MEETING: LIBRARY BOARD MEETING

PLACE: Ted & Grace Bachhuber Memorial Library, 234 N. John St. Mayville, WI 53050,
Board Room

Date: June 13, 2024

Time: 6:00 pm

MEETING AGENDA
(A Quorum of Council Members May Be Present)

Mecting Called to Order and Roll Call —
Public Comment —
Approval of Minutes of Previous Meeting —
Discussion with Action on City Budget Reports for May 2024
Discussion with Action on Payment of Bills for May 2024
Discussion with Action on Library Treasurer’s Report for May 2024
Discussion with Action on Library Director’s Reports for May 2024
A. Library statistics for May 2024
B. Meetings and Activities:
1.Update on Monarch Library System/Directors Council
2.Update on Friends’ group activities
C. Building:
D. Staff/Upcoming Events
8. Unfinished Business
A. Update on new Library project:
1.Library Building Project: continued discussion with possible action based on
Library Board recommendations.
B. Discuss with possible action: Chapter 3 of the 2020 Trustee Essentials FHandbook,
Bylaws—Organizing the Board for Effective Action.
C. Discuss with possible action: Circulation Furniture
D. Discuss with possible action: Circulation Policy, especially regarding fines and fees
9. New Business —
‘A. Discuss with possible action: Volunteer Policy
B. Discuss with possible action: Room Rental Rates
C. Discuss with possible action: Adding the following positions: Facilities Manager,
Custodian
D. Discuss with possible action: Landscape maintenance quote.
10. Adjournment: -- Discuss with possible action: next meeting July 11, at 6:00 pm

A el

Jennifer Stasinopoulos
Library Director



Ted & Grace Bachhuber Memorial Library
Board Meeting May 9, 2024 @ 6pm
Conference room

1. Meeting called to order by President Grant Larson @ 6:03pm Present: Presiden
Director Jennifer Stasinopoulos, Moriah Hurst, Mike Schmidt, Lisa Neumann, Su
Marian Pilling, Geri Feucht.

wﬁbl:ai;on,
used:

2. Public Comment- none

3. Approval of Minutes of previous meeting: Schmidt moved to approve; Hurst seconded. Motion
carried.

4, City Budget Reports: Schmidt moved to approve; Hurst seconded. Motion carried.
5. Payment of Bills: Smith moved approve; Schmidt seconded. Motion carried.
6. Library Treasurer’s Report: Hurst moved to approve; Neumann seconded, Motion carried.

7. Library Director’s Report: Director Jennifer presented a report for April 2024, which included staff
activities, statistics, social media, operations and building services, community activity, programming and
collection notes. Neumann moved to approve; Hurst seconded. Motion carried.

a. Stasinopoulos reported continued increase in Hoopla usage while Libby has long wait times
for books on hold, Will continue to monitor monthly cost, no changes to be made currently. Jennifer is
going to inquire about plumbing needed for a washer/dryer, needed for cleaning the Children’s area
toys.

b. Update from the Friends of the Library group; June 15* Brat Fry at the Mayville Piggly Wiggly.
June round up for the Piggly Wiggly is also going to the Friends of the Library, confirmed the new owners
are going to continue round up program.

c. Building: Extensive list of items that needed to be fixed has mostly been attended to, a few
items still require additional follow up, Findorff has been onsite and is aware of the issues.

d. Staff/Upcoming events: Volunteering at the Veteran’s Run, various staff vacations and time off
coming in June.

8. Unfinished Business:
a. Old Library still for sale, may consider having a real estate auction for the space.

b. Chapter 3 of the 2020 Trustee Essentials Handbook- Schmidt moved to table; Smith seconded.
Motion carried,

¢. Patron Responsibility and Conduct Policy- Smith moved to approve with discussed
amendments; Schmidt seconded. Motion carried.

d. Reimbursement of staff for Library Seed Program- Smith moved to reimburse Sheila Steger’s
$50 personal payment; Neumann seconded. Motion carried.




9. New Business:

a. $1000 donation to be used “for the children”- Smith approved the $1000 donation in account
73 to be used towards books and material for children. Neumann seconded. Motion carried.

b. Donations given in response to Summer Reading Program- Neumann moved that donations
up to $2000 from account 73 can be used for summer reading at Director Jennifer’s discretion. Hurst
secondedl, Motion carried.

¢. Removing WIFI password- Smith moved to approve removing the public WIFI password;
Neumann seconded. Motion carried.

d. 2024 Dodge County and Trust Budgets including approval listed in mintues for Oct 12, 2023 -
Smith moved to approve 2024 County Budget and Trust budget plan. Schmidt seconded. Motion carried.

e. Specific items having collection fines- Jennifer to bring official policy to next meeting

f. Lost and Found Policy- tabled

Schmidt moved to adjourn meeting @ 8:20 pm, Hurst seconded. Motion carried. Next meeting to be
held fune 13, 2024 @ 6pm.

Respectfully submitted by Board Secretary Moriah Hurst



CITY OF MAYVILLE
EXPENDITURES WITH COMPARISON TO BUDGET
FOR THE 5 MONTHS ENDING MAY 31, 2024

(10) GENERAL FUND

PERIOD YTD PRIOR YTD BUDGET % OF
AMOUNT ACTUAL ACTUAL AMOUNT VARIANCE ~ BUDG
PUBLIC LIBRARY
10-55110-57-101-000 PUBLIC LIBRARY - SALARY-PERM R 7,104.81 23,851.01 20,761.85 5800000 ( 34,148.99)  41.1
10-55110-57-102-000 PUBLIC LIBRARY - WAGES-PERM RE 6,981.25 21,237.40 36,563.99 6500000 ( 43,762.60) 327
10-55110-57-111-000 PUBLIC LIBRARY - WAGES-TEMP RE .00 .00 287.52 .00 .00 0
10-55110-57-201-000 PUBLIC LIBRARY - SOC SEC & MED 1,083.60 3,478.58 4,663.34 10,04200 (  656342) 346
10-565110-57-203-000 PUBLIC LIBRARY - RETIREMENT-EE 960.47 3,213.09 4,133.41 820000 (  4,986.91) 392
10-55110-57-204-000 PUBLIC LIBRARY - HEALTH INSURA 2,488.50 10,761.62 13,177.14 4000000 ( 29,238.38) 269
10-55110-57-205-000 PUBLIC LIBRARY - LIFE INSURANC 11.87 54.43 12425 372.00 31757) 148
10-55110-57-208-000 PUBLIC LIBRARY - DENTAL INSURA 68.34 341.70 649.52 200000 (  1,65830) 17.1
10-56110-57-210-000 PUBLIC LIBRARY - VISION INS 5.38 26.90 .00 00 26.90 0
10-55110-57-211-000 PUBLIC LIBRARY - SICK LEAVE PA 122.50 596.15 65.00 00 596.15 0
10-55110-57-212-000 PUBLIC LIBRARY - BOARDS & COMM 00 £36.00 .00 972.00 336.00) 654
10-55110-57-213-000 PUBLIC LIBRARY - VACATION PAY 420.00 875.00 1,580.39 560000 (  4,725.00) 158
10-55110-57-214-000 PUBLIC LIBRARY - HOLIDAY PAY .00 888.31 1,383.16 549000 (  4601.69) 162
10-55110-57-218-000 PUBLIC LIBRARY - SHORT TERM DI 19.07 92.95 183.86 486.00 ( 393.05)  19.1
10-55110-57-303-000 PUBLIC LIBRARY - REGISTRATION .00 240.00 00 215.00 2500 1116
10-55110-57-304-000 PUBLIC LIBRARY - TELEPHONE .00 1,166.14 279.20 448000 (  3313.88) 26.0
10-55110-57-305-000 PUBLIC LIBRARY - POSTAGE & BOX .00 124.36 12.95 500.00 375.64) 249
10-55110-57-306-000 PUBLIC LIBRARY - EMPLOYEE TRAY .00 00 00 500.00 ( 500.00) 0
10-55110-57-308-000 PUBLIC LIBRARY - LODGING .00 441.46 400.99 250.00 19146 1766
10-55110-57-311-000 PUBLIC LIBRARY - PRINTING .00 00 378.98 530.00 ( 530.00) 0
10-55110-57-312-000 PUBLIC LIBRARY - DATA PROCESSI .00 467.32 665.93 1,175.00 { 707.68) 398
10-55110-57-319-000 PUBLIC LIBRARY - CONTRACTED SE 2,651.85 11,084.49 530.19 3600000 ( 24,91551) 30.8
1-55110-57-321-000 PUBLIC LIBRARY - SUPPLIES-JANI 321.70 724,14 307.04 600.00 12414 1207
-55110-57-322-000 PUBLIC LIBRARY - UTILITIES-WAT 436.35 2,101.14 489.72 891.00 1,210.14 2358
10-55110-57-323-000 PUBLIC LIBRARY - UTILITIES-ELE .00 8,216.85 2,756.22 2800000 ( 19,783.15) 294
10-56110-57-324-000 PUBLIC LIBRARY - UTILITIES-NAT .00 7,501.60 2,453.82 14,050.00 (  6,54840) 534
10-55110-57-327-000 PUBLIC LIBRARY - SUPPLIES-EQUI 47.07 464.82 .00 1,030.00 565.18)  45.1
10-55110-57-334-000 PUBLIC LIBRARY - INSURANCE-BUI 346.92 1,722.86 1,687.80 560300 (  3,880.14) 308
10-55110-57-340-000 PUBLIC LIBRARY - BONDS-OFFICIA .00 .00 .00 227.00 | 227.00) 0
10-55110-57-351-000 PUBLIC LIBRARY - MAINT-BUILDIN 73.06 215.96 395.64 592700 (  5711.04) 38
10-55110-57-808-000 PUBLIC LIBRARY - BOOKS 98.37 5,364.07 3,807.07 20,00000 ( 14,635.93) 26.8
10-55110-57-809-000 PUBLIC LIBRARY - SUPPLIES-A/V 46.21 1,114.53 9.96 1000000 (  8,88547) 11.2
10-55110-57-810-000 PUBLIC LIBRARY - SUPPLIES-OTH .00 488.81 .00 .00 488.81 0
TOTAL PUBLIC LIBRARY 23,287.32 107,491.69 97,748.94 326,140.00 ( 218,648.31) 33.0
LIBRARY DATA PROCESSING
10-55111-57-326-000 LIBRARY-DATA PROCESS - MAINT-E 12,983.27 12,987.71 12,358.35 13,200.00 ( 212.29) 984
TOTAL LIBRARY DATA PROCESSING 12,983.27 12,987.71 12,358.35 13,200.00 ( 212.29) 984
TOTAL FUND EXPENDITURES 36,270.59 120,479.40 110,107.29 339,340.00 ( 218,860.60) 355
NET REVENUE OVER EXPENDITURES ~ (  36,270.58) ( 120,479.40) ( 110,107.29) ( 339,340.00) 218,860.60 ( 35.5)
FOR ADMINISTRATION USE ONLY 42 % OF THE FISCAL YEAR HAS ELAPSED 06/10/2024 11:16PM  PAGE: 1



