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BALDWIN PUBLICLIBRARY

MISSION

The Baldwin Public Library in Birmingham, Michigan
enriches lives by providing opportunities and
resources for everyone to learn, connect, and discover.

VISION

The Baldwin Public Library will be an essential part of
the community and the first choice for access to
cultural, recreational, and learning opportunities.

CORE VALUES

WE ARE COMMITTED TO: « Welcoming
Environment

« Intellectual Freedom

« Integrity
« Equitable and Inclusive Access

« Collaboration
« Education and Lifelong _
Learning « Commitment to

Excellence

« Innovation
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Wheeler, Jennifer Term expires 2025 Personnel Committee,
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Birmingham, MI 48009
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Birmingham, MI 48009 Home:
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Baldwin Public Library Board Meeting
Monday, February 20, 2023 at 7:30 p.m.

Rotary Tribute & Donor Rooms

Agenda
The full Board packet is available online at www.baldwinlib.org on the Friday preceding the meeting.
This is an open meeting. All members of the public are invited to attend.

Call to order, pledge of allegiance, reading of the Library’s mission statement, and
establishment of a quorum.

l. General Public Comment Period
The Library Board values public meetings and welcomes your comments on
Library issues, but cannot debate items not on the agenda. The Board respectfully
asks that comments be made as concisely as possible, when a motion has been
made, or in the general public comment portion of the meeting. The maximum
time for individual speakers should not exceed three minutes.

ll. Consent Agenda
All items on the consent agenda are considered routine and will be enacted by one
motion and approved by a roll call vote. There will be no discussion of these items
unless a Board member or a citizen so requests, in which case the item will be
removed from the general order of business and considered as the last item under
new business.

A. Approval of January 18, 2023 Board Meeting Minutes p.7

B. Approval of January 2023 vendor payments in the amount of $154,969.22,
including payments in excess of $6,000. p.10

C. Approval of total expenses in the amount of $374,255.47. p.15

lll. Board Reports and Special Announcements
A. President’s report

B. Board comments

C. Introduction of new Student Representative Titus Smith, Il p. 106
D. Staff anniversaries (Karen Rock) p. 81
E. Upcoming events of interest (Jaclyn Miller) p. 104



IV. Board Committee Reports

VI.

XIl.

XMI.

A.

B
C
D

Finance — Danielle Rumple

. Building - Jim Suhay

Outreach — Melissa Mark

. Policy — Karen Rock

Suggested Board action: To make a motion to adopt proposed changes to
the Bylaws of the Library Board, as found on pages 21 to 23 of the February
2023 Board packet.

Suggested Board action: To make a motion to adopt proposed changes to
the Idea Lab User Agreement and Waiver, as found on pages 24 to 27 of the
February 2023 Board packet.

Suggested Board action: To make a motion to adopt proposed changes to
the Purchasing Guidelines, as found on pages 28 to 31 of the February 2023
Board packet.

Personnel - Karen Rock

Suggested Board action: To make a motion to adopt proposed changes to
the Employee Handbook, as found on pages 33 to 70 of the February 2023
Board packet.

Library Report - Rebekah Craft and Jaclyn Miller

Liaisons

A.

B.
C
D.

Report from Friends of the Baldwin Public Library (Ryndee Carney)
Beverly Hills (Tracy Kecskemeti, Beverly Hills Village Council)
Bloomfield Hills (Susan McCarthy, Bloomfield Hills City Commission)
Bingham Farms (Kathy Mechigian, Bingham Farms Village Council)

New & Miscellaneous Business

A.

Selection of DEI consulting firm for staff training

Suggested Board action: To make a motion to hire Global Community
Associates for diversity, equity, and inclusion consulting services, for a total
contract amount of $24,870, to be paid out of account 955.0100 Training.

Unfinished Business

A.

Library Café design (renderings will be shared on screen on February 20)

Items removed from the Consent Agenda

p. 14
p.17
p.19
p. 20

p. 21

p. 24

p. 28
p.32

p.33

p.71

p. 82

p. 84



X.

XIl.

Information Only
A. Upcoming events of interest

B. Student Representative Application — Titus Smith Il

C. Baldwin Public Library Spring 2023 Learn.Connect.Discover Issue

D. Birmingham City Lifestyle article “Local Book Love”

E. Downtown Publications article “City reviews departments long range
planning”

F. The Oakland Press article “Lecture will explore struggles of local

abolitionists”

G. Birmingham Bloomfield Chamber of Commerce Thrive publication
“Baldwin Public Library”

H. Birmingham Bloomfield Eagle article “Chief Clemence retires from the
Birmingham Police Department”

I.  Downtown Publications article “Process to select new city manager
underway”

J. Downtown Publications article “City manager finalists meet with public
next week”
American Libraries article “2023 Youth Media Award Winners”

L. Info Today article “Leveraging TikTok Videos for Outreach, Engagement,
and Advocacy”

M. New York Times article “A Love Letter to Libraries”

Adjournment

The next regular meeting of the Library Board will be on Monday, March 20, 2023
at 7:30 p.m.

Motion: To adjourn the February 20, 2023 Board Meeting.

Persons with disabilities that may require assistance for effective participation in this public meeting
should contact the Library at the number (248) 647-1700 or (248) 644-5115 (for the hearing impaired) at
least one day before the meeting to request help in mobility, visual, hearing, or other assistance.

Las personas con incapacidad que requieren algun tipo de ayuda para la participacion en esta session
publica deben ponerse en contacto con la oficina del escribano de la biblioteca en el nimero (248) 647-
1700 o al (248) 644-5115 (para las personas con incapacidad auditiva) por lo menos un dia antes de la
reunion para solicitar ayuda a la movilidad, visual, auditiva, o de otras asistencias. (Title VI of the Civil
Rights Act of 1964).
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BALDWIN PUBLIC LIBRARY MINUTES,
REGULAR MEETING
January 18, 2023
Call to Order and Roll Call:

The meeting was called to order by President Jennifer Wheeler at 7:31 p.m.

Library Board present: Melissa Mark, Frank Pisano, Karen Rock, Danielle Rumple, Jim Suhay, and Jennifer
Wheeler.

Absent and excused: None

Library Staff present: Rebekah Craft, Director; Jaclyn Miller, Associate Director

Friends of the Library liaison present: David Underdown

Contract community representatives present: Kathy Mechigian, Bingham Farms.

Members of the public present: One, plus Olivia Clark, Student Representative to the Board
All present recited the Pledge of Allegiance following establishment of quorum.

Rumple read aloud the Library’s Mission Statement.

1. General Public Comment Period: None.

2. Consent Agenda:

Motion to approve the consent agenda.

1st Suhay

2nd Rumple

A roll call vote was taken.

Yeas: Mark, Pisano, Rock, Rumple, Suhay, Wheeler.
Nays: None.

The motion was approved unanimously.

3. Board Reports and Special Announcements:

President’s report: Wheeler shared her thanks to staff who are working on the Battle of the Book, indicating
she had heard lots of positive feedback about going back to in-person participation; and about the book talks.
Wheeler also thanked Olivia for her work on the library’s TikTok account.

Board comments: Rumple shouted out the staff present on December 23, which was a cold and snowy day, for
throwing a successful Paw Patrol Party. Rock shared her appreciation for community service, like the Lighthouse
Drive and the COVID test kit distribution; and for the TikToks.

Staff Anniversaries: Rock recognized the following staff anniversaries: Jaclyn Miller (2 years of service) and
Caroline Salucci (18 years of service).

Upcoming events of interest: Miller reported upcoming events at the Library, full details of which are on pages
44-45 of the January Board packet.



4, Board Committee Reports
Finance Committee:

Rumple reported that the Finance Committee met on January 11. Present were Pisano, Rumple, Craft, and Miller.
Full minutes from this meeting are on page 18 of the January Board packet. The next meeting of the Finance
Committee will take place on Monday, February 13 2023, at 4:00 p.m. in the Delos Board Room.

Outreach Committee:

Mark reported that the Outreach Committee met on January 11 at 9:00 a.m. in the Delos Board Room. Full
minutes from this meeting are on page 21 of the January Board packet. Mark also took this opportunity to
welcome new Bingham Farms liaison Kathy Mechigian, who will be joining Craft and Miller for a tour of the
Library later in January. Mechigian thanked Mark for the welcome and shared about her background and service
goals with the board.

Personnel Committee:

Wheeler reported that the Personnel Committee presented the Director’s annual review to the Library Board at
their Special Meeting on January 9, 2023.

5. Library Report:

Craft and Miller presented highlights from the Library Report. Full details are on pages 23-37 of the January
Board packet.

In addition to the regular updates on programs and the building, quarterly key metrics and action items from the
Strategic Plan were shared (pages 25-28 of the January Board packet).

BPL welcomed new staff this month, including Lindsey Block and Jennifer Rohrer Walbert to the Youth
Department, and Harrison Porter to the IT Department. Phoenix Nash has been promoted to Reference Assistant
in the Adult Department.

We received three applications from interested parties for the Student Representative position, as Olivia Clark’s
term is expiring on February 19, 2023. We anticipate the placement of the new representative at the February
Board meeting.

Craft also indicated that the City Long Range Plan Meeting will be held on Saturday, January 21, 2023. The BPL
report can be found on pages 70-99 of the January Board packet. Craft will also be meeting Tom Markus and
Mark Gerber on February 9 to review the annual budget.

6. Liaisons

Friends: David Underdown reported that the Friends were happy to have received an early draft of the next
Library Wish List, to be discussed at the upcoming Friends meeting. He also shared that that lobby tables
generated $1348 last month.

Beverly Hills: There was no report.



Bloomfield Hills: There was no report.
Bingham Farms: There was no report.

7. New & Miscellaneous Business: None.

8. Unfinished Business: Discussion continued on the new library logo. Director Craft reported that the
City Wayfinding and Signage Committee preferred the alternate logo that was presented to them on
December 21, despite the Library Board voting to use the logo they originally approved in September
2022. Discussion indicates that the Library staff and board continue to prefer the originally approved
logo, due to accessibility and the visibility of the entire name of the library. It was suggested that
Library Representatives would attend the next meeting to present a compromise proposal, where the
City would use the alternate choice featuring the same serif font used in the City Logo, and the Library
would use the sans serif version of the logo approved in September.

Motion for BPL representatives attend the City Wayfinding meeting on February 13 to explain
our suggestion of using two text versions with the new logo.

1st Wheeler

2nd Mark

Yeas: Mark, Pisano, Rock, Rumple, Suhay, Wheeler.
Nays: None.

The motion was approved unanimously.

9. Items Removed from Consent Agenda: None.

10. Information Only: See pages 44-99 of the January 2023 Board packet.

11. Adjournment:

Motion to adjourn the meeting.

1st Rumple

2nd Mark

Yeas: Mark, Pisano, Rock, Rumple, Suhay, Wheeler.
Nays: None.

The motion was approved unanimously.

The motion was approved unanimously. The meeting was adjourned at 8:35 p.m. The next regular meeting is
scheduled for Monday, February 20, 2023, at 7:30 p.m. in the Rotary Tribute and Donor Room.

Danielle Rumple, Secretary Date



Register of Claims Page: 1/2

Baldwin Public Library
300 W. Merrill Street
Birmingham, MI 48009

Check Number Vendor # Vendor Amount
009126 AMAZON CAPITAL SERVICES INC 1,257.28
000843 BAKER & TAYLOR BOOKS 1,320.39
009213 BAYSCAN TECHNOLOGIES 513.75
000443 CCH INCORPORATED 227.89
000902 CENGAGE LEARNING INC 650.90
008486 CONNECTEDSIGN, LLC 598.00
000627 CONSUMERS ENERGY 2,010.00
000575 DEMCO, INC 153.78
MISC DOW JONES & COMPANY INC. 1,285.00
005651 FINDAWAY WORLD, LLC 353.95
001090 INGRAM LIBRARY SERVICES 12,212.25
MISC JENNIFER HANAWALT 25.64
008827 KANOPY, INC 431.80
008360 LINKEDIN CORPORATION 7,000.00
003527 LOWER HURON SUPPLY CO INC 604.17
007927 MICHELLE HOLLO 560.00
002013 MIDWEST TAPE 9,224.36
006785 OVERDRIVE, INC. 14,395.60
007588 PERMACARD 456.12
000158 VERIZON WIRELESS 103.15
000839 WORLD BOOK INC 1,199.00
290006 009202 AQUARIUM DESIGN INC 240.00
290054 009351 MERRITT CIESLAK DESIGN PLC 17,820.00
290101 000843 BAKER & TAYLOR BOOKS 50.35
290137 003613 EBSCO INFORMATION SERVICES, INC 22,297.84
290142 009030 SYNTHA GREEN 279.88
290143 000249 GUARDIAN ALARM 263.58
290149 001090 INGRAM LIBRARY SERVICES 5,619.80
290189 007115 TERMINIX PROCESSING CENTER 944 .44
290197 006638 ACTION MAT & TOWEL RENTAL, INC 70.72
290227 000575 DEMCO, INC 127.96
290231 004493 ELITE IMAGING SYSTEMS, INC 924.14
290239 006666 GRID 4 COMMUNICATIONS INC. 223.96
290245 001090 INGRAM LIBRARY SERVICES 1,439.05
290258 006349 MIDWEST COLLABORATIVE 80.00
290266 009478 ODP BUSINESS SOLUTIONS, LLC 153.16
290287 007907 SP+ CORPORATION 3,152.00
290307 009026 WELLS FARGO VENDOR FIN SERV 677.87
290317 009440 ALLIANCE ENTERTAINMENT, LLC 636.16
290326 000843 BAKER & TAYLOR BOOKS 531.70
290329 009535 BIRMINGHAM PAPERS 624.00
290332 003904 CAPITAL ONE BANK 1,970.70
290335 000443 CCH INCORPORATED 203.23
290336 000902 CENGAGE LEARNING INC 18.39
290337 000605 CINTAS CORPORATION 227.60
290345 009024 THE D.M. BURR GROUP 4,819.00
290369 000179 DTE ENERGY 5,429.17

290371 008164 GARY EISELE 10 101.59



Register of Claims Page: 2/2

Baldwin Public Library
300 W. Merrill Street
Birmingham, MI 48009

Check Number Vendor # Vendor Amount
290374 005651 FINDAWAY WORLD, LLC 2,405.55
290377 MISC GRAPHIC SCIENCES, INC 398.00
290383 007211 HOME DEPOT CREDIT SERVICES 151.55
290385 MISC HOUR MEDIA 9.95
290389 001090 INGRAM LIBRARY SERVICES 56.72
290400 000797 THE LIBRARY NETWORK 1,940.21
290408 002649 MERGENT INC. 368.00
290413 006349 MIDWEST COLLABORATIVE 19,650.32
290416 009261 NICOLSON ASSOCIATES INC 115.99
290420 000678 OCLC, INC. 319.87
290426 006432 ELISABETH PHOU 38.75
7066 009126 AMAZON CAPITAL SERVICES INC (7.11)
7094 008336 NBS COMMERCIAL INTERIORS 294.00
7095 001194 NELSON BROTHERS SEWER 739.00
7108 009126 AMAZON CAPITAL SERVICES INC (158.74)
7115 000517 BEIER HOWLETT P.C. 82.50
7129 003527 LOWER HURON SUPPLY CO INC 895.46
7131 002013 MIDWEST TAPE 1,822.14
7133 008336 NBS COMMERCIAL INTERIORS 792.00
7142 009126 AMAZON CAPITAL SERVICES INC 106.43
7155 005550 LEE & ASSOCIATES CO., INC. 996.80
7157 002013 MIDWEST TAPE 442 .51
Total: 154,969.22

I hereby certify that each of the above invoices are true and correct.

, 20

Executive Library Director

Allowance of Vouchers

The Library Board of Directors of the Baldwin Public Library has examined the claims listed on the foregoing Register of claims
and except for claims not allowed as shown on the Register such claims are hereby approved and dated in accordance with
MCL 397.210a and the Birmingham City Charter.

Secretary of the Baldwin Public Library Board
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BOARD COMMITTEE REPORTS

Finance Committee
Building Committee

Outreach Committee

Policy Committee

Personnel Committee
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February 2023 Finance Committee Report

The Baldwin Public Library Board’s Finance Committee met on Monday, February 13, 2023 at
4:00 p.m. in the Delos Board Room. Present were Frank Pisano, Danielle Rumple, Rebekah
Craft, and Jaclyn Miller.

e Craft gave an update on the FY2022-23 budget. After seven months, the budget is
tracking well.
o Large payments were issued to
= Ingram, Midwest Tape and Overdrive for library materials;
= to Merritt Cieslak Design for architectural work;
= to EBSCO for periodicals renewal for the year;
= to LinkedIn Learning, and Midwest Collaborative for Morningstar and
Valueline renewal
o Aninvoice has been sent to Bloomfield Hills for contract payment
o We anticipate needing a budget amendment for Contracted Services, Utilities,
and Capital Outlays
e Miller discussed expenditures with funds from the Friends of the Baldwin Public
Library. The Friends collected $1,525.16 in January at the in-lobby book sale.
e Craft discussed the 2023-2024 Proposed Budget
o Includes an adjustment for pages for the anticipated minimum wage increase
o The Fund Balance will need to be boosted by money from the Trust in order to
keep our minimum required amount of $125,000, due to Phase 3 costs
Pisano did not attend any meetings
The next meeting will be held on Monday, March 13 at 4:00 p.m.
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FINANCIAL REPORT: January 2023

This report references the Revenue and Expense Report 2022-23, found on the following page. At

58.3% of the way through fiscal year 2022-2023, the Library has spent 55.4% of its budget and received

87.1% of its revenue. By this point of the year, the Library was budgeted to have spent 58.3% of its

budget and to have received 90.5% of its revenue.
Two pay periods were recorded in January.
Vendor payments in excess of $6,000:

Ebsco Information Services (Newspapers and Periodicals)
Midwest Collaborative (Morningstar and Value Line)
Ingram Library Services (Print Materials)
Merritt Cieslak Design PLC (Design Services Phase Three)
Overdrive (Electronic Materials)
Midwest Tape (Audio Visual Materials)
LinkedIn (Online Learning Library thru 01-18-24)
Total vendor payments in excess of $6,000
Balance of vendor payments less than $6,000
Total vendor payments

City of Birmingham allocations:
Payroll Period Ending 01/07/23
Payroll Period Ending 01/21/23
Employee Health Care Payroll Deduction 01/21/23
Fixed Past Retirement Health Care Cost (acct 711.0004)
Retirement Cost (acct 711.0010)

Total Payroll

BS&A Software Charge (acct 811.0000)
Administrative Services (acct. 813.0000 estimate)
MML Insurance Premium (acct. 960.0400)

Total City of Birmingham allocations

Reconciling adjustments:
Medical Costs for New Hires Thru December
Book Fine Refunds

Total Recon Adjustments

Total expenses for the month

15

22,297.84
19,730.32
19,327.82
17,820.00
14,395.60
11,489.01

7,000.00

112,060.59
42,908.63
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154,969.22

105,394.75
92,302.44
(642.16)
3,469.00
7,744.58

wn|wm n-un unun

208,268.61

351.67
8,740.83
490.00

wn|unmn n un

v n

217,851.11

1,460.78
(25.64)

1,435.14

374,255.47
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February 2023 Building Committee Report

The Baldwin Public Library Board’s Building Committee met on Monday, February 6 at 3:00
p.m. in the Delos Board Room. Present were Jim Suhay, Melissa Mark, Rebekah Craft, Jaclyn
Miller, Steve Schneemann (MCD), Dianne Schurg (MCD), Mary Kay Lancaster (MCD), Scott
Wheeler (PCI Dailey), Bruce Johnson (City of Birmingham), Jeff Zielke (City of Birmingham),
and two members of the public.

