Elk Rapids District Library Board of Trustees
Meeting Agenda
November 11, 2021, 4:00 pm
at the Government Center, 315 Bridge St., Elk Rapids
The board will meet with 13 Ways at 4:00 pm, just prior to the regular meeting. The public is
welcome to attend.
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 – Evaluating the Director

Discussion

5.

Consent Agenda

Action

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. Minutes – October 14, 2021
b. Treasurer’s Report and Approval of Bills
c. Building Committee Notes, October 21, 2021
6.

Correspondence

7.

Unfinished Business
a.
Director Evaluation
b.
Set hours of operation

8.

New Business
a.
13 Ways Recommendations
b.
DRAFT Employee Handbook
c.
Capital Campaign Financial Review
d.

9.

Director’s Report

10.

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

11.

Ad Hoc Committee Reports
a. Building Committee – Hults, Schuler, Atkinson, Miller

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

Discussion
Action
Discussion
Discussion
Discussion

Evaluating the Library Director

Resource Guide
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Evaluating the Library Director
Ideally, what is outlined in a performance review should not come as a surprise to anyone involved.
This is because the board or its executive committee should have had a discussion at the beginning
of each year to set goals for achievement and professional growth with the director. These should
be goals that are negotiated with the expected outcomes that clearly state how this will help move
the library forward in fulfilling its mission. If you’ve completed a strategic plan, the goals should
be linked to the plan.
By linking evaluation to goal completion, the board can be assured that the director and the board
are heading in the same direction and have identified the same priorities. In addition, this link
keeps the evaluation as objective as any evaluation can ever be and, therefore, it should be an
honest assessment that leads to the groundwork of setting the next year’s goals. By negotiating
goals for achievement ahead of time, the director and the board know what is expected thereby
avoiding any “gotchas” in the process.
Whatever method you use for evaluating performance, it is critical to do so in writing. The director
deserves a written evaluation and a copy should also be placed in his or her personnel file.
When determining, with the director, what performance goals to focus on for the coming year, a
good place to start is with the director’s job and the most recent strategic plan. While the board
oversees and often initiates the planning process, the director is ultimately responsible for its
implementation. Therefore, this is a good document by which to assess where the library is
currently and where it needs to go to meet the goals of the plan.
Though not necessarily a comprehensive list of focus areas, generally the library director should be
evaluated on:


Staff relationships and management. If a staff suffers from low morale or a lack of
leadership, service delivery will suffer. It’s important to assess whether a director is
interacting in a positive way with staff. This can be a tricky area for assessment. On the
one hand, you do not want to have staff members coming to you to report on negative
aspects of a director’s performance. This is an area ripe for a disgruntled employee to exact
revenge and is a highly dysfunctional course of action. There should, instead, be a written
grievance policy and all employees should be compelled to follow it if they have concerns.
If you’ve had several grievances, this should be of concern and should be discussed with
the director as soon as they come in to try to ascertain the legitimacy of the complaints.
Many boards struggle with the idea of having the staff evaluate the director. This can help
to identify problems if you suspect they are there. In a library where staff is doing excellent
work and there are no signs of low morale, however, staff evaluations of the director can
end up causing problems where there were none. Again, these evaluations – often done
with the promise of anonymity – are perfect tools for gripes of all stripes, whether
legitimate or not, and create a situation where the director is, in a way, accountable to staff
rather than the other way around.
It may be that the best way to evaluate this is for board members to look at the overall
accomplishments of the director and the staff. If these are high, there is probably a high
1

degree of mutual respect and cooperation in place. It also helps to talk to the director about
the various teams that are in place, what their goals are, and what they’ve accomplished.
Certainly, trustees who visit and use the library should be able to see whether the quality of
service is consistently high and friendly – if not, this could be another sign of trouble.


Library goals as stated in the strategic plan. Are efforts ongoing? Is the entire staff
engaged? What outcomes are evident from the work of the staff and director that show
achievement and continuous improvement? What specific goals have been accomplished
and which ones will need added focus in the coming year?



Financial responsibility and oversight. Is the budget on target? Is the money well spent
during the course of the year and in the “black”? Do the programs supported by the budget
reflect the priorities set by the board and the strategic plan?
What about financial development? Does the library director work well with the Friends
group and foundation? Have there been efforts to reduce the costs of outside services to the
library in order to maximize the collection and programs budgets? Have grants been
written? Have partnerships been created with civic organizations to help fund special
literacy projects?



Overall quality of library services. How innovative are your library services? Do you get
feedback from the public about the quality and scope of the collection? Are your services
highly used? What kind of media attention do library services get? Do the services
delivered meet or attempt to meet the goal of reaching everyone in the community? How
does the director determine the effectiveness of service design and delivery and in what
ways does he or she make changes to continuously improve services?



Community Relations Is the library director identifiable as a leader in the community?
Does he or she participate in task forces and committees within the community? Is the
library regularly highlighted in the media? Does the director have the respect of community
government leaders? Does the director foster a library volunteer program? Is he or she a
high-profile library promoter?



Facilities Management. Does the director ensure that the library is always clean, safe and
well maintained? If the budget is lacking for maintenance upkeep, what has the director
done to try to address this issue? Are marketing and merchandising techniques used to
highlight the library’s collections and services? Is there good signage within the library to
help patrons access various areas of service? Are signs directing community members to
the library facility clear and visible? Is the exterior of the library inviting?