CITY OF MAYVILLE
REVENUES WITH COMPARISON TO BUDGET
FOR THE 5 MONTHS ENDING MAY 31, 2024

(26) DODGE CO. LIBRARY

PERIOD YTD PRIOR YTD BUDGET % OF
AMOUNT ACTUAL ACTUAL AMOUNT VARIANCE BUDG
SOURCE 43
26-43570-49-000-000 DODGE CO LIBRY - LIBRARY REV .00 87,288.88 72,665.96 72,666.00 14,622.88 1201
TOTAL SOURCE 43 .00 87,288.88 72,665.96 72,666.00 14,622.88 1201
TOTAL FUND REVENUE .00 87,288.88 72,665.96 72,666.00 14,622.88 1201

FOR ADMINISTRATION USE ONLY 42 % OF THE FISCAL YEAR HAS ELAPSED 06/10/2024  11:18PM PAGE: 1



26-55112-49-102-000
26-55112-49-111-000
26-55112-49-201-000
26-55112-49-301-000
26-55112-49-303-000
26-55112-49-312-000
26-55112-49-325-000
26-55112-49-326-000
26-55112-49-377-000
26-55112-49-804-000
26-55112-49-809-000

CITY OF MAYVILLE
EXPENDITURES WITH COMPARISON TO BUDGET
FOR THE 5 MONTHS ENDING MAY 31, 2024

(26) DODGE CO. LIBRARY

NET REVENUE OVER EXPENDITURES  ( 7,939.57) 59,274.25 55,744.07 ( 6,720.00)

PERIOD YTD PRIOR YTD BUDGET % OF
AMOUNT ACTUAL ACTUAL AMOUNT VARIANCE BUDG

DODGE CO LIBRY
DODGE CO LIBRY - WAGES-PERM 1,497.43 5,706.36 9,787.75 32,000.00 ( 26,293.64) 17.8
DODGE CO LIBRY - WAGES-TEMP RE 4,190.00 15,619.25 701.35 6,721.00 8,798.25  230.9
DODGE CO LIBRY - SOC SEC 435,09 1,623.41 841.49 1,865.00 ( 241.59) 871
DODGE CO LIBRY - SUBSCRIPTIONS 1,459.21 1,799.05 3,099.85 12,500.00 ( 10,700.95) 144
DODGE CO LIBRY - REGISTER .00 330.00 420.00 3,000.00 ( 2,670.00) 11.0
DODGE CO LIBRY - DATAPR .00 15.75 682.39 2,000.00 ( 1,984.25) 8
DODGE CO LIBRY - SUPPLIES 116.18 489.09 411.24 4,000.00 ( 3,510.91) 122
DODGE CO LIBRY - MAINTENANCE .00 25.00 6.11 6,000.00 ( 5,975.00) 4
DODGE CO LIBRY - SUPPLIES 252.80 1,783.80 827.93 6,000.00 ( 4,216.20) 29.7
DODGE CO LIBRY - EQUIPMENT ( 11.14) 723.23 29.99 5,300.00 ( 4,576.77) 13.7
DODGE CO LIBRY - SUPPLIES .00 ( .31) 113.79 .00 ( 31) 0
TOTAL DODGE CO LIBRY 7,939.57 28,014.63 16,921.89 79,386.00 ( 51,371.37) 353
TOTAL FUND EXPENDITURES 7,939.57 28,014.63 16,921.89 79,386.00 ( 51,371.37) 353
65,994.25 882.1

FOR ADMINISTRATION USE ONLY

42 % OF THE FISCAL YEAR HAS ELAPSED 06/10/2024

11:18PM PAGE: 2



73-55110-79-319-000
73-55110-79-802-000
73-55110-79-808-000
73-55110-79-809-000
73-565110-79-815-000

CITY OF MAYVILLE
EXPENDITURES WITH COMPARISON TO BUDGET
FOR THE 5 MONTHS ENDING MAY 31, 2024

(73) LIBRARY TRUST

PERIOD YTD PRIOR YTD BUDGET % OF

AMOUNT ACTUAL ACTUAL AMOUNT VARIANCE BUDG
DEPARTMENT 110
LIBRARY TRUST - CONTRACTED SER .00 302.00 .00 .00 302.00 0
LIBRARY TRUST - EQUIPMENT OFFI .00 .00 .00 7,000.00 ( 7,000.00) 0
LIBRARY TRUST - BOOKS .00 307.30 3,887.14 13,000.00 ( 12,692.70) 24
LIBRARY TRUST - AV .00 .00 1,275.20 7,000.00 ( 7,000.00) 0
LIBRARY TRUST - PROGRAM SUPPLI .00 .00 500.00 1,000.00 ( 1,000.00) 0
TOTAL DEPARTMENT 110 .00 609.30 5,662.34 28,000.00 ( 27,390.70) 22
TOTAL FUND EXPENDITURES .00 609.30 5,662.34 28,000.00 27,390.70) 22
NET REVENUE OVER EXPENDITURES 890.60 252970 ( 3,580.45) 8,000.00 ¢ 5470.30) 316

