





CHELSEA DISTRICT LIBRARY BOARD OF TRUSTEES
Tuesday, December 15, 2020—6:45 p.m.
Remotely via Zoom

AGENDA

6:45 Board Meeting
Welcome and Call to Order
Agenda Review, Additions, and Approval

6:50 Compulsory Segments
Board Meeting Minutes Approval — November 17, 2020
Approval of the November Operational Checks
Approval of November Financial Reports
Director’s Report & Friends Report

7:30 Public Comment

7:35 Action Items

Donations

Board Officers

Board Committees

2021 Calendar of Operations

2021 Board Meeting Calendar

Capital Improvement Fund Commitment
Director Evaluation (in Closed Session)

SR S

Discussion Items

Budget Carryovers: 2020 to 2021

2020 Budget Adjustment

DDA/TIFA

Remote Work Policy During Pandemic

AL -0

8:15 Reports
Policy Committee
Finance Committee
Personnel Committee
Nominating Committee
Community Outreach Committee

8:20 Public Comment
8:25 Other Items

8:30 Adjournment



Public Participation

Meetings held by the Chelsea District Library are for the purpose of conducting library
business. A Chelsea District Library meeting is not a “public meeting.” It is a “meeting held in
public.” The difterence between these two types of mectings is that a public meeting is usually
designed for the free flow of information among all in attendance, whereas a meeting held in
public is for observation and “Public Input™ at specific times on the agenda.

Public Participation at Open Meetings

Meetings held by the Chelsea District Library are for the purpose of conducting library
business. Public input is allowed during set times of these meetings and for specific amounts of

time.
There are two ways to participate in a Board meeting:

* You may call the Board President or Library Director at least five days in advance of the
Board meeting and ask to be placed on the agenda. The Board President or the Library
Director shall use their discretion in accepting these requests. The Board decides what
agenda items are to be discussed when they formally adopt the agenda at the start of their
meeting. Once approved, you will be allowed to make your presentation to the Board.

* You may address the Board during agenda items listed as “Comments from the Public.”

Individuals who are addressing the Board at a Board Meeting must state their name and the name
of the organization or group they are representing, if that is the case.

Board members may question speakers, but the Board will not enter into debate or conversation
during this portion of the meeting. In general, issues are referred to the Director for
investigation, study and recommendation, designation as a future agenda item, or answered
through written communication.



Chelsea District Library Board of Trustees
Minutes of Regular Meeting

Tuesday, November 17, 2020 6:45 pm
Meeting Location: Remote, Using Zoom

Trustees in Attendance: S. Lackey, TJ Helfferich, G. Munce, J. Carr, E. Sensoli, C.
Taylor, &. A. Merkel

Staff: Director L. Coryell, L. Ballard (had to leave partway through the meeting), S.
Powers, & C. Berggren.

Guests: J. Hanifan

Welcome and Call to Order
S. Lackey called the meeting to order at 6:45 p.m.

Agenda Review, Additions, and Approval

MOTION made by C. Taylor, SECONDED by J. Carr to approve the agenda, as
amended. Discussion: Susan asked the rest of the board to move John Hanifan's
DDA/TIFA presentation before the compulsory segments and to add a Discussion ltem
for the topic, sliding the other Discussion ltems down and making the added one #1.

All Ayes: 7-0

Presentation: John Hanifan, Chelsea City Manager (Representing the DDA)

s John spoke about the various projects and things that the DDA has done to
assist the library, as well as what the DDA currently funds.

¢ DDA annual budget is $400,000 and the former TIFA capture from the library
was roughly $20,000, or about 5%.

e Susan called on each board member to ask John their questions concerning the
DDA and whether the library should continue to support them, now that the
capture is not in place as part of the millage.

Compulsory Segments:

Minutes and Approval of Checks

MOTION made by J. Carr, SECONDED by G. Munce to approve the minutes of the
October 20, 2020 Board Meeting. Discussion: None

All Ayes: 7-0



MOTION made by A. Merkel, SECONDED by G. Munce to accept the General Fund
Operational checks for October, 2020. Discussion: None
All Ayes 7-0

MOTION made by J. Carr, SECONDED by C. Taylor to accept Financial Reports for
October, 2020. Discussion: None
All Ayes: 7-0

Director's Report Update:
L. Coryell update:

o COVID Update: the library is tweaking the schedule to eliminate Saturday
service, due to the recent restrictions and staffing issues. The final Saturday will
be this coming one, November 21. There is no end date for this scheduie change
and the library will restart Saturday service when it's safe and able.

e The library has hired a new Comp Tech Il employee, Matt Jensen, who will begin
on November 30 and will hopefully join us at the December meeting.

s The Purple Rose online readings have had huge attendance and circulation
numbers continue to climb.

e Jan asked about TLN library closures and whether that would affect access. Lori
answered that it depends on the item, since the majority of TLN libraries are
remaining open.

Friends Report:
e Donated 17 boxes, roughly 350 books to the Chelsea Retirement Community for
the new library wing at the CRC.
¢ Jan and several other Friends attended a webinar about ways to generate
revenue for libraries.
e Friend of the Year is Jean Vargas.