¢ Introductions were made to Mary Kay Lancaster, who will be working on the project at
MCD going forward.

e The Committee reviewed the 99% completed Construction Documents, which will be
delivered to PCID from MCD by the end of the week. MCD will also send PCID the 1980s
Birkerts drawings they have.

Highlights:
o Landscaping Plan

Craft and Wheeler will find out the price of the replacement tree on the corner
of Bates and Merrill, requested by the Planning Board

Native plantings are used in the landscape plan

All existing plants will be saved, if possible

Library prefers layering flowers around the Ram sculpture for full season color
MCD will look at using drip irrigation rather than heads

o Interior details

The outdoor concrete and indoor concrete will be the same colors — Charcoal
Gray and nearly White - but with differing finishes — sand (exterior) and polished
(interior). We will request to see up to 5 mockups of each color to ensure the
color is correct.

Heat will come up from floor diffusers near the windows and the slab will be
heated around the perimeter to help keep the addition comfortable

Glass specs for the south facing windows are the exact same as the youth
addition, except for the Nanawall, which uses a different glass manufacturer
The entrance stairs are the dark concrete color, with stainless strips to help with
visibility

The new study rooms will match the aesthetic of the existing rooms

o Exterior details

Benches on the south side will match the east side of the Youth Room addition
Benches on the planter will match the color of the concrete under the planter
The retaining wall near the front door will be designed to taper, as it is now.
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e It was clarified that BPL will handle the following:

o Café furniture

o Working with Design Industries on the sorter design, move, and installation (MCD
needs submittals and drawings from Filip to ensure the conveyor system will fit in
the allotted space and the angles work.)
Moving and/or storing the Ram Sculpture
Interior signage.
The library will also pay for special inspections.

e The existing door to the expanded Rotary Room closet will be used and we will
soundproof later if necessary. At this time, there is no concern about too much noise in
the meeting room from the elevator equipment and boiler being added.

e It was requested that the connections for a second coffee machine be added to the
counter area, in case of future need.

e MCD presented an updated rendering of the café space, which showed a rounded version
of the wall surrounding the vending units. They believe this will offer the maximum
amount of space to anyone moving through the vending area. The board will vote on this
design change at the February Board meeting.

e The snow melt system was added as a delete alternative along with the skylight, recessed
ceiling lighting outside the study rooms, and four small study rooms.

e Wheeler (PCID) presented a preliminary timeline for the project, which called for delivery
of the Guaranteed Maximum Price (GMP) to the Library on April 5, 2023 and completion of
construction by March 5, 2024. Discussion was held on the process of and who would be
in attendance for subcontractor interviews; further discussion will take place between
PCID and MCD. This could cause a delay in the timeline.

Resident David Bloom offered the suggestions that we: make the planters adjustable or
movable; consider a product called glice to create a skating rink in the plaza during the
winter; that we consider a place for plexiglass at the Information Desk if the need arises. He
also asked about whether people can see the conveyor at the book drop from outside (yes,
the initial rise of the belt; and from inside); shared concern about the flow of people from the
entrance to the grand hall (there is a pillar which cannot be moved); and offered that the
updated round housing in the café could be a screen, something for art, or tile.

The next meeting of the Building Committee will take place at a later date.
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February 2023 Outreach Committee Minutes

The Outreach Committee met on Tuesday, February 7 at 1:00 p.m. in the Delos Board Room.
Present were Missy Mark, Danielle Rumple, Rebekah Craft and Jaclyn Miller.

e Review latest news on Community Partners

(@)

O

Johnson Nature Center is connecting us with Bowers School Farm to talk about
Open Barn Night

No luck reaching a rep at Roeper School

No luck reaching a rep at Sanctuary Church

Townsend Hotel is handing out an Outreach Insert we created for non-
cardholding visitors to the area, highlighting resources that can be used at BPL
by anyone.

Visiting Nurse Association — connected with the Bingham Farms office; Rumple
provided information about Home Delivery and Oakland Talking Book Service
Girl Scouts of Southeast Michigan — Rumple sent them digital versions of the
Outreach folder and the Education insert.

Jaclyn emailed Carol at Great Start to Quality to follow on on a potential
meeting with the Preschool Directors

Working on a linked digital version of the Education insert to send to schools.

e We received a thank you note from the Birmingham Education Foundation for our
donation of $100 worth of Idea Lab materials to the Unabashed Bash.

e AS Tech Trainer Bart Gioia has scheduled 4 months of visits to the Sheridan

e Discussed new outreach ideas, potentially including something related to Robotics,
National Library Week, Media Conversion, any underutilized tool in the Idea Lab

e Jaclyn will work on following up with current connections before the next meeting

e The next Outreach meeting date is TBD
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January 2023 Policy Committee Minutes

The Baldwin Public Library Board’s Policy Committee met on January 25, 2023 at 9:30 a.m. in
the Director’s Alcove.

Prior to the meeting staff had reviewed the following policies and had no changes to suggest:
e Meeting Room Policy
e Social Media Policy
¢ Americans with Disabilities Act Compliance Policy
e (City of Birmingham: Code of Ethics
e Volunteer Policy

The Committee reviewed proposed edits to the following policies:
e Bylaws of the Board of Directors
e Idealab User Agreement
e Purchasing Guidelines

The Committee recommends adopting changes to the above three policies and voting on
each policy at the February Board meeting.

The next meeting of the Policy Committee will take place in May 2023. The Committee will
review the following policies at that time: Library Card Policy, Fines and Fees Policy, Electronic
Device, Network, and Internet Use Policy, Collection Development Policy, Fund Balance
Policy, Credit Card Policy, Finance Policy, Trust Investment Policy, and Staff Development
Policy.
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BALDWIN

PUBLIC Bylaws of the Board of Directors
L I B R A R Y 300 W. Merrill St. Birmingham, MI 48009 | 248-647-1700 | www.baldwinlib.org

These Bylaws should be read in concert with federal, state and local laws. To the extent that
federal, state or a local law supersedes the Bylaws, then the applicable law (not the Bylaws) shall

apply.

ARTICLE | - BOARD OF DIRECTORS
In accordance with the provisions of Section 11 of Public Act 164 of 1877 ("PA 164") as amended,
the Baldwin Public Library Board of Directors shall consist of six members who are elected at the

ARTICLEII

Section 1 - The Officers of the Board of Directors shall be a President, a Vice President and a
Secretary. The Library Director or their his-er-her designee shall act as Recording Secretary and
keep a true and accurate account of all of the proceedings of the Board Meetings. The Treasurer of
the City of Birmingham shall be Treasurer of the Library Board ex officio, as designated in Chapter
XVI, Section 3 of the Birmingham City Charter as amended.

Section 2 — The President, Vice President and Secretary shall be elected annually at the annual
meeting, as defined in Article lll, Section 2. Each officer shall hold office until a successor shall
have been duly elected or until death or resignation. Vacancies in any office shall be filled for the
unexpired portion of the term at the next regular meeting of the Board of Directors after such
vacancy occurs. The Library Board may fill any vacancy occurring on the Library Board, by the
appointment of a person to hold such office until the next regular city election, in accordance
with Chapter XVI of the Birmingham City Charter. No person shall be eligible to be appointed to
fill a vacancy on the Library Board if that person is a spouse or a parent, grandparent, child,
grandchild, brother or sister or the spouse of any library employee or board member efficiat.

Section 3 — The President of the Board shall preside at all meetings, appoint all committees,
authorize calls for any special meetings, and generally performs the duties of a presiding officer.
The President shall have the authority to sign on behalf of the Board of Directors all instruments,
contracts, or documents necessary or proper to be executed as approved by a majority of the
Board of Directors.

Section 4 - In the absence of the President or in the event of the death or inability of the President
to act, the Vice President shall perform the duties of president.

Section 5 - The Secretary of the Board shall certify along with the Library Director all bills
approved by the Board of Directors. In the absence of the Secretary, any member of the Board of
Directors present at the meeting may certify bills approved by the Board of Directors. The
secretary shall perform such other duties as are assigned by the President of the Board of
Directors.

21



ARTICLE Il - MEETINGS

Section 1 - The regular monthly meetings of the Library Board shall be held at the Library on the
third Monday of the month at 7:30 p.m. or at a time stated from the proceedings of the previous
meeting unless otherwise ordered by the Board of Directors.

Section 2 - The regularly scheduled November meeting of the Library Board shall be known as the
annual meeting and shall be for the purpose of electing officers, receiving reports of officers and
committees and for any other business that may arise.

Section 3 - Special meetings may be called by the President or upon written request of three
members of the Board, for the transaction of business stated in the call for the meeting. Notice
will be provided according to the Michigan’s Open Meetings Act, as amended, MCL 15.261, et seq.

Section 4 — As required by applicable law, including, but not limited to, the Michigan’s Open
Meetings Act, as amended, MCL 15.261, et seq., public notice of all meetings of the Board of
Directors shall be posted in advance of such meetings.

Section 5 — A quorum for the transaction of business shall consist of four (4) members of the
Board. The affirmative vote of four (4) members of the Board of Directors is required for the

approval of any action or decision of the Board regardless of whether four, five, or six Board

Members are present.

Section 6 - In the case of an emergency when only three Board Members can attend a meeting, a
fourth Board Member may participate via telephone conference or any other technological
measure without being physically present in order to establish a quorum for the transaction of
business in accordance with the Michigan’s Open Meetings Act, as amended, MCL 15.261, et seq.
Proper equipment would be required to assure full participation by both telephone attendee and
the Board, as well as any members of the public attending the meeting

ARTICLE IV - COMMITTEES

Section 1 - The President of the Board shall annually appoint members to standing committees
such as Finance, Personnel, Building, and Policy. These committees shall make periodic reports to
the Board.

Section 2 - Special Committees for the study and investigation of special problems may be
appointed by the President and shall make periodic reports to the Board as requested.

Section 3 - Committees shall be empowered only to study, investigate and report, and be purely
advisory.

ARTICLE V - LIBRARY DIRECTOR

Section 1 - The Library Director shall be considered the executive officer of the Library and shall
have sole charge of the administration of the Library under the direction and review of the Board
of Directors.

Bylaws adopted by the Baldwin Public Library Board in 1940. Revised May 1961, November 1981, October 1985,
December 1985, February 1989, October 2014, October 2021, February 2023
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ARTICLE VI - PARLIAMENTARY AUTHORITY
The rules contained in the current edition of Robert’s Rules of Order govern the Board in all cases
which are not inconsistent with these bylaws or any special rules of order the Board may adopt.

ARTICLE VII

These bylaws may be amended at any regular meeting of the Board by the affirmative vote of four
(4) members of the Board of Directors, provided that the amendment was stated in the eal-ferthe
meeting notice.

Bylaws adopted by the Baldwin Public Library Board in 1940. Revised May 1961, November 1981, October 1985,
December 1985, February 1989, October 2014, October 2021, February 2023
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BALDWIN

PUBLIC Idea Lab User Agreement
L I B R A R Y 300 W. Merrill St. Birmingham, MI 48009 | 248-647-1700 | www.baldwinlib.org

PURPOSE
The Idea Lab furthers the Baldwin Public Library’s (BPL's) mission to help patrons learn, connect, and
discover by:
o Facilitating patron exploration through hands-on experience with new technologies.
e Encouraging patrons to utilize and grow their creative, mechanical, and artistic skills as they
create things of their own.
e Encouraging collaboration and the sharing of skills and knowledge among patrons.

ELIGIBILTY FOR USE OF THE IDEA LAB

The Idea Lab is best suited for users ages 10 and up. An adult, 18 years or older, must supervise users
under age 10 at all times. Users 10-17 must have a parent or legal guardian review and sign this Idea
Lab User Agreement on their behalf.

Prior to using the Idea Lab, users must review and complete this Idea Lab User Agreement Form and
sign a Waiver of Liability and Hold Harmless Agreement.

Users must participate in a mandatory certification session in order to use some of the equipment (e.g.
laser cutter, embroidery machine, die cutter) on their own. To schedule a certification session, contact
the Idea Lab staff at idealab@baldwinlib.org.

RULES OF USE
A. Use of the Idea Lab is subject to the rules in this User Agreement, the BPL Code of Conduct,
the Electronic Device, Network, and Internet Use Policy, as well as any other applicable BPL
policies and procedures. Failure to abide by all applicable policies and procedures will result in
suspension or loss of Idea Lab use privileges.

B. Users should use the Idea Lab in a courteous, reasonable, and responsible manner. When
using the equipment, use should be limited to one project if others are waiting. Users of BPL's
Idea Lab agree to respect any and all applicable copyright laws and licensing agreements.
Furthermore, users agree not to use the Idea Lab in violation of any local, state, or federal
ordinances, regulations, or laws.

C. Users may not use equipment for projects that are inappropriate in a public setting or that
create a disturbance. BPL reserves the right to halt, delete, or disallow the creation of items
that violate BPL policy, including the creation of weapons and illegal items.

D. The Idea Lab staff reserves the right to reschedule, postpone, or interrupt large jobs or
multiple requests to accommodate other requests and projects.

E. Users will follow all applicable intellectual property laws, including copyright laws and are
responsible for obtaining their own protections for any intellectual property developed in the
Idea Lab.

F. Materials deposited for Media Format Conversion may be damaged during the conversion
process and the Idea Lab cannot be held responsible for this damage. Users of Media Format
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Conversion services should be aware that the physical condition of any personal media
materials relinquished to the Idea Lab for digitization is not guaranteed. Materials deposited
for Media Format Conversion are converted in a public area and may be seen or heard by
library staff and visitors.

G. Some of the equipment located in the Idea Lab may contain aspects, parts, or components
that can cause injury to the user if all rules, policies, procedures, and restrictions are not
followed. It is important to maintain a safe atmosphere at all times and required protective
equipment is available for use. Users agree to release and hold BPL harmless from any claims
for personal injury, property damage, or any other loss in connection with the use of the Idea
Lab, including the equipment, tools, and materials therein.

H. The user agrees that BPL is not responsible for any manufacturing defects in the quality of
workmanship or materials inherent in any of the tools or equipment. The user agrees that if
any tool or piece of equipment becomes unsafe or in a state of disrepair, they will immediately
discontinue use of the tool and notify Idea Lab staff.

I.  BPL staff will assist patrons using the Idea Lab to the extent that time, other duties, and patron
demands will allow. One-on-one appointments can be made with Idea Lab staff to allow
dedicated assistance at a time mutually convenient for the instructor and student.

J.  Nofood or drinks are permitted in the Idea Lab.

IDEA LAB MATERIALS AND TOOLS
Users are required to supply their own materials for use in their personal projects. This includes
materials for use on the Laser Engraver, Die Cutter, 3D printers, etc. Small quantities of sample
materials may be available for testing and layout, but this is not guaranteed. Only approved and
compatible materials may be used with Idea Lab equipment. A list of compatible materials is available
upon request. Use of incompatible materials is forbidden. Idea Lab Staff reserves the right to halt or
disallow any project using incompatible or forbidden materials. Users agree to accept financial
responsibility for any misuse or damage to Idea Lab computers and equipment.

CHECKING IN, RESERVATIONS, AND SESSION LENGTH
Users are required to check-in with Idea Lab staff prior to using the Idea Lab. An Idea Lab staff member
must always be present during use.

Reservations for Idea Lab equipment are not required but are highly encouraged. Reservations can be
made by contacting the Idea Lab at idealab@baldwinlib.org or 248-554-4659. BPL reserves the right to
make advanced reservations for special purposes and events. BPL does not guarantee the availability
of any equipment in the Idea Lab.

Idea Lab User Agreement adopted by the BPL Board March 21, 2022. Revised February 16, 2023.
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Use of Idea Lab equipment is limited to two hours per piece of equipment per week. Users may
request additional time by speaking with an Idea Lab staff member. BPL reserves the right to extend or
reduce session length at its sole discretion.

Name:

Address:

Library Card number or Photo ID (Type & Number):

Phone: Date: / /

Emergency Contact - Name: Phone:

WAIVER OF LIABILITY AND HOLD HARMLESS AGREEMENT

FOR ALL BALDWIN PUBLIC LIBRARY IDEA LAB ACTIVITIES

l, (name), have read the Idea Lab User Agreement, and agree to
follow all rules, policies, procedures, and restrictions relating to use of the Idea Lab. | understand that
these rules, policies, procedures, and restrictions may change at any time without notice and that | will
make myself aware of all changes or modifications of said rules, policies, procedures, and restrictions.

By signing this agreement and/or utilizing the Idea Lab, | shall waive, release, defend, pay on behalf of,
indemnify, and hold harmless the Baldwin Public Library (BPL) and the City of Birmingham, its elected
officials, employees, volunteers and others working on behalf of the Library and the City of
Birmingham, from any and all liability, and against any and all claims, demands, lawsuits, loss,
including all costs connected therewith, for any damages which may be asserted, claimed or
recovered against or from BPL and the City of Birmingham, its elected officials, employees, volunteers,
and others working on behalf of the Library and the City of Birmingham, which arise out of or are in
any way connected or associated with the use of the Baldwin Public Library Idea Lab.

| also understand and agree that | am financially responsible for any and all damage done to Idea Lab
equipment resulting in my misuse or failure to follow all rules, policies, procedures, and restrictions. |
understand that | am responsible for and agree to pay the repair and replacement costs of the
equipment resulting from such actions. Failure to abide by all applicable policies and procedures will
result in suspension or loss of Idea Lab use privileges.

| agree to pay all material fees involved in use of the Idea Lab.

Date:

Idea Lab User Agreement adopted by the BPL Board March 21, 2022. Revised February 16, 2023.
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Printed Name Signature

Parent/Guardian Information (Idea Lab users ages 10 to 17 applicable-enly-forminors)

Parent/Guardian Full Name:

Parent/Guardian Library Card Number or Photo ID (Type & Number):

Parent/Guardian Phone:

Parent/Guardian Signature: Date: __ /

Idea Lab User Agreement adopted by the BPL Board March 21, 2022. Revised February 16, 2023.
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BALDWIN

PUBLIC Purchasing Guidelines
L I B R A R Y 300 W. Merrill St. Birmingham, MI 48009 | 248-647-1700 | www.baldwinlib.org

In conformance with the City of Birmingham’s Purchasing Guidelines, these purchasing guidelines
have been approved by the Board of Directors of the Baldwin Public Library (BPL) in carrying out its
authority and responsibilities under Chapter XVI of the Birmingham, Ml City Charter to exercise
exclusive control of the Library Fund.

The purpose of these guidelines is to provide standardized policies and procedures for the purchase of
BPL materials, equipment, supplies, and for the incurring of various operating expenses and
contractual services by BPL and for the sale or abandonment of property no longer needed by BPL
with the intent of providing for the efficient and effective use of the Library Fund.

The guidelines define the responsibilities of the Board of Directors and the Director or Associate
Director of BPL within the scope of authority granted.

