
  

BOARD OF TRUSTEES MEETING AGENDA 
October 16, 2025 

 
CALL TO ORDER:  6:30pm 
ROLL CALL: 
WELCOME OF GUESTS: 
PUBLIC COMMENT: 
MINUTES OF MEETING:  Approval of the minutes of the September 18, 2025 regular meeting 
TREASURER’S REPORT:   Approval of the General Fund bills for September 2025 for $152,862.79 

Approval of the Treasurer’s report for the month ending Sep. 30, 2025 
PRESIDENT’S REPORT   
DIRECTOR’S REPORT   
CORRESPONDENCE   
COMMITTEE REPORTS:  Budget & Finance – John Peltz 

Building & Grounds – Steve Foertsch 
Ethics Officer – Susan Snow 
Friends of the Library Liaison – Sue Jankowski 
Long Range Planning – Sue Jankowski 
Nominating – Hilary Rhodes 

Personnel – Dianne Key 
Policy – Rose Zubik 
 

UNFINISHED BUSINESS: 1. Presentation on Parliamentary Procedure and Trusteeship by Nancy 
Sylvester 

 
NEW BUSINESS: 2. Approval of 2026 Library Closing Dates 
 3. Approval of 2026 Regular Board Meeting Dates 
 4. Approval of Staff Appreciation Awards for $4,425.00 
 5. Approval of 2025 Palmer Award Recipient(s) 
 6. Presentation of Committee Assignments for 2025-2026 
 
ADJOURNMENT 
 
NEXT MEETING:   Thursday, November 20, 2025 
 
The Palos Heights Public Library is subject to the requirements of the Americans with Disabilities Act of 
1990. Individuals with disabilities who plan to attend this meeting and who require certain 
accommodations in order to allow them to observe and/or participate in this meeting, or who have 
questions regarding the accessibility of the meeting or the facilities, please contact Jesse Blazek, 708-448-
1473. 



Palos Heights Library Board Meeting 

September 18, 2025 Minutes  

 

1. The meeting was called to order at 6:35pm by Treasurer John Peltz, acting as 

President for tonight’s meeting. The following trustees were present: Dianne Key, 

Patrick Keough, Hilary Rhodes, John Peltz, and Steve Foertsch. Susan Snow, 

Rose Zubik, Maria Koeppen and Sue Jankowski were absent.  

2. Also present were Jesse Blazek, Library Director, Terry Fleckenstein, Business 

Manager and Tina Ruszala, Head of Youth & Teen Services. Nancy Sylvester 

joined us on Zoom for the first New Business Item.  

3. No members of the public attended and there was no public comment. 

4. New Business Item 1: Presentation on Parliamentary Procedure and 

Trusteeship by Nancy Sylvester on Zoom with an attached handout and notes. 

5. Trustee Keough moved to approve the minutes of the August regular board 

meeting and Trustee Key seconded. The minutes were approved by a voice vote. 

6. Treasurer’s Report 

a. Trustee Keough moved to approve the General Fund bills for August 2025 

for $153,346.43. His motion was seconded by Trustee Rhodes. On a roll 

call vote, the motion carried.  

b. Trustee Keough moved to approve the Treasurer’s report for the month 

ending Aug. 31, 2025. His motion was seconded by Trustee Key. On a roll 

call vote, the motion carried.  

7. No President’s Report 

8. Director’s Report: In addition to Jesse Blazek’s written report: 

a. The Friends of the Library had the first meeting of the year last week - The 

Novel Idea event beforehand had about 15 attendees and about 15 at the 

Friends meeting. 

b. Keeping a close eye on the County’s tax bills/disbursements this fall, as 

they are late again. Working with the city of Palos Heights on the possible 

need for a loan. 

9. There was no correspondence. 

10. There were no committee reports. 

11. Additional New Business 

a. A motion to approve the Bid Documents for Building Envelope Repair 

Project was made by Steve Foertsch and was seconded by Dianne Key. 

On a roll call vote, the motion carried. 

b. A motion to approve the FY2026 Budget was made by Patrick Keough 

and seconded by Steve Foertsch. On a roll call vote, the motion carried. 

c. A motion to approve the FY2025 Levy was made by Patrick Keough and 

seconded by Dianne Key. On a roll call vote, the motion carried.  



d. A motion was made by Patrick Keough to approve the annual Library 

Director’s evaluation results, presented by Dianne Key and the Personnel 

Committee. Steve Foertsch seconded, and on a roll call vote the motion 

carried. 

e. A motion was made by Hilary Rhodes to approve the Slate of Officers for 

2025-2026 Term as follows: 

i. President: Trustee Zubik 

ii. Vice President: Trustee Keough 

iii. Treasurer: Trustee Peltz 

iv. Secretary: Trustee Rhodes 

Dianne Key seconded, and the motion carried on a voice vote. 

12. On a motion by Trustee Keough and a second by Trustee Key. Trustee Peltz 

adjourned the meeting at 7:58pm. 

13. The next board meeting is Thursday, October 16 at 6:30pm. The meeting is 

starting early for further education on Parliamentary Procedure by Nancy 

Sylvester. 

























  

DIRECTOR’S REPORT 
 

Palos Heights Public Library Board of Trustees Meeting  

October 16, 2025 

Library News 
It’s been a strange and busy month at the library!  

Baker & Taylor 

Baker & Taylor, a giant in the industry of supplying books to schools and libraries, has announced that it 

plans to shut down after plans to sell the company fell through. This is a change that would have been 

unthinkable 20 years ago. In any given year, B&T used to handle as much as 90% of our book orders. 

Things started to change when non-book collections began to grow in popularity, and then things changed 

dramatically with the rise of Amazon and competing online retailers. In recent years, we started doing 

significant chunks of purchasing through Ingram, a more diversified competitor with a different 

purchasing structure. We will shift most of our book purchasing to Ingram with Midwest Tape, Amazon, 

and others supplementing as needed. This isn’t a change that I expect to affect us dramatically, either in 

terms of operations or budget. But it is somewhat seismic news in the world of librarianship.  

Building Envelope Project 

We held the pre-bid meeting for our building envelope project on October 2nd. The meeting was well-

attended, and Dan (Owner’s Rep) and Chris (engineer) led prospective bidders through the details of the 

project. Bids are due on 10/31. Chris and Dan will evaluate the bids and be on hand at our November 

meeting with their recommendation and a projected budget. Construction is anticipated in the spring. 

Parking Lot Lights 

We’ve been having issues with our parking lot lights lately. It isn’t an issue with the lights themselves but 

with the timer that switches them on and off each night. For some unknown reason, when these lights 

were installed half were put on a timer and half were put on a light sensor. So half come on when it gets 

dark and half come on at a specified time. The timers are those old-school rotary mechanism models, and 

they have bent to the point that they no longer trip reliably. Staff have been manually turning on the lights 

when they notice it’s dark, but that’s less than ideal. To address the issue, we had the electrician remove 

the timers and wire all of the lights through the light sensor, with a manual switch in case the sensor fails. 

Everything is working well at this point, and those failing timers are no longer something we need to worry 

about. 



Kanopy 

Many libraries offer an online video service to their patrons, similar to Netflix or Hulu. There are actually 

a few competing products out there that offer this service to libraries. In the past, I have been very 

hesitant to sign up for these services because their pricing models are pay-per-use. What that means is 

that it’s next to impossible to budget accurately for those services. There are libraries which signed up for 

the service expecting to spend $1,500 per year only to have high usage resulting in bills 10 to 20 times 

higher than their budget. Many have had to put measures in place to limit the usage of the services, 

cutting off access to the platform for everyone once the usage hits a designated mark each month. This 

allowed them to stay on budget, but it led to very unhappy patrons who could only use the service for 

part of each month. So I’m very wary of signing on to a service that we might be unable to fully fund or 

fully participate in. If we’re offering it, I want to our patrons to be able to fully use it.  

Kanopy is one of the longstanding services that is offered by many libraries. They have begun offering flat-

rate packages with generous usage limits. They now offer PLIUS packs, which are themed packages of a 

rotating collection of a few hundred movies/shows with no usage limits. They have packages like 

documentaries, British TV/cinema, and kids programming. So we could sign up for a few of these packages 

and have a respectable collection to offer. But what really caught my attention is that they now offer a 

flat-rate “Kanopy for Small Libraries” subscription, which provides access to their full catalog with a limited 

but generous allotment of view per patron per month. The cost for this service would be $2,000 per year, 

which would fit well within our database budget. I’ve been looking for an opportunity to offer an online 

video service to our patrons that wouldn’t break our budget, and I’m excited that we appear to finally 

have one! We’re still test-driving the service and making sure it has what we want, but I anticipate going 

live with this in the new year. 