Other Reports Notes: Lori shared that due to COVID-19, the library will wait to choose a
Volunteer of the Year until 2021.

Public Comment: None

Action ltem #1: Donations




MOTION made by J. Carr, SECONDED by TJ Helfferich to accept the library’'s October
donations.
Discussion: None
Jan, roll-call vote: Susan — Aye, TJ — Aye, Anne — Aye, Elizabeth — Aye, Charlie — Aye,
Gary — Aye, and Jan — Aye.

All Ayes 7-0

Action Item #2: At-Large Board Seat

MOTION made by E. Senscli, SECONDED by C. Taylor to reappoint TJ to the board
with a new 4-year term, running through 2024.

Discussion: None

Jan, roll-call vote: Anne — Aye, Gary — Aye, Charlie — Aye, Elizabeth — Aye, TJ —
Abstain, Susan — Aye, and Jan — Aye.

All Ayes 6-0

Action Item #3: Board Retreat

MOTION made by J. Carr, SECONDED by C. Taylor to approve two short online Board
Retreats, the first taking place December 9 at 10 a.m. and the second to be determined
at the conclusion of the first or at a later date.

Discussion: None

Jan, roll-call vote: Anne — Aye, Gary — Aye, Charlie — Aye, Elizabeth — Aye, TJ — Aye,
Susan — Aye, and Jan — Aye.

All Ayes 7-0

Discussion Item #1: DDA/TIFA

» Board members emphasize it's important to ask, “What do our patrons receive
from the DDA?" There is a goodwill factor in that answer, too.

+ Jan wants to make this an annual decision and not just to agree to give to the
DDA for any substantial length of time.

o The Board agreed to try to come to a decision by January.

Discussion Item #2: MERS Addendum

e There is an Addendum for the defined contribution part of the library’'s MERS
plan that needs Board approval and to be signed and returned before the end of
the year, Lori shared the Addendum on screen.

MOTION made by J. Carr, SECONDED by E. Sensoli to move this item to Action.



Jan, roll-call vote: Anne — Aye, Gary — Aye, Charlie — Aye, Elizabeth — Aye, TJ — Aye,
Susan — Aye, and Jan — Aye.
All Ayes 7-0

Action Item #4: MERS Addendum
MOTION made by TJ Helfferich, SECONDED by A. Merkel to approve the MERS
Addendum and have Lori sign it.
Discussion: None
Jan, roll-call vote: Elizabeth — Aye, Charlie — Aye, Gary — Aye, Anne — Aye, Susan -
Aye, TJ — Aye, and Jan - Aye.

All Ayes 7-0

Discussion Item #3: 2021 Calendar of Operations
Went over the dates.

Discussion Item #4: 2021 Board Meeting Calendar
It was noted that the December Board Meeting is scheduled for Dec. 21, 2021, and may
need to be moved up, as it is close to Christmas and that could jeopardize a forum.

Discussion ltem #5: Director Evaluation
¢ Elizabeth announced that she sent out an email earlier with the director
evaluation survey attached. Managers should share with their staff.
» Due to COVID restrictions, Elizabeth is asking that surveys are emailed back to
her directly, instead of being collected in a folder at the library.
¢ Deadline to return director evaluations is Dec. 4.

Discussion Item #6: Capital Improvement Fund Commitment
This is standard every year and Susan made a point of thanking the library for this level
of responsibility.

Committee Reports




Policy Committee —

Finance Committee —

Personnel Committee — Sent out director review survey.
Nominating Committee — Supplied minutes.

Community Outreach Committee —

Public and Board Comment: None

Other Iltems: None

Adjourn:
MOTION made by A. Merkel, SECONDED by C. Taylor to adjourn the meeting at 8:27
p.m.

All Ayes, 7-0

Janice L. Carr, Board Secretary Date
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9:41 AM
12/09/20

Chelsea District Library

Accrual Basls Donation and Restricted
January through November 2020

Ordinary Income/Expense
Income
674 - Contribution & Donation
674.100 - Designated Adult Collection
674.110 - Designated Adult Programming
674.111 - Designated Youth Programming
§74.112 - Deslignated Music Focus Programs
674.120 - Undesignated Donation
674.141 - Designated Technology
674.150 - Continuing Education Restricted
Total 674 - Contribution & Donation
675 : Private Grant Sources
675.100 - Community Found Southeast MI
675.400 : Chelsea Ed Foundation
Total 675 - Private Grant Sources
Total Income
Gross Profit
Expense
727 - Supplies
727.900 - Supplies Restricted Glifts
Total 727 - Supplies
850 - Telecommunications
850.300 - TLN Internet Service
850.910 - WiFI Hot Spots - Restricted
Total 850,300 - TLN Internet Service
Total 850 - Telecommunications
884 - Programming
884.210 - Youth Speakers
884.211 - Authors In Chelsea
884.922 - Youth Prog Rest Gifts Authors
884.953 - Youth Prog Rest Chelsea Ed Foun
Total 884.211 - Authors in Chelsea
Total 884.210 - Youth Speakers
884.400 - Muslc Focus
884.960 - Sonlc Sundays Restricted Gift
884,961 - Songfest - Restricted Gift
884.962 - Music In the Alr - Restricted
Total 884.400 - Music Focus
884.500 - Artist In Residence
884.970 - Artist in Resdience Restricted
Total 884.500 - Artist In Residence
884.910 - Adult Programming Restricted
884.911 - Adult Prog Rest Gifts Comedy Sh
884,912 - Adult Prog Rest Gifts General