Guidelines
A. Centralized Purchasing System: The authority and responsibility for the purchase of all BPL
Materials, EQuipment, Supplies, Contractual Services and Operating Expenses will be under
the direction of the Director and in conformance with the Board approved BPL budget. The
Director will manage all the purchasing and disbursement activities by BPL staff members.
The Bookkeeper will ensure all purchases are properly reflected in authenticated vouchers in
accordance with procedures established by the City Charter.

B. Purchasing Controls and Supervision: The Director will establish and enforce appropriate
internal controls for the management of the purchasing process and implementation of the
policies reflected in these guidelines. These will include providing guidance and training to all
staff members regarding the Purchasing Guidelines, including dollar limitations, quotation
and bidding requirements, where applicable, and all purchasing procedures, including
requirements of the Treasurer. No purchase will be made except as authorized by the BPL
budget and in compliance with authorizations and procedures established by these
guidelines. The Director will monitor all purchases and determine which items are surplus and
suitable for disposal (see section N).

C. Purchasing Considerations: In making all purchases, the BPL Director, Associate Director, or
Department Head will take into consideration the following factors, giving greater weight to
the first three factors compared to the second three factors:

Price

Quality and serviceability

Vendor reputation and prior experience with vendor

Availability of quantity discounts

Birmingham-based vendors

Sustainably sourced

"o o0 oW
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D. Request to Purchase: Library staff members must receive appropriate approvals from the
BPL Director, Associate Director, or Department Head before purchasing Equipment, Supplies,
Contractual Services, or incurring Operating Expenses. All purchases must be in accordance
with the approved budget.

E. Limitations with Respect to Purchases: The Director has authority to authorize in
conformance with the approved budget and without further Board approval, any purchases
not exceeding $75,000 $6;600. The Board must approve all other Contracts having a cost in
excess of $75,000 $6,006.

F. Purchases under $2,500: Purchases may be made from any responsive bidder. Staff members should
make every effort to receive informal price quotes from three vendors. No purchase order is required
for the purchase. Agreements, if applicable, need to be reviewed by the City Attorney prior to
purchase.

G. Purchases from $2,500 to $25,000: Formal price quotes from three vendors are required unless
purchasing through an approved cooperative purchasing organization or unit of government. A
purchase order is required. Documentation of price quotes and vendor selection, along with any
signed agreement, needs to be electronically attached to the purchase requisition in the system. The
standard City contract or a mutually agreeable contract approved by the City Attorney may be
required at the City Manager’s discretion. Any sole source purchasing needs to be explained and
approved by the Library Director.

H. Purchases from $25,001 to $74,999: Formal specifications and price quotes from three vendors is
required unless purchasing through an approved cooperative purchasing organization or unit of
government. A purchase order is required. Documentation of price quotes, vendor selection, and

Purchasing Guidelines Policy adopted by the BPL Board November 20, 2005. Revised February 20, 2006, June 20,
2022, February 20, 2023
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signed contract needs to be electronically attached to the purchase requisition in the system. The
standard City contract or a mutually agreeable contract approved by the City Attorney must be used.
The contract must be signed and approved by the Library Director, Finance Director, City Attorney,
and City Manager. If this is a non-budgeted purchase or if the purchase will require a budget
amendment, then the purchase must be approved by the Library Board. Any sole source purchasing
needs to be explained and approved by the Library Director.

. Purchases of $75,000 or greater: Formal competitive bidding is required as outlined in the City
Charter and City Code of Ordinances (section 2-280). The purchase must be approved by the Library
Board. A purchase order is required. Documentation of price quotes, vendor selection, and the signed
contract needs to be electronically attached to the purchase requisition in the system. The standard
City contract or a mutually agreeable contract approved by the City Attorney must be used. The
contract must be signed and approved by the Library Director, Finance Director, City Attorney, and
City Manager.

J. Bidding Procedure: An invitation for bids must be publicized, "no less than five (5) days
preceding the last day set for the receipt of bids." The invitation must include a general
description of the supplies or services to be purchased. It must also state where bid forms and
specifications may be obtained, when they must be filed and when the bids will be opened.
Bidders will be instructed to submit sealed bids, which are clearly identified as bids on the outside
of the envelope. Invitations for bids will be placed in suitable trade publications or on
governmental bid website such as MITN. All bids received will be time-stamped and remain
unopened until the date and hour of the bid opening. Bids are to be opened publicly at the time,
place and date specified in the invitation for bids. Bids are to be recorded, tabulated and available
for public inspection. In cases of orders over $6,000, the Director will recommend to the Board in
writing for final approval, the best overall bid based on the purchasing considerations of Section C
under these guidelines or whether all bids should be rejected. All bidders, successful and
unsuccessful, will be notified of the decision by the Director or Board. Any bid bonds received
from unsuccessful bidders will be returned in a timely manner. Any deposits for specifications will
be returned upon receipt and opening of the specifications. BPL will not be obligated to purchase
from the lowest bidder.

K. Payment Process: All invoices will be submitted to the Bookkeeper. Any registration forms or
other documentation to be sent to the vendor should be attached along with an additional copy
of each. The Bookkeeper will then prepare the voucher required for payment for approval by the
Director or Associate Director and the Board. Vouchers will be certified by the Board Secretary in
accordance with Charter requirements and will be forwarded to the Treasurer. The Treasurer will
make no payment without proper authorization.

L. Emergency Purchases: Normal purchasing procedures may be circumvented only in the case of
an emergency when there is "an apparent threat to the public safety, health, or welfare of BPL or
its users." Emergency purchases may be made at the discretion of the Library Director or Associate
Director. A report of such action should be made to the Board as soon as possible.

M. Petty Cash Purchases: A petty cash fund of not more than $750 will be maintained by the
Bookkeeper for the purpose of purchasing incidental and non-repetitive items in amounts not

Purchasing Guidelines Policy adopted by the BPL Board November 20, 2005. Revised February 20, 2006, June 20,
2022, February 20, 2023
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exceeding $50. A receipt is required as proof of payment for all petty cash purchases. The fund
must be balanced by the Bookkeeper periodically based on use. No reimbursements will be made
without the required supporting documentation.

N. Disposal of Obsolete, Worn or Surplus Library Materials, Equipment and Supplies: Items
determined by the Director to be obsolete, worn, or surplus, will be disposed of in one of the

following ways:

a. Anitem with an original value of less than $2,500 shall be disposed of by the best and
most efficient means in the judgement of the Director or Associate Director, taking into
account such factors as storage and handling costs and advertising.

b. Anitem with an original value of $2,500 to $75,000 $6;808 shall be disposed of in one of
the following methods:

i.

iil
iii.
iv.

Sale after obtaining informal quotes.

Auction.

Manufacturer trade in.

By the best and most efficient means in the judgement of the Director or Associate
Director, taking into account such factors as storage and handling costs and
advertising.

¢. Anitem with an original value in excess of $75,000 $6;668 shall be disposed of in one of
the following methods

i.

ii.
iii.
iv.

Sale after obtaining formal quotes and going through the bid procedure.
Auction.

Manufacturer trade in.

By the best and most efficient means in the judgment of the Director or Associate
Director, taking into account such factors as storage and handling costs and
advertising, with the approval of the Library Board.

Freedom of Information Act: Procurement information will be a public record to the extent
provided in the Freedom of Information Act, Act No. 442 of the Public Acts of 1976 and will be
available to the public as provided in the Act. Information furnished by a bidder, which is identified as
a trade secret, will not be disclosed outside of BPL without prior written consent of the bidder.
Unopened bids will not be made available to the public.

Non-Discrimination Pursuant to Act. No. 453 of the Public Acts of 1976, as amended, a vendor or
contractor, while in the performance of a BPL contract, will not discriminate against an employee or
applicant for employment because of race, color, religion, national origin, disability, age, gender, or
sexual orientation. Any breach of this Act may be regarded as a material breach of the contract. This
provision will also apply to any subcontractor in the employ of the vendor or contractor.

Purchasing Guidelines Policy adopted by the BPL Board November 20, 2005. Revised February 20, 2006, June 20,
2022, February 20, 2023

31



Personnel Committee Update

The BPL Employee Handbook was last updated on August 19, 2019. The Employee Handbook
draft on the following pages has been reviewed by the management team, the board’s
Personnel Committee, and the City’s labor attorney, Michael Gibbons.

This updated handbook includes:

Shortening of the new employee orientation from 6 months to 3 months
Updates to paid holidays throughout the year

Clarification of appropriate use of personal time

A new sick leave policy in compliance with Michigan’s Paid Medical Leave Act
An updated bereavement leave policy

New sections on the staff development policy, staff travel guidelines, emergency
closures, remote work guidelines, and guidelines for staff postings on personal social
media accounts

Corrections to grammar and verbiage

Gender inclusive language

Updates to position titles

The Personnel Committee recommends that the board adopt these updates to the Employee
Handbook.
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INTRODUCTION

Welcome to the Baldwin Public Library

To you who are joining us at the Baldwin Public Library “Library™); a sincere welcome. To those of you
who have been with us through the years, our thanks for your loyal cooperation that has helped us
deliver the best services to our citizens.

The Library is governed by a six member elected non-partisan Board, separate from the City
Commission, which governs all other City functions. Library Board members serve four year staggered
terms. They are elected in the odd numbered years by the residents of the City of Birmingham. The
Library Board has responsibility for the governance of BPL the-Library, whose responsibilities include
among others, settinglibrary-pelieies reviewing and approving all library policies, including those as
suggested by staff, allocating available funds for BPL Library purposes and establishing such bylaws,
rules and regulations as are necessary to carry out its responsibilities.

Responsibility for the day-to-day operation of BPL the-Library, including the carrying out of all policies
adopted by the Board of Directors, rests with the Director and, to the extent the responsibilities of the
Director have been delegated, with the Associate Director. Whenever the term Director is used in this
Handbook, it also refers to the Associate Director, to the extent the responsibilities of the Director
have been delegated to the Associate Director.

BPL Fhe-Library provides full library service to all who live, work, go to school or own property in
Blrmlngham Beverly Hills, Blngham Farms or the City of Bloomfleld Hills. ehg+b+epatrens—wh+el+

een#aetuaJﬂgreeﬂem—fer—Hb%aryﬁeﬂﬁeeﬂm%h—Baldwm The lerary belongs to The L|brary Network
(TLN) and MetroNet Library Consortium.

About Your Handbook and Your Employment at BPL BPL the Library

This is your Employee Handbook. All employees, whether newcomer or veteran, will find this
Employee Handbook helpful. It describes the various benefits for which you, as an employee, are
eligible and discusses those programs and policies that affect your job. This Employee Handbook
applies to all BPL Library employees and supersedes any previous verbal or written policies,
statements, understandings or agreements concerning the terms and conditions of your employment
with BPL Hibrary, with the exception of the Library Director, whose contract with the Library Board
controls in the event of any conflict with the Employee Handbook.

Each page in the employee handbook is numbered and dated. The Master Official Copy of the
Personnel Handbook will be on file in the Administrative Office and will be available on the Staff
Intranet. The Master Official Copy is considered the Official Version. This Master Official Copy
supersedes all previous versions. As edits are made to the handbook all staff will be notified.

Your employment at the library is at-will. This means you are free to terminate your employment at
any time, for any reason, with or without cause, and with or without notice, and the Library has the
same rights.
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BPL Fhe-Library reserves the right at its sole discretion to amend the contents of this Handbook at any
time. No amendment or exception to our at-will employment policy set forth above can be made at
any time for any reason, except by vote of the Library Board at a regularly scheduled Board meeting.
Amendments to any other part of this Handbook must be in writing and issued by the Library Board.
No other employee, representative or agent of the Library has the authority to amend, alter, or change
the policies set forth in this Handbook or to enter into any agreement concerning the terms and
conditions of your employment at BPL the-Library. The provisions of this Handbook do not establish
contractual rights between BPL the-Library and its employees. The Director shall administer the
provisions of this Handbook.

Some of the employee benefit plans described in this Handbook are subject to legal requirements
concerning reporting and disclosure. The Handbook contains highlights of some of these plans. For
complete details concerning these plans, you should consult the Summary Plan description and
official plan documents for the respective plans. In case of any discrepancy, the official plan
documents govern. Of course, changes in the law may affect the benefit programs described in this
Handbook. The Library Board reserves the right to alter, change, or cancel any benefit plan or
program at any time.

Any employee who has questions or needs an interpretation of these personnel policies should
contact the Administrative Office.

Orientation Period

The purpose of our orientation is to familiarize you with BPL's the-Library way of doing business. New
employees should review BPL Library policies and procedures and become familiar with BPL the-
Library, as well as the opportunities of being an employee at BPL the-Library. Any questions
concerning policies or procedures should be discussed with your supervisor. The orientation period
lasts three six months. Employees may not use vacation time, sick time, or personal time during the
orientation period except at the discretion of the Director. All employees will be evaluated by their
supervisor at the end of the orientation period. Neither BPL's use of this Orientation Period nor the
employee’s continued employment with BPL following its completion are intended to alter the at-will
nature of your employment.

Employee Status and Benefit Eligibility

Full-Time Benefit Employee

A full-time benefit employee is one who works forty (40) hours per week, twelve (12) months per year,
and is therefore eligible for all benefits offered by BPL the-tLibrary and those BPL the-Library offers
through the City of Birmingham for such full-time employees. An employee can only become a full-
time benefit employee by written offer from the Director.

Part-Time Benefit Employee

Please see Appendix B — Matrix of Benefits for a complete list of eligibility benefits for part-time
employees. Part-time-employeesworking-twenty-eigh o e e
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A Special Note to Supervisory Personnel

BPL Fhre-Library expects best efforts from all of its employees, particularly the Director, the Associate
Director and other supervisory personnel. BPL Fhe-tibrary will not be satisfied, and does not expect
you to be satisfied, with anything other than your best effort. The Director, the Associate Director, and
the supervisors are also leaders and are expected to act as such. You are to set the example for other
employees in your actions, work habits, and attitude especially in the areas of sexual harassment and
discrimination.

As a supervisory employee, you are expected to maintain confidentiality on a number of matters
including, but not limited to evaluations, financial data, and other sensitive information. All
supervisory employees are expected to be knowledgeable concerning the elements of the sexual
harassment and discrimination policy contained in this handbook. BPL Fhe-tibrary also expects you to
maintain professional and ethical standards of performance. Any abuse of BPL the-Library trust by a
Director, an Associate Director, or any supervisory employee is not a trivial matter and may subject the
employee to termination.

Open-Door Policies and Procedures

BPL's Freibrary’s goal is to provide a pleasant working environment for all employees. This is
achieved by developing and maintaining a cooperative working relationship among employees and
management based on mutual respect and understanding. BPL Fre-Library recognizes the need for
procedures that will allow employees to call attention to work-related matters that they feel need
correction.

Conscious effort is made to maintain close rapport among staff through commitment to an open-door
policy. We value this close relationship and give it considerable importance. Therefore, if you have a
problem, a question, or a request, you are encouraged to discuss it with your Supervisor, Department
Head, or the Library Director.

employee’ssupervisorto-discussmattersofconcern: BPL's Fhe bibrary's open-door policy is in effect
during each working day. BPL's Fhe-Library's success has been built on the free exchange of ideas,
creative management, and the identification of problem areas and their quick resolution.

-eRae esan
’ .
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Because BPL the-Library encourages you to speak for yourself and to have your own say about your
employment situation, BPL the-Library encourages you to make any issues or concerns known. If you
feel you have an employment issue, use the following procedure. If your issue is found to be valid,
appropriate corrective action will be initiated.

Employee Concern Procedure (Not applicable to Discrimination/Harrassment Concerns)

Note: These provisions relate to ordinary issues and concerns that arise in the workplace; if the
employee has reason to believe they are being discriminated against or harassed based on any legally
protected basis, please refer to the policies and procedures described in the next section of this
handbook, “Policy on Non-Discrimination and Harassment.”

Step 1
An employee having a concern related to the employee’s employment with BPL the-Library shall first

discuss the matter with the immediate supervisor. If not resolved at that time, the employee shall
advise the Director in writing of the concern within ten (10) calendar days.

Step 2
The written statement of the concern shall be discussed between the employee, the Director and the

supervisor. The decision of the Director and the supervisor shall be given in writing to the employee
within ten (10) calendar days after the date of such meeting.

Step 3
If the decision made in Step 2 is not satisfactory to the employee, the employee may request that the

concern be presented to the Library Board either by the employee or the Director at the employee’s
option. The Director will prepare a report on the concern submitted and the results of the meeting
held previously and will submit the same, along with any written statement of the employee, to the
Library Board for its consideration. The notice of request for consideration must be filed within two
weeks after the date of the decision of the Library Director in Step 2. The Library Board may render a
decision regarding the concern with or without a hearing. When the Library Board has rendered its
decision, the Director will submit the decision to the employee. The decision of the Library Board will
be final and binding.

Whileitis-expected-thatthesesteps-willordinarily-be-utilized; BPL reserves the right in its sole
discretion to address complaints witheut-fellowing-thisprecedure-er by varying or eliminating the

steps to be followed based on the facts and circumstances of any particular matter.
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POLICY ON NON-DISCRIMINATION AND HARASSMENT

Discrimination Prohibited

It is the philosophy and policy of BPL the-Library to treat employees and applicants for employment
without regard to race, creed, color, sex, gender, sexual orientation, veteran status, religion, national
origin, age, disability (handicap), marital status, height, or weight, or any other legally protected basis.
Discrimination against any employee, applicant, or volunteer based on any of the foregoing reasons
will not be allowed or tolerated. This policy applies to all employment practices including recruiting,
hiring, pay rates, training and development, promotions, and other terms and conditions of
employment and termination. This policy also applies to our public and vendors — BPL the-tibrary will
not tolerate discrimination or harassment of against any individual or vendor for any of the foregoing
reasons.

Harassment Prohibited

BPL Fhe-Library also prohibits harassment because of race, color, national origin, age, sex, gender,
sexual orientation, religion, disability (handicap), marital status, height, weight, or any other basis.
Such harassment, which includes derogatory comments, slurs, jokes, or other conduct is prohibited.
This type of behavior creates an improper and/or hostile work environment and will not be tolerated.

This means:

No derogatory comments, slurs or conduct relating to race, national origin, color, sex, sexual
orientation, religion, age, disability (handicap), marital status, height, weight, or any other basis will be
permitted:

e concerning any individual employee, vendor, or volunteer

e concerning any member of the public

e concerning any group or segment of our society (for example any ethnic, racial or religious group
such as African-Americans, Jews, Muslims, Chaldeans, females, etc.)

Such comments and conduct must not occur in the workplace at any time or during any BPL Library
activity - whether or not the targeted individual is present or receives the material. This includes, but
is not limited to:

e all meetings and conversations
o all emails, blog postings, telephone, voicemail and text messages, social media postings, and
photographs

No jokes or cartoons concerning race, color, national origin, sex, gender, sexual orientation, religion,

age, disability (handicap), marital status, weight, height, or any other legally protected basis will be
permitted.