Budget Update 

As of this writing, there is still no sign of the County sending out the overdue property tax bills. My cash 

flow analysis indicates that we have enough money to make it until mid-December. At this point, I believe 

we have no choice but to pursue a tax anticipation loan of some sort, as we did when this happened in 

the past. As we did in the past, I’ve been talking with the City about borrowing funds from them at no 

interest. They currently have in the neighborhood of $25 million in reserves, so lending us $500k on a 

short-term basis would mean very little to them. It would also be a win for our taxpayers because any 

interest that we would have to pay to a bank for a conventional loan would ultimately come from our 

taxpayers. By borrowing from the City, we save our shared taxpayers the cost of the interest were we to 

borrow from a bank. So I’ve been working with the City to get this process moving forward. While there 

will inevitably be a question or two about whether the library is mis-managing its funds, I don’t expect 

significant pushback on this issue. There will be a resolution on the November agenda to formally approve 

this loan with a check to follow shortly thereafter. If, for some bizarre reason, things don’t work out with 

the City, I do have two banks on call from whom we could quickly organize this loan as well. 



Veterans Day Reception 

Finally, Veterans Day is Tuesday, November 11th, and we’re planning on hosting our annual reception at 

11:30am. We’ll have coffee, sandwiches, and snacks, and it’s a great opportunity to show our appreciation 

to our local veterans. Please join us if you’re able! 

 

Upcoming Events 
• Thursday, October 16th – Building & Grounds Committee Meeting, 6:00pm 

• Thursday, October 16th – Regular Board Meeting, 6:30pm 

• Tuesday, November 11th – Veterans Day Reception, 11:30am 

• Thursday, November 20th – Long Range Planning Committee Meeting, 6:00pm 

• Thursday, November 20th – Regular Board Meeting, 6:30pm 

 

Agenda Items 
Item 1: Nancy Sylvester 
Professional parliamentarian Nancy Sylvester will Zoom in with us to present the second of her three-

part series on parliamentary procedure and trusteeship.  

Recommendation: No action needed. 

 

Item 2: 2026 Library Closing Dates 
There are no surprises with regard to next year’s closing dates. In addition to the normal holidays, we 

have our two staff in-service days and the three customary early closing days on July 3rd, July 16th, and 

November 25th.  

Recommendation: I recommend that you approve the list of closing dates for 2026. 

 

Item 3: 2026 Board Meeting Dates 
I have laid out our schedule of meetings for next year according to our current practice of meeting on the 

third Thursday of each month at 7pm, with the exceptions of July and December. Obviously, this is not set 

in stone until you approve it, so a new date and time could be chosen if you would like to make a change. 

Recommendation: I recommend that you approve the 2026 board meeting dates. 

 



Item 4: Staff Appreciation Awards 
I have calculated the staff appreciation awards for the year, per our policy. That policy is also included in 

the packet, for your reference. The total amount of the awards for this year is $4,425, which is within 

budget.  

Recommendation: I recommend that you approve the annual staff appreciation awards in the total 

amount of $4,425.00. 

 

Item 5: Palmer Award 
It is that time of year again when we recognize community members or organizations who have had an 

exceptional impact on the library. This year, I propose that you recognize former Trustee Geri Burek. Geri 

served on the Board for 10 years, including 4 years as Vice President and 5 years as President. She presided 

through the tumultuous pandemic years along with our YTS renovation in 2022. She was a strong advocate 

for the library in the community, always quick to step forward for everything from addressing issues with 

the Mayor to pounding the pavement for a fundraiser. Geri did tremendous work for the library, and I 

think it is entirely appropriate to recognize her for it. 

Recommendation: I recommend that you approve the Palmer Award for Geri Burek. 

 

Item 6: 2025-2026 Committee Assignments 
This year’s committee assignment list is in your packet along with a description of each committee’s 

duties. This year, we tried to keep things largely the same as last year while slotting Trustee Koeppen 

into a few vacancies and keeping everyone’s responsibilities balanced. 

Recommendation: No action needed. 

 

 

Respectfully submitted, 

Jesse Blazek 

Library Director 



  
 
 
 
 
 

CIRCULATION DEPARTMENT REPORT 
September 2025 

At the Desk: 
10 online library cards were issued to residents. 

26 directional questions were answered by the Circulation staff. 

12 patrons used Curveside pickup. 

Department Highlights: 
Dog Adoption event was on 9/6 and about 45 people attended with one adoption. 

September was Library Card Sign-up Month and we raffled a family pass to the Brookfield Zoo which was won by Amy 

Reynolds. 

Dora & Mickey painted pumpkins made on the Glowforge for the Circulation Desk. 

Beth put together a care basket for Chris Sankey with items donated by the staff and delivered it on 9/26. 

Dora created a new library card registration form which we will start using in October. 

Beth created an updated information handout for new card holders which we began using in September. 

Beth lead the Lunch Bunch Book Discussion of The Great Air Race by John Lancaster attended by 6 patrons. 

Meetings: 
9/2- Beth attended the PHWC September meeting 

9/15- One on One with Jesse 

9/24- Management Meeting 

9/30- SWAN Fireside Chat 

 

 

 

Respectfully submitted, 

Beth Stevens 

Head of Circulation  



Sep-25  YTD 25 Sep-24  YTD 24 

 Books 3,448                          32,132                       3,478                                   34,324                       

 Video 353                              4,109                         358                                      4,185                         

 Audio 245                              2,332                         280                                      2,761                         

 Periodicals 156                              1,324                         220                                      1,542                         

 Other Formats 14                                189                             29                                         160                             

 In House 92                                756                             55                                         813                             

 Total Adult Circulation 4,308 40,842 4,420 43,785

 Books 4,581                          39,728                       4,001                                   39,265                       

 Audio 45                                426                             39                                         514                             

 Books 252                              2,729                         205                                      2,599                         

 Audio 4                                  26                               -                                       36                               

 Video 216                              1,787                         156                                      2,028                         

 Periodicals 24                                185                             12                                         131                             

 Other Formats 101                              931                             66                                         603                             

 In House Use 734                              7,693                         865                                      8,017                         

 Total Youth & Teen Circulation 5,957                          53,505                       5,344                                   53,193                       

 Gadgets & Gizmos 13                           180                        18 116

 eBooks  (Media On Demand) 1,119                          10,779                       1,082                                   11,448                       

 eBooks (e-Read IL) 93                                792                             107                                      845                             

 eAudio (e-Read IL) 59                                574                             69                                         664                             

 eAudio (Media On Demand) 8,429                          7,555                         842                                      8,003                         

 Video (Media On Demand) -                               - -

 Periodicals (Overdrive) 374                              3,158                         326                                      2,611                         

 Periodicals (PressReader) -                               100                             67                                         1,817                         

 Chicago Tribune 150                              226                             -                                       

 Total Electronic Circulation 2,669                          23,184                       2,493                                   25,388                       

 TOTAL CIRCULATION 12,947 117,698 12,275 122,482

 ILL - Received 1,295                          10,852                       1,126                                   11,520                       

 ILL - Sent 1,096                          8,055                         1,058                                   9,179                         

 Reciprocal Borrowing 782                              10,457                       1,131                                   11,054                       

 Online Renewals 82                                703                             23                                         324                             

 Self-Checkout  4,190                          37,696                       3,820                                   38,372                       

 Library Workstation Sessions 544                              4,218                         485                                      4,451                         

 Wireless Sessions 1,196                          9,804                         1,038                                   8,502                         

 Total Sessions 1,740                          14,670                       1,523                                   12,953                       

 # of People Using the Library 10,002                        89,831                       10,453                                 91,268                       

 Current Month  Full Year 
9 

20 227 

157 1,358 

 Current Month  Full Year 
35 161 

 Patron Types 

 # of Cards at 

Month's Start  Renewed  New  Deleted  Cards to Date 

 Resident 4,234 49 43 0 4,812 

 Non-Resident/Trinity/Business 30 -                             8 - 113 

Cards for Kids 88                                2 - 99                         

 Electronic Circulation 

 CIRCULATION STATISTICS FOR SEPTEMBER 2025 

  Youth Circulation 

 Adult Circulation 

 Teen Circulation 

 Youth & Teen Circulation 

 Library Cards Issued 

 Museum Pass Program 

 Total Passes 

 Homebound Deliveries 

 Patrons Serviced 

 Visits 

 Items 

 Computer Usage 



  



1 
 

  
 
 
 

Public Services Department Report 
September 2025 

• 9-8-25: Channel 4 “At the Library” Taping 

• 9-12-25: LACONI Unconference 

• 9-15-25: ILA Planning Meeting 

• 9-16-25: Narcan Training Webinar 

• 9-18-25: RAILS Building Stronger Multi-Generational Teams Webinar 

• 9-24-25: RAILS Getting Employees Back on Track Webinar 

• 9-24-25: Management Team Meeting 
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Programming 
September kicks off our busy 
fall/winter programming 
season. This was also 
“Gatbsy Month”, celebrating 
the 100th anniversary of the 
publication of The Great 
Gatsby. Big thanks to the 
Friends of the Library for 
generously sponsoring both 
of our Gatsby-related 
programs this month. Both 
of them were very well 
received. 
 
Given the success of our 
scrapbook programs, we 
have been thinking about 
branching out with our 

crafting programs, and this month marked one of our first with the “Create a Mini Library” 
event. Lyndsey has been spearheading booking these crafting programs, so kudos for her for 
coming up with a great line-up in the coming months. This one also proved popular, and 
patrons were happy with it. Speaking of crafts, Emily’s FabLab Halloween Banner class also 
went well. 
 
Tech classes were “up” this month. 
One can never really tell what will 
be a hit and what won’t, but 
compared to previous months, the 
attendance numbers were fairly 
solid in September. Christina’s 
iPhone Intermediate was a good 
class for people to take after her 
Basics course, and Lyndsey offered 
what was I believe our first class on 
Google Workspace, which proved 
popular with patrons. 
 
My annual “Cord Cutting” class also 
saw a good amount of attendance, 
and with all the changes to the 
screaming landscape each year, I’m 
happy to explain things to patrons. 

398

5

September Program Attendance

In-Person Virtual

 403 
Total 

Total 

Programs: 31 

336
321

434

374 368
385

412

260

403

Jan Feb Mar Apr May Jun Jul Aug Sep

Program Attendance 2025
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Marketing/Publicity/Outreach 
Mary Kate handled Channel 4 for YTS this month, 
and all went great with the taping. 
 
Fan Con happened, and I am very proud of Christina, 
who chaired the Fan Con committee again this year. 
There were a variety of activities, and everything  
appeared to me to be well-staffed and well-run.  
Kudos to the Fan Con committee! 
 

Local History 

The department discussed some good ideas on  
how to proceed with Local History projects at our 
in-service meeting and we look forward to getting  
them started in the fall. 

 
Collection Development 
We are plotting out our next round of weeding to help fuel the February 2026 Friends book 
sale. We’re also continuing to plan our Arabic/Spanish/Polish language purchase. 
 
Ordering is quickly coming to a close, so we are planning our final pushes for all of our 
materials, from books to movies to ebooks. 

 
Other 
As always, the Public Services staff is on top of things and doing a great job! 
 
Respectfully submitted, 
Matt Matkowski 
Head of Public Services 

9

patrons

20 
visits

Home

Delivery

157 
items



PROGRAMMING HYBRID IN HOUSE

TOTAL # 

PROGRAMS COST ATTENDANCE

1 4 5 $1,181.00 98 Reference Computer Directional

0 1 1 N/A 6 727              432                 329                      

     Book Discussions 0 3 3 N/A 16 1,488                   

0 $0 9

Passive Programs 4 112

# Patrons # Visits # Items

5 N/A 12 9 20 157

5 N/A 37

5 N/A 75

3 N/A 38

31 $1,181 403

DATE HYBRID REGISTERED COST ATTENDANCE

9/9/2025 7:00 pm No 15 $375 14

09/11/25 7:00 pm No 17 $325 18

09/16/25 7:00 pm Yes 3 ILP 9

09/18/25 6:00 pm No 15 $181 13

09/30/25 7:00 pm No 49 $300 44

DATE HYBIRD REGISTERED COST ATTENDANCE

09/25/25 7:00 pm No 7 N/A 6

N/A

N/A

N/A

DATE HYBRID REGISTERED COST ATTENDANCE

09/08/25 12:00 pm No N/A N/A 5

09/10/25 7:00 pm No N/A N/A 6

09/16/25 2:00 pm No N/A N/A 5

DATE REGISTERED COST ATTENDANCE

09/21/25 2:00 pm 6 N/A 9

DATE REGISTERED COST ATTENDANCE

09/02/25 12:00 pm N/A N/A 0

09/09/25 12:00 pm N/A N/A 7

09/16/25 12:00 pm N/A N/A 0

09/23/25 12:00 pm N/A N/A 2

09/30/25 12:00 pm N/A N/A 3

DATE REGISTERED COST ATTENDANCE

09/02/25 10:00 am N/A N/A 9

09/09/25 10:00 am N/A N/A 8

09/16/25 10:00 am N/A N/A 6

09/23/25 10:00 am N/A N/A 6

09/30/25 10:00 am N/A N/A 8

DATE REGISTERED COST ATTENDANCE

09/02/25 10:00 am N/A N/A 18

09/09/25 10:00 am N/A N/A 17

09/16/25 10:00 am N/A N/A 12

09/23/25 10:00 am N/A N/A 14

09/30/25 10:00 am N/A N/A 14

DATE REGISTERED COST ATTENDANCE

09/08/25 2:00 pm 2 N/A 4

09/15/25 2:00 pm 6 N/A 5

09/23/25 7:00 pm 28 N/A 29

Date Registered Cost Attendance

72

32

8

0

Spice Club Kits

Extra Spice Club Kits

Project of the Month

iPhone Intermediate

Google Workspace

Cutting the Cord

Time Passive Programs

Puzzle Table

Scrabble

Scrabble

Scrabble

TIME COMPUTER TRAINING - LAB

Scrabble

TIME NEEDLE CRAFTERS

Needle Crafters

Needle Crafters

Needle Crafters

Needle Crafters

Needle Crafters
am

TIME SCRABBLE

Scrabble

Sunday @ the Cinema: A Complete Unknown

TIME MAH JONGG

Mah Jongg

Mah Jongg

Mah Jongg

Mah Jongg

Mah Jongg

TIME MOVIES

TIME BOOK DISCUSSIONS

Lunch Bunch Book Discussion

Horror Book Club

Teatime on Tuesdays

 

Spin Around the World

Writing Gatsby

ILP: Steve Burns (4 in-person)

Craft: Create a Mini Library

Zelda Fitzgerald

TIME FREE: ADULT PROGRAMMING

FabLab: Halloween Banner

COMPUTER TRAINING - LAB 8

TOTAL PROGRAMMING  

TIME PAID:  ADULT PROGRAMMING

Movie HOMEBOUND DELIVERIES

IN HOUSE CLUBS

Mah Jongg

Needle Crafters
BOOK-A-LIBRARIAN # Sessions

Scrabble

TOTAL

PUBLIC SERVICES - MONTHLY STATISTICS

September 2025

REFERENCE QUESTIONS

     Paid 

     Free



  
 
 
 
 
 

TECHNICAL SERVICES DEPARTMENT REPORT 
SEPTEMBER 2025 

 
  

Department Highlights:    

Lorena helped Beth host our annual Dog Adoption event with Traveling Tails Dog Rescue. Overall, it was a well-attended 

event with perfect weather and adorable dogs up for adoption.  

Lorena created and printed poster sized schedule of activities and helped decorate the library for Fan Con. She also 

scheduled posts promoting activities on our Facebook and Instgram. The Arcade room with the Nintendo Switch 2 setup, 

arcade games and an air hockey table was a hit. Bluey and Bingo danced with a crowd of children, and Bobalicious had a 

line for bubble teas. It is safe to say that Fan Con was a great success with the help of Christina, Carla, Claire, Lyndsey, 

and Dora. 

Lorena helped with ideas on ways to promote Library Card Sign-up Month. She dressed up as D.D. Dino while Emily 

dressed up as Ms. Frizzle the Unicorn to showcase their great pickleball abilities and how patrons can checkout a 

pickleball set from the library. 

Lorena has been working on checklists for the Fan Con Committee chair and co-chair, and a checklist to help support 

Jalal’s daily work routine. 

Nikki and Jalal lent a hand, prepping crafts and activities for Fan Con. 

Nikki has been working on the 11 new Penworthy Phonics Kits for YTS, listing and labeling all pieces. She has also been 

working on creating checkout cards in Canva. 

Jalal is about done working on the juvenile graphic novel project, helping to re-label around 795 items to include series 

titles and volume numbers. This will be ongoing as remaining items are currently checked out. He has also started 

training on a specific type of book repairs which has been added to his daily routine. 

Marilyn has been reviewing start and expiration dates for periodicals to renew our adult and youth magazines with 

Rivistas. 