FOR ADMINISTRATION USE ONLY

42 % OF THE FISCAL YEAR HAS ELAPSED 06/10/2024

11:19PM PAGE: 2



CITY OF MAYVILLE
REVENUES WITH COMPARISON TO BUDGET

FOR THE § MONTHS ENDING MAY 31, 2024

(73) LIBRARY TRUST

PERIOD YTD PRIOR YTD BUDGET % OF
AMOUNT ACTUAL ACTUAL AMOUNT VARIANCE BUDG
PUBLIC CHARGES FOR SERVICES
73-46710-79-000-000 LIBRARY TRUST - LIBRARY REVENU 890.60 3,139.00 2,081.89 6,000.00 2,861.00) 52.3
TOTAL PUBLIC CHARGES FOR SERVI 890.60 3,139.00 2,081.89 6,000.00 2,861.00) 52.3
INTEREST INCOME & MISC
73-48500-79-000-000 LIBRARY TRUST - DONATIONS/MISC .00 .00 .00 30,000.00 30,000.00) 0
TOTAL INTEREST INCOME & MISC .00 .00 .00 30,000.00 30,000.00) 0
TOTAL FUND REVENUE 890.60 3,139.00 2,081.89 36,000.00 32,861.00) 87
FOR ADMINISTRATION USE ONLY 42 % OF THE FISCAL YEAR HAS ELAPSED 06/10/2024  11:19PM PAGE: 1



CITY OF MAYVILLE LIBRARY APPROVAL REPORT - (10) GENERAL FUND PUBLIC LIBRARY
Report dates: 5/1/2024-5/31/2024

Page: 1
Jun 10, 2024 11:23PM

Report Criteria:
Detail report,
Invoices with totals above $0 included.
Paid and unpaid invoices included.
Invoice Detail GL Account = "105511057101000"-"105511157802000"

GL Account and Title ~ Vendor Vendor Name Inv Date Invoice No Description Amount

10-55110-57-319-000 PUBLIC LIBRARY - CONTRACTED SE s

10-55110-57-319-000 3453 TOP TO BOTTOM CCS 04/30/2024  35024A CLEANING SERVICE%ICE %/PT) 2,595.00

10-55110-57-319-000 5376 RHYME BUSINESS PRODUCTS LLC 05/10/2024 AR735311 RHYME PRINTER CONTRACTED SERVICES 56.85
Total 10-55110-67-319-000 PUBLIC LIBRARY - CONTRACTED SE: 2,651.85

10-55110-57-321-000 PUBLIC LIBRARY - SUPPLIES-JANI

10-55110-57-321-000 2775 QUILL CORPORATION 04/19/2024 38279177 #5982742 LIBRARY SUPPLIES - 321 5147

10-55110-57-321-000 2964 SAN-A-CARE INC. 04/25/2024 621566 JANITOR SUPPLIES 156.24

10-565110-57-321-000 2964 SAN-A-CARE INC. 04/29/2024 622241 LIBRARY SUPPLIES 113.99
Total 10-55110-57-321-000 PUBLIC LIBRARY - SUPPLIES-JANI: 321.70

10-55110-57-322-000 PUBLIC LIBRARY - UTILITIES-WAT

10-55110-57-322-000 5563 MAYVILLE UTILITIES 05/09/2024  APRIL 2024 APRIL BILLING 404.53
Total 10-55110-57-322-000 PUBLIC LIBRARY - UTILITIES-WAT: 404.53

10-55110-57-327-000 PUBLIC LIBRARY - SUPPLIES-EQUI

10-55110-57-327-000 4906 MAYVILLE ACE HARDWARE 04/04/2024 003559/1 SUPPLIES-LIBRARY 47.07
Total 10-55110-57-327-000 PUBLIC LIBRARY - SUPPLIES-EQUI: 47,07

10-55110-57-351-000 PUBLIC LIBRARY - MAINT-BUILDIN

10-55110-57-351-000 4600 PACKERLAND RENT-A-MAT INC 05/03/2024 3114143 #12208-12208 LIBRARY 73.06
Total 10-56110-57-351-000 PUBLIC LIBRARY - MAINT-BUILDIN: 73.06

10-55110-57-808-000 PUBLIC LIBRARY - BOOKS

10-55110-57-808-000 644 CENGAGE LEARNING - GALE 04/11/2024 84180687 #10719729 BOOKS 98.37
Total 10-55110-57-808-000 PUBLIC LIBRARY - BOOKS: 98.37

10-55110-57-809-000 PUBLIC LIBRARY - SUPPLIES-A/V

10-56110-57-809-000 5264 AMAZON CAPITAL SERVICES 04/29/2024  1196-WW63-PQM9 MOVIES COLLECTION 42,92

10-55110-57-809-000 5264 AMAZON CAPITAL SERVICES 03/30/2024 1CVJ-MTW9-9D1K LIBRARY REFUND 16.67-

10-55110-57-809-000 5264 AMAZON CAPITAL SERVICES 04/30/2024 1HCW-FYYF-47VC MOVIES COLLECTION 19.96
Total 10-55110-57-809-000 PUBLIC LIBRARY - SUPPLIES-A/V: 46.21

10-55111-57-326-000 LIBRARY-DATA PROCESS - MAINT-E

10-55111-57-326-000 4502 MONARCH LIBRARY SYSTEM 05/06/2024 416239 MONARCH LIBRARY SYSTEM 12,983.27
Tolal 10-55111-57-326-000 LIBRARY-DATA PROCESS - MAINT-E: 12,983.27
Grand Totals:

16,626.06



CITY OF MAYVILLE LIBRARY APPROVAL REPORT - (10) GENERAL FUND PUBLIC LIBRARY Page: 2
Report dates: 5/1/2024-5/31/2024 Jun 10, 2024 11:23PM

GL Accountand Tille ~ Vendor Vender Name Inv Date Invoice No Description Amount

Dated: é7/—,77 / Fo~F

Library Board: M/ W




CITY OF MAYVILLE LIBRARY APPROVAL REPORT - (26) DODGE COUNTY LIBRARY.
Report dates: 5/1/2024-5/31/2024

Page: 1
Jun 10, 2024 11:23PM

Report Criteria:
Detail report.
Invoices with totals above $0 included.
Only paid invoices included.
Invoice Detail.GL Account = "261510000000000"-"269999999999999"

GL Accountand Title ~ Vendor Vendor Name Inv Date Invoice No Description Amount

26-55112-49-301-000 DODGE CO LIBRY - SUBSCRIPTIONS

26-55112-49-301-000 4746 RIVISTAS, LLC 05/08/2024 18708 PERIODICAL SUBSCRIPTION 1459.21
Total 26-55112-49-301-000 DODGE CO LIBRY - SUBSCRIPTIONS: 1459.21

26-55112-49-325-000 DODGE GO LIBRY - SUPPLIES

26-55112-49-325-000 2775 QUILL CORPORATION 04/17/2024 38247781 #5982742 LIBRARY SUPPLIES - 325 73.88

26-55112-49-325-000 2775 QUILL CORPORATION 04/19/2024 38279436 #5982742 LIBRARY SUPPLIES - 325 2251

26-55112-48-325-000 5264 AMAZON CAPITAL SERVICES 04/24/2024 1RIR-NTYL-M1JQ BANK BAGS 19.79
Total 26-55112-49-325-000 DODGE CO LIBRY - SUPPLIES: 116.18

26-55112-43-377-000 DODGE CO LIBRY - SUPPLIES

26-56112-48-377-000 484 BMO HARRIS BANK NA 04/30/2024  APRIL 2024 INVOICE-3 LIBRARY 0435 - SUPPLIES 252.80
Total 26-55112-49-377-000 DODGE GO LIBRY - SUPPLIES: 252.80

26-55112-49-804-000 DODGE CO LIBRY - EQUIPMENT

26-55112-49-804-000 5264 AMAZON CAPITAL SERVICES 05/06/2024  1LRV-DKWJ-RTTT LIBRARY CREDIT 5.79-

26-55112-49-804-000 5264 AMAZON CAPITAL SERVICES 04/24/2024 1R3IR-NTYL-M1JQ DOCR STOPS 15.98

26-55112-49-804-000 5264 AMAZON CAPITAL SERVICES 04111/2024  1YBW-GJM3-RVOP LIBRARY CREDIT 21.33-
Total 26-55112-49-804-000 DODGE CO LIBRY - EQUIPMENT: 11.14-
Grand Totals:

e L) 3700y

Library Board: MMV\/ /?”?-__

1,817.05




CITY OF MAYVILLE LIBRARY APPROVAL REFORT = (73) LIBRARY TRUST FUND
Reporl dales: 5/1/2024-5/31/2024

Page: 1
Jun 10, 2024 11:24PM

Report Criteria:
Detail report.
Invoices with totals above $0 included.
Only paid invoices included.
Invoice Detail.GL Account = "731510000000000"-'739999999999999"

