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Executive Director’s Report
December 2024
Employees enjoyed a resource fair in November.
This fair not only highlighted benefits available to
staff but also had community organizations that
gave advice on healthy eating and personal
financial management, and we got fun perks like 5-
minute chair massages and a free month of
membership at the YMCA.
At our quarterly PIC training, we discussed two of
the major incidents we had last month and had a
good discussion on how to handle them moving
forward. We were also able to serve our member
with the suspension.
Management Team and the Communications
Department received training on how to handle
crisis communications. In addition to the training,
the expert we hired is helping us beef up our crisis
communication plan. 
The Technology Department and Workshop
Department are moving forward with the
separation. We have hired four Workshop
assistants who are getting excellent on-the-job
training during the busy holiday gift-making
season. We have begun interviewing for the
Workshop Manager role. 

Rotary Service Project 11/12
Friends Presidents 11/14
Foundation 11/14
LIRA Webinar 11/15
CCS Board 11/20
Rotary 11/26, 12/3, 12/10
Crisis Communication training
12/3
S+C Electric 12/5
HR Source Benchmarking 12/5

We are moving forward with plans to create a
Branches department. Lupe Colin, the manager for
that department, will be reporting on the area
branch study included in your packet. The
Branches are getting their own Library of Things
items and can now put holds on items in the LOT
collection at Main. The recommendation from the
policy committee in your packet to loan rules will
allow Reciprocal Borrowers to place holds for
pickup at our locations. This will give better
customer service for all of our visitors and will be
especially helpful at the two Branches since they
are closer to our District boundaries.

Branches
...........................
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Staff You Should Know

Policy 9: Human Resources

Last month we talked about what we heard from
staff to make this a better workplace. You will see
some of these suggestions take shape in the
changes to Policy 9.  This policy is 41 pages long,
and the policy committee and staff have spent a
while reviewing and revising it. I would like to
highlight some of the changes that we hope will
have a big impact on staff and help us meet the
strategic plan goal 1 of supporting staff. As
always, you will see changes throughout that
eliminate extraneous language and simplify
language for clarity.

9-2.1 clarified that restroom breaks can be
taken at any time, 15-minute breaks are paid,
and eliminated a time limit for expressing
breast milk.
9-2.8 increased the type and amount of gifts
allowed to match the gift ban act.
9-3.7 added milestone anniversaries to the
policy and increase amounts.
9-6.1 gave holiday pay to all part-time staff
except subs.
9-6.4 gave all full-time staff 4 weeks of
vacation regardless of exemption status and
shortened the amount of time it takes for part-
time staff to earn more vacation.
9-7.3 increased allowable bereavement leave
and added language for a person of
significance who might not be an official
family member.
9-7.5 increase paid parental leave to 8 weeks.
9-9.6 increase volunteer time off so all staff
may participate.
9-10.1 clarified a reasonable amount of time
for responses to complaints.
9-10.5 changed the vaccination policy to allow
for any type of vaccine. Total time off is still
the same.

Please let me know if you have any questions or
grammar changes before the meeting. We know
that there are still some areas that will need
changes. The tuition reimbursement policy is one
area we are researching for next year.

Brian Herner announced his retirement after 16
years with the Library. Over the years, Brian has
been involved in many exciting changes to the
Adult Services Department. He will be missed. 

Steven Byrne was promoted to Collection Services
Associate I.
Justyna Chlopecka was promoted to Workshop
Assistant.

Melissa Gardner celebrated 10 years. 
Andrea Dinterman celebrated 5 years. 



Branch Report 

Guadalupe Colin 

This report explores branch libraries in the Chicagoland area to learn about how other 

libraries operate, their programming offerings, their spaces, and their staff structure. The 

recommendations suggested are based on the findings as well as experience working at 

Rand Road Branch.  

Branches Featured 

Fox River Valley Public Library - Randall Oaks Library 

Mount Prospect Public Library - South Branch 

Gail Borden Public Library District - Rakow Branch 

Schaumburg Township District Library - Hoffman Estates Branch 

Indian Trails Public Library District - Indian Trails Branch 

Evanston Public Library - Robert Crown Branch Library 

 

 

  



Fox River Valley Public Library 

Randall Oaks Library 

 

Address: 500 N. Randall Rd. West Dundee, IL 60118 

Size: 5,000 sq ft  

Location: Park District Building 

Program rooms: The library uses their own space for their programming, but they have the 

option to rent a room from the Park District. 