Jan - Nov {9 Budget $ Over Budget

300
1,000 7.300 {6.,300)
3250 6,500 (3,250)
3,000 4,000 (1.000)
725 525 200
3,000 3,000 0
600 600 0
11,875 21,925 (10,050}
15,000 17,000 (2,000)
1,500 1,500 0
16,500 18,500 (2,000)
28,375 40,425 (12.050)
28,375 40,425 {12,050
111
111
3,000 (3.000)
3,000 (3,000)
3,000 (3.000)
437 3,500 {3,063)
o 1,000 {1,000)
437 4,500 (4,063)
437 4,500 (4,063)
0 0 0
0 1,000 (1,000)
1,762 3,000 (1.238)
1,762 4,000 (2.238)
1,000 {1,000
0 1,000 (1,000)
0 1,500 (1,500)
2,503 2,900 (397)
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9:41 AM Chelsea District Library

12/09/20

Accrual Basls Donation and Restricted
January through November 2020

B84.913 - Adult Prog Rest Gifts SRP
884.914 - Adult Prog Rest Gifts MWest LW
884.915 - Aud Prg. Rst. Gifts Purple Rose
Total 884.910 - Adult Programming Restricted
884.920 - Youth Programming Restricted
884.921 - Youth Prog Rest Gifts Genl
884.923 - Youth Prog Rest Gifts SRP
Total 884.920 - Youth Programming Restricted
Total 884 - Programming
967 - Equipment
967.900 - Equipment Restricted Gifts
967.910 - Equipment Rest Gifts
Total 967.900 - Equipment Restricted Gifis
Total 967 - Equipment
969 - Continulng Education Expenses
969.600 - Staff Training
969.940 - Staff Appreclation - Restricted
Total 969.600 - Staff Tralning
Total 869 + Continuing Education Expenses
982 - Collection Expense
982.910 - Adult Collection Restricted
Total 982 « Collection Expense

Total Expense

Net Ordinary Income
Net Income

Jan - Nov 19 Budget $ Over Budget

0 750 (750)
2,707 5,000 (2,293)
1,000 1,000 0
6210 11,150 (4,940)

0 1,000 (1,000
1,655 2,500 (845)
1,655 3,500 (1,845)
10,064 24,150 (14,086)
3,504 3,709 (205)
3504 3709 (205)
3.504 3,709 (205)
1230 1,100 130
1230 1,100 130
1,230 1,100 130
500 600 (100)
500 600 (100}
15,409 32,559 (17,150)
12,066 7,866 5,100
12,966 7,866 5,100
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10:09 AM
12/09/20

Accrual Basis

Chelsea District Library

Profit & Loss Prev Year Comparison
January through November 2020

Ordinary Income/Expense

Income
402 -

District Revenue

540.100 - State Aid

574.100 - Penal Fines

607.100 - Non-Resident Fees

645.100 - Coplers & Printers

655.100 - Circulation Fines

665.100 - Interest

666.100 - Investment Earnings
666.500 - Investment Change in Value

674 -
675 -

Contribution & Donation
Private Grant Sources

Total Income

Gross Profit
Expense
701 -

727 -

801 -

803 -

850

Personnel Expenses

Supplies

Professional Services
Maintenance Service Contracts

- Telecommunications
880 -
884 -
885 -
920 -
960 -
965 -
967 -
969 -
980 -
982 -

Promotional Materials
Programming

Volunteer

Utilities

Board & Director Expense
Automation Services
Equipment

Continuing Education Expenses
Capital Expense

Collection Expense

Total Expense
Net Ordinary Income

Net Income

Jan-Nov 20 Jan-Nov19 § Change 9% Change
1,817,497.63 1,728,170.01  89,327.62 517%
72,656.71 41,515.50  31,141.21 75.01%
15,282.06 20,151.30 -4,869.24 -24.16%
1,625.00 4,854.19  -3,229.19  -66.52%
1,263.70 6,294.61  -5030.91 -79.92%
5402.74 20,446.97 -15,044.23  -73.58%
494.81 290.08 204.73 70.58%
32,695.04 28,428.11 4,266.93 15.01%
25,833.41 35,173.25 -9,339.84 -26.55%
11,875.00 29,995.00 -18,120.00 -60.41%
16,500.00 16,400.00 100.00 0.61%
2,001,126.10 1,931,719.02 69,407.08 3.59%
2,001,126.10 1,931,719.02 69,407.08 3.59%
992,201.25 960,491.30 31,709.95 3.3%
14,313.21 19,273.85 -4,960.64 -25.74%
33,124.68 53,970.15 -20,845.47  -38.62%
88,737.24 105661.56 -16,824.32 -16.02%
24,275.31 27,997.57 -3,722.26 -13.3%
43,729.83 51,29047  -7,560684 -14.74%
46,073.73 107,766.26 -61,692.53 .-57.25%
351.08 967.18 -616.10 -63.7%
36,734.16 4794586 -11,211.70  -23.38%
308.88 1,691.87 -1,202.89 -75.57%
31,092.47 40,179.92  -3,087.45 -2262%
24,552.30 21,152.65 3,399.65 16.07%
15,507.84 22,381.69 -6,873.85 -30.71%
11,1556.00 111,680.47 -100,525.47 -90.01%
150,481.92 147,556.61 2,925.31 1.98%
1,512,718.90 1,718,907.41 -207,188.51 -12.05%
488,407.20 211,811.61 276,595.59 130.59%
488,407.20 211,811.61 276,595.589 130.59%
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Library Director’s Report
Respectfully submitted for December 2020 Board Meeting

