Bylaws
Board of Library Trustees of the Tolono Public Library District
This organization is the Board of Library Trustees of the Tolono Public Library District, located in Tolono, Champaign County, Illinois.  The Library is established according to the provisions of Chapter 75 of the Illinois Compiled Statutes and exercising the powers and assuming the duties granted to it under said statute.  These rules 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.  The library trustees adhere to the principles outlined in the attached appendices.
1: Board of Library Trustees
Seven members, both residents of the district’s boundaries and registered voters, elected to four-year staggered terms, compose the library Board of Trustees of the Tolono Public Library District.  The board participates in the planning process to develop library services; sees that sufficient funds are provided to implement library services; assesses maintenance of library grounds and buildings; enacts policies necessary for library operation, and maintains a qualified director.  The director implements the policies the board sets in place and administers the annual budget adopted by the board.  They are charged with the responsibility of the governance of the Library.  The board will hire a skilled library director who will be responsible for the day-to-day operations of the Library.  The Board President has the authority to cancel a library board meeting due to inclement weather or an emergency.
2: Vacancies
A vacancy on the board between elections shall be filled by appointment until the next regular consolidated election.  Appointments can be either by nomination from a board member or review of submitted letters of interest, supported by a majority vote of the board at its next regular meeting following the declaration of vacancy.  There is an exception if the vacancy occurs with less than 28 months remaining in the term, and there is less than 88 days before the next regular election for the office.  Then, the person appointed to fill the vacancy shall serve the remainder of the unexpired term, and no election to fill the vacancy is held. [75 ILCS 16/30-25(b)]
3: Compensation
Board members are not to be compensated according to statute but will be reimbursed for necessary and related expenses as trustees.  To be effective, Board members must attend most meetings, read materials presented for review, and attend an occasional Library System (or other library-related) workshop, seminar, or meeting.  The Library Director will make the dates of these workshops known to the board promptly.  It is the goal of the Board of Library Trustees to have each member attend a minimum of one Library System (or other library-related) workshop, seminar, or meeting.  Board members are not exempt from late fees, fines, or other user fees.
4: Regular Meetings
The regularly scheduled meeting of the Board of Library Trustees of the Tolono Public Library District, except for December, shall be on the first Tuesday of each month at the Library at 6:30 pm unless said Tuesday should fall on the first of the month or should be a designated a holiday, in which case the meeting shall be held the following Tuesday.  The meetings shall be open to the public, and notice with the agenda shall be posted at least 48 hours in advance.  Notices shall include the date, time, and location of such meetings.  Meeting dates may be changed due to scheduling conflicts with other library activities.  Should this occur, a notice of such change will be timely posted according to the notice requirements.  At the beginning of each fiscal year, the library director shall (1) provide for the local newspaper the schedule of regular meetings of the board for the ensuing fiscal year; (2) post the schedule of meetings in the Library and on its website; and (3) distribute the agenda and information for the meetings to the board at least 48 hours before meetings.  Any board member wishing to have an item placed on the agenda shall contact the library director insufficient time preceding the meeting to have the item placed.
5: Order of Business
The following Order of Business shall be followed at regular meetings:
· Call to order
· Roll call, recording both present and absent members
· President’s report
· Secretary’s report, approval of minutes as received or corrected
· Correspondence, communications, and public comments
· Financial report, approval of bills payable
· Library Director’s report
· Committee reports, in order of their appearance in the bylaws
· Unfinished business
· New business
· Other
· Adjournment
6: Public Participation at Board Meetings
Individuals appearing before the Board of Library Trustees are expected to follow these guidelines:
· Address the Board at the appropriate times as indicated on the agenda
· Identify oneself by name and be brief
· Comments shall be limited to 5 minutes
· A person may photograph or make an audio/video recording of a meeting with the following limitations: No camera is to be directed at members of the public attending the meeting, and no audio/video recording will be permitted to interfere with the conduct of the meeting.
7: Parliamentary Procedure
Robert’s Rules of Order, Revised shall govern the parliamentary procedure of the Board of Library Trustees unless otherwise specified in the bylaws.
8: Attendance
Any board member who is unable to attend a meeting shall notify the Library to indicate that he or she will be absent.  Since a quorum is required for each meeting, this notification should be placed as far in advance as possible.  Board members who are unable to attend a meeting due to circumstances beyond their control shall be able, if they so choose, to attend a meeting through electronic conferencing under the library policies that apply.  If a trustee misses a significant number of Board meetings, the board may need to determine whether the trustee is fully able to fulfill the responsibilities of their position.
