Board of Library Trustees
POLICY MEETING
November 10, 2022

Conference Room — Second Floor
6:00 p.m. - 7:30 p.m.

Any person needing an accomiodation for a disability in order to attend a mecting at the Library should contact the
Administration Office by telephone at (63 231-1552, by email at admin@ucpld.info or in writing, not less than five (5)
working days prior to the meeting.

AGENDA
1. Call to Order Frank okta, Chairm
2. Re Call
3. Approval of the Minutes:
A) October 13, 2022 ATTACI 1ENT

4. Recognition of the Public
5. Public Comme (Limited to 3 minutes)
6. Agen - Additions/Deletions
7. nfinished Business
A)  mergency Situ:  ons Procec res and Disaster Respo e ACTION
Manual
8. New Business
A) urchasing Policy (Bids / Quotations) ACTION
B) ibrary Credit Card olicy ACTION
9. Recommendations
A) The olicy Committee makes the following recommendations to the Board of Library

Trustees for its November 28, 2022 meeting;:

10.  Adjouwrnment Frank Fokta, Chairman

Committee: Fokta, Bloom, Conradt; Ex Officio: Weninger



Board of Library :ustees
POLICY MEETING
October 13, 2022

Conference Room — Second Floor
6:00 p.m, —7:30 p.m.

MIN! TES

1. Ci  to Order Frank Fokta, Chairman
The meeting was called to order by Chairman Fokta at 6:05 p.m.

2. Roll Call

Connntittee members present: Frank Fokta (Chair); Richard Bloom, Pat Weninger
Conunmittee members absent: Nancy Conradt (ex officio)

Staff members present: Benjamin Weseloh (Library Director)

3. Approval of the Minutes:
A) July 14, 2022 ATTACHMENT
Pat moved to approve the minutes as presented, seconded by Richard. There was no discussion, The vole
to approve the minutes as presented was:

Yes: Bloom, Weninger, Fokta
No: None
Abstnain: None

The minutes were approved as presented.

4. Recognition of the Public
None

5. Public Comment (Limite to 3 minutes)
None

6. Agenda - Additions / Deletions
None



7. Unfinished Business

A) Emergency Situations Procedures and Disaster Response
Manual

The policy committee reviewed changes made to the Emergency Situations Procedures and Disaster
Response Manual (lines that had been struck were removed for easier reading and review of the policy).
Discussion tncluded consensus that the changes were good overall, but a few minor corrections were
noted (items that should have been vemoved, but were not). It was also stated that the committee would
like the floor plans revised to include color-coding to indicate the following:

Fire-Related Areas=  Red
Staging Areas = Blue
Gas/Electric Areas = Yellow

It was also stated that the a “"Code Adant” section should be added to cover procedures to follow in the
evertt of a lost or missing child.

8. New Business
None

9. Recommendations
A) The Policy Committee makes the following recommendations to the Board of Library

Trustees for its October 24, 2022 meeting:

No recommendation was made. The Emergency Situations Procedures and Disaster Response Manual will be
revised and brought to the next meeting for further review and discussion.

10. Adjournment Frank Folta, Chairman
Chairman Fokta adjourned the meeting at 6:40 p.m.

Committee: Fokta, Bloom, Weninger; Ex Officio: Conradt




WEST CHICAGO PUBLIC LIBRARY DISTRICT

PURCHASING POLICY

Bidding and Bid Solicitation

Generally, Purchases of the District in excess of $25,000 related to buildings and equipment are
subject to competitive bids pursuant to the Public Library District Act of 1991 {75 ILCS 16/1-1 et.

seq.}).

For purchases not requiring competitive bids, the District may request proposals.

. Exemptions from Bidding

The Public Library District Act {75 ILCS 16/40-45) exempts from a competitive bidding process the
following:

A, Contracts for the services of individuals possessing a high degree of professional skill
where the ability or fithess of the individual plays an important part;

B. Contracts for the printing of finance committee reports and departmental reports;

C. Contracts for the printing or engraving of bonds, tax warrants and other evidences of
indebtedness;

D. Contracts for the maintenance or servicing of, or provision of repair parts for,

equipment which are made with all manufacturer or authorized service agent of that
equipment where the provision of parts, maintenance, or servicing can best be
performed by the manufacturer or authorized service agent;

E. Purchases and contracts for the use, purchase, delivery, movements, or installation of
data processing equipment, software, or services and telecommunications and
interconnect equipment, software, and services;

F. Contracts for duplicating machines and supplies;
G. Contracts for utility services such as water, light, heat, telephone or telegraph;
H. Contracts for goods or services procured from another governmental agency;

. Purchases of equipment previously owned by some entity other than the library itself;
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Employee Library Credit Card Use Agreement

This Library Credit Card Use Agreement {“Agreement”) is between the West Chicago Public

Library District (“Company”) and

(“Employee”)

Name (Print) Credit Card Number {exactly as shown on card)

t confirm that | am the employee named above and I received the above-listed credit card
associated with the commercial credit account of the Company (“Card”) and | confirm all my
information is correct. By my signature on this Agreement, | will agree to comply with and be
bound by the following conditions:

1. I understand this Card is Company property and I will be making financial commitments on
behalf of the Company when using this Card. | agree that use of this Card is limited to business
purposes authorized by the Company. | agree this Card must not be used for any personal,
unauthorized, or illegal charges and any such misuse will result in cancellation of this Card and
may further resuit in disciplinary action up to and including termination of my employment.

2. | understand the Company may review and investigate use of this Card and | have no
expectation of privacy concerning any charges incurred. | will cooperate with any such review or
investigation. | agree to be held personally liable for the total dollar amount of any improper
charges incurred plus any administrative fees assessed in connection with misuse of this Card. |
agree that any personal, unauthorized, or illegal charges made by me, including any
administrative fees and/or finance charges assessed in connection with such charges, and paid
for by the Company on my behalf will be considered a personal loan which may be repaid through
payroll deduction. | understand that payroll deduction on my loan will be subject to the limits
set forth by applicable law. If such deductions are not permitted by law or are insufficient to fully
reimburse the Company, | will repay the Company these amounts plus finance or other charges
due in connection with the misuse of this Card and the Company may take appropriate legal
action to collect the monies owed. If the Company is required to take legal action to collect
monies owed under this Agreement, | agree to pay the Company’s expenses, including attorney’s
fees, incurred in its collection efforts. | agree that | may be liable for improper charges that result
from allowing others to use this Card.




3. lagree to inform the Bookkeeper and/or the Library Director of any purchases made with the
Card and timely submit all receipts for expenses incurred in connection with this Card. f | fail to
timely submit receipts for expenses incurred with this Card, the Company may consider the
unsupported charges incurred in connection with this Card to be a personal loan and may collect
those amounts from me as described herein,

4. | agree to return this Card immediately upon request by the Library Director or upon
termination of my employment for any reason (including retirement) with the Company. |
understand that this Agreement is revocable by me at any time upon written notice to my
immediate supervisor at the Company. If revoked, | understand { must stop using the Card
immediately and return it to the Library Directar with my revocation notice. | understand that if
revoked, | remain responsible for any misuse and remain indebted to the Company for any
personal, unauthorized, or illegal charges made prior to the revocation and return of the Card.

5.1 promise to immediately notify the Library Director upon discovering this Card has been lost,
misused, or stolen or this Card has been subject to fraud, unauthorized use or misuse. | agree to
cooperate with any investigation concerning the loss, theft, or suspected misuse of this Card.

Date Employee Signature

Date Library Director Signature