Staff Announcements

Library Assistant I Positions

Terri, Leslie, and I had the pleasure of interviewing candidates for the two Library
Assistant I positions recently. I was so struck by the quality of the candidates! Look for
announcements soon on the newest additions to our CDL team.

CDL Responds to COVID-19

CDL continues operating at Stage 3 of its Reopening Plan. With vaccines on the horizon,
our hope is that in the first half of 2021, we can contemplate and begin planning for
reengaging with the community we serve.

Managers have begun “working the door” in the lobby during contact-free pick up in
order to monitor mask wearing upon entry into the building. Thanks to Scott, the door
can now be operated by remote. It has been a gratifying experience meeting and
connecting — from a safe distance — with the public.

Shannon just sent me an email that I want to share with you. While our circulation
numbers are down since closing the building to the public due to COVID-19, she was
looking at those numbers and found the following for November:

I'was tallying unique users and found out we had a total of 1,486 library cards that
were used at the library to borrow either physical items or digital items... that's
actually 9.8% of the total service area we are in (15,010), which means that one out of
every 10 people who passes you on the street in Chelsea borrowed a book, movie, CD,
or other item from the library in November.

This is reassuring! That statistic does NOT include database usage or virtual program
attendance.

Changes in Township Leadership
The November election brought changes to leadership in the municipalities in our
service area as follows:

Diane Ratkovich, Dexter Township Supervisor
Duance Luick, Lima Township Supervisor
Pam Byrnes, Lyndon Township Supervisor
David Brooks, Sylvan Township Supervisor

I will reach out to them in the new year with congratulations, welcome, and information
on CDL.

Summer Reading 2021
It’s never too early to plan for summer! Shannon and her team have settled on in the
summer reading theme: Reading Colors Your World. This theme was selected for being



conducive to diverse programs and activities such as challenges encouraging
participants to read authors of different races, genders, and backgrounds (which
responds to our Strategic Plan theme of facilitating access for all) as well as fitting well
for all ages. The goal next summer is to create a cohesive program that is easy to
participate in and understand for seniors, parents, teens, and kids. The team also loves
the art theme and are picturing all kinds of ways to encourage artistic expressicon as a
tie-in to reading.



Chelsea District Library
Assistant Director’s Report
November 2020

Facility update

Last two fall/winter inspections - roofs/gutters and plumbing- are schedule for
December. Johnson Controls will be performing a vibration test on 8 motors and/or
pumps on our major HVAC components in December also. These components are
getting to the age of replacement and the test give JCl an idea of how much life they
may have left in them. They will provide a full report by the end of December. They
discovered during a regular maintenance visit that the motor on the HVU (heating unit)
needs to be replaced and we will try to get to spring to do it as the heat will have to be
turned off for several hours during the job. The good news is that we have gotten
several years more out of it than expected due to our regular maintenance.

Continuing Ed/meetings/projects

Salary survey- MML has all of the information they need from us and have sent surveys
out to the comparative libraries to gather information on their pay and benefits. This is
the part that slows down the process as they wait for those responses, especially this
year with people laid off or working from home. They were hopeful that they might
have what they need by the end of January.

CovID

Our holds tables have been inside for several weeks as | write this and | feel it is going
well. The department heads are staffing a table in the lobby and opening the door via
remote control to ensure those without masks do not enter the building. So far, there
have been very few and most are fine with us putting their materials on the bench
outside. The large majority of patrons wear masks and many express how grateful they
are that they can still get library materials and services. The kits that the Information
Services librarians are putting together for taking home have been a big hit!

Staffing/HR

Our new Computer Tech II- Matt lensen- started this month and has already made a
positive impression on staff. He is very personable and excited to contribute to our
library community. Interviews for our two open library assistant positions went well and
we hope to have to new staff persons training by the end of December.

| have also been working on our health insurance and building/liability insurance

renewals.

Respectfully submitted-
Linda Ballard, Assistant Director






Information Services Report: November 2020
Shannon Powers, Head of Information Services

Program Information

As the holidays approach, our programming slows down; however, November was still a successful
month for engaging the community. We've discovered that hands on take home kits are extremely
papular for all ages, we've found a small group of virtual book club regulars, and virtual storytimes and
Book Talk attendance remains steady. Below are some highlights:

o We hosted our second virtual Purple Rose Theater Concert reading using zoom webinar, and
were shocked by the participation. 456 patrons viewed the play reading live. We received
numerous thank yous and positive comments from patrons, and even a small donation to
support the program.

e Our planned in-person program, the Storybook Trail Turkey Trek, had to be cancelled due to
increasing COVID cases and resulting restrictions, but our socially distanced alternative, Turkey
Trek kits, were hugely popular. The kits were distributed in a matter of hours using curbside
pickup and families loved them. Puppet making kits and That Thursday Thing kits were other
great ways to enrich the community.