Sexual Harassment Prohibited

Sexual-harassmentisprohibited: Sexual harassment is prohibited because it is intimidating and an
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abuse of power and is inconsistent with BPL Library policies, practices, and management philosophies,
and applicable state and federal laws. Sexual harassment is defined as unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual nature. Examples of sexual
harassment may include, but not be limited to, the following:

e Verbal harassment, including jokes, comments, or threats relating to sexual activity, body parts, or
other matters of a sexual nature.

e Non-verbal harassment, including staring at a person’s body in a sexually suggestive manner,
making sexually related gestures or motions and/or circulating, sharing, or displaying sexually
suggestive and other inappropriate material.

e An employment decision (including promotion, demotion, compensation, scheduling) made by a
supervisor based on the employee’s submission to or rejection of sexual conduct.

e Physical conduct, including grabbing, holding, hugging, kissing, tickling, massaging, displaying
private body parts, unnecessary touching, or other unwelcome physical contact.

e Submission to sexual conduct as an implicit or explicit condition of getting or keeping a job.

e Conduct that denigrates or shows hostility or aversion to a person because of their kisther gender
and creates an intimidating, hostile, or offensive work environment.

e Any other sexual conduct that unreasonably interferes with another person’s work performance or

creates an intimidating, hostile or offensive work environment or adversely affects another
person’s employment or employment opportunities.

Employee Recourse For Discrimination Or Harassment

Any employee who feels subjected to discrimination or harassment should immediately report it to
the employee’s supervisor or to the Director or Associate Director. Such reports will be investigated
thoroughly. If the report has merit, disciplinary action will be taken against the offender and,
depending on the offender’s disciplinary history and the severity of the misconduct, the disciplinary
action could range from a warning to termination.

In situations in which the immediate supervisor is the person who is charged with discrimination or
harassment, then the complaint should be filed with the Director. In situations where the Director is
charged with discrimination or harassment, the complaint should be filed with the President of the
Library Board. (See Employee Concern Procedure above.)

It is important to keep in mind that the effectiveness of BPL the-tLibrary’s policy against discrimination
and harassment depends upon any and all instances of harassment and discrimination being brought
to the attention of BPL the-Library. Thus, itis also the policy of BPL the-Library that any employee who
is concerned that the employee has been subjected to harassment or discrimination, or has observed
another employee, patron, or vendor being subjected to harassment or discrimination is encouraged
to report that concern immediately. BPL Fre-tibrary will attempt to conduct the investigation in a
manner to protect the privacy of the individuals involved; however, confidentiality cannot be
guaranteed in every situation. In those cases-hewever; where it has been determined that an
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employee has deliberately made a false accusation, they ke/she will be subject to discipline up to and
including termination.
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HOW YOU ARE PAID

Payday Policy

BPL's FheLibrary's payroll is administered through the City of Birmingham. You will be paid every
other Thursday. If Thursday is a holiday, you will be paid earlier that week. Direct deposit is available to
employees who want to have their paychecks electronically deposited to their bank account. If you
feel there is an error in your pay, or if there is anything about your pay that you do not understand,
please contact the Administrative Office.

Employees are responsible for their paychecks after they have been issued. Employees are expected to
cash or deposit their paychecks on their personal time. Checks lost or otherwise missing should be
reported immediately to the Administrative Office so that a stop payment order may be initiated. The
Administrative Office shall determine if and when a new check should be issued to replace a lost or
missing check.

By law, BPL the-Library is required to deduct, where applicable, Federal and State withholding taxes,
social security taxes, garnishments, and court ordered child support from an employee's pay. BPL Fhe-
Library also deducts employee retirement and health care contributions, if applicable. In addition, any
eligible employee may elect to contribute to a Flexible Spending Account or Deferred Compensation
(457) Plan.

Working Schedule

BPL Fhre-Library is open seven days per week and you may be scheduled any of those days. Your work
hours will be scheduled by your supervisor. Your work schedule is subject to change depending upon

BPL's theLibrarys needs.

Overtime

While it is BPL's thetibrary's policy to avoid overtime, there are situations that may require overtime
work. When required by BPL the-Library, overtime is mandatory. In these cases, your supervisor will
attempt to give you sufficient notice concerning scheduled overtime. Employees exempt from Fair
Labor Standards Act (FLSA) overtime requirements are not eligible for overtime. All overtime must be
approved by the Director.

Overtime, at the rate of time and one-half, is paid for all hours you work in excess of 40 hours in any

work week. Not all employees are eligible for overtime. Check with your supervisor to see if you are
eligible for overtime.

Mileage Reimbursement

Occasionally your job duties may require you to use your private vehicle to attend to official BPL
Library business. You will be reimbursed for mileage incurred on all trips you take to attend to pre-
approved, official BPL Library business, with mileage calculated using BPL's the-Library's address as the
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starting point.

Variables in Scheduling

Due to variations in the need for the number of staff at any given time, employees may be asked to
work a varied schedule. Due to occasional budget constraints, furlough days may occasionally be
implemented and affect all employees. Every effort will be made to give advance notice. BPL Fhe-
Library reserves the right to develop a work schedule that reflects BPL Library needs. However part-
time staff may on occasion be asked to work additional hours. All hours over 40 hours per week will
be compensated at 1.5 times the normal rate of pay—consistent with the overtime policy.
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EMPLOYEE BENEFITS

Holidays

Recognized Holidays

Regular full-time employees and eligible part-time employees (on a pro-rated basis) are eligible for
holiday pay. Payment for holidays is at the employee’s regular rate of pay. Full-time benefit
employees and eligible part-time benefit employees receive the following holidays with pay.

HOLIDAY

New Year’s Day

Dr. Martin Luther King, Jr. Day
Memorial Day
Juneteenth
Independence Day
Labor Day
Thanksgiving Day

Day after Thanksgiving
Christmas Eve Day
Christmas Day

New Year's Eve

Holiday Policies

All Board approved holidays will be posted on the intranet, as well as on BPL's the-Library's website.
If a holiday occurs during your scheduled vacation, you are eligible for the holiday pay.
You are not eligible to receive holiday pay when you are on an unpaid leave of absence.

Floating Holidays-And-Personal Time

Full-time and eligible part-time employees (on a pro-rated basis) receive 52 hours 4%4-¢ays of fleating-
helidays personal time. The employee must use take all personal fleating-heliday time within the
current fiscal year ending June 30 byJune30-inthe-ecurrentfisecalyear. Personal leave not used during
the fiscal year will be forfeited. It is the employee’s responsibility to schedule this time with their
supervisor well in advance of the time off. Under no circumstances will leave be granted if an
insufficient number of people are available to operate the department. The amount of personal time

offfor-floating-helidays is set forth on the Benefit Table attached as Appendix A.

Floating-heliday-and Personal time is earned during the first year of employment and will be added to
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the employee’s leave balance on July 1. wi

fthe fiseal voat | : : , : .

You are required to request fleating-helidaysand personal leave from your supervisor in advance and
obtain their kisther approval. Employees cannot use fleating-helidays-er personal time during their
orientation periods, except at the discretion of the Director.

Vacation

Definition of Vacation

Vacation is absence from work for which the employee is paid just as if they he-ershe were at work.
Vacation will be at the discretion of the employee's supervisor, and is ideally requested at least two
weeks prior to the leave date.

Amount of Vacation

See Appendix A - Time Benefits for Eligible Employees, for vacation accrual.

Vacation leave accumulates from the first complete month of employment defined as “the first
calendar month the employee works, on or before the fifteenth (15%) day of that month.”

Use of Vacation

Vacation may be used only with the permission of an employee's supervisor. Of necessity, the welfare
and convenience of BPL the-Library and the continuation of the services BPL the-Library renders
must be the foremost consideration in allowing use of vacation time. This provision shall apply to all
other sections of this plan. Vacation may not be used before it is credited. No vacation days may be
taken by new employees until after the three- six-month orientation period is completed, except at
the discretion of the Director. Vacation may be used any time after it is credited to an employee,
subject to the approval of the employee’s supervisor. Vacation leave may be combined with personal
days or holidays, if the supervisor approves it. Each supervisor will schedule vacations in accordance
with department needs.

Vacation leave will stop accruing once an employee’s balance has reached 1.5 times their kisther
yearly accrual. All requests for vacation leave must be approved by the employee’s supervisor.

Vacation or personal time may not be used to extend employment with BPL the-Library unless
approved by the Library Director in writing.

Accrued Time at End of Employment
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Employees will be paid their hourly rate for each hour of unused vacation and personal, and-fleating-
heliday-time in their leave bank accrued through their last day of employment. Employees will not be
paid for accrued but unused sick leave upon termination of employment for any reason.

Health, Life, And Disability Insurance For Employees

BPL Fre-Library offers health insurance benefits as well as disability and life insurance to its regular
full-time benefit employees as disclosed in Appendix B of this Handbook, entitled “Matrix of Benefit
Eligibility.” Complete details on the benefits available are outlined in the summary plan description
available from the Administrative Office or through the City.

Employees must meet all insurance eligibility and qualification requirements contained in any present
or future insurance policies or plans offered by BPL the-Library. Employees who are unable to meet
these requirements may, as a result, lose insurance coverage or may be unable to obtain insurance
coverage. BPL FheLibrary is not obligated to obtain alternative insurance coverage for those
employees who lose or are unable to obtain insurance coverage.

BPL Fhe-Library, at its discretion, may change insurance carriers, the terms of insurance policies or the
level of benefit.

Retirement Plan

Full-time benefit employees hired before January 1, 2007 participate in the City of Birmingham’s
defined benefit plan.

Full-time benefit employees hired after January 1, 2007, and eligible part-time benefit employees (see
Appendix B) are required to participate in the City’s 401(a) defined contribution plan. This plan
provides for contributions by both the employee and BPL the-Library. The retirement plan takes effect
on the date of hire.

Detailed information regarding the retirement plans is available at the Administrative Office or
through the City’s Human Resources Department.
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LEAVES OF ABSENCE

This section of the Handbook discusses leaves of absence. The first two parts of this section cover the
Family Medical Leave Act (a federal law governing leaves of absences for specified purposes), and sick
leave (both work-related and non-work-related). These two sections are coordinated together. The
remainder of this section discusses Personal Unpaid Leaves of Absence, Beath-Bereavement Leave,
Military Leave, Jury Duty Leave, and various aspects of leaves of absence. Please read this section
carefully and if you have questions, contact the Administrative Office.

In order to continue to be employed by BPL the-Library, an employee must be actively working at BPL
the-Library or must be on an approved leave of absence. Once applicable FMLA leave, sick leave
(whether for a work-related or non-work-related illness or injury), medical leave provided pursuant to
the Michigan Paid Medical Leave Act (PMLA), vacation and personal days are exhausted (and the
employee is not on another approved leave as set forth in this section), the employee’s employment
with BPL the-Library will be terminated by reason of voluntary resignation, except where employee is
otherwise required to continue by law.

Family and Medical Leave Act; Military Family and Medical Leave

BPL Fhe-Library understands that a situation may occur that requires an employee to request a leave
of absence for reasons such as medical difficulties, childbirth, adoption, or a serious family iliness. As
such, we provide, in accordance with the Family and Medical Leave Act (“FMLA") leaves of absence for
a maximum of twelve (12) weeks in a one (1) year period to cover eligible employees faced with these
situations.

Your FMLA leave is coordinated with sick leave (both work-related and non-work-related). Your
twelve-week leave time under the FMLA will run simultaneously with any sick leave. In other words,
your first twelve (12) weeks on sick leave—both work-related and non-work-related—wiill also count
as your FMLA leave. While an employee is on FMLA leave, the employee shall first exhaust their histher
sick leave, then vacation leave, then personal days, subject to the Director’s discretion.

General Policy
Notwithstanding any other policy, any eligible employee is entitled to 12 weeks of unpaid leave to
attend to a variety of medical and parental responsibilities allowed under the Federal Family and

Medical Leave Act.

Eligible Employee: In order to be eligible for family or medical leave, an employee must meet three
requirements:

1. Has been employed by BPL the-Library for at least 12 months;

2. Has been employed for at least 1,250 hours during the 12-month period immediately
preceding the commencement of the leave;

3. Is employed at a location where there are at least 50 employees within 75 miles.
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Available Leaves

Each eligible employee is entitled to a total of 12 weeks of unpaid leave calculated using a rolling 12-
month period measured backward from the date an employee uses any FMLA leave for one or more of
the following reasons:

A. For birth of a child and/or for the purpose of caring for the newborn child. The right to
leave on this basis expires at the end of the 12-month period after such birth and must
be concluded within this one-year period;

B. For placement of a child with an employee for adoption or foster care. The right to
leave on this basis expires at the end of the 12-month period after such placement and
must be concluded within this one-year period;

C. To care for the employee’s spouse, child or ward, or parent, step-parent or parent-in-
law if such person has a serious health condition, illness, injury, impairment, or
physical or mental condition that involves in-patient care in a hospital, hospice, or
residential medical care facility or which requires continuing treatment by a health
care provider. Intermittent leave or a reduced leave schedule will be permitted in
place of 12 straight weeks where medically necessary;

D. Because of the employee’s own serious health condition, illness, injury, impairment, or
physical or mental condition that involves in-patient care in a hospital, hospice, or
residential medical care facility or which requires continuing treatment by a health
care provider that renders the employee unable to perform the functions of theihis-
erher position. Intermittent leave or a reduced leave schedule will be permitted when
medically necessary. If the treatment is foreseeable, the employee is required to make
a reasonable effort to schedule treatment so as not to disrupt BPL Library operations
any more than necessary;

E. In order to care for a “covered service member” (as defined below) where the
employee is the spouse, son, daughter, parent or next of kin of that covered service
member;

F. Because of any “qualifying exigency” arising out of the fact that an employee’s spouse,

son, daughter or parent is a covered military member on active duty or has been
notified of an impending call or order to active duty status in the National Guard or
Reserves in support of contingency operations. [“Qualifying exigencies” may include
attending certain military events, arranging for alternative child care, addressing
certain financial and legal arrangements, attending certain counseling sessions, and
attending post-deployment reintegration briefings.]

In addition to the basic FMLA leave entitlement discussed above, an eligible employee who is the
spouse, son, daughter, parent or next of kin of a covered service member is entitled to take up to 26
weeks of leave during a single 12-month period to care for the service member with a serious injury or
illness. Leave to care for a service member shall only be available during a single 12-month period
and, when combined with other FMLA qualifying leave, may not exceed 26 weeks during a single 12-
month period. The single 12-month period begins on the first day an eligible employee takes leave to
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care for the injured service member.

A “covered service member” means a member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, is
otherwise in outpatient status, or is on a temporary retired list, for a serious injury orillness. A
member of the Armed Forces would have a serious injury or illness if they have ke/she-has incurred an
injury or illness in the line of duty while on active duty in the Armed Forces, provided that the injury or
illness may render the service member medically unfit to perform duties of the member’s office, grade,
rank, or rating.

Duration of Military Family and Medical Leave

Eligible employees using qualifying exigency leave will be entitled to up to a cumulative maximum
of 12 workweeks of FMLA leave within a 12-month leave period and are covered by the same policy
provisions (as to Duration, Benefits, Return to Work, etc.) as employees requesting traditional FMLA
leave, as detailed above.

Employees using military caregiver leave alone or military caregiver leave in combination with
traditional FMLA-qualifying leave or qualifying exigency leave, may take up to 26 workweeks of
leave during any single 12-month period. The amount of leave taken for traditional or qualifying
exigency is limited to a total of 12 workweeks; the difference may be taken as military caregiver leave.
The 26 workweeks of military caregiver leave run on a separate FMLA year that commences with the
first day leave is taken and can run forward until the end of that 12-month period. Any combination of
FMLA leave may not exceed the maximum limit of 26 workweeks in that single 12-month period.
Unused military caregiver leave is forfeited at the end of that 12-month period.

With regard to the military caregiver leave, if both married parents a-husband-and-wife work for BPL
the-Library, the parents’ husband'sand-wife's-leave is limited a combined total of 26 workweeks for
military caregiver leave alone. The same 26-workweek limitation applies when in combination with
any other 12-workweek FMLA leave. (With the exception of caring for a seriously ill child that expands
the 12 workweeks to 24 for the parents metherand-father together, generally, family members would
be restricted to use only 12 workweeks for care due to the birth, adoption, or placement of a child or
the care of a qualifying relative).

In certain cases, leave may be taken on an intermittent basis or the employee may work a reduced
schedule. Intermittent leave must be necessary and should be scheduled to avoid disruption insofar as
is reasonable.

For the purposes of this Policy, a parent means a biological, adoptive, step, or foster parent, or an
individual who stood /n loco parentis (in the place of a parent) to an employee when the employee
was a child. A child is a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a
person standing /in loco parentis.

If a situation should occur where married partners, who are both employed by BPL the-Library, are
entitled to leave under this policy, the combined number of weeks of leave to which both are entitled
is limited to 12 weeks for leave arising under subsection A, B and for the care of a parent in subsection
Cabove.
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Intermittent Leave: An intermittent or reduced leave schedule may be taken under certain
circumstances. Where the leave is taken because of a birth or placement of a child for adoption or
foster care, an employee may take an intermittent or reduced leave schedule only if agreed to by BPL
thetibraryy. Where the leave is taken for an employee’s own serious health condition or to take care of
a sick family member, leave may be taken intermittently or on a reduced leave schedule when
medically necessary.

Use of Paid Leave

Family and Medical Leave is unpaid, except that any employee using leave pursuant to this policy
must apply all available vacation leave, sick leave, personal days, or other available paid leave toward
this 12-week period prior to using unpaid leave. Contact the Administrative Office if you have any
questions.

Notice of Leave and Verification of Medical Reason

All employees must give BPL the-Library written notice of upcoming leave requirements 30 days prior
to the date leave is to begin, if possible, and if it is not possible to give such notice, as soon as
practicable. This requirement applies to both FMLA and non-FMLA requests.

An application for leave based on the serious health condition of the employee or the employee’s
spouse, child, or parent must also be accompanied by a “Medical Certification Statement” completed
by a health care provider. The certification must state the date on which the health condition
commenced, the probable duration of the condition, and the appropriate medical facts regarding the
condition.

If the employee is needed to care for a spouse, child, or parent, the certification must so state, along
with an estimate of the amount of time the employee will be needed. If the employee has a serious
health condition, the certification must state that the employee cannot perform the functions of their
his-erher job.

When the need for leave because of a qualifying exigency related to a family member's active duty is
"foreseeable," the employee should provide notice as soon as practicable, regardless of how far in
advance such leave is foreseeable. When an employee becomes aware of a need for FMLA leave less
than 30 days in advance, it should be practicable for the employee to provide notice of the need for
leave either the same day or the next business day. As soon as practicable means as soon as both
possible and practical, taking into account all of the facts and circumstances in the individual case.

When military caregiver leave is requested, as with traditional FMLA, an employee must provide BPL
the-Library at least 30 days’ advance notice before FMLA leave is to begin if the need for the leave is
foreseeable. If 30 days’ notice is not practicable, notice must be given as soon as practicable.

BPL Fhe-Library retains the right to request, at its expense, a second opinion by a physician to be
designated by BPL the-Library. If the first and second opinions conflict, then BPL theLibrary and the
employee shall designate a third physician, whose opinion shall be binding. If the employee refuses
to take part in the selection process of the third independent physician, BPL the-Library selection shall
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be deemed controlling.

During the leave, employees may be required to provide BPL the-Library with subsequent certification
every 30 days. BPL Fhe-tibrary shall have the right to request such certification in its sole discretion.