Board Relationships. How well is the director communicating with the board? Is the board kept
up-to-date on all pertinent issues? Does the director take time to discuss national and statewide
trends that may have an impact on local services? Do board packets contain meaningful
information that helps members conduct their business, understand trends, set policy?1

1

Reed, Sally Gardner, and Jillian Kalonick. The Complete Library Trustee Handbook. New York: Neal‐Schuman, 2010.
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United
for Libraries

tip sheet #6
Tools for Trustees

EVALUATING THE LIBRARY DIRECTOR
One of the most important roles the Board of Trustees has is to hire the very best library
director possible, and then work with him or her to ensure that goals for service are
consistently and exceptionally well met. This means that evaluation of the director is critical.
Without a formal evaluation process, there is no concrete way for the director to know if he
or she is meeting or exceeding expectations. Similarly, without the formal evaluation process,
the board may be letting troublesome issues become worse, and the board also loses an
important opportunity to put their appreciation of performance in writing.
At the beginning of each fiscal year, the board and director should set goals for performance
and areas for evaluation. The performance goals should be achievable and should be
determined in consultation with the director.
Areas to be addressed in setting goals should include:
•
•
•
•
•
•
•

Staff relationships and management.
Board relationship.
Accomplishment of objectives set forth in the library’s strategic plan.
Financial responsibility and oversight.
Overall quality of library services.
Community relations.
Facilities management.

Within each of these areas, determine how success will be measured. This is important
because it will eliminate any hard feelings if the board feels the director has fallen short, but
the director feels he or she is right on target. By setting the goals and performance measures
at the beginning of the year, you will have inserted objective standards into the process,
making the evaluation itself more meaningful and less personal.
The evaluation process at the end of the fiscal year should be a negotiated process. Even if
you’ve agreed that circulation will increase 5%, for example, there should be an opportunity
to discuss any unforeseen factors that made meeting this target impossible. Use this
opportunity to coach the director in areas that need improvement and to praise the director
for successes.
The end of the year evaluation process is the perfect time to set new goals for the coming
year based on what’s been accomplished, and what goals can make the library even better in
the coming year.
continued on reverse
3

United for Libraries tip sheet #6, continued
Important Note: While it is sometimes difficult to give constructive criticism, it’s important
to let the director know during the year if you have any performance concerns. It’s not good
for the library and not fair to the director if you see areas of concern but wait until the
formal evaluation to address them.
In the end, the best thing you can do to ensure that you have a high performing director is to
provide constant and constructive feedback on how the library is doing, and to engage in a
formal evaluation process at the end of each year.
For more detailed information on director evaluations, see The Complete Library Trustee
Handbook by Sally Gardner Reed and Jillian Kalonick (Neal-Shuman, 2009). This book is
available at a significant discount to all United for Libraries members. For more information,
visit http://www.ala.org/united/products_services/publications.

updated 5/13
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

Sample Evaluation Forms
United for Libraries has provided a variety of organizational tools on our website at
http://www.ala.org/united/trustees/orgtools to help your Board of Trustees be more effective.
Included are links to four sample evaluation forms:


Board of Trustees of the Hatfield (Mass.) Public Library Director Evaluation



Rochester Hills Public Library Board Evaluation of the Library Director



Mid-Hudson Library Director Evaluation Part I



Mid-Hudson Library Director Evaluation Part II
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Elk Rapids District Library Board of Trustees
October 14, 2021, 5 pm
Elk Rapids Government Center, 315 Bridge Street, Elk Rapids MI 9629

DRAFT

DRAFT

1. Call to Order: By President Tom Stephenson at 5:00 pm
Members Present: Barb Johnson, Liz Atkinson, Tom Stephenson, Julia Pollister Amos, Chuck
Schuler, Karen Simpson, Dick Hults, and Dave Kopkau
Also Present: Director Nannette Miller and Friends of the ERDL Liaison Sharon Bacon. This
meeting is being held in person at the Elk Rapids Governmental Center. There are 12 people in
attendance at the start of the meeting
2. Approval of Agenda:
MOTION: Pollister Amos/ Schuler to approve the agenda
Motion carried unanimously.
3. Public Comment:
Diane Richter said community members are asking why other options should be considered. She
said it should be considered because everything has changed including the ownership of the
building. Feasibility studies and cost analysis takes time. Let's get ready for a new beginning.
4. Trustee Education: United for Libraries Short Takes for Trustees Video addressing Library
Advocacy was presented
Discussion: Stephenson said relating to online job searches, 80% of jobs must be applied for
online now so access to broadband is essential.
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 September 9, 2021
Pollister Amos has a change to the minutes detailed below:
under item 10, The Directors Report
Pollister Amos asked if there was a job description. Miller stated there was and it can be
discussed further next month added: " Pollister Amos stated maybe if you would share that with
the board it could be discussed further next month once we have a job description. Simpson
agreed and asked to have it on the agenda for the next meeting."
B. Treasurer's Report and Approval of Bills
Johnson asked if we were voting on all of the bills and was told yes. She also asked about
refunds and why those checks weren't approved. Miller reminded her that all refunds were

preapproved so they didn't have to be approved at each board meeting. Johnson stated that the
balance in the expansion fund report included in the board packet must not be correct, Miller
stated that it was - $950,395.00 as of today is correct. Stephenson said this will be further
discussed during correspondence
Simpson asked if we could try to not send meeting reports the day of the meeting. Miller
explained that some bills have to be approved today since they have to be paid before the next
meeting and some come in just before the meeting.
C. Personnel Committee Notes: September 20, 2021
D. Financial Committee Notes: September 20, 2021 meeting called to order time should be
approximately 11:30am.
MOTION: Schuler/Atkinson to approve the consent agenda items
Roll Call:
Pollister Amos: Yes
Stephenson: Yes
Hults: Yes
Atkinson: Yes
Kopkau: Yes
Johnson: Yes
Schuler: Yes
Simpson: Yes
Motion carried 8-0 unanimously
6. Correspondence:
Two letters were sent to the board and were included in the board packet - one from Marianne
Priest and one from Ann McPhail. Per the senders requests, Pollister Amos read them aloud.
(The letters are included in the posted board packet available online)
Stephenson said he's had 15 requests for refunds since the last board meeting totaling $94,300.00
leaving roughly $950,000.00 in the account. He made a mistake in his figures when talking with
a reporter, but immediately corrected it.
Stephenson reported that the DGN accounting firm reported that the financial review for the
Friends was completed on time ( by October 15th). Our portion had to be pushed back but the
final review for the Expansion account should be done by the 20th per Aaron (Mansfield) at
DGN. Stephenson will bring it to the board and then have it posted for the public. We can have
a special meeting if needed.
Stephenson reported that Dan Whisler from Daniel's & Zermac got a hold of Miller and asked
for an update on the project. Whisler reported building costs have gone higher. Stephenson then
reached out to Tamara Burns. If the board would like to have a discussion with her, we can get
Tamara, (from the architectural firm of Hopkins & Burns) to attend a meeting.
7. Unfinished Business:
A. Surplus Equipment Policy
MOTION: Schuler/Hults to approve the new surplus equipment policy

