken including an oral warning, written reprimand,
suspension without pay, or immediate discharge. All corrective action involving
termination will be reviewed by the Board.
These and other types of misconduct can subject an employee to disciplinary action, up
to and including discharge:
●
●
●
●
●
●
●
●
●
●
●
●

Failure to perform the duties of the position in a satisfactory manner
Failure to follow library policies and procedures
Failure to check out materials before leaving the building.
Behavior which jeopardizes the safety of the staff or the public
Discourtesy to the public
Failure to work harmoniously with other employees
Unauthorized release of confidential information
Falsification of library records
Inappropriate use of official position in the judgment of the Director and/or Board
Personal use of library supplies
Unauthorized removal, destruction or negligent use of library property
Reading for personal pleasure while on duty (exceptions are for professional
periodicals, book reviews and other materials required for job assignments.
● Manufacturing, selling, distributing, dispensing, purchasing, possessing, or
consuming alcohol or illegal drugs and/or misusing prescribed drugs in the
workplace.
ATTENDANCE
Regularity of attendance and punctuality is essential to the orderly performance of our
work. As an employee, you are expected to be punctual and regular in your
attendance. When you are absent or late for work, your work must be performed by
others just as you must perform their work when they are absent.
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You are expected to report to work on time and be prepared to start work at your
regularly scheduled starting time. You are also expected to remain at work through the
end of your schedule except for regularly scheduled breaks or authorized leaves.
It is important that when you may be absent or late in your arrival you notify the Library
Director and the person you are assigned to work with as soon as possible before you
are expected to arrive to work but no later than one hour before your normal scheduled
starting time or as soon as you know. In all cases where you may be absent or tardy,
you must provide the Library Director with an explanation. Whenever possible, you
must also inform the Library Director of when you will arrive or return to work. Absent
extenuating circumstances, you must call in on any day you are scheduled to report and
will not be able to report.
Excessive absenteeism, whether excused or not, is not acceptable. Each situation of
excessive absenteeism or tardiness will be evaluated on a case by case basis.
If you fail to report to work without any notification to the Library Director for a period of
three days or more, we will consider that you have voluntarily terminated your
employment.

COMMUNICATIONS SYSTEMS
The telephone, fax and computer, including the e-mail system, are tools to ensure
efficient communication. It is a privilege that is provided by the library, and. an
employee should have no expectation of privacy in their communications including
those via the telephone, telefax, or e-mail system. Personal cell phone use should be
limited to breaks and take place outside or in the staff areas, except in case of
emergency.
The library provides access to these communications systems to assist you in the
performance of your job. The library reserves the right to access and disclose at the
library’s discretion all communications over any library communications system, without
regard to content. The use of any communication system for personal use should be
avoided.
Employees must remember that all activities from a library communications system will
be regarded as activities authorized by the library. Employees may not send, make or
post communications that contain abusive or objectionable language, that defame or
libel others, or that infringe on the privacy rights of others.
Employees may not delete, alter, or re-configure computer hardware or software in any
way. Employees, except those who are assigned IT duties, are prohibited from the
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unauthorized use of the passwords and encryption keys of other employees to gain
access to other employee’s communications systems.
Employees may not engage in illegal copying of copyright protected works, or making
available copies of such works. Employees are responsible for observing copyright and
licensing agreements that may apply to files, documents and other software they wish to
download.

SOCIAL MEDIA
As part of its effort to better serve and communicate, the library may create a presence
on and utilize social media and social network sites (collectively referred to as "social
media"), including but not limited to a library-sponsored blog, Facebook page and/or
Twitter account. Some library employees may have the responsibility to or may be
encouraged to contribute to the various library-sponsored social media activities.
Furthermore, the library recognizes the increasing popularity of social media and their
personal use by individuals. The library respects the rights of its employees to use blogs
and other social media as a form of self-expression and all library employees are
welcome to participate in social media activities while an employee of the library, with
the understanding that employees have no right of privacy in any communications over
library systems. However, the library recognizes that conversations on an employee's
personal social media may reference the library or the employee's association with the
library. This policy is intended to cover both library employees communicating on behalf
of the library using library-sponsored social media and library employees
communicating on their personal social media in which the library or the employee's
association with the library is referenced.
I. Responsibilities of Employees Using Library-Sponsored Social Media or Social
Network Sites
We expect all who participate in social media on behalf of the library to adhere to and
follow these guidelines:
a. Follow all of the library's policies included within this handbook.
b. The library’s social media sites are to educate and inform the public of
library programs, services and activities; therefore, an employee using library
social media must:
1. Only post accurate and truthful information regarding library
programs, services and/or activities;
2. Not post personal messages on the library's social media sites;
3. Not post personal opinions on the library's social media sites.
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c. Be mindful that you are representing the library. As a library representative,
it is important that your posts convey a positive image of the library;
therefore, an employee using library social media must:
1. Only post honest, informative and respectful comments;
2. Be respectful of all individuals. Do not post content that
promotes, fosters or perpetuates discrimination on the basis of a
protected characteristic;
3. Do not post material that is unlawful, abusive, defamatory,
invasive of another's privacy or obscene to a reasonable person;
4. Do not post spam, off-topic or offensive remarks;
5. Do not post classified, proprietary or privileged library
information;
6. Exercise sound judgment and common sense and, if there is
any doubt regarding whether something should be posted on
library social media, do not post it.
d. Fully disclose your affiliation with the library. The library requires all
employees who are communicating on behalf of the library to disclose their
name and their affiliation. It is never acceptable to use aliases or otherwise
deceive people.
e. Give credit where credit is due and do not violate others’ rights; therefore,
an employee using library social media must:
1. Not claim authorship of something that is not yours;
2. Make certain that another party is credited in your post if you
are using their content and that they approve of you utilizing their
content;
3. Not use the copyrights, trademarks, publicity rights, or other
rights of others without the necessary permissions of the rights
holder(s).
f. Know that posting on the internet is permanent. Once information is
published online, it is essentially part of a permanent record, even if you
“remove/delete” it later or attempt to make it anonymous.
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II. Responsibilities of Employees Using Personal Social Media or Social Network
Sites
These are the official guidelines for employee use of personal social media, while not
acting on behalf of the library. These guidelines apply to library employees who create
or contribute to blogs, social networks, comment on online media stories or any other
kind of social media.
a. Follow all of the library's policies included within this handbook.
b. Library employees are responsible for their actions. When you choose to
go public with your opinions via a blog or other form of social media, you are
legally responsible for your commentary. Individuals can be held personally
liable for any commentary deemed to be defamatory, obscene, proprietary, or
libelous (whether pertaining to the library, individuals, or any other business,
company, library, or institution). For these reasons, individuals using social
media should exercise caution with regard to exaggeration, colorful
language, guesswork, obscenity, copyrighted materials, legal conclusions,
and derogatory remarks or characterizations. In essence, your personal use
of social media is done at your own risk.
c. Be conscious when mixing your business and personal lives. Online, your
personal and business personas are likely to intersect. You must remember
that library patrons, community members, colleagues and supervisors/
managers often have access to the online content you post. Inappropriate
posting could lead to adverse employment action being taken by the library.
Keep this in mind when publishing information online that can be seen by
more than friends and family, and know that information originally intended
just for friends and family can be forwarded.
If an employee's personal social media activities reference the library or the employee's
association with the library, or state an opinion regarding any library activities, the
employee must abide by the following guidelines:
1. Make it clear you are speaking for yourself and not on behalf of the library.
Use of the following language is recommended: "The postings on this site are
my own and do not necessarily represent the library's positions or opinions";
2. Fully disclose your affiliation with the library;
3. Never represent yourself in a false or misleading way;
4. Post meaningful, respectful comments;
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5. Use common sense and common courtesy;
6. When disagreeing with others' opinions, be polite and respectful.