Failure of an employee to provide certification as to the reasons for the leave will result in a denial of
the leave. If the employee has already begun the leave, the employee will be expected to return to
work immediately upon BPL the-Library informing the employee of failure to provide acceptable
certification. Failure to return to work will result in the termination of the employee’s employment by
reason of voluntary resignation, except where employment is otherwise continued as required by law.
Further, any time away from work which is not authorized by a proper medical certification will be
treated as unexcused absences and will subject the employee to all discipline authorized by BPL's the-
Library's attendance policy and/or work rules.

Upon request, the first time that the employee seeks leave due to qualifying exigencies arising out of
the active duty or call to active duty status of a covered military member, BPL the-Library may require
the employee to provide:

(1) A copy of the covered military member’s active duty orders or other documentation issued by
the military indicating the covered military member is on active duty or called to active duty status
and the dates of the covered military member’s active duty status; and

(2) A certification from the employee setting forth information concerning the nature of the
qualifying exigency for which leave is requested. Employee shall provide a copy of new active duty
orders or other documentation issued by the military for leaves arising out of qualifying exigencies
arising out of a different active duty or call to active duty status of the same or a different covered
military member.

When leave is taken to care for a covered service member with a serious injury or iliness, BPL the-
Library may require the employee to obtain certifications completed by an authorized health care
provider of the covered service member. In addition, and in accordance with the FMLA regulations,
BPL the-Library may request that the certification submitted by the employee set forth additional
information provided by the employee and/or the covered service member confirming entitlement to
such leave.

Return from Leave

Upon return from any paid FMLA leave covered by this policy, the employee will be restored to the
position held by the employee prior to the leave or to a position equivalent in benefits, pay and other
conditions and terms of employment. An employee making use of this policy will not lose any
employment benefits that have accrued prior to the leave. However, no seniority, sick time, benefit
time, vacation time, holidays, or personal leave days will accrue during the period of time covered by
the leave, except when the employee is using accumulated sick, vacation, and personal time for work-
connected injury, illness, or vacation time, and in these instances the accrual provisions of those
policies shall control.

If the leave covered under this policy was for an employee’s medical condition (as opposed to an
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adoption, birth, or family member’s medical issue), BPL the-Library requires that a Fitness For Duty
Statement be provided by the employee’s doctor before the employee may return to work, with or
without restrictions, as noted by a physician.

Consistent with BPL's the-Library's policy of requesting fitness-for-work certification from all similarly
situated employees seeking to return to work, the employee must provide, at the time they seek he-or
she-seeks restoration to their his-er-her last held position or to an equivalent position, medical
certification that they are he-e+she-is fit for duty and able to return to work.

This certification is not required for return to work from intermittent leave.

Health Care Benefits

An employee’s health care benefits will be continued by BPL the-Library for the entire period of the
leave. The employee must continue to pay their histher portion of health care premiums during the
leave, even if the employee is on unpaid leave. If the employee fails to return from a leave, the
employee will be required to reimburse BPL the-Library for the monies expended incident to the
purchase of those health care benefits unless the employee does not return because of a
continuation, recurrence, or onset of a serious health condition, which would entitle the employee to
a leave or other circumstances beyond the control of the employee. A medical certification may be
required for this exemption to apply and the certificate must be returned in 30 days.

Relationship to the Family and Medical Leave Act of 1993

This policy has been developed to comply with the requirements of the Family and Medical Leave Act
of 1993. Should this policy conflict with the Act, the Act shall be deemed controlling. BPL Fhetibrary
also retains all rights under the Act and regulations even though they may not be incorporated into
this policy. FMLA forms for BPL Library employees are available at
https://www.dol.gov/whd/fmla/2013rule/militaryforms.htm.

Sick Leave

Sick leave is a benefit available to employees under certain circumstances, but is not a guarantee of
continued employment throughout the period that sick leave is payable (except as provided under
the FMLA or other applicable laws). The employment of an employee on sick leave may be terminated
at the discretion of the Director except as provided by the FMLA or other applicable laws.

Accrual of Sick Leave

See-Appendix-A—FimeBenefitsforEligible Employees: Baldwin will provide eligible employees with
paid sick leave hours according to Appendix A — Time Benefits for Eligible Employees. The eligible

employee’s sick leave time bank will be updated during the first pay period of each month.

Use of Sick Leave

Sick Leave may be utilized only for the following purposes subject to the limitations set forth below:
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e Anemployee’s personal or family member’s health needs, including a mental or physical illness,
injury or health condition; medical diagnosis, care, or treatment; or preventative medical care

e Where the employee (or their eligible family member) is a victim of domestic violence or sexual
assault, for medical care, psychological or other counseling, victim services, relocation, obtaining
legal services, or participation in related legal proceedings

e Certain absences resulting from public health emergencies.

Foraltbonafide tnessesand/orinjuries: BPL FheLibrary may require a certificate of suchillness
and/or injury from the employee’s physician or from a physician of BPL's the-Library's choice. An

absence for paternity or maternity purposes will be treated as any other illness.
Employees may carry their sick time leave balance for the duration of employment.

Unused medical leave hours will not be paid out to the employee in the event of the employee’s
termination, resignation, retirement, or other separation from employment.

For emergency use of sick time, employees must notify theirimmediate supervisor of their absence by
emailing sickline@baldwinlib.org before the start of their scheduled shift. Use of sick time for all other
sick time leave requests must be submitted online in BPL's scheduling software in advance of the
scheduled absence.

Michigan'’s Paid Medical Leave Act

Baldwin Public Library, in alignment with Michigan’s Paid Medical Leave Act (“Act”), will provide
eligible part-time employees with paid medical leave for personal or family health needs, and other
covered reasons, as follows:

1. In accordance with the Act, this Part-Time Paid Medical Leave Policy applies to all hourly
employees working an average of 25-28 hours per week during the year but who are not
otherwise eligible for benefits as shown in Appendix B: Matrix of Benefit Eligibility. Part-time
employees who are not eligible under this Act include those:

a. Employed on a part-time basis (scheduled for 25 weeks or fewer) during the current
calendar year

b. Working, on average, fewer than 25 hours per week during the immediately preceding
calendar year

2. Baldwin will provide eligible part-time employees with paid sick leave hours according to
Appendix A - Time Benefits for Eligible Employees. The eligible employee’s sick leave time
bank will be updated during the first pay period of each month.

3. Paid medical leave hours may be used for any of the following:

a. Anemployee’s personal or family member’s health needs, including a mental or
physical illness, injury or health condition; medical diagnosis, care, or treatment; or
preventative medical care

b. Where the employee (or their eligible family member) is a victim of domestic violence
or sexual assault, for medical care, psychological or other counseling, victim services,
relocation, obtaining legal services, or participation in related legal proceedings
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c. Certain absences resulting from public health emergencies.

4. BPL may require a certificate of such illness and/or injury from the employee’s physician or
from a physician of BPL's choice. An absence for paternity or maternity purposes will be
treated as any other illness.

5. Employees may carry their sick time leave balance for the duration of employment.

6. Unused medical leave hours will not be paid out to the employee in the event of the
employee’s termination, resignation, retirement, or other separation from employment.

For emergency use of sick time, employees must notify theirimmediate supervisor of their absence by
emailing sickline@baldwinlib.org before the start of their scheduled shift. Use of sick time for all other
sick time leave requests must be submitted online in BPL’s scheduling software in advance of the
scheduled absence.

Bereavement Leave

In the unfortunate event of a death in the family, all Baldwin employees will receive up to 4 days of
pro-rated bereavement time within the fiscal year. Leave may be taken for the death of an immediate
family member (spouse, domestic partner, child, parent, sibling, parent-in-law, grandparent,
grandchild or grandparent-in-law) and for the funeral of an immediate family member (as defined
above).

Orientation Period employees (new hires within first three (3) months) may take unpaid bereavement
leave.

If more than four days of bereavement time are required, employees earning time benefits may
request a paid leave of absence, to be deducted from available sick, personal, or vacation leave. If the
leave qualifies under the FMLA, then all FMLA leave will be deducted first from sick leave until sick
leave is exhausted, then from personal leave until personal leave is exhausted, and then from vacation
time. If qualifying FMLA leave is foreseeable, 30 days’ written notice is required.

Jury Duty

An employee required to serve on a jury shall be excused from regular BPL Library duties during that
time, except that if jury duty takes up only part of a day, the employee is required to work at BPL the-
Library during the rest of the day, minus reasonable travel time. BPL Fhe-Library will pay the employee
for time actually lost from their kisfher scheduled work hours, but the employee is required to submit

to BPL thetibrary any jury fees received.
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Personal Leave Of Absence Without Pay

General

A personal leave of absence without pay must be requested in writing to the Director and will be
considered in consultation with the employee’s supervisor on an individual basis. No employee,
regardless of classification, may be absent from regularly scheduled work unless such absence
qualifies as vacation leave, sick leave, FMLA leave, personal time leave, military leave, jury duty leave,
or an approved personal leave of absence without pay. The Director may grant an employee a
personal leave of absence without pay or other benefits for a period not to exceed twelve (12) months
when it is in the best interest of BPL the-Library to do so.

Procedure for Requesting

A leave of absence will be requested in writing in advance to the Director stating the reason and
requested dates. The granting of a leave of absence will be made by the Director, in consultation with
the supervisor. A requesting employee shall be notified in writing of the approval or denial of a
requested leave of absence.

Conditions
An employee must first exhaust all paid leave before beginning an unpaid leave of absence.

All personal leaves of absence shall be without pay. Health care benefits will not apply during the
unpaid leave of absence, and service credit for retirement and other purposes will not accrue. No sick
time, vacation time, personal leave time, or holidays will accrue during the unpaid leave of absence.
The employee must comply with all conditions of the leave of absence.

All leaves of absence shall commence and end upon the dates approved for such leave of absence and
any requests for extensions will be made in the same manner as the original request. An employee on
a leave of absence may continue to carry available insurance benefits at the employee’s expense
during the authorized leave of absence.

Outside Employment During a Leave of Absence

An employee shall not engage in gainful employment (except military duty pursuant to Military Leave)
during a leave of absence (including absences for personal leave and jury duty) without the prior
written permission of the Library Director.
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GENERAL POLICIES

Job Duties and Responsibilities

Your job duties and responsibilities will be explained to you by your supervisor. BPL Fhetibrary
reserves the right to modify, change, add or delete job duties, titles, and responsibilities and to
transfer employees to different positions. You are expected to keep yourself informed of current BPL
Library policies, procedures, programming, and events. You are expected to refrain from making
excessive noise or otherwise disturbing coworkers or members of the public with loud conversations
or behavior.

Job Review

Your supervisor will work with you on an ongoing basis to help you improve at your job. In this way
you will receive constructive suggestions about how to improve your work. Periodically, your
supervisor may meet with you individually to evaluate your performance. If you have any questions
about your job, you should feel free to talk to your supervisor at any time.

Staff Development Policy

BPL encourages staff to become involved in professional activities. Staff members are encouraged to
become members of community organizations and educational and professional associations to add
to their personal growth and to promote the benefits of BPL.

Staff growth and development shall be promoted through in-service training, the availability and use
of professional materials, and other recognized methods for aiding the growth of staff members in
their professional abilities and their use of these to benefit BPL. A staff development in-service day
may be provided annually, dependent on the financial position of BPL.

BPL maintains an annual membership at the organizational level to the American Library Association
and Michigan Library Association. BPL will pay for membership in a state or national organization if
the employee is attending the organization’s annual conference, dependent on the financial position
of BPL.

Professional leave for attendance at workshops and conferences may be granted by the Library
Director or designee if request for such is made in advance. Requests should include:
e A brief description of the event

e Dates held
e |ocation
e C(Cost

Attendance, fees and expenses may be granted considering:
e Budget limitations
e Work schedules
e Relationship of subject to job responsibilities
e Membership in the organization sponsoring the event
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It is the employee’s responsibility to submit a record of meetings to the Library Director for the
personnel file if the employee desires such documentation.

Staff Travel Guidelines

All travel must be approved by the Library Director or appropriate Department Head. Please contact
the Bookkeeper for information on current mileage rates and reimbursement procedures.

Emergency BPL Closures

On rare occasions, BPL may be closed due to an emergency (power outage, water damage, pandemic,
etc.). On the initial day of the closure, all scheduled staff will be paid for their full shift. Library
Administration will provide further guidelines on working from home and schedule adjustments once
more information about the emergency is known.

Remote Work Guidelines

Remote work is a voluntary or required work alternative that may be appropriate for some employees
and some jobs but not for all employees or all positions. The remote work may be a permanent or
temporary arrangement between employees and their direct supervisor(s), with the written approval
of the Library Director.

BPL generally uses three types of remote work:

1. When determined by BPL to be the appropriate reasonable accommodation for a person with
a disability. Remote work as a reasonable accommodation is governed by Americans with
Disabilities Act (ADA) and the State Laws of Michigan.

2. During a system emergency. Remote work during an emergency is a temporary way to
continue essential BPL operations and sustain service.

3. As part of a routine remote work arrangement. All routine remote work schedules and hours
must be pre-approved by the Library Director, and are at the sole discretion of BPL.

BPL reserves the right to amend, terminate, or suspend any and all of the provisions of the remote
work policies at any time, subject to its obligations under the ADA and any other applicable laws.

BPL will provide a laptop to employees working from home on a regular basis. Employees are
expected to immediately report technical issues and concerns that may prohibit remote work to their
supervisor.

Work from home days are not protected and staff may be called in to cover desk shifts if there is a staff
change or shortage

The employee will make arrangements for regular dependent care and understands that
telecommuting is not a substitute for dependent care. /n pandemic circumstances, exceptions may be
made for employees with caregiving responsibilities.

Remote employees must follow BPL service and personnel policies including attendance, privacy, data
protection, and code of conduct when representing BPL at meetings that are virtual or other.
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Opportunities for Advancement

In our organization there may be opportunities for advancement. However, many of these
opportunities depend upon you. Many things are taken into consideration, some of which are the
way you perform your job, your ability to cooperate and work with others, and your willingness to
assume responsibility. Staff members are encouraged to apply for other positions as they become
open.

Transfers
Regular employees may request a transfer to a different department when there is an open position.

The employee must submit an application and go through the normal hiring process. Employees may
be transferred based on BPL Library needs at the discretion of the Library Director.

Employee Absences

It is essential that all employees report for work when scheduled. Employee absences create
disruption in the workplace and hamper our ability to provide first-rate services to BPL Library patrons,

which they have grown to expect. Aceerdingly-the Library-discouragesemployeeabsences:

In the event an employee must be absent from work, the employee must call the sick line or send an
email to the sick line email address prior to the start of the employee’s shift to report their histher
absence. BPL ¥he—l:+lerary has the sole discretion to grant or deny an employee's absence request. a-

: werk: An employee who has
earned vacatlon time may use a vacation day to cover their histher absence, if approved in writing by
the employee’s supervisor.

BPL Fhe-Library reserves the right to discipline an employee for excessive absences from work or
tardiness up to and including discharge. See Rules of Conduct, number 11 contained in this
Handbook.

Weather-Related Closings

BPL Fhre-Library makes every attempt to remain open to the public—even in bad

weather. Birmingham has excellent snow-removal services, which means that Baldwin might be easily
accessible to its patrons even though the driving conditions in your home community are poor. In
case of inclement weather, the Director will assess the situation and consider closing for the day,

closing early, or delaying BPL's Fhe-tLibrary’s opening.

The decision to be closed for the day or delay the opening will be made by 6:00 am. Such a closure or
delay will be communicated to staff through the text/phone alert system, email, and a message on our
public website. If you do not see the message on our website or via email by 6:00 am, expect BPL the-

HleFaFy to be open as scheduled. #yewé&net—havemtemet—aeeess#em%eme—plea&emake—ye&e
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Should BPL thetibrary close early for weather-related reasons, we will again communicate this
information via email and through our public website.

If you cannot make it to BPL the-Library for a shift due to issues with the weather when BPL the-Library
is open, please communicate this to the sickline email address or phone number. If BPL the-Library is
open and you cannot make it to work, you will either not get paid or will have to take vacation or
personal time.

Layoff and Recall

The Director will determine when a layoff must occur and when employees can be recalled from
layoff. The Director will decide in their his-erher discretion the employees to be laid off and recalled.

Employees on layoff for six (6) months will be automatically terminated.

Lunch Periods and Breaks

Employees who work a full day receive a one-hour non-paid meal period. An employee who works at
least a four-hour consecutive shift is entitled to receive a 15-minute break during that shift. If you
need an extended break, notify your supervisor. The supervisor or senior staff member has the
responsibility to ensure coverage of the department. When necessary, supervisors are authorized to
limit the number of personnel on break and the length of breaks. Employees are required to
coordinate breaks with their supervisor. In general, BPL the-Library has the lowest staffing levels
during evening hours and on the weekends. Staff is advised to be aware of these peak periods plus
the limited availability of staff on the evenings and weekends. Every effort should be made to either
be available to work on the desk or to serve as backup during these times of highest demand.

The rest break must not be abused nor interfere with the efficient operation of BPL the-Library. Abuse
of this privilege may be termed absenteeism and will result in disciplinary action.

Breaks may be taken anywhere the employee wishes; however, BPL Libraryy employees are not covered
by workers’ compensation insurance if they leave the building. Breaks must be taken within the work
period allocated and cannot be combined with other leave.

Dress Code
Your personal cleanliness and appearance is of importance to both yourself and BPL the-Library. All
employees are expected to dress neatly and appropriately for their job and avoid any apparel that

may not be in keeping with good business taste. Employees are expected to wear their name badges.

Employees who report to work dressed inappropriately will be asked to go home to change. This will
be unpaid time.

Personal Business
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Personal business and personal communication must be kept to a minimum during the workday.
Employees are expected to refrain from using BPL Library equipment or work-time for non-
BPLLibrary related activities.

Medical Examinations

BPL Fhe-Library may require employees to have a medical examination when the examination is job-
related and consistent with business necessity. This may include, for example, situations where the
employee is exposed to toxic or unhealthful conditions, where an employee requests an
accommodation for a particular disability, or where there is a question as to the employee’s ability to
perform essential job functions due to a medical condition. BPL Fhe-Library will be responsible for the
cost of the examination, and will treat all examination records as confidential in accordance with
federal and state law.

Smoking

BPL Fre-Library is a smoke-free zone. Smoking is not permitted in BPL the-Library, under the awning in
front of BPL's the-Library's front entrance, or within 35 feet of the rear staff entrance. This applies to
electronic cigarettes as well as conventional cigarettes.

No Weapons Policy

Possession, use or sale of weapons, firearms or explosives on BPL Library premises while on duty, or in
vehicles for work-related purposes or while engaged in BPL Library business off premises, is forbidden
except where expressly authorized by the Director and permitted by state and local

laws. This policy applies to all employees, including but not limited to, those who have a valid

permit to carry a firearm. Employees who are aware of violations or threats of violations of this policy
are required to report such violations or threats of violations to their supervisor immediately.
Violations of this policy will result in disciplinary action, up to and including discharge.

Authorization of Employment

Employees of BPL the-Library are required by federal law to verify their authorization to work in the
United States. In compliance with the law, BPL the-Library prohibits discrimination in hiring, recruiting,
referring for a fee, and discharging based on citizenship and national origin.

Notice of Changes

For your protection, convenience and benefit, you are required to notify the Administrative Office
immediately of any change in your contact information. Keeping this information accurate enables us
to reach you in an emergency, forward your mail and W-2 forms, maintain your insurance and other
benefits, and compute your payroll deductions.