Discussion: Stephenson said that we will be updating some equipment so there will be things to
get rid of using this policy as a guide. Miller said she discovered one thing that the policy didn't
cover. We have a lot of equipment that no one wants and we would like to send it to tech
recycling. Stephenson said that was a good idea.
Motion carried unanimously.
B. Options for Library Improvement
MOTION: Hults/Atkinson that we authorize the building committee to look for options for
other locations to build a new Elk Rapids District Library; this would include looking for
available property, potential ideas for building plans, and a feasibility study. This does not mean
that the current plan to expand the Island House location is to be discarded at this time. It simply
means due diligence should be done to look at cost effective options and after consideration of
various options, the building committee will present their findings back to the Board.
Discussion: Hults stated that the building committee will welcome anyone who has ideas to share
with them We want to be open and transparent as we work through this process as part of the
community. Kopkau asked who is on the building committee? ( Hults, Schuler, Atkinson and
Miller). Will there be any professional services assisting you? Stephenson said we need an
assessment from the community to determine their needs. Hults said he doesn't have the skill and
hasn't done a feasibility study, so we may have to engage a professional firm to evaluate our
options going forward. If that is necessary, the committee will bring it back to the board for
review and approval. Atkinson said at this point it's information gathering. Hults stated this is
just the starting of the investigation, we may be back to the board many times. Johnson said
when we read the report from 13 Ways, it said we shouldn't be moving on right now. She doesn't
believe we should do that. Pollister Amos stated that she disagreed. She didn't see anything that
said that the Library shouldn't be pursuing it. That report stated that the Village shouldn't be
pursuing it right now. She stated that there have been questions about this expansion from the
beginning. That was actually stated by another board member several months ago in the paper.
Some people don't want any changes to the building at all. Some are fine with improving the
building, but they want the grounds to be left as they are. Some support the expansion as
presently proposed. Some think there could be a better location to build a new building with state
of the art technology and better options for people placement, parking, fire access, school bus
access etc. In her opinion, the question of who owns the property is irrelevant, this is my
personal opinion, since the fact remains that the Library doesn't own the building and the
millions it would cost to renovate or expand it will be invested in a building that the Elk Rapids
District Library does not own. Because of that, I am one of the people that think I would like to
know what other options might exist in this community. If there are no other practical options then we'll be back to Plan A and the feasibility thereof. We need to deal with the questions that
members of the community have had that have gone unanswered since the very beginning. We
have to be transparent, openly share the information and then we need to proceed in a logical,
business-like manner to accomplish what will best serve the taxpayers of the Village of Elk
Rapids, the Township of Elk Rapids, The Township of Torch Lake, and the Township of Milton,
as well as the many, many other supporters that don't even live in any of those areas. We have a
lot of them and we appreciate them. Why should we waste this time doing nothing? The time for
us to do some research, once again in a business-like, professional manner, is long past overdue.
That's why I support the motion. Atkinson agrees with Pollister Amos and she said we owe it to
the public , and ourselves, to do our due diligence and have a comparison so we know we are

making the right decisions. Johnson said that would be great if we had started out with that
direction. But, we started with the idea and sold it to the public, that we wanted to expand the
current library because the library for this community is a gem. People love it, they want to come
to see it, it's located in the center of town, and to move it somewhere else is not something we
should be thinking about. There hasn't been a meeting to even bring the public in to discuss. It
was not the main purpose when we went to do the library. We wanted a bigger better library, we
wanted it on the Island, we wanted it to be larger for teens and children. We need to go back to
that plan because that's what we originally said. A couple of times we went and looked at other
locations but none were acceptable. So, what I am saying is that we promised the Village and the
Townships that we would add on to the library and it wouldn't cost them any tax money. Now all
of a sudden , in the middle of everything, we have people who want to change that and it's not
acceptable. Pollister Amos said Johnson did a lot in the past and it's not to be discounted. But,
times have changed. People's needs have changed. Everyone's opinions deserve to be heard and
considered and that's what the building committee has stated they intend to do. Schuler said he
sees this committee as being around for quite a while. There are a lot of things involved in this.
What is the cost today of an expansion on the island? We need a current number. If we do find
land someplace, what kind of building would we put up - two stories, one story? This committee
will be in session for a while and they will come up with recommendations to the board. It will
take time. I don't see us being realtors - we are not going out to say this is the property we want
immediately. We have to come up with what the people and the municipalities want. He
encouraged the committee to take their time and review carefully and hire professional help if
needed. He doesn't think anybody knows all the answers. Simpson said with the motion, it could
be a sentence or two and the rest are discussion points. Pollister Amos stated it was important to
include the fact that the current plan is not yet discarded in the motion. Semi- colons and
commas were suggested. Hults revised the motion to reduce the number of sentences. Simpson
said she agrees with what people are saying about looking at options except doesn't agree that
waiting is a waste of time. We haven't done any community engagement and that's important.
There was a lot of engagement in the village, because the council had to vote, but not in the
townships to see what the residents want us to do with the library. We need to build relationships
and do engagements. Simpson said it does matter to a lot of people as to who owns the library
and next week there is a meeting between the ER Village and ER Township to discuss the survey
results. Pollister Amos stated that doesn't change the fact that the library doesn't own the
building. Simpson stated that there are people who feel that is an important thing for us to
address. Simpson said we are a group that continually has problems with behavior issues and
because of that it's something we should consider doing some kind of board development and
governance training , 13 Ways has recommended this kind of thing, before we move forward.
We all know that a divided board going into a project won't work. It didn't work before and it
won't work again. Maybe we need to think about what Miller said and decide if we want to make
ourselves accountable but to try to find some common ground and work together. We just don't
have the foundation to start a project and if we move forward without it , it will be a big problem.
Johnson said we did go out to the townships and talk to people. We had interviews with citizens
and almost every club in the area. We developed what we did from what they told us. Simpson
said things have changed since that time. Stephenson said he'd like to see a professional
assessment to earn the faith and trust from the community. Schuler said what Simpson is talking
about is important, but it's not part of our committee (The building committee) . Stephenson said
he's hoping that the 13 Ways committee will have some recommendations based on the