Programs per month: 11 (3 more than RRB) 

Collections: A full-time librarian and Branch Manager 

Programs: Two part-time library assistants, and one librarian plan and perform all the 

programs, none of the clerks perform any programming 

Outreach: None, the Marketing and Communications department does all their outreach 

(3 staff members) 

  



Fox River Valley Public Library Organizational Chart 

 

 



Mount Prospect Public Library 

South Branch 

 

Address: 1711 W Algonquin Rd, Mt Prospect, IL 60056 

Size: 1,000 sq ft  

Location: Strip mall 

Program room: Regular access to a room that is shared with one more partner 

Programs per month: 12 (4 more than RRB) 

Collections: A full-time Librarian 

Programs: One full-time program coordinator with help of one patron assistant  

Outreach: Part-time outreach assistant 

  



Mount Prospect Public Library Organizational Chart 

 

 

 

 

  



Gail Borden Public Library District  

Rakow Branch & South Elgin Branch 

 

Address: 127 South McLean Blvd South Elgin, IL & 2751 West Bowes Road Elgin, IL   

Size: 10,500 & 12,000 sq ft 

Location: Stand Alone Branches 

Program room: Rakow branch has no program room, South Elgin is doing construction to 

include a programming room and meeting room 

Programs per month: 26 (18 more than RRB) 

Collections: The Collections Team at Main does the purchasing, but the branches do their 

own weeding 

Programs: All programs are planned and hosted by staff at both branches 

Outreach: Outreach is done by a separate department at Main 

Staff: All staff work at both branches 



Gail Borden Public Library District Organizational Chart 

 



Schaumburg Township District Library 

Hoffman Estates Branch 

 

Address: 1550 Hassell Road Hoffman Estates, IL 

Size: 9,700 sq ft 

Location: Stand Alone Branch 

Program room: One programming room 

Programs per month: 30 (22 more than RRB) 

Collections: Branch Manager and Assistant Manager 

Programs: Main does core programming and branch staff do supplemental programs 

Outreach: Branch staff 

 

  



Schaumburg Township District Library Organizational Chart 

 

 



Indian Trails Public Library District 

Indian Trails Branch 

 

Address: 99 E Palatine Rd, Prospect Heights, IL 60070 

Size: 1,100 sq ft 

Location: Stand Alone 

Program room: No programming room 

Programs per month: 4 (4 less than RRB) 

Collections: Branch manager with the support of Main librarians 

Programs: FT Branch Assistant and Branch Supervisor 

Outreach:  Outreach department at Main 

 

 

 

 

 



Indian Trails Public Library District Organizational Chart  

 

 

  



Evanston Public Library 

Robert Crown Branch Library 

 

Address: 1801 Main St, Evanston, IL 

Size: 6,000 sq ft 

Location: Community Center 

Program room: One program room and access to community center rooms 

Programs per month: 22 (14 more than RRB) 

Collections: Assistant Branch Manager 

Programs: Community Engagement Coordinator and Branch Assistants 

Outreach: All Branch Staff 

  



Evanston Public Library Organizational Chart 

 

 

 

  



Highlights from the 2023 Strategic Plan Research Report  

• There is a strong desire for Spanish language programming from Rand Branch users.  

• Members value Rand Staff and the ability to have children close while they look at 

the collection. There is a desire for more places to sit and read at Rand branch. 

• Patrons of the Rand Road Branch are statistically most likely to find Events and 

Classes Extremely Important. 

• RRB Members: Nearly 2/3 are from households include both Adults and Children – 

significantly more than any other branch. 

• Members are very interested in programs that teach skills for all age levels. 

• Members also desire to have programs and services during non-working hours. 

Short Term Suggestions for Rand Road Branch 

Programming and Outreach 

Having RRB oversee all programs will lessen the load on the Youth Services Department 

and the Adult Services Department. Hiring two full-time staff members will allow us to take 

over existing programming and expand our offerings. 

• 1 FT Librarian (Collections, Programming and Outreach) 

• 1 FT Associate (Programming and Outreach) 

The rest of RRB staff will support programs and outreach. They are currently on desk during 

their entire shift, and with additional staff, we can: 

• Support new and current programming initiatives 

• Support other outreach requests coming from Main (school outreach, for example) 

• Fulfill outreach requests coming from CRC organizations 

 

 



Space Needs 

To provide more programming, more access to programming spaces is needed. At this 

point, the library is struggling to secure space at the CRC for regular programming. The 

Rand Road Branch is an alternative space to provide smaller programs.  

There is also a need for spaces for people to sit, lounge and work. There is currently only 

one small table that one or two members can use.  