GL Accountand Title  Vendor Vendor Name Inv Date Invoice No Description Amount
Total : 00
Grand Tolals: 00

s 02/ 20 A

7 L 2 /
Library Board: ///%ﬂ%ﬁ/% /’de?/
[ S i e
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CITY OF MAYVILLE

Trial Balance - by Account Number
Pericd: 05/24 (05/31/2024)

Page: 1
Jun 12, 2024 4:27PM

Account Debit Credit
Number . Title Amount Amaunt
26-11111-00-000-000 TREASURER'S CHECKING 238,863.06
26-15100-00-000-000 DUE FROM GENERAL FUND 00
26-16220-00-000-000 PREPAID EXPENSE .00
26-21110-00-000-000 PAYABLES ALLOCATED ACCOUNT 00
26-21111-00-000-000 ACCQUNTS PAYABLE 00
26-21700-00-000-00¢ ACCRUED WAGES PAYABLE 33
26-25100-60-000-000 DUE TO GENERAL FUND .00
26-34000-00-000-00C FUND BALANCES 179,689.14~
26.34140-00-000-000 RESERVED FOR PREPAID 00
26-43570-49-000-000 DODGE CO LIBRY - LIBRARY REV 87,288.88-
26-48110-26-000-000 OBGE CO LIBRY - INTEREST - © - 00
26-55112-43-102-000 DODGE €O LIBRY - WAGES-PERM 5,706.36
26-55112-49-111-000 DODGE CO LIBRY - WAGES-TEMP RE 15,519,25
26-55112-42-201-000 DODCE CO LIBRY - SCC SEC 1,623.41
28-55112-49-202-000 DODGE CO LIBRY - LONGEVITY PAY 20
28-55112-48-203-000 DODGE CC LIBRY - RETIREMENT 00
26-55112-49-205-000 DODGE COC LIBRY - LIFE INS .00
26-55112-49-211-000 DODGE CO LIBRY - SICK PAY 00
26-55112-49-213-000 DODGE CO LIBRY - VACATION PAY 00
26-55112-49-214-000 DODGE CO LIBRY - HOLIDAY PAY 00
26-55112-49-216-000 DODGE GO LIBRY - UNEMPLOYMENT A0
26-55112-49-301-000 DODGE CO LIBRY - SUBSCRIPTIONS 1,799.06
26-55112-49-363-000 DODGE CO LIBRY - REGISTER 330.00
26-55112-49-312-000 DODGE CO LIBRY - DATA PR 1875
26-55112-49-325-000 DODGE CO LIBRY - SUPPLIES 489,09
26-55112~49-326-000 DODGE CO LIBRY - MAINTENANCE 25,00
26-55112-49-377-000 DODGE CO LIBRY - SUPPLIES 1,783.80
26-56112-49-804-000 DODGE CO LIBRY - EQUIPMENT 723.23
26-55112-49-808.000 DODGE CO LIBRY - BOOKS 20
26-55112-49-809-000 DODGE GO LIBRY - SUPPLIES -
Grand Tatals: 266,878.33 266,878.33-
Report Criteria:

Actual amounts
Account,Account number = "28"




CITY OF MAYVILLE Trial Balance - by Account Number Page: 1
Parlod: 05/24 (05/31/2024) Jun 12, 2024 4:28PM
Account Debit Credit
Number Titles Amount Amount
73-1111100-000-000 TREASURER'S CHECKING 134,213.43 .
73-11200-00-000-000 INVESTMENTS .00
73-13100-00-000-000 CUSTOMER ACCOUNTS RECEIVABLE .00
73-16100-00-000-000 DUE FROM GENERAL FUND 00
73-15450-00-000-000 DUE FROM 1998 CAPITAL IMPRVMTS .00
73-15776-00-000-00¢ DUE FROM COUNTY LIBRARY TRUST 00
78-16220-00-000-000 PREPAID EXPENSE 00
73-21110-00-000-000 PAYABLES ALLOGATED ACCOUNT 00
73-21111-00-000-000 ACCOUNTS PAYABLE 00
73-25100-00-000-000 DUE TO GENERAL FUND 00
73-26450-00-000-000 DUE TO 1999 CAPITAL IMPRVMTS 00
73-25776-00-000-000 DUE TO COUNTY LIBRARY TRUST 00
73-34140-00-000-000 RESERVED FOR PREPAID 00
73-34150-00-000-000 FUND BALANCE 130,933.73-
73-43690-79-000-000 LIBRARY TRUST - LIBRARY GRANTS .00
73-46710-79-000-000 LIBRARY TRUST - LIBRARY REVENU 3,139.00-
73-48110-79-000-000 LIBRARY TRUST - INTEREST INCOM .00
73-48500-79-000-000 LIBRARY TRUST - DONATIONS/MISC .00
73-55110-79-206-000 LIBRARY TRUST - PROFESSION DEV .00
73-55110-78-306-000 LIBRARY TRUST - TRAVEL 00
73-66110-78-319-000 LIBRARY TRUST - CONTRACTED SER 302.00
73-56110-78-802-000 LIBRARY TRUST - EQUIPMENT OFFt 00
73-55110-79-808-000 LIBRARY TRUST - BOOKS 307.30
73-55110-79-809-000 LIBRARY TRUST - AV .00
73-55110-79-815-000 LIBRARY TRUST - PROGRAM SUPPLI 00
73-55110-79-816-000 LIBRARY TRUST - GRANT EXPENSES .00
Grand Tatals: 134,822,73 134,072.73-

Report Critetla:
Aclual amounts
Acgount. Account number = "73"




Ted & Grace Bachhuber Memorial Library
Treasurer's Report

May

MSB Money Market

May 1, 2024
May 10, 2024
May 10, 2024
May 31, 2024
May 31, 2024

Starting Balance

Sheila Steger Supplies
Streamline Jacks - Logo work
Interest

Ending Balance

MSE Money Market Building Fund

May 1, 2024

May 31, 2024
May 31, 2024
May 31, 2024

Starting Balance

Minimun Balance Fee
Interest
Ending Balance

2024

$67,046.35

$7,400.51

“.ibrary Trust Account with the City of Mayville

Dodge County Grant Account with the City of Mayville

Total Investments

50.00
1,900.00
28.26
1,950.00 28.26
25.00
11.56
$25.00 $11.56

65,124.61

$7,387.07
$134,213.43

$238,863.06

$445,588.17




Director’s Report: May 2024

Delivered in June 2024

Library Statistics Highlights

e Circulation numbers for the months of January through May show an increase of 25% over the
same period last year.

e The number of items being added to the collection is rising.

e The Self-check has been down for a month. Monarch IT is working with Envisionware. The
problem with the device is USB hub, which is a known issue with our X11 model. A new hub is
being shipped out.

Monarch System

* Anumber of websites in the System were affected when there was a breach. All the sites were
taken down, and Monarch IT set to rebuilding them, with the goal of having them back up by
June 10. The sites were up before that date.

e New Catalog is available through link in the old catalog. It will go completely live in August.

Building Update

e The keycard issue on the elevator is being investigated by Omni. A technician came in early June,
and stated they will need to contact the elevator company.
* | have not yet received a quote for additional cameras.

Personnel Activities and Professional Development

e All staff were assigned and given the opportunity during working hours to watch a webinar on
the new catalog.

e Jennifer was approved to receive a SEWI Library Conference Scholarship of $850 to attend the
Wisconsin Association of Public Libraries conference, which she attended in May.

e Lyndsey oversaw daily operations while Jennifer was on vacation, completing the intake of
materials for cataloging as well as submitting payroll.

e Morgan took on managing the Beanstack site and set up the site for the 2024 Summer Reading.
She also organized a presentation for our June staff meeting as an introduction to the app for
new staff and a review for staff who were here last year.

Social Media

e Staff in programming and Media and Marketing worked on posters and marketing for Summer
Reading and the City-wide scavenger hunt.

e Our Facebook reach continues to grow, but our Instagram reach decreased this month. The vast
majority of our social media connection happens through Facebook, and though our reach on
Instagram has grown since we started in 2021, the growth has been slow. Though Instagram is
the third most popular platform in the United States, it lags significantly behind Facebook and
YouTube. Morgan plans to create different kinds of content than what we have done so far



(such as gifts), that may improve our reach. However, we want to focus our main energy on
what is already working well for us.

Operations and Building

® Marks made by permanent markers were found on furniture in the teen area. The cleaning
company got some of the marks off, but we were not able to get them all out.