conversations that he has had with us and what he is seeing in the newspaper etc. Schuler said
we should have an ad hoc committee ready to go to tackle the things that Simpson discussed.
Roll Call:
Schuler Yes
Pollister Amos: Yes
Simpson: No
Stephenson Yes
Johnson : No
Atkinson: Yes
Hults: Yes
Kopkau: Yes
Motion carried 6-2
8. New Business:
A. Torch Lake Funding Request
MOTION: Atkinson/Hults to approve sending the funding request to Torch Lake Township.
Johnson will give Stephenson a copy of letter that she has sent in the past.
Motion carried unanimously.
B. Bank Signatures
Atkinson stated that the bank account signers should be consistent on all accounts.
MOTION: Schuler/Atkinson to designate Charles Schuler, Julia Pollister Amos, Liz Atkinson
and Nannette Miller to be signers on all bank accounts.
Roll Call:
Stephenson: Yes
Johnson: Yes
Atkinson: Yes
Kopkau: Yes
Schuler: Yes
Pollister Amos: Yes
Simpson: Yes
Hults: Yes
Motion carried 8-0 unanimously
C. Director Evaluation Form
Pollister Amos said the personnel committee met and we went through several sample forms for
the director's annual evaluation because the board didn't like the one we were using. This is our
first attempt at a new method. It's not professionally prepared - it's copy and paste because the
document we were using couldn't be edited. It will be officially given to the board members at
next month's meeting. Director Miller will supply her summary of the activities for the year at
the same time. The Board should return their completed form to the Personnel Committee chair
for compilation by December 15th at the latest. (This is not a form that can be completed
online, so it must be completed by hand and returned in person or scanned and emailed.)
MOTION: Schuler/Atkinson to approve the director evaluation form.
Motion carried unanimously.

Schuler compliments Pollister Amos on her diligent work.
9. Director’s Report
As presented by Miller
We've hired two new library assistants and other personnel updates. Update on take and make
crafts. Update on programming. They are considering starting a library of things. Update on
building issues including electrical, and bathrooms. In her report Miller stated" In my long
career, working for many, many different boards, I have never experienced one this divided. I
think we can all agree that is a problem because it is causing a lot of damage to the library and
the community. 13 Ways discusses this issue, and will have recommendations I'm sure. In the
meantime, I want to apologize for sometimes letting my frustration and anger get the better of
me, which just fans the flames and makes things worse. And I want to ask the board to consider
a reset. Let's go back to the beginning. Where do we all agree? I know that we always used to
agree that we wanted a better library. That's where it started, we all agreed we wanted to improve
the library and we called it the Library Improvement Plan ( LIP). And the page on our website
devoted to that is called the Library Improvement page. So, my first question is, what does a
better library look like now? Nothing is the same as it was in 2017 when these plans were drafted
and nothing is the same as it was in 2019 and it will never go back. Change is happening very
quickly. I believe our first step is to look at what the Elk Rapids District Library should be now,
and as far ahead as we can possibly imagine. What will the community need from us in 2025?
What do they need now? I have included the 2021 State of American's Libraries- Special Report:
Covid-19 in your packets because information gathering is always the first step in any plan. It's
put out every year by the American Library Association. I was hoping that it had a little more
forward looking but it's a good place to start I think, and I hope it can start some discussion of
where we agree instead of disagree, with respect and civility to everyone. A reset."
Pollister Amos asked what is a library of things. Miller explained it could possibly be tools,
beach toys, or different things. Stephenson said we will probably need more hotspots. ( Miller's
complete report is included in the posted board packet for this meeting.)
Simpson acknowledged Miller's report and thinks and we should be acknowledging the
dysfunction and division on the board. Maybe that's a first step. I think we have to do community
engagement and what success looks like in the future.
Stephenson asked if the board would like to meet with Doug of 13 Ways? Yes. He will try to
schedule it for our November board meeting. Generally, all agreed we should. Stephenson will
follow up.
Atkinson said as long as we have transparency and process and proceed professionally, it will go
well.
10. Standing Committee Reports
A. Personnel Committee: Pollister Amos, Schuler, Atkinson, Miller
Pollister Amos said the committee met and went through the updated 34 page employee
handbook revisions sent by Foster Swift . We had a few changes that we wanted to make on that
and she sent them back to the attorney for final approval. We should have that next month.

