MARQUETTE HEIGHTS PUBLIC LIBRARY

BOARD OF TRUSTEES MANUAL
The Marquette Heights Public Library Board of Trustees Manual provides easy access to all written policies and procedures of the library and the members and also serves as a continuing resource for all members of the Board.


Each new Trustee of the Library Board will receive a manual when appointed to the board. Manuals are to be returned to the Library Director upon resignation from the Board so that they can be passed on to new members. 


The Manual will be periodically updated to reflect changes in policies, procedures, and membership.

MARQUETTE HEIGHTS PUBLIC LIBRARY

BOARD OF TRUSTEES BYLAWS

ARTICLE 1 – NAME
1.1
This organization shall be known as the Board of Trustees of the Marquette Heights Public Library.

ARTICLE 2 – PURPOSE
2.1
The purpose of the Marquette Heights Public Library Board of Trustees is to determine the goals and objectives of the Library and to establish methods of meeting those goals and objectives.  The Board shall represent both the Library and the community of Marquette Heights, relating the Library and its services to the needs of the community in the best possible manner.

ARTICLE 3 – BOARD MEMBERSHIP AND RESPONSIBILITIES
3.1 The Board of Trustees shall be composed of nine members appointed by the Mayor and confirmed by the City Council.  Each member shall be appointed for a term of three years, with three members to be appointed each year.  The term of each member shall commence on May 1 of the year in which he or she is appointed unless the member is appointed to fill a vacancy on the Board.  All members must be residents of the City of Marquette Heights, and none may be a member of the City Council.

3.2 Trustees shall secure adequate funds, hire a capable librarian, determine Library policies, approve the expenditure of Library funds, and work actively for the improvement of all libraries by supporting library legislation in the state and the nation.  Trustees shall also support the Library’s service program in daily contact with the public, and become familiar with what constitutes good library service by attending library meetings, reading, and visiting other libraries.

3.3 Resignation from the Library Board of Trustees shall be by written notice to the President.  Should any Board member cease to be a resident of the City of Marquette Heights, a vacancy shall be declared.  Should any Board member miss three consecutive meetings without verbal or written notification to any Board
member or to the Librarian, the Trustee will be contacted by the President.  The President shall notify the Mayor when a replacement is needed.
ARTICLE 4 – OFFICERS AND THEIR ELECTION
4.1 The officers of the Library Board shall be a President, a Vice-President, a Secretary, and a Treasurer.

4.2 Nominations of officers shall be made from the floor or by a nomination committee composed of at least three members of the Board.  It is recommended that the officers not serve more than three consecutive years in the same office.

4.3 The officers shall be elected for a term of one year at the April meeting and shall assume duties in May.

4.4 The President shall preside at all Board meetings, appoint all standing or special committees, and perform other such duties as are normally associated with this office or that may be assigned to him/her by the Board.

4.5 The President shall be an ex-officio member of all committees.

4.6 In the absence of the President, the Vice-President shall perform all duties of the President.

4.7 The Secretary shall keep the minutes of the Board meetings, record attendance, and record all votes.

4.8 The Treasurer shall attend to all tax monies and disbursements, report on all expenditures and income at each regular meeting, and be an ex-officio member of all committees handling money.

ARTICLE 5 – MEETINGS
5.1
Regular monthly meetings of the Library Board shall be held on the third Monday of each month with the following exceptions:  No board meeting shall be held on a federal holiday, in which case, the meeting shall be held on the fourth Monday
of the month; and, no meeting will be held in the month of July.  Meetings will be held in the Library and begin at 7:00 p.m.

5.2 Cancelled meetings will be rescheduled once for the following Monday unless otherwise approved by the Board.

5.3 The order of business at all regular meetings of the Board shall be as follows:

a. Roll call;

b. Approval of minutes of previous meetings;

c. Audience to visitors;

d. Financial report and approval of expenditures;

e. Librarian’s report;

f. Correspondence and communications;

g. Reports of standing committees;

h. Reports of ad hoc committees;

i. Unfinished business;

j. New business;

k. Adjournment.

5.4 A quorum for the transaction of business shall consist of a majority of current board membership.

5.5 The time and place of Board meetings shall be advertised and a notice of the time and place of each meeting shall be posted in the Library.

5.6 All Board and Committee meetings shall comply with the Illinois Open Meetings Act.
ARTICLE 6 – COMMITTEES
6.1
Standing committees may be appointed by the President as needed.  Each such committee shall be composed of a chairman and two additional Board members (or more, at the discretion of the President).  Standing committees shall serve until the end of the fiscal year.
6.2 Ad hoc committees for the study and investigation of special problems may be appointed by the President.  Ad hoc
committees shall serve until the completion of the work for which they were appointed.
6.3 The budget shall be reviewed and approved each year at the March or April meeting.

6.4 The Bylaws and all other policies of the Library Board shall be reviewed at least once each year.

ARTICLE 7 – ORIENTATION MATERIALS
7.1 Each new trustee of the Library Board shall receive a Trustee’s Manual.  The manual is to be returned upon resignation from the Board, and may include the following:
a. Library bylaws, mission statement, policies, and any other procedural documents of this Library;

b. List of Trustees with addresses, telephone numbers, and terms of office;

c. Staff list;

d. Current edition of Illinois Library Laws;

e. Current edition of Serving Our Public: Standards for Illinois Public Libraries.

ARTICLE 8 – LIBRARIAN

8.1 The Librarian shall be selected and hired by the Library Board of Trustees and shall carry out the policies adopted by the Board.  The Librarian is responsible for the daily administration of the Library and for supervision of all other Library personnel and volunteers.

8.2 Regular reports on Library operations and needs shall be made to the Board.  All necessary reports to the City, the Library System and the Illinois State Library shall be prepared by the Librarian.
ARTICLE 9 – GIFTS

9.1 The Board of Trustees, at its discretion, may accept gifts, donations, or endowment funds for the Library.

ARTICLE 10 – RECORDS

10.1 All administrative records of the Library, including minutes of regular meetings, minutes and tapes of closed sessions, and financial records of all kinds, should be kept in the Library.

10.2 Circulation records and other records identifying the names of library users are recognized as confidential in nature, and access is restricted to library staff.
10.3 Records shall be open to inspection or limited, in accordance with the Freedom of Information Act and the Library Records Confidentiality Act.

ARTICLE 11 – CONFLICTS OF INTEREST/ETHICS
11.1 Board members may not negotiate or enter into a contract with this Library in which they have a direct or indirect financial interest.

11.2 A board member shall withdraw from Board discussion, deliberation, and vote on any matter in which he/she, an immediate family member, or an organization with which the member is associated has a significant financial interest.

11.3 A Board member may not receive anything of value that could reasonably be expected to influence his/her vote or other official action.

11.4 Board members shall comply with the provisions of the State Officials and Employees Ethics Act of Illinois.
ARTICLE 12 – FISCAL YEAR

12.1
The fiscal year of the Marquette Heights Public Library shall begin May 1 and end April 30.

ARTICLE 13 – AMENDMENTS

13.1
The Bylaws, or any other procedural or policy documents, may be altered or amended by a two-thirds majority of the members present at any regular meeting, provided the alteration or amendment has been given in writing at the previous meeting.

ARTICLE 14 – PARLIMENTARY PROCEDURE

14.1
Any situation not covered by these Bylaws will be governed by the current edition of Robert’s Rules or Order.
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