Community Activity

e We had both scheduled and unscheduled school visits in May. One school had scheduled a visit,
but unfortunately, they had made plans with a library in a Mayville in New York! The visit
happened when Jennifer and Sheila were out of the area and inaccessible. The staff handled the
situation well, providing a tour of the facility and ensuring that the outing was a success. They
also contacted the Mayville Public Library in New York to let them know what had happened.

Programming
® May was the month for school tours, and much of our programming focused on these important
programs. A total of 156 children visited the Library during one of five school tours in May!
» Sheila and Grace focused on completing the lineup of Summer Reading programs and the
Scavenger Hunt.
e The Genealogy Round Table took a tour of the White Limestone Museum.

May Program Counts

Program Intended audience Attendees Comment
Preschool Storytime |Young Child (0-5) 4
St Johns 4 10
Kindergarten Tour Young Child (0-5)

Star Wars Crafts Child (6-11) 8
General Interest (all 13

Star Wars Movie ages)

Mother's Day Crafts  [Child (6-11) 8

Lebanon St Peters 31

School Tour Child (6-11)

Stuffed Animal Sleep 5

Over Young Child (0-5)

Mother's Day Bead 6

Craft Child (6-11)

Mayville Kindergarten 45

Tour Young Child (0-5)

Lego Club Child (6-11) 12

Director’s Report for May 2024 / page 2



___ MayProgram Counts, Continued -
Program intended audience Attendees Comment
Carefree Coloring Adult (19+) 0
Pokémon Club Child {6-11) 5
Adult Book Club Adult {19+) 16
Teen Book Club Young Adult (12-18) 0
Genealogy Round 25
Table Adult (19+) Volunteer-led
Mayville 4th Grade 50
Tour Child {6-11)
Anime Movie 11
Marathan Child (6-11)
Crafter School Child (6-11) 6
Mayville Cares/History 2 Volunteer
of Volunteering Adult {19+) Presenter
School Tour St Johns 20
2nd grade Child {6-11)
Anime TV Marathon  |Child (6-11) 8
 MaySelf-Directed Activities
Program Intended audience Attendees
Fiber Arts Group Adult (19+) 4
Lego Saturday Child (6-11) 8
Color Sheets (all day,
totaled by month General Interest (all ages) 267
© - May Program leaders & presenters - -
Programs led by Special cost for presenter Count
staff $0.00 19
free present.ers $0.00 2
[(no honorarium)
free present'ers $0.00 0
(W/honorarium)
Paid presenters $0.00 0
Total led programs $0.00 21

Director’s Report for May 2024 / page 3




Collection Notes

* Weeding project: currently paperbacks are being weeded.
* RFID tagging: Videos are currently being tagged.

The Friends

® The Friends were awarded $250 from the Alliant Grant. These funds along with saved Friends
funds will be used to pay for one of the special presenters of the 2024 Summer Reading
program.

® The Friends passed a motion to supply up to $2000 for the purchase of passes to the following
institutions: Milwaukee Art Museum, Milwaukee Public Museum, Farm Wisconsin Discovery
Center, and the Maritime Museum. They made the stipulation that the passes to the Farm
Wisconsin Discovery Center and the Maritime Museum would both be able to be checked out
concurrently (usually only one pass may be checked out at a time)

® The Friends also passed a motion to provide for the purchase of special programming
equipment for the library (a giant game, a drum set, and an indoor/outdoor easel)

Director’s Report for May 2024 / page 4
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DRAFT
Ted & Grace Bachhuber Memorial Library
Circulation Policy

Library Cards and Borrowing Privileges

To obtain a library card at the Ted & Grace Bachhuber Memorial Library (TGBML), an individual must
provide current legal proof of residence using a valid photo ID with a name and current address, such as
adriver’s license or state ID. If the address is notcurrent, the individual must also provide a second legal
proof of residence that lists the name and current address. We will accept a current real estate tax bill,
residential lease, utility bill, bank statement, paycheck, or other unexpired government documents.
Young adults (minors aged 16 and up), may provide a school picture 1D along with proof of address.

Library cards are issued for a length of 18 months. There is no charge for the initial library card.
However, a charge of $3.00 will be assessed if a library card is lost within a renewal period.

Juvenile Library Cards

Juvenile cards may be issuedto children who are six (6) years of age or have completed kindergarten up
to the age of fifteen (15). Parents can choose to either grant their children limited access to materials or
unlimited access to all materials (excluding items limited to adults per policy). With limited access,
children will not be able to check out music CDs, DVDs, Blu-rays, or video games, and they will not be
able to access Hoopla. Al other materials, including all other digital materials, (e.g., materials and
courses accessed through Libby, Badgerlink databases, and other TGBML Library databases) are
available to all cardholders, including juvenile cardholders. In orderfor juveniles to have access te library
computers, parents must provide written consent by signing the appropriate forn.

Young Adult Library Cards

Young Adultfibrary cards may be obtained by a Juvenile age 16 and up. Two types of cards are available:

e YA card signed for by borrow. A YA card signed by a juvenile borrower aged 16 or 17 will provide
limited access, which includes up to 5 books as well as all digital material, access to databases,
access to the internet in the library, and access to gaming consols using downloaded games.

e YA card signed for by parent/guardian, who takes responsibility for ali library materials. Full
adult access is provided for such cardholders, with the exception of materials that are limited to
adult check-out only. The parent/guardian must be present to sign for this type of card.

If a parent/guardian wishes to limit their child aged 16-17, they may opt-out of a YA card and register
their child for a juvenile card.



Internet Usage in the Library

All children under the age of eighteen{18) sixteen (16) must have a library card and a signed parental
permission on file before they can use a library computer with internet access.

Young adult Library cardholders (aged 16 and up) will by default be granted access to public library
computers. Young adults without library cards will not be granted access te library computers if they
have a driver's license or formal ID showingtheirage. Parents have the right to request the Library block
Internet access for their young adult children. Such reguests must be made in persan at the library by
filling out the correct form and providing proof of address and/or guardianship.

All adults may use library computers whether or not they have alibrary card and whether or not their
cards are in good standing. Adults without library cards or whose accounts are not in good standing may
use the computers by being logged on by a staff member.

Not following the Library Acceptable Use Policy may result in the user being temporarily or permanently
banned from using Library computers.

equired to aceess the WiFi.

or more infermation on acceptable internet usage, please see the Internet Acceptable Use Policy.

Circulation Loan Periods

Physical Materials:

e New Adult Fiction: 14 Days

e  Fiction and Non-Fiction: 28 Days

e Books on CD: 28 Days

e (CDs: 14 Days (Maximum 20 per user)

e DVDs and Blu-ray: 7 Days (Maximum per user 20)

e DVDs and Blu-ray television series: 14 days

e Video Games: 7 Days (Maximum per user 5)

e Magazines: 14 Days

e Newspapers do not circulate.

e Interlibrary Loan items: Determined by Lending Library

e Reference Books: Asageneral policy, reference books do not circulate. Upon special application
to the library director, exceptions may be occasionally made, but only for an overnight loan
period.

s Some items, such as some kits, zoo passes, and other special items may have different loan
periods. Loan periods will be displayed on the items, and the due date of each item will be listed
on the checkout receipt.



Digital Materials:

Digital materials are returned automatically and cannot accrue a fine. The length of loan periods may
vary depending on the platform and item.

Overdue Materials

Most items at the TGBML Library are fine free. However, some special such as experience passes and
items in our library of things, will be charged fines per day, which can range in fee from $1.00 to $10.00
perday, dependingonthe item. Perthe Monarch Library System policy, fines and check-out periods are
determined by the library where the items are checked out, not by the library who owns the items.

Library items not returned one (1) month after the date due will be considered lost, and the borrower
will be assessed the replacement cost of the item and possibly other fees associated with the item.

Overdue Notices:

The Library will attemptto deliver the first overdue notice via automated phone call, email, and/or text
approximately seven (7) days after the due date and final overdue notice approximately twenty-eight
(28) days afterthe due date. If the material is not returned at this time, the material will be considered
lost, and the patron will be billed. The director, at his/her discretion, may send the borrower a Police
Letter, stating the items overdue, the amount of replacement cost, and a notice that this information
will be given to the Mayville Police Department for further investigation.

Patrons owing fines or charges in excess of $10.00 exme¥e will be blocked from checking out library
materials or accessing digital library materials, and they will be blocked from using their library cards to
access library computers. However, staff members can log patrons wheo blocked by fines or charges onto
library computers.