B. Financial Committee: Schuler, Pollister Amos and Miller
Atkinson said there was a short meeting to get an overview from Miller and it will be a smooth
transition. I look forward to carrying on what Diane Geddes achieved.
11. Ad Hoc Committee Reports
A. Building Committee: Hults, Schuler, Atkinson, Miller
Hults said we will be doing a lot more now.
12. Friends Report
As presented by Sharon Bacon
She distributed her report. Additionally, the last paragraph of the accountant's report stated
"based on our review we are not aware of any material modifications that should be made to the
accompanying financial statements in order for them to be in accordance with accounting
principles generally accepted in the United States of America". It was forwarded to the
Attorney General's office. They are back in business fully! She asked if the board has to
approve new programs before it approves funding? ( referring to the Director's Report that
talked about the possibility of establishing a "library of things"). This is up to Miller. Bacon
continued, there were two meetings on October 14th. One was the annual meeting , the first in
two years, and the most important thing that happened there was election of officers. Bacon
listed the officers. In the regular meeting, we welcomed the new members present. We've
appointed a committee to create an investment policy for the future. We've never had a
fundraiser like "Glamour, Glitter, and Glitz". Not all of the receipts have been processed but we
are just thrilled with the results - looking like over $20,000.00. There will be another fundraiser
at Cellar 152 on December 16, 2021. Since the September 29th meeting, we've sent out
membership renewals. Update on volunteers. Update on website design. (Bacon's full report is
included in the board packet available on line)
Johnson thanked Bacon for the fundraiser. It was packed and it was a wonderful event.
13. Public Comment: Same rules as previous public comment
No one wished to speak
14. Board Comments:
Stephenson discussed the survey done by PLA ( Public Library Association) regarding how
Libraries responded to COVID-19. When you compare what our library has done to address
programs and issues during COVID with other libraries our numbers have been terrific. As far
as data is concerned, we can look at what other libraries have done and been successful. Kudos
to the library staff for all they have done.
15. Adjournment
Meeting adjourned by order of the chair at 6:26 pm.
Respectfully,
Julia Pollister Amos
Secretary of the Elk Rapids District Library Board
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Treasurer’s Report
Elk Rapids District Library
October 2021
Meeting Date 11/11/21

10/31/21 Reports
General Fund Budget Report
Transaction Detail Report (Check Register through 11/11/21)
Budget vs. Actual Report
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/Pending Actions & Goals
 Adjusting Entry to record YTD Interest for Huntington Bank CD 7/23/21
 Adjusting Entry to record service charges for Huntington Bank MM
 Review/Discuss current Bill Payment Policy. Vendors paid prior to board approval
should be limited to time sensitive utilities and insurances. Other payments that need
to be released prior to board approval need to be authorized by the Elk Rapids District
Library Board President
 Authorized signers on all accounts have been initiated. Designated signers are as
follows; Julia Pollister Amos, Chuck Schuler & Liz Atkinson & Nannette Miller.
 Online access to all accounts (read only for Treasurer) is currently being implemented.

Liz Atkinson
ERDL Treasurer

Meeting Date:
Report Date:

Elk Rapids District Library
Fiscal Year 2021-22
through 10-31-21
Based on .5069
11/11/21
11/8/21

10-31-21

TOTAL
YTD ACTUAL

72,765.76
48,357.93

OCTOBER
ACTIVITY

$
$

Note

-

4,711.16
773.40
294.75
8,678.66
180.00

ACCOUNT
NUMBER AND NAME

$

$
$
$
$
$

APPROVED
BUDGET

CURRENT
DIFFERENCE

72,637.24
135,199.07
3,500.00
(711.16)
(473.40)
(144.75)
4,321.34
(180.00)

$
$
$
$
$
$
$
$
188.00
-

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

$
$
$
$
$

$
$
$
$
$
$
$
$

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

(3,453.06) #

3553.06 **

$

2.21

100.00

$

$

101-664 Interest

(2,555.00)
(520.00)
(1,957.22)
3,480.00
(2,096.00)

50.00

$
$
$
$
$
$

207,047.06

$
$

3,480.00
-

$

2,555.00
520.00
1,957.22
-

$
$
$
$
$
$

353,490.00

$
$
$
$

$

1,700.73
(3,568.50)

146,442.94

$
$

$

2,096.00
.

$
(1,527.56)

100.00
$

$

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
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ACCOUNT
NUMBER AND NAME
EXPENSE

10-31-21

$
$
$

3,050.00
4,400.00

202,008.00
12,525.00
3,000.00

$

$
$

$
$
$

1,020.12
(75.53)
136.29
624.35
86.00
963.04
207.00
(82.80)
851.00

3,765.35

876.50
1,629.00

72,933.99
4,522.43
1,128.39

CURRENT

$
$

7,000.00

$
$
$
$
$
$
$
$
$

1,177.92
781.81
1,749.48
1,660.51

APPROVED

14,715.25
912.34
213.40

$

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

$
$
$
$

8,133.13

TOTAL

$
$
$
241.50
-

$
$
$
$
$
$
$
$
$

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

$

OCTOBER

$
$
-

$
$
$
$

15,000.00

DIFFERENCE

$
1,690.00
666.96
898.00
493.00
-

$

BUDGET

101-705 Pension
101-706 Health Insurance

$
$
$
$
$
$
$
$
$

963.05
111.52
43.04
368.36

129,074.01
8,002.57
1,871.61
2,173.50
2,771.00
3,234.65
2,479.88
2,075.53
363.71 **
9,375.65
3,414.00
36.96
493.00
332.80
149.00
1,822.08
818.19
1,150.52
3,339.49
6,866.87
-

YTD ACTUAL

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

ACTIVITY

101-726 Operating Supplies

$
$
$
$

737.31

Note

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
101-901 Publicity-Other
Chargeback
Utilities
101-921 Electricity
101-922 Water
101-923 Natural Gas
101-924 Internet/Telephone
$

101-701 Payroll
101-702 Salaries/Wages
101-703 FICA
101-704 Medicare

101-930 Building Facilities
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OCTOBER
ACTIVITY
2,318.40
68.36
2,196.84
215.00

ACCOUNT
NUMBER AND NAME
$
$
$
$

10-31-21
$
TOTAL YTD
ACTUAL
2,348.40
321.68
2,736.72
3,597.19
2,265.16
1,823.86

101-940 Leased Books
101-942 Copier
101-955 Periodicals
101-956 Membership/Dues

$
$
$
$
$
$
$
$

32.41
1,800.00

195.68
288.44
6,436.22
0.10

$
$
$
$
$
$
$
$
$
$
$
$
$
$

199,828.47

-

0.10

$

(53,385.53)