ELECTRONIC EQUIPMENT
Personal cellular telephones and other electronic equipment should not be used during
business hours, except as necessary for conducting Library business. Personal use
should be limited to breaks and lunches and are not allowed in public spaces. All
personnel are requested to have the telephones or equipment silenced during working
hours.
HEALTH AND SAFETY

The Elk Rapids District Library is committed to protecting the safety and health of every
employee.
But the responsibility for maintaining a safe and healthy working
environment is not just that of the Library. To be totally effective, every employee also
has a responsibility to comply with all safety rules and programs established by the
Library.
Every employee is responsible to assist the library in establishing and maintaining a
safe working environment. Employees are also expected to report to the Library
Director any condition that may be unsafe or unhealthy.

SMOKING
Smoking and the use of tobacco products shall be prohibited within all portions of the
library’s building. This prohibition includes all entryways, including both the public and
staff entrance.
Employees are permitted to smoke outside but should not block entranceways.
The library complies with all state and local ordinances regarding smoking. Failure to
abide by the library's policy, state law, or local ordinance will result in discipline, up to
and including termination.
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SUBSTANCE ABUSE POLICY
It is the intent of the Library to provide a drug-free, safe and secure work environment
for our employees. To ensure a safe and efficient workplace, the Library will strictly
enforce the following:
1.

No employee shall possess, distribute, use or be impaired by alcohol on
library property, while on library business, or during working hours,
including rest and meal periods.

2.

No employee shall possess, distribute, use, be impaired by, or have in
their bodily system, illegal prohibited drugs on library property, while on
library business, or during working hours, including rest and meal periods.

3.

No employee shall be impaired by, nor distribute any legal prohibited
drugs while on library property, on library business, or during working
hours, including rest and meal periods.

"Illegal prohibited drugs" are those substances that are illegal to sell or possess,
including any substance listed in Schedules I through V of § 202 of the Controlled
Substances Act; "legal prohibited drugs" are any prescription or non-prescription drugs
that may impair working ability. An employee who is taking a legal prohibited drug must
notify the Library Director if its use is expected to adversely affect the employee's
performance of the essential functions of the employee's job. Employees have a duty to
know if the legal prescription or non-prescription drugs they are taking may impair
working ability.

ACCIDENTS AND INJURIES
When an employee is injured at the Library, the Director needs to be made aware of the
circumstances so that appropriate reports can be filed. Each employee involved in any
accident which includes bodily injury or property damage in the course of their work,
whether or not involving vehicle operation, shall promptly and completely report the
details thereof to the Director. The employee shall immediately, if practical, file an
accident report on an approved form which includes accurate, complete and unbiased
information fully describing the accident, the persons and or vehicle involved, their
insurers (if known), names and addresses of witnesses, and any other pertinent
information
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If an employee’s injury is serious enough to require medical attention, the employee
should see their own physician or a local emergency center. Any lost work time due to
injury on the job must be recorded on the time sheet as Worker’s Compensation.
The Library will require a medical release prior to allowing an employee to return to
work. The library may require that the employee submit to a necessary medical
evaluation by a doctor selected by the Library or the insurance carrier.

WORKING ALONE

Generally, the Library will not be open when there is only one staff person on the
premises.
If employees find themselves working alone due to unforeseen
circumstances, they must call the Director at once. If the Director cannot be reached,
the employee should ask any patrons in the Library to leave and then lock the door. If
there is enough time remaining in the day, they should then call other staff to find
someone to replace the employee who had to leave. If an employee fails to arrive at
work, the employee who is here shall not unlock the door or open the library until a
second staff person arrives.

FOOD AND BEVERAGES
Staff may have beverages at the front desk in covered containers, and they must be
kept on the back counter. No food is allowed at the front desk.

PROBLEM-SOLVING

1.
Library employees who have unresolved job related problems with the Library
Director may request a meeting with the Personnel Committee after first trying to
resolve by speaking with the Director. The request must be in writing, with a brief
explanation of the issue(s).
2.
If the Personnel Committee denies the request or its solution is not satisfactory to
the employee, they may appeal the committee's decision to the full Board of Trustees.
Appeals to the Board must be in writing.
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3.
If the Board of Trustees agrees with the Personnel Committee’s resolution of the
matter, it shall inform the employee in writing that the appeal is denied. If the Board of
Trustees disagrees with the determination of the Personnel Committee, it shall
determine what further action shall be taken to resolve the matter.

TERMINATION/RESIGNATION

As a matter of courtesy, employees who desire to leave the library are expected to give
at least fourteen (14) calendar days' notice to the Director, in writing. The Director must
give written notice to the Board at least thirty (30) days prior to the effective date of the
resignation.
Terminated employees or resigning employees who fail to give the requested notice will
not be paid for any accumulated paid time off.
Absence without permission or notification for three consecutive scheduled working
days may be regarded as abandonment of a position and, in effect, a resignation
without notice.

ACKNOWLEDGMENT
I acknowledge that I have received this Handbook. I understand that I am
responsible for reading and understanding it. I agree to be bound by the policies and
procedures described in this Handbook, and, in consideration for my employment, I
agree to follow them.
I also agree not to commence any action or suit relating to my employment
relationship with the library more than 182 days from the date of the event giving rise to
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the suit or claim or in the time prescribed by the applicable statute, whichever is less. I
agree to waive any statute of limitations exceeding 182 days.

