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 These Bylaws are supplementary to the provisions of the statutes of the State of Illinois as 
 they relate to the procedures of the Board of Library Trustees. 

 A.  Board of Library Trustees 
 The Board of Library Trustees of the Morris Area Public Library District (the Board) is 
 charged with the responsibility of the governance of the Library. The Board will hire a 
 skilled and qualified Library Director (Director) or ac�ng Director who will be responsible 
 for the day-to-day opera�ons of the Library. Library Trustees (Trustees) are not to be 
 compensated but will be reimbursed. for necessary and related expenses.  Trustee terms 
 shall be four (4) years, except when appointed for a vacancy.  Appointees for a vacancy 
 term expires upon the next elec�on cycle. Trustees are expected to a�end Board mee�ngs, 
 read materials presented for review, and a�end training as per the Trustee Manual. The 
 Director shares workshops with the Board in a �mely manner. It is the goal of the Board to 
 have each Trustee a�end a minimum of one educa�onal training during each fiscal year. 
 Trustees using their own vehicle will be reimbursed at the rate allowed by the IRS for travel 
 to and from any Library System (or other Library-related) workshop, seminar, or mee�ng. 
 Outside of necessary Board du�es, Trustees are regular patrons and as such are not exempt 
 from late fees, fines, or other user fees in the Library System. 

 B.  Library Board Trustee Eligibility 
 To be eligible to serve as a Library Trustee for the Morris Area Public Library, candidates 
 must be a minimum of age 18, live within the Library district, be a patron in good standing, 
 not be in viola�on of the Library Board’s nepo�sm policy, and be otherwise fit to serve as 
 mandated by law.  Due to the inherent conflict of interest, no employee shall, a�er 
 termina�on of service or employment with the Library Board, be eligible to serve as Library 
 Trustee, unless by a supermajority of the Library Board.  (Last update: 12/2021) 

 C.  New Trustees 
 Generally, the Oath of Office for Trustees will be administered by the Board Secretary at the 
 mee�ng during which Trustees are appointed or inducted. As part of the new Trustee 
 orienta�on and training, the Director shall meet with new Trustees to examine the Library 
 facility, review Library services, review and sign the  Trustee Ethics Statement  , and provide 
 new Trustees a binder which includes the following content. The binder shall be returned 
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 to the Library with all materials at the end of a Trustee’s term. See Board of Trustees file 
 (With Director). 

 a.  Binder Content 
 i.  Mission statement, Strategic Management Plan, technology plan, and all 

 Library policies and procedural plans 
 ii.  Budget, budget cycle, and way in which the budget is developed; monthly 

 financial reports; levy, and rela�onship between Library and municipality, 
 county and state Library. (See appendix for schedule) 

 iii.  Doyle, Robert P. and Robert N. Knight, eds.  Trustee  Facts File  . 4th ed. 
 Chicago: Illinois Library Associa�on, 2012; or current edi�on. 

 iv.  Boze, Patricia et. all  Illinois Public Library Trustee  Manual.  COSLA, Illinois 
 State Library, 2016; or current edi�on. 

 v.  ALA’s  Freedom to Read Statement  and  Library Bill of  Rights  and its 
 interpreta�ons; collec�on management; censorship issues and the 
 procedure for addressing a patron’s request for reconsidera�on of Library 
 materials. 

 vi.  United for Libraries,  Public Library Trustee Ethics  Statement. 
 vii.  Board bylaws, staff roles and responsibili�es, and errors and omissions 

 insurance. 
 viii.  Board mee�ng dates, commi�ees with chairs and members, names, 

 addresses, and term length and dates of other Trustees, sample agenda, and 
 prior year’s minutes. 

 ix.  Serving our Public 4.0: Standards for Illinois Public Libraries  , State Library Per 
 Capita Grant,  Illinois Public Library Annual Report  (IPLAR). 

 x.  Current copy of  Illinois Library Laws & Rules  (St.  Paul, MN: Thompson 
 Reuters), issued periodically by and available from the Illinois Library 
 Associa�on. 

 xi.  Robert III and others,  Robert's Rules of Order,  Newly  Revised  , 11th ed., Da 
 Capo Press, 2011. 

 xii.  Parliamentary procedure quick reference guide 
 xiii.  The value/benefits of membership in professional organiza�ons such as the 

 American Library Associa�on and the Illinois Library Associa�on. 
 xiv.  Illinois Open Mee�ngs Act: Illinois Ethics Act; Freedom of Informa�on Act. 
 xv.  List of websites for such organiza�ons as American Library Associa�on, 

 Illinois Library Associa�on, and the Public Library Associa�on. 
 xvi.  Diamond, Stewart H., and W. Bri� Isaly.  Financial  Manual for Illinois Public 

 Libraries  . Chicago: Illinois Library Associa�on,  2007. 

