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Placentia lerary Dlstrlct

POLICY HANDBOOK

POLICY TITLE: Tobacco Use
POLICY NUMBER: 2195

2195.1 Ample research exists demonstrating the health hazards of the use of tobacco products,
including smoking and the breathing of second-hand smoke. Therefore, in the best interest of the
health and safety of employees and the general public, the smoking of tobacco products will be
banned completely within District buildings or confined spaces.

!
2195.1,1 The successfil implementation of this policy depends upon the thoughtfulness,
consideration and cooperation of smokers and non-smokers. All individuals on District
premises share in the responsibility of adhering to this policy.

21952 All District employees will be responsible for advising members of the public who are
observed smoking tobacco products on District property of the District's policy on the matter. Said
individuals will be asked by staff to refrain from smoking.

2195.2.1 Members of the public who refuse to comply with this policy may be directed by
the Librarian in Charge to leave District propetty.

21953 District employees who violate this policy will be subject to disciplinary action in accordance
with Policy #2260.

2195 -1
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Placentia lerary DlStl‘lCt

POLICY I{ANDBOOK

POLICY TITLE: Smoke-free Workplace
POLICY NUMBER: 2197

2197.1 Smoking is prohibited within the buildings and facilities of Placentia Library District.
Those who smoke are requested to do so outdoors.
2197.2 Extra care should be taken when working around combustible materials.

2197.2.1 Personnel who smoke outside should use extreme caution and dispose of
cigarettes in a responsible and safe manner, using ashtrays, ctc.

2197.3 Smoking is allowed in non-district vehicles with only one occupant.

2197 - 1
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Placentia lerary District

POLICY HANDBOOK

POLICY TITLE: Pre-Employment Physical Examinations
POLICY NUMBER: 2200

2200.1 All individuals who are offered full-time, temporary or part-time employment will be
required to submit to a physician’s examination and controlled substance test at District expense.
The examining physician will be provided a description of the job involved to assist in a
determination of the individual’s fitness to work.

2200.1.1 Employment will not occur until after a negative controlled-substance test
result is certified, and until after a qualified physician has certified the individual as fit to
perform the type of work required by the position applied for.

2200.1.2 Employment will not occur if the individual refuses to cooperate in the
examination and testing.

2200.2 Retesting of an individual who was previously employed on a temporary, part-time or
full-time basis will be required if more than three months have elapsed since the individual’s last

day of work for the District.

2200.3 Appointments with the medical facility providing the examination and controlled
substance testing will be made at least one day prior to testing if possible, with the individual to
be tested provided minimal advance notice (no more than one day, if practical).

2200.4 When the individual to be tested reports to the medical facility for the scheduled
examination and controlled substance testing, they must provide proof of identification, such as a
drivers license photo or a state-issued photo identification card.

2200.5 All test results will be kept confidential. The applicant may be told they failed to pass
the test, but only the Library Director and his/her confidential designee will have access to the
actual test results.

2200.6 District employment application forms will contain a notice to applicants as follows:

Placentia Library District has a policy of requiring a physician’s physical fitness
exam, together with urine drug testing of persons who have been offered
employment. Individuals who are determined by the physician not to be
physically fit for duty, or who test positive for controlled substances, will not be
employed. If you have reason to believe that you will not pass a physician’s
physical examination, or will test positive for the presence of controlled
substances, or if you are unwilling to consent to such an examination or test if
offered employment, it is recommended that you not submit an application.

2200 -1
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Placentia Library District

POLICY HANDBOOK.

POLICY TITLE: Sexual Harassment
POLICY NUMBER: 2210

2210.1 Acts of sexual harassment by employees, supervisors, or managers, are prohibited
employment practices and are subject to sanctions and disciplinary measures.

2910.2 Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature when:

2210.2.1 Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment.

2210.2.2 Submission to or rejection of such conduct by an individual is used as the
basis for employment decisions affecting such individual.

2210.2.3 Such conduct has the purpose or effect of substantially interfering with a
person’s work performance or creating an intimidating, hostile or offensive work

environment,

2210.3 Prohibited acts of sexual harassment can take a variety of forms ranging from subtle
pressure for sexual activity to physical assault. Examples of the kinds of conduct included in the

definition of sexual harassment are;

2210.3.1 Direct or indirect threats or suggestions of sexual relations or sexual contact
which is not freely or mutually agreeable to both parties.

2210.3.2 Continual or repeated verbal abuses of a sexual nature including graphic
commentaries on the person’s body; sexually suggestive objects or pictures placed in the
work area that may embarrass or offend the person; sexually degrading words to describe
the person, or propositions of a sexual nature.

2210.4 Policy Publicizing. All employees will be informed of the District’s sexual harassment
‘policy and complaint process prior to their need to know, and again when any complaint is filed.
Also, said policy and complaint process will be readily available to all employees and members

of the general public utilizing the District’s facilities and services,

2210.4.1 All new employees will be given a copy of the sexual harassment policy at the
time of hiring and said policy’s contents will be discussed with said employee at that
time by the division manager within whose division they will be working.
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2210.4.2 An annual bulletin will be prepared and distributed to all employees
reinforming them of the District’s sexual harassment policy.

2210.5 Within three working days after any complaint has been filed in accordance with this
policy, a bulletin will be prepared and distributed to all employees reinforming them of the
District’s sexual harassment policy.

2210,6 Complaint Process. Any employee who believes they are the victim of sexual
harassment may file a formal or informal confidential complaint without fear of reprisal or

embarrassment.

2210.6.1 An informal complaint is made verbally by the employee to their immediate
supervisor, Although filing the complaint with the immediate supervisor is preferred,
the employee is free to file their complaint with any supervisory employee.

2210.6.2 A formal complaint is made in writing, using the “Employee Grievance
Form,” see "Appendix A" in Policy #2180. Said form should be submitted by the
employee to their immediate supervisor, Although submitting the formal complaint with
the immediate supervisor is preferred, the employee is free to submit their formal
complaint with any supervisory employee, or with the President of the Board of Trustees
if the employee’s immediate supervisor is the Library Director and the Library Director
is unavailable or personally involved in said complaint.

2210.7 Complaint Response Process. Any supervisory employee who receives a formal or
informal sexual harassment complaint will at all times maintain the confidentiality of the plaintiff
and will personally deliver said complaint immediately and directly to their division manager, or
to the Library Director if their division manager is unavailable or personally involved in said
complaint,

2210.7.1 Within 24 hours of the filing of a formal or informal complaint, even if it is
withdrawn, an investigation will be conducted by the manager of the division within
which the alleged harassment occurred. Said investigation will be conducted by the
Library Director if the division manager is unavailable or personally involved in said
complaint.

2210.7.2 A written record of any investigation of an alleged sexual harassment will be
maintained. Findings will be sent to the Library Director. The Library Director will
immediately inform, in total confidentiality, the Library Board President.

2210.7.3 All discussions resulting from said investigation will be kept confidential by
all informed of said investigation.

2210.7.4 The person initiating the complaint has the right to be accompanied by an
advocate(s) when discussing alleged incidents. Said person will be advised of this right
prior to the commencement of such discussions.

2210-2
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2210.8 Disciplinary Procedures and Sanctions. Upon conclusion of the investigation of an
alleged sexual harassment, appropriate action will be taken by the Library Director against the
harasser where sexual harassment is found. Whatever punishment is meted out to the harasser
will be made known to the victim of the harassment.

2210.8.1 Appropriate action will be taken to remedy the victim’s loss, if any, resulting
from the harassment. Making the employee whole may involve reinstatement, back pay,

promotion, etc.

2210.8.2 Action taken to remedy a sexual harassment situation will be done in a manner
so as to protect potential future victims.

2210.8.3 Employees complaining of sexual harassment will be protected thereafter from
any form of reprisal and/or retaliation.

22103
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Placentia Library District

POLICY TITLE: Harassment
POLICY NUMBER: 2215

2215.1 Placentia Library District is committed to providing a work environment for its
employees that is free of harassment. The District prohibits sexual harassment (see Policy
#2210) and harassment because of race, religious creed, colof, national origin of ancestry,
physical or mental disability, medical condition, marital status, age, sexual orientation or any
other basis protected by federal, state or local law, ordinance oF regulation. This policy applies to

all persons involved in the operation of the District and prohibits harassment by any employee of
the District - supervisors and co-workers.

2215.2 Harassment because of race, religious creed, color, national origin or ancestry, physical
or mental disability, medical condition, marital status, age, sexual orientation or any other

protected basis is prohibited, including, but not limited to the following behaviot:

2215.2.1 Verbal conduct such as epithets, derogatory jokes or comments, slurs oF
unwanted sexual advances, invitations or comments;

2215.2.2 Visual conduct such as derogatory and/or sexually oriented posters,
photography; cartoons, drawings or gestures;

221523 Physical conduct such as assault, unwanted touching, blocking normal
movement OF interfering with work because of sex, 1ace or any other protected basis;

and,
9215.2.4 Retaliation for having reported or threatened to report harassment.

2215.3 Ifany employee of the District belicves that they have been harassed, they should
provide a written complaint o their supervisor, a division manager, the Administrative Assistant
to the Library Director, OF the Library Director as S00n as possible after the incident. Their
complaint should include details of the incident(s}, name(s) of the individual(s) involved,

together with the name(s) of any witness(es).

2215.3.1 Staff receiving harassment complaints will refer them immediately to the
Library Director of the President of the Board of Trustees (in the event the complaint
involves the Library Director) who will undertake an immediate, thorough and objective

investigation of the harassment allegation(s).

22154 Ifitis determined that harassment has oceurred, effective remedial action will be taken
in accordance with the circumstances involved. Any employee determined to be responsible for
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harassment will be subjected to appropriate disciplinary action, up 10 and including termination. '

Whatever action is taken against the narasser will e made knowi to the employee lodging the
complaint, and appropriate action will be taken to remedy any loss to the employee resulting
from the harassment. Retaliation by management OF co-workers against anyone filing 2

complaint will not be permitted or tolerated.

221585 Employees ate encouraged 0 immediately report any incident of harassment $O that
complaints can be quickly and fairly resolved.

2215~



Agenda Item A1
Attachment B
Page 71 of 138

POLICY TITLE: Affirmative Action
POLICY NUMBER: 2220

olicy of Placentia Library Digtrict that there will be 1o discrimination based

12201 Ttis the p
upon race, national origin, religion, S€%, physical handicap, yeteran's status, OF age in any
, performance evaluation, promotion, the

personnel action, including recruitment, appointment
granting of leaves, and any disciplinary of grievance action.

2220,2 This policy contains two major commitments:

both a moral and legal obligation 10 work toward 2 work force

2220.2.1 To recogmze
composition reflecting the imix of ethnic inorities and women in the jabor markets

from which the District draws its staff.

222022 To make a demonstrable and deliberate effort in hiring to solicit applications

from minority and women candidates in all cases where their represontation is below the

1abor force standard.

s of wrongdoing, such as arbitrary and discriminatory action, should be made

22203 Allegation:
cedure”, as described in Policy #2180, or complaints 10 regulatory

through the nGrievance Pro
agencies.

2220~
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Equal Opportunity
POLICY NUMBER: 2225

2225.1 Placentia Library District employs persons having the best available skills to
efficiently provide high quality service to the public.

2225.2 The District provides equal opportunity for all persons in all aspects of employment,
including recruitment, selection, promotion, transfer, training, compensation, educational
assistance, benefits, discipline, working conditions, reduction in force, reinstatement, and all
other matters of employment.

2225.2.1 Such cquality of opportunity will be based solely on job related
knowledge, skills, and job performance, and will be without discrimination because
of race, col‘j?r, religion, national origin, sex, age, sexual orientation, handicap,
veteran status, or any other factor unrelated to job performance.

2225 -1



Agenda Jtem 41
Attachment B
Page 74 of 138



Agenda ltem 41
Attachment B
Page 75 0f 138

Placentia Library District

POLICY TITLE: Nepotism
POLICY NUMBER: 2230

2230.1 It is the policy of Placentia Library District to seek for its staff the best possible
candidates through appropriate search procedures. There will be no bars to appointment of close
relatives in any staff category in the same or different departments so long as the following

standard is met:

2230.1.1 No employee will vote, make recommendations, or in any way participate in
decisions about any personnel matter that may directly affect the selection, appointment,
promotion, termination, other employment status, or interest of a close relative.

2230.1.1.1 For the purpose of this policy, "close relative" is defined as
husband, wife, mother, father, son, daughter, sister, and brother.

2230.2 When an individual is considered for appointment in a department in which an
immediate family member is already assigned, review of this fact will be required at all
appointing levels. The objective of this review will be to assure equity to all members of
the department.

2230-1
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Placentia lerary Dlstrlct

POLICY HANDBOOK

POLICY TITLE: Outside Employment
POLICY NUMBER: 2240

2240.1 No District employee will be permitted to accept employment in addition to or outside of
District service if:

2240.1.1 The additional or outside employment leads to a conflict, or potential conflict
of interest for said employee; or,

2240.1.2 The nature of the additional or outside employment is such that it will reflect
unfavorably on the District; or,

2240.1.3 The dutics to be performed in the additional or outside employment are in
conflict with the duties involved in District service.

2240.2 An employee who does have additional or outside employment will not be permitted to

use District records, materials, equipment, facilities, or other District resources in connection
with said employment,

2240 -1
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Placentia lerary Dlstrlct

POLICY HANDBOOK

POLICY TITLE: Separation from District Employment
POLICY NUMBER: 2250

2250.1 Resignation. To leave Placentia Library District service in good standing, an employee
must file a written notice of termination with the Library Director at least two weeks before the
effective date. The Library Director may, however, grant good standing with less notice if he/she
determines the circumstances warrant. Resignations may not be withdrawn without the Library
Director's approval.

22502 Layoffs, Whenever, in the judgment of the District Board of Trustees, it becomes
necessary, due to the lack of work, lack of funds, or other economic reason, or because the

necessity for a position no longer exists, the Board of Trustees may abolish any position of
employment, and the employee holding such position may be laid off or demoted.

2250.2.1 Employees to be laid off will be given notice at least 14 calendar days in
advance of the layoff date.

2250.2.2 Except as otherwise provided, whenever there is a reduction in the work force,
the Library Director will first demote to a vacancy, if any, in a lower position for which
the employee who is the latest to be laid off (in accordance with 42250.2 of this policy)
is qualified.

2250.2.3 An employee affected by layoff may have reireat rights to displace an
employee who has less seniority in a lower position that the employee has previously
occupied or supervised. For the purpose of this document, seniority includes all periods
of full-time service at or above the retreat position being considered.

2250.2.4 In order to retreat to a former or lower position, an employee must request
displacement action in writing to the Library Director within five working days of
receipt of the layoff notice.

2250.2.4.1 Employees retreating to a lower position will be placed at the
salary step representing the least loss of pay. In no case will the salary be
increased above that received in the position from which the employee was
laid off.

2250 -1
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2250.2.5 If two positions have the same job description, then employees will be laid off
according to employment status in the following order: temporary, provisional,
probationary, and tenured. Temporary, provisional, and probationary employees will be
laid off according to the needs of the service as determined by the Library Director. In
cases where there are two or more tenured positions with the same job description from
which the layoff is to be made, such employees will be laid off on the basis of the last
evaluation rating in the position, providing such rating has been filled at least 60 days
prior to layoff as follows:

2250.2.5.1 First, all employees having ratings of "Unsatisfactory;"
2250.2.5.2 Second, all employees having ratings of "Marginal;"

2250.2.5.3 Third, all employees having ratings of "Less Than Satisfactory;"
2250.2.5.4 Fourth, all employces having ratings of "Satisfactory;"
225{}.2.5.5 Fifth, all employees having ratings of "Commendable;"
2250.2.,5.6 Sixth, all employees having ratings of "Superior;" and,
2250.2.5.7 Seventh, all employees having ratings of "Exceptional.”

2250.2.5.8 Employees within cach of the rating categories will be laid off in
order of least seniority first.

2250.2.6 The names of persons laid off or demoted in accordance with this policy will
be entered upon a re-employment list. The re-employment list will be used by the
Library Director when a vacancy arises in the same or lower position before certification

is made from an eligibility list.

2250.2.7 Names of persons laid off will be carried on the re-employment list for one
year, except that persons appointed to tenured positions of the same level as that from
which they were laid off, will upon such appointment, be removed from the list. Persons
who refuse re-employment will be removed from the list. Persons re-employed in a
lower position in the same classification, or on a temporary basis, will be continued on
the list for the higher position for one year. At the discretion of the Library Director, the
list may be extended for an additional year.

2250.3 Dismissal of Tenured Employees. A tenured employee may be dismissed at any time by
the Library Director for cause, and after consulting with District Legal Counsel.

2250.3.1 The following will constitute sufficient cause for dismissal:
2250.3.1.1 Conviction of a felony;
2250.3.1.2 Fraud in securing employment;

2260 -2
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2250.3,1.3 Misappropriation of District funds or property;
2250.3.1.4 Intentional or gross misconduct; and,

2250.3.1.5 Failure to respond or improve regarding an item specified in
12260.2, "Grounds for Discipline”, of Policy No0.2260, "Disciplinary Action”,
after an evaluation or corrective action plan has failed to produce an
improvement to performance. '

2250.3.1.6 Incapacity due to mental or permanent physical disability rendering
the employee unable to perform job duties.

2250.3.1.7 Severe physical or mental disability.
2250.3.2 A probationary employee may be dismissed at any time during a probationary
period without right of appeal or hearing. In case of such dismissal, the Library Director
will notify the dismissed probationary employee in writing that he/she is being separated

from District service.

2250,3.3 Dismissal of the Library Director will be as outlined in the employment
agrecment between the Library Director and the Distriet,

Notice of Dismissal, All employees will be provided with a notice of dismissal. This

notice will be prepared by the Library Director after consultation with District Counsel and will
contain the following:

2250.5

2250.4.1 A description of the proposed action and its effective date or dates, and in the
case of a tenured employee, the ordinance, regulation or rule violated;

2250.4.2 A statement of the acts or omissions upon which the action is based;

2250.4.3 A statement that a copy of the materials upon which the action is based are
attached or available for inspection upon request; and,

2250.4.4 In the case of a tenured employee, a statement advising the employee of the
right to file an appeal as provided in §2250.5 of this policy.

Procedures for Disciplinary Action and Dismissal of Tenured Employees.

2250.5.1 A tenured employee may, upon receipt of a notice of dismissal or disciplinary
action, appeal in writing to the Library Director within five working days of the date of
the notification. The Library Director will then schedule an informal hearing at which
the employee may answer the charges against him/her, present any mitigating evidence,
or otherwise respond to the notice of dismissal. The hearing guidelines and format will
be available upon request. The Library Director will issue his/her opinion and decision
within ten working days of the hearing and may, if the Library Director finds that the

22503
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dismissal was not justified, he/she may order a less severe disciplinary action, or may
order the employee reinstated with full back pay and benefits.
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Placentia lerary Dlstrlct

POLICY HANDBOOK

POLICY TITLE: Confidentiality Regarding Resignations'
POLICY NUMBER: 2251

2251.1 To the extent permitted by law, District staff and Trustees will keep confidential the
circumstances giving rise to an employee’s resignation from the District.

2251.1.1 This policy is itself a public record which the District must release upon
request.

" Source: Lozano Smith Smith Woliver & Betrens

2251 -1
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Placentia lerary Dlstrlct

POLICY HANDBOOK

POLICY TITLE: Letters of Recommendation’
POLICY NUMBER: 2255

2255,1 The Board of Trustees recognizes that Placentia Library District faces exposure to
significant liability through the provision of letters of recommendation by District employees,
The Board finds that it is, therefore, in the best interests of the District to ensure that letters of
recommendation issued by individuals in their capacity as District employees, or which could be
reasonably interpreted as written in the individual’s capacity as a District employee, be accurate
and conform to all requirements of law. Therefore, the Library Director or his/her designee 1s
directed to create and implement a practice whereby all letters of recommendation are reviewed
and approved by the Library Director or his/her designee before dissemination.

2255.1.1 The Library Director or designee will process all requests for references,
letiers of recommendation, or information about the reasons for separation regarding all
district employees other than himsel/herself. All letters of recommendation to be issued
on behalf of the District for current or former employees must be approved by the
Library Director or his/her designee.

2255,1,2 At his/her discretion, the Library Director or his/her designee may refuse to
give a recommendation. Any recommendation he/she gives will provide a careful,
truthful, and complete account of the employee’s job performance and qualifications.

1 Spurce: L.ozano Smith Smith Woliver & Behrens
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Placentia lerary DIStl‘lCt |

POLICY HANDBOOK

POLICY TITLE: Disciplinary Action
POLICY NUMBER: 2260

2260.1 The following measures arc part of the disciplinary process: warning, reprimand,
suspension with or without pay, dismissal, demation, or reduction in pay. The Library Director
may discipline any employee for cause.

2260,2 Grounds for Discipline.

2260.2.1 Discourfeous treatment of the public or fellow employees.

2260.2.2 Drinking of intoxicating beverages or use of illegal or nonprescribed drugs on
the job, or arriving on the job under the influence of such beverages or drugs.

2260.2.3 Habitual absence or tardiness.

2260.2.4 Abuse of sick leave.

2260.2.5 Disorderly conduct.

2260.2.6 Incompetence or inefficiency.

2260.2.7 Being wasteful of material, property, or working time.

2260.2.8 Violation of any lawful or reasonable regulation or order made and given by
an employee's supervisor; insubordination.

2260.2.9 Neglect of duty.
2260.2.10 Dishonesty.
2260.2,11 Misuse of District propetty.

2260.2.12 Willful disobedience.

2260 -1
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2260.2.13 Conduct unbecoming a District employee.

2260.3 All disciplinary action will be accompanied by a letter of warning to the employee
stating the reasons and grounds for such discipline. The employee must acknowledge receipt of
the warning by signing the letter at the time of presentation; this signature signifies only receipt
of the document, not necessarily agreement to the contents. The employee may, before the
conclusion of the next regular working day, respond in writing to the contents of the letter of
warning.

2260.4 All negative evaluations or letters of warning will remain part of the employee's
personnel file. Negative evaluation will not be used by the Library Director in decisions to
dismiss if the performance has improved or the action which merited a warning has not recurred,
each/both for a period of at least one year.

2260.5 Any disciplinary action which may result in suspension without pay will be set forth in
writing to the employee at least five working days before the proposed effective date or dates.
This notice will be prepared by the Library Director after consultation with the District Legal
Counsel and will contain the following:

2260.5.1 A description of the proposed action and its effective date or dates, and the
ordinance, regulation, or rule violated,;

2260.5.2 A statement of the.acts or omissions upon which the action is based;

2260.5.3 A statement that a copy of the materials upon which the action is based is
attached or available for inspection upon request;

2260.5.4 A statement advising the employee of the right to request a hearing as
provided in §2250.5 of Policy #2250, "Separation from District Service”;

2260.5.5 A date by which time the employee must respond in writing if he/she wishes
to contest the action.

2260.6 All notices of proposed action will be personally served or mailed by certified mail,
return receipt requested, to the last known address of the employee.

2260 -2
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Placentia lerary Dlstrlct

POLICY HANDBOOK

POLICY TITLE: Internet, E-mail, and Electronics Communication Ethics, Usage
_ and Security
POLICY NUMBER: 2270

2270.1 Placentia Library District believes that employee access to and use of the Internet, e-
mail, and other electronic communications resources benefits the District and makes it a more
profitable and successful local public agency. However, the misuses of these resources have the
potential to harm the District’s short and long-term success. :

2270.2 The District has established this ethics, usage, and security policy to ensure that all
District employees use the computer resources, which the District has provided its employses,
such as the Internet and e-mail, in an ethical, legal, and appropriate manner. This policy
establishes what is acceptable and unacceptable use of the Internet, e-mail, and other electronic
communications.

2270.3 This policy also establishes the steps the District may take for inappropriate use of the
Internet and e-mail. All employees must read and adhere to the guidelines and policies
established herein. Failure to follow this policy may lead to discipline, up to and including
immediate termination.

2270.3.1 Bmployees will not use the Internet or e-mail in an inappropriate manner.
Inappropriate use of the internet and e-mail includes, but is not limited to:

2270,3.1.1 Accessing internet sites that contain pornography, exploits
children, or sites that would generally be regarded in the community as
offensive, or for which there is no official business purpose to access.

2270.3.1.2 Participating in any profane, defamatory, harassing, illegal,
discriminatory, or offensive activity or any activity that is inconsistent in any
way with the District’s policies (i.e. policy on sexual harassment).

2270.3.1.3 Exploiting security weaknesses of the District’s computing
resources and/or other networks or computers outside the District.