_________________
Dated

Handbook02.01.22FinalBlumjpaadjust.docx

Effective________________,2022
Supersedes all others

__________________________________
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2021 - 2022 BUDGET

Proposed Amended

Elk Rapids District Library
Fiscal Year 2021-2022
Based on .5069 millage rate
ACCOUNT
NUMBER AND NAME
INCOME
101-402 Millage
101-403 Elk Rapids Township
101-404 Milton Township
101-405 Torch Lake Township
101-575 State Aid
101-600 Copy Fees
101-655 Book Fines/Fees
101-656 Penal Fines
101-657 Non-Resident Fees
101-664 Interest
101-671 Donations
101-674 General Use
101-675 Designated Donations
101-676 Reimbursements
101-677 Grants
101-678 Transfer from Heffer Gift
101-696 Miscellaneous
TOTAL INCOME

(145,403.00)
(183,557.00)
(3,500.00)
(4,000.00)
(300.00)
(150.00)
(13,000.00)
(0.00)
(100.00)

145,403.00
183,557.00
3,500.00
4,711.00
1,000.00
365.00
8,678.00
180.00
3,635.00

(0.00)
(0.00)
(0.00)
(3,480.00)
(0.00)
(0.00)

2,655.00
2,570.00
2,340.00
9,536.00
0.00
2,300.00

(353,490.00)

370,430.00

APPROVED 02/11/2021

EXPENSE
101-701Payroll
101-702 Salaries/Wages
101-703 FICA
101-704 Medicare
101-705 Pension
101-706 Health Insurance
101-726 Operating Supplies
101-727 Software
101-728 Equipment
101-763 Misc.
101-801 Professional/Contractual
101-851 Insurance
101-860 Mileage
101-871 Worker's Comp.
101-900 Postage
101-901 Publicity
101-920 Utilities
101-921 Electricity
101-922 Water
101-923 Natural Gas
101-924 Internet/Telephone
101-930 Building Facilities
101-940 Leased Books
101-942 Copier
101-955 Periodicals
101-956 Membership/Dues
101-957 Programs
101-958 Youth
101-959 Adult
101-960 Board of Trustees
101-961 Volunteer
101-962 Education/Training
101-965 Audio Visual
101-969 e-Books
101-970 Capital Outlay
101-971 Books
101-998 Grant Expense

(209,390.00)
(13,000.00)
(3,050.00)
(3,150.00)
(4,500.00)
(7,000.00)
(3,500.00)
(2,000.00)
(500.00)
(10,000.00)
(3,500.00)
(1,000.00)
(700.00)
(250.00)
(1,000.00)

209,390.00
13,000.00
3,050.00
3,150.00
4,500.00
5,500.00
3,200.00
3,087.00
1,000.00
12,000.00
3,414.00
60.00
493.00
340.00
250.00

(3,000.00)
(1,600.00)
(2,900.00)
(5,000.00)
(15,000.00)
(2,500.00)
(800.00)
(8,000.00)
(4,000.00)

3,000.00
1,300.00
3,500.00
5,000.00
12,000.00
2,320.00
650.00
5,500.00
3,600.00

(3,000.00)
(2,500.00)
(500.00)
(0.00)
(2,500.00)
(3,500.00)
(3,000.00)
(0.00)
(15,000.00)
(3,480.00)

3,000.00
2,000.00
0.00
0.00
200.00
1,000.00
2,700.00
0.00
12,000.00
9,536.00

APPROVED 02/11/2021

101-999 Contingency

TOTAL EXPENSE

(14,670.00)

40,690.00

(353,490.00)

370,430.00

Elk Rapids District Library Board of Trustees
2022 - 2023 Calendar
Meets second Thursday of the month at 5:00 p.m. at the Government Center
2022
March 10

Appoint Investment Officer
Select Auditor, Banks, Insurance carrier
New Trustee orientation
Review and adopt goals for year

April 14

Topic of interest – Trustee training

May 12
June 9

Review Strategic Plan/Goals progress

July 14

Topic of interest

August 11

Review Director Evaluation process
Review millage rate
Sign L-4029 form

September 8

Review Strategic Plan/Goals progress

October 13

Request funding from Torch Lake Township
Begin Director Evaluation process

November 10
December 8

Review Strategic Plan/Goals progress

2023
January 12

Present Director evaluation
Review Draft proposed Budgets for upcoming FY
Update Trustee binders

February 9

Hold Budget Hearing
Amend and approve final budgets for current FY
Review and approve proposed budgets for upcoming FY
Election of Officers for 2022/2023
Adopt Annual Calendar
Set meeting schedule

Elk Rapids District Library Board of Trustees
Meeting Schedule FY 2022 - 2023
Meetings are held the second Thursday of each month at 5:00 p.m. at the
Government Center, 315 Bridge St., Elk Rapids, MI
All meetings are open to the public.

March 10, 2022
April 14, 2022
May 12, 2022
June 9, 2022
July 14, 2022
August 11, 2022
September 8, 2022
October 13, 2022
November 10, 2022
December 8, 2022
January 12, 2023
February 9, 2023

Elk Rapids District Library
Community Needs Assessment Proposal
December 20, 2021
OVERVIEW

The Elk Rapids District Library (“the library”) is a valued community resource for the citizens of the
Village of Elk Rapids, Elk Rapids Township and Milton Township. In order to determine which
changes to services and physical space might best meet the needs of residents, library leaders are
interested in conducting a Community Needs Assessment (“CNA”). Having the CNA results will
allow library leadership to create a plan for upgrades to both physical spaces and other services
that best meet the needs of the community today and going forward.
Avenue ISR proposes to partner with the library to conduct the CNA to address these and other
questions:








How do residents currently read, connect and access information today?
What role does the library play to help meet those needs, both overall and for particular
groups of the population (e.g. people with children, retirees, job seekers, people without
home internet access, etc.)? What role could the library play?
Which current resources and services offered by the library are most valued by residents?
What do residents need from the physical space offered by the library, including materials,
reading areas, meeting and study areas, community spaces, etc.? How should the library
grow and adapt to meet those needs?
How can online and virtual services offered by the library adapt to meet the needs or
residents?
How do residents ideally want to learn about events, programs and changes at the library?
How has COVID changed residents’ desires and expectations for library services?