9: Special Meetings
Special meetings shall be held at any time when called by the President or secretary or by any four trustees of the board, provided notice and agenda of the special meeting are given to the trustees and any news medium that has filed an annual request for notice under the Open Meetings Act.  Notice shall be given at least 48 hours in advance except in the case of an emergency.  Notice and agenda shall be posted in the Library’s front lobby.  No business except that stated in the notice and agenda shall be transacted. [75 ILCS 16/30-50].
10: Closed Meeting Session
All meetings of the board and its committees shall be open to the public except closed sessions as authorized by the Open Meetings Act (5 ILCS 120/).  The closed session must be approved in an open meeting by a majority vote of the quorum present, taken at a meeting open to the public for which notice has been given, and the purpose of the closed session recorded in the minutes of the open meeting.  Only topics specified in the vote to close may be considered in the closed session.  No final action may be taken at a closed session.  All proceedings of a closed session shall be kept in strict confidence by all those in attendance. 

Closed sessions shall be recorded through audio or video means, and such recordings shall be preserved for at least eighteen months and shall only be destroyed after the board has approved and made public the minutes of the closed session.  Under the Open Meetings Act, the minutes of all closed sessions will be reviewed by the board at their regular July and January meetings as to whether or not the minutes should remain sealed or can be publicly disclosed. 
11: Quorum
A quorum at any meeting shall consist of four trustees. Except as noted, a majority of those present shall decide the vote taken on any question, unless a supermajority is required by law, as described [75 ILCS 16/30-50]. If a quorum is not present for any meeting, the meeting may be rescheduled at the discretion of the President at the same time and place. All trustees must be made aware of the postponement. The public will be notified of any meeting change via appropriate signage at the Library and on the website.
12: Voting
All votes on any question shall be by ayes and nays and recorded by the secretary.  Absentees and abstentions from voting shall be noted but shall not count for or against the question being voted on. [75 ILCS 16-30-50(c)]
13: Video or Audio Conferencing
As authorized by the Open Meetings Act, a Trustee may attend and be a voting member of a Board or Committee Meeting by video or audio conference (or other means of contemporaneous interactive communication) provided:
· A quorum of the Board or Committee is physically present at the open meeting location;
· The trustee wishing to attend by video or audio conference has notified the Board Secretary or President before the meeting (unless advance notice is impractical);
· The trustee is prevented from physically attending because of
· Personal illness or disability;
· Employment purposes or the business of the Library District; or
· Family or other emergencies.
· Minutes of all meetings will record whether trustees were physically present or present utilizing video or audio conference.
14: Officers and Elections
Newly elected trustees shall assume office at the next regular board meeting following the third Monday in May.  [75 ILCS 16/30-10(c)] The officers of the board shall be a president, a vice-president, a secretary, and a treasurer.  These officers shall be elected for a two-year term at the regular meeting in June.  In the event of a resignation from an office, an election to fill the unexpired term of that office will be conducted by a vote at the next regular meeting.
15: President
The President shall preside at all board meetings, appoint all standing and special committee members, and perform all other such duties as may be assigned by the board.  The President shall be the only spokesperson for the board in all advisory or disciplinary action directed to the director.  The President shall not have or exercise veto powers [75 ILCS 16/30-45(b)].
16: Vice President
The vice-president, in the absence of the President, shall assume all duties of the President.
17: Secretary
The secretary shall be responsible for seeing that minutes are taken and maintained for every meeting.  He or she shall ensure that attendance and votes are recorded.  The secretary shall also report correspondence and communications to the board.
18: Treasurer
The treasurer is authorized by the board to sign checks, shall serve on the finance committee, and shall draw up 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 charge of the library funds and income, sign all the checks on the authorization of the board, and report at each meeting 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 duties of the treasurer.  The treasurer shall be bonded in the amount to be approved by the board and according to statute requirement.  The treasurer is authorized to pay salaries and insurance bills as they come due.
19: Standing and Special Committees
The standing members shall.  be appointed annually in June.  The standing committees at their first meeting shall elect a chairperson.  The standing committees shall be the finance committee, the personnel committee, the policy committee, and the building and grounds committee.  

Special committee members may be appointed by the President to present reports or recommendations to the board and shall serve until the completion of the work for which they were appointed.  Members of the special committees may also include staff, public representatives, and outside experts.  The Library shall be the depository of all committee reports. 
20: Finance Committee
The Finance Committee shall be comprised of two members of the Board of Library Trustees, including the Treasurer and the Library Director.  The Finance Committee’s responsibilities include, but are not limited to, drafting a preliminary Budget and Appropriations Ordinance for full Board of Library Trustees approval, drafting a Levy for full Board of Library Trustees approval, drafting a working budget for full Board of Library Trustees approval, monitoring library investments, and implementing the Library’s investment policy.  The Finance Committee shall be responsible for the selection of an auditor for the agreed-upon procedures or audit.
21: Personnel Committee
The Personnel Committee shall be comprised of two members of the Board of Library Trustees and the Library Director.  The Personnel Committee’s responsibilities include, but are not limited to, preparation of the annual review of the Library Director and assuming a leadership role in the resolution of any personnel conflict that cannot be resolved by the Library Director.  The Library Director is responsible for the annual review of all other library employees.
22: Policy Committee
The Policy Committee shall be comprised of two members of the Board of Library Trustees and the Library Director.  The primary responsibility of the Policy Committee is to develop the Library Policy.  This policy shall include the division of responsibility between board and staff and a Library Materials Selection Policy and shall adhere to the “Library Bill of Rights” and the “Freedom to Read” statements of the American Library Association.  The committee shall determine the library regulations governing the use of the Library and systematically review sections of an existing policy to ensure that all policy is reviewed at an interval not to exceed three years.  As a result of such policy reviews, the Policy Committee will make recommendations regarding additions or changes to an existing policy as well as deleting policies that are no longer appropriate or of value.  The entire Library Policy must be approved by the Board of Library Trustees vote and made readily available to the public.
23: Building and Grounds Committee
The Building and Grounds Committee shall be comprised of two members of the Board of Library Trustees and the Library Director.  The Building and Grounds Committee’s responsibilities include, but are not limited to, conducting an annual inspection of the Library’s physical facility to identify areas which need repair and making recommendations to the full Board of Library Trustees regarding all repairs which are deemed necessary either as a result of the annual inspection or throughout the year as the need arises.
24: Library Director Search Committee (Special Committee)
When the position of Library Director falls vacant, the Board of Library Trustees shall immediately select an acting Library Director for the interim and establish a librarian search committee, which shall consist of the President and two or more members from the Board of Library Trustees.  Applications for the position of Library Director shall be filed at the Library and available to all Board of Library Trustees.  The library director search committee shall report the results of applications and interviews to the Board of Library Trustees.  Five votes shall be required for the Board of Library Trustees to hire a Library Director, after which the search committee is dissolved.
25: New Trustees
The Library Director shall provide an orientation for new trustees that includes a tour of the library building and property and review services and shall present a packet which includes the library policies and other procedural materials, a list of trustees and committees, minutes, and financial reports for the previous months, and other pertinent information.
26: Duties of the Library Director
The Library Director shall administer the policies adopted by the Board of Library Trustees.  Among the duties and responsibilities of the Library Director shall be that of hiring personnel, directing, supervising, and disciplining of all staff members.  The Library Director is also responsible for preparing monthly and annual reports as required by both the Illinois State Library and the Board of Library Trustees.  The Library Director also recommends policies and procedures that will promote the efficiency and service of the Library.
27: Administrative Records
Administrative records of the Library shall be kept in the Library and shall be available to the general public upon request.  These shall include the monthly and annual reports of the Library, all financial reports, minutes of the public Board of Library Trustees meetings, and actions and other such items as the Board of Library Trustees or the Library Director shall file there.
Staff personnel records are confidential and shall be kept in a secure place, and only the Library Director or any person authorized by the Library Director shall have access to these records.
Confidential records of the Board of Library Trustees, such as personnel records concerning the Library Director, shall be kept in the Library, and only members of the Board of Library Trustees shall have access to these records.
28: Circulation Records
Circulation records and other records identifying the names of library users with specific materials hereby are recognized as confidential, and access is restricted to library staff and those members of the public with a legitimate interest therein, as hereafter provided for.

All library staff and employees are hereby advised that such records shall not be made available to casual members of the public, the press, or any agency of State, Federal, or Local government, except pursuant to such process, order, or subpoena as may be authorized under the authority of and pursuant to Federal or State law relating to civil, criminal, or administrative discovery procedures or legislative investigative power.

Library staff shall observe the following procedures: On receipt of any legal process, order, or subpoena, the library staff member in charge will immediately consult with the President of the Board and the Library Attorney to ensure that (a) the document is in proper legal form, and (b) there has been a proper showing of good cause for its issuance in a court or administrative body of competent jurisdiction.  Until the legality of such process, order, or subpoena has been affirmatively shown to the satisfaction of the Library Attorney, the Library will resist its issuance or enforcement until any such defects have been cured.
29: Division of Responsibility Between the Board of Library Trustees and Library Director
Under the Illinois Public Library Law (75 ILCS), the Board of Library Trustees is, among other functions, empowered to formulate “reasonable rules and regulations… to render the use of the library of the greatest benefit to the greatest number” and to “appoint a competent librarian and necessary assistants, to fix their compensation, to remove such appointees and to retain professional consultants as needed.” Thus, in defining and delineating the division of responsibility between the Board of Library Trustees and the Library Director, the Board of Library Trustees recognizes that the ultimate responsibility to the community to provide “the greatest benefit to the greatest number” rests with the Board of Library Trustees.  Policy determination is the Board of Library Trustees’ power and duty.  Management is the Library Director’s responsibility, for which he or she is responsible to the Board of Library Trustees.  The division and sharing of these responsibilities fall into various categories.
GOVERNANCE AND POLICY MAKING
Goals and Objectives for the Library
· Board of Library Trustees Responsibility
· It shall be the duty of the Board of Library Trustees to determine the goals and objectives of the Library and the methods of meeting them, to review the goals and objectives regularly, and to evaluate progress.
· Library Director Responsibility
· The Library Director shall provide assistance and direction in setting goals and objectives and in determining means of evaluation and reporting of outcomes to the board.
· Joint Responsibility
· The Board of Trustees shall relate the Library and its program to the community and its needs through a systematic study of the community and systematic analysis of library service with the assistance of the Library Director.
Written Policies
· Board of Library Trustees Responsibility
· The Board of Library Trustees shall determine and adopt written policies to govern the operation, use, and programs of the Library and shall adopt bylaws for procedures.
· Library Director Responsibility
· The Library Director shall recommend needed policies to the Board of Library Trustees.  The Library Director shall carry out the policies as adopted by the Board of Library Trustees and administer the Library within the framework of the Library’s goals, objectives, policies, and budget.
· Joint Responsibility
· Both the Board of Library Trustees and the Library Director shall know the local, state, and national laws which affect libraries and play an active role in initiating and supporting beneficial library legislation; shall participate fully in the library system and make use of the consultants of the Illinois State Library; shall attend regional, state, and national library association meetings and workshops when possible and join appropriate organizations working for improved libraries, and shall study library publications.
FINANCE
Financial Status of the Library
· Board of Library Trustees Responsibility
· The Board of Library Trustees shall keep aware of the financial status of the Library
· Library Director Responsibility
· The Library Director shall provide a report of income and expenditure at each Board of Library Trustees meeting.  The Library Director shall supply facts and figures to the Board of Library Trustees to aid in interpreting the Library’s financial need.
· Joint Responsibility
· The Library Director shall prepare two annual budgets; for the appropriation ordinance form, which anticipates the needs for the coming year, and second, an operating budget once the available revenues are determined.  The Board of Library Trustees shall work with the Library Director to formulate these budgets, adequate to carry out the Library’s goals and objectives within any limitations of the state law.
Budget Presentation
· Board of Library Trustees Responsibility
· The Board of Library Trustees shall present the budget to the general public, shall explain and defend it shall help to secure adequate funds for staff and services, and shall explore all ways of increasing the Library’s income through tapping other sources and taking advantage of all available means of cooperating with other libraries.
· Library Director Responsibility
· The Library Director shall assist the Board of Library Trustees in cooperating with other libraries and shall call the Board of Library Trustee’s attention to ways of stretching the budget.
· Joint Responsibility
· The Library Director shall work with the Board of Library Trustees in interpreting the budget and financial needs of public officials and the public.  The Board of Library Trustees and the Library Director shall see the complete and accurate records concerning finances, personnel, property inventory, and annual report are on file at the Library.
30: Amendments
These Bylaws may be amended by the affirmative vote of at least four trustees of the board, provided written notice of the proposed amendment shall have been sent to all trustees at least ten days before the meeting at which such action is proposed to be taken.  Notwithstanding the foregoing, any provision, article, or bylaw provided herein shall be invalid to the extent it conflicts with Illinois law.  The By-Laws of the Tolono Public Library District are hereby amended, adopted, and approved by the Board of Trustees of the Tolono Public Library District, as reflected by the signatures below of those Trustees who voted in the affirmative, on this 6th day of January 2025.
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