To meet the needs of the community, the library could: 

• Shift collections to walls to have less bulky furniture in the middle of the room so staff 

can easily move things to host programs 

• Provide more spaces for members to sit and stay in the library for a longer period 

• Have enough tables and chairs to host small programs (about 22 members), CRC 

supplements some chairs and tables 

 

Long Term Suggestions 

The Palatine community is getting more diverse, not just with Spanish speakers, but there 

has been an influx of new immigrant communities (Ukranian, Russian, etc.). To continue 

fulfilling the needs of the diverse community, there are 3 areas that the library could focus 

on. 

1. Spaces 

Expanding the Rand Road Branch as well as the North Hoffman Branch to a bigger space 

with more access to a programming room would allow staff to expand programming, invite 

local schools to the branch and even rent out to the room to local organizations. It would 

also provide room for the need for a diverse collection of materials, including the demand 

for Library of Things and materials in other languages. 



2. Staff 

More staff is needed to fulfill the growing needs of the community. Members need 

continued access to technology and diverse materials. More staff would allow us to visit 

other community organizations, expand our programming selections to include more tech 

focused classes like Workshop offerings. There should be continued focus on tech training 

and hiring staff members that speak primarily Spanish, but also Russian, Ukranian, 

Japanese and other growing languages. 

3. Outreach Team 

In many nearby branches, even the bigger, standalone ones, outreach was localized to a 

team of people. This allows staff to focus on their respective library and offerings, and the 

library would have a dedicated team handling most outreach events.  

• The outreach team would attend all tabling events, Spanish must be a language that 

at least some of the staff speak 

• YTS would continue doing school outreach during the regular hours, but all family 

events would be attended by outreach staff. 

• All other staff would be expected to participate in outreach but not to the extent we 

are asking now. 

• Adult services would continue to offer adult specific outreach like nursing home 

visits and homebound delivery. 

 

Staff Structure Recommendation 

Although the branches are like smaller extensions of the Main Branch, they have more 

specialized needs compared to Main that need to be evaluated along with Outreach 

services since those initiatives are geared to connecting the community to the library, 

especially the underrepresented populations. A staff member overseeing branches and 

community services would oversee growth for both branches and manage outreach 

initiatives with the goal of connecting members to all branches and library services. 



 

Example Organizational Chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Data 

Library Community Location 
Square 

Footage 
Hours Open 

Total 
Open 
Hours 

Number 
of Staff 

Full-
Time 

Part-
Time 

Average 
Programs 
a Month 

Fox River Valley Public 
Library - Randall Oaks 
Library  

East Dundee, West 
Dundee, Carpentersville, 
Sleepy Hollow, Gilberts 
and more. 

Park District 
Building 5,000 sq ft 

M - Th 9-8pm, 
Fri & Sat 9-
5pm, Sunday 
1-5 64 8 2 6 11 

Mount Prospect Public 
Library - South Branch  Mount Prospect Strip Mall 1,000 sq ft 

M - F 11-7:30p, 
S 11-3p 46.5 8 4 4 12 

Gail Borden Public Library 
District - Rakow Branch  

Elgin, South Elgin and 
portions of Hoffman 
Estates, Streamwood and 
Bartlett 

Standalone 
Buildings 

Rakow - 
10,598 sq ft. 
and South 
Elgin 4,275 
sq ft. 

M-Th 9-9pm, 
Fri & Sat 9-
6pm, Sunday 
12-5pm 71 18 6 12 26 

Schaumburg Township 
District Library - Hoffman 
Estates Branch  

Schaumburg, Hoffman 
Estates 

Standalone 
Buildings 9,700 sq ft 

M - Th 9-9, F & 
S 9-5 64 15 3 12 30 

Indian Trails Public Library 
District - Indian Trails 
Branch  

Wheeling, Buffalo Grove 
and Prospect Heights Strip Mall 1,100 sq ft 

M-F 1-8, S 10-
3p 33 4 2 2 4 

Evanston Public Library - 
Robert Crown Branch 
Library  Evanston 

Community 
Center 6,000 sq ft 

M - Th 10-8p, F 
& S 9-6p, Su 
12-6p 64 9 6 3 22 

Palatine Library District - 
Rand Road Palatine, Hoffman Estates 

Community 
Center 1,200 sq ft 

M-Th 10-6p, F 
9-4p, S 9-1 43 4 0 4 8 

Palatine Library District - 
North Hoffman Branch Palatine, Hoffman Estates 

Park District 
Building 1,200 sq ft 

M-Th 11-7, F 
10-6, S 9-1 44 3 1 2 8 
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