Plus additional topics and questions generated by library staff, library board and community
leaders.
Avenue ISR proposes to help the library board conduct the CNA and generate a report that
contains:
 A broad-based understanding of community needs
 Clear and actionable community priorities from which to update plans going forward
APPROACH

Avenue ISR proposes the following approach:
1. Kickoff: Meet with a Project Team chosen by the library board to finalize project approach,
lay out key milestones and share any relevant existing information (past surveys and
research, strategic plans, etc.)
2. Interviews (~3 Weeks): Understand potential community needs by interviewing 10-15
individuals, including:
a. Key staff members
b. Board members (as many as wish to be interviewed)
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3.

4.

5.

6.

c. Friends of the Library representatives
d. Local elected officials and/or community leaders
e. Select residents and library patrons
Survey Development (~2 weeks): Draft a survey instrument (questionnaire) in Microsoft
Word for review and comment by the Project Team; finalize and generate both of the
following:
a. An online version that can be completed on computer, tablet or mobile phone
b. A printed version that can be made available to any who prefer to offer their
feedback in this way
Data Collection (~3-4 weeks) Collect data from residents using the following approaches:
a. Email invitations to contact lists maintained by the library and Friends of the Library
b. Social media posts
c. Media releases to local media
d. Affiliate communications to local community groups and organizations, such as the
Elk Rapids Chamber of Commerce, Rotary Club, local nonprofits, etc.
e. Other means of getting out the word suggested by members of the Project Team,
who have the community connections to know how to help with promotions
Deliverable Development (~3 weeks) Analyze all data and develop implications and
reporting:
a. Compare survey respondent demographics with those of the Village of Elk Rapids,
Elk Rapids Township and Milton Township to determine any appropriate weighting
of overall results
b. Conduct analysis both overall and for key groups of interest
c. Develop a detailed report in PowerPoint detailing community needs and priorities
Present all deliverables in one or more public meetings (at the discretion of library
leadership)

Total project duration is estimated to be 8-10 weeks. This timing depends on prompt scheduling of
key meetings and turnaround of reviewed materials.
Avenue ISR recommends that respondents be offered an incentive for participation such as an
opportunity to win a drawing for one of five $100 gift cards. The cost of these incentives will be
covered by the Project Fees (see below).
PROJECT FEES

Professional fees cover the following activities:
Overall project management and communication
Research instrument design
Programming and data collection
Overall analysis and reporting
Any participant incentives offered
Total Professional Fees
Costs for data collection, hosting, travel and other incidentals

$9,000
$0

TOTAL

$9,000

A final timeline will be developed once the project is approved and funded.
EXPERIENCE

Since it was founded in 2006 Avenue ISR has conducted well over 100 strategic engagements for
established and emerging companies, nonprofits and community organizations. We have helped
clients with many strategic needs: assessed market trends, challenges and opportunities;
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conducted competitive analyses and benchmarking studies at the strategic and tactical levels;
helped clients improve the customer experience; and worked to develop strategic plans and
marketing plans. We utilize a variety of techniques, tailored to the needs of each client
engagement. Rather than “write reports,” we work to ensure that our work leads to actionable
strategies and clear business results. Past and current clients include United Way of Northwest
Michigan, Networks Northwest, Housing North, The Great Lakes Commission, 3M, Wells Fargo
Bank, Munson Healthcare, the Robert Wood Johnson Foundation, DePaul University and Hagerty
Insurance. We work with these clients to write road maps, expand capacity and build momentum
toward goals.
Woody Smith, Avenue ISR President, will serve as the Project Lead
Woody Smith is the President and Founder of Avenue ISR. In his 20 years of professional
experience, Smith has led engagements focused on guiding growth strategy, developing new
products and services and improving the customer experience. Woody has led all of Avenue
ISR’s community needs assessment engagements, including extensive work with the Grand
Traverse Band of Ottawa and Chippewa Indians, the Grand Traverse Regional Community
Foundation and Northwest Michigan Community Action Agency. Other past and current clients
include the Great Start Collaborative Grand Traverse Bay, Traverse Connect, The Art House
Convergence (a national membership organization of art house movie theaters) and
Northwestern Michigan College, among others. Smith is the author of numerous articles
concerning marketing research, brand development and retail strategy. Woody holds an MBA
from the Kellogg School of Management at Northwestern University and a BA from Williams
College.
Ann Tisdale, Senior Research Consultant will serve as the Project Assistant
With more than 15 years of experience in marketing research, data analysis, and strategy
consulting, Ann Tisdale provides clients with key customer insights as well as practical
solutions for business growth and change. Prior to joining Avenue ISR, Ann worked as an
independent researcher and statistical consultant on projects in the healthcare, education, and
non-profit sectors. Ann has co-authored several research articles and academic papers in the
fields of education, psychology and business strategy. Ann holds a B.S. in Psychology and
Statistics from Grand Valley State University and is on her way to completing her Masters at
Michigan State University.
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Proposal for Services
Strategic Planning for the Elk Rapids District Library

January 24, 2022
This proposal is valid for 90 days

Executive Summary
MCLS uses a model of planning that combines the aspirations of the community with the
strengths of the library to create outcomes that are achievable and impactful. We seek
community input through engagement tools developed by The Harwood Institute for Public
Innovation. During the engagement process the library’s appointed Strategic Planning
Committee will engage strategically-identified community leaders in one-on-one interviews
about what they want their community to be, what challenges they face in realizing these
aspirations, what changes are needed to overcome those challenges, and how the library can
contribute to meeting their aspirations.
If desired, MCLS can also facilitate Community Conversations in addition to the one-on-one
interviews. These are 90-120-minute conversations with small groups of community members
which seek input about their aspirations and concerns for their community, as well as how the
library can contribute to meeting their aspirations.
In addition to the community leader interviews and conversations (if chosen), MCLS will engage
the community more widely through the use of an online survey instrument to gain feedback
around library services. The engagement options are outlined further in the Strategic Planning
Process Summary and Cost sections.
MCLS will compile this “public knowledge,” or community input, gathered by the Strategic
Planning Committee interviews and Community Conversations (if chosen) and create a
Community Engagement Report that will help to inform the Planning Committee in their work.
This process will help your library engage others, discover potential community partners, and
develop strategies that strengthen the library’s relevance and significance in the community.
After the engagement process, we will combine the public knowledge gathered with expert
knowledge from the Strategic Planning Committee and library staff. By using the SOAR
framework (strengths, opportunities, aspirations, and results) we will assist your library in
identifying key service priorities that are aligned with local community needs and library
strengths. Working with library staff we will then assist you in developing goals, measurable
objectives, and timelines, resulting in a strategic plan that increases the library’s impact,
relevance, and visibility.
If conditions are safe to do so, we can conduct this process on-site at your library. We are also
able to conduct the entire process in the virtual environment, using virtual collaborative
meeting tools, such as Zoom, Padlet, and Google Jamboard.