2270.3.1.4 Internet access is to be used for District business purposes only
(unless the employee is on break). Employees who have completed all job
tasks should seek additional work assignments. Use of the Internet should not
interfere with the timely and efficient performance of job duties. Access to
the Internet and e-mail is not a benefit of employment with the District.
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(Personal use of the Internet, e-mail, and other electronic communications is
prohibited. )}

2270.3.2 Employees do not have any right to privacy in any District computer
resources, including e-mail messages produced, sent, or received by District computers
or transmitted via the District’s servers and network. Employee access to the Internet
and e-mail is controlled by use of a password. The existence of a password does not
mean that employees should have any expectation of privacy. Employees must disclose
their passwords to the District upon request, and the District will maintain a file of all
passwords currently in use. The District may monitor the contents of all e-mail
messages to promote the administration of the District, its business, and policies.

2270.3.3 Employees access to and use of the Internet, e-mail, and other electronic
communications will be monitored frequently. Failure to follow the policy may lead to
discipline, up to and including immediate termination. Disciplinary action may include
the removal of Internet and e-mail access from their computer or termination of
employment with the District.

2270.3.4 The Internet and e-mail provide means by which employees of the District
may communicate with its customers (general public). Messages to or from customers
through the District’s e-mail system may be considered part of the District’s business
records and should be treated as such.

2270.3.5 Deleting an e-mail message does not necessarily mean the message cannot be
retrieved from the District’s computer system. For a specific period of time, the District
retains backup copies of all documents, including e-mail messages, produced, sent, and
received on the District’s computer system,

2270.3.6 E-mail and any attachments are subject to the same ethical and legal concerns
and standards of good conduct as memos, letters, and other paper-based documents. E-
mail can be forwarded to others, printed on paper, and is subject to possible discovery
during lawsuits in which the District may be involved.

2270.3.7 Currently all District e-mail being sent is not encrypted. Unencrypted
electronic mail is not a secure way of exchanging information or files. Due to the way
Internet data is routed, all messages are subject to “eavesdropping.” Messages may be
“stolen” as they temporarily reside on host machines waiting to be routed to their
destination, or they may be purposefully intercepted from the Internet during transfer to
the recipient. It is possible for someone other than the intended recipient to capture,
store, read, alter/or re-distribute your message. Do not transmit information in an
electronic mail message that should not be written in a letter, memorandum, or
document available to the public.

2270.3.8 E-mail, once transmitted, can be printed, forwarded, and disclosed by the

receiving party without the consent of the sender. Use caution in addressing messages to
ensure that messages are not inadvertently sent to the wrong person.
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2270.3.9 Use of electronic mail or the Internet to distribute copyrighted materials is
prohibited.

2270.3.10 Each user should take the necessary steps to prevent unauthorized disclosure
of confidential or privileged information.

2270.3.11 Use of electronic mail or the Internet to send offensive messages of any kind is
prohibited.

2270.3.12 Use of electronic mail or the Internet for inappropriate or unauthorized
advertising and promotion of the District is prohibited.

2270.3.13 When District employees communicate using electronic mail or other features
of the Internet, the employee must be extremely mindful of the image being portrayed of
the District. '

2270.3.14 Computer viruses can become attached to executablé files and program files.
Receiving and/or downloading executable files and programs via electronic mail or the
Internet without express permission of the Systems Administrator is prohibited. This
includes, but is not limited to, software programs and software upgrades. This does not
include e-mail and/or documents received via e-mail and the Internet. All downloaded
files must be scanned for viruses.

2270.3.15 Use of another user’s name/account, without express permission of the
Systems Administrator, to access the Internet is strictly prohibited.

2270.3.16 Personal use of the District’s computer resources for personal commercial
activity or any type of illegal activity is strictly prohibited.

2270.3.171t is advisable for all employees of the District to remind
customers/clients/contractors of these security issues when sending confidential
electronic mail and/or documents to the District via electronic mail.

2270.3.18 The District will not be responsible for maintaining or payment of personal
Internet accounts or related software,

22770.3.19 E-mail that users need to retrieve from their personal Internet account must be
refrieved via that User’s personal Internet account. District users will not access such
personal e-mail account using the District’s network system, telephone system, modem
pool, or communication server.

2270.3.20 Employees will only access the Internet through the District’s network.

Internet access through other methods (i.e. modems) will not be allowed, unless
specifically authorized by the Director of Information Technology.
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2270.3.21 Employees will only access the Internet using the approved Internet browser
(Internet Bxplorer). Any other browser being used on a workstation will be promptly
removed.

2270.3.22 Employees will respect all copyright and license agreements regarding
software or publication they access or download from the Internet. The District will not
condone violations of copyright laws and licenses and the employee will be personally
liable for any fines or sanctions caused by the license or copyright infringement. Any
software or publication, which is downloaded onto District computer resources, becomes
the sole property of the District.

22'70.3.23 Employees will only downioad information and/or publications for official
business purposes.

2270.3.24 Employees are to scan all downloaded materials before using or opening them
on their computers to prevent the introduction of computer viruses.

2270.3.25 All list subscriptions should be for business purposes only. The employee will
make sure List Servers are notified when the employee leaves the District.

2270.4 Bmplovee Acceptance, By signing this agreement, I hereby represent that I have read,
understand, and agree to the District’s Internet, e-mail, and electronic communications ethics,

usage, and security policy.

Date Signature

Print name here
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Placentia lerary DlStl‘lCt

POLICY HANDBOOK

POLICY TITLE: Job Description — Library Director
POLICY NUMBER: * 2300

2300.1 Description. The Library Director is the Executive Officer of the District and for the
Board of Trustees. He/she administers the District and has exclusive management and control of
the operations and works of the District, subject to approval by the board of Trustees, and
provides day-to-day leadership for the District. He/she has general charge, responsibility and
control over all property of the District.

2300.1.1 He/she attends all meetings of the District's Board, and such other meetings as
the Board specifies from time to time. - -

2300.1.2 He/she employs such assistants and other employees as he/she deems
necessary for the proper administration of the District and the proper operation of the
works of the District, in accordance with Policy #2150, "Compensation,” subject to
approval by the Board of Trustees. He/she will delegate authority at his/her discretion
and has authority over and directs all employees, including terminating for cause or lack
of worthwhile work. His/her personnel management goal will be to provide a
motivating work climate for District employees.

2300.1.3 He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints. He/she
encourages citizen participation in the affairs of the District.

2300.1.4 He/she seeks to carry into effect the expressed policies of the Board of
Trustees, including planning the short, medium and long-term work program for the
District, facilitating constructive and harmonious Board relations. He/she will translate
the goals and objectives of the Board to the community.

2300.1.5 He/she will prepare and manage the District budget, conducting studies,
making oral and written presentations.

2300.2 Typical Tasks

2300.2.1 Directs, coordinates, and reviews the activities of the various library
departments concerning personnel, resources, equipment, services and programs.

2300.2.2 Prepares the hibrary budget for Board review and administers the adjusted
budget.
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2300.2.3 Serves as liaison between the Library District, other libraries, organizations
and individuals in the community in order to aid in the development, coordination, and

classification of the library program.

2300.2.4 Plans and organizes the development of long-range library building programs,
additions to library services, and related activities,

2300.2.5 Recruits, interviews, selects, and evaluates the performance of library
personnel.

2300.2.6 Conducts labor negotiations.
2300.2.7 Directs and coordinates the public relations activities of the library.

2300.2.8 Participates in Library Board meetings by preparing the agenda, presenting
policy matters for Board review, and writing Board minutes.

2300.2.9 Formulates library personnel policies for Library Board review, plans and
organizes training programs, and is responsible for personnel actions, work assignments,

and related matters.

2300.2.10 Prepares and submits reports of library activities to the Library Board, to the
State Library of California, and to other governmental agencies as requires.

2300.2.11 Plans and directs the acquisition, implementation and usage of data
processing systems,

2300.2.12 Secrves as a United States Passport Application Acceptance Agent.

2300.3 Required Qualifications. He/she will possess a masters degree in library or information
science from a school accredited by the American Library Association, or a master’s degree in a
related field, and will have five years experience in increasingly responsible public library
management positions, including extensive experience in a supervisory capacity. He/she will
possess a valid California drivers license. '

2300.4 Desirable Qualifications:

2300.4.1 Possession of a masters degree in public administration or a related field

2300.4.2 The ability to efficiently prepare annual budgets and long-term revenue/ outlay
plans

2300.4.3 The ability to effectively communicate, both Written and verbal, with the
Library Board, staff, constituents and representatives of other agencies

2300.4.4 The ability to meet and serve the public courteously and efficiently
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2300.4,5 Extensive knowledge of the principles and practices of modern public

librarianship
2300.4.6 Extensive knowledge of planning, administering and appraising a public

library program

QOther Regquirements;

2300.5.1 Must possess mobility to work in a standard office setting and to visit meeting
sites.

2300.5.2 . Must possess mobility to operate a motor vehicle.

2300.5.3 Must possess vision to read printed materials and a computer screen.
2300.5.4 Must possess stamina to move about the Library.

2300.5.5 Must possess hearing and speech to communicate in person, before groups and
over the telephone.

2300.5.6 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.

2300.5.7 Attendance at off-hours meetings and occasional travel are required.
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Placentia Library District

POLICY TITLE: Job Description — Manager of Public Services
POLICY NUMBER: 2305

2305.1 The Public Services Manager is an exempt managerial classification under the general
direction of and reporting to the Library Director. Manages the adult services, children’s services
and literacy services programs of the library. May be designated in charge of the Library during
the absence of the Library Director.

2305.1,1  He/she attends all meetings of the District's Board of Trustees, and such
other mestings as the Library Director specifies from time to time.

2305.1.2  He/she participates in the selection of staff for his/her activities and prepares
performance evaluations and merit pay increase recommendations for the Library
Director’s review.

2305.1.3 He/she oversees the preparation of public service desk schedules and the
assignment of substitute hours.

2305.1.4  He/she coordinates the continuing education and in-service training program
for the Public Services staff

2305.1.5 He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2305.1.6  He/she secks to carry into effect the expressed policies of the Board of
Trustees, including planning the short, medium and long-term work program for the
Public Services activities and facilitating constructive and harmonious staff relations.
He/she shall translate the goals and objectives of the Board to the staff and the

community.

2305.1.7  Hefshe prepares monthly and annual reports on the public service activities
of the Library. :

2305.1.8 He/she coordinates the adult and children’s programming activities and
exhibits in the Library.

2305.2 Typical Tasks

2305.2.1  Directs, coordinates, and reviews the activities of the Public Services
activities concerning personnel, resources, equipment, services and programs.
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2305.2.2 Coordinates Library services projects with the City of Placentia and other
outside organizations.

2305.2.3 Develops and implements procedures in compliance with Library policies
related to staff and customer use of automated library systems.

2305.2.4 Manages and coordinates the Library’s WEB site.

2305.2.5 Manages the passport application agency program.

2305.2.6 Manages the Library’s programs for adults and children and schedules and
coordinates exhibits.

2305.2.7 Prepares grant applications for Public Service activities.
2305.2.8 Establishes and implements work procedures for department staff.

2305.2.9 Negotiates and manages contracts and service agreements with Library
vendors,

2305.2.10 Speaks before community groups about books and Library services.

2305.2.11 Participates in recruiting, interviewing, selecting Public Services staff and
evaluating the performance of Public Services personnel.

2305.2.12 Makes recommendations to the Library Director concerning the public
relations activities for Public Services activities.

2305.2.13 Participates in Library Board mectings by preparing agenda items assigned
by the Library Director and presenting policy matters for Board review. May takes notes
for the minutes in the absence of the Administrative Assistant.

2305.2.14 Plans and organizes training programs for the public services staff, and is
responsible for personnel actions, work assignments, and related matters.

2305.2.15 Prepares and submits reports of Public Services activities to the Library
Director, to the State Library of California, and to other governmental agencies as
requires.

2305.2.16 May be required to work up to half-time on a public services desk or in the
literacy department.

2305.2.17 Serves as a United States Passport Application Acceptance Agent.

2305.3  Required Qualifications. He/she shall possess a masters degree in library or
information science from a school accredited by the American Library Association, or a master’s
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degree in a related field, and shall have five years experience in increasingly responsible public
library management positions, including a minimum of two years as a department supervisor.
He/she shall possess a valid California driver’s license.
2305.4 Knowledge and abilities:

2305.4.1 Knowledge of modern public library organization, procedures and policies.

2305.4.2 Knowledge of computer hardware and software operations

2305.4.3 Knowledge of skills required to perform reference work for adult and
children using print and electronic resources.

2305.4.4 Knowledge of reference sources and methods to serve adult and children.

2305.4.5 Knowledge of skills required to operate all components of a library-based
literacy program,

- 2305.4.6 Knowledge of basic fund accounting and budgeting.
2305.4.7  Ability to apply the knowledge listed above.

2305.4.8  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents.

2305.4.9  Ability to resporid to common inquiries or complaints from Library
customers.

2305.4.10 Ability to supervise staff and implement personnel policies and procedures.
2305.4,11 Ability to analyze difficult problems and recommend solutions.
2305.4.12 Ability to take independent action.

2305.4.13  Ability to prepare and present reports that conform to prescribed style and
format. :

2305.4.14 Ability to present information to Library management, public groups and the
Library Board of Trustees.

2305.4.15 Ability to organize and manage work flow for self and others.

2305.4.16 Ability to establish and maintain effective relations with co-workers, the
public and community organizations.
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2305.5 Physical Demands

2305.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonabie
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2305.5.1.1  Must possess mobility to work in a standard office sefting and to
visit meeting sites.

2305.5.1.2  Must possess mobility to operate a motor vehicle.

2305.5,1.3  Must possess hearing and speech to communicate in person, before
-groups and over the telephone.

2305.5.1.4 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2305.5.1.5 ‘The employee is required to stand; walk; and stoop, kneel, or crouch,

2305.5.1.6 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up to twenty pounds is required.

2305.5.1.7 See to perform data entry. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.

2305.5.1.8  Attendance at off-hours meetings and occasional travel are
required.

2305.6 Work Environment

2305.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical

tasks.

2605.6.2 Most work is performed in an office selting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous

materials.
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Placentia Library District

POLICY HANDBOOK

POLICY TITLE: Job Description — Manager of Technical Services
POLICY NUMBER: 2307

2307.1 The Technical Services Manager is an exempt managerial classification under the
general direction of and reporting to the Library Director. Manages the circulation services, and
acquisitions and processing services programs of the library as well as all computer operations and
services. May be designated in charge of the Library during the absence of the Library Director.

2307.1.1  He/she attends meetings of the District's Board of Trustees, and such other
meetings as the Library Director specifies from time to time.

2307.1.2  Hefshe participates in the selection of staff for his/her activities and prepares
performance evaluations and merit pay increase recommendations for the Library
Director’s review.

2307.1.3  He/she oversees the preparation of public service desk schedules for the
Circulation Department and the assignment of substitute hours.

2307.1.4 He/she coordinates the continuing education and in-service training program
for the Technical Services staff.

2307.1.5 He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2307.1.6  He/she secks to carry into effect the expressed policies of the Board of
Trustees, including planning the short, medium and long-term work program for the
Technical Services activities and facilitating constructive and harmonious staff relations.
He/she will translate the goals and objectives of the Board to the staff and the

community.

2307.1.7 He/she prepares monthly and annual reports on the technical services
activities of the Library.

2307.2 Typical Tasks

2307.2.1  Directs, coordinates, and reviews the activities of the Technical Services
activities concerning personnel, resources, equipment, services and programs.
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2307.2.2 Assists the Public Services Manager with developing and implementing
procedures in compliance with Library policies related to staff and customer use of
automated library systems,

2307.2.3  Plans, organizes, supervises, evaluates, and prepares and implements the budget
for the circulation services and acquisitions and processing services programs of the library

2307.2.4  Allocates the library materials budget and coordinates and supervises the
materials selection process

2307.2.5 Manages the installation and operation of computer hardware, software and
database systems in the Library.

2307.2.6  Manages the online catalog for the Library and instructs staff in the use of the
online library system.

2307.2.7 Develops recommended policies for the Library Board related to staff and
customer use of automated library systems and implements policies adopted by the Board.

2307.2.8 Prepares grant applications for Technical Services activities.
2307.2.9  Establishes and implements work procedures for department staff.

2307.2.10 Negotiates and manages contracts and service agreements with Library
vendors.

2307.2.11 Participates in recruiting, interviewing, selecting Technical Services staff
and evaluating the performance of Technical Services personnel.

2307.2.12 Makes recommendations to the Library Director concerning the public
relations activities for Technical Services activities.

2307.2.13 Participates in Library Board meetings by preparing agenda items assigned by
the Library Director and presenting policy matters for Board review. May takes notes
for the minutes in the absence of the Administrative Assistant.

2307.2.14 Plans and organizes training programs for the Technical Services staff, and is
responsible for personnel actions, work assignments, and related matters.

2307.2.15 Prepares and submits reports of Technical Services activities to the Library
Director, to the State Library of California, and to other governmental agencies as
requires.

2307.2.16 May be required to work up to half-time on a Public Service desk.

2307.2.17 Serves as a United States Passport Application Acceptance Agent.
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2307.3  Required Qualifications. He/she will possess a masters degree in library or
information science from a school accredited by the American Library Association, or a master’s
degree in a related field, and will have five years experience in increasingly responsible public
library management positions, including a minimum of two years as a department supervisor.
He/she will possess a valid California driver’s license.

2307.4 Knowledge and abilities:
2307.4.1 Knowledge of modern public library organization, procedures and policies.

2307.42 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings. '

2307.4.3 Knowledge of personal computer and network hardware and software
operations.

2307.4.4 Knowledge of skills required to perform reference work for adult and
_children using print and electronic resources.

2307.4.5 Knowledge of reference sources and methods to serve adult and children.
2307.4.6 Knowledge of literature and standard works iﬂ various fields.

2307.4.7 Knowledge of basic fund accounting and budgeting.

2307.4.8  Ability to apply the knowledge listed above.

2307.4.9  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents.

2307.4.10 Ability to respond to common inquiries or complaints from Library
customers.

2307.4.11 Ability to supervise staff and implement personnel policies and procedures.
2307.4.12  Ability to analyze difficult problems and recommend solutions.
2307.4.13 Ability to take independent action.

2307.4.14 Ability to prepare and present reports that conform to prescribed style and
format.

2307.4.15 Ability to present information to Library management, public groups and the
Library Board of Trustees.

2307.4.16 Ability to organize and manage work flow for self and others.
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2307.4.17 Ability to establish and maintain effective relations with co-workers, the
public and community orgariizations.

2307.5 Physical Demands

2307.5.1 The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
~ accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2307.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2307.5.1,2  Must possess mobility to operate a motor vehicle.

2307.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2307.5.1.4 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2307.5.1.5 The employee is required to stand; walk; and stoop, kneel, or crouch.

2307.5.1.6 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplics weighing up to twenty pounds is required.

2307.5.1.7 See to perform data entry. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.

23075.1.8  Attendance at off-hours meetings and occasional travel are
required.

2307.6 Work Environment

2307.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical
tasks.

2607.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.
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Placentia Library District

POLICY TITLE: Job Description — Administrative Assistant
POLICY NUMBER: 2309

2309.1  The Administrative Assistant is an exempt managerial classification under the general
direction of and reporting to the Library Director. Works directly with the Library Director, Library
Board of Trustees and Managers of Public Services and Technical Services. Performs a wide variety
of complex clerical, keyboard, and bookkeeping/accounting tasks, requiring specialized knowledge
involving broadly defined policies and procedures. May be designated in charge of the Library during

the absence of the Library Director.

2309.1.1  Attends meetings of the District's Board of Trustees, and such other
meetings as the Library Director specifies from time to time.

2309.1.2 Participates in the selection of Library staff.

2309.1.3 Maintains the schedule for performance evaluations and merit pay increase
recommendations for eligible employees and coordinates these with the Library Director
and Managers of Public Services and Technical Services.

2309.1.4 Maintains the District’s checkbooks.

2309,1.5 Manages the accounts payable and receivable and prepares all claims for
payment.

2309.1.6 Maintains cordial relations with all persons entitled to the services of the
District, and attempts to resolve all public and employee complaints.

2309.1.7 Secks to carry into effect the expressed policies of the Board of Trustees,
including planning the short, medium and long-term work program for the
administrative activities and facilitating constructive and harmonious staff relations.
He/she will translate the goals and objectives of the Board to the staff and the

community.

2309.1.8  Prepares monthly and annual reports on the administrative activities of the
Library.
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2309.2.1  Directs, coordinates, and reviews the Administrative activities of the Library
concerning personnel, resources, equipment, services and programs.

2309.2.2  Deposits District receipts and maintains checkbooks for all District and Placentia
Library Foundation accounts.

2309.2.3  Processes bills for payment for the District and Placentia Library Foundation and
coordinates communication with the Orange County Auditor.

2309.2.4  Maintains the office general ledger for the Library and the Placentia Library
Foundation.

2309.2.5 Prepares materials for the annual audit and coordinates all activities with the
District’s independent auditor

2309.2.6  Prepares and maintains payroll and personnel records including worker’s
compensation insurance, risk management insurance, pension fund and 457 plan.

2309.2.7 Maintains files and records related to the operations of the Administrative Office

2309.2.8 Receives complaints from vendors, staff and the public and takes steps to see that
they are addressed

2309.2.9  Makes travel arrangements for Library Staff and Trustees.
2309,2.10  Schedules the use of the Mecting and Conference Rooms.

2309.2.11 Prepares District’s financial and personmel reports to the State Library and other
agencies.

2309.2.12 Coordinates bid processes and purchasing (excluding books and library
materials). :

2309.2.13 Coordinates maintenance and safety of the Library’s physical facility.

2309.2.14 Works on special projects as assigned

2309.2.15 Negotiates and manages coniracts and service agreements with Library
vendors.
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2309.2.16 Participates in recruiting, interviewing, selecting administrative staff and
cvaluating the performance of administrative personnel.

2309.2.17 Makes recommendations to the Library Director concerning the public
relations activities for administrative activities.

2309.2.18 Participates in Library Board meetings by preparing agenda items assigned by
the Library Director, presenting policy matters for Board review, taking notes and

preparing the minutes,

2309.2.19 Plans and organizes training programs for the administrative staff, and is
responsible for personnel actions, work assignments, and related matters.

2309,2.20 Prepares and submits reports of administrative activities to the Library
Director, to the State Library of California, and to other governmental agencies as

requires.

2309.2.21 Serves as a United States Passport Application Acceptance Agent and
coordinates supplies and mailing procedures.

23093 Required Qualifications. He/she will have the equivalent to two years post high school
education. He/she will have three years of increasingly responsible experience in an

administrative office environment using bookkeeping/accounting, word processing, spreadsheet,
database, scheduling and writing skills. He/she will possess a valid California driver’s license.

2309.4 Knowledge and abilities:

2309.4.1 Proficiency in Work, Excel and Quickbooks

2309.4.2 Knowledge of office practices and procedures, office equipment, filing systems,
business correspondence methods, and good business English including vocabulary, grammar
and spelling,

2309.4.3 Knowledge of personal computer hardware and software operations

2309.4.4 Knowledge of basic fund accounting and budgeting.

2309.4.5 Ability to apply the knowledge listed above.

2309.4.6  Ability to use word processing software accurately by typing from clear copy at a
speed of not less than sixty (60) words per minute, and create and use labels, data and formulas on

an electronic spreadsheet.

2309.4.7 Ability to manage work flow in an orderly fashion while processing multiple
simultaneous projects.

2309 -3



Agenda Item 41
Attachment B
Page 108 0of 138

2309.4.8  Ability to perform difficult clerical work and make decisions based upon District
policies and procedures.

2309.4.9  Ability to respond to common inquiries or complaints from Library
customers.

2309.4.10 Ability to supervise staff and implement personnel policies and procedures.
2309.4.11 Ability to analyze difficult problems and recommend solutions.

2309.4.12 Ability to take independent action.

2309.4.13 Ability to prepare and present reports that conform to prescribed style and
format, -

2309.4,14 Ability to present information to Library management and the Library Board
of Trustees.

2309.4.15 Ability to organize and manage work flow for self and others.

2309.4.16  Ability to establish and maintain effective relations with co-workers, the
public and community organizations.

2309.5 Physical Demands

2309.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
typical tasks.

2309.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2309.5.1.2  Must possess mobility to operate a motor vehicle.

2309.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2309.5.1.4 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2309.5.1.5 The employee is required to stand; walk; and stoop, kneel, or crouch.

2309.5.1.6 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up fo twenty pounds is required.
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2309.5.1.7 See to perform data entry. Specific vision abilities required by this job

include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.