 D.  Conflict of Interest 
 Trustees may not, in their individual capacity, nego�ate, bid for, or enter into a contract 
 with the Library in which they have a direct or indirect financial interest. A Trustee shall 
 disclose and withdraw from Board discussion, delibera�on, and vote on any ma�er in 
 which the Trustee, an immediate family member, or an organiza�on with which the Trustee 
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 is associated has a financial interest. A Trustee may not receive anything of value that could 
 reasonably be expected to influence a vote or other official ac�on. 

 E.  Hiring of Rela�ves 
 The Library shall not employ in any posi�on rela�ves of any Trustee or the Board or the 
 Director. A rela�ve is defined as: parent, child, grandparent, grandchild, sibling, brother- or 
 sister-in-law, aunt, uncle, niece, nephew, or one who has a rela�onship with the Trustee or 
 Director similar to that of a blood rela�ve or through marriage. 

 F.  Grievance Procedure  An employee’s grievance iIn the  event the ma�er involves the 
 conduct of the Board of Trustees or a single Trustee, the employee may submit the wri�en 
 grievance to the Director, or the designated whistleblower agent. In the following format: 

 a.  Date of grievance 
 b.  Statement of grievance; 
 c.  Response to the grievance; 
 d.  Ac�on, if any, taken 

 The Library Board may take ac�on as the Library Board deems appropriate, 
 including ac�on with respect to an employee’s job descrip�on, job �tle, 
 compensa�on, benefits, suspension and termina�on. In the event the 
 ma�er involves the conduct of the Director, an employee may submit the 
 wri�en grievance directly to the Library Board President. 

 i.  Anyone with a grievance about the workplace should bring the ma�er, in 
 wri�ng,  to the Director. If the grievance is not resolved sa�sfactorily, they 
 may bring the ma�er to the designated whistleblower agent at the following 
 address: Grundy County State's A�orney office at  111 E Washington St # 16, 
 Morris, IL 60450 - 815.941.3276 

 G.  Officers and Elec�ons 
 The Officers of the Board shall be a President, a Vice-President, a Secretary, and a 
 Treasurer. Officers shall be elected for (2) year terms at the Board’s regular mee�ng in the 
 month of July. The President shall not serve more than two consecu�ve terms unless by 
 unanimous Board consent. In the event of a resigna�on from an Office, an elec�on to fill 
 the unexpired term of that Office will be conducted at the next Board’s regular mee�ng. 

 a.  President 
 The President shall preside at all Board mee�ngs, appoint all standing and special 
 commi�ees, serve as ex-officio member of all commi�ees, and perform all other 
 such du�es as may be assigned by the Board. The President shall be the only 
 spokesperson for the Board in all advisory or disciplinary ac�on directed to the staff. 
 Refer to the communica�ons policy.  The President shall maintain, with the 
 Director’s assistance, accurate records of all Trustee training (i.e., OMA, FOIA, etc.). 
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 b.  Vice President 
 The Vice President, in the absence of the President, shall assume all du�es of the 
 President. The Vice President is responsible for educa�onal components/materials 
 to be presented at each Board mee�ng. 

 c.  Secretary 
 The Secretary, or delegate,  shall keep minutes of all Board mee�ngs, record 
 a�endance, and record a roll call on all votes. The Secretary shall perform all other 
 clerical du�es as may be assigned by the Board. 

 d.  Treasurer 
 The Treasurer is authorized to sign checks, shall serve as chair on the Finance 
 Commi�ee, and can draw checks. The Treasurer shall keep all financial records of 
 the Board. The normal depository of all financial records shall be the Library. The 
 Treasurer shall have oversight of the Library funds and income and will report at 
 each Board mee�ng the state of the funds. In the absence of the Treasurer or when 
 he or she is unable to serve, the President or Vice President may perform the du�es 
 of the Treasurer. The Treasurer shall be bonded in the amount to be approved by 
 the Board. The Treasurer is authorized to pay salaries and bills as they come due. 
 Library checks shall be signed by two Trustees. 