Facilities, Equipment, Desks, And Work Areas
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It is everyone's responsibility to keep our facilities, equipment, and work areas orderly, clean, and
efficient. This is particularly important for employees who share a desk with co-workers.

You are expected to take proper care in the handling of any and all BPL Hibrary equipment and
property. No BPL Library property is to be removed from the premises without prior authorization. If
you lose, break or damage property, report it at once to your supervisor.

All sensitive materials should be placed in a secure area on BPL the-Library premises at the end of your
workday. Employees shall not browse through documents that are not part of their job to maintain or
work on.

You have no right of privacy to your desks, containers, cabinets, facilities, computers and other areas.

BPL Fhe-Library reserves the right to search and/or examine all such areas. If you have private or
personal papers, documents or items, please leave them at home.

Use of Staff Areas

Staff members are expected to keep shared work areas tidy.

Parking

Employees must follow all City ordinances and parking garage rules. BPL Library employees who work
at least twenty (20) hours per week will be eligible to receive a parking pass paid for by BPL the-
Library. All employees without a parking pass will be eligible to have their parking validated.

Political Activity

To avoid possible conflict of interest, no BPL Library employee may seek election to any elected office
on the Baldwin Public Library Board of Directors, in the municipal government of the City of
Birmingham, or the government of any municipality that contracts with Baldwin for library services.
No elected official in the municipal government of the City of Birmingham or any of its contract
communities may seek employment at the Baldwin Library while holding such a position. According
to the Michigan Compiled Laws 169.204 and 169.257, employees of public bodies, such as the Baldwin
Public Library, are legally prohibited from advertising their political views or spending time working
on a political cause while at work or using BPL Library equipment.

Discounts and Privileges

Employees of the Baldwin Library are entitled to full BPL Library privileges while employed at the

Baldwin Library. Employees de-retpay-everduefines-Howeverempleyees are responsible for lost or

damaged items checked out on their account—Fhe-privitege-te-checkoutitemswitheutineurringlate
feesshouldnetbe-abused: Employees have the opportunity to purchase withdrawn BPL the-Library

materials. The employee library card expires three months after the employee’s last day at Baldwin,

except at the dlscretlon of th Dlrector mewretuats—are\ﬁe&styempleyed—bythe—ﬁbmryﬂﬁheﬂre
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Employees are also eligible for other discounts, which may include but are not limited to:
e TLN discount on Dell Computers for personal use
e Discounted rates at Birmingham golf courses
e Discounted membership at Birmingham Family YMCA
Discount card for Birmingham Shopping District participating businesses
Discounted books purchased through Baldwin’s book vendor
These special employee discounts are subject to change.

On-The-Job Injuries

BPL Fhe-Library should be a safe and healthy place to work. Accidents can be serious, cause pain, and
result in loss of work, time and income. If you see unsafe conditions, report them immediately to your
supervisor so they can be corrected.

You must report all job-related injuries and illnesses to your department supervisor immediately. If
the accident or injury happened at work and requires medical treatment after going home, proceed to
a local hospital emergency room.

Accident Procedure

Follow this procedure if you are involved in or observe an accident on BPL the-Library property:
1. Notify dispatch at 911.

2. Report the accident to your supervisor immediately. If your supervisor is not available,
report it to the designated senior staff member in your department.

3. Assistinjured people, but do not risk aggravating an injury through ill-advised attempts at
treatment.

Request for Accommodation

Employees with disabilities that require a reasonable accommodation in order to perform the
essential functions of their position or to enjoy the benefits and privileges of employment to the same
degree as other BPL employees must notify the Library Director in writing as soon as practicable, and
within 182 days after the need for the accommodation becomes known.

Incident Reports

Should an incident occur at BPL the-Library involving a breach of BPL's the-Library's Code of Conduct,
or if the police or fire department is called, the employee closest to the incident should fill out the
Incident Report form available on the intranet. The Library Director will follow up on the incident and

email a copy of the incident report to all staff for review. Fhe-empleyeeshould-then-emait-the
corpletedreportto-the BaldwinallstaffHistserw
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End of Employment

Upon ceasing employment at BPL the-Library, all employees must return any and all BPL Library
property to their supervisor, including but not limited to: parking and security passes, name tags, and
keys. An exit interview wilt may be requested at the end of the period of employment.
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STAFF RULES OF CONDUCT

BPL Fre-Library has certain rules of conduct that have to be followed in order to get work done in an
efficient and orderly manner. Your cooperation is essential, and you must familiarize yourself with
those rules of prohibited conduct listed below so you know what is and is not acceptable behavior.
Based on common sense and good judgment, these rules are designated to protect your rights and
the rights of other individuals.

Violations of the following will, at the discretion of BPL the-Library, result in disciplinary action up to
and including discharge:

Poor work performance

2. Insubordination (i.e., disobedience to authority or failure to follow instructions)

3. Theft, unauthorized removal of property, or misappropriation of BPL Library funds or property,
including funds or property of other employees, citizens and patrons

4. Fighting

5. Violating the No Weapons Policy described earlier in this Handbook.

6. Being on BPL Library premises or being on duty while under the influence of alcohol or drugs,
or in an unfit condition

7. Consuming unauthorized alcoholic beverages or drugs while on duty

8. Walking off the job without the approval from a supervisor

9. Causing hazardous or unsafe working conditions

10. Falsification of personnel or other records

11. Absence without notification or permission

12. Damage to, destruction of, or misuse of property and equipment belonging to BPL the-Library,
its employees, or patrons

13. Failure to cooperate in efforts to make the workplace safe or in the investigation of incidents
or conduct at BPL the-Library

14. Failure to operate a library/city vehicle safely or properly or failure to operate a personally
owned vehicle safely and properly while on BPL Library business or BPL Library time.

15. Possessing books, magazines, or posters containing sexually explicit materials.
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16. Excessive tardiness or absenteeism, and continued failure to notify BPL theLibrary, at least a
half-hour prior to the start of a work shift, of an upcoming absence. In no event will an
employee be paid for unexcused time the employee is absent from work.

17. Any on-site political activity that is prohibited by Michigan Compiled Laws 169.204 and
169.257, as noted above under “Political Activity.”

THE ABOVE RULES ARE NOT INTENDED TO BE ALL-INCLUSIVE OF THE PROPER STANDARDS OF
CONDUCT OR OTHER OBLIGATIONS OF EMPLOYEES. THE LIBRARY DIRECTOR IS AUTHORIZED TO
TAKE DISCIPLINARY ACTION, INCLUDING TERMINATION, FOR OTHER CONDUCT NOT
SPECIFICALLY LISTED HERE.

EMPLOYEE POSTINGS ON SOCIAL MEDIA

Employees must be aware that information they display or comments they make on BPL social medial
sites may be viewed by other users as representing official BPL sponsored information or comments.
Therefore, when using a personal social media account, BPL personnel cannot:
e speak on behalf of, or represent BPL in any way
e disclose patron information that would violate Michigan'’s Library Privacy Act, as amended,
MCL 397.601, et seq. or any other law
e take pictures of patrons while working without prior consent, not including
photographing/videotaping BPL events in your capacity as an employee

Employees are encouraged to be thoughtful about what they post on social media, which can be
difficult orimpossible to “take back” once posted.

BPL personnel found to have violated this Policy may be subject to disciplinary action up to and

including dismissal from employment, and if applicable, may be subject to prosecution under federal
or state laws.

BPL Library POLICIES

All BPL Library employees are expected and required to adhere to all BPL Library policies approved by
the Library Board. A list of all approved BPL Library policies can be found at

www.baldwinlib.org/mission en-the-Library'sstaffintranet.

THE DOOR IS ALWAYS OPEN

BPL Fre-Library hopes this Handbook will be helpful to you as an employee of BPL the-Library, and will
serve as a useful reference in explaining BPL's the-Librarys benefits and policies, and your job
responsibilities. You should feel free to discuss with your supervisor any problems that occur on the
job, or any suggestions you might have for improvement in BPL Library operations. The door is always
open to you. BPL Fre-Library wishes you the best, and trusts your job with BPL the-Library will be
satisfying and rewarding.
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Appendix A
Time Benefits for Eligible Employees

Certain BPL Library employees are eligible to earn paid leave. The table below serves as a reference for
those employees. The terms in your offer-of-employment letter govern how much paid leave you earn
on an annual basis. Your annual accrual will automatically increase after five, ten, and twenty every-

five years of consecutive employment at Baldwin, ¢p-threugh20-years-ofserviee.

Hours Yearly Yearly Yearly Yearly Yearly Yearly Holiday
Worked Vacation Vacation Vacation Vacation Sick Personal Hours
Per 0-4 5-9 10-19 20+ Leave Leave Per
Week Years of Years of Years of Years of Day*
Service Service Service Service
40 80 120 160 200 96.0 52.0 8
39 78 117 156 195 93.5 35.5 7.75
38 76 114 152 190 91.0 34.0 7.5
37 74 111 148 185 89.0 335 7.5
36 72 108 144 180 86.5 32.0 7.25
35 70 105 140 175 84.0 31.5 7
34 68 102 136 170 81.5 31.0 6.75
33 66 99 132 165 79.0 29.5 6.5
32 64 96 128 160 77.0 29.0 6.5
31 62 93 124 155 74.5 27.5 6.25
30 60 90 120 150 72.0 27.0 6
29 58 87 116 145 69.5 26.5 5.75
28 56 84 112 140 67.0 25.0 5.5
27 54 81 108 135 65.0 24.5 5.5
26 52 78 104 130 62.5 23.0 5.25
25 50 75 100 125 60.0 22.5 5
24 48 72 96 120 57.5 22.0 4.75
23 46 69 92 115 55.0 20.5 4.5
22 44 66 88 110 53.0 20.0 4.5
21 42 63 84 105 50.5 19.5 4.25
20 40 60 80 100 48.0 18.0 4
19 38 57 76 95 455 17.5 3.75
18 36 54 72 90 43.0 16.0 3.5
17 34 51 68 85 41.0 15.5 3.5
16 32 48 64 80 38.5 14.0 3.25
15 30 45 60 75 36.0 13.5 3
14 28 42 56 70 33.5 13.0 2.75
13 26 39 52 65 31.0 11.5 2.5
12 24 36 48 60 29.0 11.0 2.5
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11 22 33 44 55 26.5 9.5 2.25
10 20 30 40 50 24.0 9.0 2

9 18 27 36 45 215 8.5 1.75
8 16 24 32 40 19.0 7.0 1.5
7 14 21 28 35 17.0 6.5 1.5
6 12 18 24 30 14.5 6.0 1.25
5 10 15 20 25 12.0 45 1

4 8 12 16 20 9.5 4.0 0.75
3 6 9 12 15 7.0 2.5 0.5
2 4 6 8 10 5.0 2.0 0.5

1 2 3 4 5 2.5 0.5 0.25

Though shown above as a yearly amount, vacation and sick leave hours are credited to employees
once per month. Depending on whether your yearly accrual is easily divisible by 12, you may see a
slight variation in the monthly amount earned towards the end of the calendar year.

Personal leave hours are earned for each month of work, but are not credited to employees until the

beginning of the following fiscal year. For example, in July 2050, an employee would be credited with
personal leave for time worked between July 1, 2049 and June 30, 2050.

*Holiday time is available to benefits-eligible employees only.
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Appendix B
Matrix of Benefit Eligibility

Matrix of Benefit Fligibility

Benefits
Full- | Sunday 1.5 | Vacation/ Health Dental/ Life Long/ Short
Time Time Personal Sick Insurance Optical | Insurance | Term Care | Retirement
Director Y N Y Y Y Y Y ¢ Y
Associate Director Y N Y Y Y Y Y Y Y
Bookkeeper Y N Y Y Y Y Y ¥ Y
Office Administrator Y N Y Y Y Y Y N Y
Operations Assistant N N N N* N N N N N
IT Coordinator Y N Y Y Y Y Y N Y
Network Administrator Y N Y Y Y Y Y X Y
IT Technician N N N N* N N N N N
Idea Lab Supervisor Y N Y Y Y Y Y Y Y
Idea Lab Assistant | N N N N* N N N N N
Department Head Y Y Y Y Y Y Y Y, Y
Asst. Department Head Y Y Y Y Y Y Y b ¢ Y
Librarian Il (FT) Y Y Y Y Y Y Y Y, Y
Librarian (FT) Y Y Y Y Y Y Y Y Y
Librarian (20<hr<28) N Y Y Y N N N N Y
Librarian (<20 hr) N Y Y Y N N N N N
Substitute Librarian N N N N* N N N N N
Reference Assistant N N N IN* N N N N N
Library Assistant Ill (FT) Y N Y Y Y Y Y X Y
Library Assistant Ill (PT) N Y Y Y N N N N Y
Library Assistant Il N Y Y Y N N N N Y
Library Assistant | N Y N N* N N N N N
Library Page N N N N* N N N N N

Family and Medical Leave Act (FMLA) is available to any employee who has been employed at least 12 months and has worked at least 1,250 hours
in the past 12 months.

Full-time employees hired before January 1, 2007, participate in the City of Birmingham's defined benefit plan, rather than the 401a and RHS plans.
Librarians (except for Substitute Librarians) and Circulation Assistants receive time and a half pay on Sundays. This does not apply to any other staff
members.

*Part-time staff working 25-28 hours per week are eligible for sick leave per Michigan’s Paid Medical Leave Act
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deductions from paycheck, 10 Official Version, 4

Director, 4,5,6,7,9,10, 13, 20, 21, 22, 27 Open Door Policy, 6
Discrimination, 2,7, 9 Orientation Period, 2, 5

Doctor Examinations, 24 Overtime, 10

Dress Code, 24 Paid Leave, 17

Employee Concern Procedure, 2, 7 Part Time Benefit Employee, 5
employment problem, 6 Pay Day, 2, 10

environment, 6 performance, 6, 9, 22, 28
excessive absences, 23 Personal Leave, 2, 12, 14, 21, 24
FAMILY AND MEDICAL LEAVE, 14 phone number, 25

FMLA - eligible use, 14 Recourse For Discrimination or Harassment, 2,
Fitness For Duty Statement, 19 9

FMLA, 14, 15,19, 20, 21 Retirement, 2, 13

Full Time Benefit Employee, 5 right of privacy, 26
governance, 4 schedules - work, 11
Harassment, 2, 8,9 Sick Leave, 2, 20

Health condition - self, 15 sick line, 23

Holidays, 2, 11 Social Media, 28
Independence Day, 11 Thanksgiving Day, 11
Insurance, 2, 13 The Library Network, 4
Intermittent Leave, 17 Transfers, 2, 22

interpretation of personnel policies, 5 Vacation, 2,12, 13

Job Duties, 2, 22 work schedule, 10
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Statistical Dashboard

January 2023
Current This month Previous FY 22-23
Month lastyear  CurrentFYTD FYTD Q3 Target
Financials
Revenues S 11,328 $ 83,940 | $ 4,363,463 $ 4,194,665
Expenses $ 374255 S 285,454 'S 2,510,602 $ 2,164,625
Circulation
Circ (Charges & Renewals) 47,941 47,756 317,531 334,574 405,000
Self-Check Usage 52.6% 48.0% 48.9% 48.5%
% of Circ by Residents* 91.5% 92.8% 92.0% 92.9% 92.0%
% of Circ by Non-Residents 8.5% 7.2% 7.9% 7.1% 8.0%
Interlibrary Loans
[tems borrowed 781 907 5,149 5,814
[tems loaned 877 830 5,671 5,483
Technology Usage
Database Sessions 5,903 3,549 31,592 19,171 25,500
Downloadable Content 13,121 12,987 87,300 80,476 96,000
Public Computer Usage 535 281 3,251 2,045
Wireless Sessions 4,579 4,219 32,070 30,750 48,750
Program Attendance
Program Attendance for Adults 239 390 1,271 2,255
# of Programs for Adults 10 20 89 117
Program Attendance for Teens 65 153 505 1,072
# of Programs for Teens 5 6 35 34
Program Attendance for Youth 1,446 508 9,810 5,231
# of Programs for Youth 57 17 263 186
Computer Classes 26 24 204 164
# of Computer Programs 4 6 35 35
Online Video Views 132 911 408 1,447
Idea Lab Visits 213 - 1,318 -
Total Program Attendance 2,121 1,986 13,516 10,169 21,000
Total # of Programs 76 49 422 372 263
Outreach Attendance 114 20 3,228 1,217
# of Outreach Programs 7 1 43 15
Gate Count 16,523 12,037 109,701 91,226 135,000
Volunteer Hours 100 53 768 217 900
Social Media New Users
Website Hits/Pageviews 25,887 24,285 162,521 153,583 195,000
e-Newsletter Subscribers** -5 -53 11,140 11,439 11000
Facebook Page Likes 15 15 2,897 2,670 2800
TikTok FollowersA 52 0 243 -
Twitter Followers 4 0 1,344 1,323 1475
Instagram Followers 17 28 2,116 1,955 2000

*Residents include people who live, work, or own property in our service area of Birmingham,
Beverly Hills, Bingham Farms, and the City of Bloomfield Hills

**Newsletter provider changed in Nov 2021; duplicate email addresses were eliminated

AAs of December 2022
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Key Metrics & Strategic Plan Status Report

Action item updates and comparisons of actual statistics to projections are made on a quarterly
basis—in the months of October, January, April, and July.

Programs & Services
Strategic goal: Adapt programs and services to meet the needs of the changing population

COVID-19 Response
Library Staff members continue to follow city protocols, quarantining as breakthrough cases
continue and testing as exposures require. Staff clean workspaces between shifts, and
maintain physical distances of 6 feet while in the Library. Masks are no longer required unless:
e A staff member has returned to work following a case of COVID. Staff members must
wear a mask for 10 days following their iliness
e Astaff member is experiencing lingering symptoms of a respiratory infection after
staying home sick to recover
If the City sees a rising trend in infections a strict mask policy will be put back into place. Since
January 18, one BPL staff member tested positive for COVID-19.

BPL continues to serve as a distribution point for free at-home COVID tests provided through
a special grant by the State of Michigan.
We received another shipment of tests
in early February, which were placed in
the lobby for pickup.

Cupcake Wars

Elisabeth Phou hosted 22 aspiring cake
decorating teens on January 25 in our
version of Cupcake Wars. Each
participant was given a cupcake and a
variety of toppings to create the most
original design. Thanks to judges
Lawson Glenn, Rosemary Isbell, Phoenix
Nash and one teen volunteer who
selected three winners in various
categories.
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Electronic Resources Renewal

This month, Morningstar, Valueline, LinkedIn Learning, and The Washington Post were all
renewed for another year of use. Periodicals were renewed through EBSCO, and electronic
magazines through Libby/Overdrive for another year. Unfortunately, The Economist is not
among the magazines available for subscription through Libby/Overdrive anymore, thanks to
a change in access proposed at the publisher level. We will maintain our subscription to the
print copy, and our partners at TLN are investigating whether a digital offering will be
possible in the future.