2309.5.1.8  Attendance at off-hours meetings and occasional travel are
required.

2309.6 Work Environment

2309.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical

tasks.

2609.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.
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Placentia Library District

POLICY TITLE: Job Description — Librarian 11
POLICY NUMBER: 2315

2315.1 A non-exempt supervisory classification under the general direction of the Manager of
Public Services. Performs a variety of responsible, specialized activities requiring a broad knowledge
of books, information systems, intetactive searching and interp ersonal communication skills.
Supervises the either the reference and adult services activities or the children’s services activities
including readers advisory, instructing the public in the use of library materials and equipment,
selecting print and audio/visual materials and managing the adult services or children’s services
sections of the District’s web site. Supervises and trains public service desk personnel and volunteers.
Develops and presents programs and exhibits.

2315.1.1  Does specialized reference work using print and electronic formats.

2315.1.2  Responsible for coordinating the selection and de-selection of books and other
library materials for the assigned area of the Library.

2315.1.3  He/she prepares for the Public Services Manager’s approval the public
service desk schedules for the Reference Desk or the Children’s Desk and the

assignment of substitute hours.

2315.1.4  He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2315.1.5 He/she secks to carry into effect the expressed policies of the Board of
Trustees. He/she will translate the goals and objectives of the Board to the staff and the

community.

2315.1.6  He/she prepares monthly and annual reports as assigned by the Public
Services Manager.

2315.2 Typical Tasks

2315.2.1 Implements the public services program of the Library at either the Reference
Desk or the Children’s Services Desk..

2315.2.2  Assists the Public Services Manager with developing and implementing
procedures in compliance with Library policies related to staff and customer use of

automated library systems.
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2315.2.3  Allocates the library materials budget assigned to that department.

2315.2.4  Handles reference questions referred by other staff; performs professional library
work including the preparation of bibliographies; catalogs and classifies library materials

231525  Advises the Technical Services Manager on catalog problems and recommends
changes

2315.2.6 Recommends policies for public services to the Manager of Public Services.

2315.2.7 Reviews and makes recommendations on purchases, repair or discard of books
and other library materials.

2315.2.8 Bstablishes and implements work procedures for department staff.

2315.2.9  Trains and supervises librarians, library assistants, volunteers and other staff
assigned to Reference Desk or Children’s Services Desk..

2315.2.10 Represents the District’s Reference and Adult Services department or the
Children’s Department at Santiago Library System and the Library of California.

2315.2.11 Makes recommendations to the Manager of Public Services concerning the
public relations activities for adult services or children’s services.

2315.2.12 Coordinates programs and exhibits as assigned by the Manger of Public Services.

2315.2.13 Prepares and submits reports of activities to the Manager of Public Services
as required.

2315.2.14 Serves as a United States Passport Application Acceptance Agent.

23153 Required Qualifications. He/she will possess a masters degree in library or
information science from a school accredited by the American Library Association, or a master’s
degree in a related field, and will have five years experience in a Iibrary of recognized standards,
preferably including public service desk assignments. He/she will possess a valid California

driver’s license.
2315.4 Knowledge and abilities:
2315.4.1 Knowledge of modern public library organization, procedures and policies.

2315.4.2 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

2315.4.3 Knowledge of personal computer and network hardware and software
operations
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2315.44 Knowledge of skills required to perform reference work for aduit and
children using print and electronic resources and interactive searching,

2315.4.5 Knowledge of reference sources and methods to serve adult and children.
2315.4.6 Knowledge of current events, literature and standard works in various fields.
2315.47 Knowledge of personnel, safety management and supervisory skills.
2315.4.8  Ability to apply the knowledge listed above.

2315.4.9  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents.

2315.4.10  Ability to respond to common inquiries or complaints from Library
customers.

2315.4.11 Ability to supervise staff and implement personnel policies and procedures,
2315.4.12  Ability to analyze difficult problems and recommend solutions.
2315.4.13 Ability to take indepéndent action.

2315.4.14  Ability to prepare and present reports that conform to prescribed style and
format. :

2315.4.15 Ability to efficiently use word processing, spreadsheet, database , desktop
publishing and library system software applications.

2315.4.16 Ability to organize and manage work flow for self and others.

2315.4.17 Ability to establish and maintain effective relations with co-workers, the
public and community organizations.

Physical Demands

2315.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2315.5.1.1  Must possess mobility to work in a standard office setting and to
vigit meeting sites.

2315.5.1.2  Must possess mobility to operate a motor vehicle.
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2315.5.1,3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2315.5.1.4 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms,

2315.5.1.5  The employee is required to stand; walk; and stoop, kneel, or crouch.

2315.5.1.6 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up to twenty pounds is required.

2315.5.1.7 See to perform data entry. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.

2315,5.1.8  Attendance at off-hours meetings and occasional travel are
required.

2315.6 Work Environment

2315.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical

tasks.

2315.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.
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Placentia Library District

POLICY TITLE: Job Description — Librarian I
POLICY NUMBER: 2317

2317.1 A non-exempt professional classification under the general direction of the Manager of
Public Services or the Manager of Technical Services. Performs a variety of responsible, specialized
activities requiting a broad knowledge of books, information systems, interactive searching and
interpersonal communication skills. Instructs the public in the use of library materials and equipment,
selects print and audio/visual materials as assigned by the Manager of Technical Services. Supervises
and trains public service desk personnel and volunteers.

2317.1.1  Does specialized reference work using print and electronic formats.

2317.1.2  Responsible for selecting and de-selecting books and other library materials for
areas of the collection assigned by the Manager of Technical Services.

2317.1.3  He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2317.1.4 He/she seeks to carry into effect the expressed policies of the Board of
Trustees. He/she will translate the goals and objectives of the Board to the staff and the

community.

2317.1.5 He/she prepares monthly and annual reports as assigned by the Public
Services Manager or Technical Services Manager.

2317.2 Typical Tasks
2317.2.1  Answers reference questions at a public service desk.

2317.2.2  Performs professional library work including the preparation of
bibliographies and organizing library materials and exhibits.

2317.2.3  Advises the Technical Services Manager on catalog problems and recommends
changes.

2317.24 Recommends policies for public services to the Manager of Public Services.

231725  Assists the public in making the most effective use of the Library’s collection and
facility. '
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2317.2.6  Assists the public with using the electronic databases and reference services.

231727 Reviews and makes recommendations on purchases, repair or discard of books
and other library materials in areas assigned by the Manager of Technical Services.

2317.2.8  Establishes and implements work procedures for department staff.

2317.2.9  Trains and assists library assistants, volunteers and other staff assigned to
Reference Desk or Children’s Services Desk..

2317.2.10 Makes recommendations to the Manager of Public Services concerning the
public relations activities for adult services or children’s services.

2317.2.11 Prepares and submits reports of activities to the Manager of Public Services
or Manager of Technical Services as required.

2317.2.12 Serves as a United States Passport Application Acceptance Agent.
2317.3  Required Qualifications. He/she will possess a master’s degree in library or

information science from a school accredited by the American Library Association, or a master’s
degree in a related field. He/she will possess a valid California driver’s license.

2317.4 Knowledge and abilities:
2317.4.1 Knowledge of modern public library organization, procedures and policies.

2317.4.2 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

231743 Knowledge of personal computer hardware and software operations

2317.4.4 Knowledge of skills required to perform reference work for adult and
children using print and electronic resources and interactive searching.

231745 Knowledge of reference sources and methods to serve adulf and children.

2317.4.6 Knowledge of current events, literature and standard works in various fields.

2317.4.7  Ability to apply the knowledge listed above.

2317.4.8  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents.

2317.4.9  Ability to respond to common inquiries or complaints from Library
customers.

2317.4.10 Ability to follow Library policies and procedures.
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2317.4.11 Ability to analyze difficult problems and recommend solutions.
2317.4.12 Ability to take independent action.

2317.4.13 Ability to prepare and present reports that conform to prescribed style and
format, '

2317.4.14  Ability to efficiently use word processing, spreadsheet, database, desktop
publishing and library system software applications, '

2317.4.15 Ability to organize and manage work flow for self.

2317.4.16 Ability to establish and maintain effective relations with co-workers, the
public and community organizations,

Physical Demands
2317.5.1 The physical demands described here are representative of those that must

be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

. typical tasks.

2317.5.1.1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2317.5.1.2  Must possess mobility to operate a motor vehicle.

2317.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2317.5.1.4 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms. .

2317.5.1.5 The employee is required to stand; walk; and stoop, kneel, or crouch.

2317.5.1.6 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up to twenty pounds is required.

2317.5.1.7 See to perform data entry. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception

and the ability to adjust focus.

2317.5.1.8  Attendance at off-hours meetings and occasional travel are
required.
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2317.6 Work Environment

2317.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable

accommodations may be made to enable individuals with disabilities to perform the typical
tasks.

2617.6.2 Most work is performed in an office setting, although there may be occasional

exposute to inclement weather conditions, noise, dust and potentially hazardous
materials.
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Placentia lerary Dlstrlct

POLICY HANDBOOK
POLICY TITLE: Job Description — Library Assistant
POLICY NUMBER: 2319

2319.1 A non-exempt paraprofessional classification under the general direction of the Library
Director, Manager of Public Services or the Manager of Technical Services. . Performs library work
in the reference, circulation, technical services, literacy or administration departments. Performs a
variety of responsible, specialized activities requiring a broad knowledge of books, information
systems, interactive searching and interpersonal communication skills.

~ 2319.1.1  Does specialized reference work using print and electronic formats.

2319.1.2 Responsible for selecting and de-selecting books and other library materials for
areas of the collection assigned by the Manager of Technical Services.

2319.1.3  He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public and employee complaints.

2319.1.4 = He/she seeks to carry into effect the expressed policies of the Board of
Trustees. He/she will translate the goals and objectives of the Board to the sta{f and the

community.

2319.1.5 He/she prepares monthly and annual reports as assigned by the Public
Services Manager or Technical Services Manager.

2319.1.6  May supervise clerical staff or volunteers.

2319.2 Typical Tasks
2319.2.1  Answers reference questions at a public service desk.
2319.2.2  Works in Technical Services in support of professional staff. Operates the
library system software for Acquisitions, manages ordering and receiving operations for
library materials, and prepared library materials invoices for payment.
2319.2.3 Works in Administration as the volunteer and support organization
coordinator. Assists with fundraising projects for the Friends of Placentia Library and the

Placentia Library Foundation.

2319.2.4 Works at the Circulation Desk as the supervisor.
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2319.2.5 Manages the library system software for circulation, patron registration and
delinquent account collections in compliance with Tri City Library Consortium and
Placentia Library District policies and procedures.

2319.2:6 Manages the collection of fines and processing collection notices for
delinquent accounts.

2319.2.7 Manages the cash receipts and maintains accurate financial and statistical
records for the Circulation Depattment,

2319.2.8 - Manages the public photocopier machines and the Vendacard dispenser.

2319.2.9  Recommends policies for public services to the Manager of Public Services.

2319.2.10 Assists the public in making the most effective use of the Library’s collection and
facility.

2319.2.11 Assists the public with using the electronic databases and reference services.
2319.2.12 Serves as a United States Passport Application Acceptance Agent.

2319.2.13 Plans and implements a component of the Literacy Department under the
supervision of the Manager of Public Services.

2319.2.14 Reviews and makes recommendations on purchases, repair or discard of books
and other library materials in areas assigned by the Manager of Technical Services.

2319.2.15 Establishes and implements work procedures for department staff.

2319.2.16 Makes recommendations to the Manager of Public Services concerning the
public relations activities for adult services or children’s services.

2319,2.17 Prepares and submits reports of activities to the Manager of Public Services
or Manager of Technical Services as required.

2319.3  Required Qualifications. He/she will possess a B.A. or B.S. degree. He/she will
possess a valid California driver’s license.

2319.4 Knowledge and abilities:
2319.4.1 Knowledge of modern public library organization, procedures and policies.

2319.4.2 Knowledge of application of Dewey Decimal Classification system and
Library of Congress Subject Headings.

2319.4.3 Knowledge of personal computer hardware and software operations
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2319.4.4 Knowledge of skills required to perform reference work for adult and
children using print and electronic resources and interactive searching.

2319.45 Knowledge of reference sources and methods to serve adult and children.
2319.4.6 Knowledge of current events, literature and standard works in various fields.

2319.4.7  Ability to apply the knowledge listed above.

2319.4.8  Ability to read, analyze and interpret common scientific and technical
journals, financial reports, and legal documents.

2319.4.9  Ability to respond to common inquiries or complaints from Library
customers,

2319.4.10 Ability to follow Library policies and procedures.
2319.4,11 Ability to analyze difficult problems and recommend solutions.
2319.4.12 Ability to take independent action.

2319.4,13 Ability to prepare and present reports that conform to prescribed style and
format,

2319.4.14 Ability to efficiently use word processing, spreadsheet, database, desktop
publishing and library system software applications.

2319.4.15 Ability to organize and manage work flow for self.

2319.4.16  Ability to establish and maintain effective relations with co-workers, the
public and community organizations.

Physical Demands

2319.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2319.5,1,1  Must possess mobility to work in a standard office setting and to
visit meeting sites.

2319.5.1.2  Must possess mobility to operate a motor vehicle.

2319.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.
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2319514 'The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2319.5.1.5 The employee is required to stand; walk; and stoop, kneel, or crouch.

2319.5.1.6 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up to twenty pounds is required.

2319.5.1.7 See to perform data entry. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.

2319.5.1.8  Attendance at off-hours meetings and occasional travel are
required.

2319.6  Work Environment

2319.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical
tasks,

2619.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials. :
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Placentia lerary Dlstrlct

POLICY HANDBOOK

POLICY TITLE: Job Description — Library Clerk II
POLICY NUMBER: 2321

2321.1 A non-exempt clerical classification under the general direction of the Library Director,
Manager of Public Services, Manager of Technical Services or the Circulation Supervisor. Perforins
clerical library work in the reference, circulation, technical services, literacy or administration
departments. Performs routine and advanced clerical duties.

2321.1.1 Manages the library system software for magazines.

2321.1.2  Prepares delinquent accounts for reporting to the collection agency.

2321.1.3 Processes incoming and outgoing interlibrary loan materials.

2321.1.3 He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public.

2321.1.4 He/she seeks to carry into effect the expressed policies of the Board of
Trustees. He/she will translate the goals and objectives of the Board Library customers.

2321.1.,5 Manages the Circulation Desk in the absence of the Circulation Supervisor.
2321.1.6 May supervise clerical staff, substitutes clerks or volunteers.
2321.2 Typical Tasks

2321.2.1 Locates, CheCkS-i;l and checks-out library materials for customers.

2321.2.2  Processes telephone renewals.

2321.2.3  Prepares the daily announcements for the telephone system.,

2321.2.4 Files documents and library materials by library filing rules.

2321.2.5 Issues and renews library cards.

2321.2.6  Operates a variety of office and business equipment.

2321.2.7 Calculates and collects fines and fees at the Circulation Desk.
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2321.2.8  Answers telephone and transfers calls to the appropriate staff or department.

2321.2.9  Uses keyboard for data entry for tasks incidental to clerical duties, including
the use of word processing and spreadsheet programs.

2321.2.10 Records daily statistics at the Circulation Desk.
2321.2.11 Receives cash and credit card transactions at the Circulation Desk.

2321.2.12 Processes overduc and collection notices according to Tri City Library
Consortium and Placentia Library District policies and procedures.

2321.2.13 Prepares books and other library materials for public use.
2321.2.14 Repairs books and other library materials.
2321,2.15 Works in Technical Services in support of professional staff.

2321.2.16 Assists the public with using the public photocopier machines and the
Vendacard dispenser. '

2321.2.17 Recommends policies for public services to the Circulation Supervisor, Manager
of Technical Services or Manager of Public Services.

2321.2.18 Assists the public in making the most effective use of the Library’s collection and
facility. '

2321.2.19 Serves as a United States Passport Application Acceptance Agent.
2321.3 Required Qualifications. He/she will possess a high school diploma or the equivalent,
He/she will have five years of clerical experience in a library or public service setting. He/she
will possess a valid California driver’s license.
2321.4 Knowledge and abilities:
2321.4.1  Ability to type a minimum of thirty (30) words per minute.

2321.4.2  Ability to perform general clerical work including word processing and
spreadsheet data entry.

2321.4.3  Ability to file accurately according to library filing rules.
2321.4.4  Ability to meet the public with tact and courtesy.

2321.4.5  Ability to follow oral and written instructions.
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2321.4.6  Ability to establish and maintain effective working relationships with co-
workers, the public and community organizations,

2321.4.7  Ability to follow Library policies and procedures.

2321.4.8  Ability to organize and manage work flow for self.

Physical Demands

232151 The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2321.5.1.1  Maust possess mobility to work in a standard office setting and to
visit meeting sites.

2321.5.1.2  Must possess mobility to operate a motor vehicle.

2321.5.1.3  Must possess hearing and speech to communicate in person, before
groups and over the telephone.

2321.5.1.4 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2321.5.1.5 The employee is required to stand; walk; and stoop, kneel, or crouch.

2321.5.1.6 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up to twenty pounds is required.

2321.5.1.7 See to perform data entry. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.

2321.5.1.8  Attendance at off-hours meetings and occasional travel are
required.

Work Envirormment

2321.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical

tasks.

2321.62 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous materials,
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Placentia lerary District

POLICY HANDBOOK
POLICY TITLE: Job Description — Library Clerk 1
POLICY NUMBER: 2323

2323.1 A non-exempt clerical classification under the general direction of the Library Director,
Manager of Public Services, Manager of Technical Services or the Circulation Supervisor. Performs
clerical library work in the reference, circulation, technical services, literacy or administration
departments. Performs routine clerical duties.

2323.1.1  Works at the Circulation Desk checking-in and checking-out library
materials, registering library borrowers and collecting fines and fees.

2323.1.2 He/she maintains cordial relations with all persons entitled to the services of
the District, and attempts to resolve all public.

2323.1.3  He/she seeks to carry into effect the expressed policies of the Board of
Trustees. He/she will translate the goals and objectives of the Board Library customers.

2323.1.4 May supervise substitutes clerks or volunteers.
2323.2 Typical Tasks
2323,2.1 Locates, checks-in and checks-out library materials for customers.
2323,2.2 Processes telephc;ne renewals.
2323.2.3  Prepares the daily announcements for the telephone system.
2323.2.4  Files documents and library materials by library filing rules.
2323.2.5 Issues and renews library cards,
2323.2.6  Operates a variety of office and business equipment.
2323,2,7 Calculates and collects fines and fees at the Circulation Desk.
2323.2.8 Answers telephone and transfers calls to the appropriate staff or department.

2323.2.9  Uses keyboard for data entry for tasks incidental to clerical duties, including
the use of word processing and spreadsheet programs.
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2323.2.10 Records daily statistics at the Circulation Desk.
2323.2.11 Receives cash and credit card transactions at the Circulation Desk.

2323.2.12 Processes overdue and collection notices according to Tri City Library
Consortium and Placentia Library District policies and procedures.

2323.2,13 Prepares books and other library materials for public use.
2323.2,14 Repairs books and other library materials.
2323.2.15 Works in Technical Services in support of professional staff.

2323.2.16 Assists the public with using the public photocopier machines and the
Vendacard dispenser.

2323.2.17 Recommends policies for public services to the Circulation Supervisor, Manager
of Technical Services or Manager of Public Services.

2323.2.18 Assists the public in making the most effective use of the Library’s collection and
facility.

2323.2.19 Serves as a United States Passport Application Acceptance Agent.

2323.3 Required Qualifications. He/she will possess a high school diploma or the equivalent.
He/she will possess a valid California driver’s license.

2323.4 Knowledge and abilities:
2323.4.1  Ability to type a minimum of thirty (30) words per minute.

2323.4.2  Ability to perform general clerical work including word processing and
spreadsheet data entry.

2323.4.3  Ability to file accurately according to library filing rules.
2323.4.4  Ability to meet the public with tact and courtesy.
2323.4.5  Ability to follow oral and written instructions.

2323.4.6  Ability to establish and maintain effective working relationships with co-
workers, the public and community organizations.

2323.4.7  Ability to follow Library policies and procedures.

2323.4.8  Ability to organize and manage work flow for self.

2323 -2
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2323.5 Physical Demands

2323.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
typical tasks.

2323.5.1.1  While performing the duties of this job, the employee is required to
talk and hear.

2323.5.1.2 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2323.5.1.3 The employee is required to stand; walk; and stoop, kneel, or crouch.

2323.5.14 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up to twenty pounds is required.

2323.5.1.5 See to perform data entry. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.
2323.6  Work Environment
2323.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical

tasks.

2605.6.2 The noise level in the work environment is usually quiet.

2323-3
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Placentia lerary Dlstrlct

POLICY HANDBOOK

POLICY TITLE: -  Job Description — Library Aide
POLICY NUMBER: 2325

2325.1 A non-exempt clerical classification under the general direction of the Library Director,
Manager of Public Services, Manager of Technical Services or the Circulation Supervisor. Shelves
library materials and performs basic-level clerical library work in the reference, circulation, technical
services, literacy or administration departments,

2325.1.1 Works at the Circulation Desk checking-in library materials and sorting
materials for shelving and interlibrary loan.

2325.1.2  Prepares library materials for public use.

2325.1.3 He/she maintains cordial relations with all persons entitled to the services of
the District, and refers all public inquiries to the appropriate public service desk.,

2325,1.4 He/she secks to carry into effect the expressed policies of the Board of
Trustees.

2325.2 Typical Tasks
2325.2.1 Checks-in library materials on the computer.
2325.2.2 Empties the book drop.
2325.2.3  Sorts and shelves incoming books, audio-visual materials and periodicals.
232524 Processes new and gift library materials for public use.
232525 Repairs damaged library materials.

23252.6 Keeps library materials in order on the shelves when shelving and also when
assigned an area to inspect.

2325.6.7 Searches for library materials on the shelves as assigned by Library staff.
2325.2.8 Run crrands for Library staff.

2325.2.9 Retrieve newspapers and magazines from storage areas.

2325-1



2325.3

23254

2325.5

Agenda Item 41
Attachment B
Page 132 of 138

2325.2.10 Assist public with unloading gift books and magazines from their cars.
2325.2.11 Re-stocking the vending machines.

2325.2.12 Set-up and bread-down tables and chairs in the Meeting Room.
2325.2.13 Works in Technical Services in support of professional staff.

2325.2.14 Recommends policies for public services to the Circulation Supervisor, Manager
of Technical Services or Manager of Public Services.

2325.2.15 Assists the Friends of Placentia Library volunteers with book store and

sorting room activities.

Required Qualifications. He/she will possess a high school diploma or the equivalent.

Knowledge and abilities:

2325.4.1  Ability to file accurately according to library filing rules.
2325.4.2  Ability to meet the public with tact and cdurtesy.
2325.4.3  Ability to follow oral and written instructions.

2325.4.4  Ability to establish and maintain effective working relationships with co-
workers, the public and community organizations.

2325.4.5  Ability to follow Library policies and procedures.
2325.4.6  Ability to organize and manage work flow for self.

2325.4.7 Manual dexterity to do book repair and physical processing of new library
materials.

Physical Demands

2325.5.1 The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

typical tasks.

2325.5.1.1  Must possess mobility to work in a standard office setting.

2325.5.1.2 Must possess hearing and speech to communicate in person and over
the telephone.

2325-2



Agenda Item 41
Attachment B
Page 133 0of 138
2325.5.1.3 The employee is required to sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2325.5.1.4 The employee is required to stand; walk; and stoop, kneel, or crouch.

2325.5.1.5 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up to twenty pounds is required.

2325.5.1.6 See to perform data entry, Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.

2325.6 Work Environment

2325.6.1 The work environment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the typical
tasks.

2625.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials.

2325-3
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Placentia lerary Dlstrlct

POLICY HANDBOOK
POLICY TITLE: Job Description — lerary Page
POLICY NUMBER: 2327

2327.1 A non-exempt clerical classification under the general direction of the Circulation
Supervisor. Shelves library materials and empties the book drop. Pages must be available to work a
minimum of ten hours per week during Library public service hours.

2327.1.1  Works at the Circulation Desk checking-in library materials and sorting
materials for shelving and interlibrary loan.

2327.1.3  He/she maintains cordial relations with all persons entitled to the services of
the District, and refers all public inquiries to the appropriate public service desk.

2327.1.4  He/she seeks to carry info effect the expressed policies of the Board of
Trustees.

2327.2 Typical Tasks
2327.2.1  Checks-in library materials on the computer.
2327.2.2 Empties the book drop.
2327.2.3  Sorts and shelves incoming books, audio-visual materials and periodicals.