Strategic Planning Process Summary
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The process outlined below can be accomplished over approximately four to five months from a
mutually agreed upon start date.
Part 1: Preparation
MCLS will meet with the library director or planning contact in preparation for the planning
process.
The Strategic Planning Committee should consist of 12-15 members and may include the
director, key staff, 1-2 board members, and representatives of the Friends of the Library.
The role of the Strategic Planning Committee will be to participate in an initial 2-hour kick-off
meeting to strategically identify individuals to participate in the engagement stage of the
process, to interview community leaders, and to participate in a half-day retreat to identify the
library’s core values, vision, and key strategic directions.
Part 2: Community engagement
We will gather “public knowledge” (interviews with community leaders and members and/or
community conversations) to gather information about the community’s needs relative to the
library. The public knowledge will be gathered using the aspirations model of The Harwood
Institute for Public Innovation and community survey.
Option 1
● The Strategic Planning Committee members will conduct interviews with approximately
30 community leaders
● MCLS will compile the information gathered from the interviews into a themed
Community Engagement Report
● MCLS designs and analyzes community survey
Option 2
● The Strategic Planning Committee members will conduct interviews with approximately
30 community leaders
● MCLS will facilitate, record, and theme five Community Conversations to engage up to
approximately seventy community members face-to-face
● MCLS will compile the information gathered from the interviews and conversations into
a themed Community Engagement Report
● MCLS designs and analyzes community survey

Part 3: Planning
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● MCLS will facilitate a half-day retreat with the Strategic Planning Committee to review
the community input and use the SOAR methodology to develop/confirm the vision and
core values, as well as the key strategic directions.
● MCLS will facilitate another half-day retreat during which the director and key staff
members (12-15) review the community input, vision, values, and key strategic
directions. At the retreat, staff will operationalize the plan by developing goals and
brainstorming activities that the library might implement to accomplish the key
priorities. At this time, they will address organizational competencies: things that must
be taken care of at the organizational level to achieve the goals, such as policies,
procedures, funding, technology, staffing, etc. They will also draft output and outcome
measures for assessing progress. The product of this retreat will be a draft plan.
● Following the retreats, MCLS will work closely with the director to prepare the final plan
document, including one virtual meeting.
● MCLS will facilitate a final virtual meeting with director and key staff to assist in the
development of an implementation timeline and measurement plan.
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Proposed Work Schedule
Task

Planning Activity

Month

Task 1

Design the planning process
(meet with consultant)

Month 1

Task 2

Start the planning process
(establish Strategic Planning Committee)

Month 1

Task 4

Kick-off meeting with Strategic Planning
Committee to introduce process strategically
identify community members to engage
(meeting facilitated by consultant)

Month 2

Task 3

Identify community needs
(Interview community leaders
and/or conversations)

Month 2

Task 4

Implement community survey

Month 2

Deliverables

Survey Results, Community Engagement Report

Month 3

Task 5

Planning Committee selects values, vision
statement, and key strategic directions
(retreat facilitated by consultant)

Month 3

Task 6

Operational Retreat - write goals and objectives,
potential activities, organizational competencies
(retreat with key library staff - facilitated
by consultant)

Month 3

Task 7

Write the Strategic Plan

Month 4

Deliverables

Written Strategic Plan , Implementation Plan,
Measurement Plan

Month 4

Cost
The costs for strategic planning services are outlined below and include a “not to exceed” cost
for the full-service package. Prices include all clerical costs, printing costs, consulting costs, data
analysis costs, and travel.
Community Engagement
Option 1
● MCLS compiles report from the community leader interviews
$2,000
● MCLS designs and analyzes community survey
$2,000
Option 2
● MCLS conducts 5 Community Conversations and compiles report
$6,000
combining data from the community leader interviews and Conversations
● MCLS designs and analyzes community survey
$2,000
Meeting/Retreat Facilitation, Preparation, and Supplies
● Initial 2-hour kick-off meeting with Strategic Planning Committee to introduce the
process and strategically identify community members to engage
● Half-day retreat with the Strategic Planning Committee to review the community input
and to develop the vision and values, as well as the key strategic directions
● Half-day operational retreat during which the director and key library staff review the
community input, vision, values, and key strategic directions. At the retreat, staff will
develop goals and brainstorm activities that the library might implement to accomplish
the key strategic directions. They will also draft output and outcome measures for
assessing progress. The product of this retreat will be a draft plan.
● 2 additional virtual meetings with Director to complete written plan, implementation
timeline, and measurement plan
Meeting/Retreat Facilitation, Preparation, and Supplies Cost
$9,000
Written Plan
$4,000
Option 1 Total not-to-exceed cost for full-service planning
$17,000
Option 2 Total not-to exceed cost for full-service planning
$21,000

Payment of the fee is broken down and tied to project deliverables:
Option 1 - $4,000
Upon completion of the community interviews and delivery of the survey
analysis and Community Engagement Report
Option 2 - $8,000
Upon completion of the community interviews and Conversations and
delivery of the survey analysis and Community Engagement Report
$9,000
Upon completion of the Strategic Planning Committee retreat and key
staff operational retreat
$4,000
Upon completion of the written plan

Qualifications of Firm and Prospective Team Members
MCLS is a collaborative organization partnering with Indiana and Michigan member libraries,
product vendors, and other library entities to provide informational content, operational
services, and personal oversight designed to assist libraries in helping themselves better relate
to the patrons and communities they serve. We have worked with several libraries on full or
partial-service strategic planning and have facilitated multiple other meetings for libraries.
Resumes for consultants available upon request.