Overdue chargesthat were charged prior to the Library going “fine free” will remain on patron accounts.
Overdue charges accrued on items checked out from other libraries who charge fines will may not be
waived.

Itemsin a lost status may not be eligible fora returnif a new copy was purchased by the Library of if the
items was in lost status forand excessive amounts of time. At the discretion of the director, charges for
those items may require payment.

Holds, Returns & Renewals

Placing Holds:

Patrons can place holds on materials online by logging into their personal library accounts or by calling
the TGBML Library. When the item(s) are available, patrons will be notified via text, email, or by a phone
call. The Library will hold items for seven (7) days for pick up; items not picked up by the end of the
seventh day will be shelved, sent on to the next patron, or returned to the owning library.

Renewing Materials Checked out:



Patrons can renew items that are not on hold for other patrons or that have not reached renewal limits
by logging into their personal library accounts online, using the Monarch2Go app, talking to staff in
person at the library, or calling the Library during regular business hours.

Returning ltems:

Patrons may use the walk-up book drop located at the entrance of the building, the drive-up book
drops, or the walk-up book drop at the circulation desk (during business hours). Some items may not be
returned at the book drop. Examples of such items include experience passes, the telescope, games, and
kits. These must be presented to staff at the circulation desk, and the borrower is required to remain
with the item until it is fully checked in. to return items or bring items for return into the library during
library hours.

Special Collection Items

Some special items may have circulation rules and policies specific to those items. (E.G. Library
Experience Passes, a telescope, stem kits, etc.)

Lost and Damaged items

Reimbursement for Lost Items Found

Lost items that have been paid for and later found are not eligible for reimbursement. The borrower
may either keep the item paid for or donate it back to the Library.

Replacements for lost/damaged items

The Library does not accept replacements for lost/damaged items. Charges for these items usually
include processing and handling.

TGBMLwill charge our patrons for lost/damaged items belonging to other libraries that were borrowed
from our library. We cannot negotiate any fees and charges associated with materials not belonging to
TGBML.

Approved July 8, 2021



TED & GRACE BACHHUBER MEMORIAL LIBRARY
234 N John St Mayville, WI 53050

LIBRARY CARD APPLICATION
All mformation given is confidential. Patron privacy is protected under Wis. Stat. 43.30.

Please print clearly and fill out form completely.

NAME:
(As appears on Driver’s License or accepied ID) Last Name First Name MI
ADDRESS:

Street Apt. /Space # City State Zip Code
COUNTY: TOWNSHIP:
BIRTH DATE: / / PHONE #: CARRIER:

Month Day Year

[ Check here if applicant is under 18 EMAIL:
SEX: Male Female Preferred Notification: Phone Call Email Text

{To receive reserved item notification and other notices)
Prefer not to answer

PLEASE READ AND SIGN BELOW:
¢ [ agree to notify the Library if any of the information 1 supplied on this application changes.
¢ [ accept responsibility forall the materials charged on this card, and T accept responsibility for all charges incurred for any
overdue, lost, or damaged materials,
+ I agree to follow the policies, rules, and regulations of the Library, and I understand that if I choose not to comply with these
rales, my Library privileges may be suspended or revoked.

X

(Signature of applicant)

PARENT OR LEGAL GUARDIAN INFORMATION

Please print Parent or Guardian information if applicant is under 18 years of age.

NAME:

(as appears on Driver's License or accepted ID) Last Name First Name MI
ADDRESS:

(1f different fromminor’s address) Street Apt. /Space # City State Zip Code
BIRTH DATE: / / PHONE#

Month Day Year
PLEASE READ AND SIGN:

¢ | have given permission for the minor listed on this application to receive Library privileges.
¢ [ accept responsibility for all the materials charged to this card, including fines, fees, and charges assessed to it.

» Tunderstand that I am taking responsibility to ensure that the minor will follow all Library reles of behavior and that if he or she
chooses not to comply with these rules, his/her Library privileges may be suspended orrevoked.

X

{Signature of parent/gnardian)

!

“y-($taff use only}
Barcodc#: Client ID# Initials/Date:




TED & GRACE BACHHUBER MEMORIAL LIBRARY CARD APPLICATION
PERMISSIONS PAGFE

] Music, Movie, and Game Permission

[ hereby give the minor child named on the front of this form petmission to check out all physical items from
the library, including music CDs, movies, and video games, and video game accessories, which may be for use
in and/or outside the Library. I understand that this permission also extends to all items accessible on Hoopla.
{Note: This agreement excludes physical materials that per Library policy can only be checked out to an adult.)

As a parent/guardian, I agree to be responsible for the selection, use and return of any items borrowed by said
minor. I agree to pay any fines and/or damage charges incurred by him/her.

I understand that in trying to serve a variety of patrons, the library may have materials that could be
objectionable to some people. T also understand that there is no censorship based on Parental Advisory ratings,
ratings by CARA (Classification & Rating Administration), ratings by ERSB (Entertainment Software Rating
Board), or any other rating source at the desk.

X

(signature of parent/guardian)

[J Ido NOT give Permission for Music, Movies, and Video Games, or Gaming Systems

I do not give my child permission to check out physical movies, video games, video game accessories, or music
from the Library. I understand that by signing this section, my child will also not be able to check out these

resources for in-library use. T also understand that by me selecting this, my child will not have access to Hoopla.

X

(signature of parent/guardian}

[J Permission for Library Computers

I hereby give the minor child named on the front of this form permission to use library computers. I understand
that most of the library computers are not censored or filtered. I also take responsibility for ensuring this
individual understands Library policies of computer and internet use. I understand that by giving permission to
use computers, my child has access to gaming computers and the games downloaded on them.

X

(Signature of parent/guardian)




Ted & Grace Bachhuber Memorial Library
Volunteer Policy

Purpose

The Ted & Grace Bachhuber Memorial Library (TGBML or the Library) recognizes the significant
contribution volunteers make to the Library and the Mayville community. Volunteers do not replace paid
staff but instead partner with them to provide the best possible service to library patrons.

Definition of a Volunteer

A volunteeris an individual who contributes time, energy and talents without wages, benefits, or
compensation. Tovolunteeris to give freely of your time and service to help the TGBML achieve its goals.

Supervision

The TGBML has a Volunteer Coordinator. The Volunteer Coordinator manages the volunteer program.
Your direct supervisor may be a different person depending on your volunteer task.

Age Requirement

Volunteers must be at least 16 years of age to work as a library volunteer. Exceptions may be made with
prior approval by the Library Director. Parent/guardian signature is required on the TGBML Volunteer
application, TGBML Volunteer Liability Waiver form, and the City of Mayville Background Check form for
volunteers under 18.

Selection Process

All volunteers are required to fill out and submit a TGBML Volunteer application, TGBML Volunteer
Liability Waiver form and a City of Mayville Background Check form prior to volunteering. Acceptance of
an application is at the Library’s discretion. The applicant will be contacted in order to schedule an
interview. Volunteers will not be able to complete court-ordered community service at the TGBML.
Volunteers will be selected based on their areas of interest and qualifications in relation to the needs of
the TGBML. The number of volunteers accepted is based on the amount of work and supervisory time
available.

Job Orientation and Training

The TGBML will provide an orientation which includes a tour of the Library, an overview of the Volunteer
Sign-in/Sign-out procedure, Volunteer Monthly Calendar, Volunteer Policy and training appropriate to
the task the volunteer will be assigned. Training may take 4 to 6 weeks depending on the task assigned
and will be scheduled on the library staff’s schedule. Volunteers may be required to attend occasional
training sessions. The Library may at anytime, for whateverreason, decide to make changes in the nature
of the volunteers task or change the volunteers day and/or hours.



Trial Period

The TGBML has a 90 day trial period. During this time, the performance of the volunteer will be
continuously evaluated, and the need for additional training may be determined. If after the 90-day trial
period, the volunteer is not meeting the demands of the task, then the Library will decide to either
reassign the volunteer to a different task that may be a better fit, or the Library may determine it is
necessary to dismiss the volunteer.

Volunteer Schedule

The volunteers assigned day and time will be determined by the TGBML as time and staff coverage
warrant. The Library will try to accommodate the volunteer’s preferred day and time. Volunteers may be
scheduled anytime the library is opentothe public, but the majority of volunteerhours will be scheduled
during weekdays. The Library may at any time and for any reason decide to make changes in the nature
of the volunteers task or change the volunteers day and/or hours.