2327.2.4  Xeeps library materials in order on the shelves when shelving and also when
assigned an area to inspect.

2327.6,5  Searches for library materials on the shelves as assigned by Library staff.
2327.2.6  Run errands for Library staff.
2327.27 Retrieve newspapers and magazines from storage areas,
2327.2.8  Assist the public with unloading gift books and magazines from their cars.
2327.2.9  Set-up and bread-down tables and chairs in the Meeting Room.

2327.3 Required Qualifications. He/she will be a high school student.

2327.4 Knowledge and abilities:
2327 -1
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2327.4.1  Ability to file accurately according to library filing rules.
2327.4.2  Ability to meet the public with tact and courtesy.
2327.4.3  Ability to follow oral and written instructions.

2327.44  Ability to establish and maintain effective working relationships with co-
workers, the public and community organizations.

2327.4.5  Ability to follow Library policies and procedures.
2327.4.6  Ability to organize and manage work flow for self.

2327.5 Physical Demands
2327.5.1  The physical demands described here are representative of those that must
be met by an employee to successfully perform the typical tasks of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
typical tasks.

2327.5.1.1  Must possess mobility to work in a standard office setting.

2327.5.1.2 Must possess hearing and speech to communicate in person and over
the telephone.

2327.5.1.3 The employee 1s required fo sit; use hands to finger, handle, or feel
objects; twist and reach with hands and arms.

2327.5.14 The employee is required to stand; walk; and stoop, kneel, or crouch.

2327.5.1.5 Book carts weighing up to 250 pounds must be pushed or pulled and
strength to pick up and carry supplies weighing up to twenty pounds is required.

2327.5.1.6 See to perform data entry. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception
and the ability to adjust focus.

2327.6 Work Environment
2327.6.1 The work enﬁironment characteristics described here are representative of those
and employee encounters while performing the typical tasks of this job. Reasonable

accommodations may be made to enable individuals with disabilities to perform the typical
tasks.
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2627.6.2 Most work is performed in an office setting, although there may be occasional
exposure to inclement weather conditions, noise, dust and potentially hazardous
materials,
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Agenda Ttem 41
Attachment B
Page 138 of 138



Agenda Item 42

PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees
FROM: Flizabeth D. Minter, Library Director V&

SUBJECT:  Approve contract with the City of Placentia for financing $293,690.70 for the Civic
Center Renovation Project.

DATE: April 21, 2003

BACKGROUND:

On March 13, 2003 the City of Placentia submitted to the Placentia Library District a draft of the note
receivable between the City and the Library District of the District’s share of the Placentia Civic Center
Authority improvements and the associated financing, This document is Attachment A,

After discussing the proposal with the Library Board President I submitted it to Jeff Stava, J.D.,
Nossaman, Guthner, Knox & Elliott in Irvine, Mr. Stava is a recognized expert in Special District
Financing and Contractual issues and has spoken on these topics at several California Special Districts
Association (CSDA) Conferences. At the time this memo is being prepared Mr. Stava’s report has not
been received and he has not returned my telephone calls.

1 requested from the City Finance Director a sunmary of the total costs of the shared portion of the
Placentia Civic Center Improvement project. His response is Attachment B. Since the District is
responsible for paying a percentage share of the shared portion plus 100% of its own items an analysis of

the shared portion is a significant item,

The original financing proposal from the city, dated January 11, 2001 is Attachment C.

The Library District’s final response, dated March 16, 2001, is Attachment D

The Joint Powers Agreement (JPA) creating thé Placentia Civic Center Authority (Section 2 defines the
term of the JPA and Section 18 defines the pro-ration of costs for construction and maintenance of

Common Areas) and the Placentia Library District Civic Center Sublease are Attachment E.

The Board needs to determine whether it would like to have a meeting with Mr. Stava to discuss the
proposed contract.

RECOMMENDATION:

Approve financing contract with the City of Placentia for the Civic Center Renovation Project in the
amount of $293,690.70.
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, | AL reRen oy, -
Mayor - - B CUMIGHINEINIIS) D) ‘
) SCOTTP. BRADY - JUDY A.DICKINSON. |
o . NORMAN Z, ECKENRODE -
City Administrator : CHRISLOWE. |
ROBERT D'_AMATO . T ) . CONSTANCE UNDERHILL
401 East Chapman';;ln'venue.f Placentia, Caﬂ{omla 92870 -
- (714)993-8237 -
/ A March 13, 2003

Ms. Elizabeth Minter

. Library Director

.411 E. Chapman Avenue.
Placentia;, CA 92870

'.[)ear_-EIizabeth:, | _

Please find attached d draft of the note réceivable between the City and the | . .
Library District for the District’s. share of the Civic Center improvements and the . S
associated financing costs for your review. After you review the documents R
please let me know so | can finalize this with the City Attorney. C

' Regarding -y'éur question aboutinsurance. To the best of my knowledge, the City
has never paid any insurance for the library building. | asked Bob if he L

~ remembers anything about what you described and he said no, he didn'f. '
Please let me know if there is anything else | can do for you.

- Very truly yours,

" Steve Brisco
Finance Director-

Enclosure

. '::t Recycied Paper
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Placentia, California ' /

$293,690.70
March 28, 2002
PLACENTIA LIBRARY IMPROVEMENTS LOAN
PROMISSORY NOTE
RECITALS

WHEREAS, the City has undertaken a project to renovate its Civic Center, known as the
Civic Center Renovation Project (hereinafter referred to as “Project”); and

WHEREAS, the Project includes the renovation of the lerary, for which the District has
agreed to contribute the sum representing its share of the Project in the sum of $259,380.00; and

. \?’HEREAS the City is taking a loan for the Project (the “Project Loan”), the proceeds of
:111 be tiséd 1o fund the Project, including the renovation of the Library; and

WHEREAS the District has agreed to repay the lerary s share of the Project Loan, but
cannot do so until afterzthe Tepayment, otb}prgor mdebtedpess int the yeay 2005 and

TN M
WHEREAS the City has agregg toL ?rnalﬁie Igayments on the Project Loan, including the _
District’s share pursuant to terms of this Note and Schedule “1” attached heretojand . - (

WH}EREAS the Dlsn;ct has agreed to incur the interest . CXenses as they accrue on 1ts
share of the PI;OJ ec’t Loan, whlch w111 be rolfed m, the repaymenf obhgahons “indet this Note,
Wwhichwill incicase {thie indebiedniess of ‘the Distiict to'the City "inder thié Note to a Grand Total in
the amount of $293 6?0 70 as 1nd1eated in .Exhlblt “1” hereof a,nd

.

e Lot '...«.‘-—'_.‘ 2
pars ko bty 1ay

S\ W THEREI‘ORE i consx&eratlon of the resitals contamed Hereifi; mcorporated and
i'made &p@ﬁhereof by thgs reference, and other good ; and valuable conmderatxon the rece1pt and
sufﬁc1eney of Whlch 1s hereby ackﬁowledged and mtendmg to Be legaﬂy bOUnd hereby, ‘the

,4-1: 4%1—tn; EZLIES S ‘.s-‘ r“s* 'l‘\ &-}-\ 1'7-L *

Ditrict agrees as foltowss &

e . T VA D e e . R . L.
'f"e ““ SF RS the Jiny Dag nyrens g .-.3[ wt; . 3:;;;;\7‘5 Ftate,, oy biadi sy fhy

' " b ey O

S e st promlseé 16 pay to.the Srder e Clty thie principal sum of
TWO HQNDRED NH\IETY-THREE THOUSAND SIX HUNDRED_ NINETY AND 70/100
DOLLA}}% ($ 93 f690 70):tegether w1ffx 1n§erest at the rate of 6 Pt nt per year untﬂlm}atumty,

o "..\1Y purs}lant fo! the- scheduIe atth b ‘eregg! as  Exhibit N

L3

"
S
it

rapt dop o ar. ¥ R - LN
ISEEBZY A ey f i Tt
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2 Addltlonal ‘Rgpayment Provisions.

(a)  Atany t1me ‘the pnvﬂege is feserved to the Dlstnct to pay carlier than the due date
without penalty. Bach payment shall be credited first on the interest then due, and the remainder
on the principal sum; and the interest shall thereupon cease upon the amount so credlted on the
said prmcrpal sum. LR . ~ : P

" s B FE. ,;. B PR R . ., ‘;., . e
B 3 L A

(b) The Dlstnct agrees that 1f any; 1nstallment payment provrded forin thls Note is late '
for at least ten (10) ddys, it would be impracticable or extremely difficult to fix the actual damages -
resulting to the City. Therefore, the Disrict agrees: to pay to the City the sum of One Thousand
Two Hundred Dodllars ($1,200. 00) on default, as liquidated damages and not as a penalty, to
compensate the Cityfor the expenses of administering the default: ‘Only one (1) late charge W111
be collected on any mstallment regardless of the: penod dunng whlch 1t témains in default

3 Collectlon Costs If the DlStI‘lCt does fiot pay in: full When the ﬁnal payment
becomes due, the. D;stnctragrees to pay all costs mcurred by the Cxty n the collection of any
amount due pursuant %o this Note.

3 Ay i, B 't;. . { e JUPE 5 P Y e e N .-
SRR R R gia {0 sy SR AT T TR POV LYR
IR YU T T S S
witsedid .'-'” ‘r LAL «(.n.l Fio e .1" Ll i.;k“ H

' n. .‘ a) The Loan and all ther obhgatlons “Hiteet of contmgent ‘of the brs’ fiot to the City will
bECOIhe due and payable 1mmedlate1y, without. presentment or notice, if,

]

1% Y

o i - PrEnt
1 The D1 n a ls l’o ake the re 1re ayme w‘hen “die .
o ( ) £l '; i 1 mi RS qu Clp \ LYY 3‘ aht .*-.i,t 1_5;_; SADRE Qe
R ] s, b TE LA qe Ty v st.,; SETASTY
_ (2) Tthlstnct S '
{ w2 "l’ (LY [T =' gL En B .:' a7 i s v
AT PR LTI o £13 150 mzi: A W

1
H

Lart} |? w0 i U < AR Yt R )

i Wiy i R
any%ooks or records. _ ~ -

(1) ’F‘alls,, after demand to furmsh ﬁrranc1a1 mformatlori or to peirfmt 1nspec ion of

e LAy z H, i,
E '-‘~" PR Y -« - " M (.._f‘;:.,_-?...e. R
-‘{u;"t

v ( )'Files a petrtlon m bankruptcy, e1ther voluntary or mVOluntary,

1a' o "‘- el o s.ls." ”

pR :;'-3_' ' ~': ; ) Instrtutes any proceeglué' under any bankru;itcy or ms
{he relief of clel:tors ' ’ :

h . -‘e?s -“
"y

- -s. ru 1-

L PO SR N T P n,- R P v

(vu) Mortgages pledges asszgns, or traﬂsfers—any accounts recewable or other

L

e Rt

Placentm Lzbrary Note
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(3) A rec 1ver 1§ appOmted 10 ’r‘the" DlStl‘th

. 4 ST e

(b) At 1ts option, the Clty may accelerate thie matunty of the Loan to become due
1mmed1ate1y if, in its reasonable exerciée of dtsoretmn the ﬁﬁanmal responsﬂnhty of the District
becomes unsatlsfactory or-the Loan or any other obhgatlon of the DlStI‘lCt is in Jeopardy ’

5, Attorneys' Yees: ° The District agrees that if-any legal action or proceedmg is
necessary to enforce or collect under this Note for nonpayment, the preyailing party -will be
entitled to-reasonable attorneysF fecs in.addition.to any:otherrelief:to which-that party may be
entttled Thls prov151on is apphcable to the entire Note.

oo

L6 Indemmﬁcatlon. Except for the Clty s own neghgence, the D1stnct shall
defend old harmless, and mdenunfy the City as to any and all claims, judgments, Tliabilities or
damages for petsonal injuries and prop erty-damage’ dlreotly ariging out of its performance-of the

obligations of thls Note or the C1ty havmg made the loan to the Distnct ev1denced by this Note.

4
. ‘7 Govermn‘gLaw. . ThlS Note w111 be geverned by the laws of the State of
Cahfom}’a".‘ i J wk ‘;r \‘.)h Tl ". S EAY ti'-\k :f i u’“ Fik .Lﬁ;' (}' e sy Ff""' s !"Ht.
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( ound Period vt Semzannual
Nominal Annual Rate -...i -~ 6.500- % -
Effective Anntal Rate ......: 6606 %.
Periodic Rate .,.ccivvisiiien 3.2500 % o )
Daily Rate ..immwiiveiveeent 001781 % 77 15 /
CASH FLOW.DATA L
Event: . . _Start Date - ' Amount Number Penod End Date
i Loan 03/28/2002 29,369.07 § Semiannual  09/28/2005
2 Payment 09/28/2005 . 29,369.07 1
Fixed fayment (+ Interest) . ' : ‘ ,
.3 Payment. - 109/28/2005 . . . 20,630.93 2 Semiannugl _ 03/28/2006 .
P {14 aymem: 03/28120Q6~': cian 29, 369 07 1
: e gPayment interest) . e
APE G B - 03/28]2608 29,369.07 2 Semiannual  09/28/2008
o B P AYM é , 09/28/2006 , 29,369.07 1
p“" iy F‘R( &P’ay‘ment (+ Interest) ; :
reslBy yﬂn“ﬁt’ R oglzsfzooa ; 20,630.93 1 o
{’“‘% ‘Payient " 03/28/2 %7 ~ .50,000.00- * 3 Serhlanriual = 03/28/2008
PltgRpgyment - | 09/28726 ..51.03275. 1 '
’:‘ ;Ra’l“ iZATiON*SCHEDULE Normal Amortization
e E)atea paymentirt: thoviinteféstiod  Plindipalis  Balance
Loan ‘63{2812002 29 369 07 ‘“,-“)_f :' R RETUTIE QuphElPOl s 29,36907
Loan 082872002 58, seg‘or e i3 954.49 954.49- 59,692.63
2002 Tota[s'*‘f Ay 58 138, 14 . 0.00 954.49 qu_z;g-
Lo 03?28 b03 ket or*ifg_‘ ot 1,940, 01_, .’ 1,940.01- 191,001.71
Loan, ogizefzeﬁd 28, %9; 07. . 2,957.56 2,957.56- 12332834
200; Tofats 3814 L 4, 897=57 Anliet 4TBRT B
fud . o 4, ooa 17 4,008.17- 156,705.58
e A 5,092,93 5092,93- . 191,167.58
‘Q*OO 9, 10140‘&(&’ ey 9\5101 1’0‘} "3
Loan 03/28/2005 . 29,369, o7 N 6,212.85 - 6,212.95- 226,749.60
’Loaﬁ‘ 0‘9/28&0‘05“‘ 29 369 g 7,369.36 ' 7,369.36-. 263,488.03
-1~ 09/28/2005 - i 29 389_{?7. i 0.00- - - ---29,369.07 - 234,118.96
20618812005 ... .. - AR 207630932, T "A}*z?_éee . 200830887 ... 21548803,
2qu§ : 50 ooa 00, 13,582:31 -+ ., 36,417:69: o
! s '. L =0 ST :;.3
Hodly . 2063093 6 9 jeég 1380257 9875646
[ '03/28/2006 29, 369 07 000 o0 295 3769 07, 170,426.39
/80.,03/28/2005. ooo 199,795.46
L‘o@n Q9/28/2006+ ;5v--: 29 g 93‘._ L blags: 35- 235 657 88
O (0612812006 20,369.07 . B0 o e 2980907 206,288.81
*'6 109/28/2006 20,630.93 7 0.00 26,630.93 185,657.88
‘2006’ Total 2t 100,000.00 13431 71 86,568.29 e o
. “'T"‘ AR 5 SR : ) '.!‘- b \T-J,! .l‘
.o T v Tl LA l:v?.~§‘.5':,l\;_.?3‘
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Balance,

! 7 03/58/2007
8 09/28/2007
200? Totais S

9 03/28/2008
10 09/28/2008
2008, Totais
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_ast Interest amount increased by 0.01 due to rounding.
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ro:  Elizabeth Mintor, Placentia Library Director

rroM:  Steve Brisco, Director of Finance /Q—z@
DATE: April 9, 2003

SUBJECT: Civic Center Improvement Project Expenditure Summary

Attached is a summary of expenditures by vendor, We did not separate the costs of
common area work from the total project cost as we all agreed to a percentage

allocation of project expenses.

As for the property insurance, | looked at the agreement that you sent to me. As you
know, the District must reimburse the City for the cost of insurance purchased by the
City under the blanket of the Civic Center Authority. The City no longer purchases
insurance. in the name of the Authority because our bonds are paid and the bond
covenants no longer apply to the City. Wouldn't it just be easier if you bought your -
own insurance? | don’t wan't to buy more insurance just to have the cost reimbursed

by the District.

Feel free to call if you have any questions.
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Clvic Center Project Attachmeni B
[7"__ Contractor Date Paid Invoice# Amount Tot  Page2ofd
John Bishop Design 10/26/01 #21815 1,010.50
JB3D 04/19/2002* |#02-0140A 46,865.00
{JB3D 05/03/2002* 1#02-0140B 23,430.00
JB3D 05/15/2002* [#02*0140C 23,487.35
JB3D 05/17/2002* |#22275 3,041.70
JB3D - 07/12/2002* |#22274 4,148.38
JB3D 07/12/2002*% [#22276 2,036.48
JB3D 07/12/2002* [02-0140E 1,360.68
Bishop Design Total 105,380.09
Borders & Assoc. 4/13/01 #F7716 3,657.29
Borders & Assoc. 4/13/01 #F7763 1,716.01
Borders & Assoc. 6/22/01 #F7867 19,244.95
Borders & Assoc. 08/03/2001* |#F7958 10,375.91
Borders & Assoc. 9/23/01 #F7927 18,904.67
Borders & Assoc. 10/12/01 #F8057 2,458.38
Borders Total 56,257.21
Causey Electric 01/11/2002* |#16559 51,025.85
~~ausey Electric 04/15/2002*%. [#11026 16,499.15
- ausey Electric 06/15/2002* [#11168 .. 29,322.00] -~ .
{1Zimmer Electric 07/12/2002* [#116 6,838.76
Causey Total 103,685.76
KFM Engineering 6/29/01 ~ |#01-089 9,460.00
KFM Total 9,460.00
OCB Reprographics 12121/01 #2078412 54.83
OCB Repro. Total : ' 54.83
PAPCO lrrigation 02/21/2002F 110.00
Advanced Construction |10/12/01 288.07
PIMA Corp. 10/16/01 #1 25,650.00
PIMA Corp. 11121101 #2 - 70,897.50}
PIMA Corp. 12/7/01 #3 109,368.00
PIMA Corp. 01/11/2002* {#4 164,227.50
PIMA Corp. 01/26/2002* |#5 48,699.54
PIMA Corp. 06/28/2002* {Retention Release| 47,347.80
IMA Corp. 08/09/2002* |#6 7,287.69
PIMA/Advanced Total 473,766.10
Premier Contractors 9/14/01 #99401 11,600.00
Premier Contractors 0/28/01 #99414 54,336.20

418103
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Page 3 of 4

Premier Contractors 08/09/2002* |#995678 6,300.00 .
“Premier Total : 72,236.20
!

Quick Crete 05/03/2002* [#00532340-IN 12,106.72

Quick Crete 05/15/2002* 1#0052406-IN 7,935.79

Quick Crete 06/15/2002* {#0052493-IN 3,818.66

Quick Crete 05/15/2002* |#0052526-IN 892.17! .

Quick Crete 05/15/2002* 1#0052493-IN 3,818.66}

Quick Crete 06/28/2002* |#0053088-IN 1,939.50 -
Quick Crete Total 30,510.50
Royal Construction Co. |9/14/01 #1 17,910.00

Royal Construction Co. |10/15/01 #2 18,540.00

Royal Construction Co. {12/21/01 #3 3,000.00

Royal Construction Co. |01/25/2002* |#4 1,050.00

Royal Construction Co. [04/21/2002* | - 2,850.00

Royal Construction Co..{5/24/02 ... .- |warrant #31678 2,340.00] -

Royal Total 45,690.007
SID Geotechnical, Inc. 112/7/01 #977203-1 1,5615.00

SID Geo. Total ' 1,515.00
V2C Group 8/17/01 #01006-01 1,740.00

V2C Group 8/31/01 #001-001 738.00

V2C Group 9/14/01 1,148.00

V2C Group 9/14/01 #01006-02 207.42

V2C Group 9/28/01 #001-003 §20.00

V2C Group 10/15/01 #01007-01 1,520.00

V2C Group 10/26/01 #001-004 - 1,148.00

V2C Group 11/21/01 #01007-02 1,380.93

V2C Group 11/21/01 #001-005 1,312.00

V2C Group 111721701 #001-006 1,617.00

V2C Group 12/7/01 #001-007 1,886.00

V2C Group 1/4/02 #001-008 3,034.00

V2C Group 01/11/2002* |#001-009 3,444.00

V2C Group 01/11/2002* [#001-010 2,296.00

V2C Group 01/25/2002* |#001-011 2,460.00

V2C Group 02/06/2002* |#001-012 2,132.00

V2C Group 03/21/2002* |#001-013 2,214.00

V2C Group 03/21/2002* [#001-014 1,804.00

V2C Group 04/19/2002* |#001-015 1,148.00

V2C Group 04/19/2002* |#001-016 1,230.00

V2C Group 05/03/2002* [#001-017 1,230.00

V2C Group 05/03/2002* 1#001-018 1,722.00

\V2C Group 05/31/2002* |#001-019 1,804.00

V2C Group 05/31/2002* |#001-020 1,068.00

V2C Group 07/12/2002* |#001-022 738.00

4/8/03
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, Civic Center Project : Aﬁ;;}g];n:r:flz

[V2C Group Total 40,641.35
{

wignage/Civic Center  {8/3/01 Vendor #V18177 741.75

Lumber for C.C. Signs [8/17/01 Vendor #V08257 .94.35

Notice for Bids 8/01 9/28/01 Vendor #V92213 36.00

C.C. Legal Adv. 7/01 _ [9/28/01 Vendor #V92213 - 72.00

1 Bubblejet 11/21/01 |Vendor #vV21002 1565.82

Consolidated Repro. 07/11/2002* |#756399 78.42

Griswold Controls . ‘ 4.658.03

Mariposa Horticuttural |08/09/2002* |#23288 ‘ 28,187.86

Miscellaneous Total | " 34,024.23

TOTAL : 973,221.27

* | don't know what date checks were cut, so | put the date Chris Becker signed the invoice for these.

4/8/03 _ ' 3
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MEMORANDUM =

.

TO: City Administrator

FROM: Director of Finance
DATE: January 11, 2001

.SUBJ_ECT: Placentia Civic Center Authority: Proposed Financing Options for
Library Major Maintenance

At the annual meeting of the Placentia Civic Center Authority (Authority) the City
Public Works Director reported that the Library and City Hall buildings, as well as
the common area between them, is in need of major maintenance. The Authority
Board Members are in agreement that the maintenance is necessary, however,
the cost is prohibitive for the Library District (Library). The Authority Board
Members suggested that financing the work might be a way to complete the
maintenance in an affordable manner for the Library. However, Board Members
representing the Library stated that paying debt service for their share of the loan
would be impossible for about four years; they indicated that they can however,
make small payments until April 2005. At that time they have indicated they
could afford annual debt service payments of $100,000. {

City staff learned that a lease loan was available from La Salle National Bank at
an annual interest rate of 5.5% and the term of the loan can be up to 15 years. If
financing is approved by Council, staff will seek bids from qualified lenders. To
accommodate the needs of the Library, the City will borrow enough money to
pay for both the Library's share of the work as well as the City's share. Finally,
to keep payments low enough for the Library, the City would pay Library principal
payments until April 2005. The City would be compensated for lost interest
earnings due to diverting cash for investments to Library debt service at a rate of
6.5%. With those requirements in mind Library and City staff created several
financing models until an acceptable compromise was crafted.

The proposed details are presented as follows:
« City will make a lease loan with a lender for the amount needed for
both the Library and the City maintenance. The |lease loan will be in

the Ctiy's name only. )

¢ The estimated terms are: interest rate at 55% for five years,
Combined principal of $600,000.

e The Library share is $300,000.



Proposed Financing Options

January 11, 2001 - Agenda Item 42
Page 2 Attachment C
Page 2 of 8

e The City will pay all monthly payments (City share and Library shi
to the lender.

e The Library wil pay to the City annual interest of 6.5% times
Accumulated Principal (Schedule A) for lost investment revenue.
(Schedule A, City Interest column)

o Beginning April 2005 the Library will make monthly payments of
$8,333.33 to the City ($100,000/12 mo. = $8,333.33).