Past and Current Clients
The following is a partial list of past and current clients of MCLS’s consulting services for
Strategic Planning and/or Meeting Facilitation.
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●

Leland Township Public Library (MI)
Syracuse Turkey-Creek Township Public Library (IN)
Indiana State Library (IN)
Branch District Library (MI)
Paw Paw District Library (MI)
Hussey-Mayfield Memorial Public Library (IN)
Knox County Public Library (IN)
Central Michigan University Libraries (MI)
Kalamazoo Public Library (MI)
Chippewa River District Library (MI)
Michigan State University Libraries (MI)
Oscoda County Library (MI)
Suburban Library Cooperative (MI)
Hamilton East Public Library (IN)
Anderson Public Library (IN)
Traverse Area District Library (MI)
Westchester Public Library (IN)
Culver-Union Township Public Library (IN)

References
Ryan Wieber, Director, Kalamazoo Public Library, Kalamazoo, MI, ryanw@kpl.gov,
(269) 553-7828
Michele P. Howard, Library Director, Traverse Area District Library, Traverse City, MI,
mhoward@tadl.org, (231) 932-8527
Lisa Stamm, Executive Director of Westchester Public Library, Chesterton, IN, lisa@wpl.lib.in.us,
(219) 926-7696
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Erin Lawrence, Director of Culver-Union Township Public Library, Culver, IN,
elawrence@culver.lib.in.us, (574) 842-2941
Kathy Irwin, Dean of University Libraries, Central Michigan University, irwin1km@cmich.edu,
(989) 774-3500

Contact Information
To discuss this proposal, please contact:
Pamela Seabolt
Manager
Engagement, Consulting, and Training
Midwest Collaborative for Library Services (MCLS)
1407 Rensen St. Suite 1
Lansing, MI 48910
Phone: 800-530-9019 ext. 123
Email: seaboltp@mcls.org

Agreement for Services
By Elk Rapids District Library:
Signature ___________________________________

Date ____________________

Printed Name ________________________________

Title _____________________

By MCLS:
Signature ___________________________________

Date ____________________

Printed Name ________________________________

Title _____________________
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Library Planning Associates, Inc.
P.O. Box 406
Normal, IL 61761
voice: 309-846-2836
anders@libraryplan.com

January 26, 2022
Richard Hults
Elk Rapids Library District
Elk Rapids, MI
Dear Dick:
I was pleased to talk with you earlier this week about plans to expand and improve the building that houses
the Elk Rapids Library District. As you described, plans have been underway for some time now but
appear to have stalled. Library supporters seek to reboot the effort by taking a fresh look at the library’s
service goals and space needs.
I applaud the reboot because, as I often remind clients, those pesky tectonic plates of library service keep
shifting. It’s valuable, essential even, to revisit the underlying goals of the project, especially when a
planning effort draws out, to insure the goals align with needs. In the current case, our recent and ongoing
experience of the Covid pandemic has introduced concerns we didn’t know about just two years ago,
concerns that impact s library’s goals and operations and the structure that houses and supports those goals
and operations.
Any reboot of the library’s planning effort must focus on an assessment of resource and service inventory
goals the building is to house. It may be that I emphasize such goals because I am first and foremost a
librarian, but the fact is, every library’s space needs are shaped and determined by its underlying service
goals. This notion is at the heart of the space planning methodology I pioneered while on the staff of the
Wisconsin state library agency. Public Library Space Needs: A Planning Outline emerged from years of
dialog among members of the American Library Association’s Building and Equipment Section regarding
the shortcomings of then-current space planning tools and standards that had not been updated since the
early 1960s.
As a service-based assessment of space need, the methodology invites a library to examine local service
needs and establish suitable goals. What kind of collection should the library provide? How many
technology stations? How many reader seats? Staff work stations? What kind of meeting and
programming capacities should the library support? All of those service goals in turn translate directly into
a space need. For every 100 items to house, the library needs a quantifiable amount of floor space. Each
reader seat requires a certain amount of space. A service-based assessment of space need allows the library
to tailor the examination to its unique local needs. Moreover, an important byproduct is a specific
understanding of the benefits that will accrue to the community by way of the proposed capital project.
You invited me to prepare a proposal to assist the Elk Rapids trustees and staff with the reboot of its
planning effort. For going on forty years, Library Plannning Associates, Inc. has provided guidance to

libraries as they consider service goals and space needs. As founding principal of LPA, I’ve pursued my
interest in the intersection of a library’s service goals and space needs throughout my whole career. I
suggest a workplan grounded in a thorough and careful examination of existing documentation and
evidence, complemented with additional input from trustees, staff, and select local opinion leaders. At the
library’s option, these core activities may be extended with additional efforts to reach out into the
community. Details regarding these phases are found in the following brief appendix, along with a concise
copy of my credentials.
The centerpiece of the core study is a site visit to Elk Rapids. The site visit affords a chance to tour the
existing library and observe directly existing conditions, operations, and resources. The site visit also
affords a chance to engage with trustees and staff to elicit priorities and concerns regarding future directions
for the library in Elk Rapids. Prior to the site visit, LPA will conduct a thorough examination of existing
documentation in order to fashion analytic benchmarks for use in evaluating current conditions at the
library and prospective future service goals.
Regarding those analyses, we know from data issued by the Institute for Museum and Library Services that
the Elk Rapids District Library maintains a collection of roughly 20,000 items. That’s good to know, but is
a collection of 20,000 items a lot, or not a lot? We can glean part of an answer to that question by
examining sample cohorts drawn from the IMLS database. Among libraries in the U.S. serving 5,000 to
10,000 population, for example, the median collection totals 31,000 items. This could be an indicator that
the library’s current inventory is undersized (not necessarily a surprise – when a library starts to explore
space needs it’s often because the existing building creates a constraint that limits inventory). At the same
time, Elk Rapids appears to be well-used: on average, the circulation rate per capita is 7.37, versus a
median of 5.62 among libraries nationwide serving 5,000 to 10,000 population. It could be that the influx
of seasonal residents in the community affects this result. In any case, this kind of comparative analysis
creates a useful context for evaluating current services and defining potential future goals, all of which plays
directly into an understanding of future space needs. By structuring multiple, varying cohorts, one can
stitch together a rich picture of what the library is today and what it might become in the future.
The library may choose to complement this core planning effort with various strategies for community
engagement. These may include structured group interviews, key informant interviews, open public
hearings, among others. The attached appendix offers information regarding those options.
As outlined in the following material, the tasks involved with the core planning effort will require 75 hours
of consulting time. At LPA’s standard rate, that translates to a base fee of $11,250. Allowances for clerical
support ($1,150) and travel ($800) bring the total cost of this study to $13,200. Obviously, the addition of
any direct community engagement strategies will change the cost estimate accordingly. I am, of course,
always open to exploring other approaches to the core planning effort that may be useful in further
tailoring the study to the needs of the Elk Rapids District Library.
Please do not hesitate to reach out with any questions you may have.
All best,