Date Event [attendance {Live)|Attendance
{Recorded)

Adult Programming (Programs 6 , Attendees 534)
11/4 Reading Glasses Book Club 6
11/10 Busy People Book Club 2
11/5 Dessert by Decades 40
11/13 Resilience in Everyday Life Meditation 18
11/14 Purple Rose Theater Concert Reading 456
11/19 COLTop 5 12

Early Literacy (Programs 5, Attendees 115)

11/11, 11/18, 11/25, |Live Storytime 7,5, 15 20, 13, 29
11/19 Dance Along Sing Along 16
11/4 Yoga Storytime 10

Youth Programming (Programs 6, Attendees 113)
11/3, 11/17 Book Talk Tuesdays 14, 15
11/10 Tween Book Club 7
11/2, 11/16 7oom 3-5 Hangout 1,7
11/13 Puppet Making Kits & Dewey the Dragon 43 26

online performance
11/23 Turkey Trek Storytime Kits 60
Teen Programming {Programs 3, Attendees 39)

11/5,11/19 Virtual That Thursday Thing 6,9 3, 13
11/10 Pizza and Paperbacks Teen Bookclub 3

Outreach/Awareness (Programs 2, Attendees 25)
11/4,11/19 [Virtual Storytime ECC [14, 11

Program Planning



Information Services Report: November 2020
Shannon Powers, Head of Information Services

With the deadline for the spring newsletter fast approaching, youth librarians brainstormed a
virtual Authors in Chelsea event for the schools. We coordinated with authors, teachers and
media clerks, and booksellers and publishers to begin to reimagine this impactful program.
We also met with community partners Rich and Karen Fahle to discuss the Midwest Literary
Walk in April, and began to explore virtual options for this CDL staple.

Reference, Collections, and Deliveries

Services Sep. 2020
Reference Questions 545
Homebound & Deposit Book Deliveries 25
OCLC Interlibrary Loan 1

The quality of reference shifts improved greatly now that librarians are in the building.
Interacting with circulation has been easier and more efficient, and librarians have been able to
assist with last minute pick-ups, take home kit distribution, and curbside printing and scanning.
The book browse page has gone live {chelseadistrictlibrary.org/browse) and librarians have
found it helpful for assisting patrons with browsing and selection.

The Information Services Department has taken over management of several databases, Hoopla,
and parts of Overdrive. We explored usage statistics and unique users to compare the popularity
of formats across the library’s collections. It’s been enlightening, and research will continue.

Collection Monthly Unique Users Monthly Checkouts/Borrows
Hoopla 158 841

Overdrive/Libby 551 2599

CDL Print/Media Collections 777 511%




Technology

November 2020
From:
Scott Rakestraw
Head of Technology

'DATA SERVICES 1N | Fes | mar | aer | mav | gun | ju |aus| s oo NOV
33447.3 Hotspots: Total GB Used 1112.8 2089.0 | 2783.5 | 4522.1 | 39816 | 3756.1 | 3385.4 |2455.4|  3359.4 203452 2667.64
851  --Lima Township (GB) | 0.63 | 087 | 96 | wa | nA | 1052 | 26.13 | 9.13 | 124 | 7.42 | 8.3s
1734 - Sylvon Township (GB) | 228 | 1009 | 203 | wa | NA | 2298 | 2460 |3249| 287 | 1922 | 2169
13445.7 -- Mobile Beacon (GS) |sas.45|1459.1a|uz7.47|3134.39|1253.23[ 978.8 | £20.9 |9so.37| 1274.5 | 7585 | 98833
157432 - Library Circulating Hotspots {GB) | 420.4 | 1508.9 | 1636.1 |1787.16|2728.33| 2742.78| 2513.69| 1463.4| 20438 | 124938 | 1649.27
2230  Hotspot Devices Circulated ] 33 | a3 | 26 | NA ] NA | 21 ] 29 | 28 | a3 ] 20 | 19
2083.0 PublicInternet - ComputerSessions | 861 | 921 | 300 | o | o | o | o | o | 0 | 0 | 0
6317.0  Public Internet - Wireless Logins |1341| 1277 | 934 | 244 | 213 | 347 | 425 | 381 | 402 ] 362 I 391
ONLINE SERVICES |Mlﬂlmlml_ml&glﬂ.lm_ SEP | ocT | NOV
69673 Website Sessions | 886 | 8243 | 8407 | 3524 | 3141 | 7365 | 7171 [ 6678 | @64 | 6139 | 3249
35491 Website Users |47o4| 4394 | 4995 I 2043 | 1855 | 3591 | 3207 | 2943 | 2741 | 2405 | 2613
15184  AUDIO Downloads Total | 1352 | 1248 | 1281 | 1475 | 1610 | 1537 | 1527 | 1488 | 1403 [ 1354 | s0s
12257 - Audlo: Overdrive | 1181 | 1096 | 2078 | 1218 | 1206 | 1205 | 1200 | 1266 | 1096 | 1002 | 909
2927 - Audio: Hoopla | 171 | 152 | 203 | as7 | 404 | 332 | 327 | 322 | 307 | 382 | NA
1380  VIDEO Downloads Total | 38 | a5 | e | 139 | 1214 | 188 | 213 | 203 | 10 | 25 |