 H.  Trustee Mee�ngs 
 There are two types of Trustee mee�ngs: Regular and Special.  Regular Mee�ngs are set by 
 ordinance.  Special Mee�ngs are all other mee�ngs, including but not limited to commi�ee 
 mee�ngs and work study sessions.  The Board will meet at least once per month for 
 Regular Mee�ngs as defined by ordinance. All mee�ngs will be open to the public and 
 no�ced in advance both physically and electronically. The agenda and/or informa�on 
 packet for Regular Mee�ngs will be distributed to the Trustees by the Director prior to 
 mee�ngs. Any Trustee wishing to have an item placed on an agenda will contact the 
 President and Director in sufficient �me preceding the mee�ng to have the item included. 
 Any Trustee who is unable to a�end a mee�ng will no�fy the Director to indicate that they 
 will be absent or a�ending remotely.   Due to the fact that a quorum is required for each 
 mee�ng, this no�fica�on shall be placed as far in advance as possible.  All mee�ngs shall be 
 held in accordance with the Open Mee�ngs Act (OMA), and shall be open to the public. All 
 Trustees must take OMA training. 

 a.  Regular Mee�ngs 
 The Regular Mee�ng of the Board shall be on the second Monday of each month 
 unless otherwise noted. Generally, the mee�ng shall be at the Library at 6:30 pm. At 
 the beginning of each fiscal year, the Board shall, by ordinance, set Regular Mee�ng 
 dates for the upcoming fiscal year. The Secretary, Director, or President shall then 
 provide local media with the mee�ng schedule and post the schedule in the Library 
 and electronically. 
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 b.  Special Mee�ngs 
 Special Mee�ngs shall be held at any �me when called by the President or Secretary 
 or by any three Trustees. No�ce shall be provided as required by OMA. No business 
 except that stated in the no�ce and agenda shall be transacted. 

 I.  Annual Mee�ngs 
 An annual mee�ng shall be held in August for the purpose of hearing the annual reports of 
 the Director and commi�ees. The reports should include a summary of the year’s work 
 with detailed accounts of the receipts and expenditures, a budget for the following year, 
 and other informa�on. 

 J.  Budgetary Mee�ng 
 In January, the Finance Commi�ee shall begin dra�ing budget documents for the following 
 fiscal year.  A  Board budgetary mee�ng shall be held in April for the purpose of reviewing 
 the dra� from the Finance Commi�ee.  Generally, the budget shall be adopted in May and 
 finalized in August, in accordance with Illinois state statute. 

 K.  Parliamentary Procedure 
 Robert’s Rules of Order, Revised  shall govern the  Board’s parliamentary procedure. 

 L.  Execu�ve Session Policy 

 a.  Guidelines 
 i.  The Board may choose to close a mee�ng to the public only if its members 

 are discussing a topic that is listed in ILCS 120/2 of the Open Mee�ngs Act 
 ii.  The board may invite members of the public body to a�end the closed 

 session based on their involvement in the ma�er to be discussed. 
 iii.  In accordance with statutory requirements, a verba�m recording must be 

 kept of the closed/execu�ve session and formal wri�en mee�ng minutes 
 consis�ng of a summary of the discussion held by the Board on items 
 brought before the mee�ng.   

 iv.  To enter an execu�ve session, the board must entertain a mo�on, and 
 record the decision to enter the execu�ve session, along with the permi�ed 
 topic for entering (as defined by ILCS 120/2), in the general mee�ng 
 minutes. In the verba�m recording, the board must take roll call, state date, 
 and �me for the opening of the mee�ng.  To exit the execu�ve session, the 
 board must entertain a mo�on and state �me. 

 v.  The Board must not take any final ac�on in a closed session. All ac�ons must 
 occur by formal vote a�er the Board has re-entered open session.   

 vi.  Closed session verba�m recordings and mee�ng minutes shall be kept in 
 accordance with the Open Mee�ngs Act. (Last update: 8/20/20) 
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 M.  Quorum 
 A quorum at any Board Mee�ng shall consist of four Trustees. In the event that all Trustee 
 seats are not filled, a quorum shall consist of at least 70% of the board. 

 N.  Absten�on 
 A Trustee shall abstain from vo�ng on a mo�on when they have a conflict of interest. 
 Trustees are encouraged to be involved and vote on all other ma�ers. Trustees are 
 expected to make a substan�al commitment of �me and effort outside of Board mee�ngs 
 for the work of the Board.  This includes becoming informed about the budget, state law, 
 and the Library’s needs. 