Anders C. Dahlgren
President

APPENDIX
The proposed core planning effort focuses on a series of tasks LPA described as “internal” in nature. That
is, the resources LPA uses to learn about the library and its community include existing documentation and
input from library “insiders” (mostly staff and trustees). LPA has learned that a focus on such internal
sources are, by far, the most effective, efficient way to learn about a library and the community it serves.
As noted previously, these internal study strategies may be complemented by an assortment of “external”
data gathering strategies that involve direct community engagement.
The following tasks comprise the proposed core planning effort:
• Review of existing documentation – the library will be asked to assemble an assortment of
existing reports and documents for the consultant to review by way of introduction (see
following sample Checklist of Documentation)
• Local annual report summary – the library’s annual report data of the last 10-20 years will be
compiled in order to describe recent developments in service trends
• Peer comparative analyses – The IMLS database will source a series of comparisons with peer
cohorts to describe a context that facilitates analysis of current conditions and possible future
goals. Various cohorts will be drawn to examine the impact of regional service expectations,
the impact of larger or smaller populations, the impact of greater or lesser fiscal support, and
so on.
• National trend analysis – Just as it’s important to understand the development of local trends
over time, planners must understand the broader national or regional trends that serve as a
background to local planning efforts. There is, for example, clear evidence that for 15 years,
U.S. libraries have trended toward leaner collection inventories – a factor that should play into
any assessment of future needs at the local level.
• Site visit – an essential opportunity to experience the library’s current setting directly, to engage
with staff and trustees, review the findings of the preceding studies and start to formulate
potential findings
• Assimilation – Based on the interactions conducted during the site visit, LPA will complete the
analysis of service goals, preparing a working paper outlining recommended future service
goals for the library. This will be conveyed to the library for review.
• Teleconference – LPA will meet with local representatives to review the working paper and
solicit reaction and questions
• Space needs analysis – Based on the emerging menu of recommended resource and service
inventory goals, LPA will prepare a report on the library’s space needs and convey that to the
library for review
• Teleconference – LPA will meet with the board and library director to present the
recommendations of the service and space needs study. At the library’s’ option, this could be
conducted in an in-person setting instead.
Together, these tasks will require an estimated 75 hours of consultant time. At LPA’s standard rate, this
produces a base fee of $11,250. Additional allocations for clerical support ($1,150) and travel ($800) bring
the final cost for this study to $13,200.
OPTIONAL COMMUNITY ENGAGEMENT
The library may wish to broaden the extent of the service and space needs inquiry by incorporating
“external” data gathering components into the workplan. This may include activities such as open public

hearings, structured group interviews, and key informant interviews. Such efforts extend the depth of the
study. By engaging a larger cross section of the community, it can also foster greater buy-in to the study
findings. Note that adding any of these tasks will extend the study timetable and add to study costs.
For example, the addition of structured group interviews would involve an additional site visit. During the
originally proposed site visit, the specific strategies for those interviews would be confirmed with staff and
board. An interval of preparation would follow – probably around six weeks to schedule and arrange the
invitations. Each interview should have a target of 10-15 participants, and one can anticipate issuing 1½
invitations for each individual who participates. At least ninety minutes should be reserved for each
interview. The group interviews would then be conducted during a follow-up site visit. The number of
interviews will determine the duration on-site. The time required for synthesis, summary, and reporting
out following the site visit likewise depends on the number of structured group interviews conducted.
A sample budget for four structured group interviews includes, at a minimum, a full day on-site, and
possibly a day and a half, depending on the specific schedule that can be arranged for the interviews.
Another 12 hours will be needed for synthesis, summary and reporting out. The combined added cost in
this instance is estimated at $4,625 (including allocations for clerical support and travel).
If the library is interested in possibly pursuing additional external data gathering options, we are ready to
outline specific.
CHECKLIST OF DOCUMENTATION
At the study begins, the library will be asked to assemble existing documentation including such items as
the following:
*
*
*
*
*
*
*
*
*
*
*

annual reports to the state library agency for 2018 and 2020
the library’s mission statement
any formal long-range plan / statement of goals & objectives adopted by the library board
a copy of the current operating budget
current organization chart
summaries of any recent community and / or user surveys
current floor plans with a furnishings layout
any demographic overview for the library’s service area, such as may be available from a county or
regional planning agency or whomever
available demographic forecasts for the community, anticipating population growth (to the year 2040
preferred) as well as notable shifts anticipated within the composition of the community.
a map of the community (note location of current library)
the current comprehensive master plan for the community indicating how the area is expected to be
developed

Documents can be forwarded to LPA in physical or electronic formats, noting that LPA is a BIG believer in
the Use Whatcha Got School of Data-Gathering. If an item on this list isn’t readily available, don’t make
any great effort to dig it up. Just let us know its unavailable and let’s do what we can to work around its
absence. If we really do need the errant item, we’ll let you know, and then it’ll be time to move
mountains! At the same time, feel free to supplement this list with any additional documents you feel
would be helpful. The list is rather generic and there may be additional, unique infobits that provide
insight into the library or its community. Add on, as you see fit!

Anders C. Dahlgren

President and Founding Principal
Library Planning Associates, Inc.
Anders Dahlgren is an acknowledged leader in planning library services
and spaces. He founded Library Planning Associates, Inc. (LPA) in 1984
and has since consulted with more than 150 libraries across the country
and internationally. As the building consultant for the Wisconsin State
Library (1984 to 1998), he worked with more than two-thirds of the
state's 380+ libraries. He has planned libraries ranging in size from less
than 2,000 square feet to almost 400,000 square feet and prepared
program for more than 5 million square feet of library space.
Education
University of Iowa, B.A. in
English, 1976
University of Illinois, M.S.
in Library Science, 1977
University of Wisconsin,
Certificate of Prof’l
Development Program
in Library Management,
1990.
Professional Background
July 1984 to date
Library Planning
Associates, Inc.
Founding principal
June 1996 to Dec 2006
Dominican University
Library School
Adjunct Professor
Oct 1985 to Dec 2002
University of Wisconsin
Instructor
Oct 1984 to July 1998
Wisconsin Division for
Library Services (state
library)
Consultant for Public
Library Construction
and Planning

Among his accomplishments and contributions:
• 14 years on the staff of the Wisconsin state library agency as the
state’s recognized authority on long-range and facilities planning
• created Public Library Space Needs: A Planning Outline while on
the staff of the Wisconsin state library agency (the most
referenced library space planning tool, often referred to as “the
Wisconsin model,” it became the basis for the space planning
methodology recommended by the International Federation of
Library Associations)
• two projects recognized by Library Journal as Library of the Year –
The Blair Library (Fayetteville, AR) and the Laramie County
Public Library (Cheyenne, WY)
• three projects recognized by Library Journal as a New Library
Landmark – Poplar Creek Library District (Streamwood, IL),
Durango (CO) Public Library, Madison (WI) Public Library
• two projects recognized by the American Institute of Architects with
the AIA Honor Award, the AIA’s highest award – Cambridge
(MA) Public Library, the Poetry Foundation (Chicago); the
Poetry Foundation headquarters was also cited by Architectural
Record in its recent list of the “Top 125 buildings” of the last 125
years
• elected by peers three times to the Executive Board of the American
Library Association’s Building and Equipment Section (BES)
• twice elected to the Standing Committee on Library Buildings and
Equipment in the International Federation of Library Associations
(IFLA)
• named by the American Library Association six times to serve as a
juror for the Library Building Award, jointly sponsored by the
American Library Association and the American Institute of
Architects to recognize excellence in library design – in the
history of the LBA program, no one has served on this jury more

Selected project experience

Jackson-Madison County Public Library, Jackson, TN

Service and space needs assessment study. Delivered September 2020.