Work Limitations

Volunteers should disclose to the Volunteer Coordinator any disabilities or work limitations that may
affect their ability to perform assigned tasks. Some tasks require physical abilities including frequent
standing, walking, sitting, and handling objects. Volunteers may need to reach with hands and arms,
stoop, kneel, crawl and smell. Volunteers may regularly need to move book trucks up to 100 pounds.
Specific vision abilities required for volunteer work include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust and focus.

Attendance

Volunteersare expected to be dependable. Volunteers who are unable to come in for a scheduled shift
then must contact the Library at 920-387-7910 as soon as possible. Volunteers are required to log
attendance in the Volunteer Sign-in/Sign-Out Log at the beginning and end of each shift. Accurate
reporting of volunteer hours is very important. The Library maintains statistics of volunteer hours.

Confidential Information

Volunteers are expected to maintain confidentiality of all information to which they are exposed to while
servingas a volunteer. Thisincludes any information about materials a patron has looked at, askedfor, or
checked out, as well as reference questions asked by library patrons. No information about a library
patron from any source is to be disclosed. Confidential information is not to be shared with your family,
friends, or acquaintances.

Dress Code

Volunteers are expected to dress and groom themselves in accordance with accepted business standards.
Clothing must be clean and non-offensive. Personal safety should be maintained in the work
environment, and type of clothing should be considered in regard to personal safety. Volunteers are
asked to wear an TGBML Volunteer name tag for correct identification.



Volunteer Relations

Volunteers are to act in accordance with TGBML policies, code of conduct, and procedures. The quality of
avolunteer’s relationship with library patrons, staff and other volunteers can greatly impact library
services and success. Volunteers are expected to treat library patrons, staff, and other volunteers in a
courteous and respectful manner. Volunteers must be considerate about the views of library patrons,
staff, and other volunteers.

Volunteers are to direct all questions or concerns raised by patrons relating to the Library's collection,
services, policies, procedures, and reference questions to a library staff member. Volunteers should
never address patrons about their behavior; patron behavioral concerns should be brought to the
attention of the Library staff or Director.

Personal Use of Library Property

Library owned equipment and supplies are for library use only and may not be used for personal use.

Theft

Theft is considered to be the unauthorized use of library services, facilities or taking of library property
for personaluse. Noitem should ever be removed fromthe library premises without the authorization of
the Library Director. Failure to properly check out library materials is considered theft. All library material
must be checked out. There are no exceptions to this rule.

Safety

Volunteers agree to report all accidents, injuries, problems with the building or facilities, or anything that
needs repair to the Library Director or Volunteer Coordinator immediately. Volunteers are not
employees of the Ted & Grace Bachhuber Memorial Library and are therefore not covered under any
Worker's Compensation Plan.

Harassment

Volunteers are responsible for keeping the TGBML environment free of harassment. A volunteer who
becomes aware of harassment, whether by witnessing anincident or beingtold of it, mustreport it to the
Library Director, Volunteer Coordinator, or other Library Staff with whom the volunteer feels safe.
Harassment of any sort --verbal, physical, visual-- will not be tolerated. The Library intends to provide an
environment that is pleasant and free from intimidation or other hostile actions. Harassment can take
many forms including but not limited to abusive language, signs, jokes, pranks, unwelcome physical
contact or violent acts.

Dismissal

All volunteers will be held to the same policies and code of conduct that Library employees are held to
regarding safety and unacceptable activities. The TGBMLmay at any time, for whateverreason, decide to
dismiss a volunteerfrom their volunteer relationship with the Library. The decision to dismiss a volunteer
lies with the Library Director.



Reasons for Dismissal

To avoid any confusion, some of the more obvious unacceptable activities are as follows:

Being intoxicated or under the influence of drugs or alcohol while volunteering.
Willful violation of library policies, code of conduct or procedures.

Inability to perform assigned tasks satisfactorily.

Failure to obey instructions.

Exhibiting insubordinate behavior.

Release of confidential library information.

Unauthorized use of library equipment.

Theft of library property.

Failure to follow safety practices.

Mistreating or threatening patrons, library staff, or other volunteers.

Volunteers” Personal Property

The TGBML shall not be responsible for damaged, lost, or stolen personal property belonging to or in the
care of the volunteer while the volunteer is performing authorized library tasks. If a volunteer’s private
property is damaged or stolen, then the Library shall make a thorough investigation of the incident and
complete a report of the findings. The Library does not provide insurance coverage for a volunteer’s
privately-owned vehicle.

Volunteer Rights

Volunteers have the right to

Be assigned a task that suits their personal preferences, skills, experience, and qualifications.
Know their supervisors and how to contact them.

Be trained to do their task.

Be provided with adequate guidance and supervision.

Obtain feedback about their performance.

Have their concerns and complaints heard.

Have their personal information held confidential.

Be respected by patrons, library staff, and other volunteers.

Say “no”: volunteers should never be coerced into doing tasks that are against their wishes or
that they do not feel qualified to do.

Resign from their volunteer commitment.



Volunteer Resignation

To end a volunteer commitment, the volunteer is asked to notify the Volunteer Coordinator of the
decision and the effective date as soon as possible. Volunteers are asked to attend an exit interview. The
purpose of this interview is to accomplish the following:
e Bring closure to the volunteer and TGBML relationship in regard to volunteer service.
e Obtain feedback about the overall volunteer experience for the purpose of ongoing volunteer
program development.

Approved by the Mayville Library Board on April 8, 2021



Library Maintenance Manager
Job Description

General Responsibilities of Position

Under the general supervision of the Library Director, the Library Maintenance Manager works under
minimal supervision with extensive latitude for the use of initiative and independent judgment. The
position is responsible for directing and coordinating maintenance activities and overseeing the
maintenance, operations, and repairs of the Library. The position is also responsible for the hiring,
disciplinary matters, and supervision of all full-time, part-time, and contract custodial staff that will
maintain the Library. This position is also responsible for the hiring, disciplinary matters, and supervision
of all full-time, part-time building supervisors that assist in the supervision of the Library during normal
hotirs of operation.

. Essential Duties and Responsibilities

All the following are to be performed while adhering to City of Mayville operational policies, safety rules,
and procedures. To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge, skili, and/or
ability required. Reasonable accommeodations may be made to enable individuals with disabilities to
perform the essential functions.

6. Maintain a master calendar and schedule of preventative maintenance and records. Prepare a
maintenance and replacement plan for the Library.

7. Make judgments regarding what repair work can be completed in house and what should be
contracted out. Write specifications, receive, and award bids and oversee the work of outside
contractors when they are necessary. Under supervision of Director, develops and implements
maintenance contracts and agreements with vendors and service people.

8. Manitorenergy consumption and make or recommend changesin order to maximize efficlency.

9. Assuressecurityand fire alarm systems are kept in good working order and meet state and local
codes.

10. Inspects, maintains, repairs, and replaces motors, exhaustfans, video surveillance system, public
address systems, indoor and outdoor lighting ballast & switches, fuses & brakers, heating
cooling circuits, and other related equipment.




12. Sets up and tears down programming spaces for Library programs as well as room rentals.
Inspects program room furniture and oversees cleaning.

13. Maintains floors: Cleaning, buffing, and waxing of floors or overseeing such work as needed.

14. Maintains interior and exterior painting, landscaping and general outdoor facility maintenance
of building and grounds, including overseeing any vendors hired to do work in these areas.

= T T eI T O R VB TY O DOUTR

17. Performs other duties as assigned.

Required Qualifications:

¢ Education and experience: Graduation from high school or GED and ten years of maintenance
experience with one year in supervisory or lead worker position; or equivalent combination of
related education and experience.

e State issued Journeyman Millwright (Maintenance Mechanic) card. @fﬂ-ﬁl«*’“—é(

s Must Pass a background check.

*  Must maintain the following certification, licenses, and registrations:

e yrs
o

Jounya Millwright {Maintenance Meachanic} card -~ Q (.e,&orru‘ ?

o Valid State’s Driver’s License

o}

Knowledge, Skills, and Abilities:

1. Thorough knowledge of the methods, techniques, materials, and equipmentused in installation,
maintenance and repair of plumbing, carpentry, electrical & lighting and HVAC systems,
janitorial-housekeeping, fixtures, and related systems.