 O.  Public Comment 
 At each Board mee�ng, members of the public may comment subject to reasonable rules. 
 Individuals appearing before the Board are expected to follow these rules: 

 a.  Public Comment Rules 
 i.  Address the Board only at the appropriate �mes as indicated on the agenda 

 and when recognized by the Board President. 
 ii.  Iden�fy oneself by full name and address.  Oral comments shall be limited to 

 five (5) minutes.  Wri�en comments should be 250 words or less. 
 iii.  The Board President may shorten or lengthen a person’s opportunity to 

 speak. 
 iv.  No more than twenty (20) minutes shall be allowed for public comment on 

 each subject except with consent of the Board. 
 v.  The Board President has authority to determine procedural ma�ers 

 regarding public comment not otherwise defined. 

 P.  Standing and Special Commi�ees 
 Standing commi�ees shall be appointed annually in the month of July and shall consist of 
 three Trustees, one of whom serves as the chair of the commi�ee, plus the Director. 
 Special commi�ees may be appointed by the President to present reports or 
 recommenda�ons to the Board and shall serve un�l the comple�on of the work for which 
 they were appointed. The standing commi�ees shall be: the Personnel Commi�ee, the 
 Policy Commi�ee, the Facili�es Commi�ee, the Strategic Planning Commi�ee and the 
 Technology Commi�ee. Standing commi�ees shall meet at least quarterly. At any point, the 
 Board may choose to hold a Commi�ee of the Whole mee�ng. The Library shall be the 
 depository of all commi�ee reports. All commi�ees are subject to OMA. 

 a.  Personnel Commi�ee 
 Shall consist of three Trustees, one of whom serves as the chair of the commi�ee 
 and one being the Board President, plus the Director.  The Commi�ee’s 
 responsibili�es include, but are not limited to, prepara�on of the annual review of 
 the Director for Board discussion prior to the formal review, assuming a leadership 
 role in the resolu�on of any personnel conflict that cannot be resolved by the 
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 Director, assis�ng the Director in preparing a training and compliance plan for staff, 
 Trustees, and volunteers, and overseeing an annual review of employee files to 
 ensure records are kept in compliance with statute. The Director is responsible for 
 the annual review of all other Library employees. 

 b.  Policy Commi�ee 
 Shall consist of three Trustees, one of whom serves as the chair of the commi�ee, 
 plus the Director. The primary responsibility of the Commi�ee is to develop and 
 review Library policy, protocols, procedures and plans including, but not limited to, 
 such as those in an emergent situa�on. This Policy shall include the division of 
 responsibility between the Board and staff and a Library Materials Selec�on Policy, 
 and shall adhere to the “Library Bill of Rights” and the “Freedom to Read” 
 statements of the American Library Associa�on. The Commi�ee shall determine the 
 Library regula�ons governing the use of the Library and review exis�ng policies in a 
 systema�c fashion to ensure that all policies are reviewed at an interval not to 
 exceed three years. As a result of such policy reviews, the Commi�ee will make 
 recommenda�ons regarding addi�ons or changes to exis�ng policy as well as 
 dele�ng policies which are no longer appropriate or of value. Library Policies must 
 be approved by the Board. 

 c.  Facili�es Commi�ee 
 Shall consist of three Trustees, one of whom serves as the chair of the commi�ee, 
 plus the Director.  The commi�ee’s responsibili�es include but are not limited to, 
 conduc�ng an annual inspec�on of the Library’s physical facility to iden�fy areas 
 which are in need of repair, review the comprehensive building plan, and make 
 recommenda�ons to the Board regarding repairs which are deemed necessary. 

 d.  Strategic Planning Commi�ee 
 Commi�ee shall consist of three Trustees, one of whom serves as the chair of the 
 commi�ee, plus the Director.  The Commi�ee’s responsibili�es include, but are not 
 limited to, reviewing the Strategic Management Plan, monitoring progress, 
 recording goals, iden�fying problem areas, and bringing this informa�on to the 
 Board.  The Commi�ee will also have oversight of modifying the process of the 
 Strategic Management Plan and assist the Director in the prepara�on of his or her 
 annual statement of goals and objec�ves for the coming year. 