Joliet Public Library, Joliet, IL

Service and facilities conceptual study, updating and re-deploying services
in the library’s two buildings – the 74,000 square foot Ottawa Street
facility and the 36,000 square foot Black Road facility, delivered 2018.
Building program describing renovation of the Ottawa Street facility
delivered 2019. Continuing plan review ongoing.

Scarborough Public Library, Scarborough, ME

Service assessment and building program describing an addition to the
existing 12,500 square foot building, bringing the gross area to 30,800
square feet. Delivered November 2019.

Peoria Public Library, Peoria, AZ

Service and facilities configuration study for a rapidly growing community
in the Phoenix metro area. In association with Engberg Anderson’s
Tuscon office. Delivered March 2019.

Fayetteville Public Library, Fayetteville, AR

Building program statement for expansion of main library to 168,000
square feet, in association with MSR Design. Delivered December 2017.

Jefferson College Library, Hillsboro, MO

Building program statement for renovation of library / learning center /
center for teaching & learning – 32,000 square feet total, in association
with TR,i Architects. Delivered May 2016.

Harper College, Palatine, IL

Programming for remodeling and expansion of the library, incorporating
Student Success Services, the Writing Center, the Tutoring Center, the
Center for Innovative Instruction, the Center for Adjunct Faculty
Engagement, and the Academy – more than 110,000 square feet total – in
association with Legat Architects. Delivered November 2015.

Cleveland Park Branch, DC Public Library, Washington DC

Building program and plan review for the 25,000 square foot Cleveland
Park Branch, in association with Perkins Eastman DC. Delivered August
2015.

Director’s Report
February 10, 2022
Staff
● Staff evaluations are complete.
Programs
● We are having a sledding party on February 19.
● This month we have Valentine’s boxes for kids, and we are continuing the snow
people for the windows and the Take & Make crafts.
● Michigan Works will be back for Resume help starting this month.
● We will start Tech help by appointment either this month or next, depending on
Covid numbers.
● We have recorded two new sessions of poetry with Jim Ribby.
Agenda Items
● The DRAFT budget for FY 2022 – 2023 has a few minor tweaks from the DRAFT
presented last month. This is the final draft.
● The 2021 – 2022 FY Budget must be amended. Proposed amendments are
presented.
● Move Heffer Funds: For those new to the board, the Heffer funds are from a
bequest of $400,000 given to the library in 2015 by Charles Heffer’s estate. The
board at some point earmarked that money to be spent on a library expansion
project. $92,604.31 has been spent to date, leaving a balance of $307,985.69.
That money has been in the expansion account at Independent Bank, but needs
to be separated from the donations. The proposal is to put that money into an
existing checking account at Huntington Bank so the board can continue
spending it. The approximately $4,400 of operating funds currently in that
account will be moved to our general fund at Fifth Third.
Other

● Please bring your board binder to the Library by
Wednesday, February 16 for updating. When we have
them all we will update them all. I’ll let you know when
they are ready to be picked up.

2021/2022

Circulation by Patron Location

March

ER
48.0

MIL
23.6

TL
7.2

NR
7.9

NEW
1.7

GT
10.6

KAL
1.1

April

42.3

25.3

6.5

13.1

1.2

10.1

1.5

May

44.6

30.1

5.9

9.8

1.2

6.1

0.8

June

44.6

29.1

8.2

6.4

4.7

4.3

2.4

July

44.1

29.2

7.3

8.0

3.1

6.7

1.1

August

45.2

27.1

8.5

9.1

1.7

6.4

1.6

September

44.2

22.9

11.9

7.3

2.8

9.8

1.1

October

50.0

21.8

8.1

6.6

1.4

9.5

2.6

November

47.1

24.2

11.4

6.0

0.2

8.0

0.0

December

43.8

27.9

7.6

5.9

2.4

8.5

3.2

January

45.6

22.0

12.7

6.2

4.1

5.7

3.5

February
Average
Circulation by Material Type (Current month)
Non Fiction
Fiction
McNaughton
CD
DVD
Large Print
Young Adult
Magazines
Video
ILL
Internet
Laptops
Overdrive
Audiobooks
eBooks
Hotspot
STEM Kit
Total

204
860
40
80
139
56
28
73
0
195
429
3
253
460
18
2
2,840

51 Digital

325 Wifi

Circulation
2021-2022
CHANGE
MARCH

-130

2021-2022

2,310

2020-2021 2019-2020
2,440

2,374

APRIL

2018-2019 2017-2018

2016-2017

4,264

4,635

4,206

3,729

4,064

4,033

4,010

4,100

MAY

-280

2,091

2,371

4,475

4,319

4,690

4,319

JUNE

2,120

4,080

1,960

5,416

5,254

4,240

4,700

JULY

2,432

4,833

2,401

7,055

7,191

7,170

5,721

AUGUST

1,978

4,501

2,523

6,532

6,633

6,556

6,339

SEPTEMBER

980

3,622

2,642

4,702

4,726

4,870

4,369

OCTOBER

398

2,764

2,366

4,533

4,784

4,450

4,242

NOVEMBER

392

2,633

2,241

3,749

4,169

4,329

3,878

DECEMBER

629

2,678

2,049

3,537

3,889

3,758

3,701

JANUARY

602

2,840

2,238

3,690

4,314

4,120

4,283

FEBRUARY

2,300

3,766

3,669

3,671

4,333

TOTALS

25,531

55,783

57,616

56,070

53,714

Patrons

Added
16

Deleted
0

OPAC Searches
ValueLine
Door Count

448
1,371
1,451

YouTube

Views
1,429

Hours
98

Facebook

Post Reach
14,904

Engagement
2,019

Total
3,875