Idea Lab

On January 19, the Idea Lab hosted its first Retro Expo at BPL. This exciting expo of vintage
computers, video games and technology was attended by upwards of 60 individuals
throughout the four-hour runtime. This unique event gave visitors the chance to learn about,
use and play with computer technology from the past, providing a fascinating perspective on
where we are today. We featured vintage computers from IBM, Apple, Toshiba, and classic
video game systems from Nintendo, Sony, and Microsoft. Throughout the event, we screened
vintage computer commercial reels, and the noteworthy BBC documentary series "The

74



Machine That Changed The World". Print ads, manuals
and documentation accompanied each system, as well
as historical information about the history of each
system and their manufacturers. The response to this
event was overwhelming. Kids were fascinated by the
older software and games, and adults reminisced
about the systems they once owned, and all the many
tasks they performed on those machines. Patrons
experienced classic software, learned about the
origins of computer programming languages and
software tools from all eras. Thanks to social media
promotion and advertisement in various vintage
computing forums, attendees came from all over the
area to enjoy this collection of functional computers.
We learned a great deal by hosting this event, and we
have great plans to continue and expand our Retro
Expo events in the future.
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The Idea Lab has also been busy helping
people get ready for Valentine’s Day.
We received this picture of a valentine
young patron Thomas created for his
classmates.

Mobile Hotspots
We have added 15 additional mobile
hotspots to circulation.

Winter Reading Challenge

The 2023 Winter Reading Challenge wrapped up on January 31. This year we had:
165 participants

82 challenge completions

63,973 minutes read (about 1,066 hours)

52 people did an outdoor activity

47 people watched a movie that takes place in winter

45 people read a book by an author they've never read before

We changed the registration and recording format this year to simplify participation for all
ages, and saw a significant rise in program completion over 2022.

———— BALDWIN PUBLIC LIBRARY

(D) irter READING
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Facility
Strategic goal: Create a welcoming, safe, and accessible building that meets the needs of our
staff and users.

Play Table

The Play Table has returned to the Youth Department, after awaiting a new cord from the
manufacturer. It has been relocated closer to the YS Reference Desk to utilize an in-floor
outlet which will hopefully prevent another cord from being damaged.

Under Canopy Lighting
The lightbulbs outside the main entrance were switched out for brighter versions to help with
visibility during this darker season.

Diversity and Equity
Strategic goal: Provide and promote equitable and inclusive resources and opportunities for
all populations

IDEA (Inclusion, Diversity, Equity, Access) Task Force

The group will continue to meet monthly to accomplish the goals set forth by the Library
Board. In February, the ITF met for a final review of the DEI consultant proposals and to work
on a recommendation to the Library Board. They also looked ahead at how we can best
acknowledge Juneteenth, and will work on gathering electronic resources for promotion
while the library is closed.

A staff book discussion of Dancing in the street: Motown and the cultural politics of Detroit by
Suzanne E. Smith will be held on February 23, 2023 at 3:00 p.m.

Project READY
The Youth Department met on February 8 and will meet on February 22 to work through and
discuss the Project READY curriculum.

Community Outreach and Partnerships
Strategic goal: Develop and strengthen BPL connections within the community.

City of Birmingham

Craft has attended weekly City of Birmingham staff meetings. The meetings are being held via
Zoom. Miller submits content for the monthly and quarterly newsletter and Craft submits an
update to the City Manager to be discussed as part of his report during the last Commission
meeting of each month. Craft attended City Manager candidate interviews with other City
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department heads on February 15. During the evening of February 15, the library hosted a
candidate meet and greet for the three City Manager candidates.

Beverly Hills
Miller submitted information to the Village of Beverly Hills for inclusion in its weekly email and
monthly newsletter.

Bingham Farms
Miller submits monthly Board Meeting updates to the Library Liaison. Craft and Miller met
with new Bingham Farms Council liaison Kathy Mechigian for a library tour on January 27.

City of Bloomfield Hills
Miller submits monthly Board Meeting updates to the Library Liaison.

Birmingham Next

Rebekah Craft continues to host the Popular Reads book club on the first Monday of each
month at 1:00 p.m. The group began meeting in a hybrid format at Next and on Zoom last
December. Mick Howey is leading the Library’s non-fiction book club, which meets virtually
on the second Tuesday of every month at 10:00 a.m. Contact Rebekah.craft@baldwinlib.org to
request the book and join the meeting.

Rebekah Craft and reference assistant Haylie May are working with Pam Hall and Susan Gwidz
at Next to provide supporting materials for their upcoming cultural series on the Middle East.

Birmingham Schools
The Birbery 2023 books were announced during the week of
January 30, and made available for checkout on February 6.
Students will meet at BPL on May 18 to discuss and choose a winner.
The eight titles being considered are:
o A Perfect Mistake by Melanie Conklin
e (Crash from Outer Space: Unraveling the Mystery of Flying
Saucers, Alien Beings, and Roswellby Candace Fleming
e Wingbearerby Marjorie Liu
e Hummingbirdby Natalie Lloyd
o  Muhammad Najem, War Reporter: How One Boy Put the
Spotlight on Syriaby Muhammad Najem
e Lines of Courage by Jennifer A. Nielsen
e Windsweptby Margi Preus
e A Rover's Story by Jasmine Warga
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BPL donated $100 of Idea Lab materials to the Auction at the Unabashed Bash to benefit the
Birmingham Education Foundation, on February 4, 2023, and received a nice thank you after
the event. We also donated 50 withdrawn books that were repurposed as centerpieces during
the fundraiser.

Dear donor:

The Board of Directors of the Birmingham Education Foundation express their deepest
appreciation for your donation of the forllowing auction item(s):

S$700 of Idea Lab Materials from Baldwin Public Library

Your estimated value: $100.00

Your generous donation helped the BEF to raise more than 5163,000 at the 2023 Unabashed
Bash event and we are so grateful to you. Your donation and the funds raised because of it
will be used to support grants for BPS teachers to help as they create exceptional educational
experiences for our students.

To learn more about the Birmingham Education Foundation and how we support
Birmingham Public Schools, visit www.supportbef.org

Thanks again for your support of the BEF.

Sincerely,
The Birmingham Education Foundation

Friends of the Baldwin Public Library

The Friends of the Library continue to sell
deselected and donated materials from tables and
carts in the lobby, and collect material donations on
Tuesdays and Thursdays. In January, the Friends
surpassed $1,500 in donations at the lobby tables.
The Friends Board met on January 24 and approved
the granting of $19,320 of wish list items. They met
again on February 14, where they discussed and
approved the creation of a Code of Conduct for
Friends volunteers, which aligns their procedures
with many other neighboring FOL groups. They
also reviewed a draft of updated Bylaws, and
finalized plans for their pop-up book sale on
February 18.
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Marketing
Michelle Hollo continues to work with Jaclyn Miller

designing projects and marketing materials for the In the

Library, including:
e [earn.Connect.Discover spring newsletter LIBRARY =
e

drafts
e Display and directional signage
e Youth Program posters and fliers

we use
WALKING feet
e Adult Services program fliers

e Teen bulletin board poster

e Additional Outreach Inserts

e Etiquette Reminder Poster for YS

keep our
SHOESon

talk with
INI l voices

INDO
IINLIVUN

eNewsletters use

Robert Stratton has compiled and distributed the GENTLE hands
Library’s four monthly eNewsletters (Adult Events, with the toys
Teen Events, Youth Events). These newsletters — help

promote upcoming programs and spotlight a library " CLEAN UP what
service each month. L we played with

Story Time Guild
Stephanie Klimmek presented to members of the Story Time Guild on February 17, featuring new
picture book titles great for reading aloud and shared recommendations on good reads for adults.

Student Representative to the Board

We're pleased to welcome Titus Smith Ill, a junior at Groves High School, as our next Student
Representative to the Library board for 2023-2024. His application materials can be found in
the Information Only section of the Board Packet.

Personnel and Organization
Strategic goal: Train, empower, and equip members of the organization to best support users
and each other.

Staff Communications

The next all staff meeting will be held on Thursday, February 23. We continue to meet
monthly, after the Library Board meetings to share updates with all attendees. Recordings of
each meeting are sent to all staff.
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Staff Anniversaries

Sofia Dabrowski, Substitute Adult Librarian, reached 1 year of service on February 6.
Carlton Elam, Circulation Assistant Il, reached 3 years of services on February 3.
Theresa Hart, Circulation Assistant |, reached 27 years of service on February 12.
Dennis Kabel, Circulation Assistant |, reached 10 years of service on February 4.
Syntha Green, Youth Librarian, will reach 7 years of service on February 28.

Angela Shinozaki, Youth Librarian, reached 7 years of service on February 8.

David Stewart, Substitute Adult Librarian, reached 5 years of service on February 11.
Wesleyann Johnson, Youth Librarian, will reach 6 years of service on February 26.

Staffing Updates:

Access Services Pages Grace Noble and Rose Hansen will now be working at the Circulation
Desk as Circulation Assistant Is. Grace's knowledge of Baldwin and Rose's past library
experiences will stand them in good stead as they train for this new role. Both will continue
to page for the foreseeable future.

Volunteer Hours
100 volunteer hours were utilized in the month of January.

Financial Stability
Strategic goal: Maintain and improve financial health.

Craft continues to monitor the both the Library’s budget and the performance of its Trust
funds in order to ensure fiscal responsibility as we work to fully resume pre-COVID operations.

Craft met with the City Manager and Finance Director on February 9, 2023 for a preliminary
FY2023-24 budget review. The March 2023 Board meeting will include a public hearing for
the FY2023-24 budget and millage approval.
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Baldwin Public Library: Friends Funds

January 2023 Expenditures

Adult Services

Piracy speaker fee S 100.00
Books Unshelved S 9.19
Learning in Retirement gift cards, refreshments $ 75.97
Total | $ 185.16
Teen Services
Amazon Credit S (18.88)
Cupcake Wars supplies S 71.25
Plants and soil $ 27.97
Book Club Books S 220.10
Books Unboxed $ 15.49
Anime Club snacks & supplies S 58.98
Pizza - TAB, Exam Cram, Book Club $ 390.86
Total| $ 765.77
Youth Services
Paint by number supplies S 19.99
Dragon Day Take Home Kit $ 50.82
KLS Contest Prizes - 3 S 45.00
Reimbursement program supplies S 21.47
Travel Program S 64.93
Filament, Craft Wood, Construction Paper S 294,93
Total| $ 497.14
Outreach & Equipment
5 _
Total| $ -
Total Expenditures| $ 1,448.07
January 2023 Balances
Adult Services S  2,644.85
Teen Services S 524.70
Youth Services $  2659.92
Outreach & Equipment S 5,663.98
Total Balance| $ 11,493.45
January In-Library Book Sale Donations $1,525.16

Submitted by Jaclyn Miller for February 13, 2023
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MEMORANDUM

® DATE: February 17,2023
«}Y‘/.-y TO: Baldwin Public Library Board of Directors
BALDWI N FROM: Rebekah Craft, Library Director, on behalf of the IDEA
Task Force

PUBLIC LIBRARY
SUBJECT: Hiring DEI Consultant for Training

INTRODUCTION:
Since 2020, improvements to the library’s diversity, equity, and inclusion practices has been at

the forefront of our library goals and is a part of our 2022-2025 Strategic Plan. The IDEA task
force was developed in August 2020, and was charged with improving diversity, equity, and
inclusion practices at the library. This committee has done extensive work already, but is at
the point where outside guidance is needed to be more effective and to uncover biases and
understanding gaps. We would like to engage in services with an outside consulting firm to
further the profess we have made on improving diversity, equity, and inclusion practices
within the library.

BACKGROUND:
The 2022-2025 Strategic Plan sets forth the following goal and its accompanying objectives

and action steps:

Strategic Goal lll: Diversity & Equity - Provide and promote equitable and inclusive
resources and opportunities for all populations
1. Prioritize diversity, equity, and inclusion practices
a. Enhance inclusion of underrepresented groups in collections to highlight
diverse voices, perspectives, and absent narratives
b. Develop and implement civil discourse programming
Include funding for DEl initiatives in the annual budget
d. Review existing and future post-COVID plans with an equity lens to ensure
new services focus on those who need Library services most and who may
not yet be well connected to the Library
e. Provide a clear way for staff to contact the IDEA Task Force to identify areas
of improvement and offer suggestions
2. Develop and implement a training and education plan
a. ldentify needs for training
b. Seek out DEI training and educational programs for staff members and patrons
c. Offer 5 training opportunities for staff each year and require that full-time staff
choose 2 to attend and part-time staff choose one to attend
d. Update website to address accessibility and improve user experience

n
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3. Review and improve recruitment, hiring, retention and promotion methods

a.
b.
C.

Advertise jobs in more geographically and demographically diverse venues
Ensure that all portions of the application and interview process are accessible
Participate in the Institute of Museum and Library Services (IMLS) internship
program for high school students of color

Actively recruit candidates from underrepresented populations when filling
open positions

Provide a transparent pathway to promotion within the organization

Solicit feedback from candidates regarding the application and interview
process

Review and adjust qualifications for each job posting to expand the candidate
pool

4. Assess and document progress

a.

© o 0T

Complete a diversity audit of Library programming to ensure
underrepresented perspectives are being included

Establish criteria for auditing programs

Create form for staff to evaluate their planned offerings
Merge and compare results across Library

Publish an annual review of programs and trainings

As part of the 2022-2025 Strategic Plan and in compliance with Purchasing guidelines, the

IDEA task force sought proposals from three consulting firms that offer diversity, equity and

inclusion training. Our goal is for the consulting firm that is hired to help library staff identify

ways we can offer training to staff in all positions over an extended period of time. Director

Craft spoke with three consultants, who asked questions about Library goals and operations.

Each firm then submitted proposals that were personalized to our needs.

We received

proposals from the following firms:

Firm Name Proposal Amount
SRPC Training $12,000

Roy Burton

St. Clair Shores, Ml

Global CommUnity Associates $24,870

Celeste Jackson, Ph.D., LPC
Stephen Jackson
River Forest, IL

Global Engagement Consultants $110,100
Chanel F. DeGuzman, Ph.D.
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Royal Oak, Ml |
After reviewing the proposals, the IDEA Task Force recommends that the Board approve the
hiring of Stephen and Celeste Jackson from Global CommUnity Associates (GCA), at a cost of
$24,870 for 10 months of training and consulting over two fiscal years.

While the other firms submitted professional proposals with far reaching scopes, the proposal
from GCA was the top choice among the committee members because they included
responses to our noted requests and needs and developed a clear and comprehensive plan
with action steps that will help to create change and growth in our organization.

Specifically, GCA focuses on proactive, rather than reactionary practices. They have extensive
experience working in and with libraries and establishing restorative practices with teen
populations. Currently Stephen Jackson is the Director of Equity and Anti-Racism at the Oak
Park Public Library (IL). Prior to his current role, he worked with teens in libraries, so his efforts
have been tested and implemented with success. Of the three firms that submitted
applications, only GCA has specialized working with organizations that work with the public
on a day-to-day basis. As such, their program reads as proactive not reactive. The other two
firms have professional experience mainly with school districts or human resources
departments within larger organizations.

GCA'’s consulting work will involve members of the community, library board, IDEA task force,
and library staff. All staff members will benefit from hands-on teaching that will directly
address unique concerns in our community.

LEGAL REVIEW:
Upon board approval, the City Attorney will review the contract from Global CommUnity
Associates before the final agreement is executed.

FISCAL IMPACT:

The library’s budget includes a line item for training. We plan to utilize DEI consulting services
for the remainder of this fiscal year and for FY2023-24. We will work within the training
budget to pay for these consulting services. Additionally, hiring a temporary consultant is less
expensive than hiring a permanent staff member to carry out the same type of work

The Task Force recognizes that hiring a consultant to help us further identify areas of
improvement or change is an investment. By including all staff, not just the management
team or the IDEA Task Force, we will ensure that everyone is engaging in the same hands on
workshops designed to foster change, which not only ensures a consistent culture and
environment, but brings the per person cost to a number comparable to that of individual
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training sessions in other aspects of library work. This is important as we are cognizant of the
responsible stewardship of community dollars.

SUMMARY:

The IDEA Task Forces recommends hiring Global CommUnity Associates for DEI consulting
services to assist in developing and implementing of internal practices and procedures to
promote DEI sustainability.

ATTACHMENTS:
e Global CommUnity Associates Proposal, dated January 2023
e Global CommUnity Associates Contract, dated February 2023

SUGGESTED BOARD ACTION:

To make a motion to hire Global Community Associates for diversity, equity, and inclusion
consulting services, for a total contract amount of $24,870, to be paid out of account
955.0100 Training.
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Service Contract
By and between
Baldwin Public Library
And
Global Community Associates

Dated 2-16-2023



Global Community Associates, LLC
155 Concord Drive S Oswego IL 60543
info@globalcommunityassociates.com

STATEMENT OF WORK

THIS STATEMENT OF WORK (this “Agreement”), is made and entered into this [16'" day
of February, 2023] (the “Effective Date”), by and between [Baldwin Public Library], (the
“Client”) Global Community Associates (the “Consultant’). The Client and the
Consultant are herein referred to, individually, as a “Party”, and, collectively, as the
“Parties”.

Client and Consultant agree as follows:

1.0 General Description. This engagement will focus on 3 key objectives
outlined below. Additional details and project timeline can be found in Exhibit
A.

e Develop and implement several organizational specific data
measuring instruments for BPL to assess the climate of the
organization.

e Facilitate organizational support circles to introduce and integrate
restorative practices among leadership staff for long term capacity
building within the organization.

e Perform a 360 evaluation of BPL’s standing policies, procedures and
protocols to understand the degree of which the organization is
currently implementing and/or hindering effective restorative practices
that are anti-racist, equitable, inclusive and reflective of the
organizations mission/vision.

2.0 Services and Deliverables. Consultant, as an independent contractor, agrees
to perform during the term of this Agreement, each and every service described
in the “General Description” set forth on Section 1.0 of this Agreement and
outlined in Exhibit A.

Consultant shall deliver to the Client the studies, plans, specifications,
drawings, photographs, maps, videos, records, designs, data, reports,
documents or other work products as are identified in the Scope of Services
(“Work Product”). Consultant shall, upon request by Client and upon completion
or termination of this Agreement, deliver to the Client all Work Product
produced by the Consultant.

2.1. Work Product. The specific deliverables under this SOW include:

(a) Policy audit for equity and anti-racism

(b) Introductory leadership professional development sessions

(c) Comprehensive informational report that captures key insights, findings, strengths
and recommendations and action steps for BPL
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2.2. Copyright Ownership. In the event that any copyrighted work(s) are created
as a result of the Services provided by consultant in accordance
with this Agreement, consultant owns all copyrights in any and all work(s) it
creates or produces pursuant to federal copyright law (Title 17,
Chapter 2, Section 201-02 of the United States Code), whether registered or
unregistered. Any and all products, whether tangible or
intangible, produced or created in connection with, or in the process of
fulfilling this Agreement, are expressly and solely owned by Consultant
and may be used in the reasonable course of Consultants’ business.

2.3 Extra Services. Unless Client and Consultant have agreed in writing before
the performance of extra services that are beyond the Scope of Services,
Client shall have no liability for such extra services and Consultant shall have
no right to claim compensation for such extra services or expenses.

3.0 Term of Agreement; Termination.

3.1 Term. The term of this Agreement is from the Effective Date until [October
15t, 2023]; provided, however, that the term of this Agreement may be
extended by written amendment executed by authorized representatives of
each of the Parties or may be earlier terminated as provided in Section 3.2
below (the “Term”).