 

Meetings and Training:  

September 5 – LACONI Tech Services: Book repair workshop 

September 12 – LACONI Unconference 

September 15 – 1 on 1 with Jesse 

September 16 – Narcan training for libraries 

September 17 – RAILS Learning Lab: Library of things 



September 17 – Fan Con meeting 

September 24 – Periodicals overview with Marilyn 

September 24 – Management Team meeting 

 

Statistics:  

Adult  Print  Video  Audio  Kits 
 

Periodical  Other 
Format 

Ordered Items  159 13 3 - - - 
Added Items  133 7 4 - 59 - 
 

Juvenile  Print  Video  Audio  Kits Periodical Other 
Format 

Ordered Items  378 - - 11 - 1 
Added Items  127 - - - 13 1 
 

   Print  DVD/ 
Blu-ray  

Audiobook/ 
Music CD 

Console 
Game  

Kits  Launchpad  Other 
Format  

Adult Discarded Items  18 - - - - - 67 
Juvenile Discarded Items  409 - 1 - - - 16 
 

Library Services:  

   Jan Feb Mar Apr May Jun Jul Aug Sep 

Laminating Service*  - 10 - - 13 2 - - 2 

VHS Conversion:    

DVD Format  - - - - - - 4 11 - 

USB Format  - - - - 11 1 - - 4 
* Data for laminating services are total number of pieces laminated.    
  
  
  
Respectfully submitted,  
Lorena Rodriguez 

Head of Technical Services 



 
 
 
 
 
 

YOUTH & TEEN SERVICES DEPARTMENT REPORT 
SEPTEMBER 2025 

Highlights of the Month: 

   
At Nature Hour, we read stories, made a craft, learned about butterflies, and were able to go in the tent before they 
were released! We also had our first Library Playdate with soft play and sensory items for our young library patrons.  
 

  
At Geometric Pumpkins, kids in grades 3-5 created pumpkins with cardstock cut and scored on the Cricut. 
 

    
The program, Wednesday Mystery, was an escape room for teens. Mary Kate had a great time creating the escape room 
from scratch based off the Netflix show, Wednesday. The teens has a great time and saved Thing in less than 45 
minutes!  
 
Jolie enjoyed showing kids in grades 3-5 how to cut out Fall coasters on the Glowforge. They also enjoyed painting and 
decorating their coaters together. 
 
Claire had a fantastic time teaching tweens in grades 4-8 to use the Cricut to cut out and fold 3D boxes shaped to look 
like witch’s hats. Tweens also greatly enjoyed decorating their hats with the spookiest materials they could find. 
 



Meetings and Department News: 
Laconi YSS Meeting – Tina attended on 09/05. They discussed the upcoming workshop at the DuPage Children’s 
Museum on 09/26. 
 
Laconi Recharge Networking Unconference – Tina attended this workshop at the Gail Borden Public Library on 09/12. 
Topics of discussion included management practices, Narcan, and AI. 
 
One-on-One Meeting – Tina met with Jesse on 09/15. 
 
Fan Con Meetings – Carla and Claire attended the meeting on 09/10, and Claire attended the meeting on 09/17. 
 
Booklist: A Pura Belpré Picture Book Celebration! – Claire watched this webinar on 09/16. 
 
Meeting with Mentee – Carla met with her mentee on 09/22.  
 
Booklist: Must-Add Middle Grade – Mary Kate, Carla and Claire watched this webinar on 09/23. 
 
Management Meeting – Tina attended on 09/24. 
 
Booklist: Comics to the Core: Graphic Novels & Manga Essentials – Mary Kate watched this webinar on 09/24. 
 
Booklist: Hachette Book Group Kids and Young Adult Fall 2025/Winter 2026 Preview – Claire watched this on 09/28. 
 
SLJ: The Best in Fall Nonfiction - Part 2 – Claire watched this webinar on 09/28. 
  
SLJ Teen Live – Carla watched this event on 09/30.  
 

Tina has finished the deselection process for the young adult fiction collection. Tina and Mary Kate will now review the 
collection for which items are part of a series and need new call numbers. 
 
Tina and Mary Kate along with other members of the social media committee shared the benefits of having a Palos 
Heights Library card on FaceBook and Instagram. 
 

Outreach: 
Sandbox School – Carla visited this school on 09/04 and presented a story time about libraries and books for Library Card 
Sign-Up Month. 
 
Trusting Hearts – Claire visited this school on 09/09 and presented a story time about pets to the preschool class. 
 
Reggio Academy – Mary Kate visited this school on 09/15 and presented a story time about fall to the 3 to 4-year-old 
and 2-year-old classes. 
 
Rec Center Preschools – Carla visited these preschools on 09/16 and 09/17 and presented a story time about fall. 
 
Sandbox School – Carla visited this preschool on 09/18 and presented a story time about community helpers. 
 
Library Visit: Girl Scout Troop – Mary Kate presented a story time about fall and prepared a craft for this group on 09/24. 
 
 
 
Respectfully submitted, 

Tina Ruszala 

Head of Youth & Teen Services  



Statistics: 

 

 

 

 

TOTAL ATTENDANCE COST

21 338 $0 Reference Computer Directional

7 34 $0 224 48 147

2 121 $650 TOTAL 419

0 0 $0

30 493 $650 Craft Teen Activity

# VISITS # SESSIONS ATTENDANCE 380 101 648

1 37 1449 TOTAL 1129  

Free Tween/Teen Programming

PROGRAMMING REFERENCE QUESTIONS

Free Youth Programming/Training

 Youth Paid Programming

 Tween/Teen Paid Programming PASSIVE PROGRAMMING

TOTAL PROGRAMMING

OUTREACH/SCHOOL VISITS

TOTAL OUTREACH

DATE ATTENDANCE

09/02/25 4:00 pm 6

09/03/25 11:30 am 8

09/03/25 1:00 pm 23

09/04/25 11:30 am 25

09/08/25 5:00 pm 6

09/09/25 4:00 pm 13

09/10/25 11:30 am 8

09/10/25 1:00 pm 20

09/10/25 4:30 pm 8

09/11/25 11:30 am 18

09/15/25 4:00 pm 6

09/16/25 4:00 pm 11

09/17/25 11:30 am 9

09/17/25 1:00 pm 18

09/18/25 11:30 am 23

09/22/25 5:00 pm 42

09/23/25 4:00 pm 12

09/24/25 11:30 am 13

09/24/25 1:00 pm 24

09/25/25 11:30 am 17

09/26/25 10:00 am 28

Little Wigglers

Kindergarten Ready!

Tales for Twos

Pumpkin Time

Tales for Twos

Little Wigglers

Life Sized Scarecrow

Animals, Butt or Face?

Geometric Pumpkins

Kindergarten Ready!

Fall Coasters

Facts & Crafts: Butterflies

Tales for Twos

Furry Readers

Little Wigglers

Nature Hour

Little Wigglers

TIME FREE: YOUTH PROGRAMMING / TRAINING /CLUBS

Back to School Celebration

Tales for Twos

Kindergarten Ready!

Kindergarten Ready!

DATE ATTENDANCE

09/01/25 4:00 pm 16

09/10/25 4:00 pm 2

09/11/25 4:00 pm 0

09/18/25 4:00 pm 5

09/25/25 4:00 pm 9

09/30/25 4:00 pm 0

09/30/25 6:00 pm 2

Wednesday Mystery

TIME TWEEN/TEEN - PROGRAMMING / TRAINING /CLUBS

Video Game Club: Mario Cart Competition

3D Cricut Witch's Hat Box

Volunteens

Teen Book Box

Stranger Things Games

Wednesday Mystery

DATE COST ATTENDANCE

09/05/25 10:00 am 300 46

09/13/25 11:00 am $350 75Crosstown Exotics Reptile Show

TIME PAID YOUTH - PROGRAMMING

Library Play Date



 

 
 

ATTENDANCE

130

30

2

37

634

14

250

32

FREE: YOUTH PASSIVE PROGRAMMING

Craft - Apple

Teen Craft - Fall Crossword Puzzle

Teen Gaming - Nintendo Switch

Craft - Fruit Pie

Teen Craft - How to Draw Bowser

FabLab - Fall Bookmark

Activity - Vote for Huntrix vs. Saja Boys

Tonies Listening Station

DATE # SESSIONS ATTENDANCE

09/04/25 1 20

09/09/25 1 33
09/15/25 2 20

09/16/25 2 20

09/17/25 1 19

09/18/25 1 7

09/24/25 1 10

09/31/25 9 179

09/31/25 7 154

09/31/25 4 87

09/31/25 8 900Book Talks Grades 6-8

Trusting Hearts Preschool

Reggio Academy Preschool

Rec Center Preschool

Book Talks Grades 2-3

Book Talks Grades 4-5

OUTREACH & SCHOOL VISITS

ORGANIZATION

Rec Center Preschool

Book Talks Grades K-1

Sandbox School

Sandbox School

Library Visit: Girl Scout Troop



  