49 - Video: Overdrive (streaming only) l 5 | o I 4 | 8 | 22 | 4 | /] | 4 l 2 | 0 |

1331 - Video: Hoopla | 33 | 35 | & | 131 | 92 | 184 | 213 | 199 | 73 | 205 | NA
24205 EBook Downloads Total | | 1426 I 1941 | 2822 | 2925 | 2584 | 2542 Iz 3| 2529 | 177 | 1690
22510 - eBook: Overdrive | 1023 | 1363 | 2839 | 2616 | 2636 | 2355 | 2354 | 23 2| 219 | 1603 | 169
1695 - eBook: Hoopla | 68 | 63 | 102 | 206 | 290 | 229 | 188 | 171 | 210 | 168 | NA
40769  TOTAL Downloads | 2881 | 2709 | 3287 | 4436 | a6so | 4309 | 4282 [a17a| amz | 3z0 |  a2ses

e NA :: Vendors have been unable to provide complete data; NA is Indicated where vendor data is “Not Available”.

Notable News& Events

Matthew (Matt) Jensen joined the CDL Technology Team on Monday November 30th.

Matt is a seasoned professional with over 10 years of library service and in his early years worked at
the Oak Park Public Library. Matt has spent the bulk of his career with the Chicago Public library
system and has solid experience working with Youth and Teens. He has been a "Cyber-Navigtor"
and has worked on a variety of Maker Space projects as a YOUMedia Specialist with CPL.

Matt is also a reviewer for the American Library Association -Booklist, specializing in Children's and
YA Book Reviews.

Matt has a Master of Library Science from the University of lllinois, Champaign-Urbana and a

Bachelor's Degree from Calvin College in Grand Rapids with a Major in English and a Minor in Art.
He and his family have recently returned to Michigan and reside in Saline.

Technology Monthly Summary - Page 1 November 2020




Project/Task List

Daily support to remote work force as needed.

DS Duties as scheduled.

Patron support.

Web site support.

Developed Training Matrix for New Hire.

Set up remote control installation on main entrance, inside doors.

Seott Rakestraw ~

Technology Manthly Summary - Page 2 November 2020



Marketing November Board Report 2020
The highlight of the month was publishing and distributing the printed winter

newsletter, featuring a [ocal glass artist on the front, and farms in the region on the
back. It has been well received throughout the library district.

To prevent any patrons from walking into curbside service without a mask, the
sliding glass doors were locked and monitored by the managers. | worked at the
front doors beginning the week of Thanksgiving. Although it requires a focus on the
door instead of focusing on the marketing work, the system of unlocking the doors
for each mask-wearing patron seems to be alleviating the stress of the circulation
staff to some degree. It has allowed me to see patrons in person, thank them for
using the library, and receive their thanks for still delivering items through the
curbside service. Only one person has requested to have their items brought
outside to them because they did not want to wear a mask during any of the shifts |
have worked to date.

Working with a volunteer and other library staff, | worked on the design of the
Hometown Holiday light post decorations, assisting with the fabrication of several
elements, mocking up the formal design for submission, purchasing the lights, and
serving as the communications liaison.

Marketing for the new early literacy program called 1,000 Books was in high gear
throughout the month of November. The artwork was developed for a wide variety
of marketing promotions including a tote bag, buttons, stickers, advertisements,
and posters.

I worked on a photoshoot with Burrill Strong which included photographing the
new member of the IT department and the new winter banners on the last
Saturday the library was open to staff.

To support local community businesses a cookbook giveaway was developed and
implemented. | worked with Lori and Shannon to offer more than two dozen
cookbooks during the Chelsea Wine, Women, and Shopping event. An ad was
created and appeared in the Chelsea Update, signs were created and displayed
during curbside service, and social media posts promoted the giveaway. A digital
and paper survey collected 62 contestants’ information and more than half



requested more information about the virtual cooking program CDL is offering in
the spring called Song to Table. | created bookmarks promoting the upcoming
spring online cocking event which offered kitchen tips on the back and were
designed, printed, and distributed throughout the event and at the library. The
cookbooks were wrapped in a clear acetate (like gifts to seal and protect them), 30
signs promoting the giveaway were designed and fabricated by hand and were
dispersed to the event by D and B Marketing. The event and the cookbook giveaway
were featured in an article in local newspapers.

| attended two marketing seminars virtuaily: Library Marketing & Communications
Conference, and the LibraryWorks marketing webinar.



Marketing Assistant Monthly Board Report (Nov. 1-30, 2020):

In November my focus continued to be to effectively communicate library
programs, services, and updates in digital marketing channels.

Website:
e Helped to upload special Veterans Day video to the website. We received this
patron comment via Facebook:

“I watched the Vietnam Veterans documentary yesterday. Friends and

neighbors made me laugh and cry. Thank you for this documentary!”
~Mary via Facebook

e Created button on homepage to help people easily sign up for library cards

o Developed a document draft for the web team to clarify editing roles on the
site.