$
$

$

28,926.02

$
$

241.18

$

(30,453.58)

$

$

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
2122-6
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$
$

$
$

$
$
$
$

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

500.00
-

3,000.00
2,500.00

2,500.00
800.00
8,000.00
4,000.00

$

$
$
$
$
$
$
$

$
$

$
$

$
$
$
$

153,661.53

2,304.32
3,211.56
3,000.00
8,563.78
3,480.00
22,777.00

500.00
-

734.84
676.14

151.60
478.32
5,263.28
402.81

CURRENT
DIFFERENCE

$
$
$
$
$
$
$

353,490.00

APPROVED
BUDGET

$

Elk Rapids District Library

Balance Sheet

11/02/21

As of October 31, 2021
Oct 31, 21
ASSETS
Current Assets
Checking/Savings
Chemical Bank CD
1102 · Cash Drawer
1103 · Edward Jones
1104 · Chemical Bank - General Fund
1106 · General Fund/Checking
1108 · General Fund/Savings
1113 · Alden Money Market

207,634.12
50.00
22.07
4,437.07
7,300.05
251,958.93
200,486.85
671,889.09

Total Checking/Savings
Other Current Assets
1130 · Taxes Receivable
1220 · Prepaid expenses

53,856.11
4,628.35

Total Other Current Assets

58,484.46
730,373.55

Total Current Assets
TOTAL ASSETS
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Other Current Liabilities
2010 · Accounts payable
2100 · Payroll Liabilities
403(b) Pension Plan
Federal Withholding
Medicare Withholding
Company
Employee

730,373.55

950.91
874.64
906.00
203.01
203.01

Total Medicare Withholding

406.02

Michigan Withholding
Social Security Withholding
Company
Employee

520.20

Total Social Security Withholding

867.85
867.85
1,735.70

Total 2100 · Payroll Liabilities

4,442.56

2200 · Accrued Salaries & Wages
2250 · Accrued Compensated Absences

1,710.37
327.00

Total Other Current Liabilities
Total Current Liabilities
Total Liabilities

7,430.84
7,430.84
7,430.84

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

148,200.27
628,127.97
-53,385.53

Total Equity

722,942.71

TOTAL LIABILITIES & EQUITY

730,373.55
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ERDL Expansion

3:03 PM

Balance Sheet

11/08/21
Accrual Basis

As of October 31, 2021
Oct 31, 21
ASSETS
Current Assets
Checking/Savings
Independent Bank
Total Checking/Savings
Total Current Assets
TOTAL ASSETS
LIABILITIES & EQUITY
Equity
32000 · Unrestricted Net Assets
Net Income
Total Equity
TOTAL LIABILITIES & EQUITY

956,464.13
956,464.13
956,464.13
956,464.13

1,627,675.73
-671,211.60
956,464.13
956,464.13
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ERDL Expansion

3:04 PM

Profit & Loss

11/08/21
Accrual Basis

October 2021
Oct 21
Ordinary Income/Expense
Income
471-665 · Interest Income
Total Income
Expense
471-764 · Refund
471-801 · Professional / Legal
66900 · Reconciliation Discrepancies

68.39
68.39
71,350.00
5,278.00
-10,000.00

Total Expense

66,628.00

Net Ordinary Income

-66,559.61

Net Income

-66,559.61
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Elk Rapids District Library
Building Committee Meeting Notes
October 21, 2021
Committee Members
Dick Hults, Chair – Elk Rapids Township
Liz Atkinson – Milton Township
Chuck Schuler – Village
Nannette Miller – Director
Meeting called to order at 10:30 am with full committee and 2 members of the public in
attendance.
Public comment was added to the end of the agenda.
Hults said the first thing to talk about is a feasibility study. Who does it, where do we do
it, how do we do it.
What questions need to be asked? It’s important to know if we can even afford to do the
expansion as currently planned. Hopkins Burns will talk to the board soon to update the
projected cost of the project.
Miller was asked to compile a list of firms that do such studies.
First question: what does the community want? Also, more important than land, design,
or even the money is community support for whatever we do. Transparency and
community involvement is necessary to determine if there is even a need for a new or
renovated building.
The two most important things are facts and transparency.
At this time not even the whole board is in agreement on how to proceed, making it
more difficult to be successful at any option.
It was suggested that the building committee meet with the architects, when they are
here, for guidance.
There was some discussion of possible suggestions from 13 Ways relating to the
library.
Rebuilding the library board’s credibility in the community is very important.
Next meeting set for Tuesday, December 7 at 10:30 am at the government center.
Trisha Perlman cautioned the committee about adding new members now, and also to
listen to the recommendations from 13 Ways.
The meeting adjourned at 11:25.

ELK RAPIDS DISTRICT LIBRARY

EMPLOYEE HANDBOOK

Effective January 1,2022
(Supersedes all others)
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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.
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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
through a signed document or resolution, has the authority to enter into any
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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 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:
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
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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
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
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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 fulltime 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.
PART-TIME EMPLOYEES
An employee who averages fewer than 40 hours per week is considered to be a parttime 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.
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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 – 8:00
10:00 – 8:00
10:00 – 8:00
10:00 – 8:00
10:00 – 5:00
10:00 – 5:00
1:00 – 5:00

The Board reserves the right to change hours of operation 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.
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.
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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 nonexempt staff, if necessary, must be approved in advance by the Library Director. Nonexempt 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
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
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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 nonpublic 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
the Director will make arrangements with you for an examination before or after work.
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.
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PERFORMANCE REVIEWS
Performance reviews are used to evaluate competence and encourage selfimprovement. 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.
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.
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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,
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
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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

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. The 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.
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
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TIME OFF
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 employees 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 pm 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 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
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 Board. Accumulated
paid time off leave may also be used upon request. NANNETTE, I THINK WRITTEN
REQUEST APPLIES TO COMMENT A19 AFTER REREADING. SUGGEST LEAVING
IT IN. jpa
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.
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.
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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 Director prior notice that they have been
summoned for jury duty or 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
eligibility, including the requirement that the employer (e.g. library) employ at least 50
employees at the worksite or within 75 miles.
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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 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
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,
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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.
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.
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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
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,
Instagram, 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
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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.
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
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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.
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.
Page 19
Effective January 1, 2022
(Supersedes all others)

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;
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
employee.
But the
environment is not just
has a responsibility to
Library.