+ Beginning Aprit 2005 the Library will pay to the City full amortization
of the Library share of the lease loan. (Schedule A, P & | Payment to
Lender column) '

+ Beginning April 2005 Library will begin paying down the balanbe of
City Paid Principal balance of $233,241.43. (Scheduie A City Paid
Principal column)

 Beginning April 2006 all Library payments will amortize the remaining
outstanding balance of the City Paid Principal. (Schedule A, City
Paid Principal column and City Interest column)

o Total interest cost to Library is $104,571.90 ($60,750.90 +
43,821.00) over nearly 7 1/2 years. ' ‘

+ Approximate average annualized percentage rate (APR) is 4.9% due
to increasing payments to $100,000 per year.

« Schedule B is the amortization schedule for the full share of the
Library loan with the lender.

« Schedule C is the amortization schedule for the City‘s principal
payments to the lender for the Library

L, X Bacees

Steven L. Brisco 2.
Director of Finance

Attachments: Schedules A, B, and C
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Placentia Library Improvements Loan Attachment C
' Page 3 of 8
City Paid City Lease P&I )
_Principal Accumulated Interest Interest Payment Payment Total
Date {Repayment) Principal 6.50% 5.50% to City to Lender Payment
471701 § 4,355.35 4,355.35 § - $ 1,37500 $ 137500 % - $ 1.375.00
5/1/01 4,375.31 8,730.66 23.59 1,355.04 1,378.63 - 1,378.63
6/1/01 4,395.37 13,126.03 '47.29 1,334.98 1,382.27 - 1,382.27
7/1/0% 4,415.51 17,541.54 71.10 1,314.84 1,385.94 - 1,385.94
8/1/01 4,435.75 21,977.29 95.02 1,294.60 1,389.62 - 1,389.62
9/1/01 4,456.08 26,433.37 119.04 1,274.27 1,393.31 - 1,393.31
10/1/01 4,476.50 30,909.87 143.18 1,253.85 1,397.03 - 1,397.03
11/1/01 4,497.02 35,406.89 167.43 1,233.33 1,400.76 - 1,400.76
12/1/01 4,517.63 39,924.52 191.79 1,212.72 1,404.51 - 1,404.51
1/1/02 4,538.34 44,462.86 216.26 1,192.01 1,408.27 - 1,408.27
21402 4,559.14 49,022.00 240,84 1,171.21 1,412.056 - 1,412.05
3/1/02 4,580.03 - 53,602.03 265.54 1,160.32 1,415.86 - 1,415.88
4/1/02 4,601.03 58,203.06 290.34 1,129.32 1,419.66 - 1,419,866
5/1/02 4,622.11 62,825.17 3158.27 1,108.24 1,423.51 - 1,423.51
6/1/02 4,643.30 67,468.47 340.30 1,087.05 1,427.35 - 1,427,35
711102 4,664.58 © 72,133.05 36545 1,085.77 1,431.22 - 1,431.22
8/1/02 4,685.96 76,819.01 390.72 1,044.39 1,435.11 - 1,435.11
9/1/02 4,707 44 81,526.45 416.10 1,022.91° 1,439.01 - 1,439.01
10/1/02 4,729.01 86,255.46 441.60 1,001.34 1,442.94 - 4,442.94
11/1/02 4,750.69 91,006.15 467.22 979.66 1,446.88 - 1,446.88
12/1/02 4,772.46 95,778.61 492.95 957.89 1,450.84 - 1,450.84
1/1/03 4,794.34 100,572.95 518.80 936.01 1,454.81 - 1,454.81
2/1/03 4,816.31 105,389.26 544.77 914.04 1,458.81 - 1,458.81
3/1/03 4,838.38 110,227.64 570.86 891.97 1,462.83 - 1,462.83
4/1/03 4,860.56 115,088.20 597.07 869.79 1,466.86 1,466.86
5/1/03 4,882.84 119,971.04 623.39 847.51 1,470.90 - 1,470.90
6/1/03 4,905.22 124,876.26 649.84 825.13 1,474.97 - 1,474.97
7/1103 4,927.70 129,803.96 676.41 802,65 1,479.06 - 1,479.06
" 8/1/03 4,950.28 134,754.24 703.10 780.07 1,483.17 - 1,483.17
9/1/03 4,972.97 139,727.21 729.92 757.38 1,487.30 - 1,487.30
10/1/03 4,995.77 144,722.98 756.86 734.58 1,491.44 - 1,491.44
11/1/03 5,018.66 149,741.64 783.92 711.69 1,495.61 - 1,495.61
12/1/03 5,041.67 154,783.31 811.10 688.68 1,499.78 - - 1,499.78
1/1/04 5,064.77 169,848.08 838.41 665.58 1,503.99. - 1,503.99
2/1/04 5,087.99 164,936.07 865.84 642.36 1,508.20 . 1,508.20
3/1/04 5,111.31 170,047.38 893.40 619.04 - 1,512.44 - 1,512.44
411104 5,134.73 175,182.11 921.09 595.62 1,516.71 . 1,516.71
5/1/04 5,158.27 180,340.38 948.90 572.08 1,520.98 - 1,520.98
6/1/04° 5,181.91 185,522.29 976.84 548.44 1,525.28 - 1,525.28
711/04 5,205.66 190,727.85 1,004.91 524,69 1,529.60 - 1,529.60
8/1/04 5,229.52 195,957.47 1,033.11 500.83 1,533.94 - 1,533.84
9/1/04 5,253.49 201,210.96 1,061.44 476.86 1,538.30 - 1,538.30
10/1/04 5,277.57 206,488.53 1,089.89 452.78 1,542.67 - 1,542.67
11/1/04 5,301.76 211,790.28 1,118.48 428.59 1,547.07 - 1,547.07
12/1/04 5,326.06 217,116.35 1,147.20 404.29 1,551.49 - 1,551.49
1/1/05 5,350.47 - 222,466.82 1,176.05 379.88 1,555.93 - 1,555.93
211105 5,374.99 227.841.81 1,205.03 355.36 1,560.39 - 1,560.39
3/1108 5,399.62 1,234.14 330.73 1,564.87 - 1,664.87
4{1/05 (1,339.59) 231,901.84 1,263.39 305.98 2,602.98 5,730.35 8,333.33 |
5/1/06 (1,346.85) 230,554.99 1,256.13 281.12 2,602.98 5,730.35 8,333.33
6/1/05 (1,354.14) 229,200.85 1,248.84 256.14 2,602.98 5,730.35 8,333.33

Page 1
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City Paid City Lease P&l AttachmentC
Principal Accumulated Interest Interest Payment Paymet Paged of 8
Date  (Repayment) Principal 6.50% 5,50% to City to Lender  Payment
© 711105 (1,361.48) 227,839.37 1,241.50 231.05 2,602.98 5,730.35 8,333.33
8/1/05 (1,368.85) 226,470.52 1,234.13 205.84 2,602.98 5,730.35 . 8,333.33
9/1/05 (1,376.26) 225,094.26 1,226.72 180.52 2,602.98 5,730.35 8,333.33
10/1/05 (1,383.72} 223,710.54 1,219.26 185.09 2,602.98 5,730.35 8,333.33
1111105 (1,391.21) 222,319.33 1,211.77 129.53 2,602.98 5,730.35 8,333.33
12/1/05 (1,398.75) 220,920.58 1,204,23 103.86 2,602,98 5,730.35 8,333.33
1/1/06 (1,406.33) 219,514.25 1,196.65 78.08 2,602.98 5,730.36 8,333.33
2/1/06 (1,413.94) 218,100.31 1,189.04 52.17 2,602.98 5,730.,35 8,333.33
3/1/08 (1,421.60) 216,678.71 1,181.38 26.25 2,602.98 5,730.35 8,333.33
4/1/08 (7,159.65) 209,519.06 1,173.68 - 8,333.33 - '8,333.33
5/1/06 (7,198.44) 202,320.62 1,134.89 - 8,333.33 - 8,333.33
6/1/08 (7,237.43) 195,083.19 1,095.90 - 8,333.33 - 8,333.33
7/1/08 (7,276.83) 187,806,56 1,056.70 - 8,333.33 - 8,333.33
8/1/08 (7,316.04) 180,490.52 C1,017.29 . - 8,333.33 - 8,333.33
9/1/06 /(?,355.67) - 173,134.85 977.66 - §,333.33 - 8,333.33
10/1/06 (7,395.52) 165,739.33 937.81 - 8,333.33 - 8,333.33
11/1/06 (7,435.58) 168,303.75 897.75 - 8,333.33 - 8,333.33
1211106 (7,475.85) 150,827.90 857.48 - 8,333.33 - 8,333.33
111107 (7,5616.35) 143,311.55 816.98 - 8,333.33 - 8,333.33
21107 (7,5657.06) 135,754 49 776.27 - 8,333.33 - 8,333.33
3/1107 (7,597.99) 128,156.50 735.34 - 8,333.33 - 8,333.33
414107 (7,639.15) 120,517.35 694,18 - 8,333.33 - 8,333.33
5(1/07 (7,680.53) 112,836.82 652.80 - 8,333.33 - 8,333.33
6/1/07 (7,722.13) 105,114.69 611.20 - 8,333.33 - 8,333.33
71/07 (7,763.96) 97,350.73 569.37 - 8,333.33 - 8,333.33
8/1f07 (7,806.01) 89,544.72 527.32 - 8,333.33 - 8,333.33
9/1107 (7,848.30) ~ 81,696.42 485.03 - 8,333.33 - 8,333.33
10/1/07 (7,890.81) 73,805.61 442,52 - 8,333.33 - 8,333.33
11/1/07 (7,933.55) 65,872.06 309.78 - 8,333.33 - 8,333.33
12/1/07 (7,976.52) 57,895.54 356.81 - 8,333.33 - 8,333.33
1/1/08 (8,019.73) 49,875.81 313.60 - 8,333.33 - 8,333.33
211108 (8,063.17) 41,812.64 270.18 - 8,333.33 - 8,333.33
3/1/08 (8,106.84) 33,705.80 226.49 - 8,333.33 - 8,333.33
4/1/08 (8,150.76) 25,655.04 182,57 - 8,333.33 - 8,333.33
5/1/08 (8,194.91) 17,360.13 138.42 - 8,333.33 - 8,333.33
6/1/08 (8,239.30) 9,120.83 94.03 . 8,333.33 - 8,333.33 .
7/1/08 (8,283.93) 836.90 49.40 - §,333.33 - 8,333.33
8/1/08 (836.90) (0.00) 4,53 - 841.43 - 841.43
Total i) (0.00) § 60,750.00 $ 43,821.00  335,807.64 68,764.20 404,571.80

Page 2
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] Attachment C
Compound Period ....... : Monthly nge 5 of 8
Nominal Annual Rate ...: 5500 % e
jffective Annual Rate .. : ~ 5.641 % | . ' {
Periodic Rate .............. : 0.4583 % :
Daily Rate ......ccoovevvenns : 0.01507 %

CASH FLOW DATA

Event Start Date; Amount Number Period End Date

1 Loan 03/01/2001 300,000.00 1
2 Payment 04/01/2001 5,730.35 60 Monthly 03/01/2006

AMORTIZATION SCHEDULE - Normal Amortization

Date Payment interest Principal Balance
Loan 03/01/2001 300,000.00
1 04/01/2001 5,730.35 1,375.00 4,355.35  295,644.65
2 05/01/2001 5,730.35 1,355.04 - 4,375.31 291,269.34 -
3 06/01/2001 5,730.35 1,334.98 4,395.37 286,873.97
4 07/01/2001 5,730.35 1,314.84 ' 4,415,51 282,458.46
5 08/01/2001 5,730.35 1,294.60 4,435,75 1 278,022.71
6 09/01/2001 5,730.35 1,274.27 4,456.08 273,566.63
7 10/01/2001 5,730.35 1,253.85 4,476.50 269,080.13
8 11/01/2001 . 5,730.35 1,233.33 4,497.02 264,593.11 (
} 9 12/01/2001 5,730.35 1,212.72 4,517.63 260,075.48 -
2001 Totals 51,673.15 11,648.63 39,924.52
10 01/01/2002 5,730.35 1,192.01 4,538.34 255,537.14
11 02/01/2002 - 5,730.35 1,171.21 4,559.14 250,978.00
12 03/01/2002 5,730.35 1,150.32 4,580.03 246,397.97
13 04/01/2002 5,730.35 1,129.32 4,601.03 241,796.94
14 05/01/2002 5,730.35 1,108.24 4,622.11 237,174.83 .
15 06/01/2002 573035 1,087.05 - 4,643.30 . 232,531.53
16 07/01/2002 5,730.35 1,065.77 4,664.58 227,866.95
17 08/01/2002 5,730.35 1,044.39 4,685.96 - 223,180.99
18 09/01/2002 5,730.35 1,022.91 4,707.44 218,473.55
19 10/01/2002 5,730.35 1,001.34 4,729.01 . 213,744.54
20 11/01/2002 5,730.35 979.66 4,750.89 208,993.85
21 12/01/2002 5,730.35 957.89 4,772.46 204,221.39
2002 Totals 68,764.20 12,910.11 55,854.09
22 01/01/2003 5,730.35 936.01 4,794.34 199,427.05
23 02/01/2003 5,730.356 914.04 4,816.31 194,610.74
24 03/01/2003 5,730.35 891.97 4,838.38 189,772.36
25 04/01/2003 5,730.35 869.79 4,860.56 184,911.80
26 05/01/2003 5,730.35 847.51 . 4,882.84 180,028.96
27 06/01/2003 5,730.35 825.13 4,905.22 175,123.74
) 28 07/01/2003 5,730.35 802.65 4,927.70 ' 170,196.04
29 08/01/2003 5,730.35 780.07 4,950.28 165,245.76

30 09/01/2003 5,730.35 757.38 4,972.97 160,272.79
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Date Payment Interest Principal Balary Attachment C
31 10/01/2003 5.730.35 734.58 4,995.77 1552077y L Pgebof8
32 11/01/2003 5,730.35 711.69 5,018.66 150,258.36 1
33 12/01/2003 5,730.35 £88.68 5,041.67 145,216.69
2003 Totais 68,764.20 9,759.50 59,004.70
34 01/01/2004 5,730.35 665.58 5,064.77 140,151.92
- 35 02/01/2004 5,730.35 642,36 5,087.99 135,063,93
36 03/01/2004 5,730.35 619.04 5,111.31 . 129,952.62
37 04/01/2004 5,730.35 595.62 5,134.73 124,817.89
38 05/01/2004 5,730.35 572.08 5,158.27 119,659.62
39 06/01/2004 5,730.35 548 .44 5,181.91 114,477.71
40 07/01/2004 5,730.35 524.69 5,205.66 109,272.05
44 08/01/2004 5,730.35 500.83 5,229.52 104,042.53
42 00/01/2004 5,730.35 476.86 5,253.49 08,789.04
43 10/01/2004 5,730.35 452,78 h,277.57 93,511.47
44 11/01/2004 5,730.35 428.59 5,301.76 88,209.71
45 12/01/2004 5,730.35 . 404.29 5,326.06 82,883.65
2004 Totals 68,764.20 6,431.16 62,333.04 ‘
46 01/01/2005 5,730.35 379.88 5,350.47 77,533.18
47 02/01/2005 5,730.35 355.36 5,374.99 72,158.19
48 (03/01/2005 5,730.35 330.73 5,399.62 66,758.57
49 04/01/2005 5,730.35 305.98 5,424.37 61,334.20
50 05/01/2005 5,730.35 281.12 5,449.23 | 55,884.97
51 086/01/2005 5,730.35 256.14 - 5,474.21 50,410.76
52 07/01/2005 5,730.35 231.05 5,499.30 44,911.46
53 08/01/2005 5,730.35 205.84 5,524.51 30,386.95
54 09/01/2005 5,730.35 180.52 5,649.83 33,837.12
55 10/01/2005 5,730.35 155.09 5,575.26 28,261.86
56 11/01/2005 5,730.35 129.53 5,600.82 22,661.04
57 12/01/2005 5,730.35 103.86 . 5,626.49 17,034.55
2005 Totals 68,764.20 2.915.10 65,849.10
58 01/01/2006 5,730.35 78.08 5,652.27 11,382.28
59 02/01/2006 5,730.35 5247 5,678.18 5,704.10
60 03/01/2006 5,730.35 26.25 5,704.10 0.00
2006 Totals 17,191.05 156.50 17,034.55
Grand Totals 343,821.00 43,821.00 300,000.00



City Advance of Library Lease Loan

Compound Period

Nominal Annual Rate ... : 6.500 %

¥fective Annual Rate .. ©  6.697 %

Periodic Rate .............. : 0.5417 %

Daily Rate .......ccoviinnn, : 0.01781 %

CASH FLOW DATA

Event Start Date Amount Number Period End Date

1 Loan 03/01/2005 233,241.43 1 '
2 Payment 04/01/2005 2,602.98 12 Monthly 03/01/2006
3 Payment 04/01/2006 8,333.33 28 Monthly 07/01/2008
4 Payment 07/01/2008 836.92 1

AMORTIZATION SCHEDULE - Normal Amortization

Date Payment Interest Principal Balance

Loan 03/01/2005 _ 233,241.43
1 04/01/2005 2,602.98 1,263.39 1,339.59 231,901.84
2 05/01/2005 2,602.98 1,256.13 1,346.85 230,554.99
3 06/01/2005 2,602.98 1,248.84 1,354.14 229,200.85
4 07/01/2006 2,602.98 1,241.50 1,361.48 227,839.37
5 08/01/2005 2,602.98 1,234.13 1,368.85 226,470.52

\ 6 09/01/2005 2,602.98 1,226.72 1,376.26 225,004.26

© 7 10/01/2005 12,602.98 1,219.26 1,383.72 223,710.54
8 11/01/2005 12,602,098 1,211.77 1,391.21 222,319.33
9 12/01/2005 2,602.98 1,204.23 1,398.75 220,920.58

2005 Totals 23,426.82 11,105.97 12,320.85
10 01/01/20086 2,602.98 1,196.65 1,406.33 219,514.25
11 02/01/2006 2,602.98 1,189.04 1,413.94 218,100.31
12 03/01/2006 2,602.98 1,181.38 1,421.60 216,678.71
13 04/01/2006 8,333.33 1,173.68 7,159.65 209,519.06
14 05/01/2006 8,333.33 1,134.89 7,198.44 202,320.62
15 086/01/2006 8,333.33 1,095.90 7,237.43 . 195,083.19
16 07/01/2006 8,333.33 1,056.70 7,276.63 187,806.56
17 08/01/2006 8,333.33 1,017.29 7,316.04 180,490.52
18 09/01/2006 8,333.33 977.66 7.,355.67 173,134.85
19 10/01/2006 8,333.33 937.81 7,395,652 165,739.33
20 11/01/2006 8,333.33 897.75 7,435.58 158,303.75
21 12/01/2006 8,333.33 857.48 7,475.85 150,827.90

2006 Totals 82,808.91 12,716.23 70,092.68
22 01/01/2007 8,333.33 816.98 7.516.35 143,311.55
23 02/01/2007 8,333.33 776.27 7.557.06 135,754.49
24 03/01/2007 8,333.33 735.34 7,597.99 128,156.50
25 04/01/2007 8,333.33 694,18 7,639.15 120,517.35

I 26 05/01/2007 8,333.33 652.80 7,680.53 112,836.82
27 06/01/2007 8,333.33 611.20 772213 105,114.69
28 07/01/2007 8,333.33 569.37 7,763.96 97,350.73
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City Advance of Library Lease Loan
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Ba[an! Aftachment C

Date Payment Interest Principal
29 08/01/2007 8,333.33 527.32 7,806.01 89,544,
30 09/01/2007 8,333.33 485.03 7,848.30 81,696.42
31 10/01/2007 8,333.33 44252 7,890.81 73,805.61
32 11/01/2007 8,333.33 399.78 7,933.55 65,872.06
33 12/01/2007 8,333.33 356.81 7,976.52 57,895,54
2007 Totals 99,999.96 7,067.60 92,932.36
34 01/01/2008 8,333.33 313.60 8,019.73 . 49,875.81
35 02/01/2008 8,333.33 270.16 8,063.17 41,812.64
36 03/01/2008 8,333.33 226.49 8,106.84 33,705.80
37 04/01/2008 8,333.33 182.57 8,150.76 25,555.04
38 05/01/2008 8,333.33 138,42 8,194.91 17,360.13
39 06/01/2008 8,333.33 04.03 8,239.30 9,120.83
40 07/01/2008 8,333.33 49.40 8,283.93 836.90
41 07/01/2008 836.92 0.02 836.90 0.00
2008 Totals 59,170.23 1,274.69 57,895.54
Grand Totals 265,405.92 32,164.49 233,241.43

Page 8 of 8
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Honorable Mayor and Members of Placentia City Council

FROM: Al Shkoler, President, Placentia Library District Board of Trustees |

SUBJECT:  Library Board Response to Proposed Civic Center Renovation Project and
Financing

DATE: March 16, 2001

Ata SpeLial Meeting on March 15, 2001 the Placentia Library District Board of Trustees voted
unanimously to proceed with the Civic Center Renovation Project, as defined in the proposal dated
January 15, 2001 and presented by City Public Works Director Christopher Becker at the joint study
session on January 16, 2001, at a cost to the District not to exceed $253,485. This figure represents the
estimated District share of $235,800 plus a 7% % contingency of $17,685, :

At its meeting on January 17, 2001 the District Board of Trustees approved ﬂnahcing its share of the
project through the City as proposed by City Finance Manager Steve Brisco in an undated illustration
distributed at the same joint study session.

0 It is the District’s understanding that if initial project costs exceed the estimates, or if additional
work is warranted, that other parts of the project will be modified or deferred.

[0 Itis the District’s understanding that it will have an active role in establishing priorities for the
various elements of the Project, as well as design planning and approval, including the right to
accept or decline proposed changes to the Project, through its participation in the Civic Center
Authority Commission,

3 Itis the District’s understanding that it will not be a signator to the lease purchased by the City
to finance the entire Civic Center project

3 Itis the District’s understanding that the City will make a simple loan directly to the District
for the District’s share of the project,

(11  The interest rate used for the proposal is 6.5%. Because of the way the payments are-structured
the long-term rate is approximately 4.9% and may be lower.

0  The District will pay all of its interest expenses as they are accrued.

B

The payments are calculated to be made monthly.

£1  Itis the District’s understanding that it will have the right, without penalty, to make principal
or additional principal payments at any time. It is also the District’s understanding that the
interest calculation at any point in time is based on the declining balance of the principal.

0 The City will calculate and maintain the financial records at no cost to the District.
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Placentia Library District Board of Trustees, March 16, 2001, Page 2. Page 2 of 2

The Library Board is deeply appreciative of the leadership provided by the City Council and City
Staff in the development of the Civic Center Renovation Project. We are looking forward to the
improved Civic Center conditions that this Project will bring,.



PLACENTIA CIVIC CENTER

Basic Legal Documents
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Attachment E
JOINT EXERCISE OF POWERS AGREEMENT BETWEEN THE CITY Page 2 of 12

OF PLACENTIA AND THE PLACENTIA LIBRARY DISTRIST
CREATING THE PLACENTIA CIVIC CENTER AUTHORITY

THIS AGREEMENT, dated as of May 22, 1972, between the CITY oF PLACENTIA (hereinafter referred
to as “City"”) a Charter City duly organized and existing under the Constitution of the State of California
and the PLACENTIA LiBRARY DISTRICT (hereinafter referred to as “District”) a public corporation duly
organized and existing under Pt 4, Div. 20 Ch. 4 of the Education Code of the State of California,

+

WITNESSETH!

WHEREAS, the City is empowered by law to acquire, construct, maintain, operate and lease public
buildings necessary to the administration and operation of the government of the City, including build-
ings for City offices and a council chamber, buildings necessary to house the city police department and
buildings for use in providing services to the inhabitants of the City; and

WHEREAs, the District is empowered by law to acquire, construct, maintain, operate and lease public
buildings necessary or proper to carry out the objects and purposes for which the District was formed,
including buildings necessary for the conduct of the business of the District in providing library services
to the public generally and for District offices; and - _

WhEREss, City and District are of the opinion that, within the area (hereinafter called “Site’)
consisting of two parcels, Parce] A and Parcel B, shown and described on attached Exhibit “A”, hereby
made a part hereof, the property should be developed as a comprehensive civic center by the con-
struction and maintenance of various governmental facilities, including facilities for City and District
and accessory structures, appurtenances or appurtenant works necessary or convenient therefor, parking
facilities, malls, walks, walkways, other site improvements and landscaping; and

WHEREAS, it is deemed advisable for the parties concerned to enter into an agreement which will
ensure to the people the orderly development of the area and provide a vehicle for financing the
construction of public buildings in the area;

Now, THEREFORE, IT IS AGREED As FOLLOWS:

SECTION 1. Purpose, |

This Agreement is made pursuant to the provisions of Article 1, Chapter 5, Division 7, Title 1
(commencing with Section 6500) of the Government Code of the State of California (hereinafter
called the “Act”) relating to the joint exercise of powers commeon to City and District. City and
District each possess the common powers referred to in the recitals hereof, The purpose of this Agree-
ment is to exercise such powers jointly by acquiring a site or sites for and acquiring, constructing, main-
taining, operating aod leasing public buildings, with land, facilities and appurtenances necessary or
convenient therefor. Such purpose will be accomplished, and said common powers exercised, in the
manner hereinafter set forth.