Nancy Sylvester, MA, PRP, CPP-T 
Team/Leadership Specialist, Professor Emeritus of Speech, Rock Valley College 

Professional Registered & Certified Professional Parliamentarian 

 

 

 

BOARD GOVERNANCE & ROBERT’S RULES: 

KEYS TO BEING A BETTER BOARD MEMBER 

 

• Board Basics 

• Board Governing Documents 

• Fiduciary Duty 

• Board/Staff Relationship 

• Purposes of Parliamentary Procedure 

• Quorum 

• Agenda 

• Processing a Motion 

• Precedence of Motions 

• Meaning of Votes  

• Script of a Motion 

• Meeting Minutes 

• Procedure in Small Board/Committee 

• Basic Characteristics of a Motion 

  
6472 Shiloh Close  Office Phone 815 877 5290 
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➢ Board Basics 

 

▪ Boards exist to represent the ownership of the organization. Identification 

of ownership is difficult 

 

▪ The board has authority to direct the organization only when acting as a 

group 

• No individual board member has any authority over the organization 

• To function effectively the board must speak as one voice 

 

▪ Board focus should be on values  

• Base the strategic plan on values 

• Develop policies based on values 

• Delegate to staff the responsibility to perform under these policies 

 

▪ Board oversees the Executive Director  

• Hires 

• Defines the duties  

• Evaluates performance   

 

▪ Board must follow rules set by government, ownership, and board 

 

▪ Board diversity – the importance of different gifts at the board table 

 

▪ Board meetings should be efficient 

• Board should not do committee work 

• Presiding officer should facilitate meeting 

• Specific motions are needed for all board actions 

• Social time should come after the board meeting, not during 

 

▪ The role of the board 
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➢ Board Governing Documents 

 

▪ Federal Laws – Internal Revenue Code, etc. 

 

 

 

▪ State statutes – State statutes that apply to your entity  

 

 

 

▪ Articles of Incorporation — A legal instrument that sets forth the name and 

object of the organization and whatever other information is needed for 

incorporating the organization under the laws of the particular state   

 

 

 

▪ Bylaws — A document that contains the basic rules of the organization 

relating principally to itself as an organization 

• Each organization is different 

• Each organization’s bylaws are different 

• A board only has the authority that is given to it in the bylaws 

• No other entity (e.g. Executive Committee) has authority except 

what is given to it in the bylaws 

 

 

 

▪ Standing Rules or Policies and Procedures — Rules adopted by the board 

that relate to the administration of the organization 

 

 

 

▪ Parliamentary Authority — Indication of which authority the organization 

will refer to when there is an issue not covered by any of the above rules.  

Robert’s Rules of Order Newly Revised, 12th Edition, is the parliamentary 

authority for approximately 95% of the organizations in the U.S. 
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➢ Fiduciary Duty 

 

▪ Legal Duties 

• Duty of Loyalty 

• Duty of Care 

• Duty of Obedience 

 

▪ Duty of Loyalty 

• Must Not Compete 

• Avoid Conflicts of Interests 

• May Not Usurp Corporation Opportunities 

• Duty Against Self-Dealing 

 

▪ Duty of Care 

• Exercise independent judgment 

• Stay reasonably informed 

• Attend regular meetings 

• Participate in Decisions 

• MUST refrain from: 

 Grossly negligent conduct 

 Reckless conduct 

 Intentional misconduct 

 Knowing violation of the law 

 

▪ Duty of Obedience 

• Law compliance obligations: 

 Withholding tax requirements 

 Civil rights laws  

 State solicitation Laws  

 Equal rights laws 
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➢  Board/staff relationship 

BOARD — STAFF 

RELATIONSHIP 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EXECUTIVE DIRECTOR 

STAFF 

BOARD OF TRUSTEES 

PRESIDENT 
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PURPOSE OF PARLIAMENTARY PROCEDURE 

Expedite business 

Assure legality 

PROTECT THE RIGHTS OF THE MINORITY 

 

QUORUM 

The number of voting members who must be present for business to be transacted 

legally. 

 

AGENDA 

The following is the agenda for organizations that are governed by Robert’s Rules of 

Order Newly Revised: 

I. Approval of minutes 

II. Reports of: 

A. Officers 

B. Boards 

C. Standing Committees 

D. Special Committees (select, ad hoc, task force, etc.) 

III. Special Orders (orders from the governing documents) 

IV. Unfinished Business (not old business) 

V. New Business 

 

PROCESSING A MOTION 

1.   A Member Makes a Motion 

a. The member words the motion properly: I move that (followed by specific statement of 

proposed action) 

b. The member who made the motion has the first right to speak on the motion 

c. The member who made the motion cannot speak against the motion, but may vote against it 

d. The presiding officer has the right to request that the motion be in writing unless the rules 

indicate otherwise.  NCR (No Carbon Required) paper on hand at each meeting will aid in 

this process 

2. Another Member Seconds the Motion 

a. Motion that comes from a committee does not need a second 

b. In seconding a motion, a person may only be agreeing that the issue should be discussed 

and decided upon 

c. If there is no second, the presiding officer tells the assembly that the motion dies for lack 

of a second   

3. The Chair States the Motion, Therefore Formally Placing It Before the Assembly  

a. Do not overlook this step.  It is crucial because: 

i. At the completion of this step, ownership of the motion is transferred from the 

individual who made the motion to the members present   

ii. After this step, the motion belongs to the body, not an individual 

b. Proper restatement of the motion by the presiding officer: 

i. Helps make sure everyone has heard the motion, exactly as it was proposed, and 

ii. Helps keep everyone on target as to the exact wording of the motion to be debated 
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c. If the presiding officer is unclear about the exact wording, there are two places the 

presiding officer can go to for assistance: 

i. Use the NCR copy of the motion paper provided by the maker of the motion 

ii. Ask the secretary to read the motion 

4. The Members Debate the Motion 

a. During this time the motion is  

i. considered pending and  

ii. can have secondary motions applied to it 

b. Assignment of the floor: While a motion is open to debate, the first person to rise and 

address the chair shall be assigned the floor by the chair.  Cases where the floor should be 

assigned to a person who may not have been the first to rise and address the chair are: 

i. If the member who made the motion has not yet spoken on the question, 

ii. When the person seeking the floor has not already spoken on the same motion on 

the same day; and 

iii. In cases where the chair knows the opinions of the persons seeking the floor, then 

the assignment should alternate between those favoring and those opposing the 

question  

c. During debate, there are some motions that are improperly used.  If that occurs, assist the 

maker of the motion to help make it a proper motion. 

i. “I move to table this motion until . . .”   

(1) Cannot table until a specific time.  The intent is probably the motion to 

Postpone Definitely.   

(2) Differences between Postpone Definitely and Table: 

(a) Table is not debatable, Postpone Definitely is debatable. 

(b) Table must be brought back by a motion to Take from the Table.  

Postpone Definitely automatically comes up when the time of 

postponement arrives. 

(3) If the member uses this terminology, simply treat the motion as a motion 

to Postpone Definitely.   

(a) Member: “I move to table this motion until next week’s meeting” 

(b) Another Member: “Second” 

(c) Presiding Officer: “It has been moved and seconded that we 

postpone this motion until next week’s meeting.  Is there any 

discussion. 

ii. “I move to table this motion so that we can kill this issue.” 

(1) Presiding Officer should rule this motion out of order and then suggest 

that the proper motion is to Postpone Indefinitely. 

(2) Differences between Table and Postpone Indefinitely: 

(a) Table is not debatable.  Postpone Indefinitely is debatable. 

(b) The motion to Postpone Indefinitely prevents the issue from 

coming up again at this meeting.  The motion to Table does not. 

iii. “I call the question” or “Question” 

(1) These are two versions of the same motion.  The intent of this motion is to 

close debate on this motion and move immediately to the vote. 

(2) If the motion is to “Call the Question on this and all pending questions” 

then the effect is to close debate and require movement to the vote on the 

pending motion and all other pending motions.  (E.g. On the amendment 

and on the main motion.) 

(3) The member may not simply yell out this motion. Like all other motions, 

the maker must wait to be recognized. 
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1.    Fix time to which to adjourn

2.    Adjourn

3.    Recess

4.    Raise a question of privilege

5.    Call for orders of the day

6.    Lay on the table

7.    Previous question

8.    Limit/extend limits of debate

9.    Postpone definitely

10.  Commit or refer

11.  Secondary amendment

12.  Primary amendment

13.  Postpone indefinitely

14.  Main motion

PRECEDENCE OF MOTION

(4) This motion must go through all of the steps of a motion with the 

following uniqueness:  

(a) It is not debatable 

(b) Because it takes rights away from the members, it requires a two-

thirds vote. 

d. Debate must be limited to the specific motion that is pending. 

i. The specific aspects covered in the motion are open to debate, not the whole 

subject area. 

ii. If the members begin wondering away from the subject area, a nice way to bring 

them back on task is: “Is there any further discussion on [specifically state the 

subject]?” 

