BI-LAWS FOR KEWANNA-UNION TOWNSHIP PUBLIC LIBRARY

Our mission: The Kewanna Union Township Public Library is the center of community life, offering opportunities for people to learn to grow and succeed. 
MEETINGS:

Regular monthly meetings of the library board of trustees shall be held on the last Monday of each month, at 6:00 p.m., unless otherwise specified.  The Annual Meeting, at which time yearly reports will be given, payrolls will be adjusted, will be held at the time of the regular December meeting.

Special meetings may be called by the President, or on the written request of (2) two members, for transaction of business stated in the call.  Notification shall be three days prior to the meeting.  No voting will take place in special called meetings.

All meetings are open to the public, with the exception of Executive board meetings and any special called meetings.

OFFICERS:

Officers of the board shall be chosen at the Annual meeting and shall be as follows: President, Vice-President, Recorder (Secretary), and Treasurer.

The PRESIDENT shall preside at all meetings, appoint all committees, authorize calls for any special meetings, and generally be the presiding officer.

The VICE-PRESIDENT shall preside in the absence of the President.

The SECRETARY shall keep a true and accurate account of all proceedings of the meetings. Will provide typed minutes for the Library records. Collection and storage of the minutes will be the responsibility of the Director.
The TREASURER shall have charge of the library funds. Will appoint responsibility of library expenses, and records as necessary. Finances shall be reported at each meeting. Claims will be approved and signed monthly. Will conduct a bi-annual audit every year in May, and November. Will oversee DGLF budget adoption and SBOA audit compliance. 
COMMITTEES:

Special committees will be appointed to carry on specific business and report to the entire board with recommendations at the regular meeting times.  Committees: Personnel, Finance, Building / Maintenance.

QUORUM:

A Quorum for the transaction of business shall consist of (4) four members.

AMMENDMENT:

These Bi-Laws may be amended at any regular meeting of the board with a quorum present, by majority vote of the members present, providing the amendment was stated in the call for the meeting.

These Bi-Laws were revised on this date, March 31, 2014.

These Bi-Laws were accepted and voted on this date, April 28, 2014.

Members of the Board of Trustees: PRESIDENT: Maurice Cohagan; VICE – PRESIDENT: Lindsey Kozubik; SECRETARY: Susan Turner; TREASURER: Richard Hoff; MEMBERS: Jeffrey Grube, David Webb
LIBRARY HOURS

Monday through Friday, 10:00am to 6:00pm : Thursday, 10am to 8:00pm, and Saturday, 9:00am to 3:00pm  Closed  Sunday.
In winter time, at the Discretion of the Director, the library will be closed.

HOLIDAYS DAYS CLOSED

Only the Full-Time Librarian will be paid if the Holiday falls upon a working day.

New Year’s Day

Memorial Day

Independence Day

Labor Day

Veteran's Day

Thanksgiving Day 
Christmas -- close December 24, 25 & 26

New Year’s Eve 
HOURS OF WORK

Employee work hours are at the discretion of the Directors schedule, based on a 6-day week: 8 hours each day, Monday, Tuesday, Wednesday, Thursday, and Friday.    6 hours on Saturday

TIME RECORDS

Hourly employees should submit a signed claim, bi-weekly to the Director itemizing the hours worked.

PROFESSIONAL MEETINGS

Library personnel may be reimbursed for actual miles traveled in their own motor vehicle on official business of the library at the rate of fifty five (.55) cents per mile. Reviewed annually to comply with County standards.
Reimbursement for mileage should not include travel to and from the employee’s home, but from the library to the event and back.
If two or more persons ride in the same motor vehicle, only one mileage reimbursement is allowable.

When traveling on official business, employees may be reimbursed for meals, not to exceed $10.00 per meal, and other necessary traveling expenses.  The claim for reimbursement should be completely itemized and should support as many claims as it is possible to obtain.

PERSONNEL POLICY
Director
ASSISTANT LIBRARIAN / Programming
LIBRARY CLERK  / JANITOR / Information Technology Technician 
Director: Head librarian, Full-Time
Assistant Librarian, Programming: Part time or Temporary 

Clerks, I.T.: Temporary or Part-Time

Janitor: Part time or temporary. Unless contracted out to a cleaning service
Director    Requirements and benefits are as follows:

He/She must be a certified librarian.  This person is answerable directly to the board of trustees on all matters.  This position is paid on a salary basis and is reviewed for pay increases annually, at the last board meeting in December.  Any changes in salary will be reflected in the January pay, and documented in the meeting minutes.

Vacations: There will be one (1) week paid vacation after one full year of employment.  Thereafter, two (2) weeks with pay each year. After ten years, three (3) weeks with pay each year.

*Sick Days: Two (2) days each year, any days in excess will be unpaid.

*Personal Days:  Four (4) days each year, any days in excess will be unpaid.

Breavement:  Three (3) days for funeral of: husband, wife, mother, father, sister, brother, or children.

Jury Duty: is allowed and is paid for by the county, and is not counted against personal time.

Full-time employees receive Holiday pay

ASSISTANT LIBRARIAN / Programming: Temporary or part-time.  This person should have library certification.  These employees will be hired by the Director with recommendations of the Library Board.  The pay for this position will be on an hourly basis and will be determined on attendance, merit and performance, and will be reviewed annually. 
Library Clerk / I.T. Technician 
1. Work as scheduled with the Library Administrator.

2. Perform those duties assigned by the librarian, in addition to assisting patrons and carrying out the normal routine of the library.

3. Hours as scheduled by the Director, not to exceed 28 hours per week. 
JANITOR:  As employed by the Library

This is a part-time position.   This person is answerable to the Director.  See job description below. 

If Contracted: As agreed to by the Board of Trustees on an annual basis.
Work maintaining a clean environment inside and outside the library building. As scheduled by the Director.
Duties include: Dusting book shelves, vacuum as needed, sweep steps as needed, clean restrooms weekly or as needed.  Meeting rooms: weekly or as needed for programs.  Indiana Room: monthly or as needed.  Furnace care and maintenance: once a week during winter season (changing the filter when necessary).  Trash: weekly or whenever necessary.  Mowing and lawn raking as needed.  Snow removal when needed from sidewalks and steps, and parking lot.  Wash windows in front door once a week or as needed.  Put out recycling on the scheduled day.  Check to see that no debris is in the air conditioning unit.  Wash the outside windows once a year. Clean Elevator and its floor track weekly.
WAGE SCHEDULE

Librarian:  As approved by Board of Trustees (Starting $11.00 per hour)
Assistant Librarian / Programming: Starting pay $ 7.50 per hour 

Any Professionally Trained person who replaces the librarian in his or her absence, on arrangement and approval of the library board.

Library Clerk/ I.T.:   Starting pay $7.50 per hour
Janitor:  Starting pay $7.50 per hour.  As needed by Director Approval
Approved by the Kewanna Union Township Public Library on this date:     4-24-2014 BY:
