Provo City Library Board of Directors

Notice of Meeting
Wednesday, September 10, 2014
4:00 p.m.

The regular meeting for the Provo City Library Board
is held in Room 204, the Library Board Room at the
Provo City Library at Academy Square
550 North University Avenue, Provo, Utah.

AGENDA

I Welcome - Chairperson Nickie Allen
A. Approval of Minutes

II. Library Director’s Report — Gene Nelson
A. Calendar Items for Board

III. Action Items
A. Bi-Monthly Meetings

IV. Discussion Items
A. None

Next Meeting:
- Wednesday, October 8, 2014 at 4:00 p.m.



Provo City Library Board of Directors
MINUTES
July 9, 2014

IN ATTENDANCE
LIBRARY BOARD LIBRARY STAFF
Nickie Allen, Ch persol +Gene Nelson Director
. dy Roe, Executive Assistant
arla Morris, Cﬁ Hd,rens Services Mngr

Stephen H Sharon Kuttler, Support Services Mngr
EXCUSED GUESTS

Mary Ann Christiansen
ABSENT

Jamie Littlefield

Meeting began at 4:04 p.m. in the Library Board Room.

Approval of Minutes
«  Dannielle made a motion to approve the minutes. Sue seconded the motion. The vote was

unanimous to approve the June 2014 minutes.

Library Director’s Report - Gene Nelson
o July 4™ went well W|th the fence

for our building

maintenance for this year tis pretty much the same budget as last year

«  We often have meetings that are very short. We wonder if we are using our time effectively. We
are taking off August. Our bylaws state that we have a monthly Board meeting. | would like you
to consider having an every other month Board Meeting. On the off months, you could consider
going to one of our programs. You are the community’s representative on this Board. This
change would need a vote. We would like to wait until we have full Board in September. It could
be an agenda item for September. We just thought it would be a better use of everyone’s time.

«  Carla Morris is retiring in December. We will start working on this in September, and have it
posted in October. We are already spreading the word. MLS and 7+ years in professional
experience, programming experience, supervnsory experience, running big events, knowledge of
children’s literature, and possibly has an interest in modern technology. It will be a national
search.

Every three years, we purge our borrowers. For a few months, it will look very bad, but soon it
will look normal again.

«  E-books are on the rise. Web page visits has increased significantly.

Action ltems
*  None

Discussion ltems
+ None

Next Meeting S p mber 1

Submitted by Cindy Roe



Provo City Library Board of Directors
MINUTES
June 11, 2014

IN ATTENDANCE
LIBRARY BOARD LIBRARY STAFF
Jacob Gunter, Chairperson Gene Nelson, Director
Nickie Allen Cindy Roe, Executive Assistant
Dannielle McGinn Carla Morris, Childrens Services Mngr
Jamie Littlefield Sharon Kuttler, Support Services Mngr
Stephen Hales GUESTS
Mary Ann Christiansen
EXCUSED
Sue Russell
ABSENT

Meeting began at 4:00 p.m. in the Library Board Room.

Approval of Minutes
«  Jamie made a motion to approve the May 2014 minutes. Jacob seconded the motion. The vote

was unanimous to approve the May 2014 minutes.

Library Director’s Report - Gene Nelson
« Calendar of events handed out- US 89 exhibit coming. The Summer Reading Program has

started and 2600 have already signed up in Children’s. Carla Morris has announced her
retirement after 33 years of service. She will be leaving in December.

«  Gene thanked Jacob for his service to the Board.

«  We will have a short meeting in July.

«  August meeting will be cancelled.

Action ltems
«  Chair Elect - Jacob motioned to elect Nickie as the chairman of the Board. The vote was

unanimous.

Discussion Iltems
* None

Meeting adjourned at 4:15 p.m.

Next Meeting July 9, 2014 @ 4:00 pm.

Submitted by Cindy Roe
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10.

11.

12.

Hiring Process

Give Cindy the notice of termination from employee.
a. Make sure it includes the last day they are working, and the reason for termination.
b. Give Cindy their key card, keys, p-card, name tag, etc after they leave.

Cindy will fill out a SIRE form for termination and rehire.
a. Gene will approve the SIRE form.

Chris Cooper will put together a listing for the rehire.
a. You will approve the listing.

Chris Cooper will post the listing, and send you a link to review the applications.
a. You will print out the applications and review them.
b. You will ask Chris for any applications that were not submitted online.

You will set up interviews, conduct interviews, call references, and choose a candidate to hire.

You will offer the job to the candidate, and set up a time to do paperwork.

a. Please confirm the time with Cindy for availability

b. Inform candidate to bring a social security card, driver license, and a blank check or
routing number for the City.

C. Talk to Gene about approval (except cleaning/pages/security)

You will send Cindy the following information on the new hire:
A copy of the application ( by email)

Name

Title

Class - Part Time or Full Time

Starting Date

Who they are replacing

Hourly Rate

Account Number

Supervisor

How many hours they will be working

If they need a name tag, keys, phone extension, p-card, etc.

XU T S@ o o0

You will sign the Conditional Offer with new hire - email a copy of the Conditional Offer to
Cindy, and bring the original to Cindy

You will walk the new hire to Cindy’s office, and sign the Technology Resources Use
Statement

Cindy will work with the new hire in filling out paperwork, and then send the new hire to the
City for more paperwork. The city will issue the candidate a key card to access the building on
the first day. The city will add the new hire to HBS the day after their first day.

Send all the applications, the form showing who was interviewed, reference forms, and all
rating worksheets to Chris Cooper in HR.

Contact Systems for computer needs and setting up an email address (if needed)