5. The Chair Puts the Question to a Vote 

a. This should include restatement of the motion to be voted on.  This restatement serves as a 

reminder of what the membership is voting on 

b. Even in obvious votes, the presiding officer should call for votes for and votes against the 

motion.  The only exception here is with courtesy resolutions (e.g., the resolutions at the 

end of the convention that thank everyone who worked on the convention.) 

e. If the presiding officer requests that those voting in favor of the motion indicate with an 

affirmative response, the presiding officer should not call for negative votes with a call for 

“same sign.”  E.g., “All those in favor say ‘aye’, those opposed, same sign.” 

f. The presiding officer should be very comfortable with being able to determine the results of 

the vote.  If in doubt, it is the duty of the chair to verify the vote beyond reasonable doubt, 

and to the satisfaction of the members  

6. The Chair Announces the Results of the Vote 

    The content of a complete announcement of the results of the vote includes: 

a. Announcement of which side has the necessary votes and is thus the prevailing side.  In a 

counted vote, the presiding officer should first give the count before announcing the 

prevailing side 

b. Declaration as to whether the motion is adopted or lost 

c. A statement indicating the effect of the vote 

d. Where applicable, announcement of the next item of business 

 

PRECEDENCE OF MOTIONS 
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MEANING OF VOTES 

Majority – More than half of the votes cast 

 

Two Thirds – Two times the number of yes votes as no votes 

 

Plurality – A method of voting in which the candidate or proposition receiving 

the largest number of votes is elected or selected.   

 

Abstain – To refrain from voting 

 

 

 

VOTING EXAMPLE 

1,000 members in the organization 

100 members present 

90 members vote 

Vote Majority Two Thirds 

Of the members present 51 67 

Of the entire membership 501 667 

Of the members present and voting 46 60 

 

 

Presiding officer votes: In all other methods of voting other than a ballot vote, 

the chair only votes when his or her vote affects the results. Numerical examples 

would help here. 
 

VOTE REQUIRED 

 

YES 

VOTES 

 

NO 

VOTES 

 

PRESIDING OFFICER VOTE            

YES                           NO 

Majority 13 13 Yes – affects results No - fail without vote 

Majority 14 13 No – pass without vote Yes – affects results 

Two Thirds 9 5 Yes – affects results No - fail without vote 

Two Thirds 10 5 No - pass without vote Yes – affects results 
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SCRIPT OF A MOTION 

 

MEMBER: I move that . . . 

 

CHAIR: Is there a second to the motion? [This statement is eliminated if a member 

calls out “second" or if the motion is made on behalf of a committee.] 

 

MEMBER: I second the motion 

 

CHAIR: It is moved and seconded that... Is there any discussion? [Since the maker 

of the motion has first right to speak on the motion, the chair should call on 

the maker of the motion first.] 

 

MEMBERS:Discussion occurs [It is during this time that a motion is considered 

pending and secondary motions may be applied to it.] 

 

 

CHAIR: Is there any further discussion?  Are you ready for the question? [Pause] 

The question is on the adoption of the motion to [clearly restate the motion] 

 

   VOICE VOTE: 

   All those in favor, say aye. [Pause for response] 

All those opposed, say no. [If the chair is in doubt of the results of a voice 

vote, then the chair should state "The chair is in doubt, therefore a rising 

(or counted) vote will be taken." Then proceed with a counted vote.] 

 

   RISING VOTE: 

Those in favor of the motion, please stand. [Pause] Please be seated. Those 

opposed to the motion, please stand. [Pause] Please be seated 

 

SHOW OF HANDS VOTE: 

All those in favor of the motion, please raise your right hand. [Pause] 

Please lower your hand.  Thank you.  Those opposed to the motion, please 

raise your right hand. [Pause] Please lower your hand.  Thank you 

 

BALLOT VOTE: 

Please mark your ballots clearly, fold them one time, and hand them 

directly to a teller 

 

ROLL CALL VOTE: 

The secretary will now call the roll 
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CHAIR: ANNOUNCEMENT OF VOTING RESULTS: 

 

UNCOUNTED VOICE, RISING OR SHOW OF HANDS VOTE: The 

affirmative has it, the motion is adopted, we will [state the effect of the 

vote] and the next business in order is . . . 

OR 

The negative has it, the motion is defeated and [state the effect of the 

motion] 

 

  COUNTED MAJORITY VOTE: 

There are _____ votes in the affirmative and _____ votes in the negative.  

There is a majority in the affirmative and the motion is adopted.  We will 

[state the effect of the vote] and the next business in order is . . . 

OR 

There are _____ votes in the affirmative and _____ votes in the negative.  

There is less than a majority in the affirmative and the motion is defeated 

[state the effect of the vote] and the next business in order is . . . 

 

COUNTED TWO-THIRDS VOTE: 

There are _____ votes in the affirmative and _____ votes in the negative.  

There is a two-thirds vote in the affirmative and the motion is adopted.  We 

will (Give the effect of the vote] and the next business in order is . . . 

OR 

There are _____ votes in the affirmative and _____ votes in the negative.  

There is less than a two-thirds vote in the affirmative and the motion is 

defeated (state the effect of the vote] 

  

CHAIR:      The next business in order is . . . 
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MEETING MINUTES 

Minutes are the official record of an organization.  It is crucial that they are 

accurate since they are the legal record of the proceedings and actions of the 

organization.   

 

CONTENT  

First paragraph: Kind of meeting (regular, special, etc.); the name of the organization; 

the date and time of the meeting; place of the meeting, if it isn’t always the same; that 

the regular chairman and secretary were present or, in their absence, the names of the 

persons who substituted for them; and record of the action taken on the minutes of the 

previous meeting.  Any corrections approved by the members are made in the text of the 

minutes and then noted that the minutes were approved as corrected, without including 

the specific corrections in the minutes of the current meeting.  While Robert’s does not 

require inclusion of the approximate number of members present and the establishment 

of a quorum, many organizations choose to include that information in the minutes. 

 

The body should include, with each motion being a separate paragraph: 

• The exact wording of motions right before the vote, whether it passed or failed, 

and the way they were disposed of, along with the name of the maker. 

• If the vote was counted, the count should be recorded.  Tellers’ reports, if there 

are any, are included.  In roll call votes the record of each person’s vote is 

included.     

• Notices of motions given at one meeting to be voted on at the next meeting – 

previous notice is sometimes required (e.g., amendments of the bylaws). 

• Points of order and appeals. 

• Secondary motions that were made but not yet voted on, in cases where it is 

necessary to record them for completeness or clarity, e.g., a main motion, a 

primary amendment, a secondary amendment and the motion to postpone to the 

next meeting were all made and are pending.  If the motion to postpone passes, 

the minutes of the meeting should include the wording of the main motion, the 

primary amendment, and the secondary amendment so that at the next meeting 

everyone is aware of exactly what motions will come before the assembly during 

Unfinished Business. 

• The complete substance of oral committee reports that are given in small 

assemblies.  

• The fact that the assembly went into committee of the whole, a parliamentary tool 

used more by legislative bodies than by nonprofit groups, but not the proceedings. 

The report of the committee of the whole is included.  

• Proceedings under Informal Consideration are recorded. 

• The Assembly may order that a report of great importance be entered in the 

minutes. 
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• Name and subject of the guest speaker may be entered, but the minutes should not 

include a summary of the speaker’s remarks.  

 

Last paragraph: hour of adjournment 

 

NOT INCLUDED  

• The opinion or interpretation of the secretary 

• Judgmental phrases e.g., “heated debate” or “valuable comment” 

• Discussion: Minutes are a record of what was done at the meeting, not what was 

said at the meeting 

• Motions that were withdrawn 

• Name of seconder is unnecessary 

 

DISTRIBUTION OF MINUTES 

I recommend sending the minutes out in advance of the next meeting.  Actually, it is 

best to send them out as soon as possible after the meeting, while members still 

remember what occurred and when.  The problem with sending them out before they are 

approved is that there are eventually two sets of minutes of the same meeting distributed 

– the draft version and the adopted version.  This potential problem is averted by simply 

labeling the draft minutes which are distributed before the next meeting as draft minutes 

and the approved minutes as approved, giving date of approval.  The heading draft or 

approved should go at the top of the first page of the minutes in the title and in the 

footer on each page of the minutes. 