Library is committed to protecting the safety and health of every
responsibility for maintaining a safe and healthy working
that of the Library. To be totally effective, every employee also
comply with all safety rules and programs established by the

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.
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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.

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
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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
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, or problems with
the Library Director, may request a meeting with the Personnel Committee after first
speaking with the Director. The request must be in writing, with a brief explanation of
the issue(s).

Page 22
Effective January 1, 2022
(Supersedes all others)

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.
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.
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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
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

__________________________________
Employee
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Director’s Report
November 11, 2021
Staff




Jessica Kerfoot and Rebecca Fleis have settled in with the staff seamlessly.
They both commented that this was the easiest and most stress free transition
into a new job they ever experienced.
We are having staff in-service on Friday, November 19. The library will be closed
for the day.

Programs










28 costumed kids and about 20 adults joined us for a Halloween costume parade
around the island on Saturday, October 30. Cider and donuts were served and
each child took home a goodie bag.
We recorded another session with popular local bard Jim Ribby and it is on
YouTube.
In collaboration with Norte, we produced a video interview with Larry Walsh, the
author of two books about his bike trips across the country. That will be published
soon on YouTube.
Miss Sue and Jacquie are planning a Thanksgiving themed virtual story time.
We launched TALK (Text And Learn for Kindergarten).
The Island House Readers met on the porch this month. Because we aren’t
terribly busy right now it was not too disruptive.
Attached to this report is a list of comments we received for Michigan Library
Appreciation Month. We have designated November as 30 Days of
Thanksgiving, including in library displays and daily posts on social media.

Building


Ken Hicks came in to start painting the men’s restroom and found that the urinal
was still leaking. K&K investigated and ordered a new drain line. That might be
fixed this week.

Other






The Friends approved the purchase of a new AWE Early Literacy Station. Rotary
is considering my request for them to also purchase a new one. Those groups
bought the ones we currently have.
Set hours of operation is on the agenda because the board approved closing at
7:00 Monday through Thursday earlier this year as a temporary measure. We
were going to try it through the summer to see if anyone objected. No one said
anything. We would like to make this change permanent, so it can be listed
correctly in the Employee Handbook and we can order a new sign.
My report on the goals I was given last March is included in the packet to assist
you with the annual Director evaluation.

Comments From “October is Library Appreciation Month”
(All as written)
My library is so helpful and welcoming
It is cute and has lots of variety
The programs offered to the community
The helpful staff, getting books thru MEL, The Book Cellar
All the wonderful books!
Love size, very comfortable, not coorperate feeling
Friendly and helpful staff!
All libraries have books. We have a great staff.
So many services – and all FREE! What a bargain!
The decorations
Computer access, community resources, and wonderfully friendly staff
The staff!! They make you feel at home
The staff! Esp Aaron in media, Great Guy!
The staff is so warm and helpful!
ITS SMALLNESS
The choice of books and services is like many larger libraries

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
December
January
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

218
833
31
100
109
44
9
23
0
139
531
15
270
406
36
0
2,764

77 Digital

344 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

2,241

3,749

4,169

4,329

3,878

DECEMBER

2,049

3,537

3,889

3,758

3,701

JANUARY

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
14

OPAC Searches
ValueLine
Door Count

383
1,645
2,325

YouTube
Website
Facebook

Views
2,091
1,372
Post Reach
2,800

Deleted
0

Hours
153
Engagement
594

Total
3,822

Director’s Goals – 2021
Progress Report
November, 2021
This list of goals was signed by the Personnel Committee chair and given to me on
March 31, 2021. This report reflects 7 months of work on the goals.
1.

Continue working on the strategic plan goals for the director and staff.


2.

Expand the summer reading program as Covid restrictions allow.


3.

We were able to serve 206 kids and 72 adults at the programs held at Lakeland
Elementary School, and 42 kids and 24 adults at preschool story time on the
lawn. With financial support from the Friends we gave away approximately 240
books to kids. We caused ourselves unnecessary headaches with the way we
did it, but we learn from our mistakes! Next year will be easier. Kids Craft Day
was once again a big success, despite the rain, with over 200 people attending.
Encourage growth in the relationship with the schools if Covid restrictions
will allow.





4.

Engaged with CMS teacher about possible library outreach options when
pandemic is over.
Worked with Kids’ Club on Summer Reading Program, holding kickoff and
subsequent programs at Lakeland Elementary School.
Met with superintendent and discussed a wide range of ideas.
In Process: OneCard. This is a program that will give every child in Elk Rapids
Schools a library card.
Return to full operation when possible.



5.

After discussion with the board president it was clear the strategic plan needs to
be updated for the post pandemic world. While we continued to do some things
in the strategic plan, no extra efforts were made to follow the plan.

June 1 – Library fully opened with new hours. Indoor, in-person programs are not
back at the library. We are exploring places to have programs when the
pandemic is over.
Continue to keep the board updated on all pertinent issues and share
future trends in libraries with the board and staff.




March 3 – Forward New MDHHS Order for March 5 (Gatherings and Face
Mask Order
March 10 – Forward information from Library of Michigan regarding
Library funding in stimulus and recovery bills.
March 12 – Communicate decisions made at staff in-service to board.




















6.