2. Skill in operation of listed tools and equipment.

PO o S e, ! Al RE and AEL)a L i I

Oris .y e

er agencies, and the public.

Ability to develop, coordinate, and direct varied ammm%
department; Ability to communicate effectively orally and in writing; Ability t6
~StrIETVISE the WOTK O patstaffambrelsnteass.

5. Prioritize and schedule work tasks in a timely mannetr.

ey o __ A Gnken )
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Lock-out Tag-out, Dept. of Health and Family Service HES 172, and other occupational hazards
and necessary safety precautions,

9. Has the ability to monitor HVAC, hoiler systems, card reader systems, etc.



Environmental/Working Conditions:

This work is both in an indoor and outdoor environment, though more frequently indoors. While
performing this job, the employee will be exposed to the varied outdoor weather inherent to the
Wisconsin climate. Work is mostly on weekdays, but occasional evenings and weekends are reguired.
Work is in a moderately noisy location (business office, light traffic, etc.) but may at times require being
in louder and noisier environments, such as being near air conditioner compressors and fans.

Physical Demands of the Position: Candidate must

1. Be able to work in confined spaces, including working in small, cramped areas such as ceiling
crawl spaces or closets.

2. Be able to sit, bend, twist, and reach high and low.

3. Have good distance vision at 20 feet or further and near vision at 20 inches or less. In addition,
must have good eye/hand coordination and be able to perceive the full range of the color
spectrum. Must be able to visually inspect and analyze both computer images as well as physical
objects.

4. Be able to use wrists, hands, and fingers for long periods to do the following activities:
Keyboarding, writing, filing, and other office work.

Be able to lift and carry 50 pounds or less. Be able to push a full book cart.
Be able to sit, stand, walk, climb, stoop, kneeland crouch.

Be able to climb ladders or steps to reach work areas; work at heights greater than ten feet.

© N @ w

Be able to operate and care for a variety of shop type equipment and hand tools used in this
position.
9. -Have-mebility totravel (878, 10 dEliver booksortopurchase-parts-needed-forwork)

10. Have adequate speaking and hearing abilities in order to hear and speak to the public,
coworkers, and vendors.

E. ~11:"Be able to work at a computer forextended-periods—
“1Z-Havemobility to-trave He.g. - to-meetings-outside-the library} -

13. Be able to perform the essential functions of this job, Reasonable accommodations may be
made to enable individuals with disabilities to perform these essential functions.

Mandatory Requirements for the City of Mayville:

1. Background check
2. Drugtest

Salfary and Hours:

This position will be a non-union, hourly wage position. Primary hours will be during the daytime but
need to be flexible due to varied demand. After hours are on call 24/7.




12. Sets up and tears down programming spaces for Library programs as well as room rentals.
Inspects program room furniture and oversees cleaning.
k 13. Maintains floors: Cleaning, buffing, and waxing of floors or overseeing such work as needed.
6) 14, Maintains interior and exterior painting, landscaping and general outdoor facility maintenance
of building and grounds, including overseeing any vendors hired to do work in these areas.
15. Performs performance reviews with employees, using performance evaluation tools provided by

/ })} the City Clerk.
\ ‘@May help with delivery of boaoks, furniture, and programming supplies to outreach locations.
1

7. Performs other duties as assigned.

Required Qualifications:

» Education and experience: Graduation from high school or GED and ten years of maintenance
experience with one year in supervisory or lead worker position; or equivalent combination of
related education and experience.
) State issued Journeyman Millwright (Maintenance Mechanic) card
Must Pass a background check. -
Must-malptain-the-follgwing certification, licenses, and registrations:

o CPR
“‘/J LS_tjfmau/d:F;iws Aj A
o _lourneyman Mlllwrlght (M\aﬁ’fmggce Mechanic} card \ (‘Q—fg@f L
{ o Valid State’s DriversLicense

. oL e )

oA

Knowledge, Skills, and Abilities:

1. Thorough knowledge of the methods, techniques, materials, and equipmentused in installation,

maintenance and repair of plumbing, carpentry, electrical & lighting and HVAC systems,
janiforial-housekeeping, fixtures, and related systems.

4 FE5fftens, communicates, and works effectively with a diverse group of people. Establish and
Ability to develop, coordinate, and direct varied activities involved in & maintenance

(\?})\Sé department; Abiiity to communicate effectively orally and in writing; Ability to plan and

O supervise the work of paid staff and volunteers,

8. Has knowledge of local codes, state NEC code, and of OSHA codes and regulations including
Lock-out Tag-but, Dept. of Health and Family Service HFS 172, and other occupational hazards
and necessary safety precautions.

9. Hasthe ability to monitor HVAC, boiler systems, card reader systems, etc.

aintain effective working relationships with staff, supervisors, other agencies, and the public.



Selection Guidelines:

A process that includes but is not limited to the completion of a formal application, the rating and
verification of education and experience, oralinterviews, job skills, tests, a reference/background check,
and a physical exam.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specificstatements of duties does not exclude them from the position if the
work is similar, related, or a logical assignment to the position. The job description does not constitute
an employment agreement between the employer and the employee and is subject to change by the
employer as the needs of the employer and requirements of the job change.




Library Maintenance Manager
Job Description

General Responsibilities of Position

Under the general supervision of the Library Director, the Library Maintenance Manager works under
minimal supervision with extensive latitude for the use of initiative and independent judgment. The
position is responsible for directing and coordinating maintenance activities and overseeing the
maintenance, operations, and repairs of the Library. The position is also responsible for the hiring,
disciplinary matters, and supervision of all full-time, part-time, and contract custodial staff that will
maintain the Library. This position is also responsibie forthe hiring, disciplinary matters, and supervision
of all full-time, part-time building supervisors that assist in the supervision of the Library during normal
hours of operation.

Essential Duties and Responsibilities

All the following are to be performed while adhering to City of Mayville operational policies, safety rules,
and procedures. To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities to
perform the assential functions.

Responsﬂal for the hiring, training, disciplinary matters, and evaluation of all custodial staff.

orough records for all said staff.

2. Development and preparation of the maintenance budget including payroll, operating &

janitorial supplies and equipment, repairs and up-keep to building, grounds, and equipment.

3. Purchase all operating & janitorial supplies and equipment, repairs and up-keep to building —

grounds,

A 5515ts in the development and review of specifications in new design, construction, or

refovation to the infrastructure of the Library.

{ 5. Administer CPR, AED, or first aid as needed.

~Maintain a master calendar and schedule of preventative maintenance and records. Prepare a
maintenance and replacement plan for the Library.

7. Make judgments regarding what repair work can be completed in house and what should be
contracted out. Write specifications, receive, and award bids and oversee the work of outside
contractors when they are necessary.' Under supervision of Director, develops and implements

_maintenance contracts and agreements with vendors and service people.

B:s Assuressecurity and fire alarm systems are keptin good working order and meet state and local
codes.
10. Inspects, maintains, repairs, and replaces motors, exhaustfans, video surveillance system, public
addreass systems, indoor and outdoor lighting ballast & switches, fuses & brakers, heating
“Qﬁgg_lmgjwcuitsrand.qlhg_rre lated equipment.
11. Moves, adds, and makes changes to computers and phones as needed. Works with the Monarc

Library-System-to.make any _I’mn,ggs_n&dm_g_l}_/lonarch Administration involvement.




mulch quote

Fox Den <foxden53050@gmail.com>
Fri 2024-05-17 10:52 AM

To:Jennifer Stasinopoulos <Jennifers@tgbml.org>

Hi Jennifer, Brian told me you need this quote asap so | will give you a quick rundown on it and | can
type it up at a later time, as I'm working the greenhouse today and it's very busy.

We propose to install mulch of your color choice in all landscape beds around the building. We will
apply Snapshot weed preventer under the mulch before it is installed and on top after it is installed, all
labor and materials to do this project are included.

Quote price = $2440

Note: Dan Spittel to remove all existing weeds before we install mulch

Monthly bed maintenance includes weed removal, fluff mulch, trimming shrubs and perennials as
needed, and adding Snapshot weed preventer if needed at a cost of $70 per man hour, plus materials.
We remove and dispose of all debris each time too.

Please let me know if you want me to schedule any of this, we would like to put you on the top of our
list!

Debbi at Fox Den

920-387-4542

[CAUTION: This email originated from outside of the organization. Do not click links or open
attachments unless you recognize the sender and know the content is safe]