Social Media:

e Created posts to remind and thank people for mask compliance in the lobby
for curbside pickup

E-newsletters:

e Coordinated with the librarian team to create a special holiday edition of the
eNews that included staff recommendations, local events, and safe online
holiday activities.

Miscellaneous

e Assisted with planning and creation of holiday light post
e Attended LibraryWorks marketing webinar






Circulation Supervisor’s Report
NOVEMBER 2020

e Circulation- 13,122 in November;

e Patron Count-3,493 for November;

e Circulation by township- for November:
o Dexter = 11% of total transactions

Lima = 9% of transactions

Lyndon =13% of transactions

Sylvan = 18% of transactions

Chelsea = 42% of transactions

o C 0 o

e November Circulation: 70% were items from Chelsea and 30% were inter-loaned items.

e Overdrive = 2599 in NOVEMBER; RBDigital = 646 in NOVEMBER; Hoopla = 841 in NOVEMBER.

e Registrations for NOVEMBER- 17 new cards; 6839 tota! card holders
*Dexter = 874 cards; Lima = 794 cards; Lyndon = 970 cards

*Sylvan = 1168 cards; Chelsea = 2488 cards; Nonresident = 500 cards

November Notes:
e Attended weekly management meetings via Zoom
e Attended the monthly TLN Circ meeting on November 12 via Zoom.
» Attended the webinar on November 11'" from Overdrive about their program SORA, which links
» the libraries eBocks to the schools using a student’s school ID.
* We had 17 new cards in November by online registration.
¢ We received 150 tubs from TLN in November, with 8 being the daily average.
* We re-posted for the library assistant | position.
» Participated in the Michigan Municipals League salary survey meetings.

Respectfully submitted, Terri Lancaster Head of Circulation
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Action Item #2

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

2021 Chelsea District Library Board Officers

Background:
The Nominating Committee shared their recommendations on Board Officers in October,

but we had to wait to reappoint TJ before moving forward. We are now ready to approve
the recommendations.

President: TJ Helfferich
President-Elect: Gary Munce
Treasurer: Susan Lackey
Secretary; Jan Carr
Action:

The board approves the presented board officers for 2021,

Jan Carr, Board Secretary Date






Action Item #3

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

2021 Library Board Committees

Background:
Committees for 2021 are appointed by the board president. The president has historically

not chaired a committee due to their other responsibilities and the board treasurer is
always the chair of the Finance committee.

The makeup of the board committees was recommended by the Nominating Committee

at October’s meeting.

Action:
The board approves the 2021 committee appointments.

Jan Carr, Board Secretary Date






Chelsea District Library
Board of Trustees
2021 Board Committees

Governance
Appendix #3
Approved: December 15, 2020
2.0 =0 Q @ o o
Hfe )
c6E E2| 82| 2 |5
ESE OE| §E| SE | £EE
£E36 55| £5| =5 | 55
320 ao o o | 20
TJ Helfferich - X X
Anne Merkel Chair X
Gary Munce X Chair
Elizabeth Sensoli X Chair X
Charlie Taylor X X
Susan Lackey Chair X
Jan Carr X _|__Chair
Jan Carr, Board Secretary Date







Action Item #4

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

2021 Calendar of Library Operations and Holidays

Background:
Discussion on the 2021 calendar of library operations and holidays was taken in

November. No staff in-service date has been decided and can be added at a later time.

Action:
The Board approves the 2021 Calendar of Library Operations and Holidays.

Jan Carr, Board Secretary Date






12/10/2020
Chelsea District Library Board

2021  Chelsea District Library
Calendar of Library Operations and Holidays

Governance

Appendix #1
Adopted: December 15, 2020

Regular Library Hours* (Labor Day to Memorial Day):
10:00 AM to 9:00 PM Monday through Thursday
10:00 AM to 6:00 PM Friday
10:00 AM to 5:00 PM Saturday
1:00 PM to 5:00 PM Sunday

* Subject to changes due to COVID

Summer Library Hours* {Memorial Day to Labor Day):
10:00 AM to 8:00 PM Monday through Thursday
10:00 AM to 6:00 PM Friday
10:00 AM to 3:00 PM Saturday
1:00 PM to 5:00 PM Sunday

The Library is closed on designated holidays, and one additional day for staff in-service at the

director's discretion. Holidays on which the Library is closed are:

Friday, January 1
Monday, February 15
Sunday, April 4

Sunday, May 30
Monday, May 31

Sunday, July 4

Sunday, September 5
Monday, September 6

Wednesday, November 24
Thursday, November 25
Friday, November 26

Friday, December 24
Saturday, December 25

Friday, December 31
TBD

[New Year's Day]

[President's Day]
[Easter Sunday]

[Shared System Not Available]
[Memorial Day]

[Independence Day]

[Shared System Not Available]
[Labor Day]

[Close at 5:00 PM]
[Thanksgiving Day]
[Day after Thanksgiving]

[Christmas Eve]
[Christmas Day]

[New Year's Eve]

[Closed for Staff In-Service]

Jan L. Carr, Board Secretary

Date






Action Item #5

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

2021 Library Board Meeting Calendar

Background:
Discussion on the dates for the 2021 board meetings was taken in November. No retreat

date has been decided and can be added at a later time.