 e.  Technology Commi�ee 
 Shall consist of three Trustees, one of whom serves as the chair of the commi�ee, 
 plus the Director.  The Commi�ee’s responsibili�es include, but are not limited to, 
 reviewing the Library’s technology planning and strategy and reviewing significant 
 technology investments and expenditures. 
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 Q.  Order of Business 

 a.  Guidelines  : The following Order of Business shall  be followed at Regular Mee�ngs: 
 i.  Call to order 

 ii.  Roll call, recording both present and absent members 
 iii.  President’s report 
 iv.  Secretary’s report, approval of minutes as received or corrected 
 v.  Correspondence, communica�ons, and public comments 

 vi.  Financial report, approval of bills payable 
 vii.  Director’s report 

 viii.  Commi�ee reports, in order of their appearance in the Bylaws 
 ix.  Vice President’s report (Trustee training) 
 x.  Trustee Report 

 xi.  Unfinished business 
 xii.  New business 

 xiii.  Execu�ve Session 
 xiv.  Other 
 xv.  No�fica�on of upcoming commi�ee mee�ngs 

 xvi.  Ac�on on Execu�ve Session 
 xvii.  Public comment 

 xviii.  Adjournment 

 R.  Du�es of the Director 
 The Director shall administer the policies, procedures, protocols, and plans adopted by the 
 Board. Among du�es and responsibili�es of the Director are ensuring compliance with 
 federal, state, and local laws; hiring personnel; direc�ng, supervising and disciplining of all 
 personnel; monthly and annual reports as required by the Board; and recommending such 
 policy, procedure, protocols, and plans as will promote the efficiency and service of the 
 Library. See Sec�on 4. Rela�onships, C. Library Director: Du�es and Responsibili�es 

 S.  Amendments 
 Amendments to these Bylaws or any policy or procedure may be proposed at any Regular 
 Mee�ng of the Board, sent to the Policy, Procedures, and Protocol Commi�ee for analysis, 
 and brought back to full Board to become effec�ve if adopted. 

 T.  Administra�ve Records 
 Administra�ve records of the Library, including those available remotely, are the 
 responsibility of the Director under the supervision of the Board and shall be kept in the 
 Library or on Library-owned servers and drives and shall be available to the general public, 
 according to applicable laws. These records include the monthly and annual reports of the 
 Library, all financial reports, minutes of Board mee�ngs, and ac�ons and other items 
 provided by the Board or Director. Staff personnel records are confiden�al and shall be kept 
 in a secure loca�on. Confiden�al records of the Board, including the Director’s personnel 
 records, concerning the Director, and execu�ve session recordings shall be kept in the 
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 Library, and only Trustees shall have access to these records.  Electronic records shall be 
 transferred off personal devices and drives to a physical drive and stored at the Library in a 
 secure loca�on. Minutes of execu�ve sessions shall be reviewed and released, if 
 appropriate, in accordance with OMA. 

 U.  Board Communica�on Policy 

 a.  Policy Statement 
 The Board speaks with one voice and has one employee, the Director. 

 b.  Scope and Defini�on 
 i.  The Director reports to the Board through the President and the Board 

 communicates with the Director through the President. The Library 
 employees report to the Director.  The Board does not direct or manage the 
 staff.  This responsibility belongs to the Director.   

 ii.  The Board manages the values, beliefs, mission and vision of the 
 organiza�on.  Goals are developed with the Director  The Director executes 
 the goals for the organiza�on.  The Board does not manage the execu�on of 
 the goals.  

 iii.  The Board MUST make all decisions together as a group through 
 parliamentary procedure.  No decisions may be made independently or by a 
 par�al board.  No Board member may withhold informa�on from the rest of 
 the Board.   

 iv.  Any concern a Board member has should be addressed through the 
 President.  No Board member should schedule mee�ngs with the Director 
 without the President’s knowledge.  Individual board member ques�ons 
 should be emailed to the President and CCd to the Director.   

 v.  The Director should prepare a weekly report on the events and ac�vi�es and 
 poten�al issues in the Library to the Board on Fridays before the end of day.  
 This report should also include answers to ques�ons posed to the Director 
 by the Board during the week. 

 vi.  Packets for the General Board Mee�ng should be presented to the Board by 
 the Tuesday preceding the General Board mee�ng.  The Director should be 
 sure to include any requests for Board ac�on in the Director’s Report por�on 
 of the agenda.  The Board is responsible for reviewing the packet and 
 communica�ng any ques�ons of concerns to the President, CCing the 
 Director, by noon on the Friday before the General Board Mee�ng.  When 
 responding to the ques�on, the President and/or Director should restate the 
 ques�on and present the answer to the full Board by BCC.   

 vii.  In the event of an emergent situa�on, the Director has la�tude to handle 
 the situa�on provided the Director no�fies the President at the first possible 
 convenience by phone a�er the event has occurred.  Once the situa�on is no 
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 longer urgent, the Director will write a report of the incident and email it to 
 the President and BCC the members of the Board. 

 viii.  Commi�ee chairs should keep the President informed on what they’re 
 working on.  Commi�ee mee�ng minutes should go out via BCC to all Board 
 members. (Last update: 8/20/20) 
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