 

ATTACHMENTS  

The official copy of the minutes should have attached to it the original signed copy of: 

• Committee Reports 

• Officers Reports 

• Written Motions 

• Tellers Reports 

• Correspondence 

 

APPROVAL  

If the minutes have been distributed to the members before the next meeting, then the 

approval process can be very short.  A formal motion to approve the minutes is not 

necessary.  But such a motion is not out of order.  The presiding officer simply asks, 

“Are there any corrections to the minutes as printed?”  If there are none, or after all 

corrections have been made, the presiding officer may say “There being no corrections 

[or “no further corrections”] to the minutes, the minutes stand approved as printed (or as 

corrected).” 
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This method allows the membership to approve the minutes without a formal vote. This 

is so because the only proper way to object to the approval of the secretary’s draft of the 

minutes is to offer a correction to it. 

 

A member who was not in attendance at the meeting for which minutes are being 

approved is not prevented from participating in their correction or approval. If the next 

regular meeting will not be held within a quarterly time interval or there is a change in 

the membership (such as a change in a number of the members of the board due to 

elections), a minutes approval committee should be used.  In that case, the minutes 

approval committee reviews the minutes, corrects them, if necessary, and approves them 

on behalf of the membership.  Some organizations have their board of directors serve as 

the minute’s approval committee for the membership meetings.  

 

SIGNATURE  

After the minutes have been corrected and approved by the membership, they should be 

signed by the secretary and can be signed by the president.  The word “approved” and 

the date of the approval should also be included.  Using the term “Respectfully 

Submitted” is considered outdated and shouldn’t be used. 

 

MINUTES BOOK  

The official copy of the minutes should be entered in the Minutes Book and kept by the 

secretary.  These are the property of the organization, not the secretary.  If the 

organization has a headquarters office, the official copy of the minutes should be kept 

there. 

 

COPIES  

If the members receive a copy of the minutes it is not necessary for them to receive all 

the attachments.  When they do not receive the attachments, the minutes should include 

a brief summary of the attachments. 
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PROCEDURE IN SMALL BOARD/COMMITTEE –  no more than about 12 

members present (Robert’s Rules of Order Newly Revised, 12th Edition, pages 

464-465).  The rules governing such meetings are different from the rules that 

apply to other assemblies, in the following respects: 

 

● It's not necessary to rise in order to make a motion or when seeking 

recognition by the chair, raising the hand is adequate. 

 

 

● Motions do not need to be seconded. 

 

 

● There is no limit on the number of times a person may speak to a debatable 

motion, except Appeals follow the regular rules. 

 

  

● Informal discussion of a subject is permitted while no motion is pending.  

 

 

● “When a proposal is perfectly clear to all present, a vote can be taken 

without a motion's having been introduced. Unless agreed to by unanimous 

consent, however, all proposed actions must be approved by vote under the 

same rules as in larger meetings, except that a vote can be taken initially by a 

show of hands, which is often a better method in small meetings”.  

 

 
● The presiding officer may stay seated while putting a motion to a vote. 

 

 

● The presiding officer, if a member, does not have to leave the chair when 

making a motion or when participating in debate, and can vote on all 

questions. 
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BASIC CHARACTERISTICS OF MOTIONS ©  
From:  The Complete Idiot’s Guide to Robert’s Rules  

  The Guerrilla’s Guide to Robert’s Rules 

Nancy Sylvester, MA, PRP, CPP-T       www.nancysylvester.com 
 

MOTION PURPOSE INTERRUPT 

SPEAKER? 

SECOND 

NEEDED? 

DEBATABLE? AMENDABLE? VOTE NEEDED 

1.   Fix the Time to Which to Adjourn Sets the time for a continued meeting No Yes No1 Yes Majority 

2.   Adjourn Closes the meeting No Yes No No Majority 

3.   Recess Establishes a brief break No Yes No2 Yes Majority 

4.   Raise a Question of Privilege Asks an urgent question regarding rights Yes No No No Ruled by chair 

5.   Call for Orders of the Day Requires that the meeting follow the agenda Yes No No No One member    

6.   Lay on the Table Puts the motion aside for later consideration No Yes No No Majority   

7.   Previous Question Ends debate and moves directly to the vote No Yes No No Two-thirds   

8.   Limit or Extend Limits of Debate Changes the debate limits No Yes No Yes Two-thirds  

9.   Postpone to a Certain Time Puts off the motion to a specific time No Yes Yes Yes Majority3   

10.  Commit or Refer Refers the motion to a committee No Yes Yes Yes Majority    

11.  Amend an amendment Proposes a change to an amendment No Yes Yes4 No Majority 

       (Secondary Amendment)   

12.  Amend a motion or resolution Proposes a change to a main motion No Yes Yes4 Yes Majority 

       (Primary Amendment)    

13.  Postpone Indefinitely Kills the motion No Yes Yes No Majority  

14.  MAIN MOTION Brings business before the assembly No Yes Yes Yes Majority    

 

1 Is debatable if the motion is made while no question is pending 

2 Unless no question is pending 

3 Majority, unless it makes the question a special order 

4 If the motion it is being applied to is debatable 

Note: Motions above are in the Order of Precedence of Motions.                           Based on Robert’s Rules of Order Newly Revised, 12th Edition  
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BASIC CHARACTERISTICS OF MOTIONS ©  
From: The Complete Idiot’s Guide to Robert’s Rules  

  The Guerrilla’s Guide to Robert’s Rules 

Nancy Sylvester, MA, PRP, CPP-T      www.nancysylvester.com 

 

MOTION PURPOSE INTERRUPT 

SPEAKER? 

SECOND 

NEEDED? 

DEBATABLE? AMENDABLE? VOTE NEEDED 

Point of Order Requests that the rules be followed Yes No No No Ruled by chair 

Appeal from the Decision of the Chair Challenges a ruling of the chair Yes Yes Depends4 No Majority5    

Suspend the Rules Allows the group to violate the rules No Yes No No Two-thirds 

  (not bylaws)  

Objection to Consideration Keeps the motion from being considered Yes6 No No No Two-thirds7  

Division of the Question Separates consideration of the motion No Yes No Yes Majority   

Division of the Assembly Requires a standing vote Yes No No No One member 

Parliamentary Inquiry or Allows a member to ask a question Yes No No No Responded to 

Request for Information  about the business at hand     by chair   

Withdraw a Motion Removes a motion from Yes Depends8 No No Majority 

(after stated by the chair) consideration 

Take from the Table Resumes consideration of a motion No Yes No No Majority 

 that was laid on the table      

Reconsider Considers a motion again Yes9 Yes Depends10 No Majority 

Rescind or Amend Something Repeals a previously adopted motion No Yes Yes Yes Depends11 

 Previously Adopted or amends it after it has been adopted   

 

4 If the motion it is being applied to is debatable 

5 Majority in negative required to reverse chair's decision 

6 Yes, until debate has begun or a subsidiary motion other than Lay on the Table has been stated by the chair 

7 Two- thirds against consideration sustains objection 

8 Yes, if motion is made by the person requesting permission; no, if made by another member 

9 When another member has been assigned the floor, but not after he or she has begun to speak 

                    10 Only if the motion to be reconsidered is debatable 

  11 Requires a) a majority with notice, b) two- thirds, OR c) majority of entire membership  
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PALOS HEIGHTS PUBLIC LIBRARY

PROPOSED CLOSINGS 2025

Thursday, January 1 New Year's Day*

Friday, February 13 Staff In-Service

Sunday, April 5 Easter

Sunday, May 10 Mother's Day

Sunday, May 24 Closed Sundays until Sept. 13th

Monday, May 25 Memorial Day*

Friday, June 19 Juneteenth*

Friday, July 3 Close at 5pm

Saturday, July 4 Independence Day*

Thursday, July 16 Close at 5pm

(Classic Car Event Parking)

Friday, August 14 Staff In-Service

Monday, September 7 Labor Day*

Wednesday, November 25 Close at 5pm

Thursday, November 26 Thanksgiving Day*

Thursday, December 24 Christmas Eve*

Friday, December 25 Christmas Day*

Thursday, December 31 New Year's Eve*

Friday, January 1 (2027) New Year's Day*

*Holiday per Personnel Policy Approved: October 16, 2025



PALOS HEIGHTS PUBLIC LIBRARY

PROPOSED BOARD MEETING DATES - 2026
All meetings to be held in the Library Conference Room at 7pm

on the third Thursday of the month (unless otherwise noted)

January 15

February 19

March 19

April 16

May 21

June 18

July - No Meeting

August 20

September 17

October 15

November 19

December - No Meeting



 2025 Staff Appreciation Awards Spreadsheet

Employee: Years of Service: Base Award: Premium: Total Award:

Director 10 $150 $150 $300

Head of Circulation 9 $125 $100 $225

Head of Public Services 7 $125 $100 $225

Head of Technical Services 7 $125 $100 $225

Head of Youth and Teen Services 8 $125 $100 $225

Asst Head of YTS 4 $100 $100 $200

Business Manager 17 $175 $100 $275

PS Librarian 1 0 $100 $50 $150

PS Librarian 2 8 $125 $50 $175

PS Librarian 3 3 $100 $50 $150

PS Librarian 4 2 $100 $100

YTS Librarian 1 2 $100 $50 $150

YTS Librarian 2 4 $100 $50 $150

YTS Librarian 3 8 $125 $125

YTS Librarian 4 3 $100 $100

YTS Librarian 5 1 $100 $100

Circ Clerk 1 26 $225 $225

Circ Clerk 2 19 $175 $175

Circ Clerk 3 15 $175 $175

Circ Clerk 4 9 $125 $125

Circ Clerk 5 4 $100 $100

Circ Clerk 6 3 $100 $100

Circ Clerk 7 3 $100 $100

Tech Clerk 1 14 $150 $150

Tech Clerk 2 8 $125 $125

Tech Clerk 3 7 $125 $125

Custodian 14 $150 $150

Total: $4,425



 2025-2026 LIBRARY BOARD COMMITTEES

BUDGET & 

FINANCE: John Peltz (Chair)

LONG RANGE 

PLANNING: Sue Jankowski (Chair)

Steve Foertsch Hilary Rhodes

Patrick Keough Dianne Key

POLICY: Rose Zubik (Chair) PERSONNEL: Dianne Key (Chair)

Susan Snow Maria Koeppen

Maria Koeppen Rose Zubik

BUILDING & 

GROUNDS: Steve Foertsch (Chair) NOMINATING: Hilary Rhodes (Chair)

Sue Jankowski Susan Snow

John Peltz Patrick Keough

FRIENDS OF THE 

LIBRARY LIAISON: Sue Jankowski ETHICS OFFICER: Susan Snow



Board of Trustees Committee Descriptions 
 

The Board of Trustees of the Palos Heights Library is somewhat unusual in its commitment to employing 

committees to take care of the detailed work that goes into the decision-making process of the Library’s 

administration. Committees have proven effective at focusing on specific, specialized areas of running 

the library. In general, committees are responsible for vetting ideas on behalf of the Board as a whole. 

As a result of this vetting process, committees make recommendations to the full Board for formal 

implementation. This saves the full Board from having to dive into the minutiae of each and every 

decision that they are asked to make. However, committees make no decisions on their own. Their role 

is advisory, and they turn over final decision-making authority to the Board as a whole in all cases. So 

committees allow the Board to look more deeply at more issues than they would otherwise be able to 

without eroding the Board’s authority in any way. 

Committees are appointed by the Board President. Each committee has a chair or co-chairs who are 

responsible for the governance of each committee’s work. The chair will work with the Board President 

and Library Director to conduct meetings as appropriate to the task at hand. 

No specific expertise is required to participate in any given committee. In general, the Board President 

tries to make appointments according to the expertise and interests of Trustees, but this is not always 

possible. All that is asked is that Trustees bring their knowledge and engage in honest discussion of that 

matter at hand. 

 

Generally speaking, committees’ responsibilities are as follows: 

Budget & Finance Committee 
The Budget & Finance Committee makes recommendations regarding significant financial decisions that 

the Board has to make from time to time. Financial oversight is one of the most important functions of 

the Board of Trustees, and much of this oversight takes place as a matter of routine business at each 

regular Board Meeting. This committee serves to provide recommendations on financial matters that 

fall outside of the Board’s normal monthly business. Examples include the Library’s annual 

budget/levy/appropriation, its annual audit, and investment strategies. 

This committee typically meets 3-4 times per year. They typically meet once in January to discuss that 

annual appropriation resolution and excess fund balance transfer. They also typically meet in July and 

August to plan the following year’s budget and levy. The Board’s Treasurer typically serves as the chair 

of this committee. 



 

Building & Grounds Committee 
The Building & Grounds Committee is tasked with ensuring that the Library’s building and grounds are 

properly maintained. Ensuring functional, safe, and beautiful building and grounds is essential to the 

Library’s operations. The Library Director has the discretion to make purchases up to $5,000 without 

prior approval of the Board. The Committee will be consulted on all projects costing over $5,000. The 

only exceptions to this would be situations in which the Board President feels that it is prudent to 

bypass the committee and take an item directly to the full Board for direct approval. This committee is 

particularly important in overseeing projects that will cost more than $25,000, for which the Library is 

required by law to engage in a formal bidding process.  

This committee typically meets 2-3 times per year as needed.  

 

Fundraising Committee 
The purpose of the Fundraising Committee is to raise funds for the Library to expand the patron 

experience by enriching the facilities, programming, collections, and services that the Library provides to 

the community. 

This committee typically meets 2-3 times per year, or as often as is needed to plan projects. 

 

Long Range Planning Committee 
The Long Range Planning Committee is responsible for making recommendations related to the Library’s 

Strategic Plan. This involves the development, review, and implementation of the plan itself. This also 

includes formulating the Library’s mission and technology plan.  

This committee typically meets once per year, although they will meet more often in years when the 

Library is particularly focused on updating its Strategic Plan. 

 

Nominating Committee 
The Nominating Committee is responsible for nominating Trustees to serve as officers in a given year. 

According to the Board’s by-laws, these nominations are submitted to the Board in August and are 

voted on in September. Officers serve one year terms beginning each September.  

This committee typically meets once per year prior to the August meeting so that it can make its 

recommendations. 



 

Personnel Committee 
The Personnel Committee is tasked with providing guidance regarding the Library’s staff. This committee 

performs the annual performance review of the Library Director. It also makes recommendations 

regarding staff-focused policies and employment issues that affect staff. While specific personnel 

decisions fall under the day-to-day operations performed by the Library Director, the most pressing 

issues that affect the staff as a whole are taken up by this committee. 

This committee meets as needed, typically once per year. 

 

Policy Committee 
The Policy Committee is responsible for maintaining the policies of the Library in accordance with the 

law and with best practices in the industry. The Library’s policies essentially constitute its rule book. 

Library Policies are dictated solely by the Board lay out how the Library will operate with regard to staff, 

patrons, or other constituent groups. Some policies are required by federal, state, or local laws. Other 

policies are standard for local government entities or public libraries. Still others arise from needs 

specific to this Library and community. In all cases, policies are tailored to this Library’s specific needs.  

Policies remain in place until rescinding or superseded by other policies. In general, all policies are 

reviewed by the Board periodically, typically every 1-3 years depending on the topic. In most cases, the 

Library Director will draft a policy or specific policy changes to be reviewed by the committee, who then 

make specific recommendations for approval by the full Board. 

This committee often works in conjunction with other committees to develop policies that fall 

specifically within their areas of responsibility. Examples include developing personnel policies in 

conjunction with the Personnel Committee or financial policies with the Budget & Finance Committee. 

This committee meets as needed, typically at least once per year. Often, members of this committee will 

be asked to review policy changes individually, and their individual recommendations will be compiled 

by the chair for presentation to the Board. 

 

In addition to its standing committees, the Board also has the following liaisons: 

City Council Liaison 
The City Council Liaison is responsible for communicating Library business to City Hall and reporting back 

to the Board about things happening with the City that affect the Library. This includes occasionally 

attending City Council meetings to keep abreast of issues. It also entails occasionally speaking at City 

Council meetings on behalf of the Library Board. Communication with the Mayor’s Office is also 

occasionally required. The Library Director will typically handle the normal business that is transacted 

between the Library and the City, for example issues related to the Library’s budget, levy, and 



appropriation. However, this liaison is responsible for communicating with the City when the highest 

level of Library administration is called upon. 

 

Ethics Chair 
The Ethics Chair is a position that the Library Board is required by law to maintain. This person is 

responsible for tasks related to the ethical guidance of the Board. This includes ensuring that annual 

Statements of Economic Interest are filed by each Trustee in a timely manner. It also includes ensuring 

that all FOIA requests are answered in the appropriate manner and that the Open Meetings Act is 

followed at all times.  

 

Friends of the Library Liaison 
The Friends of the Library Liaison is the official line of communication between the Board and the 

Friends of the Library, who work hard to raise a lot of money for the library each year. While the Library 

Director also maintains close contact with the Friends and attends all of their meetings, the Friends also 

want to have strong ties to the Board. This liaison exists to maintain those ties and to communicate to 

the Board what is happening with the Friends.  