April 1 – Forward Room capacity limits for meetings amendment.
Researched if there was a local state of emergency order in place.
April 6 – Forward 2021 State of America’s Libraries report.
April 9 – Forward notification of ARP money to be used for Ploud funding.
April 10 – Sent link to board and staff to write letters to the White House
and legislators to support funding for libraries in Infrastructure Plan.
April 13 – Forward MiOSHA Emergency Rules extension to board and
staff.
April 14 – Forward Trustee Times newsletter to board.
April 15 – Forward more information about ARP money that will be
available to libraries to Tom Stephenson and Aaron Hill.
April 15 – Send compilation of information about circulating Chromebooks
to Aaron Hill from responses on the listserve.
April 16 – Forward Antrim County declaration of state of emergency.
April 16 – Sent financial report on expansion fund to board.
April 15-19 – Gathered and compiled employee handbooks from other
libraries for the Personnel Committee. Forward to Julia.
May 28 – Sent OMA webinar recording and powerpoint to board.
June 4 – Sent notice of Library Ethics webinar to board.
June 4 – Forward donor letter to CCC.
June 10 – Searched meeting minutes to send answers to board question
about the strategic plan committee.
June 10 & 11 – Gathered emails relating to the Green ER Earth Day event
in response to complaint by the Moyers.
June 11 – Forwarded MLA newsletter and letter to legislators to board.
I stopped writing down communications with the board in June as we got
busier and starting having staff shortages. However, I continue to send
multiple emails to board members with news, updates, educational
opportunities, and advocacy requests.

Assist the personnel committee in developing a more useful annual
evaluation form.




7.

Sent request to Michlib-l for samples of director evaluation forms. Compiled
results.
Sent compiled director evaluation forms to Personnel Committee
Met with committee to talk about a new director evaluation process. Wrote up
and posted notes.
Assist the board/committees in developing updated professional and legal
procedures and policies.



Researched ways to invest the expansion fund monies and ensure its security.










8.

Worked with Independent Bank to implement dual signature requirement on our
Insured Cash Sweep account at no charge.
Attended Building Committee meetings. Wrote and distributed reports of the
meetings, and helped the chair assemble documents to send to the attorney.
Sent information and recommendation from Anne Seurynck regarding
employment policy updates to personnel committee.
Compiled and sent Building Committee notes and questions to board.
Began research on conducting successful hybrid in person/Zoom board
meetings.
Copied a folder at a board member’s request. Board member no longer needed
the documents.
Compiled and sent documentation requested by a board member (more than
once).
Presented a new policy to the board for the disposition of surplus equipment.
Facilitated showing of Short Takes for Trustees at board meetings.
Look for additional ways to strengthen the role of the library in the
community.











9.

Worked with Green ER to participate in Earth Day activities (scaled back due to
Covid).
Worked with Parks and Rec to participate in Spring into SummER (postponed
until Fall due to Covid.)
Provided 10 copies of 13 Ways to Kill Your Community so the public could be
informed.
Monthly newsletter, weekly newspaper column to keep public informed.
Social media posts to keep public engaged.
YouTube postings featuring story time, poetry reading, instructional videos.
Contributed the feature story to the Village for their Summer newsletter.
Worked with Friends and Newton’s Road to display STEM kits at Evening on
River St.
Met with Doug Griffiths to discuss the role and future of the library.
Presented updates on library programs to village and both townships.
Encourage positive communication, collaboration, and compromise with
the board, staff, the Friends, and donors.






Communicated with Friends about best way to safely participate in Green ER
Earth Day events. Worked out a compromise with Green ER, Friends and staff.
Not everyone was happy with the compromise.
Worked with Friends Chair Pro-tem as she struggled with the disarray she
inherited when the former Chair resigned suddenly.
Attended Friends meetings.



10.

I attend all board meetings and hold regular staff meetings. I am always willing to
meet or talk with donors or anyone else. This goal is not measurable and is kind
of squishy. I don’t know how to prove I encouraged any of these things.
Continue to be active in librarian professional organizations and continue
to inform the board of educational opportunities for board members.






Attended monthly Northland chats most months.
Attended the Northland Library Cooperative Advisory Council and Board
meetings.
I forward all educational opportunities that come to me to the board or Friends.
I attended many webinars and online workshops on a variety of topics.

Other






Dealt with leak and resulting damage. (Update: still not resolved.)
Launched TALK, Text And Learn for Kindergarten.
Followed Covid numbers and recommendations, adjusting library operations to
keep everyone as safe as possible.
In process – Library of things
In process – Becky Travis memorial project

Comments
These are the main things I did to meet the goals I was given. But I do so much more, it
is impossible for me to tell you everything I do. I believe it is the responsibility of board
members to pay attention to what the library is doing. Read the newsletters, read the
newspaper, follow us on social media, come in to the library regularly to see the
displays, get to know the staff, use the library. That’s how you will know what is going
on and whether or not I am doing a good job.

Friends of the Elk Rapids District Library – Report to Library Board of Trustees
November 11, 2021

The Board of Directors for the FOL met on October 25, 2021.
A summary of the meeting follows. Currently the GGG fundraiser has brought in $24,734.50. There are
a few expenditures of the GGG pending a final total is not yet available. The Book Cellar sales are at
$5,793. The financial review of the Friends has been completed and filed, ahead of the Deadline!
A committee has been formed of Board and Community members to write a Financial Policy for the
Friends. This is ongoing.
Committee Reports were given to the board.
BOOK CELLAR – Approved the ordering new signs to promote the Book Cellar.
PUBLIC RELATIONS – New Friends website is in the works, discussion regarding expanding the
committee.
FUNDRAISING – Committee is reviewing plans for upcoming fundraising ideas.
MEMBERSHIP – Renewal letters have been sent out – response has been light. We encourage any
Member of the Board of Trustees or visitors to the meeting today to become Friends.
The FOL voted to fund an additional $1359 over the budgeted funds to purchase a new Early Learning
Station for the Library.
We are a new board and are excited about the next year and our support of future programs at the
Library, as well as making friends and building relationships in our community of Library Supporters.
Camille Campbell
Friends of the Elk Rapids District Library – Vice Chairperson
Liaison to Board of Trustees