3.2 Termination. Either party may terminate any or all of the services agreed to
be performed under this Agreement without cause, at any time during the
Term by giving thirty (30) days’ notice in writing.

3.3 Effect of Termination. In the event of termination, Consultant shall have the
right and obligation to immediately assemble work in progress for the purpose
of closing out the job. All compensation for actual work performed and
charges outstanding at the time of termination shall be payable by Client to
Consultant within thirty (30) days following submission and approval of a final
invoice by Consultant unless termination is for cause. In the event that such
termination was for cause, Consultant shall be compensated only to the
extent required by law.

4.0 Compensation and Schedule of Compensation. The total compensation
payable by the Client to the Consultant under this Agreement shall not exceed
the sum of [$24,870) (the “Cost of Services”). The Cost of Services shall not be
increased without a written amendment executed by the authorized
representatives of each Party. The Consultant and the Client agree that the
Consultant shall earn its compensation on a fixed Price basis, according to the
following method:

(a) Thirty-five percent of the Cost of Services will be due once this agreement
is signed by both the Client and the Consultant.
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(b) A flat rate monthly retainer will be billed throughout the term of the
project from March 2023- October 2023
(c) Payment schedule will be as follows
i. $8,704 due within 10 business days of this contract being signed by
both parties
ii. $2,020 due March 30t
jii. $2,020 due April 30%"
iv. $2,020 due May 30t
v. $2,020 due June 30%
vi. $2,020 due July 30%
vii. $2,020 due August 30t
viii. $2,020 due September 30
ix. $2,020 due October 30"

No payment for expenses, labor or any other cost shall be paid to Consultant
unless it is within this Agreement. If either party for any reason terminates this
Statement of Work or the Consulting Agreement that governs it, fees will be
paid based on the proportion of the Services performed by Consultant as of the
date of such termination.

Payments may be remitted to Consultant via hand-delivery of check or by
electronic ACH deposit or by check by mail. Checks should be made payable
to: Global Community Associates and mailed to

Global Community Associates
155 Concord Drive S
Oswego IL 60543

5.0 Personnel.

5.1 The staff person designated by Consultant to be the primary point of contact
(the “Representative”) for day-to-day performance of this Agreement shall be:
Celeste Jackson, PhD, LPC
Principal Consultant, Global Community Associates
155 Concord Drive S
Oswego IL 60543
773-289-8755

cjackson@globalcommunityassociates.com

Representative shall be a key member of Consultant’s firm, and shall be
directly involved in performing, supervising or assisting in the performance
of the Scope of Services under this Agreement. The Representative shall
be the key person to communicate with, and periodically report to, Client
on the progress of the work. The Consultant may, from time to time,
remove or replace the Representative designated in this Agreement only
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with prior written consent by the consultant.

5.2 The services to be performed by Consultant shall be accomplished under the
general direction of, and coordination with, the staff person designated by the
Client serving as the designated official (the “Designated Official”’). The
designated official designated by the Client for day-to- day administration of
this Agreement shall be:

Rebekah Craft, Library Director

Baldwin Public Library

300 W. Merrill St. Birmingham, MI 48009
248-554-4681
Rebekah.craft@baldwinlib.org

Designated Official shall be a key member of Client’s firm, and shall be
directly involved in performing, supervising or assisting in the performance
of the Scope of Services under this Agreement. The Designated Official
shall be the key person to communicate with Consultant on the progress
of the work. The Client may, from time to time, remove or replace the
Designated Official in this Agreement only with prior written consent by the
Client’s prior Designated Official.

6.0 Invoicing and Payment. Consultant shall provide Client with written
verification of the actual compensation earned. Invoices shall be made no more
frequently than on a monthly basis and no less frequently than every fifteen
(15) days. All payments shall be made within 10 days after Client’s receiving
invoice.

7.0 Independent Contractor. Consultant is retained and engaged by the Client
only to the extent set forth in this Agreement, and the Consultant's relationship
to the Client is that of an independent contractor. Consultant shall be free to
dispose of all portions of Consultant's time and activities which Consultant is
not obligated to devote to the Client in such a manner and to such persons,
firms, or corporations as the Consultant sees fit except as expressly provided
in this Agreement. Consultant shall not be considered to have the status of an
employee under this Agreement or be entitled to participate in any insurance,
medical care, vacation, sick leave, or other benefits provided for Client's officers
or employees. Consultant shall be solely responsible for any workers
compensation insurance, withholding taxes, unemployment insurance, and any
other employer obligations associated with the performance by the Consultant
(including any of its officers, employees or other agents) of its obligations under
this Agreement. Consultant has no authority to bind Client in any manner or to
incur any obligation, debt or liability of any kind on behalf of or against Client,
whether by contract or otherwise, unless such authority is expressly conferred

5
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under this Agreement or is otherwise expressly conferred in writing by the

Client.

8.0 Client Responsibilities. Client shall fully and promptly undertake its

obligations as set forth below:
(a) Client shall gather and deliver all required data outlined within reasonable

time frame following notice from Consultant.

(b) Key stakeholders (leadership, faculty, administration, etc.) will be available

throughout the duration of the engagement, as needed and with required
notice

9.0 Hold Harmless and Indemnity.

9.1

9.2

Hold Harmless. To the fullest extent provided by law, Consultant holds Client,
its elected officials, officers, agents, and employees, harmless from all of
Consultant's claims, demands, lawsuits, judgments, damages, losses,
injuries or liability to Consultant, to Consultant's employees, to Consultant’s
contractors or subcontractors, or to the owners of Consultant's firm, which
damages, losses, injuries or liability occur during the work required under this
Agreement, or occur while Consultant is on Client property, or which are
connected, directly or indirectly, with Consultant's performance of any activity
or work required under this Agreement.

Defense and Indemnity.. Indemnification of Consultant. Client shall indemnify,
defend and hold Consultant harmless from and against any and all third party
claims, liability, suits, losses, damages and judgments, joint or several, and
shall pay all costs and expenses (including counsel’s fees and expenses) as
they are incurred in connection with the investigation of, preparation for or
defense of any pending or threatened claim or any action or proceeding
arising there from, that Consultant incurs as a result of having performed
services on behalf of Client.

10.0 Confidentiality.

10.1 Confidentiality Obligation. Consultant is required to comply with all
client data privacy and confidentiality of records policies. Consultant shall
maintain all information received, viewed, transmitted, or otherwise
accessed from the organizations database in the strictest confidence and in
accordance with all laws and regulations. Further, Consultant shall not
disclose, transmit, release, copy, publish, or use the information except as
permitted by this contract agreement, notwithstanding any provisions in the
contract agreement to the contrary. Consultant shall require each of their
employees, contractors, and agents who will have access to such

6
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Global Community Associates, LLC
155 Concord Drive S Oswego IL 60543
(54 info@globalcommunityassociates.com
information to maintain confidentiality of the information accessed via the
organizations’ database on the same terms as stated in this paragraph and
will ensure that each employee, contractor, and agent is aware of the
confidentiality requirements and trained to comply with them.

Use of Anonymized Findings. Consultant may produce findings through its
research, such as survey findings, data analyses, and interviews. Both parties
agree that Consultant may utilize those findings to advance its research and
documentation of leading practice which may be shared with Consultant’s
clients or a public audience. In doing so, Consultant will anonymize and
aggregate findings to prevent attribution of any findings to Client or any
individual Client employee, student, or service provider. Any exceptions to this
will be approved and confirmed in writing by Client.

Use of Client Name. Consultant may freely refer to Client as an active or past
client and use its name and logo (in accordance with client brand guidelines) in
such places as Consultant’s website and reference materials.

Amendment; Modification. This Agreement may only be amended or
otherwise modified upon written mutual agreement of each of the authorized
representatives of the Parties.

Severability. If any part, term, or provision of this Agreement shall be held
illegal, unenforceable, or in conflict with any law of a federal, state, or local
governmental entity having jurisdiction over this Agreement, the validity of the
remaining portions or provisions shall not be affected by such holding.

Governing Law. The terms of this Agreement shall be interpreted according
to the laws of the State of lllinois. The Parties agree and consent to the
jurisdiction of the state and federal courts of competent jurisdiction exclusively
in the County of Kendall, lllinois.

Assumptions. The following is a list of some of the assumptions and
expectations that, together with the information provided to Consultant by Client
as of the date of this Statement of Work, the nature and scope of the Services,
the expected resource requirements and other commitments from Client, and
the anticipated duration of the Services, form the “Assumptions” for this
Statement of Work and the basis of Consultant’s pricing. A material deviation
from the Assumptions may cause changes to Consultant’s schedule, fees,
expenses, level of effort or otherwise impact Consultant’s performance of the
Services, and the parties will enter a Change Order to reflect any adjustments
to the Services and/or pricing for such services as a result thereof.
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(a) [Client and Consultant will work collaboratively to manage project

scope, and leadership alignment

(b) The estimated duration for this engagement is ten 9 months. If the
engagement extends beyond this timeframe, then an additional cost will
need to be agreed with Client leadership

(c) Key client stakeholders (leadership, faculty, administration, etc.) will be
available throughout the duration of the engagement, as needed and with
required notice

(d) All required data will be provided before commencing with this project and
any additional data will be provided within a week of request

(e) All materials will be developed in English; any required translation will be
the responsibility of the client

(f) The engagement work is expected to be completed off-site (remotely),
virtually using Zoom and on-site at client’s main branch 300 W Merrill St
Birmingham MI 48009

(g) The parties agree that any changes to the activities or deliverables and fees
will be documented and approved in writing

(h) Legal advice and interpretation shall not be provided by consultant. Any
reference to Legal matters will be made solely in reference to experience or
publicly available resources but are not legal advice.

(i) Consultant will not make any management decisions, perform any
management functions, or assume any management responsibilities.

Change Orders. The scope of the Services as documented herein shall remain

unchanged, except as otherwise agreed by Consultant and Client in writing. If

any of the following events occur while Consultant is engaged to provide the

Services (each a “Change Order Event’), Consultant shall be entitled to an

agreement between the parties to alter one or more aspects of this

Engagement Letter (a “Change Order”) to compensate it for additional effort at

Consultant standard billing rates, plus reasonable incurred expenses:

(a) The scope, approach or timing of the project or the services materially
change.

(b) Material delays are encountered that are beyond the reasonable control of
Consultant, such as and including delays caused by third party software and
hardware vendors or their related products and/or services.

(c) A project assumption proves to be invalid and materially affects the timing,
scope, or cost of the Services; and

(d) Client fails to meet its obligations as set forth herein and such failure
materially affects the timing, scope, or cost of the Services.

Consultant will notify Client in a reasonable period of time after becoming aware
of a Change Order Event. Notwithstanding anything to the contrary in this

Engagement letter, if the parties are unable to reach a complete agreement on
a Change Order within 30 days of Client being notified of a Change Order

8
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Event, either party may, at its option, suspend or terminate the Services
upon written notice to the other party. Change Orders to this Engagement letter
will only be effective when signed by authorized representatives of each party.

In recognition of the obligations stated in this Agreement, the Parties have executed
this Agreement on the date indicated above.

“Consultant”
Global Community Associates

TSN

Signature

Date: 2'1 6'23

Celeste Jackson, PhD, LPC
Principal Consultant

“Client”
Baldwin Public Library

Signature

Date:

Rebekah Craft
Library Director
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Exhibit A
Baldwin Public Library Consultation Proposal

Overview

Thank you for the opportunity to work with Baldwin Public Library (BPL). This document
outlines the preliminary proposed services, fees, and description of activities for a contract
agreement in which Global Community Associates (GCA) will provide to Baldwin Public
Library.

Disclaimer: This preliminary proposal is an outline for the potential work that could be
implemented and is not all encompassing nor comprehensive. A thorough data collection and
analysis is necessary to fully determine the scope of work GCA would recommend. This
preliminary proposal serves as a recommendation based on information provided thus far
through conversations with BPL’s Director, Rebekah Cratft.

Statement of Concern: BPL is seeking to evaluate currently implemented interventions and
explore new strategies and approaches to best address issues known and unknown to; improve
relationships and improve the overall functioning of the institution moving forward. Leadership
has expressed the importance of creating and sustaining a trusting environment among staff to
address both internal and external challenges of the organization.

Background

The Organization: Baldwin Public Library has a commitment to innovation, creating a
welcoming environment, integrity, and collaboration and has prioritized the need for diversity
and equity by including them in the strategic goals of the organization.

The Consultant: GCA is a consulting agency committed to creating spaces where people,
agencies and institutions throughout the Global CommUnity can engage in organizational and
system level change by utilizing transformative and evidence-based Restorative Practices. We
specialize in working with libraries, schools and other organizations where people are a focal
point of engagement.

GCA'’s principal consultants have over 30 years of combined specialized work experience in the
field of restorative justice and practices, diversity, equity and inclusion, community engagement,
social and human services and mental health. This unique intersection of experiences positions
us to provide insightful, thorough and useful data as we look at presenting issues and concerns
through varying lenses.

Stephen Jackson, Founder and principal consultant has a history of extensive work experience in
public library spaces in a variety of roles, including Social Services Specialist, Teen Services

10
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Manager and Director of Equity and Anti Racism. During his tenure he has
firsthand experience and participated in the inaugural work of both Restorative Practices and
Anti-Racist Practices at Oak Park Public Library (IL). Belonging to one of the first institutions in
the country to integrate Social Services in Public Libraries, Mr. Jackson has had the opportunity
to develop relationships with dozens of libraries across the nation who face similar challenges in
wanting to dismantle systemic racism and oppressive systems that hinder relationships, disrupt
productivity and the overall well-being of organizations and the individuals affiliated with them.
He has worked on the development of frameworks to successfully engage with some of libraries'
historically most vulnerable and marginalized populations. This work has been referenced,
adapted and modeled in multiple organizations and institutions.

Dr. Celeste Jackson, principal consultant is a full-time mental health and restorative justice
practitioner with a background in Community Psychology. Her specialized training in program
evaluation and as an auditor with the Illinois Department of Human Services has afforded her the
opportunity to survey hundreds of organizations providing both indirect and direct service in a
way that data collection and analysis is always crafted to provide helpful insights to make
thoughtful recommendations to the organizations we partner with. Some of her data analysis and
program evaluation has included work in public libraries, higher educational learning systems,
substance use facilities, correctional facilities, private and public educational school systems and
others.

Approaches to Work: GCA is committed to promoting Restorative Practices as we believe in
the fundamental power and impact of being proactive as a means to mitigating harm. Our
intention towards serving communities that prioritize the importance of relationships is at the
core of GCA’s values. Mission alignment and congruence in core values is a key component in
any partnership for GCA. Therefore, we welcome and eagerly approach the opportunity to work
with Baldwin Public Library.

Purpose: The purpose of this consultation is to gather relevant information to fully identify the
scope of the presenting concern, address harm using evidence-based practices, identify ways to
create a positive organizational climate and culture, identify BPL’s internal capacity to deal with
instances of harm, and effectively address future instances of harm. GCA also will assist in
developing and implementation of internal practices and procedures to promote sustainability.

This consultation is recommended to be implemented in 2 Phases over an 18-month period, FY
23 and FY 24. Phase 1 description is provided below, and Phase 2 will be contingent on the data
collected during Phase 1 and collaborative conversations with BPL going forward.

. . Cost
[tem Details Hours|Deliverables @150/hr
Data Collection Develpp ‘flnd 1mpl§ment several Comprehenswe
. organizational specific data 45 [informational report on [$6,750
and Analysis L )
measuring instruments for BPL to survey findings,
11
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assess the climate of the highlights,
organization. insights,
recommendations and
action steps for BPL.

Facilitate

organizational support circles to
Introductory  |introduce and

Leadership 24 $3,600
Sessions integrate restorative practices among

leadership staff for long term

capacity

building within the organization.

Perform a 360 evaluation of BPL’s
standing policies, procedures and
protocols to understand the degree Comprehensive
Comprehensive of which the organization is informational report that
Evaluation of 60 captures key insights, $9.000
Policies, Procedures |currently implementing and/or findings, strengths and ’
and Protocols. hindering effective restorative recommendations and
practices that are anti-racist, action steps for BPL.
equitable, inclusive and reflective of}
the organization’s mission/vision.
Travel Expenses for 6
VISILS. 6 visits:
*
Tr.avel cost cover 2 Airfare: $250 per person Lodging: $5,520
senior consultants . .
. . $135 per night (2 nights) Grounds
airfare, lodging & .
Transportation: $150
grounds
transportation)

Data Collection and Analysis:

+ Objective: Identify history and instances of harm based on staff perception and experiences to
understand the severity, history and depth of the organization's challenges and strengths to make
recommendations. This initial survey of the organization will be the catalyst and foundation for
which future work is developed and recommended.

+ Method: Both qualitative and quantitative methods of data collection may be utilized. This
includes surveys, interviews, observations, collection and analysis of institutional documents and
records. Peace Circles (a key component of restorative practices) will be used to create safe

12
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spaces where staff can engage in guided dialogue and share individual
perceptions and experiences related to BPL.

+ Proposed Timeline: 8-12 weeks

Once data has been collected and analyzed we will have a clearer picture of the challenges
present and potential solutions moving forward. We will present all findings to BPL along with
suggestions and recommendations for Phase 2.

Introductory Leadership Sessions

% Objective: To introduce leaders of the BPL to restorative principles and practices including
Peace Circles. These introductory leadership sessions will allow GCA to help position and
empower BPL leadership to undertake the task of organizational implementation of restorative
practices. Additionally, this space allows for staff to present potential solutions, suggestions and
recommendations on ways to move forward given identified themes, challenges and concerns.

+ Method: BPL Leadership Staff will engage in a series of Peace Circles to facilitate discussions
around key themes, issues and concerns expressed by BPL staff through data collected. This
Circle is extremely useful in exploring multiple perspectives and feelings related to issues of
conflict, communication and mistrust and other primary concerns expressed by staff. BIPOC
Affinity Circles will also be developed as a large portion of harm related to racism directly
impacts BIPOC individuals belonging to historically marginalized groups. Following the
analysis of data, GCA will create such a space until capacity is built for the organization to
manage this tool internally moving forward.

Proposed Timeline: 10-12 weeks
Comprehensive Program Evaluation of Policies, Procedures and Protocol.

e % Objectives: Assess BPL’s internal policies, procedures and protocols for racist and
non restorative practices that threaten the organizations in order to make
recommendations that support equitable, inclusive and restorative practices.

e % Method: GCA will gather, collect and utilize several methods of qualitative data
analysis of all BPL’s formal and informal policies, procedures and protocols throughout
each department within the organization. Document Analysis is one highly effective tool
that will be used to identify themes within the language and understand underlying tones,
messages and influential factors present throughout the content evaluated.

e % Proposed Timeline: 12 weeks

Phase 1: Projected Plan Elements

(Includes both in-person and virtual engagement from GCA & BPL.)
13
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. e System wide evaluation and audit of policies, procedures and protocols
that reveal

structures that perpetuate systems of structural racism or exclusion.

o Data collection and evaluation of staff perceptions and experiences that may provide
insight to; the history of harm within the organization, levels of trust and openness among
varying degrees of staff and insights to strengths and threats to improving and addressing
challenges identified.

e Evaluation of BPL’s Diversity Committee initiatives, engagement, goals and progress
since implementation.

e Semi-Monthly meetings w