Action:
The Board approves the 2021 Library Board Meeting Calendar.

Jan Carr, Board Secretary Date






Chelsea District Library

Board of Trustees
Board Meetings 2021

Location: McKune Meeting Room unless otherwise indicated
Time: 6:45 pm, unless otherwise indicated

January 19, 2021
February 16, 2021
March 16, 2021
April 20, 2021
May 18, 2021

June 15, 2021

July 20, 2021
August 17, 2021
September 21, 2021
October 19, 2021
November 16, 2021

December 21, 2021

Adopted:

TBD Board Retreat

Jan L. Carr, Secretary

Governance
Appendix #2
December 15, 2020

Date






Action Item #6

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

Capital Improvement Fund Commitment

Background:
Additional funds need to be transferred if the board wants to maintain the commitment of

$100,000.00 to the Capital Improvement Fund to reflect the funds to be used for this function.

The Capital Improvement Fund Commitment is something that the board addresses every year in
December.

Action:
The Board approves the transfer of funds to maintain the commitment of $100,000.00 to the Capital
Improvement Fund.

Jan L. Carr, Board Secretary Date






Action Item #7

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Board Meeting

Director Evaluation

Background:
The Personnel Committee has received feedback and has made its recommendation for

the library director’s annual review. This recommendation will be made in closed session.

Action:
The Board approves the recommendation from the Personnel Committee.

Jan L. Carr, Board Secretary Date












Discussion Item #1

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

Budget Carryovers for 2020/21

Background:
The Board needs to approve the budget carryovers to the 2021 budget before the end of the fiscal

year.
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Discussion Item #2

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

2020 Budget Adjustment

Background:
The library needs to move money into the Cap Reserve Fund for the 2020, so that the correct $

amount is present.






Discussion Item #3

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

DDA/TIFA

Background:
Ongoing discussion on whether to give formerly captured TIFA funds to the DDA.






Discussion Item #4

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
December 15, 2020 Meeting

Remote Work Policy During Pandemic

Background:
Policy 443: Remote Work Policy During Pandemic is a new policy that covers staff working

remotely during the pandemic. This policy was crafted by the library’s attorney and shared with
the Policy Committee Chair. The library asks that the Board move this policy to Action
immediately, so that the policy becomes active.






Chelsea District Library
Policy and Procedure

Policy Section: 4. Facility and Equipment
Board Approval Date: Dec. 15, 2020
Board Review Date: Dec. 15, 2020

Subject: 443 Remote Work Policy During Pandemic

Background
The Chelsea District Library is committed to protecting the health and safety of its employees,

in full compliance with all federal, state and local laws, orders and guidelines, including PA 2020
238 signed in law by the governor on October 22, 2020, the MDHHS Gatherings and Face Order
effective November 18, 2020, the MICSHA Emergency Rules issued October 14, 2020, and CDC
guidelines.

This remote work policy is implemented in supplement to the Library’s Preparedness and
Response Plan, in compliance with MIOSHA Emergency Rule 5{8) prohibiting in-person work for
employees to the extent an employee’s work activities can feasibly be completely remotely.
This policy will be reviewed or rescinded when public health guidelines or business needs
change.

Policy

All remote work must receive prior approval from the Library Director. Approval for remote
work will be based on the nature of the employee’s duties and needs of the library. Not all
positions are appropriate or feasible for remote work.

Employees who must perform in-person work because their work cannot feasibly be completed
remotely will be informed by the Library Director or their supervisor of that requirement and
the reasons for it. Guidelines for employees who work from home are set forth below.

To ensure that employee performance will not suffer during time working remotely, employees
are encouraged to:

e Choose a quiet and distraction-free working space

¢ Have an internet connection that’s adequate for their job

e Dedicate their full attention to their job duties during working hours

e Adhere to all meal and rest break and attendance schedules agreed upon with their
department manager and in compliance with state law

e Ensure their schedules overlap with those of their team members for as long as is



necessary to complete their job duties effectively

Your assigned work schedule while working remotely will be the same as it is for in-person
work, unless changed by the Department Manager and approved by the Library Director.
Department managers should schedule regular meetings with employees working remotely via
telephone conference call or videoconferencing.

Employees working remotely must follow all library policies applicable to in-person work. Non-
exempt employees must follow all applicable policies regarding meal and rest breaks, approval
for overtime, and timekeeping. Off-the-clock work is prohibited.

The Library will provide remote employees with equipment that is essential to their job duties,
like laptops, headsets and cell phones (when applicable.) VPN and required software will be
installed on equipment issued to employees.

Equipment that is provided to employees remains the property of the Library. The Library retains
control over the property and reserves the right to monitor Library property even when used at
the employee’s remote location. Employees must keep all Library property safe and avoid any
misuse. Equipment supplied by the Library is to be used for business purposes only. Employees
must take proper measures to secure Company infoarmation, assets and systems.

Upon termination of employment, all Library property must be promptly returned to the
Library.

Janice L. Carr, Board Secretary Date