SECTION 2. Term,

This Agreement shali become effective as of the date hereof and shall continue in full force and
effect for a period of forty years from the date hereof or until all revenue bonds herein provided for
and issued pursuant hereto and the interest thereon shall have been paid in full or adequate provision
for such payment shall have been made as set forth in the proceedings for the issuance thereof,
whichever date is earlier; provided. however, that this Agreement shall terminate five vears from the date
hereof if no revenue bonds have been issued on or before said date.

1 :

m}.:- 1 : . . : . K T L -_-‘—'_-,o,.-.. ,.E-|,..-¢:,':: -:-.—-.:.'_ . .-' e _.-:. -.'-.--'_'.--,_-.q:....a—‘;.;,:‘.,rﬂ.”.._ N1t SovrEE <o 3 Sl



——

Agenda Item 42

_ Attachment E
SECTION 17. JYoint Construction and Maintenance and Operation, Page 3 of 12

City and District may desire to construct or maintain and operate certain of the facilities hereunaer
jointly. Such joint construction or maintenance and operation either by Authority or jointly by the
parties hereto may be provided by leases or subleases under Section 9 or Section 11, or by other leases,
subleases, or agreements. : ' k

SECTION 18. Site Development and Construction and Maintenance of Common Areas,

City shall be responsible for the preparation of the Preliminary General Plan for Site development.
Such Preliminary General Plan shall set the landscaping and architectural theme of the City and District
Projects. City and District shall share equally in the expenses of site surveys, soils tests, topographic
studies and seismic surveys.

In addition to the principal buildings to be conmstructed on the City and District Sites, there
shall be constructed on both Sites parking spaces, walkways, roadways and landscaping for the benefit
of the City and District Projects (hereinafter called “Common Area”). If not included on the respec-
tive City and Distrct Project plans, separate plans and specifications shall be prepared under the
direction of Authority for the construction of Common Area improvements, All such plans prepared by
the Authorirﬂr shall be'approved by City and District prior to the construction of the improvement
proposed, Upon request of City and/or District, Authority shall call for competitive bids to let nec-
essary construction contracts for the improvement of the Common Area. Authority shall award such
construction contracts to the lowest responsible bidders. '

City and District each agree that the cost of the preparation of the Common Area plans and
specifications prepared by Authority and the cost of construction of said improvements shall be
apportioned between the two projects as follows: City Project — 61.2%; District Project — 38.8%.
To the extent City and/or District’s share of said costs are not paid by City and/or District said
unpaid costs shall be paid by Authority from the proceeds of revenue bonds and shall be included as
part of the cost of constructing the respective City and/or District Projects and additional rental for
the City Project and/or District Project shall be charged which additional rental shall be sufficient to
pay the principal of and interest on said additional amount of revenue bonds issued therefore,
establish suitable reserve or other funds and pay all other expenses in connection therewith,

For the term of this Agreement the Common Area shall be maintained and operated by Authority.
The expenses of maintenance and operation shall be paid 61.2% by City and 38.8% by District,

SECTION 19. Notices, :
Notices hereunder shall be sufficient if delivered to the offices of the parties. At present said
offices are as follows: .
City City Hall
120 South Bradford Avenue
. Placentia, California 92670

District - 143 Soéuth Bradford Avenue
. Placentia, California 92670
Authority City Hall

120 South Bradford Avenue
Placentia, California 92670

SECTION 20. Miscellaneous., _
The section headings herein are for convenience only and are not to be constructed as modifying
or governing the language in the section referred to. '

Where reference is made in this Agreement to Controller or Treasurer indicating specific duties
to be undertaken by said officers, said officers may independently determine which of them shall under-
take any particular duty, :

7
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PLACENTIA LIBRARY DISTRICT CIVIC CENTER SUBLEASE

Tuis SUBLEASE, dated as of March 1, 1973, by and between the PLACENTIA Crvic CENTER Au-
tHoRiTY (herein “Authority”), a public entity and agency duly organized and existing pursuant to an
agreement entitled “Joint Exercise of Powers Agreement between the City of Placentia and the Placentia
Library. District Creating the Placentia Civic Center Authority” (herein “Agreement”), dated as of
May 22, 1972, as amended, and the PLACENTIA LIBRARY DISTRICT (herein “District”), a public corpo-
ration of the State of California.

WITNESSETH:

That for and in consideration of the mutual promises and agreements herein contained, the parties
hereto agree as follows:

SECTION 1, Definitions.
Unless the context otherwise requires, the terms defined in this Section 1 shall, for all purposes of
this Sublease, have the meanings herein specified.

(a)| City.
“City" means the City of Placentia.

(b) City Ground Lease.

“City Ground Lease” means means the ground lease dated as of March 1, 1973, by and between

the City and the Authority.

(¢) Ciry Site. _
“City Site” means the lands described in Exhibit A of the City Ground Lease. -

(d) Common Area.

“Common Area” means that portion of the City and District Sites designated on the plans of the
Facilities on fle in the office of the Secretary of the Authority on which shail be constructed parking
spaces, walkways, roadways and landscaping for the benefit of the City and District projects.

(e) Construction Contract,
“Construction Contract” means the construction contract or coutracts providing for the construction
of the Facilities, a copy of which is or will be on file in the office of the Secretary of the Authority.

(f) District Site. _
“District Site” means the lands described in Exhibit A attached hereto and made a part hereof, on
which the Facilities are to be located.

(g) Facilities.

“Facilities” means the District project consisting of a library building and the improvement of
that portion of the Common Area focated on the District Site, together with facilities appurtenant thereto
or necessary or convenient therefor.

(h) Ground Lease.
“Ground Lease” means “Placentia Library District Ground Lease” between District and Authority
dated of even date herewith, '

(i) Leased Premises. ‘ -
L eased Premises” means the District Site and Facilities to be constructed thereon.

37
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(i Resqluu'on.
“Resolution” means the Resolution attached hereto as Exhibit B adopted by the Authority pro-
viding for the issuance of its Series B Bonds. ' '

(k) Series B Bonds.
“Series B Bonds” means the revenue bonds to be issued by the Authority under and pursuant to

the Resolution,

(1) Sublease.
wSublease” means this agreement by and between the District and the Authority.

(m) Trustee.
“Trustee” means the fiscal agent appointed pursuant to the Resolution and referred to therein as
“Trustee” and any successor appointed as therein provided.

SECTION 2. Sublease of Leased Premises.

The Authority hereby subleases to the District the Leased Premises, subject to the terms and
conditions of this Sublease, and subject to any conditions. reservations, exceptions, and rights of way
which are of record, including, without limitation, those contained in the Ground Lease.

SECTION 3. Common Area.

The Authority hereby grants to the District the right to use all or any portion of the Common Area
located on the City Site, subject to any conditions, reservations, exceptions and rights of way which are
of record, including, without limitations, those contained in the City Ground Lease.

SECTION 4, Term. _
This Sublease shall commence on March I, 1975 or when the Facilities are completed and available
for occupancy and written notice thereof has been served on District, whichever is later.

This Sublease shall end (a) on February 28, 2011, or (b) when all the.Series B Bonds and the
interest thercon have been paid in full or adequate provision has been made for such payment in
accordance with the Resolution, or (c) at such time as the Agreement ends, whichever is earliest;
provided, however, the termination of this Sublease prior to the termination of the Agreement shall
not affect the right of District to use the Common Area located on the City Site upon the terms set

forth in the Agreement,

SECTION 5. Renial, _
The District shall pay rent to the Authority in the amounts, at the times and in the manner set forth
herein, said amounts constituting in the aggregate the total of the rent payable under this Sublease,

as follows:

(a) Base Rent. Commencing on March 1. 1975, or on the date on which the District shall be
served with written notice that the Facilities have been completed and are ready for occupancy, whichever
is later, the District shall be obligated to pay to Trustee for the account of the Authority in advance for
each 6 months period »f occupancy, rent at the rate of S....... semi-annually said rent being payable
on March 1. 1975 a::: on September 1 and March | respectively thereafter, subject to adjustment as
hereinafter set forth. In the event that the liability of the District for rent at said rate does not com-
mence on March | or September 1 in aay year, the rent to be paid for the remaining portion of the
period in which such liability commences shall be prorated and shall be paid within fifteen (15) days
following commencement of such liability. but in no event later than the next succeeding. June 30.
During the remainder of the term of this Sublease, base rental shall be due on March | and September | i

38
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and shall be payable without the payment of interest thereon as contemplated by Section 5(e) hereof on
or before March 15 and September 15 in each period for use of the Leased Premises during said period,
said rental to be for occupancy from March 1 of each year to the last day of February in the next
succeeding year.

(b) Additional Renr. In addition to and after the commencement of the Base Rent hereinabove
set forth, the District shall pay to the Trustee for the account of the Authority an amount or amounts
(hereinafter cailed “Additional Rent”) equivalent to the sum of the following:

(i) All taxes and assessments of any nature whatsoever, including, but not limited to. excise
taxes, ad valorem taxes, ad valorem and specific lien special assessments and gross reczipts taxes,
if any, levied upon the Leased Premises or upon the Authority’s interest therein or upon the
Authority’s operation thereof or the Authority’s rental income derived therefrom. '

(ii) All administrative costs of the Authority, including, without limiting the generality of
the foregoing, salaries, wages, expenses, compensation and indemnification of the Trustes under the
Resolution, fees and charges of accountants, attorneys and engineers, and all other necessary
administrative charges of the Authority or charges required to be paid by it in order o comply
with 'the terms of the Series B Bonds or of the Resolution and to defend the Authority and its
members,

(ii} Insurance premiums, if any, on all insurance required or permitted under the provisions .
of Section ¢ hereof. '

(iv) All costs and expenses which the Authority may incur in consequence of or tecause of
any default by the District under this Sublease, including reasonable attorneys’ fees and costs of

-

suit or action at law to enforce the terms and conditions of this Sublease, :

(v) All sums necessary to maintain at the amount of S1,000 the Worki;ug Capital Fund
established pursuant to the Resolution.

The Additional Rent payable hereunder shall be paid by the District within ten (10) days after
notice in writing from the Authority to the District stating the amount of Additional Rent then due and
pavable and the purpose thereof; provided that the District's liability for Additional Rent shall be limited
to the balance due under Section 5.02(b) of the Resolution. Nothing herein contained shall prevent
the District from making from time to time contributions or advances to the Authority for any purpose
now or hereafter authorized by law.

(¢) Consideration, The payments of Base Rent and Additional Rent hereunder for each fiscal
vear of the term of this Sublease shall constitute the total rent for said fiscal year and shall be paid by
the District for and in consideration of the right of use and occupancy, and the continued quist use
and enjoyment of the Leased Premises for and during said fiscal year. The partes hereto have agreed
and determined that such total rent represents the fair rental valee of the Leased Premises,

(d) Budget. The District hereby covenants to take such action as is necessary under the laws
applicable to the District to budget for and include and maintain funds sufficient and available to
discharge its obligation to meet all rent payments due hereunder in each fiscal year. :

(¢} Payment. Each annual Base Rent payment and each Additional Rent payment shall be
paid in lawful money of the United States of America. by warrant or check drawn against funds of the
District, at the office of the Trustee in Los Angeles. Califomnia, or at such other place or places as may
be set forth in the Resolution, Each annual Base Rent payment and each Additional Reat payment
which is not paid when duz shall bear interest at the rate of seven per cent {7%) per annum from the
date on which the Base Rent payment or Additional Rent payment, as the case may be. becomes due
patil the same is paid. Notwithstanding any dispute between Authority and District hereundar. District
chall make all rent payments when due and shall not withhold any rent payments pending the final
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resolution of such dispute. In the event of a determination that District was not liable for said rent
payments Or anmy portion thereof, said payments or excess of payments as the case may be shall be
credited against subsequent rent payments due hereunder.

(f) Credit on Base Rental, There shall be credited against Base Rent any amount required to
be so credited under the Resolution.

SECTION 6. Construction of Facilities,

The Authority shall construct the Facilities in accordance with plans and specifications on file in
the office of the Secretary of the Authority, including all addenda thereto. City may act on behalf of
Authority through its personnel and procedures pursuant to the Agreement. The Construction Contract
for the consuuction of the Facilities shall be awarded by Authority, or its agent, with the approval of
District to a contractor or contractors licensed under the laws of the State of California and such Con-
struction Contract shall be awarded pursuant to competitive bidding procedure in accordance with
the applicable laws of the State of California relating to the awarding of contracts of a similar nature
by the City. For the purpose of paying the cost of the construction of the Facilities thereon and all
costs and expenses incidental thereto, the Authority shall issue its Series B Boands pursuant to the
Resolution.

The District may, pursuant to the Agreement, be reimbursed or paid by Authority at the option
of District for costs incurred or payments made by advances or otherwise by District.

Changes in the work during construction may be ordered in accordance with Section 8 of the
Agreement: provided, however, that unless sufficient additional funds are provided therefor (i) the
cost of the Facilities shall not exceed that which can be provided from the proceeds of the Series B
Bonds, and (ii) the cost of change orders shall not exceed the reserve established therefor. District
shall take no action which extends the period of construction beyond the period for which the Authority
has funded interest on its Series B Bonds unless sufficient additional funds are provided therefor. Any
moneys remaining in the Construction Fund to be established under the Resolution after the con-
struction and completion of the Facilities shall be applied by the Authority as provided in the
Resolution.

The Authority hereby assumes the obligations under the employment contracts of the District
with Wainwright- & Ramsey, Inc. and Rutan & Tucker and shall become a client of said firms in
accordance with the terms of said contracts.

SECTION 7. Maintenance and Operation,

The District shall, upon commencement of its obligations under Section 5 hereof. at its own expense,
maintain, manage and operate the Leased Premiscs and all improvements thereon in good order, con-
dition and repair. The District shall provide or cause to be provided all security service, custodial
service, service, power, gas, telephone, light, heating and water, and all other public utility services.
It is understood and agreed that in consideration of the payment by the District of the rent herein
provided for, the Authority is only obligated to furnish the Leased Premises, and the Authority shall
have no obligation to incur any expense of any kind or character in connection with the management,
operation or maintenance of the Leased Premises during the term of this Sublease. The District shall
keep the Leased Premises and any and all improvements thereto free and clear of all liens. charges
and encumbrances.

SECTION 8. Additions and Improvements.

The District shall have the right during the term of this Sublease to make any additons or improve-
ments to the Leased Premises, to attach fixtures, structures or signs, and to affix any personal property
to the improvements on the Leased Premises. provided the use of the Leased Premises for the purposes
contemplated in this Sublease are not impaired. Title to all personal property placed in any of the
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improvements on the Leased Premises shall remain in the District. The title to any personal pwrﬁggg f f,)lf }3

improvements or fixtures placed on the Leased Premises by any sublessee or licensee of the District
shall be controlled by the sublease or license agreement between such sublessee or licensee and the

[ District.

SECTION 9. Insurance,

Authority shall, during the term of this Sublease, keep or cause to be kept a policy or policies
of insurance against loss or damage to the Facilities, and appurtenances and permanent equip-
ment, resulting from fire, lizhtning, vandalism, malicious mischief, riot and civil commotion and such
perils ordinarily defined as “extended coverage” and other perils as Authority and District may agree
should be insured against on forms and in amounts satisfactory to each. District and Authority, as
the case may be, shall be named as an additional insured under such policies of insurance as the
building contractor may be required by Authority to carry during the coostruction of the Facilities.
Nothing herein shall be construed to require the Authority to carry insurance with respect to equipment
or fixtures on the Leased Premises not provided by the Authority pursuant to the plans and specifi-
cations for construction of the Facilities,

During the term of this Sublease, Authority shall keep or cause to be kept public liability and
property damage policies protecting both Authority and District on forms and in amounts satisfactory .
to each.

The Authority may also carry or cause to be carried such other insurance for the Leased Premises
as is required by the Resolution or by District.

All premiums and charges paid by Authority for all of the aforesaid insurance shall be paid to
the Authority in accordance with the provisions of Section 5 hereof.

At the option of the District any insurance required by Authority hereunder may be provided by
the District.

Nothwithstanding the generality of the foregoing, the Authority shall not be required to maintain
or cause to be madintained any insurance which is not available from reputable insurers on the open
market or more insurance than is specifically referred to above.

SECTION 10. Damage by Fire, Earthquake, Eic,

In the event of destruction or damage to the Facilities by fire or earthquake or other casualty or
event so that they become wholly or parly unusable, Authority, at its option, may do either of the
following: _

(1) Rebuild and repair the Facilities {(or an equivalent facility as a replacement thereof in
the case of destruction) so that they shall be restored to use, in which case this Sublease shall
remain in full force and effect. Any excess of insurance proceeds resuiting from such destruction
or damage (other than business [rent] interruption insurance) over the amount expended for such
repairing or rebuilding, shall be paid to District, or

(2) Declare this Sublease to District terminated and use any money collected from insurance
against the destruction of or damage to the Facilities to the extent necessary to retire any outstand-
ing securities or any debts or liabilities which Authority may have; provided. however, that if the
Facilities can be repaired or rebuilt within the period for which Authority has insurance against
business (reat) interrupton, and if Authority shall have sufficient funds from the proceeds of
insurance or otherwise for the necessary repairing or rebuilding, Authority shall not prcceed under
this option without the District's consent.

During such time as the Facilities are unusable, rent shall cease. No further rent payments shall
accrue undl such Facilities are again ready for occupancy and rent payments already made, if any,
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shall be equitably abated and adjusted accordingly. In the event of partial damage to, or deSRuét i~ _

of, the Facilities, s0 as to render a portion thereof unusable by District, such rental payments (including
those already made, if any) shall, during the period of the partial unusability of the Facilities, be in an
amount that represents the fair market rental value of the remainder of the Facilities usable by District.

SECTION 11. Assignment Sublease and Bonds,

Neither this Sublease nor any interest of the District herein shall, at any time after the date hereof,
without the prior written consent of the Authority, be morigaged, pledged, assigned or transferred by
the District by voluntary act or by operation of law, or otherwise, except as specifically provided herein.
The District shall at all times remain liable for the performance of the covenants and conditions on
its part to be performed. notwithstanding any assigning, transferring or subletting which may be made,
The District shall have the right to further sublease or permit the use of all or any part of the Leased
Premises, or to arrange for the City to undertake District's obligations to maintain the Leased Premises,
but nothing herein contained shall be construed to relieve the District from its obligation to pay rent
as provided in this Sublease or relieve the. District from any other obligations contained herein.

The Authority may issue its Series B Bonds under the Resolution. Such Resolution may operate
as a}n assignment of the Lease to the Trustee for financing purposes, ' :

Whenever in this Sublease any consent or approval is required, the same shall not be unreascnably
withheld. Any items herein required or permitted to be done by the Authority, may, if so provided
under the Resolution, be performed by the Trustee thereunder.

SECTION 2. Eminent Domain, .

If the whole of the Leased Premises, or so much thereof as to render the remainder unusable for
the purposes for which the Faciliies were constructed, shall be taken under the power of eminent
domain, then this Sublease shall terminate as of the day possession shall be so taken or if the District is
the condemnor then this Sublease shall terminate as of the date of the entry of the interlocutory judgment.
If less than the whole of said Leased Premises shall be taken under the power ¢: ¢minent domain, and
the remainder is usable for the purposes hereof, then this Sublease shall continue in full force and effect
and shall not be terminated by virtue of such taking and the pariies waive the benefit of any law to the
contrary, in which event there shall be a partial abatement of the rent hereunder in an amount equivalent
to the amount by which the annual payments of principal of, and interest on, the outstanding Series B
Bonds of the Authority will be reduced in any applicable year by the application of the award in eminent
domain to the call of outstanding Series B Bonds.

Any award made in eminent domain proceedings for the taking or damaging of the Facilities in
whole or in part shall be paid to the Trustee under the Resolution for the direct benefit of the holders
of the Series B Bonds of the Authority and shall be used by the Trustee (together with any other money
which shall be or may be made available for such purpose) to call, as nearly as may be, a principal
amount of bonds in each of the remaining maturities so that as nearly as possible in the discretion of the
Trustee there will be equal annual reductions in the principal and interest payments on the outstanding
Series B Bonds remaining after said call. In the event the amount so paid to the Trustee shall be more
than sufficient to retire the Series B Bonds issued under the indenture and then outstanding, then any
excess shall be paid by the Trustee to the District.

The taking or damaging of all or any portion of the Common Area on the City Site shall not
have any affect on the obligations of the Authority and the District under this Sublease.

SECTION 13. Right of Entry.

The Authority and its designated representatives shall have the right to enter upon the Leased
Premises during reasonable business hours (and in ermergencies at all times), (i) to inspect the same,
(ity for any purpose connected with the Authority's rights or obligations under this Sublease. (iii} for all
other lawful purposes.
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SECTION 14. Liens, Page 10 0f 12

Except for payment made or required to be made under the Resolution, the District shall pay or
cause to be paid, when due, all sums of money that may become due for, or purporting to be for, any
labor, services. materials, supplies or equipment alleged to have been furnished or to be fumished to or
for, in, upon or about the Leased Premises and which may be secured by any mechanics’, materialmen’s
or other lien against the Leased Premises, and/or the Authority’s interest therein, and shall cause each
such len to be fully discharged and released; provided, however, that if the District and/or Authority
desires to contest any such lien, this may be done, and if such lien shall be reduced to final judgment
and such judgment or such process as may be issued for the enforcement thereof is not promptly stayed,
or if so stayed and stay thereafter expires, then and in any such event the District shall forthwith pay
and discharge said judgment, ' '

SECTION 15. Taxes,

The parties understand and agree that the Leased Premises constitute public property free and
exempt from all taxation; however, the Authority agrees to take whatever steps may be necessary; upon
written reguest by the District, to contest any proposed tax or assessment, or to take steps necessary
to recover any tax or assessment paid, The District agrees to reimburse the Authority for any and all
costs and expenses thus incurred by the Authority.

SECTION 16. Quiet Enjoyment,

The parties hereto mutually covenant and agree that the District, by keep'mg and performing the
covenants and agreements herein contained, shall at all times during the term, peaceably and quietly,
have, hold and enjoy the Leased Premises.

SECTION 17. Law Governing,

This Sublease is made in the State of California under the Constitution and laws of such State
and is to be so construed,

SECTION 18. Notices,

All notices, statements, demands, requests, consents, approvals, authorizations, offers, agreements,
appointments or designations hercunder by either party to the other shall be in writing and shall be
sufficiently given and served upon the other party, if sent by United States registered mail, return receipt
requested, postage prepaid and addressed as follows:

District — Secretary, Placentia Library District Library
Placentia, California 92670

Authority —— Secretary, City Hall
Placentia, California $2670

SECTION 19. Waiver

The Waiver by the Authority of any breach by the District of any term, covenant or condition
hereof shall not operate as a waiver of any subsequent breach of the same or any other term, covenant
or condition hereof. -

SECTION 20. Default by Disirict.

If (a) District shall fail to pay any rental payable hereunder within fifteen (15) days from the
date such rental is payable, or (b} District shall fail to keep any such other terms, covenants or con-
ditions contained herein for a period of twenty-five (25) days after written notice thereof from
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Authority to District, or (c¢) District shall abandon or vacate the premises, or (d) District’s interest in

this Sublease or any part thereof shall be assigned or transfered without the written consent of Authority,

ether voluntarily or by operation of law, then and in any such events District shall be deemed to be in
default hereunder.

If District should, after notice of such default, fail to remedy any default with all reasonable
dispatch in not exceeding thirty (30) days, then Authority shall have the right, at its option, without
any further demand or notice (i) to terminate this Sublease and to re-enter the Leased Premises
and eject all parties in possession thereof therefrom, or (i) to re-enter the Leased Premises and eject
all parties therefrom, and, without terminating this Sublease, re-let the Leased Premises, or any part
thereof, as the agent and for the account of District upon such terms and conditions as Authority may
deem advisable, in which event the rents received on such re-letting shall be applied first to the
expenses of re-letting and collection, including necessary renovation and alteration of the Leased
Premises, a reasonable attorney’s fee, and any real estate commission actually paid, and thereafter
toward payment of all sums due or to become due to Authority hereunder, and if a sufficient sum shall
not be thus realized to pay such sums and other charges, District shall pay Authority annuaily any
cumulative net deficiency existing on the date when Base Rent is due hereunder. The foregoing
remedies of Authority are in addition to and not exclusive of any other remedy of Authority. Any
such re-entry shall be allowed by District without let or hindrance and Authority shall not be liable in
damages for any such re-entry or be guilty of trespass. '

.

SECTION 21. Net-Net Sublease,

This Sublease shall be deemed and construed to be a “net-net sublzase” and the District hereby
agrees that the rentals provided for herein shall be an absolute net return to the Authority, free and clear
of any expenses, charges or set-offs whatsoever.

SECTION 22. Execution.

This Sublease may be simultaneously executed in any number of counterparts, cach of which
when so executed shall be deemed to be an original, but all together shall constitute but one and
the same Sublease, and it is also understood and agreed that separate counterparts of this Sublease
may be separately executed by the Authority and the District, and with the same full force and effect as
though the same counterpart had been executed simultaneously by both the Authority and the District.

SECTION 23, Validity,

If any one or more of the temms, provisions, promises, covenants or conditions of this Sublease
or the application thereof to any person or circumstance, shall to any extent be adjudged invalid,
unenforceable, void or voidable for any reason whatsoever by a court of competent jurisdiction, each
and all of the remaining terms, provisions, promises, covenants and conditions of this Sublease and the

application thereof to other persons or circumstances shall not be affected thereby and shall be valid .

and enforceable to the fullest extent permitted by law.

If for any reason this Sublease shall be held by a court of competent jurisdiction void, voidable,
or unenforceable by the Authority or by the District. or if for any reason it is held by such a court that
the covenants and conditions of the District hereunder, including the covenant to pay rents hereunder,
is unenforceable for the full term hereunder, then and in such event for and in consideration of the
right of the District to possess, occupy and use the Leased Premises, which right in such eveat is
hereby granted. this Sublease shall thereupon become, and shall be deemed to be, a Sublease from
year to year under which the annual rent herein specified will be paid by the District.
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IN WITNESS WHEREOF, the parties hereto have cause this Sublease to be executed and attested
y their proper officers thereunto duly authorized, and their official seals to be bereto affixed, as of
the day and year first above written. ‘ ,

PLACENTIA CIVIC CENTER AUTHORITY

{SEAL)
By
: President
ATTEST:
Secretary
PLACENTIA LIBRARY DISTRICT
(SeAL)
By
President
ATTEST!
Secretary
I HerEBY APPROVE the form and legality of the foregoing Sublease this .... dayof ........., R
1973,

Attorney for the Placentia Library District
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees
FROM: Tlizabeth D. Minter, Library Director ©> =
SUBJECT:  Discussion of hiring an attorney to handle routine District matters.

DATE: October 20, 2003

BACKGROUND

At its meeting on September 22, 2003 the Library Board requested a discussion of hiring an
attorney to handle routine District matters.

RECOMMENDATION

Action to be determined by the Library Board of Trustees.
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES

TO: Library Board of Trustees

FROM: Elizabeth D, Minter, Library Director oo

SUBJECT:  Travel/training authorizations for Public Library Association Biennial
Conference, Seattle.

DATE: October 20, 2003

BACKGROUND

The Public Library Association (P1.A), a division of the American Library Association, offers a
biennial conference for public librarians. The next Conference will be held in Seattle from
February 24 through February 28, 2004. The analysis of the cost estimate is Attachment A.

The Library Director recommends that Librarian Mary Strazdas and Library Assistant Jillian
Rakos attend the Conference at a cost not to exceed $2,570, to be paid from the staff training
account at Santiago Library System.

RECOMMENDATION

Authorize Mary Strazdas and Jillian Rakos to attend the Public Library Association Conference
in Seattle at a cost not to exceed $2,570 to be paid from the staff training account at Santiago
Library System.



Placentia Library District
Travel Estimate

Name: Mary Strazdas
Event: Public Library Association Biennial Conference
Location: Seattle, WA
fund: SLS Training Account

Mon Tues Wed Thur Fri Sat SLS
Date 02/23/04  02/24/03  02/25/04  02/26/04  02/27/04 02/28/04
Registration 160.00 160.00
Hotel ' 120.00 120.00 120.00 120.00 120.00 600.00
Breakfast - 12.00 12.00 12.00 12.00 12.00 60.00
Lunch 17.50 17.50 17.50 35.00 35.00 17.50 140.00
Dinner 25.00 25.00 25.00 45.00 25.00 145.00
Air/Train 300.00 300.00
Local Trans, 20.00 20.00 20.00 20.00 20.00 20,00 120.00
Mileage @ § .36 -
Parking/Tolls -
Telephone -
Misc, _ 10.00 10,00 10.00 10,00 10.00 10.00 60.00
TOTAL 652,50 204.50 204,50 242,00 222.00 59.50 1,585.00
Name: Jillian Rakos
Event: Public Library Association Biennial Conference
Location: Seattle, WA
fond: SLS Training

Mon Tues Wed Thur Fri Sat SLS
Date 02/23/04  02/24/03  02/25/04  02/26/04  02/27/04 (2/28/04
Registration 160.00 160.00
Hotel - - - - - - -
Breakfast - 12.00 12.00 12.00 12.00 12,00 60.00
Lunch 17.50 17.50 17.50 35.00 35.00 17.50 140.00
Dinner 25.00 25.00 25.00 45,00 25.00 - 145,00
AirfTrain 360.00 300.00
Local Trans. 20.00 20.00 20.00 20.00 20,00 20.00 120.60
Mileage @ §$ .36 -
Parking/Tolls -
Telephone -
Misc. 10.00 10.00 10.00 10.00 10.00 10.00 60.00

TOTAL 532.50 84.50 84.50 122.00 102.00 59.50 985.00
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TO: Elizabeth Minter, Library Director
FROM: Jim Roberts, Public Services Managerwu

DATE; October 14, 2003

SUBJECT: Program Committee Report for the month of September

DEPARTMENT NUMBER OF PROGRAMS NUMBER OF ATTENDEES
ADULT SERVICES 2 21
TYD Total 3 93
CHILDREN’S SERVICES

Wed. PM Story Times 0 0
Thurs, AM Story Times 0 0
3-4 year-old music times 0 0
5-6 year-old music times 0 0
Lapsits 0 0
Class tours 0 0
Comm Center Storytimes 0 0
Head Start Storytimes 0 0
Springtime Party 0 0
In-N-out Program 0. 0
TOTAL FOR JULY

YTD TOTAL 45 1,011
LITERACY SERVICES Sep 2003-04 FY 2003-04 YTD

Total Tutors 174 195

Total Students 179 236

Total Hours 1,569 4,458

For more detailed literacy statistics, see Agenda Item 47, pages 2 of 3 and 3 of 3.
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To: Elizabeth Minter, Library Director
From: Jillian Rakos, Children’s Librarian
Date: October 20, 2003

Subject: September Activities in the Children’s Department

Programming- There were no programs in September. All children’s library programming will resume in
October.
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Page 1 of 3
TO: Elizabeth Minter, Library Director
FROM: Jim Roberts, Public Services Manager W\/
DATE: . October 14, 2003

SUBJECT: Placentia Library Literacy Services (PLLS) Activities Report for the month
of September.

Tutor Training Sets a Record. The Literacy Coordinator conducted one regular workshop and
two accelerated workshops in September and forty-six (46) tutors were trained, a record setting
tutor training month for PLLS. All new tutors are presently matched or are being matched. The
next tutor training is scheduled for October 5, 2003.

Families for Literacy (FFL) Program Status. FFL now serves 147 family students who are
either active or on the waiting list. In September, FFL sponsored The Unidentified Flying Styles:
a DJ battle crew from Whittier, CA. FFL students had the opportunity to explore the complex,
rich rhythms of electronic music through dance and song. Each family will be receiving their
own copy of the FFL, CD, which includes rap recordings of the students.

Placentia Rotary Reading Enrichment Program (PRREP). PRREP began again this year in
September, and so far more than seventy high school students from El Dorado and Valencia High
Schools have signed up. We plan to have all PRREP volunteers active as soon as possible.

Reach Out and Read Partnership Stops for the Summer. PLLS will continue its partnership
in October with St. Judes Medical Center and the Reach Out and Read Program, a pediatric-
based literacy program, We want to continue to especially recognize two of our volunteers,
Diane Martlaro and Petey Peterson, who are takmg July and August off, but plan to come back in

September.

English Language and Literacy Intensive (ELLI) Program Update. ELLI is active again but
so far only at Ruby Drive Elementary School. At Ruby Drive, we have six staff working with
extended Kindergarten classes and emerging English classes. We’re still waiting for information
from the State Library to determine funding for ELLI for FY 2003-04, and to what extent the

program will continue.

Literacy statistics. See Agenda Item 47, Page 2 of 3 and Page 3 of 3.
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Placenta Library Literacy Services
Report of Growth and Progress

Sep 02-03 Sep-03 YTD 2002 YTD 2003
Tutors
Adult 101 110 105 127
Teen 55 64 63 68
Hours Instruction 1,403 1,569 4,134 4,458
Other Volunteer Hours 48 96 144 240
Total Hours 1,451 1,665 4,283 4,698
Training Workshops
Workshops Held 3 3 7 7
Tutors Trained 22 45 49 64
Students
With Aduit Tutors 107 115 164 161
With Teen Tutors 61 64 73 75
In Groups 4 0 4 0
Total Active Students 176 179 231 236
Families for Literacy

Family Students 22 26 22 34
Family Tutors 10 22 10 26
Hours of Instruction 68 29 68 44

ELLI Program
K-6th Grade Students 90 95 a0 95
Tutors for K-6th Grade 4 5] 4 6
Hours of Instruction 65 210 65 210
Total Tutors 156 174 170 195
Total Students 178 179 231 236
Total instruction Hours 1,403 1,669 4,283 4,458
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Change In Total Students

Increase in Instruction Hours

4
Total Hours

Year







AWILIES FORLITERY,

WHERE? Placentia Library Meeting Room

411 E. Chapman Ave.,

(on the corner of Chapman & Kraemer)
WHEN? Monday, October 27, 2003
TIME? 5:00PM-8:00PM
Placentia Library staff and tutors welcome you to VISIT THE LIBRARY with your
friends and family members, Come, and learn about the wonderful, amazing world
the library has to offer you. Enjoy: storytime, games, scavenger hunting, dance
and song, free books, and free food!

e v v e she e v ok 9k 7 v e e e 7k vk i e o e ok v 2 sk e e e o vk v v v o i e e ok ol s e e e ok ek ek e ok ek

Tyese iS5 personally inviting you to her last FFL event at
Placentia Library. She would like to say Good-Bye to all of the
FFI families and thank them for their participation in the
program. The last hour will be reserved for an FFL potliuck

dinner and special dance performance by Tyese.
e s s S e e e i ok v o ok vk ok o Skl e Aok sk o e ek e e o ok o kv e e e e R R ek ke ke de ek

Please! It is veryimportant that you RSVP by 10/26/03 with the

following information:
1) number of people who will be attending the event

2) a side dish of your choice
3) Would you be interested in volunteering before, during, or after the

event?

To RSVP, please call Placentia Library Literacy Services at
(714) 524-8408, Ext. 215 or 213,
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To: Elizabeth Minter, Library Director
From: Jim Roberts, Public Services ManagerM_/
Date: October 14, 2003

SUBJECT: Placentia Library Web Site Development Report for the month of
September.

In September, the Placentia Library District had 38,318 “hits” on the Web Site, an average of
1,277 a day. The following are our year to date statistics:

Pages Visited July 03] August 03|  Sept 03]  Oct03f Nov03{ Dec03
Borrowers 185 122 132
Friends 82 63 56
District 81 76 108
Kids 191 144 154
Foundation 68 58 300
History Room 150 125 147
Literacy/CLC Logo 68 69 113
Passports 530 498 505
Total Views Most 1,355 1,085 1,515
Hits

Total Most Hits YTD 3,955
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FROM:

DATE:
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Elizabeth Minter, Library Director
Phyllis Humple, Volunteer Coordinator (}A’

October 20, 2003

SUBJECT:  Publicity materials produced for September 2003

Information on the Placentia Library cable channel #53, npdated Ociober 3, 2003:

S o

)

10.
11.
12.
13,
14,
15.
16,
17.
18.
19.
20.
21.
22,
23.

Welcome to Placentia Library, address, website & telephone number
Library Board of Trustees '

Library Hours

Library Departmenis

Friends of Placentia Library Bookstore offering great bargains
Special Back Room Book Sale Every 2™ Sunday, Hours and Dates
Bookstore Volunteers Needed

Literacy Services logo

Literacy Program asking for volunteers

Apply for your passport at Placentia Library

Passport Hours

Silent Auction

Placentia Historical Afghan Sale

Story Times and Music Times

Telephone Renewal Instructions

Local History Room

History Room Displays, Collections and Archival Resources
Poet Laureate Scheduled

Meet Placentia Authors

2004 Authors Luncheon

Charles Frazee Program on Travel to Turkey

Camp Library

Veterans Day and Thanksgiving Closures

General Newspaper articles published:

1.
2.

Property Owners Prop 13 Tax Suit
New Ladera Ranch School and Public Library

Library Newspaper articles published:

1.
2.

Bargain Prices Set for Used-Book Sale

~ Library Offers More Programs for Kids

Flyers and Notices:

1.
2.
3.

Foundation thank you cards, Library bookmarks, and ID cards are sent out
Friends membership thank you letters are sent out with membership cards
Second Sunday Book Sale Flyer
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N[-?I;I&?EENTIA LIBRARY, 401 E. Chapman Ave., Placentia,

Sun.: The Poet Laureate Postry Festivai features var-

aus readings and warksheps, 1p.m.

Property Owners May Gain

$10 Billion i in Prop: 13 Suit -

By JEAN D Pasco
Times Staff Writer -

" The state 'and ecounties
throughout California would -

_owe as much as $10 billion to
property owners if an appeals
court in December -upholds g
cantroversigl 2-year-old ruling
on the intent of Proposition 13,
according to court papers ﬁled
this week,

It is the first time state offi-

. cials have put a pnce tag on the -

. potential statewide cost of a De-

cember 2001 ruling by Orange
County Superior Court Judge
John'M. Watson. -

The judge found that some
Orange County propert;y assess-

"‘ments violated Propcsition 13,
. the landmark tax roliback mes-

sure passed by California voters

in 1978, He ruled that the asses-
sor, following a practice used by

his colleagues statewide, Hiegally
raised the’ assessed vaiue of a
[See Taz, Pagg B9l

ES TIMES

Qc THURSDAY $EPTEMBER 2h, 2003 BQ .

Tax Smt May Retum $10 Bﬂhon

[Taa:, Jrom Page ‘Bl ]

Seal Beach home more than the

29-a-year. lirnit mandated by
Proposition 13.

..County attorneys appéaled
the ruling-to the state 4th Dis-.

trict Court of- Appeal in Santa

Ana; A hearing is'set for Dec. 16,

but ahy decision would probably
face flirther court appeals. .
Assessor. Webster, Guillory
has'defended the prdctice, used
after properties droppedinvalue
and their assessmeénts were low-
ered,  When ’‘the values re-
tounded,. the new assessments

toutinely exceeded the 296 Jimit,
a method called recapturing. -

The county maintains that the
practice is legal because the in-
crease merely allowed the as-
sessed value to recover from
temporary declines.

T If Watson's ruling is ulti-

mately upheld, it would devas-
tate state and loeal government
finanecing, state officials argued
in & 28-page brief. -

The state Department of Fi-
nanece estimated that $5.3 billion
would éome from state ¢offers to
backfill refunds from school dis-
tricts, according to the brief filed
by Atty. ‘Gen. Bill Lockyer.
County and city governments
would be hit with a $4.7-billion

loss fromi refunds and ﬁom a
drop in their ‘tax base.

“For perspectwe, Cthis s
nearly equivalent to all funding
for youth and adult correctionat

functions performed by the -
. “funds back to-1978, if applicable.

state,” the brief said.

- Tax attorney Rob Pool, who *°

challenged the assessment on
his Seal Beach home, $aid he had
no -réason to doubit the esti-

mated Hit. But that doesn’t ex-. "

cuse government
 *It’s not often that you get the

thief who stole from you fo ac-.

count for exactly how mich he's
taken,” Poolsaid. - - = .
Previous ‘estimates ' from
Orange "County Auditor-Con-
troller David Sundstrom put the

impact at $4 billion if the rulingis -

extended. statewide. -Orange
County's general fund would

have to-repay $18.6 miilior In ex-.
.cess tax revenuo' to property

owners, he said.
Besides funding county and

city governments, property

taxes also fund school districts,

“which are guaranteed minimum -

funding through voter-approved
Proposition §8. That means the
state would have to cover re-

.- fimds owed by the schools. -

Last year, the Orange County

. Board of Supérvisors vofed 4to 1

agamst appeajmg Watson s ml- V

ing, Supervisors said it was up to

‘the. assessor to defend his as-
- sessment practices, and his of—

fice filed the appeal. .
Watson's ruling expanded re-

Assessment’ ofﬁmals have -said

most of the tecapturing was‘ -
done sfter'the real estate slamp .

of the mid-1960s.

Based on mformatmn ﬁom_

the largest countles_ researchers
with the state Board of Equaliza-
tion estimated that property as-
sessments statewlde. had been
reduced more than $240 billion
froin tite passage of Proposition

"13 In 1978 through 2001-02 dur- .

ing real "estate. market down-

turns. About $180 billlon in value
hat already ‘been Festored -

through recapturing, with soime

" $48 billion left to be restored.

The Information “was at-

- tached to cowrt papers ﬁled in

the case. .
-The Board oquua]jzatlon es-
timated that refunds, along with

the valuation tevenue lost tolo;
cal governments ard regained

by property owners, would total
$8.5 billion. The:state Depart-

" -ment of Finance added $1.5 bil-

lion in interest required to be
paiq with the refunds. '
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Bargam price tags
for used-book sale

b "Friends of Placentia Library
Ywill hold its monthly Backroom

" Book Sale from 1 to4 p.m. Sun-

day at the library, 411 E, Chap-

~ man Ave.

Opening its entire stock in
addition t lobby sales and ifs
book store, the Friends will sell
used, hard-cover volumes and
paperback ‘books on a variety
of subjects for dlscounted
prices.

Enter from the loading dock
area. :

Also, there's a silent auction
d;splay, which changes ever
four weeks, that's open durin,

service hours, Proceeds bene-
fit the library and its pro- -
grams. Moreover, the hbrary is
seeking more donations of
bocks, videotapes and audio
tapes.

Information: Pat Irot, (714)
996-8390.

pacific clippings
post office hox 11789
santa ana, ealif._ 92711

Placentia News -
- Weeky  GEP 25 2003

Library offers more
programs for kids

N The Placentia Library has
’%)mnounced its fall sessions of
children’s story times and mu-
sic programs. All programs are
free and do not require regis-
tration.
“Lapsits” is stories read for
infants and toddlers ages 2 i
younger, The program m
10:15 to 10:35 am. Thursdays
from Qct. 2 to Nov, 20.

Story Times for ages 3 to 6
meets from 6:30 to 7 pm.
Wednesdays, from next week
through Nov. 26 and 11 to 11:30
am. Thursdays on Oct. 2

2l mceeis Ay MY
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A ’b nY ‘To mix the public and the schocl library like this, it's genius.”
) Craig Landino, high school English teacher .

pacific clippings
pmb 117889
santa ana, calif. 92711
LosAngeles Times

OCEdition 3
Dally SEP 2 1200

' ’ ' . . Photographs b'y M;ARKBOSTER Log Angetes Times
D 0 NOT D ISTURB Madison Rujevcan curls up with a book in the student portzon of the
Orange County Pyblic L:brary at Ladera Rcmch Elementary and Middle School.

'_ 'Ihe Ladera Ranch.
buﬂdmg isa two- story,
joint-use facility
accessible to aschool

.and patrons from the
community. -

By CLAIRE LUNA
_T‘imes Sta_ifWriter.

Seventh gl'ader Chantal
‘Adagio 15 sure her new Ladera
Rench school in South County
has the best library evet, .

When the two-story, 14,000-
square-foot . facility is fully . . - L R - ;
stocked, . she'll have neatly . TWO STORIES: The upper section ofthe library, right, .

. 60,000 books, videosand maga-  serves the communify. The gate closes off the pupil level, left. ’
zines at her disposal — six S . : .
times more than a typical . —

school library. And not. just

books for little kids, efther.




) Rows of Stephen’ King,.
N Nicholas Sparks and -other
more advanced  literature

- await the 12-year-old. "She’

" could also check ouf copies of
the Wall Street Journal or “Dog

. Fancy” magazine, or perhaps -
* something from the fledgling

collection of Spanish terature.
) Indeed, this is not just a
schogl library, but also a- gen-
-eral-purpose county library —
the first-hybrid of it$ type in

Orange County, joining the

- ranks of about 40 such joint-
‘use facilities statewide,.

- Officials at Ladela Ranch .

B Elementary and Middle School
" say they are. comifortable with

- adults visiting thelr campus,’ .
even fhough publie pregence at. - T

schools normally . raisés con-
. cerns for children’s safety..
-During the school day, stu-

+"dents will have access only to -

the -first-floor sechiool library,

‘with adults -restricted: to the .

“second floor. Librarians will
fetch material for those with
partial access. Weekdays after
4:15 p.m, and Saturdays the en-
tire facility is open to all, <

Brecause of the presence of
adults near” elassrooms, the

{..school, which opened in Au-
gust, locks classroom - doors -

during the day, delays the pub-

lic-library's opening time uniil -

after school starts and bans1i-
brary patmns from walkmg
_throtigh campus.

“A publi¢ library’s ohjective

- is to be as open as possible, but
schools have a huge obligation

. tomakesure theirstudents are -

int a secure environment,” said

| eounty librarian John Adams.

Adult patrons doi’t mind

1 the ground rules and embrace . .
" the added esources the library -
provides - .their. commumty :

Withouf, the influx of school
funds, the county would not

~havebeen able to openalibrary,
In. Ladera Ranch, which will -

eventually be home to about
' 8,000 people.-

Ladera Ranch developers

. set aside $1.5 million for the $3-

million faclty, and a state

grant for joint school-public -

braries pald the balance,
“To mix the public and the

{ - schiool library like this, it’s ge-

nius,” said Craig Landino, a
high' school Engiish ' téacher

who walked to-the lbrary with -

his three children. “The stu-

dents get all the benefits of

having this huge Ubrary af their
" disposal, and the adulis get a
‘great library we ean walk to
with our families.”

" The logistics of joint use

have been the most. dlfﬁcult,

- partof opening the facility, said

branch- manager Karen Thox:- )

burn.

éhared space

The- Ladera Ranch E!ementary and Middle School ibrary also
holises the public library. Students use side entrances to reach
their school library, ‘administrators and nurse. Public library
patrons enter through the front dgor'and g‘o dlreotiy upstairs;

The library
Top flodr

'-'Pubhc !lbrary _,,P’Mﬂff\\

{é,af" -Open to_below,

ht by skyhghts

Ground floor *
Public barred during
‘school hours £

 Exit
; Stoirs

' Student.
enirance, .
-grades §-8

- Student
entrance -
grades K5

- enfrance .

Sources: PJHM Southwest Archﬂgcts, Capis#mno Unff ed Schoot D!stricl

Orange County Public L-{brary

--Ffrst-ﬂoor Internet occess

- had to use school filtering soft-
ware during the day before’
.switching to Orange County
Public Library software at 4:15 -
~‘p.m. Ladera Ranch students’ -

library card profiles are not
subjeet to fines, per Capistrano
Unified School District policy.

“We're creating something

-that hasn't existed before, so
the proeess is very, very labori- -

ous,” Thorburn sald, “The end

result, though, is this commu- -
" nity has‘an amazing resource,”

She waved away questions
about, security, saying librar-
fans are Just as safety-con-
scious as educators. .

"We are far from lackadaisi-

PAUI. Dtrowsxr Lot Angeles Times

" cal -about securtt o she sa.ld“

mentioning the backg‘round

checks and ﬁngerpnnting ey- -

ery library employee and vol-
unteer must undergo, “Tt's sp
intrinsic to our job that it al-
most becomes g non-issue.”
As children_toting armmls

of Books strolled throughthe - -

brary, parents in tow, the secu-
rity measures were subtle

enough to go unnoticed. More '

apparent were the - unfilled
shelves awaiting deliveries,

But alveady, the library is.

glying Chantal and her friends
bragging .rights. “It's’ bigger
and it's got a lot more books
than any other school hbrary "
she sald “It'sinstennl . -

Agenda # 49
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TO: Elizabeth Minter, Library Director
FROM: Katie Matas, Library Assistant gAY =
DATE: October 20, 2003

SUBJECT:  Safety Committee report for.-September

There was no safety committee meeting in September. The next meeting is scheduled for Tuesday,
October 21, 2003 at 11:30 A.M.






" Advocacy NOW

Advocates for libraries are needed now more
than ever. Over 700 Pennsylvania library sup-
porters gathered at the State Capitol to urge leg-

# islators to restore $37.5 million in proposed cuts
1 to Hibrary services.

Trustees of the Haverhill {MA) Public Library
took steps to sue the city if it fails {o restore the
5 library’s budget. The board filed a request for an
1 injunction in Superior Court after the mayor sub-
mitted his 2004 budget cutting the library 80 per-
cent,

' ADVOCATE FOR LIBRARIES EVEN WHEN BUDGETS
ARE TIGHT
What is a public library for? We all have percep-
tions about the multiple uses of the library.

See if the findings of a multi-state research proj-
ect match your view. A national study of libraries
of all sizes and in all parts of the country showed
computer usage was the highest activity with
22.5 percent of the building users sitting at a

number might be higher depending upon the

Advocacy NOW......... 1 number of computer stations in the building.
The USA PATRIOT Act....1 '

. Standing in the stacks looking at books and mag-
President’s Message ... ... 2 azines ranked as the second highest activity at
ALA President Kicks 20.5 percent of the users. During the random sur-
off Kansas Event ... 4 veys 15 percent were sitting reading or writing,
News and Views ........ 5 and 11 percent of those in the building were at the
Longtime ALTA Member circulation or reference desk receiving assistance
Awarded ALA Honorary when the surveys were conducted.

Membership ...........6

How Your ALTA Regional Colorac‘io State Library led the study, which
Vice-President Can began in 2001 and can be seen at www.lrs.org/
HelpYou .............. g documents/cor/CoRFin.pdf.

Jiscussion List for

Trustees and Advocate ... 7 The researchers also found that the majority of

individuals used their libraries to read for pleasure,
Nominations Sought for

2004 ALTA Awards .. ... .8 cont. on pg. 3

computer when random counts were taken, This

The USA PATRIOT Act

The US Department of Justice reported to
Congress that it has contacted 50 libraries as part
of investigations, as of May. All Library boards
should be familiar with the Act and have policies
for library staff to follow.

PATRIOT ACT WORKSHOP IN MICHIGAN

The Michigan Library Association had a very
successful PATRIOT Act Workshop in early
spring. The Trustee and Advocates were .one of
the co-sponsors along with several other divisions.

The USA PATRIOT Act Workshop was held at
Central Michigan University on March 3. The
speakers were treated to one of northern
Michigan’s coldest mornings, but it was a beauti-
ful day with plenty of sunshine. The workshop
was videotaped to share with members and the
extended Library community, This most timely
and important event offered a distinguished panel
of presenters Mary Minow, former Librarian and
now an attorney specializing in Library Law;
Emily Sheketoff, Director of the American
Library Association Washington Office; Willie T.
Hulon, FBI Special Agent-in-Charge and bthers.

The set of three videos with almost six hours of
presentations and questions and answers with the
presenters, along with a set of handouts are avail-
able for purchase or loan. For pufchase a set is
$150.00. For loan up to six weeks at a time the set
is $50.00 with the borrower paying for refumn,
Please contact the Michigan Library Association
office to order at 517-394-2774.

—Shirley A. Bruursema

LIBRARIES THE HEARTBEAT OF DEMOCRACY

This was the theme of the New Hampshire
Library Trustee Association on May 29, Past
NHLTA President Lillian Edelmann coordinated

cont. on pg. 3



Communication
Is the Key
President’s Message

Hello to Tmustees and Advocates around our
Great Nation:

As sure as annual ALA Conferences are held, one
of the major events that is also held every year is
the swearing in of Division Presidents. They have
been elected by their peers in their given
Divisions as First Vice-President with a year to
prepare for the Presidency, with the roles and
responsibilities of upholding not only our
Mission and Vision statements but also those of
the American Library Association. And that is
how T enter the Big Picture. I am very honored
and privileged fo be your President of ALTA. I
am aware that I am stepping into the shoes of
many great ALTA Presidents before me and can
only hope to accomplish a little of what they did.

We all come, each with different goals, ideas and
challenges. My major goal is COMMUNICA-
TION. There are so many ways to carry out that
goal, some being Communication between ALTA
members, Communication with ALA and other
Divisions, Communication with your local
Libraries back home. All of this is important to be
a successful organization. On your local level it
means Communication between Trustees and
Advocates with their Library Directors, their
community leaders and patrons.

Education of Trustees is also very important to
me and the important role they play now and in
the future as Libraries are not only growing in

patron usage in large numbers but are facing huge
financial crises, political issues, and access to all
information is being challenged. (
An area I would Iike to address in this issue is the
many awards ALTA offers each year. They are a
way not only to highlight our Division, it is also
a great honor for some very.deserving folks, We
have a couple of great committees to peruse the
applications, and they would love to have many
applications from which to choose. The last cou-
ple of years we have rather neglected to get our
applications in on time; so [ would like for you to

“look around, take the time to look at your com-

munity or neighboring ones, maybe something
you read in your local newspaper about folks who
have made a major contribution addressing illit-
eracy, outstanding Trustees who go the second
mile, major donors awards for Library improve-
ments or major construction; and, of course, we
award a Gale Grant award to first-time annual
conference attendee. As a regional Vice
President, it was my privilege to hand out two
major donor awards one in Michigan and one in
Ohio to families who had donated large sums o
money for new Library construction. So this year
let us make that a priority.

See the next article on the last page listing the
awards for which we are seeking nominations.
Remember the deadline is December I, 2003,

By the next issue I hope to have an-update and
some clarity on the recent Supreme Court ruling
regarding CIPA and the impact on our Libraries
nationwide,

—Shirley A. Bruursema, President
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learn more about a skill, hobby, or other personal -

interest, and to find information for school, work,
r a community group.

A 2003 survey in a major Ohio library system
found that 8 percent of visitors came to use com-
puters to access the Internet, 64 percent came to
check out materials, and 4 percent came to the
libravy for a place to study.

These findings generate two observations, first is
that libraries continue to be many things to many
different residents, During any one visit, a person
can seek business information, enjoyable read-
ing, and hobby information. This multi-value use
must be communicated to the funding leaders
who may see the library in terms of single uses or
visualize the eventual demise of the library due to
the Internet.

Secondly, traditional use of the library has not
been undermined by the addition of computers.

"IE “SA PATHIBT ﬂct continued from p. 1

Public library statistics document circulation
continuing to rise and is at an all time high in
many locations,

Officials must know that librarians and boards
have to balance purchases of books, newspapers,
and magazines against buying computers, print-
ers and software, stretching the budget to meet
inflationary costs of materials and ongoing
replacement of technology and equipment.

You need to use the findings of such studies and
surveys as you advocate for stable, and even
increased funding. Local funding authorities can
skilifully argue against taxation and increased
budgets, so you in return must develop similar
skills using your local information to success-
fully argue the case for the library.

—Jerry Krois, Deputy State Librarian, Wyoming
State Library

the session. She began contacting the FBI in
February for a speaker on the USA PATRIOT
Act. After numerous calls, the FBI told her that
only legal counsel could attend.

Exactly one week before the conference, she was
told that an “order had come down from head-
quarters (Washington, DC) that no agents were to
discuss publicly the USA PATRIOT Act with
library trustees!” Edelmann related, “Can you
imagine my reaction? I went to NHTV-PBS stu-
dio, explained what had happened, and blew
them away with this story. I next called [a] news-
paper reporter . . . telling my tale of woe.”

On Tuesday morning (two days before the con-
ference) Edelmann called the FBI headqguarters
and asked for Robert Mueller, Although she did
not get through to him, she was transferred many
“mes. Bdelmann then called the US Attorney’s

Office who agreed to send a representative to the
conference. An article was written in the
Manchester (NH) Union Leader with the headline
“Seems Unpatriotic for FBI Not to Speak to NH
Library Trustees on Patriot Act.”

NHTV-PBS videotaped the session. The NH
attorney general, an assistant US attorney gen-
eral, and legal counsel for NHLTA held a suc-
cessful panel discussion. Edelmann said, “Later, I
am called from a session.” An FBI agent does
appear, apologizing for the lack of communica-
tion and answers questions after lunch.

“Trusices are the jewels in the crown of democ-
racy at your library and your responsibility is to
make sure that Libraries Are the Heartbeat of
Democracy, [which] will always be your
mantra!{!"” BEdelmann reflected,
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Shirley A, Bruursema
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ALTA Mission
Statement

The Association for
Library Trustees and
Advocates promotes and
ensures outstanding
library service through
educational programs
that develop excellence
in truéteeship and actions
that advocate access to

information for all.

" ALTA Vision

Statement

The Association for
Library Trustees and
Advocates will educate

- and empower library

trustees to advocate for
and adopt policies that
promote the highest gual-
ity library and information
serﬁces and ensure access

to information to all.




Caption: From left: Jean Hatfiefd, ALA
President Mitch Freedman, Gwen
Alexander, Ellen Miller and Kansas
State Librarian Duane Johnson,

So much to choose from in Kansas!

ALA President Kicks
off Kansas Event

In a Kansas first, the sitting ALA president,
Maurice J. (Mitch) Freedman, launched the fourth
annual Trustees-Friends Day. Over 140 trustees,
Friends and librarians heard Freedman discuss
his presidential initiative, the “Campaign for
America’s Librarians.” Its goal is improving
salaries of all library employees, not just directors.

1 “Too often, libraries must choose between paying

salaries for their most important resource needs,
staff, or buying books,” he stated. His initiative
addresses not only salaries but benefits such as
maternity feave and health insurance.

! Salaries need to be improved if libraries are to

attract new staff. In 10 years, Freedman said, one
out of seven librarians will retire. ‘“Why enter this
profession when the pay is so inequitable?” he
asked. “We're worth it, and we won't accept it.”
He urged combating our internal inferjority com-
plex by finding out what comparable local jobs pay.

For further information, see Freedman’s “Better
Salaries and Pay Equity for Library Workers Task
Force” Web site www.mjfreedman.org. Freedman
received a standing ovation from the large, atten-
tive crowd.,

b MONEY AND MORE

Trustees-Friends Day is co-sponsored by the
Kansas Library Trustee Association and Friends
of Kansas Libraries {FoXL). The three other ses-
sions in 2003 were:

* “Getting $$ from City Hall.” Laughter and
applause greeted role-players trying to get a
budget increase from elected officials. Real-
life officials—Emporia mayor Julie Johnson
and Chanute City Manager Randy Riggs—
heard the pleas of a real-life trustee, Friend
and library director. Johnson and Riggs
played hard-nosed officials who kept the
library folks at bay. (In real life, they are very
supportive!)

After the role play, Riggs noted that “Library
boards are seen as part of the silent majority.”
Instead they need to be in City Hall often.

b

Johnson said, “As electeds, we need to have an

open, willing ear.” The session was sponsored by

the Institute for Continuing Education at Emporief’

State University's School of Library and

Information Management,

¢ “Friends and Trustees: Citizen advocates who
get results.” A trustee from Independence,
population 9,942, discussed the city’s suc-
cessful $9 million sales tax vote in 2000. She
urged public forums and listening for nega-
tive feedback, then addressing those con-
cerns. “Don’t talk just to the people in your
corner,” Sandy Rollison said. Other speakers
discussed advocacy ABCs and IRS lobbying
rules for 501 ( ¢ } 3 organizations. (Yes, your
Friends group with that IRS classification
CAN lobby.)
¢ “Mission POSSIBLE: Tough economic times

don’t have to mean gloom.” The joint FOKL-
KLTA session started with a review of the
2003 legislative session. Then a panel dis-
cussed two attempts to increase revenues.
Iola, population 650, saw its sales tax issue go
down to a narrow 47%-52% loss. The sales
tax campaign spent $2200; they will trg
again.

Belleville, population 2517, reported on its suc-
cess in raising salaries for all employees.
Belleville director’s salary had risen from
$6/hour in 1991 to $10.25 just four years later;
other staff salaries rose proportionately, too, and
have continued to increase. The crowd asked
many guestions.

At the end of the busy day KLTA members
enjoyed a wine/cheese informal social. It was a
great place to greet old friends and make new
ones. At the short business meeting, new officers
were elected. A by-law passed concerning
absences. (Any KLTA board member missing
three consecutive meetings has resigned.)

FOUR TRUSTEES HONORED

During the joint FoKL-KLTA luncheon, four
trustees were honored by their regional systems,
Stan Dorsch, Bird City, was Northwest Kansa(_

Library System trustee of the year; Cindy Wiens,

cont, on pg. 5



dUZAN'S LEGACY REMEMBERED

Norma Buzan, past ALTA president, died
in July, She was a member of Arizona
Library Friends Board, She had written
several books about bed and breakfast
inns, It was through her efforts that ALTA
has the Gale Conference Scholarships, a
real legacy to continue her positive influ-
ence on libraries and trustees. She hailed
from Michigan and was a staunch library
supporter for over three decades. She is
survived By her husband Dean Robertson.
There will be a special memorial service
for her at the Sun Lakes United Methodist
Church on November 15. Memorials may
be sent to Sun_Lakes

Community Foundation, ¢/o Janet Mills,
10333 E Silvertree Ct.,, Sun Lakes, AZ
85248, Qur sympathy is extended to her
family and friends as we remember her
vonderful leadership in ALTA.

~-Barbara Prentice

SAN JOSE'S JOINT-USE LIBRARY OPENS
After six-and-a-half years of planning, the
first 1U.S. library to be funded, managed,
and operated by both a city and a major
university opened August 1 in San Jose,
California. The new 475,000-square-foot
Dr. Martin Luther King Jr. Library serves
both the citizens of San Jose and the stu-
dents, staff, and faculty of San Jose State
University.

SISU officials said the new $177.5-million
facility, located on the university’s main
campus, is “not only a model of creative
partnerships and resource sharing, it is a
model for libraries of the future.” The
library also debuted a new Web site
(www.sjlibrary.org) that emphasizes the
artnership.

—American Libraries Online, August 4, 2003

WORK ETHIC
The worth ethic sometimes seems lacking
in new employees, Those in their teens,
20s and 30s have come of age in an era of
complexity where life is defined in a point-
and-click, leisure-oriented, convenience
sort of way. They have been taught to chal-
lenge the system, whatever system that
may be, and balance-of-life is preached to
them from every lifestyle magazine.

‘While many parents have done a superb
job of teaching and modeling what might
be defined as the traditional work ethic,
many others have abandoned this responsi-
bility to society in general. The sad out-
come of all this is that work ethic has not
so much been re-defined as it has been
expunged from the lexicon of the younger
set,

Clear expectations about how employees
should behave within your workplace
should be delineated. These are the four
keys:

+ Set clear expectations, Attendance,
punctuality, productivity and corporate
values, should be described clearly.

+ Explain your expectations, Employ-
ees without understanding have no
investrnent in the oufcome. Expecta-
tions will always appear arbitrary with-
out explanation.

¢ Model your expectations. Supervisors
and administrators should model the
expectations of work ethic and cus-
tomer service. -

» Eaforce your expectations, Many of
those entering the workforce have
learned that it is easier to work the sys-
tem than to work the job.

—Robert Wendover, GenTrends (June 2003):; 1.
www.gentrends.com

BOGK BONATIONS CLIVB
The New Jersey State Library, New Jersey

Library Association, and New Jersey
Library Network all partnered with the
Governor’s Office of Volunteerism to pro-
mofe a new book donation drive for chil-
dren in grades K-3, The goal of the drive
was to collect and distribute 100,000 new
books for children and libraries across the
state. The drive’ was launched to support
and promote the gox?ernor’s educational
literacy initiative — for all children to be
able to read at grade level by third grade.

—Tina Keresztury, Impressions {(March 2003): 3.

cont. from pg. 4

Goessel, was similarly honored by the
North Central Kansas Library System.
Each received a plaque; their library
received $150,

Kathy Hale, Savonburg, won the “First-
time attender” award from Southeast
Kangas Library System. Lanita Moore,
Anndale District Library, won it for the
South Central Kansas Library System.
Each received $150 to defray expenses
of attending the annual Tri-Conference,
of which Trustees-Friends Day is one
part. Congratulations to these winners
for their contributions “above and
beyond” any call of duty to their local
libraries.

—Ellen Miller, Kansés Library Trustee
Association




.= Longtime ALTA

+ | Member Awarded
. ALA Honorary
Memhbership

. At the Opening Session of the American Library
: Association’s Annual Conference in Toronto,
=% longtime member of the Association for Library
d Trustees and Advocates Lucille Thomas was
# awarded the prestigions ALA Honorary
58 Membership. Honorary membership, ALA's
_-" highest honor, is conferred in recognition of out-
= standing contributions of lasting importance to
7 libraries and librarianship.

2 Lucille Cole Thomas, former assistant director of
the New York City Board of Education, Office of
‘ Library, Media & Telecommunications, was
nominated “for her notable contributions to the
profession as a librarian, educator and library
frustee, her leadership role at the local, state,
national and international levels, and her unstint-
7 g% ;%"’5;% 'g 5 ;;:; s ing cont;ibllttti,c:ns to the education of children and
s e laal ; young adults.

Beginning her career as a librarian at the
¥ Brooklyn Public. Library, Thomas went on to
1 serve with the New York City Board Of
vy Education as librarian (1956--1968), Supervisor
"",_', of Library Services (1968-1977), and as
2% Assistant Director of the Office of Library, Media
' and Telecommunications (1977-1983). In 1993,
! the Mayor of New York City appointed her to the

......

| | Can Help You

= The ALTA Regional Vice-President office was

= created to establish and maintain working rela-
%R tionships with trustees at the state and regional
2 level, They serve as field representatives of ALTA
: to relay to its Board of Directors information on
4 library trends, trustee thinking, and trustee activ-
. ities. As your regional representative, they are in

Board of Trustees of the Brooklyn Public Library,
where she now serves as Vice-President.

A member of ALA since 1957, Thomas served on -
ALA Council for twenty-two years, on the ALA
Executive Board from 1985 to 1991, and has held
numerous other positions of leadership in ALA
and its divisions. She also is a past member of the
Board of Directors of the Black Caucus of ALA
(BCALA), and a recipient of their Trail Blazer
Award. In 2001, she was awarded the Literacy
Award by ALTA for her contribution to public
libraries.

Thomas is a past-president of the New York
Library Association (NYLA) and the New York
City School Librarians Association, An active
member of the International Federation of
Library Associations (IFLA), she also served as
president of the Intermational Association of
School Librartanship (1989-1995), and was one
of five educators from the United States to par-
ticipate in the 1982 French Ministry Cultural
Exchange Program.

Thomas is the recipient of many other honots and |
awards, including the Silver Award (1996} pre-
sented by the U.S. National Commission On
Libraries and Information Science for notewor-
thy and sustained contributions to Hbraries at the
national, state and local levels, and the Grolier
Foundation Award (1988) presented for unusual
contribution to the stimulation and guidance of
reading by children and young people.

—Gretchen Kalwinski

_ How Your ALTA Regional Vice-President

place to provide you with information on current
activities at the national level and to assist you in
becoming effective supporters of libraries. If you
have questions concerning AUTA or would like to
contact your Regional Vice-President, they can
be reached at the e-mail address found in the left !
sidebar.



Discussion List for
Trustees and
ldvocates

ALTA has created an online discussion list for
anyone interested in posting questions or learning
more about issues affecting America’s libraries.
If you are a library trustee or advocate and wish
to subscribe to the ALTA discussion list, just send
an e-mail message as directed below. Ideally, this
will become a reliable forum for trustees and
advocates to discuss statewide and nationwide
issues in a convenient format., We strongly
encourage you to utilize this valuable and casily-
accessible resource to discuss and find answers to
questions that only other library advocates and
trustees have encountered, The tone, format, and
success of this discussion list is up to you, ALTA
members! Thank you in advance for your partici-

pation.

To subscribe to this discussion list, send an e-
majl message to listproc@ala.org. Leave the sub-
,ect area blank and in the body of the message
type “Subscribe ALTA-L. [YOUR FIRST
NAME] [YOUR LAST NAME]”. (Do not actu-
ally use the brackets). You will then receive an e-
mail message with directions on how to use this
list. Once you have subscribed, the e-mail
address that you will send messages to is:
Alta-1.@ala,org. (NOTE: You will not be able to
send messages to this address until you have suc-
cessfully “subscribed” to the list),

ALTA also has discussien lists to better meet the
needs of our committee members, representa-
tives, and board of directors. If you have been
appointed to one of these positions and wish to
send a message to other members of your com-
mittee, simply use the e-mail address below.
(NOTE: You will not be able to successfully
send an e-mail to the below addresses unless you
are a committee member and the ALTA office
has a record of your valid e-mail address and
appointment to that committee).

BT

Please do not hesitate to call me for further assis- /RN
tance with the ALTA discussion lists at 312-280-
216l. w,;“ﬁ,mgf

—Gretchen Kalwinski, Program Assistant, ALTA

Board of Directors
altabd @ala.org

Executive Comimittee
altaexe@ala.org

Action Development
altaact @ala.org

Advocacy
altaadv@ala.org

Awards

altaaw @ala.org

Conference Program and Evaluation
altaconf@ala.org

Intellectual Freedom
altaintell @ala.org
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Jury on Trustees

altajury @ala.org

Legislation

altaleg @ala.org

Local Arrangements
altalocal@ala.org
Membership
altamemb@ala.org
Nominating

altanom@ala.org

President’s Program
altapres@ala.org

Publications

altapub@ala.org

Specialized Outreach Services
altasos@ala.org

Trustee Leadership Seminars
altatls@ala.org



Nominations Sought for 2064 ALTA Awards

The American Library Trustee Association {ALTA) invites your e The ALTA Literacy Award is given to a volunteer library

nomination and applications for its 2004 awards. The deadline trustee or other individual who has made a significant contri-{ )
for all nominations and applications is December 1, 2003, bution to addressing illiteracy in the U.S., particularly as it
Applications may be obtained online at www.ala.org/alta/ or by ‘_:r,élates to the role of the public library.

calling 800-545-2433, ext. 2161. :
¢ The ALTA Major Benefactors Honor Award is presented to

¢ The ALA Trustee Citation is presented to two public library individuals, families or corporate bodies who have made a
trustees each year in recognition of distinguished service to . major benefaction to a public library in the form of money,
library development. - real or personal property, negotiable paper or other tangible

. o contributions. The award, announced at the ALA Annual

* The ALTA/Gale Outstanding Trustee Conference Grant Conference and presented locally, consists of two specially

provides a $750 grant for a trustee, currently in service on a prepared citations for the recipient and the beneficiary library.

library board, to attend the ALA Annual Conference. This is
presented to trustees who have demonstrated qualitative
interests and efforts in supportive service of a local public
library and have never attended an ALA Annual Conference.
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'ABN AMRO, Incorporated - i / ? ? iz
c/o LaSalle National Leasing

135S. LaSalle St  Dept 3859

Chicago, IL 60674-3859

ATTN: Elizabeth D Minter, Libra

Placentia Library District, CA Invoice Number: 258040
411 E. Chapman Avenue Contract Number: 99283
Placentia, CA 92870 Invoice Date: 09/17/2003
Due Date: 11/15/2003
. T  Pagel
i " Payment  Sales Tax  Otlic Ctarge o
Climate control equipment 7.471.65 0.00 0.00 7.471.65 {
=3 . P{‘C:rc::e_ & j
Quarterly I for Energy M S (T3, e Mo
uarterly lease payment for Energy Management System 5T -

under ABN AMRO Incorporated Master Lease-Purchase Agreement 2 (?; f"? wwwwwwwwww
Equipment Schedule No. 01. T e o
Equipment Location: 411 East Chapman Ave., Placentia, ffé iz Z

M\(}

55 Frtanp ot G‘Yhuf goo 4l
Ol ?;;;;Mﬁ %Jm hd e

R

Placentia Library District, CA
411 E. Chapman Avenue

Placentia, CA 92870 oo
— e }
et !
s B el
. SR ek o> 20 )
Remit To: O 09/17/2003 15 Y'Y
o $7,471.65
ABN AMRO, Incorporated '
11/15/2003

c/o LaSalle Nationat Leasing E
135S. LaSalle St Dept 3859 Foo=
Chicago, IL 60674-3859

PLEASY RETURN THE BOTTOM PORTION WITH YOUR REMITTANCE







